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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 of modular sections that focus on the 
VETenrol product and its management 
features.

Let's collaborate and learn together.



Exploring VETenrol

This session will cover:

1. What is VETenrol?

2. Getting Started

3. Configuration

4. Standard Settings

5. Configuring Enrolment / Registration Steps

6. Custom Content

7. Email/Admin Preferences

8. Tools

9. Activity

10. Reports



What *is* VETenrol?



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

VETenrol communicates 
dynamically with VETtrak via the 
Internet to provide your students 
with up-to-date enrolment 
information.
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This sharing of information is 
done via the VETtrak Web 
Connector (API) to communicate 
with your VETtrak data –
retrieving course information to 
display online and sending 
entered enrolment information 
directly to your VETtrak 
database.
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An online demo of VETenrol can be accessed via http://vetenrol.com.au/
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http://vetenrol.com.au/


VETenrol:
Getting Started



Like VETtrak, VETenrol makes 
use of a User Account to sign 
in and manage its settings.
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Like VETtrak, VETenrol makes 
use of a User Account to sign 
in and manage its settings.

These are assigned 
within VETtrak to control who 
has access to this functionality.
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Once configured, your users will 
be able to log in to the VETenrol 
system using the username and 
password information set via
VETtrak, with options to 
retrieve/reset these details.
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There are two specific ways to access the VETenrol 
management options.

The first is located within your VETtrak system, by:

1. Expanding the Utility menu
2. Selecting the Open VETenrol option
3. Login to the VETenrol web window that 

appears
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The second is accessed via your browser by:

1. Open your web browser of choice
2. Enter the provided VETenrol Admin 

URL link:
https://enrol.vetenrol.com.au/admin

3. Login to the VETenrol web window that 
appears
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Accessing VETenrol

http://  https:/enrol.vetenrol.com.au/admin


Let's take a closer look!

Setting up a Role and opening VETenrol.

Relevant Help Centre resources:

• VETtrak Permissions for VETenrol
• Inital Setup of VETenrol
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https://customer.vettrak.com.au/hc/en-us/articles/360004745836-VETtrak-Permissions-for-VETenrol-Named-User-Login-
https://customer.vettrak.com.au/hc/en-us/articles/219144588-Inital-Setup-of-VETenrol


Exploring VETenrol

Publishing Occurrences to VETenrol

A key component of VETenrol is the ability 
to share your Occurrence-based learning
online.

This allows prospective students to browse 
your offerings on the web and process their 
own enrolment registration.
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Publishing Occurrences to VETenrol

For an Occurrence to be available online, it 
must first be published within VETtrak.

This is done by managing the publish 
options for your occurrence(s).
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Publishing Occurrences to VETenrol

To access these publishing options, you can 
use a variety of tools within VETtrak.

For individual occurrences, you can select 
an Occurrence and right-click the 
Details heading; within the sub-menu you 
can select the Edit publish options item:
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Publishing Occurrences to VETenrol

In this Quick Publish Wizette you can 
manage the options for online enrolments, 
including:

• Enrolment Permissions (Individual 
Students/Businesses/Both)

• Auto-process details
• Start Date information
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Publishing Occurrences to VETenrol

There is also the option to Bulk configure 
publish options for a range of occurrences, 
accessed from the Utility Menu under the 
option Publish Occurrences:
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Publishing Occurrences to VETenrol

This will display a unique wizard to sort and select the desired Occurrences to be 
managed and published:
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Pricing Information

Financial details will also be published as 
part of the Occurrence being shared online.

It is important to make sure your Fee 
information is recorded within the 
Occurrence on the relevant Pricing page:
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Additional Information

You can also make use of additional 
Description Fields within both the 
Occurrence and Programme wizards –
information entered in this area can be 
configured to display online, making use of 
simple HTML details to format it.
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Processing Enrolments into VETtrak

Once an online registration has been 
submitted, you are then in a position to 
review the information and have it populate 
within VETtrak.

This is done within a unique Web 
Enrolments Manager, accessed via the 
Manage menu.



Let's take a closer look!

Publishing an Occurrence to appear in VETenrol.

Relevant Help Centre resources:

• Programmes
• Process: Creating a New Occurrence
• Web Enrolments Essentials
• Publishing Occurrences for Online Enrolment Systems
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https://customer.vettrak.com.au/hc/en-us/articles/229177888-Programmes
https://customer.vettrak.com.au/hc/en-us/articles/115002799134-Process-Creating-a-New-Occurrence
https://customer.vettrak.com.au/hc/en-us/articles/115000790088-Web-Enrolments-Essentials-
https://customer.vettrak.com.au/hc/en-us/articles/360000701515-Publishing-Occurrences-for-Online-Enrolment-Systems


VETenrol:
Configuration
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Integration

Part of enabling the communication of 
VETenrol to VETtrak (and back again) is 
properly configuring the Web Connector 
(API).
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Integration

This involves accessing particular admin-
level fields within VETenrol, as well as 
making sure that the API has been 
configured within VETtrak to allow the 
exchange of information – particularly by 
establishing an API User.
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Integration

By entering this information correctly, you will be able to enjoy a 
seamless exchange of data between both platforms.
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Integration

You can also take the time to integrate 
further VETtrak products, such as VTDocs, 
allowing you to access better file 
management options across both 
platforms.

This is done via a separate process, but can 
be beneficial for any business that takes 
digital file management seriously.



Let's take a closer look!

Setting up an API User, accessing VETenrol and reviewing log in details, 
accessing VETenrol Admin, API information and VTDocs integration.

Relevant Help Centre resources:

• Process: Creating an API User
• Getting API Details for VETenrol
• VTDocs Overview
• VTDocs API Details
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https://customer.vettrak.com.au/hc/en-us/articles/360004184495-Process-Creating-an-API-User
https://customer.vettrak.com.au/hc/en-us/articles/115007207187-Getting-API-Details-for-VETenrol
https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7DDoHaWRsKwjT6NzGGgA6D2FjY291bnRfaWRpA0WHDDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJTaHR0cHM6Ly9jdXN0b21lci52ZXR0cmFrLmNvbS5hdS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDU1MTU5ODctVlREb2NzLU92ZXJ2aWV3BjsIVDoOc2VhcmNoX2lkSSIpYzczYjYzYjctY2Q2ZC00ZDc5LTlkY2UtM2JiYTFiY2I2NTUxBjsIRjoJcmFua2kGOgtsb2NhbGVJIgplbi11cwY7CFQ%3D--3f949cc401399caa58e571e1440e08953d887c31
https://customer.vettrak.com.au/hc/en-us/search/click?data=BAh7DDoHaWRsKwjuQ9LGGgA6D2FjY291bnRfaWRpA0WHDDoJdHlwZUkiDGFydGljbGUGOgZFVDoIdXJsSSJWaHR0cHM6Ly9jdXN0b21lci52ZXR0cmFrLmNvbS5hdS9oYy9lbi11cy9hcnRpY2xlcy8xMTUwMDQ4MTg0MTQtVlREb2NzLUFQSS1EZXRhaWxzBjsIVDoOc2VhcmNoX2lkSSIpYzczYjYzYjctY2Q2ZC00ZDc5LTlkY2UtM2JiYTFiY2I2NTUxBjsIRjoJcmFua2kKOgtsb2NhbGVJIgplbi11cwY7CFQ%3D--088cf97325055bd53beeb5dd8d737e5e53cc50ce


Exploring VETenrol

Integrating Email

VETenrol can also be configured to 
communicate via email – but only if you 
have entered your Mail Server (SMTP)
information for its use.
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Integrating Email

VETenrol can also be configured to 
communicate via email – but only if you 
have entered your Mail Server (SMTP)
information for its use.

This will allow you to action specific contact 
with your applying students, such as 
Confirmation Details, etc.
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Integrating Email

VETenrol can also be configured to 
communicate via email – but only if you 
have entered your Mail Server (SMTP)
information for its use.

This will allow you to action specific contact 
with your applying students, such as 
Confirmation Details, etc.

It's important to note that these details are 
bespoke to your company, and you may 
need to communicate with an IT resource to 
retrieve them.



Exploring VETenrol

Finance / Payment Gateway

The ability to incorporate a Payment 
Gateway can be beneficial to any applicants 
that may wish to pay their fees at the time 
of registration.
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Finance / Payment Gateway

The ability to incorporate a Payment 
Gateway can be beneficial to any applicants 
that may wish to pay their fees at the time 
of registration.

This can be used to incoporate a Secure 
Credit Card Transaction process handled by 
a trusted source.
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Finance / Payment Gateway

There is also a range of financial options 
available to shape your fee structures 
based off unique criteria, including:

• Discount Codes
• Group Discounts
• Credit Card Discounts



Let's take a closer look!

Financial Features - Configuring Payment Settings, Discount Settings

Relevant Help Centre resources:

• Automated Credit Card Payment Providers
• Credit Card Discount
• Discounts
• Volume Discounts
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https://customer.vettrak.com.au/hc/en-us/articles/115002651314-Automated-Credit-Card-Payment-Providers
https://customer.vettrak.com.au/hc/en-us/articles/360000908896-Credit-Card-Discount
https://customer.vettrak.com.au/hc/en-us/articles/115001437573-Discounts
https://customer.vettrak.com.au/hc/en-us/articles/360000954495-Volume-Discounts


Standard VETenrol
Settings
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Standard Settings

A range of Standard Settings can be found under the Configuration – Settings area, 
within the Admin Portal:
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Standard Settings

These standard settings control items such 
as Site Features, Course Information 
Displayed and Text and Label details that 
are present during the Online Registration 
Process.
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Standard Settings

You can also configure any Error Pages that 
may display – customising messages to 
display when a user encounters a problem.

A good example of this in use, is displaying 
a unique message if an Occurrence no 
longer has any room within it for new 
registrations.



Let's take a closer look!

Standard Settings – Including Site Features, Course Display Text and 
Labels, Error Pages

Relevant Help Centre resources:

• Headings and Text
• Save for Later
• Error Notifications
• Confirmation Page
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https://customer.vettrak.com.au/hc/en-us/articles/220989948-Headings-and-Text
https://customer.vettrak.com.au/hc/en-us/articles/360000326636-Save-for-Later
https://customer.vettrak.com.au/hc/en-us/articles/221051507-Error-Notifications
https://customer.vettrak.com.au/hc/en-us/articles/222797188-Confirmation-Page-Redirect-settings-


VETenrol
Configuring Enrolment / Registration Steps
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Enrolment/Registration Steps

The most configurable part of VETenrol is 
the Registration Process.

This encapsulates the online steps that a 
student will take to complete their 
registration – with a vast amount of 
customisable options to cater to the 
information you wish to capture.
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Enrolment/Registration Steps

Customising this process allows you to 
shape the amount of admin work that is 
shared between the applicant completing 
the online registration, and your RTO staff 
that are responsible for overseeing it.

It also dictates how much information you 
are expecting to populate within your 
VETtrak system.
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Enrolment/Registration Steps

These steps are categorised into unique sections, 
including:

• Default Steps
Essential items that cannot be disabled

• Optional Steps
Items that can be toggled depending on your data 
capture needs

• Funding Steps
Items referring to unique government needs, such as 
VET Student Loans or Smart&Skilled

• Industry Steps
Unique items that cater to specific industry needs, ie 
'Working with Children'
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Group Bookings

There are also unique settings that can be applied to Group/Bulk registrations where a 
company may submit a group of learners:
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Rapid Registration

If you wish to capture short-hand 
information for the sake of 
rapidly enrolling students, the 
configuration of Rapid Registration allows 
you to do so.

Rapid Registration will target minimal 
essential information to establish a 
registration via a condensed process.



Let's take a closer look!

Registration Steps, Group Bookings

Relevant Help Centre resources:

• Registration Settings
• Registration Settings: Group Bookings

Exploring VETenrol

https://customer.vettrak.com.au/hc/en-us/sections/204601887-Registration-Settings
https://customer.vettrak.com.au/hc/en-us/articles/220305928-Registration-Settings-Group-Bookings


VETenrol:
Custom Content
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Custom Steps

There are tools that allow a VETenrol user 
to collect custom information that may not 
be natively available in VETenrols 
registration steps.

This can cater to bespoke information that 
suits your RTO or industry.
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Custom Agreements

Within VETenrol you can customise 
agreement information to be displayed to 
your applicants.

This can be configured for specific 
registrations or just particular programmes 
on offer.
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Language, Literacy, Numeracy – LLN Quizzes

The administration panel also allows the 
creation and management of LLN Quiz 
options for your registration processes.

These can be assigned on a per-
programme basis, allowing you to target 
the training offerings that require 
additional support.



Let's take a closer look!

Custom Steps, Custom Agreements, LLN Quizzes

Relevant Help Centre resources:

• Custom Forms
• Custom Agreements
• Language, Literacy & Numeracy Quizzes (LLNs)
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https://customer.vettrak.com.au/hc/en-us/sections/204268408-Custom-Forms
https://customer.vettrak.com.au/hc/en-us/sections/204248187-Custom-Agreements
https://customer.vettrak.com.au/hc/en-us/sections/204268448-Language-Literacy-Numeracy-Quizzes-LLNs-


Exploring VETenrol

Exclusions

If you require, you can exclude specific Programmes/Prices or Occurrences to be 
obscured from your VETenrol instance.
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Step Exclusions

There are also options allowing you to create exclusions to Steps within your registration 
process where required.



Let's take a closer look!

Exclusions, Step Exclusions

Relevant Help Centre resources:

• List Exclusions
• Step Exclusions
• Occurrence Exclusions
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https://customer.vettrak.com.au/hc/en-us/articles/219147128-List-Exclusions
https://customer.vettrak.com.au/hc/en-us/articles/219615647-Step-Exclusions
https://customer.vettrak.com.au/hc/en-us/articles/219615627-Occurrence-Exclusions


VETenrol:
Email and Admin Preferences



Exploring VETenrol

Confirmation Email

If you have configured VETenrol to make 
use of your Mail Server settings, you can 
format Confirmation Emails to be sent 
after a registration is completed.
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Confirmation Email

If you have configured VETenrol to make 
use of your Mail Server settings, you can 
format Confirmation Emails to be sent 
after a registration is completed.

These can be set up in a way that their 
sending is automated, reducing the 
amount of admin work needed for initial 
student contact!
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Attachments

You can also easily configure specific 
attachments for student contact –
providing access to electronic files that are 
relevant to the registration.

These files can even be associated with 
specific Programmes or Occurrences –
even Location specific items can be 
configured.
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Override Templates

Override template can be used to replace default confirmation emails – configured to 
suit specific programmes, etc.
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Email Alerts

Confirmation emails are all well and good, 
but there is also a need to be made aware 
of particular triggers within your VETenrol 
environment – such as alerting Admin staff 
about new registrations.

Email Alerts address this need by providing 
some configurable options to facilitate 
your own alert template.



Let's take a closer look!

Email Admin, Templates, Overrides and Alerts

Relevant Help Centre resources:

• The Alerts & Notifications page
• Email Templates
• Confirmation Email
• Registration Receipts
• Special Variables in VETenrol
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https://customer.vettrak.com.au/hc/en-us/articles/219151148-The-Alerts-Notifications-page
https://customer.vettrak.com.au/hc/en-us/articles/230069227-Email-Templates
https://customer.vettrak.com.au/hc/en-us/articles/219151188-Confirmation-Email
https://customer.vettrak.com.au/hc/en-us/articles/115001523054-Registration-Receipts
https://customer.vettrak.com.au/hc/en-us/articles/220120387-Special-Variables-in-VETenrol


VETenrol:
Tools
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Registration Builder

The Registration Builder is available within 
the Client Admin section of the VETenrol 
Admin Portal.

It provides a simplified method of creating 
a registration link through a series of 
simple drop-down menus.

Select the relevant training offering, and 
further customise it to cater to a targeted 
prospective student by adding both Name
and Date of Birth details.
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Eligibility Builder

This function provides a simplified method of creating an Eligibility Link. By choosing the desired form and 
outcomes, generate a link that can be sent to users or added to your website.
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Links

Unsurprisingly, the Links functionality allows you to catalogue specific helpful links to be used across your 
website, or to be sent to your learners!
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API Summary

Within the Reports section, you can access an API Summary – which will list all the Programmes and 
Occurrences returned by the VETtrak API. Very useful for obtaining Names and IDs within VETenrol!



Let's take a closer look!

Registration Builder, Eligibility Builder, Links and API Summary.

Relevant Help Centre resources:

• Using the Summary Report
• VETenrol Links for your Website
• Registration Builder
• Eligibilities

Exploring VETenrol

https://customer.vettrak.com.au/hc/en-us/articles/219615667-Using-the-Summary-Report
https://customer.vettrak.com.au/hc/en-us/articles/360000176075-VETenrol-Links-for-your-Website
https://customer.vettrak.com.au/hc/en-us/articles/360000299696-Registration-Builder
https://customer.vettrak.com.au/hc/en-us/sections/360000035235-Eligibilities


VETenrol:
Activity
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Viewing Registrations within VETenrol

Within the Client Admin area, you can 
view the Activity > Registrations area, 
displaying a full list of the registrations 
processed via your VETenrol system.
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Viewing Registrations within VETenrol

In this area, you can easily review registration information
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Viewing Registrations within VETenrol

In this area, you can easily review registration information – even providing the opportunity to review 
individual registrations, with fields such as Payment Status and Registration Status.
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Abandoned/Pending Registrations

Sometimes a registration may not be 
completed – whether it was abandoned or 
interrupted, the Pending Registrations area 
will show whatever information was captured 
before the registration process was 
interrupted.
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Parent Workflow

Parent/Guardian Workflow can be enabled to assist with any client that is detected as a minor, allowing them to 
nominate a Parent/Guardian to assist with their application via an email request for authorisation of the registration.



Let's take a closer look!

Viewing Registrations

Relevant Help Centre resources:

• Registrations
• How to approve a Registration
• Enrolment Status
• Abandoned
• Parent Workflow
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https://customer.vettrak.com.au/hc/en-us/sections/204267808-Registrations
https://customer.vettrak.com.au/hc/en-us/articles/219146408-How-to-approve-a-Registration
https://customer.vettrak.com.au/hc/en-us/articles/219151248-Enrolment-Status
https://customer.vettrak.com.au/hc/en-us/articles/360000965456-Abandoned
https://customer.vettrak.com.au/hc/en-us/articles/360000725555-Parent-Workflow


VETenrol:
Reports
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Reports

Within VETenrol, you can access a range of Reports to quickly access and view key information from the 
system, including details regarding Registrations, Email Contact and more.



Let's take a closer look!

VETenrol Reports

Relevant Help Centre resources:

• Reports
• Message History
• Mail Summary
• Enrolments by Programme
• Enrolments by Referral Source
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https://customer.vettrak.com.au/hc/en-us/sections/205832907-Reports
https://customer.vettrak.com.au/hc/en-us/articles/360000330155-Message-History
https://customer.vettrak.com.au/hc/en-us/articles/360000175935-Mail-Summary
https://customer.vettrak.com.au/hc/en-us/articles/226229928-Enrolments-by-Programme
https://customer.vettrak.com.au/hc/en-us/articles/226230168-Enrolments-by-Referral-Source


That's a Wrap!
Item:



VETenrol represents an opportunity 
to collaborate with your prospective 
learners in a streamlined and feature 
rich way.

With a robust selection of 
management options, you can 
entirely tailor your learning offerings 
in an online space – freeing up admin 
time from tedious data entry and 
focus on the management of your 
learners.
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VETenrol has an entire section of the 
Help Centre dedicated to it, as a feature 
product of the VETtrak suite.

• VETenrol (Help Centre Section)
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https://customer.vettrak.com.au/hc/en-us/categories/202683147-VETenrol

