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Welcome to VETtrak AcademyPlus!

This session is specially designed for your
learning experience, based on your
feedback.

We will be covering the subject through a
series sections that focus on
communication features within VETenrol,
providing opportunities for questions
throughout.

Let's collaborate and learn together.

VETtrak

AcademyPlus




VETenrol Communication

This session will cover:

N o kR w N R

What is VETenrol?

Using Description Fields

Using the Notices Page

Alerts & Notifications

VETenrol Resources and Client Documents
Email Templates

Messages




G verira

Course lnforma!lon

Targotey RTO Trainlnn (Genoray AVETMISS)

Show al Iocations




VETenrol Communication

VETenrol

VETenrol is a web-based system for
VETtrak which is designed to allow
quick and easy deployment of web
enrolments into the VETtrak system.

<>
re:VIvA

First Aid Training
Catapisnea 1993

1300 REVIVA (738 482)

This is an immensely powerful tool for
streamlining your enrolment process —
by empowering your prospective
students to enrol themselves!



VETenrol Communication

In today's webinar, we will be
highlighting a number of ways — 1
you can supercharge your —\<
communication options

between VETenrol and your {9;: |
interested parties — by making

use of unique fields, functions .
and tools!
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Occurrence/Programme
Description Fields
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VETenrol Communication

Description Fields

3 Occurrence Wizard : [17] ? X
Enter details.
Set the start and finish dates and the location of the enrolment. Select a qualification or course from the list

A great way to communicate additional information (optons). Pres et o contve
On“ne is to ma ke use Of Speciﬁc Description Basicdetails b AVETMISS b Pricng P Optiondldetals P Flenotes b Finish

. . . State rules in effect : Tasmania Nationally Reportable Enrolment
F I e I d s W I t h I n V ETt ra k . Start date Finish date Location Load all | Order| Reportability options
| 1/12/2020 > | |30"r12‘r2020 ~ | |Hobart (7000) > | O Report to state body
. (®) Report to national body (MCVER)
. ey . . e8! |Root division )
These can then displayadditional information S e
Training package qualifications [ Show courses in list % Order | | & Clear

Wlth | n yo ur VETen rOI System ! [BSB5 1315 - Diploma of Work Health and Safety V]

Enrolment status Date of status change  Cancelation reazon o Clear
[active ~| [1/1272020 Y1 B

[ change all active enrolments in this occurrence to this status and date of status change

Description

Cancel Back Next %
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Occurrence Description

Selected occurrence details

To enter a description for a particular Occurrence, — ‘ e Aid Conrac
simply locate the specific occurrence within the [17] 1/12/2020-30/12/2020
VETtrak Programme manager, and select to edit 2
. +} nits Edit
occurrence details! i € Units/ TR
ﬁ Even Edit bocking information...

el il B




VETenrol Communication

m Occurrence Wizard : [17] ? >

Enter details.

® ®
O c c u r re n c e D e S c r I t I o n Set the start and finish dates and the location of the enrolment. Select a qualification or course from the list
(optional). Press Mext to continue, Vf

i=lls| Basicdetails b AVETMISS P Prigng P Optional detsis B Filenotes B Finish

To enter a description for a particular Occurrence, —

State rules in effect : Tasmania Nationally Reportable Enrolment

H HY H H Start date Finish date Location pad all || Order| Reportability options
simply locate the specific occurrence within the . o e
VETtrak Programme manager, and select to edit 'E Divison (@ Report o national body (NCVER)

. +|- Default Organisation Root division .
Occu rrence detaIIS! d - “q:';f (") Do not report this enrolment
E Training package qualifications [ | Show courses in list % Order | | & Clear
. |BSE=51315—Dip|nma of Work Health and Safety v|
You can then enter whatever information you feel is St ot g et e 3 Gexr
relevant to your prospective student clients. [ Change a active envolments in this occurrence to this status and date of status change
Description

Note: You can use simple HTML formatting to stylise
your text within VETenrol!

Cancel Back MNext %
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Programme Description 5 B programmes

EE Archived programmes

You can also edit the description for a BN 6usiness Essentials

Programme within the Configuration Manager! This 'E First Aid Cours Edit programme...
will display as a broader set of information across _ [ Purchasing contr:

the programme you are offering, independent of % QA Rejection rea Delete programme...
the occurrences underneathit. N

Thisis done under the programmes heading—
simply locate the programme you wish to describe,
and select Edit programme:



VETenrol Communication

Programme Description T —— T

Enter programme details.

. L. . . Enter a name for the programme, an optional code and description.  Press Mext to continue,
Just like editing an Occurrence Description, enter
whatever information you wish to communicate Programme type
onlineinto the Description field —includingany BT [Defauit programme type - defaut V|
. . . Programme
HTML formatting you may wish to include! [Business Essentials |
Code Bar Colour ] Do not make this programme available for use

I:I |0 T []Do not show this programme in waitlists

[ ] allow occurrences to have tasks

Description

<h=An essential starting paint for entering the warld of business, <j/h=

Cancel Back Mext %




VETenrol Communication

Let's get our hands dirty!

Let's now take a look at setting up Descriptions within VETtrak!

N\
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The
Notices Page
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VETenrol Communication

The Notices Page

Within VETenrol, you can make use of
the Notices Page to provide additional
customised details for clients as they
proceed through the VETenrol
Enrolment process.

SETTINGS CUSTOM

GEMERAL SETTINGS

PAYMEMNT SETTINGS

SITE SETTINGS

REGISTRATION SETTINGS

DATA COMPLETION SETTINGS

PARENT WORKFLOW

ALERTS & NOTIFICATIONS

MOTICES

CONFRMATICON EMAIL

AGREEMENTS

EMPLOYERS

ENROLMENT STATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES

AWARD VERFICATION SETTINGS

CHAMGE PASSWORD



VETenrol Communication

MNOTICES

The Notices Page I

These are displayed as optional text T —— o Moo Jee
areas where you can record the ) .
additional information you wish to see, Resdantial Adares Noie - “
in the specific step/area that it would be , " J
the most relevant. R PR . @D O )
pe— °
For example, you could enter unique o Pronf ot e e =0
information on the Confirmation Page ) —— .
relating to performing an Electronic EE— s
Funds Transfer for payment if that is an = -
option you offer! Crr—— - /
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Let's get our hands dirty!

Let's take a look at the Notices Page within VETenrol.
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Alerts/Notifications
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VETenrol Communication

CUSTOM

The Alerts & Notifications Page

GEMERAL SETTINGS

PAYMEMNT SETTINGS
Alerts / Notifications refer to automated SITE SETTINGS
email notifications that can be sent to REGISTRATION SETTINGS

Staff Members. DATA COMPLETION SETTINGS

FAREMNT WORKFLOW
These can be related to seeing when a
new registration or enquiry is submitted
via the VETenrol system!

ALERTS & NOTIFICATIONS

MNOTICES

COMARMATION EMAIL

AGREEMEMNTS

EMPLOYERS

ENROLMENT S5TATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES

AWARD VERHICATION SETTINGS

THAMGE PASSWORD



VETenrol Communication

The Alerts & Notifications Page

ALERTS & NOTIFICATIONS

You can toggle what alerts you wish to
. New Registration Alerts Error Motifications e
process and Input an alert add ress. Email Alerts: (] Receive new registration alerts? ° nvalid ProgiD

(A copy of the registration will be — * e
included within the message—so you NewEigity ers .
. . . . E”TE,I-E‘; O Receive new eligibilicy alerts? ﬂ Mo Wacane ies -
can view the information from the email e
2

that was sent out!) ———

Email S5taff: [ Email occurrence staff members on registration? ﬂ
nclude registration details attachment?

Email Subject:

Email Body:



VETenrol Communication

Sidenote: SMTP + Email Details PETTINGS CHSTOM

GEMERAL SETTIMNGS

PAYMENT SETTINGS

A quick note!

SITE SETTINGS

GENERAL SETTINGS

Email functionality within VETenrol is
dependant on having SMTP/Email details — P -

Client ID: * VT-SUPPORT Password: | sessss a
. . . . . — —
configured within the Client Admin of Name: VBT Sppon Teom Py - o
RTO Number | AP URL. O -
the platform. p— - =
Contact Nam | 1 Pas
Agdre |93'
VTDocs APl Details Q
fae :;| AR URL - mEems s [ B B BB
e |'k5 2P| Usernam = o
Country |A,. tralia AR Pas: werers S i:-': est AP Connection
5t Coce 2
Prone: |'_:'DE 8 SMTF Server °
SSSSSS
'a.-.|
migil del ¥ arme [-1 14 d mi -
Ema |Eu:pc-[:=\:'-.-_'f" coOmLouU suppliss. Unauthenticated ermail accounts may resultin
m = $0 of
Admin Correspondence Emails e
mails) Ussrmame #j
‘ Pasz:
Se Gu
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Let's get our hands dirty!

Let's take a look at Alerts/Notifications within VETenrol.
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Confirmation Email

Within the Settings area you can
configure the details for a Confirmation
Email to be sent to an individual once
they have successfully processed their
online registration.

SETTINGS CUSTOM

GEMERAL SETTINGS

PAYMEMT SETTINGS

SITE SETTINGS

REGISTRATION SETTINGS

DATA COMPLETION SETTINGS

PARENT WORKFLOW

ALERTS & NOTIFICATIONS

MOTICES

CONFIRMATION EMAIL

AGREEMENTS

EMPLOYERS

ENROLMENT 5TATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES



VETenrol Communication

Confirmation Email

CONFIRMATION EMAIL

Within this area you Can Compose your Subject Line (-] These settings apply to the confirmation emaoil Sent to users upon successful
Conflrm atlon Ema|| message’ SUCh as the Registration Canfirmation from *CONTACTNAME® for *PROGRAMMENAME® | registration.

. . Message LSOO Eoch of these fields occepts text/HTML and speciol porometers.
subject and body of the message — with e —— .
<html lang="en" xmins="http/fwww.w3.0rg/1595/xhtml"

O pt i O n S to S et u p E FT d eta i I S O r' S e n d a xminsv="urn:schemas-microsoft-comyml”

*minsio="urn:schemas-microsofi-com:officeoffice”>
<heads=

copy of the registration details as an “mets charsee it 5> Y

<l- utf-8 works for most cases >

attaChment. EFT Notice WY Dot N 7 ]

Pieose refer to your VETenro! manual for more information.

Group Registration Participants e

Send Participant Email: Email group participants where applicable?

Mail Templace: Data Compltion URL »

Oinclude copy of registration details as attachment? ﬂ

O Exclude zignarture areas from attachment? e

O Do not send confirmation email a @m



VETenrol Communication

Let's get our hands dirty!

Let's take a look at Confirmation Email Settings within VETenrol.

N\
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VETenrol Resources and
Client Documents
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VETenrol Communication

SETTINGS CUSTOM
Resources and Client Documents S p——
PAYMENT SETTINGS

SITE SETTINGS

Resources can be accessed under the
Settings area and provides access to
online storage for essential image files.

REGISTRATION SETTINGS
DATA COMPLETION SETTINGS
PARENT WORKFLOW

ALERTS & NOTIFICATIONS

This can include images for use in
emails, or for use within text blocks
where an images may be necessary.

MOTICES

COMFIRMATION EMAIL

AGREEMENTS

EMPLOYERS

EMROLMENT STATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES

AWARD VERRICATION SETTINGS

CHANGE PASSWORD
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Resources

The resources area includes a CLIENT RESOURCES

simplistic interface to select files

from your local computer, which i Ressire o
you can then upload and manage File: | [ Choose File | No file cnosen |

within a list!

Filemame URL
Screen Shot 2020-08-05 at 2.36.00 pm.png| https:/fenrol vetenrol.com.aufresources/NT-SUPPORT/Screen Shot 2020-08-05 at 2.36.00 pm.png ﬂ delets

Cake and Paztry.jpE httpsz/fenrolvetenrol.com.aufresources/VT-5UPPORT/ Cake and Pastry jpg ﬂ delets
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Client Documents

You can also upload and configure the
sharing of Client Documents for use as
resources within the VETenrol system —
providing access to these items to clients
who mary require them!

FROGRAMMES

CLIEMNT DOCUMENTS

LIST EXCLUSIONS

OCCURREMNCE EXCLUSIONS

STEP EXCLUSIONS

PRICE ID EXCLUSIONS

REGISTRATION RECEIPTS

DISCOUNTS

VOLUME DISCOUNTS

CREDIT CARD DISCOUNT

CLOSE DATES

SUMMARY REPORT

LINKED C-CCURRENCES
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Client Documents

The Client Documents area CLIENT DOCUMENTS
provides the option to upload
and associate documents

Client Documents Bl 155 feoture attows attachments to be assigned to specific programmes for
against a particular Occurrence — 5 %
ID should you wish —you can | e
then configure for these items e [Ghoose Fi | No fie crosen |
to even be sent via automated

email notifications.
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Let's get our hands dirty!

Let's take a look at Resources And Client Documents within
VETenrol.
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Using Email Templates
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VETenrol Communication

Email Templates

Email templates can be created and
stored within VETenrol to streamline
your communication offerings.

These can be useful for registration
responses, receipts — all manner of
contact needs!

SETTINGS CUSTOM

GEMNERAL SETTINGS

PAYMENT SETTINGS

SITE SETTINGS

REGISTRATION SETTINGS

DATA COMPLETION SETTINGS

FARENT WORKFLOW

ALERTS & NOTIFICATIONS

MOTICES

CONFRMATION EMAIL

AGREEMENTS

EMPLOYERS

EMROLMEMT 5TATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES

AWARD VERFICATION SETTINGS

CHAMGE PASSWORD
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Email Templates

MAIL TEMPLATES

Email templates can be composed — |

Template Name: |

like you would write any other I Eraiy Form Resporses |
email - With Sorting Options to File Edit View Insert Format Tools Table
choose what the Template e et

Type may be. k

g~

<
m
—
&b
|=
<
I~
<
%
i
1
ih
Il
ii
£
i
<
]
Inl
=

You can also view and manage : .
existing templates!

Template Type Attachments

Recsipts 0 (Edit) duplicate delets
Enguiry Form Responses O [Edit)

Pay Mow Templates 0 (Edit)

ation Response Registration Responses 0 [Edit)
Recsipts 0 (Edit)
Recsipts 0 (Edit)

0000000

VETenral Enquiry Enguiry Form Responses O [Edit)
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Email Template Types
Email template types are used to classify what the Email Template is used for, including:

* Enquiry Form Responses are for use with Enquiries.

» Registration Responses are for use with Registrations and can be selected when
emailing from Registrations or Registration Details.

 Pay Now Templates are for use with Deferred Payments, or for registrations with
the credit card Pending Payment status. Templates of this type can only be selected
when emailing from Registration Details.

* Receipts are for use with Registration Receipts.
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Let's get our hands dirty!

Let's take a look at Email Templates within VETenrol.
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CUSTOM

GEMERAL SETTINGS

Messages

PAYMENT SETTINGS

SITE SETTINGS
Messages are a feature where you can

set up a particular notice to display
when users visit your site — Useful for
making pointed contact with your
traffic!

REGISTRATION SETTINGS

DATA COMPLETION SETTINGS

PARENT WORKFLOW

ALERTS & NOTIFICATIONS

MOTICES

CONARMATION EMAIL

AGREEMENTS

EMPLOYERS

ENROLMENT 5TATUS

EMAIL TEMPLATES

RESOURCES

MESSAGES

AWARD VERHCATION SETTIMGS

CHAMGE PASSWORD
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Messages

MESSAGES

Messages are composed with a
particular time period to allocate

Message Details This feature ailows messoges to be odded to your VETenrol front page where
ing or browsing available courses will be able to view them.

when they should appear —and can — | il

be configured to include a Read moower| |
More link/URL to navigate people
to a specific page!

Read More URL: |
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Let's get our hands dirty!

Let's take a look at Messages within VETenrol.







If you get stuck!

The VETtrak Help Centre has a range of
VETenrol articles to assist with using
the features we have spotlighted today:

e VETenrol Overview

* VETenrol SMTP FAQ
e SMTPServer

e Special Variables in VETenrol

e The Alerts & Notifications page

* The Notices Page

e VETenrol Help Centre Section



https://customer.vettrak.com.au/hc/en-us/articles/220347008-VETenrol-Main-Page
https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7CzoHaWRsKwgnWLrRUwA6D2FjY291bnRfaWRpA0WHDDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJVaHR0cHM6Ly9jdXN0b21lci52ZXR0cmFrLmNvbS5hdS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMDA5MzU5NzUtVkVUZW5yb2wtU01UUC1GQVEGOwhUOg5zZWFyY2hfaWRJIiliYmY0OGM4Yy0yMjBjLTQ1NjctOGFmYi03ZDA2MmM3NzUzMTQGOwhGOglyYW5raQs%3D--d63699e6fce6e2a1fcdd74e8cbbf609ffda7d522
https://customer.vettrak.com.au/hc/en-us/articles/360000029876-SMTP-Server
https://customer.vettrak.com.au/hc/en-us/articles/220120387-Special-Variables-in-VETenrol
https://customer.vettrak.com.au/hc/en-us/articles/219151148-The-Alerts-Notifications-page
https://customer.vettrak.com.au/hc/en-us/articles/115001811633-The-Notices-Page
https://customer.vettrak.com.au/hc/en-us/categories/202683147-VETenrol

