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FileTrak

1 FileTrak
1.1 Introduction

This extension allows you to store and retrieve documents and files relating to various aspects of your training
activities, by linking to them directly from various VETtrak wizards.

Files can be stored:

e Onyourlocal computer or network

e Ontheinternet

e Inaseparate document database (only available if you purchase the Document Database from OzSoft)

Some advantages and disadvantages of the different methods are listed below:

Files stored on local computer or network
Advantages:

e Files can be easily opened, edited and saved back to the same location.
Disadvantages:

e Files need to be maintained in their original locations. If anyfiles or folders are moved or deleted, the links
to the documents will be lost.

Files stored online or in document database

Advantages:

o Allfiles kepttogether in a single location.

e Files will still be accessible even if the original is moved or deleted.
e Easyto keep and track multiple versions of the same file.
Disadvantages:

e Cannotopen and save an edited file back to the same location; would need to save locally, edit and upload
the file again.

The entities that can have documents associated with them are:

e Award* e Event* e Invoice e Profile

e Booking e Enrolled Unit e Location e Programme

e Class e Enrolment e Occurrence e Programme Type

e Client e Funding Model e Occurrence Cost e Purchasing Contract
e Contract e Funding Source e Organisation e Qualification

e Education History* e Group e Payment e Room

e Employer e Inventory ltem e Placement e Unit

* These items already have the ability to link documents in the standard VETtrak product. FileTrak allows an
extra linking option in these cases.
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4 FileTrak

1.2  Setting Up FileTrak

Before using FileTrak, you need to set up some information about the types of files you will be storing, and
where they will be stored.

1.2.1 Preferences

To setthe location where files will be stored, go to File > Global preferences and select FileTrak preferences
atthe bottom of the list.

i« '

VETtrak global preferences

Set VETirek preferences
Select the various tabs to display that page. Set the preferences and press Finish to save them.

@ f‘;“-\ i T,
Preference items @Defaulthr new files }_,_) 5/_5) 5/_6)

77 Absolute () Relative 1 Web i@ Doc Db

General preferences

Base folder for relative paths
C li f
ompliance prererences Ci\Users\Public\Documents\DocumentsTrainee Docs "@ E]
Result Unit and Award...
esult Unit and Awar File <

Programme preferences FileTrak file types are now set up in the Configuration Manager
Email preferences
SMS preferences
Gateway and Proxy
Registration key
Report preferences

VETtrak version

Document database

|y Fa @Rl hlmEFn

FileTrak preferences

Cancel Back Finish

L™ A

1. This section allows you to setthe default setting for storing the path to your documents.

2. Choose Absolute if the files are always stored in the same place (such as a server), but may be accessed
from different locations. This ensures that wherever you access VETtrak from, the path will always point
directly to the location of the document.

3. Relative paths can be useful if you may want to move the location of your all files, but keep the same folder
structure - such as if you want to move them from one server to another, or from a local computer to a
server. In this case you set the path to the base folder containing the documents, and then, when linking
individual documents, you only need to specify the rest of the path to the document within the folder
specified here.

4. Ifyou are using relative paths, set the path to the base folder here.
5. SelectWeb ifthe files are to be stored online somewhere.

6. Available onlyif you have purchased the Document Database from OzSoft. If you select this option, a copy
of the file will be stored in, and retrieved from, a separate document database. NOTE: You must set up the
connection to the document database[ 6 for this feature to work.

© 2016 VETtrak



FileTrak

1.2.2 File Types

In the Configuration Manager, there is a Filetrak file types node where you can set up the different types of files
that you want to upload. These may be things such as enrolment forms, identification or receipts.

Note that there are three system-managed file types already set up in your database. These are required if you
are using the Student Portal or Trainer Portal, and cannot be deleted or modified.

-

FileTrak File Type Wizard 2
Enter file type details.
Enter a name for the file type and an optional code and description. Press Mext to continue,
Mame Code

Enrolment farm EF

[] This file type is inactive

Description

Scanned copy of enralment form.
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1.3

This section only applies if you have purchased the Document Database, which allows you to store all of your
files in a single database location. Before you can use this feature, you need to complete the settings here so
that VETtrak can access the database. Go to File > Global preferences and select Document database.

Setting Up the Document Database

-

VETtrak global preferences

Set VETtrek preferences

Select the various tabs to display that page, Set the preferences and press Finish to save them.

Preference items M

General Preferences

AWVETMISS Preferences

Result and Unit prefer...

Programme preferences
Email preferences

SMS preferences
Gateway and Proxy
Reqgistration key
Report updates

VETtrak version

| &2 |

PPt

o)

Document database

i FrFoRpDHHDESD

g
2
ik

FileTrak preferences

Back

1
Select database type >/_/

(@) Firebird (7 Microsoft SQL Server

Enter settings for database h.-'peg :

Select driver type Default username and password

SYSDEA (TITITIIIYL

Set server and path to database info about database path

192, 168, 10, 59/305 1: C: \WET trak4-4-1-1\Data\WET trakDocuments.. gdb E]

Test database connection
Messages

Connected to DB QK &
Database type (VETtrakDocuments)
Test Mow! verified OF

1.
2.
3.

Select the type of database you are using for your document database.

Enter the connection information for the database.

Click Test Now! to test the connection to the database.
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1.4 Linking to Your Documents & Files

Documents can be linked via any wizard that has the documenticon in the bottom right-hand corner. Click this

button to open the Document Linking Wizard.

-
{3 Client Wizard

Enter client details.
Enter or generate a code for the dient. Enter a surname, given name and division. Optionally
select an employer and a position. Press Mext to continue.

=

Cancel Back Mext

Code Auto Surname Given name Other names
Single
YTR-00215 Aardvark Alan John [ name
Freferred name  Title Date of Birth Age USI (unverified) |_|Exempt from USI
Al Mr 11/08/1985 ~ 30  GTNSITNHEE
Divigian & Clear
Root division -

Employer Position (™ order] (& Clear]
[E] Tiny Tots Childcare Centre - Child Care Waorker - CCW -
[] client is a staff member [] client is inactive Web publish/Privacy release signed

Username Password & Clea
aardvi Tl

-,

NOTE: This button is only available when editing an item. It will not appear in the wizard when you are adding a
new item with that wizard. If you want to link a document to something that you are newly creating, you will first
need to continue through the wizard to save the item, and then edit the item to open the wizard again and link

the document.

s

FileTrak document linking wizard

Enter file links
Press Add to add a new line in the grid. Browse for files as required. Press Next to continue.

Item information
Type etails
Client Aardvark, alan John [al] (vTR-00215)

Documents [Files

8k

Link style File type Mame Filename Desc Last user Last date

<Mo data to display =

Open  Edit

Del

Relative folder
C:\Users'PubliciDocuments\DocumentsiTrainee Docs
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1.
2.

These fields are for information only and cannot be changed.

Click the Add button to link a new document. The File Link Wizette will open.

{3 File Link Wizette | &2 |
Add/Edit file link

Select the link style, file type and complete file
name /URL (indude file path where appropriate). Vf

Link style ; : ) File type

[RE'Eﬁ'u'E - ] Identification -

File location and nameURL 5)
\Student ID Scans\Aardvark-Alan-YTR-00215.pdf

MName p
Aardvark-Alan-vTR-00215, pdf

Description

Alan Aardvark Driver's Licencej

[gancel ] [ Finish |

Select the type of file path. This will default to the type setin the Global Preferences Wizard[ 4%, but can be
changed if necessary.

Select what kind of file you are linking. In this case we are linking a scan of the client's identification
documentto their client profile.

Click the button and navigate to the location of the file.

The name will be automaticallyfilled in with the name of the document you are linking, or you can type over
itto enter a name of your choice.

Optionally, you can add notes about this document.

Click Finish.
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-

m FileTrak document linking wizard
Enter file links

Press Add to add a new line in the grid. Browse for flles as required. Press Next to continue.,

Item information

Type Details
Client Aardvark, Alan John [Al] (VTR-00215)
Documents/Files Add
Desc Last uzer Last date Open Edit Del

=X

Link style File type Mame Filename
Relative Identification |Aardvark-Alar|\Student ID Scans\Aardvark-alan-VTR-00215.pdf

Alan Aardvarl| VETtrak,Jrak|7/05/2014 2: E] = @

G

Relative folder
C:\Wsers\Public\Documents\DocumentsiTrainee Docs

purposes.

10. Later, when you wantto access the document you have linked, click the Open button to open it.

The information in these fields cannot be changed - this information is saved automatically for audit

11. Click the Edit button to make changes to the file information. Note that this button is not for editing the
documentitself. To edit a linked document, you would need to first open it using the Open button.
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1.5

Viewing the Documents Grid

In the Client, Employer, Staff, and Programme Managers, a grid has been added to the Notes panel to display
all the documents associated with whichever item you have clicked on.

Ul VETtzak = [Client Manages]
W/ Eile Creste Menuge Eecord Regont Utlity Window Help

Srameston, Ausin (0151)

i Sromby, Eve (00335
WETwok defauit role Sroois, Jessca, {DO0SZ)

: Pormal Bryce, Nosh (00200}
Bugden, Emma [I00ITH

Last U5 2014 2238 M

e Sk, Siye. (0009)
Support expres ¢ FGEE Surgayne, Josl (D0208)
Last badap 1 10052013 B:51 AM Suter, Cathyn (D00BE)

Bytre, Benjsmn (00138)

<! (B [ cone |

Liser: wemaic

Dratar: VW Thrasc &4 1 Dt hlerwr Dheeme WE Thrde pelly

Porsonal

Hobes | Doaments

o F2ALONODOY RO DES  nme Hiee
Dahboard B | Servtmearch Aardhvark, wlan [W] Jobm (TR-00215) Eventlg B | Chent detads
& a i =] 2 n Aaedhvark, don [4] Jobn [ |
]g: Configuiation managers [ = @l | - Personal fm_w??;}] Add || Mame M Aadvark, Alse v [A]
| — @ Ty Tots Chideare Gentre S L )
i [ Comacts = unit 3ffed Buliding, 234
“ | 5 [ evetern fron csnmet) & Ascendrg Descendng | Address Jons Smeet
ik, Aaron Dard (TR A0Z2E) 1 1 B bt {pcausrenne) I ] v
vk, on [ Jobr (VTR 0023 L. - PRIWIT o Phese DR8I IIR
dwrmn, Ao — : Start date: Foli e —
| s, Lachion | Selected item information pomcy bk pizsaszd (@)
Alardyoe, Jessica Angeiny Gabh Emal alan Gasndveri.com
s, oty (ooo||PErsonal e
s, Margants | 130401z |Bff Fundng  DFE - Produckity General Exstng Work
inderson, Oiva i Motes | Documents 11581
Anthery, Ma (201 Lt it by Chent nctes
fnabans, Modkers | | Compact view mode v
o, Tetan 2 Asriaric, Alsn [A] Joh (VTR-00215)
seeta, Tyer oot | [ ] Indlude subordinate documents —
arscatt, Dominee (1| [ - - Start dates el ol
Ascatt, Madelne ||| LiNk Style File type  Name Open Edit Del R M W
ston, Wl (20033 | ; | _| | | ' desgredto:  Argelea Gabb
| e hone qrad|[DOC Db |Identificat| Aardvark )| C| ) - -
Barcud, Morkn (7 . LMD4ELZ
Bavealer, 1ot (00 LostedtdBle: gy saissam
2 3 by Trakker
Sathurst, Mitchel Lastedt by: nd
Bayley, Gabwiel (4
Bayly, Calum (01
-
Benvust, Ma (0013 o

Seeched item information

| Compact vew mods -:
Irchudke subordnate doauments

& fes

o]

Post

o
ir |

28

28

Expiry 30042015 W Mode: Nomal

Lkt Fletype Name  Open Edt  Dal
Docbb | idention ardvark-[n ] Lo [T

HUM

The grid has a tickboxto Include subordinate documents. If this is left unticked, the document grid will show
onlydocuments relating to the item you have currently clicked on. Ifitis ticked, documents relating to anything

under the selected item in the tree will also be included.

Below are examples of what we might see in the document grid when we click on a client's contract, showing

the grid both with and without subordinates included.

20104476 - Tiny Tots Childcare Centre - 1/10/2012 - 3

Selected item information

Selected item information

20104476 - Tiny Tots Childcare Centre - 1,/10/2012 - 3

Motes | Documents

[Cornpact wiew mode v]
[]tndude suberdinate documents

[Compar_t view mode v]
Indude subordinate documents

Link style File type MName Open Edit Del Link style File type Mame Open Edit

Doc Ob |Training A|.ﬁ.ardvark—|[ ]|[ ]|[ < DocDb | Training A |Aardvark-|[ =+ ]/ == || E3 ]
DocDb  |Enrolment |EMRO-Aar|[ === || == || E |
DocDb  |Student A|CHCCNZD|[ === || === ][ E ]
DocDb |Student A|CHCCN30 [ || === J|[[E ]

When Include subordinate is not ticked, we only see
documents relating directly to the contract.

When Include subordinate is ticked, we also see
documents relating to the enrolment and units
underneath that contract.

Itis possible to drag this panel elsewhere on the screen and dock it at whichever edge of the screen you prefer.
For example, dragging itinto the centre panel and docking it against the bottom edge of the screen gives more
room to see the grid and make use of the different viewing modes available.
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(3 VETtrak - [Client Manager]

El\e Create Manage Record Report Utility Window Help

dw @TRE R D

@ Tasmania

&¢ mFO BN

Client search

Aardvark, Alan [Al] John (VTR-00215) El Event log & | Client details =28
El = i Aardvark, Alan John
e g ;enr:?:l Childeare Centre mﬁmﬁf—g Mame  Mr Aardvark, Alan John [Al]
s - & [ contracts Sort order Unit 1/Red Building, 234 @ Res
Clients |« 2010447\6 - Tiny Tots Childcare Centre - 1/10/2012 - 30/03/2013 - (CHC20108) Certificate i scending escending Address EJ‘;’I‘:S;-‘::E‘GI —
Aardvark, Aaron David (VTR-00224] 1] Enrelments (non contract) Y (2 Post
[hardvark, Alan [Al] John (VIR-0021] & Erroiments (occurence) . 21z | Phone  0B82220m B
Alderman, Andrew (00231) o Tt cate: 9:00:00 AM Email slan@aardvarkcom &
allard, Lachlan [Lockie] (00024) Education histon Event type: First visit
= ¥ R
Allardyce, Jessica (00088) 2 Iwoices Assigned o Angelina Gabb Funding  DPE - Productivity General Existing Work
allum, Molly (00005) Invoices (as item) Camplete: No
alonso, Margarita [Margie] Luisa (V1] & Groups Last edit date: liéslgﬂﬁﬂ;Ml Client notes [5[=]
Anderson, Olivia (00038) 3 Clsses R
L . rakker
anthony, Mia (00197) B ttrbutes Lasteditby: VETHak Rardvark, Alan [Al] John (VTR-00215) | Save
Arabanoo, Mackenzie (00112) 8 Events @)
Argyle, Tristan (00009) @ Placements (al) .
Arida, Tyler (00163) -3 Sent email Start date: 17/04/2012
Arscott, Dominic (00023) & Sentsvs rt date: 9:00:00 AM
[ tt, Madeline (00196) .28 waitiisted programmes Eventtype:  Monitoring Visit
Wil (00038) - Units Modules completed Assigned to:  Angelina Gabb b
Bajic, Doina (VTR-00266) _“ Units/Modules not completed Complete: No
Baroud, Monika (72787) . 13/04/2012
lesteditdate:s | 7loisan
Barrallier, Jai (00033) e e
. Trakker
Bathurst, Mitchell (00114) Last editby: it
Bayley, Gabriel (00123)
Bayly, Calum (00117) -
Bernet, Mia (00130) e \
Betbington, Zara (00150) Start date: g‘gg‘é‘o e Selected item information =HE
Bisdee, Jamie (00073) Eventtype:  Annusl Leave 2010447\6 - Tiny Tots Childeare Centre - 1/10/2012- 3
Bochsa, Alannah (00007) Assigned to:
Boston, Calum (00039) Complete: No
Boucaut, Joseph (00087) stodida | SDH12 Compact view mode ¥
Sromaton, Austn (00152) asteditdate:  yjTeeaz Ay [¥] Include subordinate documents
Sromby, Evie (00335 . Trakker Link style Fie type Name  Open Edit Del
rombry, Evie (i ) Last edit by: Ttk . )
Brocks, Jessica (00052) DocDb | Training A Aardvark- [T [C= )| (&
Bryce, Noah (00203) DocDb  |Enrolment ENRO-Aar| [ | [+ (&
Bugden, Emma (00027) DocDb  |Student A|cHCEN30| (L] (L |(E
13/08/2012 ==
Bukowsk, Skye (00040) . o , || Startdate: g:u"ﬁ.’ﬂfﬂm DocDb |Student A crcenzo [ [ )|(&
Tnal_fnA70aY
Close Save layout Clear layout
User: vetirak Data: C:\VETtrakd-4-1-0Data\NewDemoVE Tirak gdb Expiry: 30/04/2015 & Mode: Nomal CAPS NUM SCRL INS

© 2016 VETtrak
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There are three different viewing modes available, depending on how much information you want to be able to
see:

Compact view just shows the basic details:

Selected item information [5]=]
2010447\ - Tiny Tots Childcare Centre - 1/10/2012 - 30/09/2013 - {CHC20108) Certificate II in Community Services {Child Care)
Compact view mode + I Indude subordinate documents
Link style File type MName Open Edit Del
DocDb Training Agreement Aardvark-Alan-2010447-6.pdf [ ||
DocDb Enrolment Form ENRO-Aardvark-AlanVTR-00215.pdf E] E] @
DocDb Student Assignments CHCCN301A-VTR-00215-1 [ ||
Doc Db Student Assignments CHCCN301A-VTR-00215-1A | | e =}
Medium view shows most of the information about each file, excluding the description:
Selected item information
20104476 - Tiny Tots Childcare Centre - 1/10,/2012 - 30/09/2013 - (CHC20108) Certificate II in Community Services (Child Care)
Medium view mode  * ] Indude subordinate documents
Link style File type Mame Filename Desc Last user Last date Open Edit Del
Doc Db Training Agreeme | Aardvark-Alan-21 C:\Wsers\Public\Documents\Documents{Trainee Docs\Contracts\Aar VETtrak, Trakker |8/05/2014 2:10; E] E] @
Doc Db Enrolment Form |EMRO-Aardvark-|C:\Wsers\Public\Documents\DocumentsTrainee Docs\Enrolment Fori VETtrak, Trakker |8/05/2014 2:12; E] E] @
Doc Db Student Assignme| CHCCN301A-VTR C:\Users\Public\Documents\Documents{Trainee Docs\Assignments | VETtrak, Trakker|8/05/2014 9:53: E] E] @
Doc Db Student Assignme CHCCM301A-VTR C:\Wsers\Public\Documents\Documents Trainee Docs\AssignmentsC | More details add |VETtrak, Trakker|12/05/2014 10: E] E] @

Large view is mostuseful if you are including subordinate documents in your grid view. It shows all information
relating to each file, including indicating which item each documentis attached to.

Selected item information
2010447\ - Tiny Tots Childcare Centre - 1/10/2012 - 30/09/2013 - (CHC20108) Certificate II in Community Services (Child Care)
Large view mode v I Include subordinate documents
Entity Description Link style  File type Mame Filename Desc Last user lastdate  Open Edit Del
Contract  |Aardvark, Alan John {1|Doc Db Training Agre|Aardvark-Ala | C:\sers\Public\Documents\DocumentsTrainee Docs' VETtrak, Tral 8/05/2014 2 E] E] @
Enralment (1| 1/10/2012-30/09/2013 | Doc Db Enrolment Fo |[ENRO-Aardv: | C: \Users\Public\Documents\DocumentsTrainee Docs' VETtrak, Tral 8/05/2014 2 E] E] @
Enrolled unit| CHCCM301A - Aardvarl Doc Db Student Assic| CHCCM301A- | C:Wsers'Public\Documents\DocumentsTrainee Docs' VETtrak, Tral 8/05/2014 9 E] E] @
Enrolled uni | CHCCM301A - Aardvart| Doc Db Student Assic|CHCCM301A- | C:\sers\Public\Documents\DocumentsTrainee Docs'|More details |VETtrak, Tral| 12/05/2014 E] E] @
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1.6 Example - Linking an Enrolment Form to an Enrolment

For this example, we will use the following scenario:

e We have PDF scans of physical enrolment forms that our clients have filled out, and we want to link these
to each client's enrolment.

e We are a small RTO with all our files currently stored on a single computer, but plan to expand our IT
infrastructure soon and store our files on a server, where they can be accessed from multiple computers.

e We are currently storing the files on our computer in the My Documents area, under a folder called "Trainee

Docs".

Step 1 - Configure FileTrak
Open the FileTrak preferences under File > Global preferences.
As we know we will be moving the files in the near future, we want to use the relative path to the "Trainee Docs"

folder where we are storing all our files. This will allow us to still access our files even if we pick up the Trainee
Docs folder and move it to a different location.

-

3 VETtrak global preferences Lo
Set VETtrak preferences
Select the various tabs to display that page. Set the preferences and press Finish to save them.
Preference items ~ Default for new files 1
Absolute @ Relative Web Doc Db L
E’I General Preferences = = = = 2)
*ﬁ Base folder for relative paths -
; C:\Wsers\Public\Documents\Documents\Trainee Docs
El i
- File types
a?
43 Email preferences Name m Browse for base folder for FileTrak docum... | = @
App Signature
& sMs preferences
g Attendance Rep T
ol BUAAY . . ] ¥ o /| -
SatewaySndibios Enrolment Form . @ Favorites
% Registration key Identification p Links
l%‘ Report updates Student Assignments -4 My Backup Files
% VETtrak version - E My Dn$mezts
> = Ly Archives =
l}i‘ Document database i | Attendance r
l}r FileTrak preferences - 1y Awards
s« 1y Claims
i || Megan's Stuff
- ju Trainee Docs
b | Visits
- b My Music
P - My Pictures -
oK l l Cancel

1. SelectRelative...
2. ..click this button...

3. ..and navigate to the folder where your documents are currently stored. NOTE: When we later move our
files to a server, we will need to come back to this wizard and change this base folder.

4. Make sure you have set up the Enrolment Form as one of the types of documents you will be wanting to
link.

© 2016 VETtrak
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Step 2 - Link the Document

To link the enrolment form to your client's enrolment, find the clientin the Client Manager, right-click on their
enrolment, and select Edit enrolment. Then click the documenticon at the bottom of the Enrolment Wizard.

o
E Enrolment Wizard : Aardvark, Alan lohn (00412)

=X

Enter details.

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.

Organisation Division

Select contract to attach enrolment to (optional)

[ Uze last contract(s)

Training package qualifications [ Show courses in list

BSB20107 - Certificate II in Business

Load all | [ order] Reportability options

(@ Report to state body

trak Academy Ll T (") Do notreport this enrolment

State rules in effect : Victoria State Reportable Enrolment

Start date Finish date Location
1/08/2015 - 31/07/2015 ~ Melbourne (3000)

i) Report to national body (MCVER)

-

™ grder| [ &l Clear
-

Enrolment status Date of status change  Cancella == & Clear
Active (Commencement) - 1/08/2015 - [
Description

[

Cancel | Back Mext

-

FileTrak document linking wizard

Enter file links

Press Add to add a new line in the grid. Browse for flles as required. Press Next to continue.,

e

Item information
Type Details
Enrolment (Contract and Non-cor 1/08/2015-31/07/2016 BY

DocumentsFiles
Link style File type Mame Filename

Relative folder
C:\sers\Public\Documents\DocumentsTrainee Docs

File Link Wizette

Add/Edit file link

Link style 9 File type Q

@ File location and name URL
nrolment Forms\EMRO-Aardvark-AlanyVTR-00215. pdi

Mame

3]
Oh‘" EMRO-Aardvark-AlanVTR-00215.pdf

Description

=t

(=]

Select the link style, file type and complete file
name/URL {indude file path where appropriate]. w'

-

Hﬁ@

Last date

Open  Edit

[ add |

Del

1.

Click the Add button to open the File Link Wizette.
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2. Leave the Link Style as Relative, as per our settings above.
3. Selectthe Enrolment Form file type.

4. Navigate to the location where you have stored their form. In this case we have all enrolments stored in a
sub-folder of Trainee Docs, called Enrolment Forms.

5. Note that as we are using relative paths, only the last part of the path to the documentis stored. This
means that if we later move all of our trainee documents to another location, we just need to go back to the
FileTrak Configuration Wizard and change the base path. As long as the same folder structure is used, all
files should then be accessible in the new location.

6. The name of the file will be automaticallyfilled in here, but you can change it to something else if you want.

7. Click Finish.

© 2016 VETtrak
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1.7

Example - Saving a File in the Document Database

If you prefer to store all your documents in a single location, you can purchase the Document Database feature.
This allows you to store all of your files in a database, separate to the main VETtrak database. This means that
a separate copy of the file will be created and stored, which will remain available even if the original document

is deleted.

In this scenario, we are wanting to store copies of all studentassignments in a database. If students are asked
to resubmit an assignment, we wantto be able to track this, so we want to store the different versions of the
assignment.

Step 1 - Configure FileTrak

Open the FileTrak preferences under File > Global preferences.

-

FEPFPrFroRepHDmE

]
o]
=]

H

VETtrak global preferences

Set VETtrek preferences
Select the various tabs to display that page, Set the preferences and press Finish to save them.

Preference items ~

General Preferences
AVETMISS Preferences
Result and Unit prefer...
Programme preferences
Email preferences

5M5 preferences
Gateway and Proxy
Registration kay
Report updates

VETtrak w‘ersi-:lnp
Document database

FileTrak preferences

| Back

X

f

S

Default for new files

(7 Absclute (71 Relative i) Web i@ Doc Db

Base folder for relative paths

C:\Jsers\PubliciDocuments\DocumentsYTrainee Docs E]
File types o
Mame Code  Active Desc Del
App Signature AppSign Signature @
Attendance Reports ATT Class attel @
Enralment Form EMRO Enrolment [ E1 |
Identification D Scan of di| [ B3
Student Assignments SA Assignmer [ & |

i

"

1. SelectDoc Db.

2. Make sure you have set up Student Assignments as one of the types of documents you will be wanting to
link.

3. Go to the Document Database section and set up the database [6"
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Step 2 - Upload the Documents
We want to store the assignments againstthe enrolled unit they applyto, so we find the person's enrolmentin
the Client Manager and expand it to find the appropriate unit.

To store information against a particular unit, we use the comment feature, so we right-click on the unitand
select Edit comment.

Aardvark, Alan [Al] John (VTR-00215)

iy Personal
ﬁ. Tiny Tats Childcare Centre
= [ Contracts
= 20104476 - Tiny Tots Childcare Centre - 1/10/2012 - 30/09/2013 - (CHC20108) Certificate II in Community
ﬁ Events (inked to contract)
Flacements {linked to contract)
= [vTA] - [991] 1/10/2012 - 30/09/2013 - (CHC20108) Certificate IT in Community Services (Child Care)
[ Linked occurrence enralments
8 Events (inked to enrolment)
Placements (linked to enrolment)
°

P (CHCCOM201C) Communicate with peaple Record element results... it) (0)
':%. {CHCCS211A) Prepare for work in the con Edit cormment...
'&"@ (CHCFC301A) Support the development ¢ Edit contact record...

@ (CHCIC201E) Communicate with children
%j {CHCOHS312A) Follow safety procedures ] ]
I$'l$ {CHCORG201A) Follow polides, procedurs A T P2 3
'3"'@ (CHCORG202C) Work with others (Mo res Reset unit/module result...

'%. {CHCPR3014) Provide experiences to sup
P (CHCRF301D) Work effectively with famil

&"@ {(HLTCSD306E) Respond effectively to difficult or challenging behaviour (Mo result) (0)

Show contact record report...

Rermowve unitymaodule...

17
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Then click the documenticon in the corner of the Result Comment Wizard:

[ m Result Comment Wizard M )

Enter result comment.
Enter or modify the comment that is held against this result. Press Mext to continue.

Comment

| -

Cancel Back Mext Eﬁ
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-

mFileTrak document linking wizard =]
Enter file links
Press Add to add 2 new line in the grid. B{ —
ress add & new line in the gri m 0T =
Add/Edit file link
) ) Select the link style,file type and complete file
Item information ) name/URL (indude ;ile path where appropriate). Vf
Type Detail:
Enrolled unit CHCq
Link style File typep ﬁ
Documents,Files Doc Db w | Student Assignments - B Aad)
Link style File type MName File location and nameURL p Last user Last date Open Edit Del
C:\Uzers\p ocuments{Traines Docs‘l,fE]

ublic\Documents
MName

CHCCN301A-VTR-00215-1

Description

Relative folder

C:\Wsers\Public\Documents\DocumentsTrainee Docs

Close

Click the Add button to open the File Link Wizette.
Leave the Link Style as Doc Db, as per our settings above.
Select the Student Assignments file type.

Navigate to the location where you have saved their assignment.

a rc NPk

The name of the file will be automaticallyfilled in here, but you can change itto something else if you want.
We are using a haming system that takes the unit code, the student code, and the number 1 to indicate itis
the first assigment for the unit, but you can use whatever naming system makes sense to you.

6. Click Finish.
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We can now see the assignment next time we open the wizard. Click Open to view the file, or Edit to change the

details.

FileTrak document linking wizard

Enter file links
Press Add to add a new line in the grid. Browse for files as required, Press Mext to continue,

Item information
Type Details

Enrolled unit CHCCM301A - Aardvark, Alan (VTR-00215) [491]
Documents/Files Add
Link style File type Mame Filename Desc Lastuser Lastdate Open Edit Del
VETtrak, Tr|a/05/2014|[ == ]| == /(& ]

Doc Db Student Assig CHCCM301A-VTR-00215-1 C:Ysers'Public\Documents\Documents{Traim

8k

Relative folder
Cr\Users\Public\Documents\Documents!Trainee Docs

Note that with documents stored in the document database, you cannot later edit the Link Style or File Location,

as the link to the original file location no longer applies - there is now a separate copy of the file stored in the

database.

Y

-~

File Link Wizette
Add/Edit file link

Select the link style, file type and complete file
name,URL (indude file path where appropriate).

Link style File type
Student Assignments

File location and name LURL

Mame
CHCCM301A-VTR-00215-1

Description

| cancel | | Finish |

IEE

Later, if the student resubmits the assignment, we click the Add button in the Document Linking Wizard again

to link the new copy of the assignment.
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™y

£

File Link Wizette =
Add/Edit file link

Select the link style, file type and complete file
nameURL (indude file path where appropriate]. w

Link style File type

IDoc Db - I Student Assignments -

File location and name URL
C:Wsers\Public\Documents\Documents Trainee Dncs‘n,.fu

Mame
CHCCN301A-VTR-00215]14

Description

More details added to questions 3 and 5. I

| cancel | | Finish |

This time we have added the letter Ato the end of the name to indicate itis a revised version of the assignment.
(We could continue to save subsequent versions as versions B, C, etc. if applicable.) We have also added a

description to show what changes we asked the student to make to the assignment.

We can now see in the wizard that there are multiple versions of the file saved, and the dates on which each

one was saved:

-

FileTrak document linking wizard
Enter file links

Item information

Documents Files

Press Add to add a new line in the grid. Browse for files as required, Press Mext to continue,

Type Details
Enrolled unit CHCCM301A - Aardvark, Alan (VTR-00215) [491]

(=]

Link style File type Mame

Filename Desc Last user

Doc Db Student Assig [CHCCM301A-YTR-00215-1 C:\Users\Public\Documents\Dacuments T
Doc Db Student Assig [CHCCM301A-YTR-00215-1A

Lastdate Open Edit Del

WETtrak, Tr

Bosja014 [ )| = ]| ]

C:\Users\Public\Documents\Dacuments T | Maore detail:| VETtrak, Tr

12052014 [ ]| [ ]| ()

Relative folder

Ci\UsersiPublic\Documents\Documents!Trainee Docs
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NOTES:

e You cannotopen and edit a file and then save the edited version back into the database. If you need to edit
a file stored in the database, you would need to open it, save it on your computer, and then reupload the
edited version of the file.

e This method allows you to see the full version history of a file, even if the original versions of it have been
edited or deleted from where they were created. Once uploaded, there is no link between the version of the
file in the database and the original on your computer.

e Take care when deleting records that are saved by this method, as deleting a record will also delete the
documentitself from the database. Ensure that you still have the original file, or that you really do no longer
need the document, before deleting a record from this wizard.
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