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Data Insights User Guide

What are Data Insights?

Data Insights is a new feature, introduced in version 4.4.7 of VETtrak. It is a new Manager in VETtrak
that allows the user to:

1.

Create, run and save custom queries on a number of entities such as clients and enrolments,
using a drag-and-drop interface without the need to know any SQL code.

Choose which fields to retrieve, and arrange the selection of fields to suit requirements by
choosing column order, sort order and aggregate functions.

Add criteria and filters to the query to define what records to retrieve. Multiple filters and
criteria can be built up with AND and OR operations.

Run a number of actions for the list of records found, such as export to a number of formats,
send email, send SMS, add to a group, run a report or update fields.

The “run a report” action may be used to “loop” through the list of records and send each
person an individual built-in or mapped report, such as a certificate or statement, attached to a
templated email. This functionality has not been previously available.

Additional actions and entities will be added over time in future updates of VETtrak.

Why is it called Data Insights?

This new feature allows you to look closely at your data by using the query filters and criteria to ask
guestions previously not available through the VETtrak interface. This provides a very powerful tool
that can help you find patterns and anomalies in your data set. We think that the name “Data
Insights” represents perfectly what the new feature does, that is to provide an insight into your data.

Why did we create this new feature?

This new feature was developed for several reasons:

1.

To reduce the need for customers to request Custom Reports to extract data from their VETtrak
database.

To allow customers to ask questions of their data so that they can select conditions and filters to
get the best answer to their questions.

To give customers more options and flexibility to extract data and information from their
databases.

To provide a mechanism for ‘looping’ through a selection of students and performing actions,
such as sending certificates and statements.
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What doesn’t Data Insights do?

Data Insights are still in development, and will be for some time. Data Insights does not currently
have all the information in a VETtrak database available. Currently the main entities that you can’t
yet use are:

Financial information such as Invoices and Payments
Tasks information

Employer Enrolments information

CRICOS information

There are many other entities not currently present in Data Insights. These will be added in future
releases of VETtrak. In addition, the Data Insights Manager can’t be used to perform actions that
have complex rules such as:

Record Results

Record Attendance

Record Awards

Add Events, Attributes and Placements in bulk

This is not the design of the feature. Its main use is for data extraction, not data updating. There is
the opportunity to perform some limited bulk actions such as updating selected fields.

What’s the difference between Custom Reports and Data Insights?

Custom Reports and Data Insights do similar things, but use different routes to get there.

1.

Custom Reports have the query and criteria built into the report, along with the formatting of
the resultant output. The query can’t be easily changed by the user without detailed SQL
knowledge. This is why we create Custom Reports for you. With Data Insights you create the
query and criteria and the output is always ‘export friendly’ not print friendly. If you require
formatted output for your reports, you will still need to use a custom report.

Custom Reports are requested through a credit system on the VETtrak website. You need to
provide a template of what it is to look like, as well as the rules for running the report. Each
report request will cost a credit, whether it be from your annual allotment, or a purchased
credit. Using Data Insights will replace the need to request some Custom Reports. The VETtrak
Support team won’t create Data Insights queries for you. The new feature is designed to be ‘self-
serve’, that is it’s a do-it-yourself system. You create the queries. You perform the actions.

Do | still need Custom Reports?

Because Data Insights doesn’t produce formatted print-friendly exports, you will still need Custom
Reports for things like:
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e Certificates and Statements
e |nvoices and Receipts

e Attendance Sheets

e Training Plans

e Enrolment Forms

What VETtrak products does Data Insights come with? Is there an additional cost?

Data Insights is available with all VETtrak products; Standard, Professional and Enterprise. There is
no additional cost for this new feature.

How do | use it?

You will find the Data Insights menu under Report > Data Insights or on the Toolbar Icon or in the
navigation panel on the left hand side of the VETtrak Dashboard. You’ll be presented with the
following Manager:

(T Data Insights Manager - VETtrak — X
File Creste Manage Report Uity Help
9% QTP ALOBNROETD A BRE Vi vi® e

&R Dashboard [ patamnsight... B

Data insight query repasitory Selected data insight query

£l ) Data insight queries
- [2) Archived contents of this folder
@ Folderis empty

Ho query selected
&% Data Insights Manager

Open the user guide Open the data dictionary

About the Data Insights Manager

Welcome to the Data Insights Manager. This manager allows you to create your own simple queries to extract data from your VETtrak database, with your
choice of fields and search criteria. You can export your query results to a variety of formats, as well as perform certain bulk actions on some types of
data. You can also save your queries to your query repository for future use.

To create @ new query, right-click a folder in the repository on the left in which to create the query and choose "Add query”.
To edit or run an existing query, in the repositary on the left, expand folders to locate the query if necessary, and left-click the query.

For mere information about how to use the Data Tnsights Manager to build your queries, dlick the User Guide button above. For detailed information about
all the available data that you can include in your queries, dick the Data Dictionary button above.

Close Gy Refreshlists Save layout | | Clear layout

User: vettrak. Data: C:\WETtrak_4.4.7 Beta4'Data\VETtrak_Vic_Demo (2).odb Expiry: 30/04/2017 Mode: Nomal Version: 4.4.7.0 NUM

There are two panels. The left hand panel is the Query Repository where your queries are saved and
loaded from. The right hand panel is where you will build and edit your queries.

To create your new query, right-click on the Data insight queries folder and select Add query...

It's important to note that you can import query definition files also. These can be queries that have
been created for you by someone else, at another organisation, by a consultant, or sample queries
created by VETtrak.

When you add a new query the right hand pane will change to the following:
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Selected data insight query

New query
@) query  EH Results
Query on Mame Description
| Vl | w | [ Archived
Available fields Query fields
Add = | |Field Sort  Sortorder Descending Agaregate Del

<Mo data to display >

— Query criteria

Description of selected field Addl L= | | Field Operator Value Del

5 Run guery H Save

There are several standard steps required to create your query. They are:

1. Choose the entity you are basing your query on. This will affect what other fields are available
and what actions you can perform.

2. Select the fields you wish to display on screen and in any export of data.

Determine the order of the fields and any sorting and ordering.

4. Select the criteria used to perform any filtering or conditions on the selection to extract the
information required.

5. Run the query and review the results.

6. Perform anaction on the resulting list, or export the data to a standard file format for further
analysis.

w

WEe'll look at each of these steps in detail as we follow an example.

Choosing the entity to base your query on.

Choosing the right entity to base your query on is an important first step. It will determine what
actions you can run at the end of the process, and so getting this right initially is paramount. What
this really means is ‘what are you searching for’. The available entities currently are:

e Award
e (Class
e (Client

e (Client enrolment
e Employer

Data Insights Manager User Guide - Page 5



e Occurrence
e Staff

If | was wanting to extract a list of student’s names | would use the Client entity. If | was wanting to
get out a list of enrolments, | would use the Client Enrolment entity.

The base entity you select will also determine what related fields you can chose to add to the query,
or base your criteria on. The Data Insights Manager is programmed to only make available other
fields to a base entity that have a direct relationship to that base entity. For example, if | was
wanting to extract information about Classes, | would not use the Award entity as there is no direct
relationship between Classes and Awards in VETtrak.

I’'m going to select the Client entity to base a query on as shown below:

Selected data insight query

New guery
L query [EE Results
Query on Mame Description
|E_’!E ~ | | w | [ archived
Available fields Query fields
= E; Client A Add |= | [Field Sort  Sortorder Descending  Aggregate Del
=1 Code
]: Surname s
1 Given name -
I Other names = <Mo data to display=
[ Title
11 Preferred name
]: Former surname <
T Gender 5
S i o EL = M Query criteria
Description of selected field Add L= | |Field Operator Value Del
(&) AND (match all ¢
CEr AMD
& CR
&) Run query H save

The list of available fields is now populated with the fields in the Clients table, as well as the tables
and fields that have a direct relationship with the Clients table. There are differences in the types of
fields and tables shown in the list, discernible by their icons. Examples are:

FR Enrolments
This is a standard table. You cannot add a standard table into the Query fields or Query criteria

Fe Client

This is a filterable table. You can add this as Query criteria so you can select specific clients, but you
can’t add this into the Query fields section.

[ Code
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This is a standard field. You can display this in the Query fields section and use it in the Query criteria

to filter your data.

[E= Playing Position

This is a custom field. Custom fields are available against clients, employers and enrolments (new in
v4.4.7). Custom fields can be added to Query fields and Query criteria.

There is a full description of the fields available in the Data Insights Manager by pressing the F1 key
whilst in the Data Insights Manager, or going to the web site:
http://www.vettrak.com.au/Data_Insight Help/

There is also a link to this page when you first open the Data Insights Manager.

Select the fields to display and export.

Once you have selected your base entity, you add fields to your query, not the tables. This can be
achieved in four ways:

o Double clicking the field.

e Dragging and dropping the field.

e Selecting multiple fields using Shift and Ctrl and dragging them to the Query fields section.

e Highlighting the field using your mouse, then clicking the Add button between the Available
fields list and Query fields sections.

Using any of these methods will copy it over to the Query fields section.

Selected data insight query

New query *
@ query EH Results
Query on Mame Description
|Client vl | | ~ | [JArchived
Available fields Query fields
B Awards - Add > | |Field Sort  Sortorder Descending  Aggregate Del
Fe Employer . 1 surname 1 ~ | E
FR Usual address w Up 11 Given name [l ~ ||
O Eosfl address & Down [ Date of birth 1 ~ [ B
E'%Q& T postton ->name [T T =]
[ Code
1 Archived ¢
J:_. Description o
W
[l == | ."'I-m.n:&:—-..a-'.-:\ Query criteria
Description of selected field Add > | |Field Operator Value Del
Mame of the position. 0 AND (match all
(& AND
Type: Text
Can be empty: No & oR
Maximum length: 100
\) Run query Lﬁ Save
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In the example above I've created a simple query to display the following client related fields:

e Given name

e Surname

e Date of Birth

e Position Name (from the related Position table)

Determine the order and any sorting

Once you're happy with the list then you can apply sorting and ordering, and possibly some
aggregate information. In the screen below I’'m sorting primarily on position, then on surname.

Selected data insight query

New query *
@, query B Results
Query on Mame Description
[client || | v | Carchived
Available fields Query fields
M Awards ~ Add = | |Field Sort  Sortorder  Descending  Aggregate Del
F Employer w: §: o0 = MM
M Usual address WP [ Given name ~|[|&
T Postal address % Down [ Date of birth ~ | E
= %ﬁomﬂ .I_ Position -3 Name i 1k [ ~ &
= Code
= Archived ¢
[ Description =
el a—-lﬂ,.,.;c:-qunvﬁ b Query criteria
Description of selected field Add | | [Field Operator Value Del
Mame of the position, (& AND (match all ¢
3 AND
Type: Text
Nesimam gt 100 -

\2) Run query Lﬁ Save

This is achieved by ticking the checkbox next to the fields you want to sort on, and then setting the
order of sorting. By default it will be in ascending order, but this can be changed by checking the
Descending checkbox.

Depending on the type of data you are including for viewing you may want to aggregate it to get a
count or sum of the data.

You can also manipulate the order of the columns by using the Up and Down buttons to the left of
the Query fields section. This can also be achieved by dragging and dropping the selected fields into
the order you want them to be viewed.

Run the query and modify the selection
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To see the results, click the Run query button at the bottom of the manager. The query will then run
and the tab will change to the Results tab.

Note than whenever you make a change to the selection or criteria you must always use the Run
query button to refresh the query results. Changing tabs will not re-run the query automatically.

The results of my query are shown below.

Selected data insight query
New query *

Q Query EH results

E t | | Acti | 43 matching dlient records found
| T T on 7| 43 total result rows

~
Drag a column header here to group by that column

Cpen Surname Given name Date of birth Position - Name

i
[
7]
m

Sitemanager |Stuart

Supervisor Sally

VETtrak Trakker
Birchall Grant 28/01/1988 |Defender
Brand Kaiden 3/04/1954  |Defender
Burgoyne Shaun 21/10/1582 |Defender
Duryea Taylor 24/04/1991 |Defender
Frawley James 20/09/1588 |Defender
Gibson Josh 13/03/1234 |Defender
Heatherley Kurt 1/01/1995  |Defender
Hodge Luke 15/06/1984 |Defender
Howe Daniel 4121985 |Defender
Litherland Angus 121041992 |Defender
Miles Teia 2/11/1996  |Defender ¥

| @ Rur query | | |E Save |

fisfffis]fsfis]fisfis]fisfis [ s fis e
HEEEEEEEEE EEEE

You’ll note that there are 43 records found, but the first three are not ones that | want to see in the
results. To fix this | could add criteria to the selection to filter out those unwanted results. There are
a number of ways | could do this:

1. filter out all clients where the position was blank
2. filter out all clients where the birthdate was blank

Either way would be acceptable.

Add criteria to filter the selection

To add search criteria, you can either:

1. Dragand drop the field to the Query criteria section
2. Highlight the field using your mouse and click the Add button next to the Query criteria section

In the screenshot below I've added the Position Name field to the Query criteria section and set the
operator as NOT equal to and the value as no value.
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Selected data insight query

New gquery *
@), query [ Results
Query on Mame Description
|Client v| | | ~ | [ archived
Available fields Query fields
é Awards " Add | = | |Field Sort  Sortorder Descending  Aggregate  Del
& Employer . Up -I
FH Usual address =& 1 Given name | « | [E3
FR Postal address < Down [ Date of birth 1 ~ | |
& %‘ﬁsmﬂ I Position -= Name 1 4| r 1 « &
[ Code
=1 Archived 1 3
(71 Description & Query criteria
= Add |> | |Field Operator Value Del
Description of selected field =3 AND (match all criteria insi
Mame of the position. ) AND -L NOT equal o o _
gﬁetlu;r::nzty: No e
Maximurm length: 100

5/ Run query @ Save

Relational operators are used in query criteria to define the list of records based on whether they
meet the specified criteria. Queries may have a number of criteria containing combinations of
relational operators, built up to define the results.

The relational operators used in Data Insights are as follows:

Operator: Used to: Data types where available:

Find all records where the value is Text, Number, Date, Checkbox,

Equals X Lookup List

Find all records where the value is

NOT equal to not X

Text, Number, Date, Lookup List

Find all records where the value is
Greater than Number, Date
greater than X

Find all records where the value is
Less than Number, Date
less than X

Find all records where the value is

Number, Date
greater than or equal to X

Greater than or equal to

Find all records where the value is

Number, Date
less than or equal to X

Less than or equal to

. Find all records where the value
Starts with . Text
starts with X

Data Insights Manager User Guide - Page 10



. Find all records where the value
Contains . Text
contains X
Find all records where the value is .
Is any of X or Y Lookup List
Find all records where the value is .
Is NOT any of nlot X or Y W valuel Lookup List

By clicking on the Run Query button, the query will be re-run and the results populated with the new

results.

Selected data insight query

k@a Query @ Results

| Export

v| | Action

h |

New query *

40 matching client records found
40 total result rows

~
Drag a column header here to group by that column

£ Use Cpen Surname Given name Date of birth Position -= MName
[ === ||Birchall Grant 28/01/1988 |Defender
[ |Brand Kaiden 8/04/1994 |Defender
E| Burgoyne Shaun 21/10/1982 |Defender
[ = ||Duryea Taylor 24/04/1931 |Defender
E| Frawley James 20/05/1988 |Defender
[+ ||Gibson Josh 13/03/1984 |Defender
[+ ||Heatherley  |Kurt 1/01/1995  |Defender
[ =+ ||Hodge Luke 15/06/1984 |Defender
[+ |Howe Daniel 4/12/1935  |Defender
E Litherland Angus 12/10/1992 |Defender
[T ] Miles Teia 2/11/1995  |Defender
E| Schoenmakers |Ryan &/11/1930 |Defender
| == ||spangher Matthew | 23/04/1387 |Defender
[A [ == ||Stratton Benjamin __|1/03/1989 | Defender Z

|@ Run query | | |E Save |

Because the first three records did not have a position recorded, they have been excluded from the

list of results

Let’s say we want to narrow down the list to find only those players born before 1990. We can add
another criteria to our query to narrow down the list further.
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Selected data insight query
New query *
@, query [ Results
Query on MName Description
|Client v| | | | V| [ archived
Available fields Query fields
-1 Title A Add [> | |Field Sort Sortorder Descending Aggregate  Del
|I_| Preferred name - 1:- Surname 2z 08 | | =1
- [ Former surname w Up [ Given name ] ~|[&]
.I_. Gender [ Date of birth O ™ @
II_'_ =1 Position -» Name 1 [«d[v] Il M=)
|L| Username —
-1 Password
- [ staff member ; S
'11_—' ﬁr_"jhiVEd v Query criteria
[ a— Add [ | |Field Operator Value Del
Description of selected field B @ AND {match all criteria insi
i i AND
Date of birth of the dient. & 1 Postion > Name NOT equal to E
Type: Date - |I_| Date of birth Less than or equal to
Can be empty: Yes m
| @ Run guery | | @ Save |

Note that | have the choice of providing a fixed date, or a calculated date. Using a calculated date is
useful when you want to find out things like enrolments ‘last month’ or unit completions ‘this year’.
By saving your queries with these calculated dates relative to today’s date it can be much easier to
run these queries as progress reports.

I've selected that the date of birth is less than or equal to the 01/01/1990. Clicking Run query will
then re-run our initial query wither the new results.
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Selected data insight query

@ Query E ResLlts
| Export

v||ac1jon

14 matching dient records found
14 total result rows

Drag a column header here to group by that column

New query *

£ Use Open Surname  Given name Date of birth Position -= Name

| E“Eirdﬂall Grant 28/01/1988 |Defender

[ |[ =+ ||Burgoyne |Shaun 21/10/1982 |Defender

[ E{Frawley James 20/09/1988 |Defender

[ |[ =+ llGbsan  |Josh 13/03/1984 |Defender

(A1 - |Hodge  |Luke 15/06/1984 |Defender

[ | = ||spangher |Matthew |23/04/1387 |Defender

[A | =+ ||Stratton  |Benjamin | 1/03/1983  |Defender
EE{PUOD‘NO Paul 2{12{1987 |Forward

[ |[ oo R Cyril 14/07/1989 |Forward

(A || -+ ||roughead | Jarryd 23/01/1987 |Forward

| ’_{Lewis Jordan 24/04/1986 | Midfield

A | = I Mitchell  |Sam 12/10/1982 |Midfield
E}E{Smitﬁ Isaac 30/12/1983 |Midfield

FA =+ lIMcEvey  |Ben 11/07/1989 |Ruck hd

I_@R.unquerv | | @Save |

The list of clients is now much shorter. We can add additional criteria to this query to only display
certain types of positions, say midfielders and rucks.

Selected data insight query

New query *
@, query [ Results
Query on MName Description
|Client v| | | | V| [ archived
Available fields Query fields
R Awarus ~ Add = | |Field Sort  Sortorder Descending  Aggregate Del
% Employer I 5umame %
G [ Usual address g [ = —
i |1:| Given name -
[ Postal address = —
5. Date of birth o
- i >
. |1:| MName IIZI Position - = Mame Ed
-1 Code - = -
-2 Archived Query criteria
-1 Description Add [ | |Field Operator Value Del
1 FS Classificaton =@ AND (match all criteria
e &) AND " 1
Description of selected field "13 Position - Mame  |NOT equal to hd
Fasition of the dient. P & OR Ii:l Date of birth Less than or equal to |~ |[01/01/1930
Filterable: Yes =@ OR (match atleast
E; Position Equals » | Midfield (MID) |~
B34 Posit g W Fudk (ruck) R ]
]

| @Runquery | | @Saue ‘
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The query is starting to get more complicated. It’s important that you perform the criteria selections
in the right order. The steps taken to achieve the result above were:

1. Click the OR button to add the Or condition. This is important because we need to offer a choice
between one value or another value. If we needed both conditions to be met we would use the
AND button.

2. Add the position table (this is one of the filterable tables that allows you to choose values),
equals operator and the first choice of Midfield

3. Add the position table again, with the second value of Ruck.

It’s also worth noting that you can change an AND to an OR by right clicking on the condition in the
query filter.

Data Insights uses two logical operators. They are AND and OR. Put simply, the AND operator is used
when all the criteria must be met. The OR operator is used if any criteria is met.

It is often useful to use Venn diagrams to demonstrate this.

@

Aand B Ao B

The combinations of AND and OR operators on criteria in queries can help select the required
records.

There are two other operators the NOT and XOR operators. These are not available in Data Insights.

The results of the above query are as follows:

Selected data insight query

New guery *
‘_‘}" Query |j Results

4 matching dient records found

Expaort Action
Z i 7| 4total result rows
£ Use Open Surname Given name Date of birth Pasition -= Name
« lLewis  |Jordan 24/04/1986 |Midfield
- ||Mitchell |5am 12/10/1982 |Midfield
- |smith  |Isaac 30/12/1288 |Midfield
- ||McEvoy |Ben 11/07/198% |Ruck
(5} Run query LH save
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Note also that you can open the record for the base entity in the appropriate wizard or manager to
allow you to edit the details of the record from within the Data Insights Manager by clicking the
button on the left hand-side of the resultant list under the ‘Open’ column heading.

This also could have been achieved with the following query criteria:

Selected data insight query

New query *
€, Query [ Results
Query on Mame Description
|Client vl | | ~ | [ archived
Available fields Query fields
% ;wnll = - Add = |Field Sort Sortorder Descending Aggregate Del
+- mplayer :
Py 1 Syrname 2 @g || ~ &3
FH Usual address £n U =
B R Postal address Given name L v |4
Q.%- % Down | | [ Date of birth O « |3
1 Name I paosition - Name 1 [a][r O ~ [
= code - -
1 Archived Query criteria
{51 Description Add [> | [Field Operator Value Del
. . ]
= Classification =@ AND (match all criteriz
— &) AND —
Description of selected field ~[1 Position -> Name |NOT equal to ~ [X|
Paosition of the dient. @ or (=1 Date of birth Less than or equal to w | 01/01/1990 « ||
Filterable: Yes 25 Position Is any of Midfield (MID), [~ [| 3
[ | Defender (CEF)
[ IForward (FOR)
Midfield (MID)
_ | d
@ Run gquery @ Save =] |

Using the is any of operator gives you a drop-down list (or search) allowing you to tick the items you
want, reducing the need for adding the Or conditions yourself. The results will be exactly the same.

Exporting the results

When you have generated your query you can export the results to a number of common formats as
shown below.
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Selected data insight query

“_}" Query FH Results

Export -

EEEE

Print...

oA

Action

Export to CSV...
Export to XLS...
Export to XLSX...
Export to HTML...
Export to PDF...

4 matching dient records found

4 total result rows

New query *

ame Date of birth Position -= Name

24/04/1986 |Midfield
12/10/1982 |Midfield
30/12/1983 |Midfield

11f07/1989 |Ruck

() Run query

This can be useful for:

|H save

Perform an action on the results

There are a number of actions that can be performed on the query results. They are:

Doing further analysis in Excel or another spreadsheet application
Proving an export for import into another system

Providing a printable version of the results via a common format of PDF
Printing the results.

Award | Class | Client Client Employer | Occurrence | Staff VFH
Enrolment

Add to groups 4 4

Run report 4 4 v 4 4 4 4
Send email 4 v v v v v v
Send SMS v v v v v v

Update field 4 4 v v v v v
Update status v

Some actions are not available to some entities. For example, adding to groups is only available to

entities that can use groups. The list of actions available will be expanded in future versions of

VETtrak.

Note that you can select and de-select which records to run the action for by using the checkboxes
on the left hand side of the results list under the ‘Use’ column.
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Selected data insight query
New guery *

&) Query EH results

Export 4 matching dient records found
4 total result rows

ﬁ Add to groups
B Runreport
£ Use Open Sur| [ . rth Position -= Name
3 Send email
o ||Lew Send SIS & |Midfield
S VSN 2 |Midfield
< ||smil 1 Update field 5 |Midfield
- ||McEvay [Ben 11/07/1989 |Ruck
(L5} Run query H Save

Add to groups

This action does just what it says. It allows you to add the list of selected clients to a group. As staff
members are clients, you can add staff members to groups also.

Run Report

You have the ability to run selected in-built reports as an action. An in-built report is one that is
available from a right-mouse-click menu by selecting Show xxxxx report...

Not every in-built report is available as an action, and the list of reports available will depend on the
base entity that you have selected for your query. The list of all available in-built reports is available
in Appendix A at the end of this document.

You can replace the standard in-built reports with custom replacements by using the Reports
Mappings feature in VETtrak. This can then allow you to run customised versions of these reports.
Please be aware that these reports are designed to run without user input, such as a dialog box on
the report allowing you to make additional selections. If you replace a standard in-built report with a
customised one with a dialog box, you will be presented the dialog box for each record in the list
that you are running that report against.

There are some special rules relating to Certificates and Statements that | will cover separately in the
next section.

When you select the action Run Report you will be presented with the following wizette:
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Bulk Run Report Wizette n

Run report in bulk.

Select the repart to run and how it should be output, Press Finish to run the repart.
Select 3 report to run

Bulk running report for 4 selected dient records

Report to run

| v
Report output
[ 1Email
[]save to folder

[ ]save to document database

Cancel Finish

The first thing to do is to select the report to run. This will run the selected report for every person in
the list of items in the query report. In the case of the Client entity being the base entity, it will run
the selected report for each client separately. This is essentially a ‘loop’ through the list and
performing the action for each record.

Importantly you must then select the output for the report. There are three options:

1. Email the report to each client as an attachment using a merge email template.

2. Savethe report to a folder as a separate PDF file for each client to a selected location

3. Save the PDF of the report to the document database for each client. The base entity will
determine which entity the document is uploaded against.

Running Certificate and Statement Reports

Using the Award base entity, you are able to run Certificate and Statement reports for a selection of
award records. There are a couple of extra conditions to this:

1. The list of selected awards must be homogenous, that is, they are all the same award type. You
can’t have a mixture of Certificates and Statements in the query selection as you can only select
one report.

2. If you have a homogenous list of all Statements or all Certificates, you will only be allowed to
select the mapped reports that are for that award type. This is to prevent you from printing
Certificate reports for Statement awards and vice-versa.

Data Insights Manager User Guide - Page 18



Send Email and Send SMS

These actions will allow you to send templated emails and SMS'’s to the selected clients in the query
report. They use the same wizards as you would use normally in VETtrak.

Update Fields

The Update fields action allow you to update selected fields for each entity. The available fields have
been selected because they are ones commonly asked for to be updated in bulk, and they have no
effect on government or AVETMISS reporting. The full list of fields available to be updated is
available in Appendix B.

Updating fields is a very powerful tool and should be used with caution. The process is not reversible
and changes are permanent. When using the update fields feature you will be presented with the
following warning:

Canfirm =

o NMarning: You are about to update the Code field in bulk
on 191 selected class records to the new value,

This change will be permanent and cannct be undone,

Are you sure you wish to perform this bulk field update?

es Mo

As the warning says, the change is permanent and cannot be undone. You can limit users to not
having this ability through the Security feature, covered later in this guide.

If using the Client enrolment entity, there are separate menu items for Update status and Update
dates. This allows you to update a selection of enrolments with different statuses and dates. Also, if
updating enrolment start and/or finish dates, the selected enrolments must all have the same start
and/or finish dates respective to which date you may be updating. The list must be a homogenous
list.

Working with Data Insights Files and Folders

Queries can be:

e Saved to the repository during creation
e Imported from a file
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e Exportedto afile

e Archived

e Modified and Renamed
e Moved between folders
e Duplicated

e Deleted

To Save a query add your fields selections and criteria and add a name to the Name field at the top
of the manager. You can also add a description of what the query is doing. This may be handy if you
are providing the query for others to use. A query needs to have a name to be saved and will cause

an error if not filled, as shown:

Selected data insight query

New query *

©L, query [ Results

IThese errors must be corrected before the query can be saved

Mo query name has been entered.

Query on Mame Description
|Client v| | | ~ | [ archived
Available fields Query fields
T e A Add = | |Field Sort  Sortorder  Descending  Aggregate Del ™
% Employer W
B Usual address o >
FH Postal address - Query criteria
B %- " Add = | [Field Operator Value Del
= = AND (match all criteriz
* ‘| @ anp "
Description of selected field 5 Position -> Mame |NOT equal to w [X|
Position of the dient. & OR [ Date of birth Less than or equal to w [01/01f1990 | E
Filterable: es & Position Is any of v || Midfield (MID), R~ || E

\z) Run guery

The name and description boxes are directly below the error message.

To Import a query file, you can right-click the Data Insights Queries node in the repository tree and
select Import query file... this will then ask you to browse to the path of the query file to import.

Note that query files have a .vtdqg extension.
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Import Data Insight Cuery Wizard *

Import data insight query from file.

Press Browse to select a data insight query file to import, or type a filename and press "Load
query”, Optionally change the new query name and description. Press Mext to continue, vf

Folder to import data insight query into

|Data insight queries |

Import data insight query filename and path
|C: Wsers'paul \Desktop\Award Register Report,vidg Browse. .. Logd query

Mew data insight query name

|.-5.'.-\'ar|:| Reqgister Query

Mew data insight query description
Copy of the Standard Rebort - Award Register Report

Cancel Back Mext

You can then give the query a new name and add a description. Click Next and Finish to import it.

To Export a query to file, right-click the query in the repository and select Export query to file...

Data Insights Manager - VETtrak
File Create Manage Report Utility Help
B T aFToadLOEE
&3 Dashboard = Datalnsight... H

Data insight query repository

mil
N

=I5 Data insight queries
) Archived contents of this folder

Run query
Duplicate query...
Export query to file..

Delete query...

To Duplicate a query, right-click the query in the repository and select Duplicate query...
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Data Insights Manager - VETtrak
File Create Manage Report Utility Help
B G RE R D
ﬁ?} Dashboard @ Data Insight... E

Data insight query repository

i

il
g

o

=+ C3) Data insight queries
1 Archived contents of this folder

Run query
Duplicate query...
Export query to file...

Delete query...

To Delete a query, right-click the query in the repository and select Delete query...

Data Insights Manager - VETtrak
File Create Manage Report Utility Help
HE O @ F a2
%Dashbnard @ Data Insight... E

Data insight query repository

il
il

tii
a7
ip

=23 Data insight queries
1 Archived contents of this folder

="

Run query
Duplicate query...
Export query to file...

Delete query...

To Archive a query, check the box Archived next to the Description field in the right-hand side of the
open query in the Data Insights Manager. The query must be loaded to archive it.
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Selected data insight query

Test *
S query [ Results
Query on Name Description
[client | [rest -

To modify and rename a query, first load the query into the manager. You can then modify the query
and save it. This will save the new changes to the query. If you want to keep the original query, and
create a second modified query, you will need to Duplicate the query first and make changes to the
copy.

You can create a folder structure in the query repository. This serves two purposes:

1. It helps you organise your queries into a logical structure
2. You can add Security permissions on the folders so only certain people can run them.

You create new sub-folders by right clicking on the Data insight queries node in the repository and
selecting Add subfolder... You then give the folder a name.

Data Insight Cuery Folder Wizard >

Enter data insight query folder details.

Enter a name for the data insight guery folder and an optional description. Press Mext to
continue, Vf

Mame
|New |

[ ] This data insight query folder iz archived

Description

Cancel Back Mext

Clicking Next then allows you to set permissions on the folder based upon the roles that have been
previously setup in the Security feature.
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Data Insight Cuery Folder Wizard *

Enter data insight query folder security details.

If you wish to restrict access to this folder, tick the box and tick which roles have which access
levels. Press Mext to continue, Vf

[ ] Restrict the roles that can access this folder

Role View Edit Add Delete
Security ] ] ] ]
VETtrak Basic O O] L] []
VETtrak Everything ] ] ] ]
VETtrak Plus ] ] [] L]
VETtrak Standard ] ] ] ]
VETtrak default read-only role ] ] ] ]

Cancel Back Mext

By checking the Restrict the roles that can access this folder checkbox, you can restrict certain users
from editing and even seeing the queries that have been created, or adding new queries and
deleting existing ones.

To create a new query in a folder, right-click the folder and choose Add query. You can move queries
and folders within the repository by dragging a query or folder and dropping it onto a folder to move
it to that folder.

Security Settings for Data Insights

There are several entities that can be configured in the Security Manager relating to Data Insights.
They are:

e Data Insights bulk update field (View)
e Data Insights query (View, Edit, Add, Delete)
e Data insights query folder (View, Edit, Add, Delete)

These entities can be used to restrict a user from using the update fields action which may be of
particular use.

You can also restrict users from creating, running, editing and deleting queries, as well as the query
folders set up.

The location of the Security entities is shown below.
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Security - VETtrak
File Create Manage Report Utility Help

B T AT BNOEDRLECQ
S Dashboard [=F Data Insight... E & security ]

Security Manager

= ®4 VETtrak

< Awards

~ %, Compliance - General

- ?b Compliance - NSW

- ?b Compliance - QLD

- ?5 Compliance - SA

- ‘&, Compliance - VIC

-, Compliance - WA

- ?b Configuration

- %o Correspondence

- ?5 Custom

- ', Employers

- ?b Enrolments

- ?b Groups

- ?‘o People

-, Pricing

- ‘%, Reports
> i@ [V] Data insight bulk update field
“‘() [VEAD] Data insight query
‘i3 [VEAL] Data insight query folder
> ig [V] Report mappings
i@ [V] Standard Reports Manager

- %3 Results

T B e - e - e - B - - -

fent
s
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Appendix A: Available Reports

Available in-built reports to run as an action:

Award Certificate

Statement
Class Occurrence Class Client Report
Client Personal Information Report

Invoice Summary Report

Invoice Statement Report

All Enrolments Report

All Enrolments with Comments Report
All Enrolments with Comments and History Report
Occurrences Report

Awards Report

Group Report

Events Report

Class Report

Attribute Report

Placements Report

Sent Email Report

Sent SMS Report

Units Completed Report

Units not Completed Report

Client enrolment Enrolment Report
Enrolment Report with Comments
Enrolment Report with Comments and History
Training Plan Report
Invoice Schedule Report
Statement of Fees Report
Attendance Report
Confirmation Report
Class List Report
Events (linked to enrolment) Report
Placements (linked to enrolment) Report

Employer Employer Details Report
Invoice Statement Report
Invoice Summary Report
Employee Report
Attributes Report
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Events Report
Sent Email Report

Occurrence Unit Cross-Tab Report
Tasks Cross-Tab Report
Attendance Record Report
Occurrence Class Report
Occurrence Invoice Report
Occurrence Payments Report
Occurrence Event Report

Staff Personal Information Report
Class List Report
Event Report

Staff Units Report
Supervised Placements Report

VET FEE-HELP Commonwealth Assistance Notice Report
Invoice Notice Report
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Appendix B: Updatable Fields

Available fields that can be updated as an action:

Award Issued Flag
Expiry Date
Document Reference

Class Code

Room

Staff Member
Client Staff Member

Archived Flag

Preferred Contact Method
Exclude from Marketing Flag
Commencement Date

Last Assessment Date
Termination Date

Salary

Citizenship Status
Identification Confirmed
Identification Details
Problem Payer Flag

Web Publish Flag
Victorian Occupation Code
Employer

Position

Manager

Division

Custom Fields

Client enrolment Date of Status Change
Confirmation Status
VET in Schools Flag
Victorian Funding Eligibility Key
Victorian Eligibility Exemption Flag
Victorian Provided Under VET FEE-HELP Flag
Victorian Include in VSN Transfer Flag
Victorian Evidence of Student Eligibility Verified Flag
Victorian Student Declaration Signed Flag
NSW Include in Provider Calculator Exports Flag
WA Intake Number
WA Fee Model Flag
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Enrolment Status**
Enrolment Start and Finish Dates**

Cancellation Reason
Enrolment Type

Referral Source

Delivery Provider Employer
Delivery Type

Custom Fields

Employer Code
External Code
Number of Employees
Exclude from Marketing Flag
Problem Payer Flag
Employer Type
ANZIC
Custom Fields

Occurrence Same as Client Enrolment

Staff Same as Client

VET FEE-HELP Course of Study Start Date
Completion Status
Completion Year

** This is by a separate menu items of ‘Update status’ and ‘Update dates’ respectively.
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