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Introduction

This manual focuses on the administration of VETenrol and the tasks associated with setting up
courses for web enrolment and handling enrolments.

You will notice that through-out this guide some text appears in bold. The bold style indicates the
text is a reference to an element appearing on-screen. This will help readily identify steps on-
screen when following through a set of instructions. In addition to the bold text, there are
numerous screenshots to help keep instructions as simple and easy to follow as possible.

The following topics are addressed in this section:

\
@ Screenshots featuring the client registration system through-out this manual are provided

as a representation only, actual screens will vary depending upon the branding and style
approved by your organisation.

-10 -



VETenrol Manual Introduction

Product Overview

VETenrol consists of two major components:

o Client registration system; and
o Web-based administration.

The client registration system deals with the registration process, presenting clients with a step-by-
step interface to record enrolment information. The web-based administration tracks the
registration details and provides the interface for those details to be received by VETtrak.

There are two purchase plans for VETenrol. The standard is where VETenrol is set up and hosted by
VETtrak Pty Ltd with on-going support and Self-Hosted where the product is provided 'as is' for the
customer to install and host themselves.

\
@ In very rare circumstances, some clients may self-host VETenrol. Such clients will need to
substitute https://enrol.vetenrol.com.au/ with their own URL to their self-hosted VETenrol
when referring to this manual.

System Requirements

The general requirements for VETenrol are as follows:

¢ Internet Access

VETtrak Server
Your VETtrak server must meet the following requirements:

e VETtrak - version 20.4.x
e VETtrak API - version 1.15+

% NOTE: If your VETtrak is hosted by VETtrak Pty Ltd we can verify these requirements have
been met on your behalf.

VETenrol Administration

-11 -
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VETenrol Client Administration is available from any computer with Internet access meeting the
following requirements:

e Screen resolution of 1280 x 720 (1920 x 1080 recommended)
« A modern web browser. eg. Internet Explorer 10+, Firefox 51+, or Google Chrome 56+.

VETenrol Server (Self-Hosted requirements)
The server on which you install VETenrol must meet the following requirements:

o Windows Server 2003+

o Asp.net enabled webserver with .NetFramework 3.5
« Static IP Address

o Internet Information Services (lIS)

o SSL Certificate

o MySQL

-12 -



Getting Started

This section covers the steps required to start receiving registrations online.

There are tasks that must be completed for both VETenrol and VETtrak before your organisation
can begin receiving online registrations.

The following topics are addressed in this section:

VETenrol Client Administration ... ... 14
FIrSt L O N Ll 14
NaVI At ON L 15
ON-screen Help oo 16
INitial SetUD L 16
Changing your PassWoOrd ... 17

Creating a course in VETtrak ... ... 18
Create Programime ol 18
Create OCCUITENGCE ... e 20
Publish for Online Enrolment L 24
Batch PUblishing ... . 25

Adding Website LinKS . 26

=] = 27

-13-
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VETenrol Client Administration

This topic provides a brief introduction to the Client Administration interface and covers only the
essential settings required to start using VETenrol.

The initial setup for Client Administration will require you to have the following important
information at hand:

« Details for accessing your VETtrak API.
« Details for accessing your automated payment facility (Self-hosted)
o Terms & Conditions for your customers.

Some information may be pre-filled and should be checked for completeness and accuracy. All
required information must be entered before you can save.

% See also: Client Administration Interface on page 59 for a comprehensive review of all
settings and features available in the interface.

FirstLogin

Access your VETenrol Client Administration from your Internet browser by adding /ClientAdmin to
your VETenrol URL.

For example: https://enrol.vetenrol.com.au/ClientAdmin is the Standard URL.

We recommend adding the address to your favourites for easy access in the future.

S, enrol

Client Administration

LOG IN
USERNAME 1
\ 7
PASSWORD

—2
=3

Forgotten your us
Call 1300 002 462

VETenrol Client Administration v2.0 | User Manual Powered by VETwak

1. Enter your Client ID.
2. Enter your Password.

-14 -
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3. Click the 'Log in' button.

These details will be available in the activation email sent to you together with this manual.

After a moment you will be taken to the main screen.

Navigation

The navigation menu appears at the top of the screen, with items aligned horizontally. Some menu
items open a sub menu containing links, which is indicated with a » icon.

# VETenro

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

The menu consists of the following items:

Activity — A sub menu providing access to records of user activity, categorised by type.

— Registrations — A quick view of pending registrations. This is also the screen shown
immediately after a successful login.

— Enquiries — A quick view of enquires made for occurrences via VETenrol.

— Eligibilities — A list of completed eligibility forms.

Programmes —A sub menu of links relating to programmes.

Settings — A sub menu of links for modifying various settings.

Custom — This sub menu provides links to the custom features of VETenrol.

— Custom Agreements — Manage the Agreements step in the registration process and set
the declarations customers must agree to in order to proceed.

— Custom Forms — Manage the Custom step in the registration process.

— Eligibility Builder — Create a link to an eligibility form.

— Registration Builder — Create a link to the registration form.

— LLN Quizzes — Manage Language, Literacy and Numeracy quizzes and apply them to
programmes.

o Reports — Access a small selection of reports for VETenrol.
o Links — Access a selection of common VETenrol links.
« Logout — A button to exit the Client Administration interface.

Position your mouse pointer over a menu item to cause it to highlight. In the case of items with the
¥ icon the sub menu will display momentarily, then position the mouse over the desired item.

Press the left mouse button to choose the highlighted item and the corresponding screen will be
displayed.

\
@ There is also a link called User Manual in the footer that will navigate to this manual.
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On-screen Help

The Client Administration interface offers basic help, indicated by the @ icon near an item. Clicking
the item will open a pop-up window containing the information available for the item.

Help %

Help text is displayed here.

The help pop-up is closed by clicking the (%! icon.

Initial Setup

VETenrol's Settings must be completed to ensure the correct working of the system with VETtrak.
Follow these steps to complete the requirements for Settings:

1. Highlight 'Settings' on the Navigation menu to display the sub-menu.
2. Click the 'General Settings' menu item.

& VET o

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

GENERAL SETTINGS

Client Details -] istrations View-Only (-]
Client ID: * VT-DEMO Passwﬂr’d:l
Name: * ‘ Registered Training Organisation ‘ Enrolment APl Details ©
RTO Number: ‘ 00000 ‘ APIURL: Vl |
CRICOS Numbsr:‘ ‘ APl Username: V-l - |

Contact Name: *| - AP| Password: sessssees St Password

Test 4P| Connection

Address 1: * | Address Line 1

VTDocs API Details (-]

Address 2: ‘

City: * ‘ city

Sta(e:*‘ STATE AP ussmame:l |

)
)
‘ API URL:l |
)
)
)

(nuntry:*‘Austr’aha AP| Password:

— File Type ID: v
Post Code: * | PCODE |
Phone: *| 1800 833 372 | SR Senvey (-]
Server: |
Fax:| |
To ensure mail delivery a username and password must ba
emall | info@vettrak.com.au | supplied. Unauthenticated email accounts may result in
mail delivery being blocked and is outside the contral of
Admin Correspondence Emails [~} VETtrak,
Email(s): Username:l
y Password:
Port: | pefauit 25
secure: [ Use SSLITLS secure connection?
VETenrol Client Administration v2.0 | User Manual Powered by VETtrak
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o Complete the Client section.

— Your Client ID is for reference only and cannot be changed.

— Most of these details will be displayed to customers during registration.
— Some information may already be pre-filled.

Set the 'Registrations View-Only Password'.
'Enrolment API Details' should be pre-filled.
Click 'Save'.

Go to Settings > Payment Settings:

o Choose your Payment Preferences.
— These are global preferences.

o Choose the applicable settings for Individual Registration Payment Preferences.

o Choose the applicable settings for Group Registration Payment Preferences.
o Click Save.

% NOTE: If Show Costs (Site Settings) is enabled, and you've added pricing to your
occurrences in VETtrak, at least one Payment Preference must be enabled for customers to
complete their registration.

Visit Settings > Agreements:

¢ Review the default Terms & Conditions.

— The Terms & Conditions will be displayed to clients, and need to be accepted to

continue to the payment step of the registration process. If the field is left blank the
system default will be used.

— Use the Default button to insert the system default, and click the Edit icon to review
the existing text.

= You can make changes, or clear the text and enter your own into the editor.
» If you are want to use the default, leave the Terms & Conditions field blank. Clear
any inserted text and do not save.

o Click Save.

Changing your Password

The password to access VETenrol Client Administration should be changed regularly. To do this:

1. Highlight 'Settings' on the Navigation menu to display the sub-menu.
2. Click the 'Change Password’' menu item.

The Change Password screen will be displayed:

-17 -



VETenrol Manual Getting Started

Change Password 3
old Password:| |/4
/
New Password:| |

Confirm Password:|

Enter your current password in the Old Password field.
Type a New Password.

Re-enter the new password in the Confirm Password field.
Click the 'Save' button.

o v AW

Your password has been changed and should now be used for future logons.

Creating acourse in VETtrak

To set up a course you will need to create a Programme and then an Occurrence for that
programme. In addition, this topic identifies various elements in VETtrak that affect the
functionality of VETenrol.

The appendix topic Price Items on page 249 is recommended for review prior to undertaking this
topic to ensure VETenrol will display the correct costs for occurrences.

% NOTE: For in-depth details on all aspects of VETtrak, including creating programmes and
occurrences, please refer to your VETtrak Manual.

Create Programme

Start your VETtrak program, eg. VETtrak Advantage Lite. In most cases there will be a shortcut on
your desktop.
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1.

1

W WETtrak /

= | ﬁ Ernployer..,

| Manage PRecord Report Utility indow Help

Ctrl+F5

i Client., Ctrl+FT

i Group... Ctrl+F8

Enraliment.., Shift+Ctrl +E

Contract., Shift+Ctrl+C

2 et [ Ctr+F9
= Ctrl+F10

Ireeoice.., Ctrl+F12

5 Agreement., Shift+Ctrl +F12

* Profile contracts,.,  Shift+Ctrl+P

[Bf Fastenrolment.,

Choose 'Create' from the menu bar.

=¥ KR

2. Select 'Programme..."' to open the Programme Wizard.

© N o

U Programme Wizard ==
Enter programme details.
Enter & name for the programme, an optional code and description, Press Next ko continue, W

Programme type: /3
4 [EE) mefautt programme type - defautt B,
-~

Programme

Hust have @ programroe name

|| Do not make this programme avalable for use

Code Bar Colour
5 - I 0ot =] [7] Do not show this programme in waitlists

Description

[

| e

G

7

Select a 'Programme type' from the drop-

down menu.

Enter the name of the Course in the
'Programme’ field.

For accredited training it is a good idea to use

the official course name.

Enter the course 'Code'.

Write the course 'Description’.
Click the 'Next' button.

Click the 'Finish' button.
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> Full Qualifications

e DE@SCription

Programme type

(if categories enabled)

Customer View

/' Programme ‘Wizard
Save programme details.
Prass Finish to save the programme.

& W

Press Finish to save entry
or Cancel to exit without saving

Lo 5]
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% NOTE: The 'Programme type' selected in step three is utilised to categorise programmes
on the Available Programmes list when the Client Administration setting, as described in
the topic Categorise Programmes on page 118, is enabled. Refer to your VETtrak manual
for more information on programme types.

Create Occurrence
Now it is time to create an occurrence for the new programme.

1

l_

W WETtrak
- Eile Manage Record Report Utility “Window Help
E G Ernplayer.., CtH+F5 p F ¥ 2 &
T i Client., Ctrl+FT

i Group... Ctrl+F$

Enrolment... Shift+Ctrl+E

Contract., Shift+Crl+C

Ctrl+F9

[
=l
®
5
&
|
A

Ctrl+F10

Invaice.., Ctrl+F12
Bgreement., Shift+Ctrl+F12

@ Brofile contracts,,  Shift+Ctrl+P

Fast enrolment..,

1. Select 'Create' from the menu bar.
2. Choose 'Occurrence...' to open the Add Occurrence Wizard.

Add Occurrence Wizard .
Enter details.
Set the start and finsh dates and the location of the enrolment. Select a qualfication or course from the list (optonal). Press Nexct to contiue.

Certificate Ill in Retail (SIR30216)

Reportabiity options

(@ Report to state body

Start date Finish date
Traiing package quaifications [ Jshow courses i st \5 c" : /
\
et s v D ocation
Desciption e e o rshorCounses
T . Training Package

Qualification o]

Customer View

3. Choose the 'Start' and 'Finish' dates for the course.
4. Select the 'Location’ where the course is being held.
5. Select a 'Division' from the drop-down menu provided.
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6. Complete other fields, if applicable, such as 'Training package qualifications'.

7.

Click the 'Next' button.

% NOTE: The 'Short Code' field depicted in the VETtrak screenshot above is used by VETenrol

when the setting Show Occurrence Code on page 128 is enabled.

% NOTE: For NVR registered training organisations the maximum upfront payment may be
limited to $1,500. When setting prices, remember the price displayed will be the amount
charged or requested for payment (depending on settings). If the course fee is over $1,500
we suggest that you set up a price type with a name such as Enrolment Fee or Up Front
Payment.You will need to display the full price of the course in the Programme
Description.To ensure compliance with SNR 22 we recommend including a link to your
organisation's Refund Policy. See HTML Code on page 253 regarding links.

Search for and select units as required. Drag selected unis to the rightthand list, Press Next to continue,

<No data to display>
<No data to display>

Unitsinlist :0

11.

Complete as required.
Click the 'Next' button.
Complete the state-based requirements.

This step will vary depending on the State
rules in effect.

Click the 'Next' button.
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Add Occurrence Wizard [E3]
Enter programme and pricing information.
Select a progr: and enter the required pricing details. Press Next to continue.
State rules in effect : Tasmania
Pop-out Pricing model to use Expected Funding model Do
Tuton
; al& @ g
Pricng tems 1£ 9 Colepae al ] [fierprees [ | B A~
Categorytem Stotus b Ledger Terple Sucharge ST Amount 0o
Ervoiment =
E% Uniocie =
Inventory =]
[ .00 .00
ot

13

Certificate Ill in Retail (SIR30216)

——Total price
(asingle price type, or the
sum of related price types)

Multiple Prices

e than one unrelated price type)

Customer View

12. Select a Pricing Item, then click the 'Add' button and choose an applicable price type for the

course. Repeat to include more price types.

— Enter the cost (including GST) for the price type in the 'Amount' column.

— Click the (8] icon to calculate the GST.

— The Pub checkbox must be ticked to enable the price type.

13. Click the 'Next' button.

Add Occurrence Wizard
Enter optional information.
along with ervoinent.
Please select a programme
State rules in effect : Tasmania ” m
Programme 20 U [Eoay| barCoor
&=l L v] [Wperaut [7]]

[JReport employer as location in AVETMISS
Employer

Third party delivery provider

Ervoiment siaff BT iziigz S Cear
Pri Staff type Staff member Del ‘ A

m

<No data to display>

e
17

Programme

Certificate 11l in Retail (SIR30216)

Max clients

(minus approved
Win Reta

Customer View

14. Select the 'Programme’' where the course is being held.

15. Select the 'Min clients' and 'Max clients'.
16. Complete as required.

% NOTE: The Enrolment staff list is used by the feature: Staff Member Alerts on page 189

To add staff members to the Enrolment staff list:

— Click the _E&add | button.

— Select the 'Staff type' (e.g. Trainer) and the name of the 'Staff member' from the drop-
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down menus.
— Repeat as necessary.

17. Click the 'Next' button.

W Add Occurrence Wizard ==
18. Ensure the 'Show class calendar wizard @
afte r sa Vi ng occurrenc e' C h ec k b oX | S State rules in effect : Australian Capital Territory REPORTABLE ENROLMENT,

ticked.
19. Click the 'Finish' button.

Press Finish to save entry
1 8 or Cancel to exit without saving.

Show class calendar wizard after saving occurrence

~M9

The Class Calendar Wizard will open, displaying the first day of the course as set in Step 3.

ed date and right-click it o create 3 new class. Press Next to cortinue. W

0| Certificate Ill in Retail (SIR30216)

T Edi Course Details p—
Ma ~ o
e 2D
Cods St member T Order| 1 Cloar | Start & finish times
[ 2l I dl R Short Courses
Room T order] & Cloar oom
T =l | — —
e |
b Date of class Roxeree
; = .
i) 2 3 4 5 Mg 81
. jl

!
;

Customer View
20. Click and drag to select the time period for the class.
21. Right-click to open the menu and select 'New Class'.

22. Enter applicable details.
¥F Class Calendar Wizard

23. Click the 'Save' button. e seto
Press Finish to create the dlasses. W

]

Repeat steps 20 to 23 for additional classes in

the course, using the calendar on the right-hand o Canat 16 ot without saring.
side to navigate to different dates. TS

24. Click the 'Next' button.
25. Click the 'Finish' button. | et [

25
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Publish for Online Enrolment

From VETtrak:

W VETtrak

(= EoR =

Eile Create Manage Record Regol’t Utility  Window Help

=i - u@’ & a; G ™ F B E Australion Capital Tenit|v] &7 &

1

1. Click the icon for Programmes & Occurrences (or press F9 on your keyboard).

W Programme - VETtrak 2020

Z File Creste Manage Report AVETMISS Utility Help

G BB 5SS EE A HEESE B [~ @

&= Programme a

(B Dashboard

Programmes and occurrences

ASElected occurrence details

Basic Computers
\mafzuzu v|m \BDfuﬁfZDZD V\ [3703] 11/05/2020-15/05/2020

= Ganttview List view

2020
N March

(=¥ Details (pub - Enrol)
©% Units/Modules
Tasks

2020
June

= Basic Computers
[3439] 9/03/2020-13/03/2020 L
[35251 1/04/2020-5/04/2020

—

7| #f cvenss
& [ Enrolments
G+ [{F] Classes

* BRE Costs

S @ fF Linked staff

Edit occurrence...

Edit booking information...

Set occurrence has changed flag
Edit file notes..

Edit invoice schedule...

-

37031 11/05/2020-15/05/202| %
[3524] 15/06/2020-20/06/2020

[ First Aid Training i [N}

Edit publish options...

Show file notes report...

Duplicate occurrence...

Move occurrence.

B info

: Detals (pub - Enrol)

Delete occurrence...

* Desaiption Documents  Upstream

Save

Drag to resize > <~

Oweek  @Month = Displaymode W Location BT Progtype & Search (F < [»

Save fiters

Data: wlgrap ] Dag Pt VT Bxpiry: 31/12/2100 @ Mode: Nomal

Close | Refresh| | Print

Add this occumence from the list of pub User: VETtrak

Clear fiters Save layout | | Clearlayout

5 NUM SCRL

Version: 20101 C/F

Expand the programme by clicking + beside the programme name.
Click on the desired occurrence ID.

Right-click 'Details' on the right hand side.

Choose 'Edit publish options...' from the menu.

vk W
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Quick Publish Wizette [3703]

Quick publish
Set options for publishing. Press Finish to save. .
Programme Start date

6 |Basic Computers | |11,.'05f2020 w |

\ [JPublish for LMS integration
Publish for enline enrolment
|:| Auto-process web reservations
Allow to enrol

Clients only can enrol w
Cancel | Einish I

~8

6. Tick the 'Publish for online enrolment' checkbox.

7. Select an 'Allow to enrol' option.

% NOTE: VETenrolwill display individual registration and group booking buttons according to
Allow to enrol selection for the occurrence.

8. Click the'Finish' button.

Repeat steps 2-7 for each occurrence you want to be available for online enrolment. Alternatively, if
there are many occurrences to publish, consider using the batch publishing utility.

VETenrol is now ready to accept customer registrations.

Batch Publishing

VETtrak offers a batch publishing feature in the form of the Publish Occurrence Wizard.
From VETtrak:

o Choose 'Utility' from the menu.
¢ Select 'Publish Occurrences...'
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VI Publish Occurrence Wizard

thatz

Set Publish Flag

Select the state and the parramme and then check the Use column for occurrences
be published. Press Savqsave the changes.

State / Programme

[Tasmaria x| [pasic computers

Allowy ko enrol

[Bith clients and employers can enrol
Occurrences for programme

3

L;I_Eﬁ

Save

Full 1D/ |Stark

Finish

Maz

Lo akion

12/01/2015

20

Launces! ton

IR

Auta
I~ Mo 2791 |5/01(2015
" |no 2800 16/02/2015

2302/2015

20

Launceston

Select the 'State'.
Select the 'Programme’.

A w N~

5. Click 'Save' to apply changes.

Repeat steps 1-5 for other states and programmes you want to be available for online enrolment.

Choose the appropriate enrolment option.

VETenrol is now ready to accept customer registrations.

Adding Website Links

Links to VETenrol can be implemented to take customers to different entry points. A list of
common URLs are available from Links menu item in the Client Administration. These can be
copied and then pasted into an email for your web designer, or into your browser's address bar for

testing.

% NOTE: Use of the course and occurrence specific links introduces a higher risk of human
error as those links require manual entry of identification numbers obtained from VETtrak

and then must be closely managed.

% ATTENTION: If you (or your web designer) intends to link to VETenrol through an iFrame
or Frameset, please see topic Frameset Embedded on page 134 to enable cross-browser

compatibility.
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% See also: URL Querystring Parameters on page 258 and Creating Website Links on page
264 regarding additional linking features.

Testing

After completing the previous topics, it is recommended that you place a test registration to
confirm the system is working and to familiarise yourself with the process for completing a client's
enrolment.

The following check list should be followed for each course with occurrences published for online
enrolment:

o Check the occurrences are visible :

— Visit your VETenrol.
For example: URL https://enrol.vetenrol.com.au/?clientid=VT-DEMO
— Ensure each course and their occurrences are available.

« Confirm the correct details are displayed.
Eg. Cost, pricing, vacancies.

Restart your Internet browser, then:

o Check each link on your organisation’s website to confirm it is working.

% NOTE: If your organisation has custom work applied to VETenrol, it may be practical to
adjust the testing check list to accommodate those features.

% See also: Managing Enrolments on page 49to see where the test registration will be
received in both VETenrol and VETtrak.

é:? See also: Troubleshooting on page 243 for more information on Occurrences not
displaying.
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While the overall experience with VETenrol can vary immensely due to it being able to be branded
and styled to suit your organisation, there are core features that provide the foundation of the user
experience. This section examines those features.

The following topics are addressed in this section:

VETenrol Main SCreen | 29
Without a course selected ... 29
With a course selected ... 30

Calendar 31
MOty VieW 31
Cate oY Vi OW 32
PrOgrammM e POP-UD oL 33
OCCUITENCE POP-UP oo . 34

SaANCN L 35

Eligibility CalCUlator . L 36

The Registration ProCess ... . 38
Step T: Personal 38
Step 2: Details .o 39
Step 3: Confirm Registration .. . L 40
Step 4: Payment (credit card only) ... 41
Step 5: Registration Confirmation ... . L 42

Group BOOKINGS .. o 43
Step 1: BOOKING L 44
P 2! PlaCeS o 45

IS O Y 45

PaY NOW 46

SChedUle 47

-28 -



VETenrol Manual The user Experience

VETenrolMain Screen

Depending on your organisation’s website linking choices, clients may never see this screen.
Regardless, it is ideal for testing purposes because the occurrences displayed when a course is
clicked are retrieved directly from VETtrak (through the API).

The majority of the elements of this screen are affected by branding, style and other customisation
features. They may be in different locations or may not be visible at all in your organisation’s
version of VETenrol.

é:? See also: Creating Website Links on page 264.

Without a course selected

If VETenrol is started without providing course information, the user will be required to choose a
course.

7 7
y enrol e
VETwak
Welcome N
‘Available Courses
‘Welcome to the VETenrol Demo Site, Basic Computers
VETenrol communicates with VETtrak to offer your courses for online enrolment. VETenro Certlllin Aged Care
accepts online registrations for those courses and passes the details through ta Web Certificate 111 in Pathology
Enrolments in VETtrak, where your staff can review and process them. ) .
- Certificate Il in Retal
Certificate IV in Business
- - First Aid Training
ﬁ E o Risk Management
o
v

Registared Training Organisation

3 VETtrak VETanrol managed service copyright @ VETarak Py Lic

(o]

Main screen — course not selected

1. Organisation’s logo.

2. Breadcrumb area — A space reserved for links to the current and previous steps in the
registration process.

3. Content area — This area is where course information and then the steps in the registration
process are displayed. It will exist regardless of branding.

— The Welcome heading and text are displayed here.

-29 -



VETenrol Manual The user Experience

Course links — A list of courses with occurrences published for online enrolment as obtained
from VETtrak. Clicking an item will display specific details for that course. These links may be
categorised depending on branding.

5. Organisation’s contact information — As obtained from VETenrol’s Settings.

Footer — Displays a copyright message.

\With a course selected

It is possible to navigate direct to the main screen with a course selected.

AN

} enrol = ) enrol
Course Information Course Information

Available Courses Available Courses

First Aid T Risk Management (CHCSS00087)

Enquiry: *

Course selected — with occurrences Course selected — without occurrences

Page Heading Text
Course name
Course description

Location selector — A drop down menu to filter the listed occurrences by location. It only
appears if a course has occurrences with more than one location.

Occurrence details — Important information about the occurrence, such as date of
enrolment close and cost.

Links to toggle displaying of Class and Unit information.
Register buttons for the occurrence.

— 'Register' — Starts the registration process for an individual.
— 'Group Booking' — Starts the group booking registration process. This will only be
displayed if the occurrence has been published in VETtrak to allow Employers to enrol.

% NOTE: In a typical set-up the register buttons will be shaded if an occurrence registration
close date is in the past but falls within the current month.

Course Enquiry form — Allows users to express their interest in a course that does not
currently have any up-and-coming occurrences entered into VETtrak. The Show All
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Programmes setting, which is ticked by default, must be enabled for this to work.

Calendar

There are two available calendars. In both cases the calendars bypass the typical VETenrol main
screen.

Original Calendar
The original calendar offers a monthly view and a category view. The Category View available with
this calendar can also be directly linked and used without the calendar.

Modern Calendar
The modern calendar provides a monthly, weekly and daily view plus access to the list of available
courses. Colour coding is applied to courses based on the occurrence colour set in VETtrak.

) enrol

} enrol

October 2020

Available Courses

calendar.aspx kalendar.aspx

% See also: Linking to the Calendar on page 266 and URL Querystring Parameters on page
258 regarding linking to the calendar (when enabled).

Monthly View

Traverse the calendar month to month. Course details are retrieved from VETtrak only for the
number of months in advanced specified in the Months to Show setting.
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vvvvv

24 -I Seprember 2020 QOctober 2020 Nowember 2020 1 Select a view:
un lon u ri

Monthly View v

Bzzic

G VETtrak

1. Toggle between the Monthly and Category views using the View Selection.
2. Calendar navigation.
— Link to the previous month. This is not displayed while viewing the current month,
since past months are not available for browsing.
— The month being viewed.
— Link to next month.

3. An available course.
Clicking a course opens the occurrence details in a pop-up as detailed in the topic:
Occurrence Pop-up on page 34

Category View

Shows the calendar legend.
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VETiok

Short Courses
Basic Computers I_ 2
First Aid Training

Full Qualifications

Cert Ill'in Aged Care
Certificate Il in Pathology

Certificate Ill in Retail

3

8 events
8 events

1 event

2 events
2 events

1 Select a view:

Category View v

G VETtrak

1. Use the View selection to toggle between the Monthly and Category views.

2. A Category. Each category displayed lists:
Category heading.

colour on the calendar Monthly View.

3. Clicking a programme will open the Programme popup.

Available programmes within that category.
The number of associated events (available occurrences) for each programme.

Colour coding for the category. Programmes in the category are underlined with this

% NOTE: Programmes with a single event (occurrence) will open the Occurrence pop-up

instead.

Programme Pop-up

The Programme pop-up is opened on the Category View when a user clicks a programme link. It

displays each of the available occurrences for the programme.
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First Aid Training

Location Start Date Vacancies
Launceston 168/10/2020 5
Melbourne CED 18/10/2020 10
Perth 211072020 12
Perth | 1 21/10/2020 25
Launceston 16/11/2020 5
Melbourne CED 17/11/2020 12
Perth 211172020 11
Perth 21/11/2020 22
| HIDE

I--...,_z

1. Clicking the Location link opens the occurrence pop-up.
2. Close the pop-up.

Occurrence Pop-up

The Occurrence pop-up is opened when a user clicks a link in the Monthly View and is also
displayed once a user clicks an occurrence from the Category View.

The occurrence details are displayed:

Course Details

Course Mame: First Aid Training
Dares: 16/10/2020 o 16/10/2020

Location: Launceston

1 Qualification: Life Skills Tool Box (81886)

Vacancies: 5
--...___.‘ o

o

2

1

Full Fee

£100.00 | REGISTER || GROUP REGISTER

NP

1. Toggle class information.

2. Users can start the registration process by clicking the 'Register' button.

3. Close the pop-up.
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Search

Search provides an alternative entry point to the course selection screen, where users can enter
search term(s) to find courses that interest them. The Search page is most suited to cases where
there are a high quantity of available programmes.

) enrol N
ey g Available Courses

- . ¥ Full Qualifications
Search individual courses (this option may take quite some time to camplete)

» Short Courses

G VETtrak VETanrol managed service copyright © VETtrak Py Ltd

Only the programme names are searched by default. The option 'Search individual courses' must
be ticked for occurrence data to be included in the search.

For example:

If a user searches for a course code (and qualifications are assigned and set to show for
occurrences), the results will be different depending on if the checkbox is ticked:

) enrol s enrol
Available Courses Available Courses
» Full Qualificat Search by keyword: * | SIR30207 » Full Qualificati
Search individual courses (this option may take quite some time to complete) b Short Courses @ Search individual courses (this option may take quite some time to complete) [Bsnert cottees)
There are no courses matching your query. Cert Il Retail
G VETtrak ETenrol mansged service copyright © VETwrak Pry Lta G VETtrak
Advanced Search disabled () Advanced Search enabled (¥1)
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% See also: Linking to Search on page 267 and URL Querystring Parameters on page 258

regarding linking to the Search page.

Eligibility Calculator

The Eligibility Calculator presents step-by-step questions to determine eligibility for funding. It
utilises preset Eligibility Forms. The Eligibility Calculator operates as follows:

Available Courses

[ verok

An answer must be selected to proceed

) enrol I

Available Courses

NSW Smart & Skilled

G verak

Ineligible outcome

» Asingle question is displayed at a time.

o An answer must be selected for the user to
proceed to the next step.

o Each answer must be Yes or No.

o A No answer may lead to a different
question than having answered Yes.

(@

Example screenshots depict the NSW Smart
& Skilled eligibility form (elD=1) with Demo
branding.

Available Courses

for a Smart & Skilled subsic CertlllinAged Care

[ veTuak

Eligible outcome

Once the outcome is reached, the user can click the Register Now button. The parameters included
in the link provided to the user will determine what will happen next.

If the link included an occurrence ID and price IDs for eligible and ineligible outcomes, the user will

be directed straight to the registration process.
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) enrol ) enrol

p=rsonzUInfop=atio p=ysonInfopaatio

Available Courses Available Courses
Certlilin Aged Care (Sydney) © $3,000.00 Cert il in Aged Care (Sydney) © $500.00

Registering (Ineligible) - OcculD and price IDs for outcome provided Registering (Eligible) - OcculD and price IDs for outcome provided

In the case where an occurrence ID is provided, $ VETerg
but not the price IDs for the outcomes, the user
is still directed straight to the registration Availale Courses
process.
@ Price ID Exclusions will not be URIAR A AUV
listed, If this leaves only one Registering - OcculD but no price IDs for outcome provided

price type, users will not be
provided a choice for pricing.

Otherwise the user will need to select the missing details, such as programme, occurrence, and
pricing from the main screen.

) e ] b e |
¥ VETenral ¥ VETenrol
Available Courses Cert Il in Aged Care (CHC30102) Available Courses
- Course pecl
v Re : 02/10/2017
o . ‘
- - Le Sydney
o =
- $500.00
3 VETtrak 3 veTtrak
Registering - Basic link only Registering - Programme specified in the link.

@ When a link has an occurrence ID or a Programme ID consider including the altCSS
parameter to hide the course list (typically &altCSS=1).

é{:%% See also: Linking to an Eligibility Form on page 268 and URL Querystring Parameters on
page 258 regarding linking to the Eligibility Calculator.
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The Registration Process

This section details the complete registration process as experienced by a user, in its most basic
form. Most registration features and all additional steps available through the Client
Administration Interface are disabled.

The mandatory registration steps are:

o Personal;

o Details;

« Terms & Conditions; and
« Registration Confirmation.

In addition the Payment step is mandatory depending on the Payment Preferences set within Client
Administration Interface and/or the user’'s payment choice.

Other steps are considered optional, but if enabled within Client Administration Interface, there
may be elements within those steps users are required to complete.

ég:? See also: Registration Settings on page 141 regarding customising the registration
process.

Step 1. Personal

The first step of the registration process requests the user’s personal information, such as name
and date of birth. Some features differing from those on the main screen are introduced at this
point.
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) eNrOl o oo €
VETuak
—_—2
ou are registering fo
Certificate Il in Pathology (Melbourne, 11/07/2016) @ $2.000.00 Available Courses
Basic Computers
Certlil in Aged Care
. } Cert Ill Retail
41 R N ':_ _:j_ '":__ ' e B S Certificate Il in Open Cut

Certificate Il in Pathology
First Aid Training

Risk Management

| am a retwrning participant.
Password
O oaxx GEQ

[ §

(o7)

1. Breadcrumbs — The navigation links for the registration process, showing the point to which
the user has progressed. They appear on each of the registration steps.

2. Registration Heading — The title text used for the registration process, appearing on each of
the steps. It can be changed through the Client Administration interface.

3. Course details — The name, date, location, and cost of the course. These details are carried
through the whole registration process.

— The @ icon will open the original course details in a pop-up.
4. Text notice — a customisable notice instructing users on the legal name requirement.

5. Participant matching — If the user has registered for a course in the past, their details can be
retrieved from VETtrak and will pre-fill some fields in the registration process.

6. The 'Back’ button — Return to the previous step in the registration process.
7. The 'Next' button — Proceed to the next step in the registration process.

Step 2: Details

Users are asked to provide their address, contact numbers and emergency contact details.

-39-



VETenrol Manual The user Experience

/ enro'- COURSES » PERSONAL » DETAILS
VETuok

You are registering for

Certificate Il in Pathology (Melbourne, 11/07/2016) @ Available Courses
Basic Computers
Certlilin Aged Care

Cert Ill Retail
Enter y where you usually reside, rather than any

tempol

Certificate Il in Open Cut

Unit: eg Unit7 Certificate Il in Pathology

Building; First Aid Training

Street Number: * Risk Management

Street Name & Typs: *

Suburb: *

State: * v

Post Code: *

Same as residential address

Unit

Building

PO Box: .5 PO Box 1234

1. Scroll Bar — The scroll bar appears when there is more information than can be displayed
in the browser window. Scrolling down will reveal the remaining fields and the Back and
Next buttons.

% NOTE: If the Identity step is enabled, citizenship status will not be requested here.

Step 3: Confirm Registration

This step obtains acceptance of the Terms & Conditions and presents the payment options.
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} enrol

Certificate Il in Pathology (Melbourne, 11/07/2016) @

erar, | COURSES o PERSONAL » DETAILS » USI » IDENTITY » EMPLOVER » CONCESSIONS » STUDENT » COLLECTION » RPL » CONFIRM

Available Courses
Basic Computers

Certlll in Aged Care

Cert lll Retail

Certificate Il in Open Cut
Certificate Il in Pathology
First Aid Training

Risk Management

1. Terms & Conditions text — This text is set in the Client Administration.
2. Agreement checkbox — The user must tick this box to be able to complete their registration.

3. The 'Payment Method' selector — This drop down menu allows the user to choose from the
payment methods enabled in the Client Administration.

4. The 'Confirm Registration' button — Once enabled, this button will proceed to the secure
payment step, or provide EFT bank details. The registration will appear in Client
Administration when this button is clicked.

— This button will remain disabled until the Agreement checkbox has been ticked.
— The button should be clicked only once.

é:? See also: Agreements on page 201 to set the Terms & Condition text, and Payment
Preferences on page 111 to choose the available payment methods.

Step 4. Payment (credit card only)

users are transferred to the secure server to complete credit card information. For payment
methods other than Credit Card, this step will be skipped.

The payment step has different branding requirements and as such you may notice slight
differences in the general appearance of this step when compared to other VETenrol steps. In
addition, the contact information for your organisation will be displayed on this screen even if it
does not feature in the style chosen for the rest of the registration process.
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enrol

s

/1 $75.00

Card Type: | visa B

Name on Card

Secure Payment

Card Expiry: |£H£\

more than once,
arged multiple tmes

Do ot press the Proce
otherwise you may

Secure Demo
Please onl) ass
card d rovides

This payment gateway uses Secure Sockets Layer (SSL) encryption to protect your security and privacy. 2

Registered Training Organisation
RTO Code: 00000

Address Line 1

City, STATE. PCODE

Ph: 1800838 872
info@vertrak.comau

Copyright @ VETtrak Pry L

1. 'Card Type' selector — This drop down menu offers a choice of credit card types based on
the settings in the Client Administration.

2. 'Process' button — This sends the payment through for automatic processing to your
merchant provider and redirects to the Registration Confirmation screen.

Step 5: Registration Confirmation

This is a visual notification for a successful registration. An email notification including these
details is also sent to the user at this stage.

) enrol

VETHok

From: Registered Training Organisation
RTO Code: 00000
Address Line 1
City, STATE
Australia. PCODE
Ph: 1800 838 872
info@vettrak.com.au

1—

Registration Date: 17/06/2016 09:48
Registration Number: 3065-70252

Registrant Details: John Citizen
1 Street Address
City
STATE, 1234

Course: Certificate lll in Pathology

Occurrence ID: 3065
Total: $2000.00

A confirmation email has been sent to your email address
Please print a copy of this page for future reference.

VETenrol mansged service copyright € VETorak Pty Lid
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Contact details for the organisation — Obtained from the Client Administration.

The 'Print' button — Clicking this opens the print dialog for printing the confirmation.

3. The 'Close' button — This will close the registration window if it was opened as a pop-up
from your organisation’s website.

&

method is enabled and has been chosen by the user.

%

interface.

Group Bookings

NOTE: EFT bank account details will also be displayed on this screen if that payment

See also: Client Details on page 105 to set contact information in the Client Administration

VETenrol offers an alternative enrolment type in the form of the group booking facility. The
purpose of which is to accept a registration from an organisation requiring training for a number

of employees.

Set the Publish Options in VETtrak to accept either individual registrations, group bookings or both

on a per occurrence basis.

In most cases both single participant registrations and group bookings are offered as depicted:

enrol

VETiok

s

Basic Computers (BC)
information for prespective clients.

Melbourne CBD ¥

Course Details

Registrations Close: 17/06/2019
Course Dates:
Course Fees: $99.00

9

This text is retrieved from VETtrak. You could include a cours:

CBD

Available Courses

e overview or other important P Full Qualifications

P Short Courses

REGISTER || GROUP BOOKING

17/06/2019 to 21/06/2019

Le n: Melbourne
4 VETIrak

Group Bookings have the following mandatory registration steps:

-43 -



VETenrol Manual The user Experience

« Booking;

« Places;

o Terms & Conditions; and
o Registration Confirmation.

Only the first two steps are unique, the other mandatory steps are the same as for a normal
registration. In addition the Payment step is mandatory depending on the Payment Preferences set
within the Client Administration Interface and/or the user’s payment choice.

There are other steps, if enabled within the Client Administration Interface, that will also be
presented to users as part of the group booking registration process:

e Custom Forms; and
o Custom Agreements.

Step 1. Booking

The first step of the group booking registration process requests the user’s business information.

} enrol

You are registering for: Available Courses
Basic Computers (Melbourne CBD, 17/06/2019) O $99.00
» Full Qualifications

Group Booking

P Short Courses

¥Your Name: * e m— 1
ompany Name: *
an
nit Detai
:2 .
< ing Narr
t Number
eet Nam:
City
State:
Past Cod:
Reserve Places: * UPDATE 3

1. The name of the person completing the registration.
2. Company contact information.

3. The number of places to book. 'Reserve Places' is used to calculate payment amount and to
adjust the number of vacancies upon successful registration. Use the 'Update’ button to
recalculate price when a change is made.

4. This pricing will not appear until a number is entered into Reserve Places.
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Step 2: Places

This step allows the user to provide further details on the participants. Viewing this step is

mandatory but providing the requested details on participants is not required.

>

BACK

enrol

e

o ring for:
Basic Computers (Melbourne CBD, 17/06/2019) @

Group Booking Places

ADD PLACE

Given Name

Family Name

John

s

Available Courses

P Full Qualifications

# Short Courses

NEXT

I VETtrak

1. The price based on the number specified for Reserve Places at the previous step (single
participant price multiplied by the number of places reserved).
2. The Add booking names feature. Using this feature is not required. It is possible to specify
either fewer or more than the reserve places indicated at the previous step.
— To be able to add a participant, 'Given Name'and 'Surname' must be completed.
— Clicking the 'Add Place' button saves the details and clears all the fields allowing for a

new entry.

3. List of added booking names. This list appears only after the first place has been added, prior
to this the statement 'Add booking names above (optional)' is displayed instead.

— The 'remove' link deletes the associated record.

History

History is a supplementary VETenrol feature that allows users to provide their credentials to view a
summary of their education history with you, their training organisation.

The history provided is not an official qualification or record of competency. Details are obtained
from your VETtrak database and is does not need the user to have registered for the training

through VETenrol.

For example:

https://enrol.vetenrol.com.au/?clientlID=VT-DEMO&page=history.aspx
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Available Courses

Available Courses
ory Listing for: john citizen

Personal Information

icate Ill in Retail

[@vettak Erenrol mansged senvice copyright © VETerak ey Lea 13 VETtrak
Users must supply credentials to prove their identity, which is The summary can be viewed and printed, but is not is not an official
matched with client details in your VETtrak database. record or intended to be a replacement for such.

&:g See also: Linking to Search on page 267 and URL Querystring Parameters on page 258
regarding linking to the Search page.

Pay Now

Pay Now is a supplementary VETenrol feature that allows users to pay for their registration.

Users that have fully entered their registration details, but did not provide their credit details to
properly complete the registration, can be emailed regarding their non-payment. The Deferred
Payments feature also uses this process to replace the payment step in the standard registration
process.

Requirements for using this feature:

o Credit Card payments enabled in your VETenrol.
« An email template with the type Pay Now.
« Aregistration with the Payment Status of Pending Payment, or Deferred Payment.

The process for initiating Pay Now is:

« Email the user via the Registration Details page, using the L&l icon near their email address
OR use the Pay Now link for Deferred Payments.

o Select a suitable Pay Now template in the Email Client and send the email.

The email contains a link that allows the user to complete the final payment step for their
registration.
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v o= Pay for your course - Message (HTML)

Q Tell me what you want to do

Wed 16/01/2019 11:28 AM
VS sales@vettrak.com.au

Pay for your course
To ©
@ This message was sent with High importance,

Dear John Citizen,

Thank you for your recent registration for Basic Computers. You initially opted to pay by
credit card, but your payment has not been recieved.

If you would like to complete your registration you can finallise payment for this course by
clicking this link: Click here to pay

Note that if you no longer wish to pay by credit card you will be given the opportunity to choose a
different method, if any are available.

Regards,

Registered Training Organisaton

Sample of possible text from a template

enrol

Available Courses

Certifcate llin Pathology

599,00

Certficate Il in Recail

G VeTtak
User experience

When a user pays, the registration record in your Admin will be updated to reflect the changes.

% See also: Deferred Payments on page 274 regarding using Pay Now in place of the
payment step in the standard registration process. Creating a Template on page 206 for
making an email template for use with Pay Now and Emailing the client (from a template)

on page 65.

Schedule

The Schedule provides an alternative entry point to the course selection page, where occurrences
are listed in groups based on location (State/Territory). The Schedule page is most suited to cases
where the training organisation offers courses across multiple states.

For example:

https://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=schedule.aspx
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’ VETenrol

Welcome to our Demo Site

New South Wales

details through to Web Enrolments in VETtrak, where your siaff can review and process them.

VETenral communicates with VETtrak to offer your courses for anline enrolment. VETenrol accepts onlin registrations for those courses and passes the

Dates Course Location Cost Vacancies

09/09/2020 08:30 - 17:00 Certificate |1l in Retail Melbourns CBD 12 Enrol Now
Queensland

Dates Course Location Cost Vacancies

08/10/2019 08:30 - 17:00 Cerrificate IV in Business Brisbane $500.00 53 Enrol Now
16/08/2020 09:00 - 12:00 Basic Compurers Brisbane 14 Enrol Now
Victoria

Dates Course Location Cost Vacancies

03/08/2020 09:00 - 14:00 Certificate |l in Pathology Melbourne CBD $2,00000 19 Enrol Now
05/08/2020 08:30 - 12:00 Basic Compurers Melbourne CBD $90.00 2 Enrol Now
16/08/2020 09:00 - 16:00 First Aid Training Melbourns CBD $150.00 12 Enrol Now
G VETtrak VETenrol managed service copyrisht © YETrak Pry Lid

@ Note: The Schedule does not support multiple price types by default - any single
occurrence with more than one published price type will be listed multiple times.

%

See also: Linking to the Schedule on page 267 and URL Querystring Parameters on page
258 regarding linking to the Schedule page. Schedule Settings on page 131 for display

settings for Schedule.
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This manual often refers to both registrations and enrolments, and while these may seem like two
different terms for the exact same thing, there is a distinction intended in this manual.

For the purpose of this manual, a registration cannot be considered as an enrolment until it has
been inspected by a staff member and approved. Thus the information contained in VETenrol is
considered a 'registration’, whereas the same information in VETtrak is considered an 'enrolment'.

This section deals with the process of approving a registration and then completing the subsequent
enrolment in VETtrak.

The following topics are addressed in this section:

Registrations (Client Administration) ... 50
Enrolments (VETtrak) oo 51
Customer NOtITICatiONS 53

% See also: VETtrak Help Centre website for comprehensive instructions on managing web
enrolments in VETtrak.
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Registrations (Client Administration)

Open your web browser and visit VETenrol Client Administration. Identify the customer’s
registration in the list.

1.

& VET po—
ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

Name Date gramme OcculD  Cost

John Citjzen 06/01/2016 10:55  First Aid Training 3000

2

Check for a valid payment status.

For payments made by credit card, this will be Details Supplied. If payment is still pending, you
may wish to contact the customer as they've opted to pay by credit card but have not
completed the payment step.

If a method other than Credit Card was chosen, then that Payment Method will be listed
instead.

Click the customer’s name to open their Registration Details.

¥ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

REGISTRATION ID: 48381

maillog | print | back
Registration Details Payment Details
Date: 06/01/2016 10:55 AM Payment Status: Details Supplied 3
Programme Name: First Aid Training Receipt Number: 3000-54163

Occurence ID: 3000 Change Occurrence Merchant Response:
Occurrence Date: 2/02/2016 Amount: 99.00
Location: Melbourne Discount:
Web Enrol ID: 1680 Pricing Item:
Enrolment Type: Client Registration

Registration Status

Client Details Status: Registration received — 5
Surname: Citizen

Approved Date:
Given Name: John

Other Names:
Preferred Name

Confirm the payment information.

For credit card payments, if the Merchant Response is missing and you suspect the user
has actually paid, click the Merchant Response link to attempt to fetch a response from the
provider. This is typically only available for registrations with a Payment Status of Pending
Payment.

% NOTE: In the case of payment methods other than Credit Card, you will need to implement
your own payment verification method to be completed at this point.

Click the 'Send payment details to VETtrak' button, if it is not disabled. If the button is
disabled then payment information has already been sent to VETtrak and this step can be
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ignored.

5. Choose 'Approved' from the 'Status' drop-down menu

The registration is now ready to be handled as an enrolment in VETtrak.

Enrolments (VETtrak)

From your VETtrak program:

W WETtrak

| File Creats Manage Record Report Utility Window Help
H il

(== EoR =

He QT HT 0 @mE é Q\)# F 3 @  Australion Copital Terin[x] - & &
N—r

‘Web enralments for processing

Programme State

Location

_+| BSBADL1Z - Certific hew South Wale: Kingsarove
2 —— Kingsgrove
S Enralments |
Occurrsnce  |Startdate  |Enddate | Shart cods |qual code | Qualification
3 et | z18z8[1/10/2003  [30josz0ne | |Bsenzt1 |certficate 11 in Customer Contact
i Client web enrolments |
Processable |Process |Reject  |Entered |Status | Wame |Date of birth  |eb ID | Amount
4 = [+ 20011j2013 12:10:00 PM P fnee %110111968 15 0.
- [+] B 111112013 1:40:00 M Tewe T o 311171967 12 300,
4| »
« | »

_+| BSB40610 - Certificate IV in Business Sales |New South Wales

[Kingsarove

5

Configure Refresh

User: Rumms Data: ESERWDBVESSET2KE Ewpirg : 30/04/2014 o

Made : Marmal CAPS NUM SCRL NS

Expand the programme by clicking the +licon.
Expand the occurrence by clicking the +licon.

M w N~

Click the icon for Web Enrolments (or press F11 on your keyboard).

Briefly verify the enrolment is valid. If there is an obvious issue with the enrolment, for

example it is a duplicate, click the __E__| button to reject the enrolment and permanently

delete the record.
Click the & button to open the Client Match Wizard.
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(‘}f Client Match Wizard [
Match web client to VETtrak client
Match the web client to a YETtrak client if possible, Create a new dient if not found, Most web data fields are editable, Existing
VETtrak data will not be overwritten by an empty field,

Ramein, Michael B} Selected WETErak client “weh client

[E] [Expand Far groups o Code: 06247 Code:
Clients Surname: 1Sl Surname:
Romein, Michael (062471 iven: Pt
Other:
Title: I DOB: 1 =
Usual address:
Building:
Unit: Number: &8
Street: Berm oo o
CityiTown: B
State: B Postcode:
Postal Address:
Building:
Uniit: Murnber: 5
Street: Tmis Fom smml
Cityi Town: . —
PO Box:
State: = Postcode:
Phane:
Maobile: - o=
Email: TR N
Contact Mame:
Phone:
Mobile:
Division: Root division
What would you like to do?
Match dlient and keep existing details

IMatch client and keep existing details
Match client and update with new details \

| Create a new dient with new details _

% NOTE: Record information can be adjusted for quality if required, ie. if a participant enters
their name in all lowercase letters you may wish to adjust the entry so the first letter of
their Surname and Given names are capitialised. Click a field to allow editing and it will be
possible to make changes.

% NOTE: When matching an existing client, fields are not overwritten by blanks.

6. Select an appropriate action from the drop-down menu. If there are details to compare use
your own discretion on selecting to 'Match client and keep existing details’, or 'Match
client and update with new details', otherwise 'Create a new client with new details'.

7. Click the 'Ok’ button.
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W VETHrak [-=-|-o- (s

© Eile Create Manage Record Report Utility Window Help

He PTALRA@MESY =F DR B AutlnCrpnlTrit]r] & @

Web enrolments For processing

Programme | 5tate Location

e South Wales Kingsarove
icate IT in Customer Contact New Vales

Kingsgrove
Enralments |

Occurrence |Start date |End date |Shor’t code |Qual code |Quahfication
-l 21829 (111002015 [30/09/2014 | |BsB30211 | Certificate III in Customer Contact
Client web enralments |

Processable \Process |Re]ect Entered |Status \Name |Date of birth  |Web ID | Amounk
= [+] { B [|zon11j2013 12:10:00 PM [T 12 joti19es 15 0.
i [+ @ 11/11j2013 1:40:00 P P bl Blziieer 12| 4300

£l A\ ’
‘« \ | »
+| BSB40B10 - Certificate I in Buness Sales |Mew South wales [kingsarove

9

Configure Refresh

User: s Data: ESERYDBVESSET2KE Expiry: 30/04/2014 @ Mode : Mormal CAPS NUM SCRL NS

8. Verify 'Processable’ status colour has turned green.
9. Click the __&__|button.

The enrolment process is now complete.

Once enrolments are closed for an occurrence you may wish to send email notifications to the
participants as described in the next topic.

Customer Notifications
Your customers can be notified of their successful enrolment via VETtrak. The Merge Templates

feature enables the creation of an email template with which multiple customers can be emailed
information obtained directly from VETtrak.

To make use of this feature, some preparation is required:

o Create a suitable email template for VETenrol customers.
« Send the email to customers.

% NOTE: Email Preferences in VETtrak Global Configuration must be set for emailing to work.

Creating a template

A suitable template only needs to be created once and can then be used over and over.
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From your VETtrak program:

¥ ¥ETtrak - [Configuration Manager] [_ O] x
Fie Creste Manage Record Report Ukilty Window Help -
Fle Creste M Record Report Ukiity Window Hel 18] x

Jse(@) s famzel[=F[pRe [ 3

Filter Options

Delivery stratiljies
A, Employer types
% Events
[ Fee exemptions
% Funding models
& Funding sources
Irventory items
] Ledger codes
& Location loadings
[ Locations 3
2—-3 5+ Merge templates /

- »EREmT-

[5p Archived te
& @ Mo templates found

[ Invoice item templates (future)

[5 M5 templates
3 Organisation
53 Payment types
4 Positions
Bfit Price types -
EE Programme types
fE Programmes

Purchasing contracts
Referral sources
G B baainne LI
Close
[dd new template User: VETrak Data: C:\Program Files\VETt [Expin: 31/12/2014 | [Mode: Namal CaPs [NUM [SCRL NSz

1. Click the @ icon to open the Configuration Manager.
2. Locate Merge Templates and expand it by clicking the +licon.
3. Right Click Email templates and choose 'Add new template..' from the menu.

This will open the Merge Template Wizard:

VI Merge Template Wizard [x]

Enter meige template details.

Enter a context, name and body textgnouble-click or drag-and-drop fields iE=S field list ko insert them into the body text (to merge when the templ g
used). Press Next to continue.
Type Contaxt / Mame / Code Mates /

=

IEmaiI message j IOcc enrolment j IEnmImant Confirmation | I
™ This template is not ackive r 8 b
Subject / ¥ Field list (For type and context) /
IEnro\ment Confirmed Field Mamne - |«
Home |Extra | Table | {Date} Current date
= L. {Time} Current time
% M- B I US| AP IAZ KN |k A || [iieneca Clent cod
o owa = A ientCode} lient code
I8 5 B - calbri j' H j ‘ 28 = =~ {Surname} Client surname:
I = L L {Given} Client given name
8 =" Daar {Given] {Surnamel, = |{othert Client other name:
{Preferred} Client preferred n.
Thank you for your recent online registration for {ProgCode} {Proghlame}. Your {ProgCods} Biogtanmeloode
registration has been approved and we are pleased to confirm your enrolrment, {Froghiame} Frogramme name
{OccCode} Occurrence shart
Please remember to bring your proof of identification documents to your first class on forclongtode} | Qecurrence long ¢
{1stClassStartDate} at {1stClassstartTime]. {orcStart} OccLerencelctary [_
{DecFinish} Qceurrence finish
If you have any gueries please do not hesitate to contact us. {0ccMint (Oceurtencelmininy
{CrcMax} Occurrence maxim
Sincerely {OccCurrent} | Current enrolment
admin St;ff Member {Enrastart} Enrolment start d:
Registered Training Organisation || |ErvoFinishi Enralment finish d
x| |{1stClassCode} |1t Classcode ||

gance\l Back I Next !

~9

4. Select 'Occ enrolment' as the Context for the template. This selection controls what will be
available in the Field list and where the template can be used.

Enter a 'Name' for the template.
Provide a description for the template in the 'Notes' field if required.
Specify the 'Subject'. This will be used as the subject line for the email.
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8. Type an enrolment confirmation message using the formatting tools (8a) and the merge
fields (8b).

9. Once you are satisfied with the content and appearance of your message click the 'Next'
button.

VI Merge Template Wizard

Save meige template details.

Press Finish ko save the template @

Press Finish to save entry
or Cancel to exit without saving.

10. Click the 'Finish' button to close the wizard.

The new template will appear under Email Templates, where it can be edited when neccessary. The
template is now ready for use.

% NOTE: Please refer to OzSoft's VETtrak Manual for comprehensive instructions on the
Merge Templates feature.

Sending emails from a template

Emails can be sent to each customer enrolled in an occurrence.

From your VETtrak program:
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I ¥ETtrak - [Programme Manager]

[ [=] E3
WEiIe Create Manage Record Repart Utility  ‘window  Help - 5[
EECEEEY ED MR AT s ||e e
Programmes and occurrences = |

1 2014 2014 2014 2t Cert I1 Open Cut
— Februar March Apri M [2684] 12i03/2014-4104 2014
\ Basic Computers I BN E . | | [ Details (pub - Erval)

=l Cert IT Open Cut i

W UnitsfMadules
[26351 13/01/2014-502/2014 - 3 é’ f
[2636] s 10/02/2014-5in5 (2014 —— i
T T B Evvol clients in occurrence. .
[ e (5gfi  Evolclents from wating ...

[2685] 14/05/2014-6/05/2014 Award clients. .
Tze65] 16/06i2014-9/07/2014
Cert II1 Intake

Cert 11 Pathology

Cert T in Aaed Care

First Aid Training

Show awards 3

in client manager...

Auto create invoices

Show occurrence enrolment repart, .,
Show confirmation letters. ..

1]

SaveE

|

g -] [
Dragtoresze-5|<- [LoU20n o] - einzizols &] Cwe (3= |[W|[E

Cose | Beresh|  pint | savelayout | Clearlapout |

|Send an email ta the elients ir [User: YE Ttrak. [Data: C:AProgram FilessVET [Expiny: 3112/2014 | [Mode: Narmal CAPS [NUM [SCRL [INS

Click the icon to open the Programme Manager (or press F9 on your keyboard).

Locate the programme name and expand it by clicking the +licon.
Select the occurence.

Right click 'Enrolments'.
Choose 'Email clients..' from the menu.

vk N~

This will open the Select Email Action Wizette:

Select Email Action Wizette B
Select Email Action

Choose whether bo compose the email manually @

ar use an email termplate.

Compose email manually

Compose email From an email template
L

% NOTE: If the wizette does not appear, you have yet to set up an email template with a
context set to Occ enrolment.

6. Click the 'Compose email from an email template’ button.
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VI Email Template Wizard
Send emails from YETtrak using an email merge template

recipient is selected from the list, Press Next bo preview and send the merged massaga7

Select a kemplate, enter your email address, and optionally attach some files. Adjust the subject and message kemplate if required. Ensure at least one W

— o 7 [ o] Tomelete = Context Staff member For signature (& Clear 8
e # -

e | Clirts il |Status |Enro\mentc0nf|rmatlon j IOccenro\ment WETtrak, Trakker - System =T

¥ |Beams, Lynda | Ibeams@rte Your email address (to reply ko) Info about email address  CC address

@ |Chizen, John | johne@vas admin@rto.com au E“

¥ _|Romein, Michael mromein@r 7 Subject

9 [Erralment Canfirmed N

Hame |Extra|Tab\e| 10

B/US £ AZIEN w4 -

T - | | EE
-

%0 -
4 -
14 52

N
Dear {Given} (Surname]},

|»

Thank you for your recent online registration for {FrogCode} {Proghlame}. Your
registration has heen approved and we are pleased to confirm your enrolment,

Flease remember to bring your proof of identification documents to your first class on
{lstClassStartDate]} at {1stClassStartTime).

If you have any gueries please do not hesitate to contact us.

File attachments E3 Add
File path and name: \Disp\ay name |Del

<No data to display >

I~ Excluds non-marketing clients/smployers

cancel | pak [(mee ]

~M2

7. Choose the email 'Template'.

8. Select the 'Staff member for signature' from the drop-down menu.

9. Enter 'Your email address', this will be the sender address.
10. You can change the 'Subject' text if required.
11. Verify the message is the correct template, then make changes if required.
12. Once you are satisfied, click the 'Next' button.

VI Email Template Wizard E
Preview and send the merged emails
Select a recipient ko preview the merged email that they will be sent, and optionally edit the individual emails, subjects and attachments, Press Back if
you need t1'63ha template, Press Send Emails to send the emails,
Recpients | | 7| | Thisis the email (including attachments) to be sent ko Citizen, John. You may
adjust it as required. Select another recipient on the left to preview or edit
Use |Clients |Email | Status

= Send Emails
another merged email.

| Subject N

b [Enroment Confirmed 15
Home | Extra | Table |

M- B I US| LPIAZKN ok
1 3 1 - cabi -t =

1 1 T = 7
Dear John Citizen, i

Thank you for your recent online registration for MNK20105 Cert || Open Cut, Your
registration has been approved and we are pleased to confirm your enrolment.

ez, Ly

% Romein, vicheel

Please rernember to bring your proof of identification documents to your first class on
13/01/2014 at 08:00 am.

If you have any gueries please do not hesitate to contact us.

Sincerely,
Admin Staff Member

File attachments K5 Add

\Disp\ay name |Del

File path and name

<No data to display =

I™ Exclude non-marketing clients/employers

cancel | Back |

13. Select a recipient to preview.
14. View the merged message.
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15. Click the 'Send Emails' button.

The messages will now be merged and sent to each recipient in the list. The status for each
recipient will change to green for success or red for an error.

A message box confirming completion will be displayed:

Information B3
L

Emails sent. successfully

—\16

16. Click the 'OK' button.

You can now close the Email Template Wizard by clicking the 'Cancel' button (bottom left) or the X
icon (top right).
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Client Administration, often referred to simply as the Admin, is your web-based system for
managing VETenrol's settings and registrations received. It will require your Client ID and password
to gain access to the information.

The following topics are addressed in this section:

ACTIVIY 61
RISt atiONS .. 61
B QUITT S 73
Bl gi it eSS 77
Client Data Completions ... 78
AbaNdoNed 80
Purge USI Identity Data ... 81
PO AN S 82
Client DOCUM NS L L 83
LISt EXCIUSIONS 84
Occurrence EXClUSIONS 85
St EXCIUSIONS 87
Price ID EXCIUSIONS 88
Registration ReCeIPUS 89
DS COUNTS L 91
Volume DiSCOUNTS L 95
Credit Card DisCOUN 99
CloSe DateS 99
SUMMIAIY RE PO 101
Linked OCCUITeNCeS 102
SN S 104
General SettingS L 104
PayM Nt SettingS ... L 110
SIte SOtiN S 116
Registration SettingS ... . 141
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Data Completion Settings ... .. L 179
INtrodUCtiON Xt L 180
Completion TeXt L 180
MaNAatory S O PS 180
RegIStratioN StePS L. L 180
Parent Work i OW 181
Rapid Registration Settings ... ...l 184
Alerts & NOtificatioNs .l 187
N O CS 191
Confirmation Email .. 199
AN NS 201
BN DI Oy S 203
Enrolment Status .. . 204
Email Templates 205
RESOUICES 208
S S A S il 208
CUSTOM 210
CUSTOM AreemM N S . 210
CUSTOM FOIMS 216
Bl gibility BUI Ol L 222
Registration Builder .. 224
LLN QUIZZES .o 227
RO OIS L 234
Maail SUMIMANY L 234
Message HiStO Y 235
Enrolments by Programme 236
Enrolments by Referral Source ... . . 237
Enrolments by Referral Source/Programme ... .. 238
Payment Reconciliation ... . . 238
L0 FilOS 239
LN . 240
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Activity

The Activity menu item provides access to various user records categorised by the type of activity.

Registrations

The Registrations screen is the main screen of VETenrol Client Administration. This is where all
current registrations are viewed and individual registration details are accessed. It is available from
the Activity sub menu.

¥ VETenro Logour

ACTIVITY PROGRAMMES SETTINGS CUsTOM REPORTS LINKS

REGISTRATIONS

3

S pw—"—

OcculD OccuDate  Location Cost  PaymentStatus Recelpt# Status

2CBD  99.00 P Res

3525 18/0612018 eCBD  99.00 DI 352588222

3531 11082018 7500 U

3572 1170612018 5,000.00 VET Student

3572.88220 | Reg

3532 16/042018  Launceston 30000 Bil to Business  3532.83195 | Re

05/03/2018 15:09  Cer 7 021072

Sydney 495,00 EFT 3571-88194

§8888&E

Mark Wilson Individual vtdemo  02/03/2018 1346  Ba: 19/02/2018  Melbourne CBD  99.00 DetailsSupplied 352288193 | Rey

123

Bulk Action: | Bulk Mail v m_s

1. 'Registration ID' — A search feature for finding registrations by Registration ID or Booking
Number. Entering a valid ID/receipt and pressing Go will take you to the Registration Details
screen for the associated registration.

2. Filter

registrations to show only matching records using:

'From' and 'To' — to filter by date range. Clicking either field will display a calendar
showing a three month period beginning with the current month.

'RTO ID' — to filter by a specific instance (for clients with more than one VETenrol).
'Programme' — to filter by programme name.

'Location’ — to filter by occurrence location.

'Occu ID' — to filter by occurrence ID.

'Occu Date' — to filter by occurrence start date.

'Family Name' — to filter by the customer's surname.

3. Actions for the registration list:

'Status' — filter by the status assigned to registrations. For example, choose
'Approved' to view registrations that are complete and are no longer displayed on the
screen by default.

'Refresh List' button — applies the filter that is set (if any).

'Reset Filters' button — removes the current filter (does not apply to Status).

'Export Results' button — allows the registration list to be saved as an Excel
spreadsheet (.xlsx).

4. Registration List table — This is the at-a-glance information provided for each current
registration. It is possible to sort the list using the column headers.
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|IDI _

The unique ID assigned to the record. The IDs listed in this column can be

clicked to open individual Registration Details.

'Name' — The customer's full name.

'Registration Type' — Identifies individual and group bookings.

'Client ID' — The instance used to register (only applicable with multiple instances).

'Date’' — The date of the registration, specifically when the Confirm Registration button
is clicked.

'Programme' — The course in which the person wants to enrol.

'Occu ID' — the Occurrence ID of the course as it appears in VETtrak.

'Occu Date' — The start date for the occurrence.

'Location' — The location assigned to the occurrence.

'Cost’' — The amount paid or pending payment.

'Payment Status' — Details of the payment.

Payment Status may be:

Pending Payment — The customer has opted to pay by credit card but has not
completed the secure payment step yet.

Details Supplied — A credit card payment has gone through.

Blocked (Expired) — Payment is prevented due to the course expiring before the
registration was completed. This requires the Block Expired setting to be
enabled, and for the customer to attempt to confirm the registration.

and, if enabled:

Bill to Business — The customer has indicated their employer will be paying all
costs associated with their registration.

EFT — Indicates the customer will be paying by direct deposit into your
organisation’s bank account.

Direct Debit — The customer wants to pay via a direct debit arrangement.
Invoice Me — The customer requires you to send them an invoice.

Purchase Order — The customer will be sending through a purchase order.

VET Student Loans — Indicates the customer wants to use the Government's VET
Student Loans scheme.

'Receipt # — The receipt number.
'Status' — Identifies the state of the registration.
Other status can be added, but the defaults are:

Registration received — The registration is new.
Approved — The registration is complete.

‘" icon — View the contact diary entries for the registration.
Ll icon — Email the client a message from a template.

5. 'Bulk Action' — Allows various registrations to be selected using the checkboxes and then
actioned by choosing a Bulk Action and clicking Submit.
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Registration Details

This screen displays the complete record for a single registration. All the data the individual
customer has entered during the registration process is displayed on this screen.

The Registration Details screen may include additional sections depending on which registration
settings were enabled at the time of registration. The following sections will be included at a
minimum:

o Registration Details

o Client Details

o Residential and Postal Addresses
« Contact Details

o Payment Details

o Registration Status

o Special Needs

e Terms Agreed To

« Office Use Only Notes

The Registration Details screen primarily acts as a record of information, however there are some
important features allowing user interaction:

& VET o

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

REGISTRATIG(N ID: 88553 1

Registration Details Payment Details

1D 88553 Payment Status: Invoice Me

Dater 29/01/2020 9:34119 AM Receipt Number:  3571-88553

Enrolment Type: Client Registration P Amount: 1,000.00

Programme Name: . Discount:

Occurence ID: Pricing Item: Funded (ID:54)

Occurrence Date: < o
) - Registration Status
Qualification Name: ~ Certificate Ill in Aged Care Work

Qualification Code: _ CHC30102 Status: Registration received '.—6
P Adelaide Approved Date:
Web Enrol ID: 588 Send payment details to VETtrak

Re create Web Enrolment

e o | 7
shentome: e '\
ot | )
DOB: 01/01/1990
Gender: Not stated FDF Forms o
Return Client? Yes Form Name: Enrolment Form Sample ¥ o
Client ID: 00467
Referral Source: Advertisement Contact Diary 9
Contact Details Date Type Comment
Phone (H):
shone (W): 1800 838 872 m
shone (M): ‘ 1234 567 890 ‘ e .
Fax:
Date Reference Filename
Email: | testonly@vettrak.com.au =

Contact Method: Add File

Option Selected: US! supplied by participant

Residential Address

1. A'Registration ID' may be supplied by a student enquiring about their registration, or
requested when obtaining support from VETtrak Pty Ltdfor a specific registration.
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2. The 'Mail Log, 'print' and 'back’ links
Use these links to open the mail log, print the current registration details, and navigate back
to the Registrations screen.

3. The'Change Occurrence' link — to choose a different programme/occurrence
combination.

4. The 'Web Enrol ID' link — to check for the matching enrolment in VETtrak for manually
processed web enrolments. Web Enrol ID will not be a link if an Enrolment ID has already
been retrieved for the registration.

5. The 'Update Changes' button — for saving changes after editing client details.

6. Apply a 'Status' to the registration with the drop-down box provided. Choosing 'Approved’
will apply the current date and close the registration.
7. Registration buttons
— The 'Send payment details to VETtrak' button — updates VETtrak with the
customer’s payment information.
= The button will be disabled once the details have been sent or if these details
are being sent automatically.
— The Re- buttons may be needed in various circumstances outside normal operation.
= 'Re-create Web Enrolment' will resubmit the registration information to
VETtrak creating a new Web Enrolment. This is suitable for enrolments that
have failed to send due to technical issues or that have been mistakenly
cancelled from the Web Enrolments screen.
« 'Re-send Participant Notification' will re-create and send the automated
email that was originally sent to the student when the registration was
completed. This can be used in cases where students have inadvertently

deleted their original email.
= 'Re-send RTO Notification' will re-create and send the automated email that

was originally sent to the RTO. This can be used in cases where the original
email has been deleted.

— The 'Cancel Registration' button — for cancelling registrations.

— The 'Push Uploads to VTDocs' button — to re-upload copies of the registration
details, and files provided during registration so they can be accessed in VETtrak.
This button is only available when VTDocs is integrated with VETenrol.

8. The 'PDF Forms' section will generate the selected form, prefilled with the student's answers
when the Download button is clicked. PDF forms can be enabled by request.
9. The 'Contact Diary' maintains a basic history of activity for the registration. An entry may
also be recorded manually using the Add Entry button.
10. 'Supporting Documents' allows related files obtained from external sources to be attached
to the registration. Add a document using the Add File button. View comments and
download existing documents by clicking the filename link from the list.
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Updating Client Information

In some cases adjustments need to be made to this information prior to accepting or resending
the web enrolment. For example: Typographical errors, capitalisation of letters, or additional
information supplied.

Client Details 1

Family Name: | Only

Given Name: | Demo |
Other Names: | :| 1. Client Details permits changes to:
Preferred Mame: | | _ Fam||y Name
Title: Mr .
DOEB: 24/12/1987 — Given Name.
Gender: M — Other Names.
Return Client? Mo
Client 1D: — Preferred Name.
Referral 5 : 1 . .
2. Contact Details permits changes to:
s:"t“:H‘:‘*“’“" 2— — Mobile Phone Number.
one H
Phone (W): 1800 838 872 — Email address.
Phone (W |- -| 3. Click the Update Changes button to save your
Fax:
Email: | info@vettrak.com.au | bgl Changes'

Contact Method:

3

Update Changes

éf? See also: Managing Enrolments on page 49 regarding the process for handling
enrolments, and Registration Settings on page 141 regarding additional information that
can be obtained during the registration process and displayed on the Registration Details
screen.

Emailing the client (from a template)
Customers can be emailed, using the L4l icon, from the following screens:

Registrations

Registration Details

Enquiries

Enquiry Details.

For the Registrations and Enquiries screens, the icon is situated to the far right of the record.
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Contact Details

In the case of the Registration Details screen, the icon  srone
is located on the left in the Contact Detail section. Phone (W) 1800 838 872

Phone (M): ‘ |

e Click the email icon near the customer's email Fax: .
address Email: ‘ info@vettrak.com.au | e

Contact Method:

This will open the Email Client:

o v AW

Email Client *

Template: | Course cancellation '——-'1

From: ‘sa\es@vettrak com.au 2 ‘

Ta: ‘:\nfn@vettrak‘cnm‘au 3:‘
BCC: | 4_\
L | g

Subject: ‘ Importantinformation regarding your reg\stratlon‘a

Attachments: ‘ Choose Files | No file chasen ;— 6

File Edit View Insert Format Tools Table

Paragraph Arial 1pt B 7 & A A P EEEE = = EE=EL ©
Dear John

Regrettably, due to low numbers, we've had to cancel the course (Basic Computers) for which you have registered ;

If another time will suit you we can enrol you in that course, otherwise our refund palicy is attached

Regards,

Your RTO

P » FONT
8-m=m

Select the Template to be sent. This will update the subject and message, and determine the
attachments (if any).

The From field will be pre-filled with the RTO's email address (as entered under General
Settings), however it can be changed.

The To field will be pre-filled with the customer's email address, however it can be changed.
Optionally, enter an email address for a blind copy to be sent to in the BCC field.
The Subject will be pre-filled from the template. This can be changed.

Attachments can be included, these will be in addition to any already assigned to the
template.

This is the message that will be sent to the customer. Any variables in the template will be
substituted for the appropriate value. Changes can be made to the text and formatting if
desired.

Click the Send button when the message is ready to go.

% See also: Email Templates on page 205 regarding creating and managing templates.
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The Mail Log

The mail log is available from the registration details. It keeps a record of any emails sent to the
customer.

& VET

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

REGISTRATION ID: 87983

Registration Details Payment Details

Date 06/01/2016 10:55 AM Payment Status: Details Supplied

Programme Name: First Aid Training Receipt Numbe

o Click the mail log link.

This will open the Mail Log:

¥ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

MAIL LOG - REGISTRATION 1D: 87983

Date 1 Subject

16/11/2019 16:42  Registration Confirmation from Registered Training Organisation resend

=-3

1. Click the date link to view a copy of the sent message.
2. Click resend to send the same email to the recipient again.
3. Click the Back button to return to the registration details.

% See also: Emailing the client (from a template) on page 65 regarding sending email from
VETenrol.

Changing Occurrences

It is possible to change the occurrence into which the student has registered while viewing the
Registration details.

This feature allows the programme, occurrence and pricing to be changed for the registration. Itis
intended to facilitate changes prior to official enrolment, to avoid rejecting the registration and
requiring the student to re-register.
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Change Occurrence can be used in cases where the student chose an unsuitable course for their
skill level, a start date for the course that clashes with prior commitments, or simply picked the
wrong pricing for their circumstances. However, it also relies on these issues being identified prior
to enrolment, since after that point changes will need to be handled in VETtrak through what ever
processes your organisation has in place for such situations.

\
@ WARNING: Once the associated Web Enrolment has been processed in VETtrak, attempts
to change the occurrence will be unsuccessful.

% NOTE: In cases where the student has already paid via Credit Card and has overpaid (eg.
they were eligible for a concession but picked the full fee pricing instead), or underpaid (eg.
picked concession pricing but are ineligible). VETenrol cannot refund the fees paid, nor
accept further payment. These situations will need to be resolved by other means.

Registration Details

1D: 88553

Date: 29/01/2020 9:34:15 AM
Enrclment Type: Client Registration
Programme MName: (Il in Aged Care
Occurence ID: 3571 Change Occurrence
Occurrence Date: L2020

Qualification Mame:  Certificate |11 in Aged Care Work
Qualification Code:  CHC320102

Location: Adelaide

Web Enrol ID: 3588

o Click the Change Occurrence link.

This will open the Change Occurrence screen:

& VET po—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

CHANGE OCCURRENCE

Change Occurrence
Registration ID: 545342

Programme“ Basic Computars v‘
[Cshow all sccurrences? 1

Start Date: ‘ 2/11/2020 - Melbourne CBD V‘

Pri(e:‘ Course Fees v

Oceu ID: 3522
Location: Melbourne CBD
Price: $99.00
Vacancies: 14

@ Automatically delete old web enrolment? I :!

B Automatically create new web enrolment?

= 2—3

1. Select the Programme, a Start Date and Price.

— The Show all occurrences checkbox can be used to select from published occurrences
with a start date in the past.
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2. These options, when enabled, automate maintenance tasks associated with changing the
registration:
— Automatically delete old web enrolment will delete the VETtrak web enrolment (if it
exists) originally generated for the registration.
— Automatically create new web enrolment will make a new web enrolmentin
VETtrak for the changed details.

3. Click Save to apply the changes.

\
@ IMPORTANT: Re-send the Participant Notification so the student receives the new
occurrence details.

Eligibility Outcome

Responses to the questions posed by the Eligibility Calculator can be viewed from the Registration

Details screen.

REGISTRATION ID: 151808

Registration Details

Payment Details

mail log | print | back

Date: 16/08/2017 4:47:31 PM
Programme Name: Cert Il in Aged Care
Occurence ID: 3427 Change Oceurrence
Occurrence Date: 2/1042017

Location: Sydney
Web Enrol 1B 15

Payment status:
Receipt Number:
Amount:
Discount:
Pricing Item:

Enter iSecure:

Registration Status

Bill to Business
2427151208
500.00

Smart & Skilled Funding (ID:43)

=2

Enrolment Type: Client Registration

Eligibility Outcome: Eligible to enrol in S&5 subsidised courses,
Client Details

Family Name: ‘ Citizen ‘

Given Name: John

o Click the link for Eligibility Outcome.

This will open the Eligibility Steps dialog:

Eligibility Steps

Status:
Approved Date:

Registration received M

Send payment details to VETtrak

Question Answer  Outcome
Are you an Australian citizen or Australian permanent resident or humanitarian visa holder (subclass 200, 201, Yes

202, 203, 204, 785, 790 or 866) or New Zealand resident?

Do you live or work in NSW? Yes

Are you at least 15 years old? Yes

Are you enrolled in or attending secondary school or college? No

Have you previously completed any qualifications since leaving school? No

Are you currently enrolled in a Smart &amp; Skilled funded course? No Eligible to enrol in 5&5

subsidised courses.

« Review the participant's responses and close the dialog using the 'X' in the top right corner.

\
@ Eligibility Outcome only displays when an eligibility form has been completed.
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Cancelling a Registration
There are some instances where it may be necessary to cancel a registration:

o The registration was placed as a test or contains obviously fake information.

— May contain VETtrak Pty Ltd contact information, or a note from the VETtrak Pty Ltd
Team identifying the registration as a test.

— A staff member in your organisation needed to experience the registration process.
— Most fields contain nonsense, or a single or combination of random letters.
o Aduplicate or multiple duplicates of the registration exists.
— A customer has made multiple attempts to register, or changed their mind about their
choice of payment method.
o The customer wants to cancel the registration or has failed to pay.
— The customer has called or emailed to cancel.

— The Payment Status of the registration is 'Pending Payment' and has been for over 48
hours.

Cancellations are performed as follows:

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

REGISTRATIONS

Receipt # \ | ﬂ Refresh List | ExportResults

from:| | o

Programme: Surname: ‘ Staus“ Registration received v|°

Name Date Programme OcculD  Cost Payment Status  Receipt #  Status
06/01/2016 10:55  First Aid Training 3000 99.00 Details Supplied  2989-54163 | Registration received v
06/01/2016 10:00  First Aid Training 3000 99.00 Pending Payment Registration received v

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

1. Identify the registration in the list and click the 'Name' to display the Registration Details
screen.

Registration Status

Status: Registration received v

Approved Date:

Send payment details to VETtrak
Re-create Web Enrolment
Re-send Confirmation Email

Cancel Registration _

L

2. Click the 'Cancel Registration' button situated in the Registration Status section on the right.
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Are you sure you want to mark this registration as cancelled?

This will also cancel the Web Reqgistration in VETtrak if it has
not been processed yet.

OK k_ﬂ)’an feIJ

3. Click the 'OK' button to confirm the cancellation.

After a moment the main Registrations screen will display and the registration will no longer be in
the list.

Group Bookings

The Group Booking feature allows an employer to register a number of their employees for a
course. In the case where a group booking is received:

¥ VET

Logout
ACTIVITY PROGRAMMES. SETTINGS

CUSTOM REPORTS LINKS

REGISTRATIONS

Receipt # \ | ﬂ

Refresh List | ExportResuls
From: ‘ ‘ Tor ‘ ‘ Programme: Surname: ‘ Staus: ‘ Registration received v | ©
Nams Date Programme OcculD  Cost Payment Status Receipt # Status
19/01/2016 13:46  First Aid Training 2002 207.00 Bill to Business  3002-64282 | Registration received v
John Crze 06/01/2016 10:55  First Aid Training 3000
12345678910

99.00 Details Supplied 2989-54163 | Registration received

VETenrol Client Administration v2.0 | User Manual

Powered by VETtrak

o The name of the company will be listed in the Name column.

Clicking the company name will open the 'Registration Details' screen:
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¥ VET Logout
ACTIVITY PROGRAMMES SETTINGS CcusToM REPORTS LINKS

| bact
Registration Details Payment Details
Date: 19/01/2016 1:46:41 PM Payment Status: Purchase Order
Programme Name: First Aid Training Purchase Order #: 123456
Occurence ID: 3002 Receipt Number: 3002-64282
Occurrence Date: 21/01/2016 Amount: 297.00
Location: Launceston
Web Enral 1D: 1795 Registration Status
Enrolment Type: Group Booking status: Registration received v

Approved Date:
Booking Details
Send payment details to VETtrak
Name: A Manager
Company Name: VETtrak Pty Ltd
Company ABN:
Email: services@vettrak.com.au
Cancel Registration
Unit: Level 4
Building:
Address: 93 York Street Ecgt=ain iy
city: Launceston Date Type Comment
State: TAS f Il
are Add Entry

Post Code: 7250 —_—
# Reservations: 3
Referral Source:
Places
Name Gender DOB Email Home/Mobile  USI
Jane Doe Female 1/01/1990  jdoe@vettrak.com.au ! Enrolment Form Sample v
GrantWorker  Male  1/01/1990  gworker@vattrak.com.au ' Enrolment Form sample ¥
Sales Man Male 1/01/1990 sales@vettrak.com.au / Enrolment Form Sample v

Terms Agreed To

« The Places section lists the participant names if these details were provided during

registration.

% NOTE: Providing place details to match the number of reservations is not forced. It may be
necessary to contact the employer to discuss their registration.

A Premium license for VETtrak is required to receive group bookings. The registrations are received

into VETtrak's Web Enrolments as with a standard registration.

Frogramme

. |stete

JLocatin

#] Basic Computers

[fasnaria

lacesten

4] Cort I Intake
R ciet i

Occurrence | Starbdate  |Enddate | Short code

|Qual code | Qualification

= 261 [o0ojo014 [zio0f201e |

eieas

|iFe =il Tool Box

Employer web errolments |

Processable Process |Reject | Entered

|status | Employer

[Exp |webD  [amount  |P|

& |2s/08/2014 10:10:28 AM

R10 Managemert Services @ o

1176 o0.00]

|poB |Home phone

[ Mebile phere. [Contact |

| =

Seatus |Name
citizen, John
k]

| 3

[ v

e The occurrence is expanded to reveal a new tab titled 'Employer web enrolments'.

o The registration is expanded to reveal the individual participants.

o The Employer should be matched first, then each participant.

é;? See also: Enrolments (VETtrak) on page 51
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Managing Multiple Instances of VETenrol

Clients that have purchased multiple instances of VETenrol can obtain all registrations via the one
Client Administration.

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CUsTOM REPORTS LINKS

REGISTRATIONS

s a e

me“ ‘ | ‘ Programme: Surname: ‘ Staus“ view all registrations '| @
Name Client ID Dajp Programme OcculD  Cost Payment Status Receipt# Status
Michael White VT-DEMO 101/2016 10:48  Basic Computers 3059 75.00 EFT 3052-54183 | Registration received v
Mark Jones VT-DEMO i 11/01/2016 09:06  Cert Il Retail 3034 2.500.00 Bill to Business  2989-54177 | Registration received A
John Citizen VT-VETTRAK 06/01/2016 10:55  First Aid Training 3000 99.00 Details Supplied 2989-54163 | Registration received v
Jane Doe VT-SERVICES 27/11/201508:35  Certificate Illin Pathology 2989 2,000.00 VET FEE-HELP 298954181 | Pending signature v
Betty West VT-DEMO 25/11/201513:05  Certificate Illin Pathology 2989 2,000.00 Details Supplied 2989-54148 |Awaiting actioning v

VETenrol Client Administration v2.0 | User Manual

Powered by VETtrak

o The Client ID column identifies from which VETenrol instance the registration originated.

% NOTE: It is recommended that staff members handling registrations in conjunction with
multiple instances of VETenrol are issued with the Registration View Only password.

The summary report will display only the links for the current instance. Client ID would
need to be substituted to specify an alternative instance.

All administrative settings remain individual to each instance. To administer an instance
you must login with the relevant client ID.

Enquiries

The Enquiries menu item, available from the Activity sub menu, provides details and management
for all enquiries submitted regarding specific occurrences.

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

ENQUIRIES

D —
1 Add Enquiry
B | ome | | progromme BT - - ] -

Name Date Source Status  Email Phane Programme(s) Enquiry
19/12/2017 VETenrol Course Active | Basic Computers Lorem ipsum dolor sit amet, =i~
16:22 Enquiry Form

consectetur adipisicing elit, sed
do eiusmod tempor incididunt
ut labore et dolore magna

aligua
11/12/2017 VETenrol Course Active B Certificate Ill in Pathology Ideal start in 3-4 months 5=
1322 Enquiry Form
11/12/2017 VETenrol Course Active . - First Aid Training \What payment options are o=
12:00 Enquiry Form available for this course?

VETenrol Client Administration v2.0 | User Manual

Powered by VETwrak
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1. Filter registrations to show only matching records using:

'From' and 'To'— Filter by a date range. The entries will be matched based on the date

the enquiry was made.

— 'Name' — Filter by the customer's name. The entry will be matched to any part of the
name provided by the customer.

— 'Programme’' — Filter by programme name. The entry will be matched to any part of
the programme selected by the customer.

— 'Status’' — Filter by the status assigned to enquiries. For example, choose 'Complete' to

view enquiries that have received a response and are no longer displayed on the screen

by default.

2. List operations buttons:

— The 'Add Enquiry' button allows for an enquiry to be added manually.
— The 'Refresh List' button will apply or remove filters.
— The 'Export' button will save a .xIsx spreadsheet of the displayed records.

3. Enquiries List table — This is the at-a-glance information provided for each current enquiry.
— 'Name' — The customer's full name. The names listed in this column can be clicked to
open individual Enquiry Details.
— 'Date' — The date and time the enquiry was sent.
— 'Source' — Where the enquiry came from, typically 'VETenrol Enquiry Form'.
— 'Status’' — The status of the enquiry (for administrative purposes).
This may be:
= Active — The enquiry is new/unanswered.
= Cancelled — The enquiry has been cancelled.
» Complete — A response has been sent that answers the enquiry.
— 'Email' — The customer's email address.
— 'Phone' — The customer's telephone or mobile number, if provided.
— 'Programme(s)' — The course or courses selected by the customer.
— 'Enquiry' — The message sent by the customer.
~'icon — View notes/comments for the enquiry.

Ll icon — Email the customer a message from a template.

C;/? See also: Emailing the client (from a template) on page 65 regarding sending email from
VETenrol and Email Templates on page 205 regarding creating and managing templates.

Adding an Enquiry

The Add Enquiry screen displays a form to manually enter an enquiry. For example, this may be
used in the case of a telephone enquiry.
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

ADD ENQUIRY

Add Enquiry

Gven Name: | \

Family Name:*‘. |

Mabile Phone: |
Programme(s}:
Basic Computers
Cert Il in Aged Care
Certificate Il in Open Cut
Certificate Ill in Pathology
Certificate IV in Business
First Aid Training
Risk Management
SIR30216 - Certificate Il in Retail
Email:
Message: *

« Complete the form with all available details relevant to the enquiry.
Some fields are mandatory:

— Given Name
— Family Name
— Message

o Click Save.

Enquiry Details

The Enquiry Details screen displays the complete record and contact log for a single enquiry. There
are some features allowing user interaction:

& VET po—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

ENQUIRY DETAILS

Enquiry Details ‘ Office Use 2_

Date: 11/01/2017 12:00 Status: | Active v
Source: VETenrol Enquiry Form Date
Given Name: Lynda Closed:
surname: Scott Comment:
Email Address: lynda.scott@vettrak.com.au =
Phone:
Programmeis): Programme OcculD  Price ID 4
Certificate Il in Pathology 3267
Enquiry: Lorem ipsum dolor sit amet, consectetur adipisicing elit,
sed do eiusmod tempor incididunt ut labore et dolore
magna aliqua. Ut enim ad minim veniam, quis nostrud Date Type Comment
exercitation ullamco laboris nisi ut aliquip ex ea e Ebsn:LyndaE b SCOtt e <a
commodo consequat. Duis aute irure dolor in 11/01/2017 16:45  Email prDearfnbsp:Lyndasnbspiscati=</p> =<p~We

can recommend...
reprehenderit in voluptate velit esse cillum dolore eu

fugiat nulla pariatur. Excepteur sint occaecat cupidatat
non proident, suntin culpa qui officia deserunt mollit
anim id est laborum.

1. Enquiry Details.
This section displays the information provided by the customer when they made their
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enquiry.
— click the "4l icon to email the customer a message from a template.
— click the 'Back’ button to return to the Enquiries screen.

2. Office Use.
This section provides administrative control for the enquiry.
— 'Status' — set the status of the enquiry.
This may be:
= Active — The enquiry is new/unanswered.

= Cancelled — The enquiry has been cancelled.
=« Complete — A response has been sent that answers the enquiry.

— 'Date Closed' — the date the status was changed to Completed or Cancelled.
— 'Comment' — comments or notes for the enquiry. Eg. a cancellation reason.
— The 'Save Comment' button — click this to save status changes and/or comments.
3. Contact Log.
— 'Date' — the date and time for the entry. The dates listed in this column can be clicked
to view the full message or comment.
— 'Type' — the type of record.
This may be:
» Email — message(s) sent from within VETenrol in response to the enquiry.
« Comment — comment(s) added to the Enquiry via the Office Use section.
— 'Comment' — the message contained in the comment or email.

Adding a comment to an enquiry

Comments may be added to keep a record of details associated with the enquiry. A comment may
accompany a Status change, or simply be added for record completeness.

Office Use

1 1. Select an appropriate Status, or leave as is if
Status: | Active ¥ —
not applicable.

Date
Closed:

Comment: 2

2. Enter the Comments.

3. Click the Save Comment button to commit the

)
3_ changes.

Viewing an Enquiry comment or message

Comments may be added to keep a record of details associated with the enquiry. A comment may
accompany a Status change, or simply be added for record completeness.
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Date Type Comment

Email =p=Dear&nbsp;Lynda&nbsp;Scott=/p> <p>We
can recommend...

« Click the Date link to open the record.

This will display the comment details:

Comment

Enquiry Details

Date: 11/01/2017 16:45
Type: Emai

Comment:
Dear Lynda Scott

We can recommend our Certificate Il course or a combined Certificate Il and [1l so that you can
meet the course requirements. We can certainly discuss these options in further detail if you
would like to make an appointment with one of our facilitators.

Regards

RTO Staff Member

In the case of emails, the comment will be formatted to appear as close as possible to the body of

the email that was sent. Click # to close.

Eligibilities

The Eligibilities menu item, available from the Activity sub menu, provides a list of the basic details

for all submitted eligibility forms.

% VET Logout
ACTIVITY PROGRAMMES SETTINGS cusTOoM REPORTS LINKS
ELIGIBILITIES
Name  Email Eligibility Date Outcome

Qld User Choice, Cert 3 Guarantee,
Higher Level Skills

John Smith  john@company.com.au | NSW Smart & Skilled

Jane Doe  jane@home.org.au NSW Smart & Skilled
NSW Smart & Skilled
ACT skilled Capital

Mitch Jones mjones@vettrak.com.au NSW Smart & Skilled

The following details are provided, as available:

¢ 'Name' — The user's name.
¢ 'Email' — The user's email address.

00012017 Z;u”smay be eligible for apprenticeship training or Higher Level

02/07/2017 Eligible for Cert Il or Cert |1l with lower subsidy.
30/06/2017 Eligible to enrol in a S&S course with a lower subsidy.
20/06/2017 We're sorry, but you're not eligible.

05/06/2017 We're sorry, but you're not eligible.
16/05/2017 Eligible to enrol in S&S subsidised courses. delete

« 'Eligibility' — The name of the form the user completed.

« 'Date' — Date the form was completed.
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o 'Outcome' — The result the user obtained on completion of the form.
o 'Delete’' — Click these links to delete the associated record.

Eligibility Details
The Eligibility Details page displays the complete record for a single completed eligibility form.

These are the key features of the page:

% VET —
ACTIVITY PROGRAMMES SETTINGS cusTom REPORTS LINKS
ELIGIBILITY DETAILS

Eligiblity Details 4 Registration -

Eligiblity Name: NSW Smart & Skilled L Enrolment ID: | 212676 L a

Date: 02/05/2018 13:08 Comments:
Qutcome: Eligible to enrelin S&S subsidised courses.
Given Name: Test
Surname: Only
Email Address: test@testing,com.au
Phone:

Question 2 Choice =

Are you an Australian citizen or Australian permanent resident or Yes

humanitarian visa holder (subclass 200, 201, 202, 203, 204, 785, 790 or

866) or New Zealand resident?

Do you live or work in NSW? Yes

Are you at least 15 years old? Yes

Are you enrolled in or attending secondary school or college? No

Have you previously completed any qualifications since leaving school?  No

Are you currently enrolled ina Smart & Skilled funded course? No

B

1. Enquiry Details.
This section displays the information provided by the customer while completing the
eligibility form.
— click the <) icon to email the customer a message from a template.
— click the 'Back’ button to return to the Eligibilities screen.
2. Eligibility form questions.
This is a list of questions asked in the eligibility form and the user's answer to each.
3. Registration.
— 'Enrolment ID' — the ID for the subsequent registration, if applicable. Click the 'Set'
button to retain any changes to this field.

— 'Comment' — For staff use. Click the 'Update’ button to save any changes made to this
field.

Client Data Completions

The Client Data Completions menu item, available from the Activity sub menu, provides a list of the
basic details for all submitted data completions.
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COMPLETIONS

Name Date Programme

Citizen, John (View) 17/10/2018 11:14  First Aid Training

VETenrol Client Administration v2.0 | User Manual

EnroID RegID OccuDate Email Address

88015  21/03/2017 johncitizen@testonly.com.au delete

Powered by VETtrak

o Click the client's name to open the completion details.
« Click Reg ID to open the full registration details.

o The delete link will remove the record.

Client Data Completion Details

The Completion Details page displays the whole completion record for a single registration. All the
data the individual participant has entered during the registration process is displayed on this

page.

The Completion Details page will include the following sections at a minimum:

o Completion Details
o Client Details
o Terms Agreed To

It may also include USI and AVETMISS sections depending on if these settings were enabled at the

time of registration.

-79 -



VETenrol Manual

Client Administration Interface

COMPLETION ID: 2

< ion Details Terms Agreed To
1Dt 2z Privacy Notice
Date: 17/10/2018 11:14

Under the Data Provision Requirements 2012, Regiscered Training Crganisation is required
Enro ID: 3343

o collect personal information about you and to disclose thar personal information to the
Web I5: 2316 National Cenire for Vocational Education Research Lid (NCVER).
Programme: First Aid Training Your personal information {including the personal information contained on this enrolment
Start Date: 21/03/2017 form and your training activity data) may be used or disclosed by Registered Training

Organisation for statistical, regulatery and research purposes. Registered Training
Client Details Organisation may disclose your personal information for these purposes o third parties,
Client Code: 00436 ncluding:
Given Name: John + School - ifyou are a secondary student undertaking VET, including a school-based

h : § apprenticeship or traineeship:
Family Name: Citizen « Employer - if you are enrolled in training paid by your employer;
Dos: 14011990 + Commonwealth and State or Territory government departments and authorised
Email Address: jehncitizen@testonly.com.au agencies;
+ NOVER
= « Organisations conducting swudent surveys; and
+ Researchers

ust: ABC234567V

AVETMISS Details

Country: Antarctica

Town: Sideney

Language: Non verbal
Language Proficiency:  Not at all
Indigenous Status:  Neither

school Level: Did not go to school
Year Completed:

Secondary School: At secondary school
Prior Education: No

Employment Status: Full time employee
Employment Length:
Study Reason:
Disability: Yes
Hearing/Deaf
Physical
Mental lliness
Vision
Medical Condition

Signature

Personal information disclosed to NCVER may be used or disclosed for the following
purposes:
« Issuing statements of awainment or qualification, and populating authenticated VET
transcripts;
+ facilitating statistics and research relating to education, induding surveys:
« understanding how the VET market operates, for policy, workforce planning and
consumer information; and
« administering VET, including istration, regulation
evaluation.

g and

You may receive an NCVER student survey which may be administered by an NCVER
employee, agent or third party contractor. You may opt out of the survey at the time of being
contacted.

NCVER will collect, hold, use and disclose your personal information in accordance with the
Privacy Act 1988 (Cth), the VET Data Policy and all NCVER policies and protocols (including
these published on NCVER's website atw

Student Declaration and Consent

| dedlare that the information | have provided t the best of my knowledge is wrue and
correct.

| consent 1o the collection, use and disclosure of my personal information in accordance with
the Privacy Natice sbove

The client can be emailed by clicking the email icon (‘%)) next to their email address. This will

provide access to mail templates for sending.

Abandoned

The Abandoned menu item, available from the Activity sub menu,

registrations.

A registration will be included in the Abandoned list if:

o It has been Saved For Later.

« The Payment Status is Pending Payment (credit card payment has been selected, but payment

has yet to be made).
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

PENDING REGISTRATIONS

D Date Name Email Address Programme OcculD Occu Date  Cost Payment Status  Saved

88332 13/01/2019 . Basic Computers 3524 21/01/2019 $99.00 No OB
88333 14/01/2019 " T Basic Computers 3524 21/01/2019  $99.00 No =
88355 27/02/2019 r T ! First Aid Training 3443 16/03/2019 $100.00  Pending Payment No =]
88358 01/03/2019 T L} ire . First Aid Training 3512 16/03/2019 $790.00  Pending Payment No =)
88360 05/03/2019 N = - First Aid Training 3512 16/03/2019 $790.00 PendingPayment No [
88366 06/03/2019 Certificate IIl in Pathology 3572 06/05/2019 $2,000.00 PendingPayment No b
88378 14/03/2019 lwm m— = First Aid Training 3499 21/03/2019 $215.00 PendingPayment No 04
88379 14/03/2019 | Basic Computers 3528 01/04/2019 $174.00  Pending Payment No =]

Bulk Action: | Bulk Mail ¥ ‘m

The list provides the following features:

o Column sorting — use the column headings to sort the list.

 ID links — Click the ID number to open the Registration Details (this navigates away from
Abandoned).

o Email — Toggle these individually to determine which records to keep or purge.

o Bulk Action — This feature works together with the checkboxes, which indicated when ticked
that the record will be part of the bulk action.

% See also: Registration Details on page 63 and Save For Later on page 138.

Purge USI Identity Data

The Purge Identity Data menu item, available from the Activity sub menu, provides a list of all
registrations containing USI identity information.

\
@ This is identity data collected for creating a student's USI on their behalf. If the USI step is
not enabled or if the RTO create option has always been disabled for the step, then there
will be nothing to purge.
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% VET Logou
ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS
PURGE US| IDENTIFICATION DATA

I

Select | all
D Date Name Identity Type
¥175505 21/03#2016 Jehn Smith
¥178374 11/04/2016 YahWho D
¥l 79462 18/04//2016 fjn kmxlkm Dri
¥I83923 24/05//2016 Goo Ghoul Driver's Licence
¥ 88022 06/03//2017 Bob Builder Driver's Lice
¥l 88023 06/03//2017 Jane Citizen Driver's Lice
#I88317 26/11//2018 Bing Bing  Driver's Lice

Select none | all

The list provides the following details:

« 'ID' — The registration ID, which can be used from Registrations to find the full details. The
checkbox next to the number indicates if the record is currently selected for purging.

« 'Date’' — The user's email address.

« 'Name' — The name of the person that registered.

« 'ldentity type' — Type of identity document provided.
The following features are provided:

« From and To date range fields — use these fields to filter the list by date range. Click Refresh
List to apply the filter.

— From can be left blank to select every registration up to the To date.
— To can be left blank to select every

— Both From and To can be made blank to clear an existing date range filter.

Select none and all links — toggle the checkboxes of all registrations shown in the list.
Checkboxes — Toggle these individually to determine which records to keep or purge.

Purge Data — click this button to purge all of the USI identity data for the ticked
registrations in the list.

% NOTE: Purging does not remove the record of the registration, only the associated USI
|dentity information.

Programmes

The Programmes menu item provides a list of features relating to programmes.
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Client Documents

The Client Documents feature allows electronic files to be sent with the automated email received
by customers when they successfully register for a course.

Attachments are managed on a per course basis, whereby a file must be uploaded for each
individual course. In addition, documents can be set for specific occurrences.

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

CLIENT DOCUMENTS

Client Documents (-]

ed to specific programmes for
programme Name: \

Gceurrence ID:| ¢ ID & Location blank to create a Client

Location: \

File:| [ Choose File | No file chosen |

Programme Name Occu ID  Location Filename

1241 (Edit) Participant Handbook.pdf  d

1242 (Edit) Exact Course Name Course Guide.pdf
1243 (Edit) Exact Course Name 1234 Class Notice.pdf

1244 (Edit)  Exact Course Name Melbourne | Map Directions.pdf

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

% NOTE: Common file types, such as PDF, are recommended to ensure customers will have
the appropriate program on their computer to open the file(s).

éf; See also: Programmes on the previous page to obtain programme names.

To set a resource for a course:

Client Documents °

Programme Name:| 1 |
Occurrence \D:| 2

Locatmn:|

Fi\e:| Choose File | No file chosen |

482

1. Enter the name of the course exactly as is in VETtrak, including spacing and capitalisation.

2. Optionally, enter an Occurrence ID if the document is only for a specific occurrence, or a
Location for all occurrences matching the location.

3. Click 'Choose File' (or Browse...) and select the file.
4. Click the 'Save' button.
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The resource will be listed in the table view. To add more documents, repeat the above steps.

% NOTE: Multiple documents can be added to the same course.

5 \ Programme Name  OccuID Location Filename /6 /i

1241 (Edit) Participant Handbook.pdf delete

The documents in the Document List table can be:

Edited to change parameters.

Viewed by clicking the Filename link.
OR

7. Deleted from the list by clicking the corresponding delete link.

List Exclusions

The List Exclusions menu item provides access to the feature used to identify Programmes which
will not be available from the main screen. Excluded programmes are still available for registration,
however clients need to be directed to the course through a specialised link.

For example: Programmes available only to corporate clients may be in Exclusions preventing the
general public from viewing and registering for them.

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

LIST EXCLUSIONS

Programme Exclusion @ This feature prevents the listed programmes from being displayed by the system.

Programme Name: ‘ Registrations can still be accepted using a URL containing the ProgiD or relevant OcculD

Please refr toyour VETenrol manl for mor nformation.

Programme Name

Exact Course Name delete

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The Exclusions screen has two key elements:

e The Program Exclusion section — used to create, or modify an exclusion.
o The Exclusions list table — for managing existing exclusions.

% NOTE: The Exclusions List table will not be displayed if there are no exclusions.
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To Create a new exclusion:

Programme Exclusion

Programme Mame:

1 .
|
1. Type the 'Programme Name' in the field provided.

2. Click the 'Save' button.

The newly created exclusion will be added to the Exclusions List table.

Programme Name 3 4
_ - ~

Exact Course Mame delete

Exclusions in the Exclusions List table can be:

3. Modified by clicking the programme name

OR
4. Removed from the list by clicking the corresponding 'delete’ link.

% See also: Creating Website Links on page 264 and URL Querystring Parameters on page
258 for more information on specialised linking.

Occurrence Exclusions

The Occurrence Exclusions menu item provides access to the feature used to identify occurrences
which will not be available from the main screen. Excluded occurrences are still available for
registration, however clients need to be directed to the occurrence through a specialised link.

For example: Occurrences available only to staff members may be in Exclusions preventing the
general public from viewing and registering for them.
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¢ VET o
ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS
OCCURRENCE EXCLUSIONS
Occurrence Exclusion This feature prevents the listed occurrences from being displayed by the system.
Occurrence ID: | Registrations can still be accepted using a URL eontaining the OcculD.
Please refer to your VETenrol manual for more information.

OcculD

The Exclusions screen has two key elements:

o The Occurrence Exclusion section — used to create, or modify an exclusion.
o The Exclusions list table — for managing existing exclusions.

% NOTE: The Exclusions List table will not be displayed if there are no exclusions.

To Create a new exclusion:

Occurrence Exclusion 1

2<3

Occurrence 1D:

1. Type the 'Occurrence ID' in the field provided.
2. Click the 'Save' button.

The newly created exclusion will be added to the Exclusions List table.
Occu ID 3 4
g ~

delete

Exclusions in the Exclusions List table can be:

3. Modified by clicking the Occurrence ID
OR
4. Removed from the list by clicking the corresponding 'delete’ link.

é:? See also: Creating Website Links on page 264 and URL Querystring Parameters on page
258 for more information on specialised linking.
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Step Exclusions

The Step Exclusions menu item provides access to the Programme Type Exclusions feature where
the default steps in the registration process can be overridden based on the Programme Type set

in VETtrak.

For example: You may not wish to collect AVETMISS Details for courses that are not accredited.

& VET

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS

STEP EXCLUSIONS

Logout

LINKS

Programme Type Exclusion @

Programme Type:

Steps to Exclude: (0 ys|
Identity Check
Employment Details
Concessions
Student Numbers
VTG Declaration
working With Children
AVETMISS Details
VET FEE-HELP
RPL/ Credit Transfer

m

#Steps

short Courses 7 delete

Programme Type

VETenrol Client Administration v2.0 | User Manual

The Step Exclusions screen has two key elements:

Powered by VETtrak

o The Programme Type Exclusion section — used to create, or modify an exclusion.

o The Step Exclusions list table — for managing existing exclusions.

% NOTE: The Exclusions List table will not be displayed if there are no exclusions.

To Create a new exclusion:

Programme Type Exclusion

Programme Type:

Steps to Exclude: sl
Identity Check
Employment Details
Concessions
Student Numbers
VTG Declaration
Warking With Children
AVETMISS Details
VET FEE-HELP
RPL / Credit Transfer
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1. Type the 'Programme Type' in the field provided.
2. Enable the checkboxes for the Steps to be excluded for the specified Programme Type.

3. Click the 'Save' button.

The newly created exclusion will be added to the Exclusions List table, where the Programme Type
and the number of excluded Steps are displayed.

Programme Type 4 # Steps
- ;

Short Courses 7 5 delete

Exclusions in the Exclusions List table can be:

4. Modified by clicking the programme type.

OR
5. Removed from the list by clicking the corresponding 'delete’ link.

Price ID Exclusions

The Price ID Exclusions menu item provides access to the feature used to identify Price Types
which will not be available from the main screen. Excluded price types are still available for
registration, however clients need to be directed to them with a specialised link.

For example: Pricing available only with group bookings maybe be in Exclusions preventing the
general public from viewing and registering for them.

& VETen

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

PRICE ID EXCLUSIONS

Brice ID Exclusion This feature prevents the listed Price ID's from being displayed by the system.

Price ID: ‘ | Registrations can still be accepted using a URL containing the relevant PriceiD.
m Please refer to your VETenrol manual for more information.

]
25 (Edit) delets

The Exclusions screen has two key elements:

o The Price ID Exclusion section — used to create, or modify an exclusion.
o The Exclusions list table — for managing existing exclusions.
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% NOTE: The Exclusions List table will not be displayed if there are no exclusions.

To Create a new exclusion:

Price ID Exclusion

Price ID:| 1 |
1. Type the 'Price ID' in the field provided.
2. Click the 'Save' button.

The newly created exclusion will be added to the Exclusions List table.

o _3

25 (Edit) delete
f

Exclusions in the Exclusions List table can be:

3. Modified by clicking the programme name
OR

4. Removed from the list by clicking the corresponding 'delete’ link.

&:; See also: Creating Website Links on page 264 and URL Querystring Parameters on page
258 for more information on specialised linking.

Registration Receipts

This feature allows an alternative confirmation email to be sent out based on programme.
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¢ VET p—
ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS
PROGRAMME RECEIPTS
Programme Receipt Template Details
Programme Name: ‘
Mail Template: | Course Confirmation ¥
=

Programme Name Template

Basic Computers  Course Confirmation delete

VETenrol Client Administration v2.0 | User Manual

Powered by VETirak

The Programme Receipts screen has two key elements:

o The Programme Receipt Template Details section — used to create, or modify an entry.
« The Receipt List table — for managing existing entries.

To create an entry:

Programme Receipt Template Details

Pragramme Name: | 1 |

Mail Template: | Course Confirmation ¥

o | 2 3-&.

1. Enter the 'Programme Name' for which an alternative email should be used.

2. Select the 'Mail Template'. Only Mail Templates of type Receipt will be listed.
3. Click the 'Save' button.

The new entry will be listed in the table view. To add more entries, repeat the above steps.

Programme Mame 4Temp|ate
-

Basic Computers Course Confirmation delete

The items in the Receipt List table can be:

4. Edited by clicking the programme name.
OR

5. Deleted from the list by clicking the corresponding 'delete’ link.

é:? See also: Email Templates on page 205 regarding creating new mail templates.
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Discounts

The Discounts feature allows the creation and management of discount coupon codes. When
utilised, entering a valid code results in VETenrol calculating a discounted price based on the
regular price and the coupon value.

¥ VET

Logout

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

DISCOUNTS

Discount Details (-]

Code:| |

Expiry (Date: | | optional

optional

Exoiry ( usesk:|

Email address: | |

Type: ‘ Percentage Off v ‘

percentage Off:

Notes:

Applies To:| Selected Programmes only ¥

m save

Code Type  Amount  Applies To
DISC soff  10.00 Any programme O delete
SELECTEDDISC  Soff  50.00 Selected programmes €Y delete

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The Discounts screen has two key elements:

o The Discount Details section — used to create, or modify a coupon.
o The Discount list table — for managing existing coupons.

To create a discount coupon:

Discount Details

Code:| 1

Expiry (Datej:| | optional
Expiry (# uses):| | optional | 2
: 1

Ema\\Address:|

Type:| Percentage Off |

Percentage Off:| | 3

Notes: | 4

Applies To: | Selected Programmes Only ¥
L ~.

=) 5 6—m™
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1. Enter the 'Code'. This is the name for the coupon, which must be entered .
2. Optionally, choose your expiry and limited use options:

— Expiry (Date) — enter a date for when the coupon expires. Clicking the field will
present a calendar for choosing the date, or type the date in the format of dd/mm/yyyy.

— Expiry (# uses) — enter a number representing how many times the discount code can
be used before it expires.

— Email Address — enter an email address to limit all discounts for the code to a specific
email. This can be used on its own to indefinitely apply a discount to any or selected
programmes, or together with the expiry options.

3. Choose the 'Type' of discount. The field for the value will be labelled accordingly.

— Percentage Off — the value is the percentage by which the price will be discounted.
— Amount Off — the value is a set dollar amount deducted from the price.
— New Amount — applies the value as the new total price.

% Note: The New Amount type is NOT supported by the Shopping Cart when the
discount applies to Any Programme. The discount code will not be recognised.

4. Use the 'Notes' field to enter any extra details regarding the coupon.
Eg. coupon for advert appearing in newspaper for week beginning 21/08/2017.

5. Choose the option for 'Applies to' to identify if the coupon is valid when entered for all
programmes, or only for specific programmes.

6. Click the 'Save' button.

The coupon will be listed in the table view. To add more coupons, repeat the above steps.

Code ] Type Amount Applies To 8 9
/ yp PP / o /
delete

SELECTEDDISC § off 50.00 Selected programmes

The items in the Discount List table can be:

7. Edited to change parameters.

8. Assigned to specific programmes by clicking the Applies to link.
OR

9. Deleted from the list by clicking the corresponding 'delete’ link.

Selecting Programmes for Discount Coupons

Discounts that apply to Selected programmes allow those programmes and/or occurrence IDs to be
viewed and managed from the Discount Programmes screen.
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Code Type Amount pplies To
CPRSPECIAL £ off 15.00

DISC 5 off 10,00 AT — [x]

Selected programmes

[
m
1+
H
14

[
m
17}
LA
1]

o Click the 'Selected programmes' link.

This will open the Discount Programmes screen, for example:

¥ VET o
ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS
DISCOUNT PROGRAMMES
Discount Details
Code: CPRSPECIAL
e programme .
programme ame| |
= 5=
Programme/Occu ID
Frstaid Traning @ delete

Powered by VETtrak

VETenrol Client Administration v2.0 | User Manual

The Discount Programmes screen has the following elements:

« 'Discount Details' section to facilitate the creation of new programmes/occurrence IDs for
the discount and allow existing ones to be viewed and modified.
— 'Code' displays the name of the coupon and cannot be changed on this screen.
— The 'Back’ button will return you to the Discounts screen.
— The 'New' button clears the Discount Details fields for a new programme/occurrence ID
to be saved.
— The 'Save' button will save the current entries into the list table.
o The list table contains saved programmes/occurrence IDs and allows them to be managed.

— Click the Programme/Occu ID links to modify the entries.
— Permanently remove unwanted entries using the 'delete’ link.

% NOTE: The list table will only be displayed when editing a discount coupon with existing
programme/occu ID entries. Otherwise it will be hidden until the first entry is saved.
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Adding a Programme/Occurrence to Apply to a Coupon

Discount Details

Code: CPRSPECIAL

Type:| Occurrence v

Qoccurrence |DI| 1
= 2—&3

1. Use 'Type' to choose either Programme or Occurrence to specify for what the coupon will be
valid.

This setting will determine the label and expected input for the field below it:
— 'Programme Name'

Enter the exact name of the programme. The coupon will be valid for any occurrence of
this programme.

— 'Occurrence ID'.
Enter the occurrence ID of the occurrence for which the coupon is valid. The coupon

will only be valid for that specific occurrence (unless other entries exist or are created
later).

For assistance to identify the name or ID to enter, see the Summary Report on page 101.
2. Click the 'Save' button.

The entry has now been set and will appear in the list table. Repeat these steps to create additional
entries as needed.

Discount Behaviour

How can we expect each discount type to function for each of the differing registration processes?

For a discount that applies to any programme:

Percentage OFF Amount OFF New Amount
Standard or Reduces the total cost by Reduces total cost by the
. . . . . Replaces the total cost
Rapid Registration the discountvalue (asa discountvalue (as a , .
with the discount value.
(No Cart) percentage). dollar amount)

-94 -



VETenrol Manual

Client Administration Interface

Shopping Cart
(One course only)

Shopping Cart
(Multiple courses)

Group Bookings

Percentage OFF

Reduces the only course
in the cart by the value
(as a percentage).

The discount value is
applied (as a percentage)
to each course in the
cart.

Reduces the total cost by Reduces total cost by the

the discount value (as a
percentage).

Amount OFF New Amount

Replaces the amount of
Reduces the only course the only course in the
in the cart by the value  cart with the discount
(as a dollar amount). value (adjusting the total
cost).
The discount is applied
(as a dollar amount) to
the first course in cart, if
any amount remains it
will be applied to Not Applicable
subsequent courses until
the full discount value
has been applied or the
total reaches 0.
Replaces the total cost
with the discount value
(regardless of Places
reserved).

discount value (as a
dollar amount)

For a discount that applies to selected programmes:

« In all situations (except the Shopping Cart with multiple courses), if the user is registering for
one of the selected programmes, then the discount will be applied if they enter the code.

« In the case of the Shopping Cart where there are multiple courses in the cart, the discount
will be applied only to each course in the cart that matches the selected programmes for the

discount.

% NOTE: Credit Card Discounts and Volume Breaks (Group bookings only) work together
with Discount codes for the standard enrolment process, it is possible for all three to be
applied to relevant registrations simultaneously. Credit Card Discounts and Volume Breaks
do not apply to Rapid Registrations.

Volume Discounts

The Group Booking Volume Breaks feature allows the creation and management of discounting for
Group Bookings. Discounts apply based on the number of places the user has indicated during the

booking process.
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& VET ro—
ACTIVITY PROGRAMMES SETTINGS cusTom REPORTS LINKS
GROUP BOOKING VOLUME BREAKS
Volume Break Details
Lover Limi | \
upper i \
Type: | Percentage OFf
Percentage Off: ‘ ‘
Applies Ta: | Selected Programmes Only ¥
Range Amount  Type  Applies To
3tos 10.00 soff Al programmes O delete
6t0 10 33.00 %off Al programmes D delete

rol Client Administration v2.0 | User Manual Powered by VETtrak

Volume Discounts has two key elements:

e The Volume Break Details section — used to create, or modify a volume break.
e The list table — for managing existing volume breaks.

To create a discount using the 'Volume Break Details' section:

Volume Break Details 1

Lower Limit: |

Upper Limit: | 2 ‘
Type: Percentage Off 3
Percentage Off: | |

Applies To: | Selected Programmes Only

e 4 58

1. Enter the 'Lower Limit'. This is the minimum number of places required to obtain the
discount.

2. Enter the 'Upper Limit'. This is the highest number of places to obtain the discount.
Choose the 'Type' of discount. The field for the value will be labelled accordingly.

— Percentage Off — the value is the percentage by which the price per place will be
discounted.

— Amount Off — the value is a set dollar amount deducted from the price per place.
— New Amount — applies the value as the new price per place.

4. Choose the option for 'Applies to' to identify if the discount is valid when entered for all
programmes, or only for specific programmes.

5. Click the 'Save' button.

The discount will be listed in the table view. To add more coupons, repeat the above steps.
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Range/6 Amount Type Applies To 8

1to2 5.00 $ off Selectad Programmes 9 de e/t'e

The items in the Discount List table can be:

Edited to change the Volume Break Details.

7. Assigned to specific programmes by clicking the Selected Programmes link in the Applies to
column.

OR
8. Deleted from the list by clicking the corresponding 'delete’ link.

Selecting Programmes for Volume Breaks

Discounts that apply to Selected programmes allow those programmes to be viewed and managed
from the Group Booking Volume Break Programmes screen.

Range Amount
1to2 5.00

o Click the 'Selected programmes' link.

This will open the Group Booking Volume Break Programmes screen, for example:

¢ VET p—
ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS
GROUP BOOKING VOLUME BREAK PROGRAMMES
Group Volume Break Details

Count: 1t02

Type: | Programme
Prugramme‘ ‘

Name:
=) ==
Programme/Occu 1D
FirstAid Training €3 delete

VETenrol Client Administration v2.0 | User Manual

Powered by VETtrak

The Group Booking Volume Break Programmes screen has the following elements:

« 'Group Volume Break Details' section to facilitate the creation of new

programmes/occurrence IDs for the discount and allow existing ones to be viewed and
modified.

— 'Count' displays the break range of the discount and cannot be changed on this screen.
— The 'Back’ button will return you to the Group Booking Volume Break screen.
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— The 'New' button clears the Group Volume Break Details fields for a new
programme/occurrence ID to be saved.
— The 'Save' button will save the current entries into the list table.

o The list table contains saved programmes/occurrence IDs and allows them to be managed.

— Click the Programme Name links to modify the entries.
— Permanently remove unwanted entries using the 'delete’ link.

% NOTE: The list table will only be displayed when editing a discount coupon with existing
programme/occu ID entries. Otherwise it will be hidden until the first entry is saved.

Adding to the List of Selected Programmes

Group Volume Break Details

Count: 1to2

Type:| Occurrence | 1 v

Occurrence 1D: |

om 2 e

1. Use 'Type' to choose either Programme or Occurrence to specify for what the discount break
will be valid.
This setting will determine the label and expected input for the field below it:
— 'Programme Name'
Enter the exact name of the programme. The discount break will be valid for any
occurrence of this programme.
— 'Occurrence ID'".
Enter the occurrence ID of the occurrence for which the discount break is valid. The
discount break will only be valid for that specific occurrence (unless other entries exist
or are created later).

For assistance with identifying the name or ID, see the Summary Report on page 101.

2. Click the 'Save' button.

The entry has now been set and will appear in the list table. Repeat these steps to create additional
entries as needed.

Use the 'Back’ button to return to the main Group Booking Volume Break page.
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Credit Card Discount

The Credit Card Discounts feature allows a pricing discount to be applied for those opting to pay by
credit card.

& VET po—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

CARD PAYMENT SETTINGS

Card Payment Settings

Discount:| None

VETenrol Client Administration v2.0 | User Manual

To create a discount for credit card payments:

Card Payment Settings 1
Discount: | Amount Off

Amount Off: | ‘

"2 3-=

1. Choose the 'Discount’ type.
— None — no discount applied (default).
— Percentage Off — the value is the percentage by which the price will be discounted.
— Amount Off — the value is a set dollar amount deducted from the price.
When a discount other than None is selected, a field for the value will be displayed and
labelled accordingly.
2. Enter the value of the discount (do not include percentage or dollar symbols).
3. Click the 'Save' button.

% NOTE: There can only be one credit card discount. Saving will not make a list as commonly
occurs, instead the saved details will remain in the Credit Card Payment Settings section,
where it can be adjusted and re-saved at any time.

Close Dates

The Close Dates menu item provides access to the feature used to change when registrations close
for occurrences. The default close date for registrations is the start date of the occurrence, however
using Close Dates, this date can be overridden by specifying the number of days prior to the start
date that registrations should close. Close Dates are applied based on programme name.
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For example: A Close Date of 1 # Days will set registrations to close the day before the start date,
for a specified programme.

% VET —
ACTIVITY PROGRAMMES SETTINGS. CusTOM REPORTS LINKS
CLOSE DATES
Close Dates This feature allows you to specify the number of days prior
to an occurrence start date that the system will stop taking
Programme Name‘l ‘ registrations for. You can specify the Programme Name to
. — target that programme, or you can leave the Programme
# DBVS‘| Name blank to target all programmes. The # Days must be
m . between 1 and 365 inclusive
Save
D Programme Name #Days
1 (Edit) 1 delete
2(gdit)  Certificate lll in Pathology E] delete

VETenrol Client Administration v2.0 | User Manual

Powered by VETtrak
The Close Dates screen has two key elements:

o The Close Dates section — used to create, or modify an exclusion.
o The Close Dates list table — for managing existing exclusions.

% NOTE: The Close Dates List table will not be displayed if there are no close dates.

To Create a new Close Date:

Close Dates 1
Programme Name:‘ ‘

o)
= 2 3 =

1. Type the 'Programme Name' in the field provided. Leave this field blank if you want the
close date to apply to all programmes.

2. Enter the number of Days to close registrations before the start of an occurrence.
3. Click the 'Save' button.

The newly created close date will be added to the Close Dates List table.

Progjamme Name # Dg
4 1
/

Certificate I11in Pathology 3

ot

Close Dates in the List table can be:

4. Modified by clicking the '(Edit)' link in the ID column.
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OR

5. Removed from the list by clicking the corresponding 'delete’ link.

é;i% See also: Show Close Dates on page 127 for details on showing close dates for
occurrences on the main screen.

Summary Report

The Summary Report provides a list of programmes and their occurrences, as obtained through
VETtrak. These are provided for reference and can be useful for obtaining names, IDs and links.

The report contains each available programme, information on each occurrence within a
programme and pricing information for each occurrence.

PROGRAMME SUMMARY

The above summary report depicts one programme with a single occurrence that has two price types, and finally a single programme without
any published occurrences that have a start date in the near future.

1. There are a small selection of controls for the Summary Report.
a. Workflow sets the type of URL you want.
— Standard is the default registration type.
— Kalendar shows links to the calendar (with the course list).
— Rapid Registration shows direct links for rapid registration.
— Website Widget shows the iFrame source link for the Courses Page, that will trigger
Rapid Registrations (if the feature is enabled).

b. Include ALT CSS allows you to enable and then specify which branding style you need
for the links. This is disabled by default. When enabled, An ALT CSS value of:
— 1is typically for course specific branding. Ideal if you want links to programmes
or occurrences.
— 2is typically iFrame branding.
c. Show all occurrences can be enabled to include expired published occurrence in the
list.

-101 -



VETenrol Manual Client Administration Interface

2. The link to the programme (e.g 'Basic Computers') is the first record of that programme
name, with the least other information in the table. This is a course specific link where users
can browse the occurrences for the programme, but no other programmes will be available.

3. If the programme has published occurrences, the link to the occurrence with the most recent
start date will be listed (If Show all occurrences is enabled this will be the oldest start date).
This is a direct link to register in the occurrence. No other programmes or occurrences will
be accessible, but it will give users a choice of pricing, if available.

4. Then the links for each price type available for that occurrence are listed (one price type per
entry). These are also direct links to register in the occurrence, but a link that includes a price
type will pre-select that pricing for the user, making other pricing inaccessible.

5. Once all of the occurrences, and all of the price types for each occurrence have been listed,
the next programme will start.

% NOTE: Occurrences that are full will not appear in this list.

é:? See also: Categorise Programmes on page 118 regarding Programme Types. Linking to a
Specific Course on page 265 and URL Querystring Parameters on page 258 for more on
linking.

Linked Occurrences

The Linked Occurrences menu item, available via Programmes > Linked Occurrences, allows a
single occurrence to be tied to multiple additional occurrences so that when a user registers for
that main occurrence, they will be automatically registered for each of the occurrences that are
linked to it.

% NOTE: Linked Occurrences is NOT related to Linked Enrolments in VETtrak.

¥ VET

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

LINKED OCCURRENCES
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The Linked Occurrences screen has two key elements:

o The Occurrence section — used to create, or modify an occurrence.
o The Occurrence list table — for managing existing linked occurrences.

Occurrences in the list table can be:

« Modified by clicking the occurrence ID.
« Assigned occurrences to be linked by clicking the 'Edit’ link.
« Removed from the list by clicking the corresponding 'delete’ link.

% NOTE: The Exclusions List table will not be displayed if there are no exclusions.

Creating a linked occurrence

To Create a linked occurrence:

Occurrence \1

Occurrence ID: |

|
= - o2

1. Type the 'Occurrence ID' in the field provided. This is the main occurrence.
2. Click the 'Save' button.

The newly created record will be added to the Occurrence List table.

3. Click 'Edit' in the Linked column of the table.
This will open a new screen for linking occurrences to the original:

Qccurrence
Parent ID: 3572 I
Occurrence \D:| ;

Price \D:|::
= S 6-=
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4. Type the 'Occurrence ID' in the field provided. This is for an occurrence in which users will
be automatically registered when they register in the original occurrence.

Enter the 'Price ID' to identify the pricing to be applied for the automatic registration.
6. Click the 'Save' button.

The newly created record will be added to the Linked list table.
Now that the occurrence has been linked:

o Repeat steps 4 - 6 to link additional occurrences.
OR

o Click the'Back' button to return to Linked Occurrences.

Settings
The Settings menu item gives control over many aspects of VETenrol.
% NOTE: Each Settings screen provides a 'Save' button which must be clicked to retain

changes made to any of the settings on that screen. Refreshing the screen or navigating
away before saving will discard any changes.

General Settings

General Settings is a collection of settings required by VETenrol to function. View and modify your
organisation’s contact information, accepted payment types and more.

Choose 'Settings' > 'General Settings' from the menu:
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

GENERAL SETTINGS

Client Details Q istrations View-Only @
Client ID: * VT-DEMO Passwurd:l
Name: * ‘ Registered Training Organisation ‘ Enrelment API Details o
RTO Number:‘ 00000 ‘ AP URL"’l |
CRICOS Numbsr:‘ ‘ Apluwname~| " |
AP| Password: «=«s=-e++ Set Password

Contact Name: "‘ -

Test AP| Connection

Address 1: % | Address Line 1

VTDocs APl Details @

Address 2:

City: * ‘ City

State; * ‘ STATE APl Username: | |

)

)

} APIURL: | |
)

‘ AP| Password:

Country: * ‘ Australia

— File Type ID: -
Post Code: * ‘ PCODE ‘
Phone: * ‘ 1800 838 872 ‘ ST S (-]
[ Server: |
Fax:| |
; To ensure mail delivery a username and passward must be
Email: = | info@vetirakcom.au | supplied. Unauthenticated email accounts may result in
mail delivery being blocked and is outside the control of
Admin Correspondence Emails o VETtrak.
Emailis): Username: |
y Password:
port: | | pefaure 25

Secure: Use SSL/TLS secure connection?

Save

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

Client Details

Your organisation details as provided in this section are used in both the confirmation screen and
automated confirmation email and may also appear during the registration process depending on
the branding style of your VETenrol.

éf? See also: The user Experience on page 28 regarding the on-screen confirmation, and
Confirmation Email on page 199 regarding the automated email.

Registration View-Only Password

This section allows a password to be specified for viewing the registration-oriented interface.

Registrations View-Only Password

Password:

« Type a 'Password' in the field provided.
o Click the 'Save' button for General Settings to commit the change.
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@ WARNING: DO NOT use the same password for both Master and Registration View-Only
passwords.

In a typical situation only one staff member will know the master password and be able to
administer VETenrol. Other staff members are given the Registration View-Only password in order

to complete day-to-day tasks.

To test/use the password, visit https://enrol.vetenrol.com.au/ClientAdmin

____________________________________ 1.

Enter your 'Client ID'.

S VETenrol 2. Enter the Registration View-Only
'Password'.
ol A 3. Click the 'Logon' button.
-

The Client Administration interface will open to
the Registrations screen as normal, however the
interface will not contain any of the
administrative features.

The interface does allow all registration tasks to be completed, though it only offers the following

menu items:

Logout

¥ VET.

SUMMARY REPORT

REGISTRATIONS ENQUIRIES

REGISTRATIONS

= e

‘ Sta(u5‘| Pending registrations v‘ (-]

| o

Re:e\pt#‘

‘ Programme: Occu Date: Family Name:

from|

Name Date Programme OcculD  Cost Payment Status Receipt # Status

13/01/2016 10:48  Basic Computers 3059 75.00 EFT 3059-54183 | Registration received v

Cert Ill Retail 3034 2,500.00 Bill to Business  2989-54177 | Registration received hd

11/01/2016 09:06

06/01/2016 10:55  First Aid Training 3000 99.00 Details Supplied 2989-54163 | Registration received v

John Citizen

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

« 'Registrations’ — A summary of pending registrations.

o 'Summary Report' — a list of all published programmes and occurrences from VETtrak.
o 'User Manual' — A link to the PDF of this document.

« 'Logout' — Exit the Client Administration interface.

% See also: Changing your Password on page 17 regarding changing the master password
for the Client Administration interface.
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Enrolment API Details

Enrolment AP| Details @
AP URL: *[ - . -y . . ]
APl Username: * | mwew ]
AP| Password: sweeseees Set Password

Test APl Connection

These details enable VETenrol to connect to VETtrak through the API.
% NOTE: The API URL needs to point to the location of the vt_api.asmx file, but that filename

should not actually be included in the URL.

VTDocs API Details

VTDocs API Details (]

APIURL: [ ]

AP Username:l ]

API Password:

File Type ID: \ZI

These details enable VETenrol to connect to VTDocs.

% NOTE: The VTDocs integration is only available to clients hosting their VETtrak database
with VETtrak Pty Ltd.

To set up your VTDocs integration:

o Enter your APl URL. VTDocs API Petails L2
. APIURL: [ https://demo.vetenrol.com.au/NTDocs/api/ ]
- The API URL IS the address to your Copy Credentials from Enrolment API Credentials
VTDocs with /api/ appended. a2t Username: ]

API Password: No password set...

« Click the Save button for the page to e Type 0 =]
commit these details.
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Example of Demo APl URL entered & Saved

o Click the 'Copy Credentials from VIDocs API Details L2
Enrolment API Credentia IS' ||nk_ APIURL: | https:h‘demt.:l.vetenrol.com.auNTDocsrapiJ . ‘
Copy Credentials from Enrolment AP| Credentials
— Username and Password are for AP! Username; | ===re J
the user aSS|gned tO thIS role durlng APl Password: seeessses Set Password Test APl Connection
the VTDocs integration process - :
(Typical |y the same credentials used Example of credentials copied & saved

to access the Enrolment API).

« Click the Save button for the page to
commit these details.

« Test APl Connection should be clicked to test the entered credentials with VTDocs. It will
display a token in a new tab in your browser, or an error message if unsuccessful.

VTDocs API Details (-]

APIURL: | https://demo.vetenrol.com.au/VTDocs/api/ ‘

Copy Credentials from Enrolment API Credentials

« Click the Fetch File Types button. Ao Uername | == )
APl Password: seeeseees Set Password Test APl Connection
o Choose Web Enrolment or a similar file type File Type ID:
from the File Type ID drop-down menu. Training Plan
. . Trainer Upload
« Click the Save button for the page again. Student Upload

Enrolment

Example of File Types fetched and making a selection
The selection list will be cleared and the File VTDocs AFI Detalls 9
Type ID Stored APIURL: | https://demo.vetenrol.com.au/NVTDocs/api/ ‘

Copy Credentials from Enrolment 4P| Credentials

APl Username:| T ‘

Copies of the registration details, and any S Test APl Connection

documents the user submits during the File Type ID: 6 v
registration process will be uploaded to VTDocs

Example of Demo API set up complete.

é;? See also: VTDocs Integration on page 285 for details on the initial set up and where to
access the documents via VETtrak.

Admin Correspondence Emails

This section is for the email addresses to which you want VETenrol update notifications and other
correspondence to be sent.

Admin Correspondence Emails

Email(s): @
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o Type a'email' in the field provided. Multiple addresses should be separated with a semi-
colon ().

o Click the 'Save' button for General Settings to commit the change.

SMTP Server

Completing these details will enable VETenrol to send all automated notifications via the specified
mail server instead of using VETtrak Pty Ltd's mail server.

SMTP Server

Server: | ‘ (2]

To ensure mail delivery a username and password must be
supplied. Unauthenticated email accounts may resultin
mail delivery being blocked and is outside the control of
WETtrak.

Username:|

Password:
Port: | ‘ Default 25

Secure: Use S5L/TLS secure connection?

« Enter the 'Server' address. For example: smtp.yourcompany.com.au
o Enter the 'Username' to access the server.

@ For some SMTP Servers the Username needs to be the same as the email address in
your Client Details section because it is used as the From address for outgoing mail.

Specify the 'Port’ the server uses for sending mail.
« Tick 'Use SSL/TLS secure connection', if applicable.

Click the 'Save' button for General Settings to commit the change.

Click the 'Set Password' link, which will open a pop-up window.

Set Password *

Password: | |

o Enter the password.
o Click the 'Set Password' button.

Once the details are saved, a Test link will appear near the credentials.

-109 -



VETenrol Manual Client Administration Interface

SMTP Server

Server: | smtp.bigpond.com.au ‘ ]

To ensure mail delivery a username and password must be
supplied. Unauthenticated email accounts may resultin
mail delivery being blocked and is outside the control of
VETtrak,

Username:|

Password: ssesesses Set Password Test SMTP Settings

Port: | 587 ‘ Default 25

Secure: ¥ Use S5L/TLS secure connection?

o Click 'Test SMTP Settings' to open a pop-up window and send a test email.

Mail Test %

Recipient: | myemail@company.com.au

Send Test Mail

o Enter an email address in the Recipient field, such as your own personal email or
o Click the 'Send Test Mail' button.
o Check that the email has been received.

\
@ Your SMTP details could be set up in your VETtrak, in which case you can view them there
to ensure you have entered the right details for VETenrol.

Payment Settings

Payment Settings is a collection of settings required by VETenrol to determine the payment options
offered to your customers. Set global payment options and choose payment methods for
individual and group bookings.

Choose 'Settings' > 'Payment Settings' from the menu:
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS

PAYMENT SETTINGS
Payment Preferences vi istration Payment P
Warning: When creating online courses please make sure you are aware of your Llallow gill to Business Payment Option? o
obligations when collecting up-front payments. RTO's collecting up-front Remove Bill to Business option if step excluded? -]
payments greater than 51500 need to meet certain obligations for accounting for BB Allow Invoice Me Payment Option? )
fees in advance. For more information please refer to the Australian Skills o .
Qualification Authority website. Allow Study Loan Payment Option? @
[ClAllow Fee Waiver Payment Option? (-]
Secure URL: *  https://secure.vetenrol.com.au/ [T Allow VET Student Loans Payment Option? [}
Merchant Provider: ) Remove VET Student Loans option if step excluded? @
O Allow Direct Debit? @
Merchant 1D: D Allow Payment Plan? )
Oloon't send price types to VETtrak @ [JAllow Fees to be paid by jobactive Provider? @
[Osend payment details to VETerak? @ (CAllow Purchase Order Payment Option? @
[0 Create VETtrak invoice? @ EziDebit: [ Allow EziDebit Payment Plan? (-]
Send Client PO Number on VETtrak in Py Debitsuccess: [ Allow Debitsuccess Payment Plan?
PO Number option selected) Frequency: [ weekly [ Fortnightly
Card Types: [Visa Monthly ry 4 weeks
Mastercard Quarterly [ |Half yearly
Diner's Club Yearly
American Express o
Discounts: [l allow discounts? (-] Instructions: &
EFT: [ Allow EFT Payment Option? @
4
858!
Group Registration Payment Preferences
Account Number: P Reg ym
[ allow Bill to Business Payment Option? (-]
Account Name: [ Allow Diract Debit? @
- — O allow Payment Plan? @
Rapid Registration Payment Preferences
OAllow Purchase Order Payment Option? (-]
D Allow Pay In Person? Q o
EziDebit: () Allow EziDebit Payment Plan? @
O Allow Invoice Me Payment Option? (-]
Debitsuccess: [JAllow Debitsuccess Payment Plan?
Frequency: [ |Weekly [ Fortnightly
Monthly very 4 weeks
Quarterly (] Half yearly
vearly
Instructions: &

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

Payment Preferences

Set the payment types accepted by your organisation.

-111 -



VETenrol Manual Client Administration Interface

1.

Payment Preferences

Warning: When creating online courses please make sure you are aware of your
obligations when collecting up-front payments. RTO's collecting up-front
payments greater than $1500 need to mest certain obligations for accounting for
fees in advance. For more information please refer to the Australian Skills
Qualification Authority website.

secure URL: *  https://secure.vetenrol.com.au/
Merchant Provider:  None v 1 (2]
Merchant ID:

Password:

Don't send price types to VETtrak
2 Send payment details to VETtrak?
Create VETtrak invoice?

Send Client PO Mumber on VETtrak invoice
(when PO Number opticn selected)

Card Types: || Visa

Mastercard 3
Ciner's Club

American Exprass

Discounts: Allow discounts?
4 | EFT: L Allow EFT Payment Option?

B5B:

Account Mumber:

Account Name:

Merchant details.

These details are used to connect to the payment system of your choice. An account with the
Merchant Provider is required. These settings will be pre-set as part of activating your
VETenrol service, or when you opt to integrate with a merchant provider. Please contact
VETtrak Pty LtdSupport if they require adjusting.

VETtrak integration.

— 'Don't send price types to VETtrak?' checkbox — Prevents price types from being
retrieved by VETtrak, if enabled. Please consult Support before enabling this option.

— 'Send payment details to VETtrak?' checkbox — Toggle automated sending of
payment information to VETtrak. This option will be disabled if a 'Merchant Provider'
is not selected.

— 'Create VETtrak invoice?' checkbox — Enable the automatic creation of invoices within
VETtrak from customer registrations.

— 'Send Client PO Number on VETtrak invoice' checkbox — Enable Purchase Order
numbers to be pushed to the Order Number field on the VETtrak Invoice. This can only
be ticked if Create VETtrak invoice is enabled.

'Card Types' checkboxes.
These options indicate which card types are enabled. Please contact VETtrak Pty Ltd Support
if they require adjusting.
Other options.
It is the responsibility of your organisation to implement suitable procedures to verify and
process registrations where any of these payment methods have been chosen. l.e. In the case
of the EFT payment option, your procedure would include checking that the funds have been
deposited to your nominated account.

— Allow discounts?' checkbox — Enable this option to permit customers to enter a

discount coupon code.
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— 'Allow EFT Payment Option?' checkbox — Enabling this option will permit customers
to choose to pay by electronic funds transfer from their bank account directly to yours.
This will also enable the fields for you to supply your bank account details.

% NOTE: Ensure the EFT bank account details are accurate or customers will not be able to
deposit funds.

Individual Registration Payment Preferences

These preferences apply only to individual registrations.

% NOTE: These payment options are NOT automated. It is the responsibility of your
organisation to determine the validity of registrations where any of these payment
methods have been chosen and to implement processes accordingly.

Individual Registration Payment Preferences

[Jallow gill to Business Payment Option?
Remove Bill to Business option if step excluded?
& Allow Invoice Me Payment Option?
[Jallow Study Loan Payment Opticn?
D allow Fee Waiver Payment Option?
[ Allow VET Student Loans Payment Option?
Remove VET Student Loans option if step excluded?
O Allow Direct Debit?
[Jallow Payment Plan?
[CJallow Fees to be paid by jobactive Provider?
D Allow Purchase Order Payment Option?
EziDebit: [ Allow EziDebit Payment Plan?

Dehitsuccess: [ Allow Debitsuccess Payment Plan?
Frequency: Weekly i
Monthly

Quarterly

Yearly

%0

Instructions:

« 'Allow Bill to Business?' checkbox — Enabling this option will permit customers to choose
for their employer to pay for the course. When the invoice is generated in VETtrak the
invoicee will be the employer the participant has specified during the registration process.
The Employer can be matched in VETtrak Web Enrolments before being accepted.

— 'Remove Bill to Business option if step excluded?' checkbox — Enabling this will
remove Bill to Business as a payment method if the Employer step is enabled, but
excluded from the registration process using Step Exclusions.

-113 -



VETenrol Manual Client Administration Interface

« 'Allow Invoice Me Payment Option?' checkbox — Enabling this option will permit
customers to avoid immediate payment by requesting an invoice.

« 'Allow Study Loan Payment Option?' checkbox — Enabling this option will permit
customers to choose Study Loan as their payment method.

« 'Allow Fee Waiver Payment Option?' checkbox — Enabling this option will permit
customers to choose to Apply for a Fee Waiver as their payment method.

« 'Allow VET Fee Payment Option?' checkbox — Enabling this option will permit customers to
choose VET Fee as their payment method.

— 'Remove VET Student Loans option if step excluded?' checkbox — Enabling this will
remove Bill to Business as a payment method if the VET Student Loans step is enabled,
but excluded from the registration process using Step Exclusions.

« 'Allow Direct Debit?' checkbox — Enabling this option permits customers to choose Direct
Debit from Bank Account or Credit Card as their payment method.

« 'Allow Payment Plan?' checkbox — Enabling this option permits customers to choose
Course as their payment method.

« 'Allow Fees to be paid by Jobactive Provider?' checkbox — Enabling this option permits
customers to choose Course Fees to be paid by Jobactive Provider as their payment method.

« 'Allow Purchase Order Payment Option?' checkbox — Enabling this option permits
Purchase Order as a payment method and requires a purchase order number. This option is
intended for Group Bookings but will also be available to individuals if enabled.

« 'Allow EziDebit Payment Plan?' checkbox — Enabling this option will permit customers to
choose to pay by EziDebit payment plan. This will also enable the checkboxes for you to
choose the allowed frequency of payment.

« 'Allow Debitsuccess Payment Plan?' checkbox — Enabling this option will permit customers
to choose to pay by Debitsuccess payment plan. This will also enable the checkboxes for you
to choose the allowed frequency of payment.

« 'Instructions' text area — text/html entered here will be displayed after the Payment Options
heading and before the payment method drop-down menu, for all individual registrations.
The edit icon to the right of the text area will open a text editor where text can be entered
and formatted. The resulting html will be inserted into the text area once OK is clicked.
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é:? See also: Step Exclusions on page 87 regarding excluding registration steps based on
Programme Type.

Group Registration Payment Preferences

These preferences apply only to registrations for Group Bookings.

% NOTE: These payment options are NOT automated. It is the responsibility of your
organisation to determine the validity of registrations where any of these payment
methods have been chosen and to implement processes accordingly.

Group Registration Payment Preferences

#| Allow Bill to Business Payment Option? e
Allow Direct Dehit? (2]
Allow Payment Plan? (2]
Allow Purchase Order Payment Option? e
EziDebit: || Allow EziDebit Payment Plan? @
Debitsuccess: || Allow Debitsuccess Payment Plan?
Frequency: Weekly Fortnightly
Monthly Every 4 weeks
Quarterly - Half yearly
Yearly
@

Instructions: &
L 4

« 'Allow Bill to Business?' checkbox — Enabling this option will permit customers to choose
for their employer to pay for the course. The Employer can be matched in VETtrak Web
Enrolments before being accepted.

« 'Allow Direct Debit?' checkbox — Enabling this option permits customers to choose Direct
Debit from Bank Account or Credit Card as their payment method.

« 'Allow Payment Plan?' checkbox — Enabling this option permits customers to choose
Course as their payment method.

o 'Allow Purchase Order Payment Option?' checkbox — Enabling this option permits
Purchase Order as a payment method and requires a purchase order number. This option is
intended for Group Bookings but will also be available to individuals if enabled.

« 'Allow EziDebit Payment Plan?' checkbox — Enabling this option will permit customers to
choose to pay by EziDebit payment plan. This will also enable the checkboxes for you to
choose the allowed frequency of payment.

o 'Allow Debitsuccess Payment Plan?' checkbox — Enabling this option will permit customers
to choose to pay by Debitsuccess payment plan. This will also enable the checkboxes for you
to choose the allowed frequency of payment.

« 'Instructions' text area — text/html entered here will be displayed after the Payment Options
heading and before the payment method drop-down menu, for all group bookings. The edit
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icon to the right of the text area will open a text editor where text can be entered and
formatted. The resulting html will be inserted into the text area once OK is clicked.

Rapid Registration Payment Preferences

These preferences apply only to rapid registrations.

% NOTE: These payment options are NOT automated. It is the responsibility of your
organisation to determine the validity of registrations where any of these payment
methods have been chosen and to implement processes accordingly.

Rapid Registration Payment Preferences

Allow Pay In Person? e
o

Allow Inveice Me Payment Option?

« 'Allow Pay in Person?' checkbox — Enabling this option will permit customers to choose to
defer payment until they can pay in-person over the counter.

« 'Allow Invoice Me Payment Option?' checkbox — Enabling this option will permit
customers to avoid immediate payment by requesting an invoice.

Site Settings

These settings primarily alter the appearance and functionality of the VETenrol main screen.
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¢ VET

ACTIVITY

SITE SETTINGS

PROGRAMMES

SETTINGS CusTOM

REPORTS

Logout

Courses

Headings and Text

Months Ta Show
Categorise Programmes:
Show all Programmes:
Show all Occurrences:
Block Expired:

Enable Prior Enrol:

Enquiries:

Calendar:

Occurrences

3

Categorise programmes by programme types?
¥ show all programmes?
Show all oecurrences?
Block expired registrations?
Allow enrolment in expired occurrences?
Enable Occurrence Enquire buttons?
Enable enquiries on expired programmes?
push enquiries to VETtrak Waiter?

Show short cade instead of programme name?

Welcome Heading:

Welcome Text:

Course Info Heading: |

Registration Heading: ‘

Programme Description:

Occurrence Description:

Show Delivery Mode:

Show Classes:

Show Units:

Show Vacancies:

Show Close Dates:
Show Date Range:
Show Occurrence Code:
Hide Locations:

Hide Qualifications:
Hide Qualffications:
Hide Qual Codes:

Hide Zero Costs:

Schedule Settings

¥ Show programme description details?

Show accurrence description details?

Show occurrence description on registration steps?
¥ show delivery mode details?
# Show list of classes?

Do not list units on dlass?

Shaw list of classes with Occurrence?
Shaw list of units?

Show vacancies?

Show registration close dates?

Show course start and end dates?

CYRNCYRN U

show eccurrence short code?
Hide locations?

Hide qualifications?

Hide qualifications?

¥ Hide qualification code from headings?

¥ Hide costs with a zero dollar value?

Save for Later

<p>Please select a course from the Available &
Courses list.</p> @
<pasmall>The above taxt is the default

Welcome Text. It can be replaced with your own

text or html.</small></p>

subject:

Body:
&

Support
Message:

Miscellaneous

Show Price Type column?
Hide Location column?
Hide Cost column?

Hide Vacancy column?

Custom Footer

Enable Save for Later feature?

Enable Save for support?

AdS Stugent To: |

Courses Link: |

Auto-procass:

Frameset Embedded:
Show Breadcrumbs:
Input Masking:

Google Maps AP Kay“

All classes (including past) - Default v|

Auto-process web reservations for occurrences
where this is set)?
Do not update matched client details?

Site is embedded in a Frameset/iFrame?
¥l show breadcrumbs?

Disable mobile/email masking?

reCAPTCHA Site Key: ‘

reCAPTCHA Secrect Key: ‘

| User Manu.

ée:? See also: The user Experience on page 28 for more information regarding the main screen.

Courses

The settings in this section generally affect the available courses on the main screen and how they

are displayed when selected.
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Courses

Months To Show: | 3

Categorise Programmes:
Show all Pregrammes: ¥
Show all Occurrences:

Block Expirad:
Enable Prior Enrol:

Enquiries:

Categorise programmes by programme types?
Show all programmes?

Show all occurrences?

Block expired registrations?

Allow enrolment in expired occurrences?

Enable Qccurrence Enguire buttons?

#| Enable enguiries on expired programmes?
Push enquiries to VETtrak Waiter?
Calendar:

Show short code instead of programme name?

Months to Show

VETenrol will display courses with an enrolment close date falling within the time frame specified
in this field. Courses occurring beyond the number of months specified will not be shown.

For Example:

) enrol ) enrol _A

Available Courses Available Courses

Certificate Ill in Retail (SIR30216) Certificate Il in Retail (SIR30216)
» Full Qualifications. » Full Qualifications

b Short Courses

Course Details Course Details

e 23/10/2020 e 23/10/2020

0211172020 0 2500172021 02111120200 2500172021
5499500 5499500
7

Sycney

SIR30207 Cerficate I n Retail

Sydney
SIR30207 Certifcate ll n Retail

reaisTen | [ Grour B00KING

: 25/12/2020
0410172021 t0 26/02/2021

$4995.00

Sydney

Mvenek SIR30207 Certfcace l n Rl

1 Month 3 Months (Default)
Categorise Programmes

This feature sorts programmes into categories as per the Programme Type set for the programme
in VETtrak. It is intended to improve the customer experience when there are large quantities of
available programmes.

For Example:
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. \\u“ >
# —
o

Available Courses

Certificate Il in Pathology

Certficate Il in Retail

G veriak

Disabled ("I default)

Show all Programmes

Available Courses
» Full Qualifications

» Short Courses

[ veTuak

Enabled (¥])

This setting toggles the display of courses without current occurrences. The primary function of
this setting is to allow email enquiries for those courses.

$ VETenrol

Available Courses

Certificate Il in Pathology

Certficate Il in Retail

G veriak

Disabled (I”1)

é;? See also: Enquiries on page 121.

Show all Occurrences

__(er( Illin Aged Care

3 veTtrak

Enabled (¥])

Enable this option to display inactive/closed occurrences. This will result in displaying every past
occurrence that is still published for any programme that also has at least one occurrence
published in the future with a start date falling within the time frame set by the Months to Show

value.

For example:
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) enrol ) enrol
Available Courses Available Courses
Certificate Il in Pathology (HLT326xx) Certificate IIl in Pathology (HLT326xx)
T=SEF This textis retrieved from VETerak. You could include a course overview or » Full Qualificacions T=S=F This textis retrieved from VETtrak. You could include a course overview or » Pl Qualificacions
:

er important inf formation for prospective c lients.

Course Details
Course Dates:

G VETtrak

Disabled ([']) Enabled (¥])

This option can extend page load times significantly and should be used in combination with
VETtrak's Unpublish feature to manage occurrences.

Block Expired

Toggle this option to prevent registrations being
completed after the Start Date (or Close Date) for
an occurrence.

) enrol

o e e s s o s Available Courses

» Full Qualifications

This is especially applicable to registrations that
have been Saved for Later, but will also apply in
cases where registrations have been left too long.

3 vETtrak

For example: A registration begun on the day of the
close date, but not completed until after midnight

Enabled (¥1)
(making it after the close date), will be caught by The Registrations Closed page is triggered when the user clicks
the Block Expired settin g "confirm registration", but the occurrence is no longer accepting

registrations.

% NOTE: This setting should NOT be used in combination with 'Enable Prior Enrol'.

é:? See also: Save For Later on page 138 and Close Dates on page 99.

Enable Prior Enrol

Toggle this option to allow customers to register after the close date of an occurrence.

For example:
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.

>

enrol

Course Details

01/02/2015 t0 3
5200000

E

Course Dates:

Melbourns
HLT32607

05/07/2016 t0 3
5200000

Certificate Il in Pathology (HLT326xx)

0/06/2015

0/011/2016

Melbourne CBD
HLT32607 Certficate Illin Pathology

Available Courses

» Full Qu

e ll in Pachology

Certficate Il in Reail

b Short Courses

Risk Management

Enquiries

Disabled (I”1)

) enrol

Certificate Ill in Pathology (HLT326xx)

Course Details
Course Dates:
Course Fees: $2,000.00

El

Course Details

Course Dates:
ourse Fees: $2,000.00

1

@
v
L
Q

01/02/2015 %0 30/06/2015

Melbourne CE

HLT32607 Certficate Il in Pathology

05/07/2016 %0 30/011/2016

Melbourne CBD
HLT32607 Certicate Il in Pathology .

Available Courses

» Full Qualifications

weasren

Gl

reister | [ Group B00KING

Enabled (¥])

NOTE: For Enable Prior Enrol to work correctly 'Show all Occurrences' must be enabled and
'Show Close Dates' must be disabled.

See also: Show all Occurrences on page 119 and Show Close Dates on page 127.

Toggle the 'Enable Occurrence Enquire buttons' setting to include enquire buttons for each
individual occurrence.

Course Details

Registrations Close:
Course Dates:
Course Fees:
Vacancies:
Location:

Qualification:

WIEW CLASSES | | VIEW UNITS

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Brizbane

HLT32607 Certificate lll in Pathology

Disabled ([C1)

REGISTER || GROUP BOOKING
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Course Details
Registrations Close:
Course Dates:
Course Fees:
Vacancies:
Location:

Qualification:

viEw CLASSES | | viEw uniTs

‘ REGISTER H GROUP BOOKING H ENQUIRE ‘

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Erisbane

HLT32607 Certificate lll in Pathology

Enabled ([¥])
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When clicked, the Enquire button opens the Enquiry
Form.

Enquiries sent through this form are viewed from
the Enquiries menu option. An email notification of
the enquiry will also be sent.

5;? See Also: Enquiries on page 73
regarding managing enquiries.

Contact Us

G veTak

Toggle the 'Enable enquiries on expired programmes' setting to display the email enquiry form
on courses without any current or future occurrences. This setting requires 'Show all programmes'
to be enabled, additionally there needs to be at least one old occurrence published (with a start
and end date in the past) for the programme to be listed as an Available Course and subsequently

show the enquiry or not.

) enrol

Available Courses
Risk Management (CHCSS00087)

G VETtrak

Disabled (['])

Risk Management (CHCSS00087)

3 veTtrak

Enabled (¥])

Enquiries submitted for expired programmes are emailed direct to the address specified in
General Settings (under Client Details). A record of the message is not stored by VETenrol.

% See also: Show all Programmes on page 119.

The 'Push enquiries to VETtrak Waiter' option will send the details to Web Enrolments in VETtrak,
under Waitlist. There the client details can be matched and then the record approved for the

Waiter.
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Calendar

Show short code instead of programme name adjusts both calendars to replace the full
programme names with programme short codes instead. This will reduce clutter in the calendars
for training organisations with long programme names.

Occurrences

The settings in this section affect the occurrences displayed when a course is selected on the main

screen.

Qccurrences

Programme Description:

QOccurrence Description:

Show Delivery Mode:

Show Classes:

Show Units:

Show Vacancies:

Show Close Dates:
Show Date Range:
Show Qccurrence Code:
Hide Locations:

Hide Qualifications:
Hide Qualifications:
Hide Qual Codes:

Hide Zero Costs:

Programme Description

¥| Show programme description details?
#| Show occurrence description details?
Show cccurrence description on registration steps?
#| Show delivery mode details?
#| show list of classes?
Do not list units on class?
Show list of classes with Occurrence?
#| show list of units?
#| Show vacancies?
#| Show registration close dates?
#| Show course start and end dates?
#| show occurrence short code?
Hide locations?
Hide qualifications?
Hide qualifications?
#| Hide qualification code from headings?

#| Hide costs with a zerc dollar value?

Toggle this option to show or hide the course description retrieved from VETtrak for users

browsing courses.

For example:

81886 Life Skils Tool Box

Available Courses

b Full Qualifications.

b Short Courses

weaisten || Grour sookiNG

enrol

First Aid Training

[ verak

from VETtrak. You c
ective clients. You cas

Available Courses

» Full Qualifications.

ould include a course overview or other
n use plain text or html allowing links to
» Short Courses

ssssssssssssssssssss

[ veTuak

Disabled (I"1)

Enabled (¥ Default)
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% NOTE: In order for the description to be displayed when enabled, content must also have
been entered into the Programme Description in VETtrak.

Occurrence Description

Toggle this option to show or hide the individual descriptions for occurrences retrieved from
VETtrak for customers browsing courses.

For example:

Course Details
Registrations Close:
Course Dates:
Course Fees:
Vacancies:
Location:

Qualification:

WIEW CLASSES | | VIEW UNITS

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Brisbane

HLT32607 Certificate lll in Pathology

Disabled ([C])

The setting Show occurrence description on
registration steps can be enabled to show the
occurrence description during the standard
registration process. It appears together with the
programme name and price.

Show Delivery Mode

Course Details

Registrations Close:
Course Dates:
Course Fees:
Vacancies:
Location:
Qualification:

Description:

REGISTER || GROUP BOOKING

04/05/2020

04/05/2020 to 25/05/2020

$2,000.00

12

Brisbane

HLT32607 Certificate lll in Pathology

This is an occurrence description. This text can be different for each
occurrence published, if desired. If an occurrence does not have a
description, the field will be omitted from the Course Details for
that occurrence.

Enabled (¥ Default)
b enrol

$10000
Personal Information
NOTE: Ths s the Person Informarion Noice tex, setvia Setings > Notices
Certfcare Il n Pachology
Tice: v
Given Name: *
Other Names
Family Name: *
Dog: *
Gender: | NotStated
G VETtrak e

Toggle this option to enable or disable the Delivery Mode row for users browsing courses. Delivery
mode is retrieved from the VETtrak setting of the same name, and will only display the primary

option.

For example:
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Registrations Close: 04/05/2020 Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020 Course Dates: 04/05/2020 to 25/05/2020

Course Fees: $2,000.00 Course Fees: $2,000.00

Vacancies: 12 Vacancies: 12

Location: Brisbane Location: Brisbane

Qualification: HLT32607 Certificate lll in Pathology Qualification: HLT32607 Certificate lll in Pathology
Delivery Mode: External delivery

WIEW CLASSES TEW UNITS

Disabled (1) Enabled (1 Default)

% NOTE: If there is no Delivery Mode assigned to the occurrence, the row will not be shown
even when the setting is enabled.

Show Classes

Toggle the 'Show list of classes' option to enable or disable the classes link for customers
browsing courses.

Registrations Close: 04/05/2020 Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020 Course Dates: 04/05/2020 to 25/05/2020

Course Fees: $2,000.00 Course Fees: $2,000.00

Vacancies: 12 Vacancies: 12

Location: Brisbane Location: Brisbane

Qualification: HLT32607 Certificate Il in Pathology Qualification: HLT32607 Certificate lll in Pathology

VIEW UNITS

Disabled ([C1) Enabled (& Default)

When enabled, customers can view the list of classes by clicking the link and then hide it by clicking
again.

For example:

Registrations Close: 04/05/2020 Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020 Course Dates: 04/05/2020 to 25/05/2020

Course Fees: $2,000.00 Course Fees: $2,000.00

Vacancies: 12 Vacancies: 12

Location: Brisbane Location: Brisbane

Qualification: HLT32607 Certificate lll in Pathology Qualification: HLT32607 Certificate lll in Pathology
Class Dates Times Location

03, 00 Allambie Campus. Board Room

b

4:00  Allambie Campus, Board Room

00 Allambie Campus, Board Room

Toggled Off (default) Toggled On
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The 'Show list of classes with Occurrence' option can be enabled to automatically show the class
list, it requires the 'Show list of classes' option to be enabled. 'Show list of classes with
Occurrence' disables the View Classes link, preventing customers from showing and hiding the

class list.

020

Registrations Close:

Course Dates: 020 to 25/05/2020

Course Fees: $2,000.00

Vacancies: 12

Location: Brisbane

Qualification: HLT32607 Certificate lll in Pathology

WIEW CLASSES | | VIEW UNITS

Disabled (Il default)

Registrations Close:

Course Dates: 020 to 25/05/2020

Course Fees: $2,000.00

Vacancies: 12

Location: Brisbane

Qualification: HLT32607 Certificate lll in Pathology
Class Dates Times Location

Enabled (] Default)

The 'Do not list units on class' option toggles the display of units that have been assigned to the
class in VETtrak. When enabled, this will prevent VETenrol from retrieving units when displaying the
Classes list. This option can be particularly useful when dealing with long Classes lists by improving

the display time.

Course Details REGISTER NOW

Registrations Close: 14/08/2017

Course Dates: 14/08/2017 to 10/11/2017

Course Fees: 5$4,995.00

Vacancies: 14

Location: Melbourne CBD

Qualification: SIR30207 Certificate |1l in Retail
Class Dates Times Location
14/0817 09:00-17:00 Melbourne CBD, Train ng Room Cne

frectively &5 2 visual merchandiser
chandise food products

28/08M17 09:00-17:00 M raining Room Two

r food safety program

11/0917 09:00-17:00 M D, Training Room One

sist in dispensary operations
25/00117 09:00-17:00 M D, Training Room One

pport the sale of pharmacy and pharmacist.only medicines
09/10/17 09:00-17:00 Melb

and antiinflammatory products
vound care products

231017 02:00-17:00 Melbourne CBD, Training Room Cne
SIRPPKS0134 Provide information, products and services on complementary
medicine

0611117 09:00-17:00 Melbourne CBD, Training Room One

Disabled (Il default)

Registrations Close: 14/08/2017

Course Dates: 14/08/2017 to 10/11/2017

Course Fees: $4,995.00

Vacancies: 14

Location: Melbourne CBD

Qualification: SIR30207 Certificate Il in Retail
Class Dates Times Location
14/08/17 09:00-17:00 Melbourne CBD, Training Reom One

09:00-17:00 Melbourne CBD, Training Reom Two

09:00-17:00 Melbourne CBD, Training Reom One

09:00-17:00 Melbourne CBD, Training Room One
09/1017 09:00-17:00 Melbourne CBD, Training Reom One

09:00-17:00 Melbourne CBD, Training Room One

09:00-17:00 Melourne CBD, Training Reom One

Enabled (1 Default)

% NOTE: Units must be assigned to the classes in VETtrak for them to display by default.
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Show Units

Toggle this option to enable or disable the Units link for customers browsing courses.

Course Details

Registrations Close:

Course Dates: 04/05/2020 to 25/05/2020

Course Fees: $2,000.00
Vacancies: 12
Location: Brisbane

Qualification:

WIEW CLASSES

HLT32607 Certificate lll in Pathology

Disabled ([C1)

REGISTER || GROUP BOOKING

Course Details

Registrations Close:

Course Dates:

Course Fees:
Vacancies:

Location:

Qualification:

wiew fihsses | | view unirs

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Brisbane

HLT32607 Certificate lll in Pathology

Enabled (¥ Default)

When enabled, clients can view the list of units by clicking the link and then hide it by clicking

again.

For example:

Course Details
Registrations Close: 04/05/2020
Course Dates: 04/05/2020 to 23/05/2020
Course Fees: $2,000.00
Vacancies: 12

Location: Brisbane

Qualification:

WIEW CLASSES | | VIEW UNITS

HLT32607 Certificate Il in Pathology

REGISTER || GROUP BOOKING

Toggled Off (Default)

Show Vacancies

Course Details

Registrations Close:

Course Dates:

Course Fees:
Vacancies:

Location:

Qualification:

REGISTER || GROUP BOOKING

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Erisbane

HLT32607 Certificate lll in Pathology

VIEW CLASSES | | VIEW UNITS

Unit Name

74 Assist with the renabilitation of clients

Toggled On

Toggle this option to enable or disable the vacancies row for customers browsing courses.

For example:

Course Details

Registrations Close:

Course Dates:

Course Fees:

$2,000.00

Location: Brizbane

Qualification:

WIEW CLASSES | | VIEW UNITS

HLT32607 Certificate lll in Pathology

Disabled (1)

Show Close Dates

REGISTER || GROUP BOOKING

Course Details

Registrations Close:

Course Dates:

Course Fees:
Vacancies:

Location:

Qualification:

REGISTER || GROUP BOOKING

$2,000.00

12
Brisbane

HLT32607 Certificate lll in Pathology

VIEW CLASSES | | VIEW UNITS

Enabled (1 Default)

Toggle this option to show or hide the 'Registrations Close' date.



VETenrol Manual Client Administration Interface

For example:

Course Dates: 04/05/2020 to 25/05/2020 Registrations Close: 04/05/2020
Course Fees: $2,000.00 Course Dates: 04/05/2020 to 25/05/2020
Vacancies: 12 Course Fees: $2,000.00
Location: Brisbane Vacancies: 12
Qualification: HLT32607 Certificate Il in Pathology Location: Brisbane
Qualification: HLT32607 Certificate lll in Pathology

WVIEW CLASSES | | VIEW UNITS

Disabled (1) Enabled (1 Default)

This will also affect the course details displayed during the registration process:

Available Courses Available Courses

54,995.00 » Full Qualifications erti $4995.00 » Full Qualifications

ShortRourses

Disabled (1) Enabled (¥ Default)

Show Date Range
Toggle this option to show or hide the 'Course Dates' for occurrences.

For example:

Registrations Close: 04/05/2020
Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020
Course Fees: $2,000.00
Course Fees: $2,000.00
Vacancies: 12
Vacancies: 12
Location: Brisbane
Location: Brisbane
Qualification: HLT32607 Certficate lll in Pathology
Qualification: HLT32607 Certificate lll in Pathology

WIEW CLASSES | | VIEW UNITS
VIEW CLASSES | | VIEW UNITS

Disabled (1) Enabled (7] Default)

Show Occurrence Code

Toggle this option to show or hide the 'Course Code' for occurrences.

For example:
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Registrations Close: 04/05/2020
Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020
Course Dates: 04/05/2020 to 25/05/2020
Course Code: C3P_BNE
Course Fees: $2,000.00
Course Fees: $2,000.00
Vacancies: 12
Vacancies: 12
Location: Brisbane
Location: Brisbane
Qualification: HLT32607 Certificate Il in Pathology
Qualification: HLT32607 Certificate Ill in Pathology

WIEW CLASSES | | VIEW UNITS

Disabled (! Default) Enabled (1)

Hide Locations
This setting toggles the display of the occurrence location.

For example:

Registrations Close: 04/05/2020 Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020 Course Dates: 04/05/2020 to 25/05/2020

Course Fees: $2,000.00 Course Fees: $2,000.00

Vacancies: 12 Vacancies: 12

Location: Brisbane Qualification: HLT32607 Certificate lll in Pathology
Qualification: HLT32607 Certificate Il in Pathology

WIEW CLASSES | | VIEW UNITS

Disabled (! default) Enabled (¥])

This will also affect the course details displayed during the registration process:

enrol enrol

Available Courses Available Courses

54,995.00 b Full Qualifications. er tail 54,995.00 » Full Qualifications

ShortKourses i & ShortRourses

Disabled (1) Enabled (1 Default)

Hide Qualifications

This setting toggles the display of the occurrence qualification.

For example:
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Course Details

Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020
Course Fees: $2,000.00

Vacancies: 12

Location: Brisbane

Qualification:

WIEW CLASSES | | VIEW UNITS

HLT32607 Certificate lll in Pathology

Disabled (! default)

REGISTER || GROUP BOOKING

Course Details
Registrations Close:
Course Dates:
Course Fees:
Vacancies:

Location:

VIEW CLASSES | | VIEW UNITS

Hide Qualification Code for Headings

REGISTER || GROUP BOOKING

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Brisbane

Enabled (¥])

This setting toggles the display of the programme qualification code in the heading.

For example:

Disabled (! default)

Show Costs

Available Courses
Certificate Il in Retail

Toggle this option to show or hide the cost for the occurrence.

For example:

Course Details

Registrations Close: 04/05/2020

Course Dates: 04/05/2020 to 25/05/2020
Vacancies: 12
Location: Brisbane

Qualification:

WIEW CLASSES | | VIEW UNITS

HLT32607 Certificate lll in Pathology

Disabled (1)

REGISTER || GROUP BOOKING

Course Details
Registrations Close:
Course Dates:
Course Fees:
Vacancies:
Location:

Qualification:

VIEW CLASSES | | VIEW UNITS

Available Courses

Enabled (1)

REGISTER || GROUP BOOKING

04/05/2020

04/05/2020 to 25/05/2020
$2,000.00

12

Brisbane

HLT32607 Certificate lll in Pathology

Enabled (1 Default)

@ WARNING: If this option is disabled, a payment method will not be requested regardless
of which payment preferences have been set.
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% NOTE: The 'Course Fees' label is used if there are no price types associated with the
occurrence, otherwise it is replaced by the Price Type name. This option is not applicable to
occurrences with multiple price types. Refer to the Appendix topic Price ltems on page 249
for more information.

Hide Zero Costs
This setting toggles displaying the cost for occurrences with a zero dollar value cost.

For example:

Registrations Close: 04/05/2020 Registrations Close: 04/05/2020

Course Dates: o 25/05/2020 Course Dates: 04/05/2020 to 25/05/2020

Course Fees: Vacancies: 12

Vacancies: Location: Brisbane

Location: Brisbane Qualification: HLT32607 Certificate lll in Pathology
Qualification: HLT32607 Certficate lll in Pathology
Disabled ([l default) Enabled (¥])

% NOTE: This setting is only applicable if 'Show Costs' is enabled.

Schedule Settings

The settings in this section affect the way occurrences are displayed for the Schedule page, an
alternative to the courses main screen.

Schedule Settings

[ show Price Type column?
[ Hide Location column?
[JHide Cost column?

D Hide Vacancy column?

Show Price Type

Toggle this option to enable or disable the Price Type column for users browsing courses on the
Schedule page.

For example:
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Victoria

Disabled (1)

Cost

$200000 19

599,00
$150.00
5265.00
537500

rol Now

ol Now

Victoria

Dates Course Location

12020 09:00 - 14:00

16/08/2020 09:00 - 16:00

Cost Type Vacancies

$2,00000  Cour

50900 Cour
$150.00

5265.00

537500 Enrol B 2
Handbook + Standards

Enabled (¥ Default)

% NOTE: If there is no Price Type assigned to the occurrence, the row for the occurrence may
display out of alignment with the rest of the list.

Hide Location

Toggle this option to enable or disable the Location column for users browsing courses on the

Schedule page.

For example:

Victoria
Dates

03/08/2020 09:00 - 14:00

16/08/2020 09:00 - 16:00 First Aid Training

Disabled (1)

Hide Cost

599.00

$150.00
$265.00
$375.00

Victoria

16/08/2020 02:00 - 16:00

Enabled (¥ Default)

Toggle this option to enable or disable the Cost column for users browsing courses on the

Schedule page.

For example:

Victoria

Dates Course Location

03/08/2020 09:00 - 14:00 Melbourne CBD
Melbourne CBD
Melbourne CBD
Melbourne CBD
Melbourne CBD

Disabled (1)

Cost
5200000
599,00
$150.00
5265.00
537500

rol Now
rol Now
ol Now
rol Now
rol Now
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Hide Vacancies

Toggle this option to enable or disable the Vacancies column for users browsing courses on the
Schedule page.

For example:

Victoria Victoria

rol Now 0 Enrol Now

rol Now rol Now

rol Now

rol Now rol Now

rol Now

E
E
Enrol Now
E
E

rol Now

Disabled () Enabled (¥ Default)

Miscellaneous

This section contains other preferences for the registration process.

Miscellaneous

Add Student Ta: | All classes (including past) - Default v ‘ @

Courses Llnk:| |

Auto-process: DAuto—process web reservations (for occurrences
where this is set)?
Do not update matched client details?

Frameset Embedded: [JSite is embedded in a Frameset/iFrame? @
Show Breadcrumbs: B show breadcrumbs? (-]

Input Masking: [ Disable mobile/email masking?

Google Maps API Key:|

reCAPTCHA Site Key: | |

reCAPTCHA Secrect Key: |

Add Student To

This option allows organisations to specify how the registration should be handled when it comes
to enrolling the student. By default, a student will be enrolled in all classes of the occurrence for
which they have registered.

In some situations, for example an organisation with a single occurrence for each of their
programmes into which students enrol throughout the year, the default method can enrol students
in classes that have occurred in past.

Set this option to best fit the way occurrences are being utilised in your organisation.

% NOTE: In order for this setting to work correctly there must be future classes scheduled,
otherwise the default behaviour applies (enrol in all classes).
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% NOTE: This setting also impacts the class list (if enabled) and will show only the class(es)
into which the user will be enrolled if they register.

Courses Link

Enter a URL here to control the destination of the Courses breadcrumb link. The default is for this
to return to the Welcome page as described by VETenrol Main Screen on page 29.

% NOTE: Relevant only if Show Breadcrumbs is enabled.

Auto-process

The Auto-process web reservations setting will permit registrations to be automatically
processed out of Web Enrolments in VETtrak, so that staff members do not need to review and
manually process these enrolments. This will only apply for occurrences where the option to
process automatically has also be set in VETtrak.

Do not update matched client details will keep the existing client details in VETtrak when client
matching auto-processed registrations.

Frameset Embedded

Enable this option to indicate your website is linking to VETenrol using an iFrame or similar frame
element. This is an important distinction for VETenrol to ensure cross-platform browser
compatibility.

Show Breadcrumbs

Toggle this option to enable or disable the breadcrumb style navigation displayed at each step of
the registration process.

For example:
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Disabled (1)

Enabled (¥ default)

Input MasRing

Toggle this option to hide or show the masking effect for mobile and email address fields in the
registration process.

For example:

Contact Details

Home Phone: '
Work Phane: ©
Mobile: T

1 Atlesst one comact phone

Email Address: * @.._
Confirm Email: @._

nate Address:

number must be =

plie

Contact Details

Home Phone: 7
Wark Phone: 7

Mobile: T

 Atless: one conta

Email Address: *

Confirm Email: *

nate Address:

ct phone number must be supplied.

Email Both Addresses? Send emails to both addresses? Email Both Addresses? Send emails to both addresses?

Disabled (Il default) Enabled (¥])

% NOTE: The mask shows when the field has focus (Mobile field in the screenshot), or while
the mouse is hovering over a field. The email fields are all displayed in the hover state for
the purpose of the screenshot.

Google Maps API Key

Enter your Google Maps API Key to enable the Location fields for addresses for your customers.
This will permit users to begin typing their address and have Google Maps match it to known
locations. A selected location will then pre-fill the address fields with the selection.

For example:

-135-



VETenrol Manual

Client Administration Interface

Post Code: ¥

Postal Address

Uni

Buikding:
PO Box g POBox123

Available Courses

i< Computers
Certllin Aged Care
Cers Il Recail

Cersificate Il in Open Cut

Available Courses

Disabled ("I default)

How it works (when enabled):

Enabled (¥])

rrrrr

You are registering for:
First Aid Training (Launceston) ©
Residential Address
Enter your usual residential address (e.g. where you usua
mpesournssessve |
Unit| § 23w sweet Teonto on.. | o unie7
Building A 1

Street Number: * _

Street Name & Type: * ¢ 23y,

Suburb: *|

Post Code: *

ly reside, rather than any temporary address you

$100.00

have for work etc)

vvvvvv

You are registering for:

First Aid Training (Launceston) © $100.00

Residential Address

Enter your usual residential address (e.g. where you usually reside, rather than any temporary address you have for work, etc)
Type your Address: | 23 Victoria Street, Melbour

Unit eg.Unit7

Building:
Street Number: *| 23
Street Name & Type: * | Victoria St ‘

Suburb: *| Melbourne

State: * | VIC

Post Code: * | 3000

Type in the location field, then click the correct address.

é;? Obtain your Google Maps API Key here:

The fields are pre-filled based on the selection.

https://developers.google.com/maps/documentation/javascript/get-api-key

It is called a Google Maps Geocoding APl and you will need a Google Account.

ReCaptcha Keys

Enter your Google reCAPTCHA Site and Secret Keys to enable reCAPTCHA for your VETenrol enquiry

forms and protect against spam.

ReCAPTCHA does not work with enquiries on expired programmes, however it will be applied to:

o Occurrence Enquiries (enquiry.aspx)

« Course Enquiry Widget (courseenquiry.aspx)
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How it works (when valid keys are entered):

@ httpsi/fenrolvetenralcomau/con X 4

Contact Us

Given Name: *

Given name

Family Name: *

Family name

Contact Number: *

Contact number

Email Address: *

Email address

Your Enquiry: *

Your enquiry

&« c & enrolvetenrol.com.au/courseenquiry.aspx?clientiD=...

= m] >

aQa # 6

@ https://enrolvetenrol.comaufco. X +

& c & enrolvetenrol.com.au/courseenquiry.aspx?clientiD=...

Contact Us

Given Name: *

Given name

Family Name: *

Family name

Contact Number: *

Contact number

Email Address: =

Email address

Your Enquiry: *

Your enquiry

I'm not a robot
reCAPTCHA

O X

aQa # 6

reCAPTCHA not in use

reCAPTCHA in use

ée:? Obtain more information on Google reCAPTCHA here:
https://www.google.com/recaptcha/

Headings and Text

These fields allow the default headings used on the main screen and during the registration

process to be changed.
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Available Courses

i by choosing Settings >Site Settings from the menu.

VAV VA VAV,
|@ Welcome text

Headings and Text

Welcome Heading: | Custom Welcome Heading

i) Main screen - course not selected

Welcome Text: <p=>This text can be altered from the <a

href="https://enrcl.vetenrol.com.au/clientadmin”
=Client Admin</a> by choosing
<strong=5Settings</strong> » <strang=>5ite
Settings</strong> from the Menu.</p>

) enrol

Basic Computers (BC) Available Courses

Course Info Heading: | Custom Ceourse Information Heading | @

Registration Heading: | Custom Registraticn Heading | @

Registration screens

% See also: HTML Code on page 253 regarding customising the Welcome text.

Save For Later

Toggle the option to enable or disable the Save for Later feature. The Save for Support feature
requires Save for Later to be enabled.

Save for Later ()

¥ Enable Save for Later feature?

" Enable Save for Support?

Subject: ‘

Body: <p=>Dear <span style="color: #ffes00;"=<strong>*GIVEN*

& =/strong=</span=</p>
<p=Your application for the *PROGRAMMENAME* program at
FRTOMAME® has been saved. You can return to the registration
at any time by clicking en <a href="*URL*">this return link</a=>.
“/p=
<p=While the registration is in the saved status, you can

complete or edit your application at any time, Once you have
L lotod £ 15 4 i irtend hn el P

Support
Message:

&

« The 'Subject' field allows you to specify a custom subject line for the email sent to users. A
default subject line will be used if this field is blank.

o The 'Body' field controls the body text in the email. The default will be used if this is blank.
Additionally, you can insert the default message for you make alterations by clicking the
Default button.
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— The edit icon beneath the Body field label will open a html editor for previewing and
editing the text.

o The 'Support Message' field controls the on-screen support message. The default will be
used if this is blank. This field will remain disabled until the 'Enable Save for Support' option
is ticked.

— The edit icon beneath the Body field label will open a html editor for previewing and
editing the text.

Save for Later enables students to return to the registration process at a later time (via an emailed
link) while retaining their progress. A 'Save for later' button is displayed at the bottom of the page
during the registration process for users to activate the feature.

Save for Support offers users a chance to request help from the Training Organisation, and is
based on Save for Later, with the addition of the organisation receiving a message from the user
containing their request.

For example:

) enrol } enrol
I

ou are ering for: You are registering for
First Aid Training (Launceston) © $100.00 First Aid Training (Launceston) © $100.00
Unique Student Identifier

£

Unique Student Identifier

F ent of

Your US! is 10 digits long and mus contain only capital lerers (except O and ) and digics 2- 9 (Your U s 10 digis long and must contain only capital leccers (except O and l) and digits 2-9)

Cannot remember your USI?

it the US| Registrar and click on the I have forgotten my U1 option. The US| Registrar

our Us.

Save For Later enabled (1¥!) Save For Later and Save For Support enabled (1¥1)

% NOTE: Save For Later will only display if at least one optional registration step is enabled.

How it works:

« User clicks the Save For Later (or Need Help) button.
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Save for Later x Save for Later x
Press OK to save your current progress - we will send an email to
with a link you can click to come back and f you are having trouble with your registration, you can ask us a
complete your registration. Please be aware that if you leave your question in the box below, then press OK to save your current
registration too long, course registrations may close or the course may progress - we will send an email to with a
become fully booked. link you can click to come back and complete your registration. Please
be aware that if you leave your registration too long, course
registrations may close or the course may become fully booked.
ABOVE: Default Save For Later message, displayed when the user clicks
the Need Help button during the registration process.
RIGHT: The Default Save For Support message, displayed when the user
P

clicks the Need Help button during the registration process.

o User clicks OK to proceed and the email is sent by VETenrol.
o User closes their browser.

In the case of a Save for Support request:

o RTO receives an email notification of a support request from the user.
« RTO contacts the user to address their issues.

When the user is ready to resume their registration:

« User opens their email program and views the message received.

[=] A & = Yourregistration at Registered Training Organisation - Message (HTML)

File Message Q Tell me what you want to do

info@vettrak com.au 1116 PM
Your registration at Registered Training Organisation
@ This message was sent with High importance.

Dear john,

Your application for the First Aid Training program at Registered Training Organisation has been saved. You can
return to the registration at any time by clicking on this return link.

While the registration is in the saved status, you can complete or edit your application at any time. Once you have
completed the online part of the registration, you can go ahead and submit the registration. The registration will
not be processed (and neither will your place be reserved) until you have completed the entire registration form
and attached electronic copies of any required documents and then submitted it online.

Feel free to contact us with any questions. I look forward to helping you finalize your registration.

Regards,

d Training Organi: [System R ID: 151006 bd9faded-500a-45a2-9020-ecfe60aa’82da]

o User clicks the return link.
o The browser opens to the VETenrol site, showing the step where it was saved.

o The user continues with their registration and may choose to Save for Later again.

é:? See also: Registration Steps on page 158 for details on the optional registration steps.
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Custom Footer

This field allows the default footer text to be overridden with the field contents. Plain text or HTML
is accepted.

Custom Footer &

VETenrol managed service copyright @ VETtrak Pty Ltd

Default footer text (Demo branding)

Custom Footer &

This is a plain text custom footer. This is a plain text custom footer.

Customised footer text (Demo branding)

Registration Settings

These settings alter the steps in the registration process.
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REGISTRATION SETTINGS

Steps
Personal step: [ Enable Returning Participant feature?

Steps
usistep: ERequire USI?
[CForee option for RTO to create USI?

Allow "Easy” returning participant?
[ pisable option for single name? [ pisable option for RTO to create USI?
O collect preferred Name? Force collection of USIZ
[ collect Former Family Name? VET Student Loans Step: [JRequire VET Student Loans?
[Jenable international addresses? Do not show Skip button?
[ pisable collection of title? Force collection of Y12 question?
Identity Step: [ Require identity check?

Ask nationality question?

O pisable collection of gender?
[ Force collection of gender?
O collect External Code? Force collection of nationality?
Details Step: (] Force known suburbs in addresses? Require upload of identity decument?
[ Hide Postal Address entry? Skip asylum seeker question?
[ Hide Home Number entry?
[ Hide Work Number entry?
[ Hide Mobile Number entry?
(O Hide Fax Number entry?

[ Force collection of Emergency Contact details?

Skip visa question?

Skip prisoner status question?

Skip guardianship of the Minister question?
employer Step: [JRequire employer details?

Force collection of employer details?
[ Hide Emergency Contact entry? Enable VETtrak employers auto-completa?
[ Hide Citizenship entry? Only allow registered employers?
[CJenable preferred Contact Method? Disable ABN question?
[ oo net force collection of email address? Disable employer contact question?
[JForce email confirmation? Enable positions?
[ collect secondary email address?

Confirm Step: [l Enable Referral Source Step?

Allow free-form positions?

Disable Payroll ID question?
Force Collection of Referral Source?

[ Hide Special Needs entry?

[ pisable Terms & Conditions

Force collection of Payroll ID?
Concessions Step: [l Enable concession step?

Disable CentreLink details?
[ Disable need to accept terms & conditions? Enable upload of Centrelink payment evidence?
[ enable signature pad? Disable concessions?

[ show study reason an confirm step? Require jobactive provider details?

Sundry File Uploads Require Initiatives?

Require Overseas Fee Paying Student Question?

Group Bookings
student Numbers: [Require Vic Student Number?

Places step: [[]Force collection of placement details?
Collect VSN for all registrations?
O collect home phene number?
[JRequire WorkReady?
Force collection of home phone number?
[CJRequire Learning Unique identifier?

[ collect mebile phene number? o
skills First Program Step: [JRequire vic Skills First Program Declaration?
Force collection of mobile phone number?
Do not show Skip button?

(D collect email address?

NSW smart & Skilled Step: [JRequire NSW Smart & Skilled Declaration?
Force collection of email address?

O collect usiz

Force collection of USI?

Do not show Skip button?
Working with Children: [ Require Working With Children details?

O allow €sv upload? ACT QLD vIC
NSW SA WA
Confirmation Page NT TAS

Redirect URL: | https:/www.vettrak.com.au/ ] AVETMISS Step: B Require AVETMISS data?

[ Only show AVETMISS on occurrer
O Foree collection of Country of Birth?

Auto Redlirect: () Automatically redirect to URL on completion?

Ccollect Town of Birth?

Force Collection of Town of Birth?
[Ororce collection of Language Spoken?
Ocollect English Proficiency?
Disable forced collection of Indigenous Status?
(O Force collection of highest school level?
Disable forced collection of Year Completed?

[OForee collection of secondary school status?

[ pisable collection of Prior Qual Name & Year?
[ pisable collection of Prior Education Recognition? @
[Ororce collection of Prior Education Recegnition?
[IHide AVETMISS file upload?
[JRequire AVETMISS file upload?
[OForce collection of Study Reason?
O Force collection of Employment Status?
[ Force collection of length of emplayment?
O collect length of unemployment?

RPLStep [JRequire RPL Step?

5523 See also: The user Experience on page 28 for more information regarding the registration
process.

Mandatory Registration Steps

These settings control features for the required steps in the registration process.
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Mandatory Registration Steps

Personal Step:

Details Step:

Confirm Step:

[Jenable Retu rning Participant feature?
Allow "Easy” returning participant?

[ pisable option for single name?

[ Collect Preferred Name?

[ collect Former Family Name?

[JEnable international addresses?

[ Disable collection of title?

[ pisable collection of gender?

[JForce collection of gender?

[ Collect External Code?

[JForce known suburbs in addresses?

[JHide Postal Address entry?

[ Hide Home Number entry?

[ Hide Work Number entry?

[J Hide Mobile Number entry?

[ Hide Fax Number entry?

[Jrorce collection of Emergency Contact details?

[ Hide Emergency Contact entry?

[ Hide Citizenship entry?

[JJenable Preferred Contact Method?

[J Do not force collection of email address?

[ Force email confirmation?

O collect secondary email address?

[JEnable Referral Source Step?
Force Collection of Referral Source?

D Hide Special Needs entry?

[ Disable Terms & Conditions

[ pisable need to accept terms & conditions?

Denable signature pad?

[ show study reasen on confirm step?

sundry File Uploads

Personal Step

The following settings apply to the first step of the registration process. The step is discussed in the

topic: Personal on page 38.

Enable Returning Participant feature

Toggle this option to enable or disable the student login feature. By logging in, a customer’s details
are retrieved from VETtrak pre-filling the registration where details are available.

For example:
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Participant Registration

elbourne CBD) O

Personal Information

c

NOTE: Please enter your full legal name, a5 it appears on the document(s) you intend to use as
identification, es. Birth ate.

S VETenrol B —

Available Courses
$150.00
Basic Compucers

Certlllin Aged Care.
Certl Recail

Certificare Il in Pathology
First Ald Training
Risk Management

’ VETenrol B

Participant Registration

Youar
First.

g for:
8 (Melbourne CBD) O

Personal Information

Available Courses

intend to use as Cerclllin Aged Care

515000

NOTE:Please name, asit
identificat

cation, eg. Birth Certificate.

e ]

Given Name: *

Other

Gender:| Not Stated

Returning Participant?

©12ma resurning parcicipant.

Cerclll Recail

Certificate Il in Open Cut

Certficate Il in Pathology

Disabled ("I defailt)

Allow "Easy” returning participant

Enabled (¥])

Toggle this option to allow the entry of a participant ID in place of User name and Password. The
'Enable Returning Participant feature' setting must be enabled to use this option.

For example:

’ VETenrol

Participant Registration

You are regi
First Aid Training (Melbourne C8D) ©

Personal Information

Gender| Not Stated

Returning Participant?

Username:

Password:

35t appears on the document(s) you intend 10 use 35

©1am a returning parcicipant..

Available Courses
515000

Basic Computers

Certificate Il in Pathology

(o]

’ VETenrol

Participant Registration

You are registering for:
First Aid Training (Melbourne CBD) @

Personal Information

Returning Participant?

©1am a returning participant.

Parcicipant ID:

BAck

a5t appears on the document(s) you intend to use as

Available Courses
515000

Basic Computers

Cerificaze Il in Pathology

Nexr

Disabled (L")

Enabled (7] default)

% NOTE: This option is less secure. Please consider security and privacy risks before choosing
to enable this feature.

Disable option for single name

Toggle this option to exclude or include the single name checkbox.

For example:
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S VETenrol B —

Participant Registration
You are registering for: Available Courses
First Aid Training (Melbourne CBD) © $150.00

Basic Computers

Certlllin Aged Care.
Certl Recail

Personal Information

Disabled (I”1)

Collect Preferred Name

’ VETenrol B

Participant Registration
You are registering for: Available Courses
First Aid Training (Melbourne CBD) © $150.00

Basic Computers

Certllin Aged Care
Cerclll Recail

Personal Information

NOTE:Please fulllegal name, 3 E intend to use as
identification, e5. B

Certificate Il in Open Cut

Certficate Il in Pathology

Enabled (7] default)

Toggle this option to enable or disable the Preferred Name field.

For example:

S VETenrol B —

Participant Registration
You are registering for: Available Courses
First Aid Training (Melbourne CBD) © $150.00

Basic Computers

Certlllin Aged Care.
Certl Recail

Personal Information
NOTE: Pl Il legal name, a2 & appears on the document(s] you intend to use az
identificas iicae.

Disabled ("I default)

Collect Former Family Name

’ VETenrol B

Participant Registration
Available Courses

Vou sre registering for:
First Aid Training (Melbourne CB0) @ 515000

Personal Information

Certllin Aged Car

NOTE:Please fulllegal name, 3 E intend to use as
identification, eg. Birth Certificate.

Cerclll Recail

Certificate Il in Open Cut

Enabled (¥])

Toggle this option to enable or disable the Former Family Name field.

For example:
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elbourne CBD) O $150.00

Personal Information

NOTE: Please enter your full legal name, a5 it appears on the document(s) you intend to use as
identification, e ate.

Available Courses

Certificare Il in Pathology

NOTE: Plea:
ident

Disabled ("I default)

Enable international addresses

enrol

g for.
8 (Melbourne C8D) O

Personal Information

full legal name, a5 it appears an

Available Courses

$150.00

he documentls) you intend 1o use a5

Certlll Recail

Certficate Il in Pathology

Enabled (¥])

Toggle this option to enable accepting overseas registrations. The option will enable the choice of
registering from within Australia or from Overseas at the Personal step. In the case of selecting
Overseas, the Details step will allow entry of an international address.

For example:

couRses » pERsONAL

$2,000.00

=

Available Courses
Basic Computers
Certllin Aged Care.
Cert il Retail

Certificate Il in Open Cut
Centificate Il in Pathology
First Ald Training

Risk Management

zzzzzzz

sssssssssss

RsONAL » DETALS

Available Courses
Basic Computers
Certllin Aged Care
Certl Retail

Certificate Il in Open Cut
Certificate Il in Pathology
FirstAld Training

Risk Management

Disable Collection of title

Enabled (¥1)

Toggle this option to show or hide the Title field.

For example:
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’VETenrg& T —— ’VETenrg_L = |

Participant Registration
Available Courses Vou are registeing for: Available Courses
First Aid Training (Melbourne CBD) O 515000

Participant Registration

You are regiscering for
First Aid Training (Melbourne C80) @ 515000

Basic Computers

intend o use as Certlllin Aged Care
CertliRessi

8asic Computers

Personal Information

Personal Information

ter your full legal name, a5 it appears an the document(s] you intend to use as Cerllin Aged Care
h Certficate.
. Certl Recail

Certificate Il in Open Cut

Cervicate ln Open Cut

Cervicatel in Panology
Gendien| NorStacec . First A Traning
Rk Mansgemen:

Certficate Il in Pathology

Disabled ("I default) Enabled (¥])

Disable collection of gender
Toggle this option to show or hide the Gender field.

For example:

’VETenrg& = = | ’VETenrg_L =

Participant Registration Participant Registration

Available Courses Vou are regitering for: Available Courses
First Aid Training (Melbourne CBD) © 515000

Personal Information Personal Information

S e — —

identificas iicae. identfication, ez, Bith Certficae.

You are regiscering for
First Aid Training (Melbourne C80) @ 515000
Basic Computers

Certificate Il in Open Cut

Cervicate ln Open Cut

Cervicatel in Panology
Gendien| NorStacec . First A Traning
Rk Mansgemen:

Disabled ("I default) Enabled (¥])

Force collection of gender
Toggle this option to make the Gender field mandatory or optional.

For example:
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S VETenrol B —

Participant Registration
Available Courses

elbourne CBD) O $150.00

8asic Computers

Certlllin Aged Care.
Certl Recail

Personal Information

NOTE: Please enter your full legal name, a5 it appears on the document(s) you intend to use as
identification, eg. Birth Certificate.

’ VETenrol B

Participant Registration

Youar g for:

First 8 (Melbourne C8D) © 515000
Personal Information

NOTE: Pleaze . name, s ¢ E intend to use a3
identification, eg. Birth Certificate.

e ]

Available Courses

Given Name: *

Other

Certificate Il in Open Cut

Certficate Il in Pathology

Certificare Il in Pathology
First Ald Training Gender:*| Not Stated .
Risk Management

Disabled ("I default) Enabled (¥])

Collect External Code

Toggle this option to show or hide the External Code section. If enabled, the code collected here
will be stored in VETtrak's external code field.

For example:

’ VETenrol

Participant Registration

B VE Tenrol B ——

Participant Registration

Available Courses

Available Courses
515000

$150.00

Basic Computers

Personal Information

as it appears on the document(s) you intend to use a5 NOTE: Please enter your fulllegal name, 25 it appears on the document(s) you intend to use as
iden cate.

Certificaze Il in Open Cut

Certificate Il in Pathology

Gender:| NotStated

External Code

Please enter your external code below.

Debtor Code:

Disabled (I”] default) Enabled (1)

Details Step

These settings apply to the step where customers provide their contact information. The Details
step is discussed in the topic: Details on page 39.
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Details Step:

Cr

Force known suburbs in addresses

“irm Ster

cen
[ Force known suburbs in addresses?
[ Hide Pastal Address entry?

exter ode?

[JHide Home Number entry?

[ Hide work Number entry?

[ Hide Mobile Number entry?

[JHide Fax Number entry?

[JForce collection of Emergency Contact details?
D Hide Emergency Contact entry?

[ Hide Citizenship entry?

[JEnable preferred Contact Method?

[ Do not force collection of email address?
[ Force email confirmation?

[ collect secondary email address?

TJEnab’ =eferral’ urce st

0000000000000

VETenrol offers an auto-complete feature for addresses which is activated when a customer begins
entering their suburb/city. The feature displays a list of matches based on what the customer types
and if a selection is made, the City, State, and Post Code is completed as per the selection.

Unie Details:

Certificate ll n Retail (Sydney, 04/05/2020) O

Residential Address

1
Some Place

d

Sydennam, 2044

Available Courses

$4995.00

ney, 1000

The 'Force known suburbs in addresses' option prevents customers from entering data that does

not appear on the auto-complete list.

For example:

Residential Address

Available Courses

L)

»

enrol

Please ix the following errors.

You are regiscering for
Certificate ll n Retail Sydney, 04/05/2020) ©

Residential Address

Postal Address

+ The address dezails do not match our s of sul

Available Courses

burbs.

54,995.00

Certificate Il in Open Cut

Certficate ll in Pathology

Disabled (Il default)
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Hide Postal Address

Toggle this option to enable or disable the Postal Address section on the Details step.

For example:

Certific 1 (Sydney, 04/05/2020) © $4,995.00

Residential Address

Available Courses

cail (Sydney, 04/05/2020) © 54,995.00

Residential Address

Ui Desalls:

Contact Details

Disabled (Il default)

Hide Home Number entry

Enabled (¥])

Toggle this option to hide/show the Home Phone Number field for the Details step.

For example:

Contact Details

Home Phone: T
Work Phone: T

Mobile: T

1 At least one contact phone number must be supplied

Fax:

Email Address: *

Emergency Contact Details

Name:

Contact Details
Work Phone: T

Mobile: T

Fax

Email Address: *

Emergency Contact Details

Relationship:

Disabled (Il default)

Hide Work Number entry

Enabled (1)

Toggle this option to hide/show the Work Phone Number field for the Details step.

For example:
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Contact Details
Home Phone:
Work Phone: T

Mobile: T

Email Address: *

Emergency Contact Details

Name

Disabled (Il default)

Hide Mobile Number entry

Contact Details
me Phone: T

Mobile: T

Fax

Email Address: *

Emergency Contact Details

Name:

Relationship:

Enabled (¥])

Toggle this option to hide/show the Mobile Phone Number field for the Details step.

For example:

Contact Details

Home Phone: T

Emergency Contact Details

Name:

Disabled (Il default)

Hide Fax Number

Contact Details

Home Phone: T

Emergency Contact Details

Name:

Relationship:

Enabled (¥])

Toggle this option to hide/show the Fax Number in the Contact Details section of the Details step.

For example:

Contact Details

Emergency Contact Details

Name

Disabled (Il default)
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Hide Emergency Contact

Toggle this option to enable or disable the Emergency Contact Details section at the Details step.

For example:

Contact Details

Emergency Contact Details

Citizenship Citizenship

G veTak G veTuak

Disabled (Il default) Enabled (¥])

Hide Citizenship

Toggle this option to enable or disable the Citizenship section on the Details step.

For example:

Contact Details

Emergency Contact Details

Neme:

Citizenship

[ veTuak

Disabled (| default) Enabled (¥])

Enable Preferred Contact Method

Toggle this option to enable or disable the Preferred Contact Method drop-down menu in the
Contact Details section at the Details step.

For example:
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Emergency Contact Details Emergency Contact Details

Neme:

Mobile:

Citizenship Citizenship

BACK (=4 BACK Nexr

[QVETrak ranrol managed seic cosyrighs  VETrak Py Lt [MvETtak

Disabled ("I default) Enabled (¥])

Do not force collection of email address

Toggle this option to enable or disable the mandatory collection of an email address as part of the
Contact Details. An email address must be provided by default (not necessarily valid), however if
this option is enabled the field will not be required and the user can proceed to the next step
without completing it.

\
@ If an email address is not provided, the automated confirmation email cannot be sent.

Force email confirmation

Toggle this option to enable or disable the field for users to re-type their email address to confirm
itis correct.

For example:

Contact Details Contact Details

Emergency Contact Details

Name Emergency Contact Details

Disabled (| default) Enabled (¥])
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Collect secondary email address
Toggle this option to enable or disable the Citizenship section on the Details step.

For example:

Contact Details Contact Details

Email Both A
Emergency Contact Details

Name: .
Emergencv Cantact Details

Disabled ([']) Enabled (¥] default)

Confirm Step

These settings apply to the step where customers confirm their registration. The step is described
in the topic: Confirm Registration on page 40.

a =
Colle< seconde.y email awdress?

Confirm Step: || Enable Referral Source Step?
Force Collection of Referral Source?
Hide Special Needs entry?
Disable Terms & Conditions
Disable nead to accept terms & cenditions?
Enable signature pad?

Show study reason on confirm step?

00000000OC

sundry File Uploads  Off v

Referral Source Step

When it is enabled (¥)) the 'Enable Referral Source Step' checkbox adds the question 'How did
you hear about us?' to the Terms & Conditions step. If the checkbox is disabled (]) the question is
not shown.

The 'Force Collection of Referral Source' checkbox makes it mandatory to select an answer to
the question 'How did you hear about us? when it is enabled (¥). The referral source can be left
blank if this checkbox is disabled ().
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g for
lin Retail (Sydney, 02/11/2020) © $4,995.00

Special Requirements / Notes

Please indicate below any special requirements or additional notes for your enrolment.

Payment Options

Payment Method: *

BACK

Available Courses
» Full Qualifications

b Short Courses

'Enable Referral Source Step’ disabled ()

Hide Special Needs

ngfor
Wi Retail (Syeiney, 02/11/2020) ©

How did you hear about us?

Special Requirements / Notes

Please indicate below any special requirements or additional notes for your enrolment,

Terms & Conditions

Payment Options

Available Courses
$4995.00 » Full Qualifications

» Short Courses

'Enable Referral Source Step' enabled (7))

Toggle this option to enable or disable the Special Requirements / Needs section at the Confirm

step.

) enrol

g for
Certificate llin Retail (Sydney, 02/11/2020) © $4,995.00

Special Requirements / Notes

Please indicate below any special requirements or additional notes for your enrolment.

Terms & Conditions

Payment Options

Payment Method: *

BACK

Available Courses
» Full Qualifications

b Short Courses

Disabled ("I default)

Disable Terms & Conditions

) enrol

ngfor
Certificate ll n Retail (Sydney, 02/11/2020) ©

Terms & Conditions

Payment Options

Payment Method: *

Available Courses
$4995.00 » Full Qualifications

» Short Courses

W veTak

Enabled (¥])

Toggle this option to enable or disable the Terms & Conditions section of the Confirm step.
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Available Courses Available Courses

You gfor g for
Certificate Il in Retail (Sydney, 02/11/2020) © 54.995.00 » Full Qualifications Wl in Retail (Sydney, 02/11/2020) © 54,995.00 » Full Qualifications
Special Requirements / Notes Shegeee Special Requirements / Notes » Short Courses
Please indicate below any special requirements or additional notes for your enrolment. Please indicate below any special requirements or additional notes for your enrolment.

Payment Options

ment Method: *

[ee]

Payment Options

Payment Method: *

Gveruok

Disabled ("I default) Enabled (7))

Disable need to accept terms & conditions

Toggle this option to remove the acceptance checkbox for Terms & Conditions.

$ VETenrol e ¥ VETenrol

Available Courses Available Courses
You are registering for You are registering for
Certificate Il i Retal (Syciney, 02/11/2020) © $4995.00 » Full Qualfications Certificate ll n Retail (Sydney, 02/11/2020) © 54995.00 » Full Qualifications
Special Requirements / Notes » Short Courses Special Requirements / Notes » Short Courses
Piease indicate below ary specisl requirements or ol notes for your enolment Plsse ndicate below ay specil requirements o sckitionsl nores fo your envolment

P t Opti
Payment Options ayment Options

Payment Method: *
Payment Method: *

Disabled (Il default) Enabled (&)

Enable signature pad

Toggle this option to enable or disable the signature pad section at the Terms & Conditions
step. This will enable students to sign their name in the space provided using their mouse.

For example:

-156 -



VETenrol Manual Client Administration Interface

Terms & Conditions
Available Courses

for:
Certificate llin Retail (Sydney, 02/11/2020) © $4,995.00 b Full Qualifications.

Special Requirements / Notes » Short Courses

Please draw your signature in the box below...

By ticking the ove and electranically signing here you acknowledge this is equivalent o
s sandard

Terms & Conditions

Payment Options Payment Options
Paymen: Method: * . Payment Method: *

Disabled ("I default) Enabled (7))

Show study reason on confirm step

Toggle this option to enable or disable the Study Reason question at this step.

Available Courses Available Courses

tail (Sydney, 02/11/2020) © 54,995.00 » Full Qualifications ydney, 02/11/2020) © $4,995.00 » Full Qualifications

Special Requirements / Notes b Short Courses ‘one which BEST describes your main reason for underaking » Short Courses

Please indicate below any special requirements or additional notes for your enrolment.

Special Requirements / Notes

Please indicate below any special requirements or additional notes for your enrolment,

Terms & Conditions

Iha

Payment Options

Payment Method: *

Payment Options

Disabled ("I default) Enabled (7))

% NOTE: This is intended for use with Client Data Completions, but can also be useful when
none of the other AVETMISS step questions are needed.

Sundry file uploads

Select the number of file upload fields to include in the sundry file upload section at the Terms
& Conditions step. If the setting is Off the section will not be displayed.

For example:
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) cnrol e R T T Available Courses
Ve Youa for
Certificate Ill n Retail (Sydney, 02/11/2020) © $4,995.00 » Full Qualifications
Special Requirements / Notes » Short Courses
Available Courses N

Certificate Il in Retail (Sydney, 02/11/2020) © 54,995.00 » Full Qualifications

Special Requirements / Notes | ST

Please indicate below any special requirements or addtionsl notes for your enrolment -

B Terms & Conditions

Terms & Conditions

Document Upload

egistration, upload a copy of it below:

Payment Options Payment Options
Setting OFF (default) Setting 1

If any files are uploaded, Registration Details will include an additional section titled Sundry Upload
where the file(s) will be listed. Clicking the filename will download the file.

Registration Steps

These settings enable specific steps in the registration process and in some cases features for
those steps. The steps enabled here are global for all registrations, but can be overridden based on
Programme Type.

-158 -



VETenrol Manual

Client Administration Interface

Registration Steps

Usl Step:

VET Student Loans Step:

Identity Step:

Employer Step:

Concessions Step:

Student Numbers:

=kills First Program Step:
MSW Smart & Skilled Step:

Working with Children:

AVETMISS Step:

RPL Step

US| Step

Requwre usi?
Force option for RTO to create USI?
[JDisable option for RTO to create USI?
Force collection of USI?
O Require VET Student Loans?
Do not show Skip button?
Force collection of Y12 question?
[JRequire identity check?
Ask nationality question?
Force collection of nationality?
Require upload of identity document?
Skip asylum seeker question?
Skip visa question?
Skip prisoner status question?
Skip guardianship of the Minister question?
[JRequire employer details?
Force collection of employer details?
Enable VETtrak employers auto-complete?
Only allow registered employers?
Disable ABN question?
Disable employer contact question?
Enable positions?
Allow free-form positions?
Disable Payroll ID question?
Force collection of Payroll ID?
[Jenable concession step?
Disable CentreLink details?
Enable upload of Centrelink payment evidence?
Disable concessions?
Require jobactive provider details?
Require Initiatives?
Require Overseas Fee Paying Student Question?
[JRequire Vic Student Number?
Collect VSN for all registrations?
[ Require WorkReady?
[JRequire Learning Unique identifier?
[JRequire Vic Skills First Program Declaration?
Do not show Skip button?
[JRequire NSW Smart & Skilled Declaration?
Do not show Skip button?
[JRequire Working With Children details?

ACT QLD VIC
NSW SA WA
NT TAS

Require AVETMISS data?
[TJ Only show AVETMISS on accurrances with qualfication?
[JForce collection of Country of Birth?
Ccollect Town of Birth?

Force Collection of Town of Birth?
[JForce collection of Language Spoken?
[Jcollect English Proficiency?
Disable forced collection of Indigenous Status?
[ Force collection of highest school level?
Disable forced collection of Year Completed?
[JForca eollaction of secondary schoal status?
[ Disable collection of Priar Qual Name & Year?

[ Disable collection of Prior Education Recogmtlon?o

[JForce collection of Prior Education Recognition?
[ Hide AVETMISS file uplead?

[CJRequire AVETMISS file upload?

[rorce collection of Study Reason?

[JForce collection of Employment Status?
[JForca eollection of length of employmant?
[Ccollect length of unemployment?

(]} Require RPL Step?

The 'Require USI' checkbox activates the USI Step in the registration process when it is enabled
). The step is skipped if the checkbox is disabled ().
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} enrol

You are registering for:

Certificate |1l in Pathology (Launceston) @ $2,000.00

Unique Student Identifier

From 01/01/2015 Registered Training Organisation as your RTO can be prevented from issuing you
with a nationally recognised VET qualification or statement of attainment when you complete your
course if you do no! ique Student Identifier (USI)
can apply for it directly at https: v.usi.gov
mobile device.

not yet obtained a USlyou
=i on & computer or

v.au/students/how-do-i-cre

Do you have a Unique Student Identifier? | Yes *
(Your USI is 10 digits long and must contain only capital letters (except G and I} and digits 2 - 9)
Please enter your Unique Student

Identifier:

Cannot remember your USI?
f you have a US| but cannet remember it, please visit the US| Registrar. Fallow the US| Registrar Login
s, then click on the Fargot your USI option. Please click on the link provided to the US

NEXT

Available Courses

Basic Computers

Certlll in Aged Care

Cert lll Retail

Certificate Illin Pathology

First Aid Training

Certificate Il in Open Cut ‘
Risk Management ‘

The USI step requests the customer to provide their Unique Student Identifier and offers to apply
for a USI on the customer's behalf if they do not have one.

52,00000

Available Courses

Certllin Aged Care
Certl Retail
c

asked.

The 'Enable default SHORT USI code' checkbox can
be enabled to allow users to choose not to provide a
USI, even if collection is forced, when they register for
a short course. 'Disable option for RTO to Create
USI' must be enabled to use this option.

% NOTE: The occurrence must start and
end on the same day to be recognised
as a short course.

The 'Force option for RTO to Create USI' checkbox
can be enabled to remove the No choice for the
question 'Would you like us to create a USI for you'.

The 'Disable option for RTO to Create USI'
checkbox can be enabled to prevent the question
'Would you like us to create a USI for you' from being

$150.00
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in Pathology (Launceston) O 52,00000

Available Courses

Unique Student Identifier

From 01/0

If 'Disable option for RTO to create USI' is enabled,
the 'Force collection of USI' checkbox can then be
toggled to prevent users from proceeding with the
registration without supplying their USI (as depicted
in the screenshot to the left).

% NOTE: The Unique Student Identifier field will accept the exemption code "INDIV" for
individual exemptions. Individual exemptions are rare, thus they are not mentioned to
prevent ineligible students from entering the code simply to bypass the step.

VET Student Loans

The 'Require VET Student Loans' checkbox activates the VET Student Loans Step in the
registration process when it is enabled (¥)). The step is skipped if the checkbox is disabled ().

VETYok

gistering for.
te 11l in Pathology (Launceston) @

Impertant

Country of residence during term:*
Australian Post code of term residencer™

Overseas country of term residence:*

Country of permanent residence:™

Australian Post Code of permanent

/ enrOL COURSES » PERSOMAL » DETAILS » US| » IDENTITY » CONCESSIONS » COLLECTION » LLN » VET STUDENT LOANS

.
Cert Il Retail

If you intend on requesting VET Student Loans, you must read

the WET Student Loans Information Bocklet before completing this form. Certificate Il in Pathology

* you will only be entitled to VET Student Loans assistance for a particular VET unit of study if you remain Risk Management
<ligible and have sufficient FEE-HELP balance to cover tuition fees.

+ itisyour responsibility o be aware of your FEE-HELP balance and you must advise your pravider if you do
nat have enaugh FEEHELP balance o caver your VET tuition fees.

$2.000.00 Available Courses
Basic Computers
Cert Il in Aged Care

Certificate Il in Open Cut

First Aid Training

The VET Student Loans step facilitates applying for VET Student Loans should the customer wish to

do so.

The option 'Do not show Skip button', if enabled, will remove the button labelled / do not wish to

apply that allows users to bypass the step.
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The 'Force collection of Y12 question' checkbox, if enabled, will make mandatory the questions
'In which state did you attend year 12?', and 'In which year did you complete year 12?'. Otherwise, the
questions are still asked but answers are not required.

@ The third Y12 question, 'Name of school where you completed year 12, is not
affected by the 'Force collection of Y12 question' option and will not be made
mandatory.

Identity Step

fce col ion of questi.
Identity Step: []Require identity check?

Ask nationality question?
Force collection of nationality?
Require upload of identity document?
Skip asylumn seeker question?
Skip visa question?
Skip prisoner status question?

Skip guardianship of the Minister question?

00000000

mploye’ “=p: [ “wire e “ayerde’ =7

The 'Require identity check?' checkbox activates the Identity Step in the registration process when
it is enabled (¥)). The step is skipped if the checkbox is disabled ().

The Identity Step poses a series of questions regarding identity and includes the option to upload
scanned copies of identification documents.

All of the default questions are mandatory, however the 'Ask nationality question' can be enabled
(%)) to include this question at the step and answering it is not mandatory, unless the option 'Force
collection of nationality' is also enabled (¥)). Additionally uploading copies of identification is not
required but the 'Require upload of identity document' checkbox can be enabled (¥)) to make
uploading a file mandatory too.

% NOTE: While the upload of a file can be made mandatory, the file contents cannot be
verified as being legitimate. Staff members will need to manually check the file to ensure
the customer has uploaded a scan of their identification and not just any file to complete
the step. Staff members should be aware that customers could upload
inappropriate/sensitive material or potentially harmful files (either intentionally or
inadvertently) and should not open files with unknown file extensions. Opening files
attached to registrations that are appear fake is strongly discouraged.
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The 'Skip asylum seeker question’, 'Skip visa question’, 'Skip prisoner status question’, and
'Skip guardianship of the minister question' checkboxes can be enabled (¥)) to prevent the
respective questions from being asked at the step.

Ciizenship Status: *

Are you a Special Category Visa Holder? *

) enrol )
Available Courses

You sre registering for You are registering for:

First Aid Training (Melbourne CBD) © 515000 First Aid Training (Melbourne CBD) ©

Identity Check Identity Check

Cerc llin Aged Care
Citizenship Stetus: *
1l Recail

Certificace ll in Pathology

Identity step (default)

$150.00

Identity step (all enabled)

% NOTE: Enabling this step removes the default Citizenship Status question appearing at the
Contact Details step.

Employer Step

ip guare _nship 0. e Minis. - questic
Employer Step: | Require employer details?
Force collection of employer details?
Enable VETtrak employers autc-complete?
Only allow registered employers?
Disable ABM guestion?
Disable employer contact question?
Enable positions?
Allow free-form positions?
Disable Payroll ID question?
Force collection of Payroll 1ID?
Corcessions. tep: L) Eable conrmssion ste™?
"y

900000000 00T

The 'Require Employer Details' checkbox activates the Employer step in the registration process
when it is enabled (¥)). The step is skipped if the checkbox is disabled ().

The 'Force collection of employer details' checkbox makes completing the Employer Step
mandatory when it is enabled (¥)).
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) enrol ) enrol N
You ae regisering or Available Courses Vo are e o Available Courses
Certificate Il in Retail (Melbourne CBD, 04/03/2019) © $4,995.00 Certificate Il in Retail (Melbourne CBD, 04/03/2019) © $4,995.00

Employment Details Employment Details

Lrrendly employed and my employer details are as follows: (f unemployed dick Nex: to continue)

. —
R N
'Force collection of employer details' disabled () 'Force collection of employer details' enabled (7))

When ticked (¥)), the 'Enable VETtrak employers auto-complete' checkbox will set the Business
Name field to search all Employers in VETtrak when acustomer begins typing a business name. The
customer can select the employer from the drop-down list of search results. If this checkbox is
disabled (") customers must manually type the information.

\
@ The employer's record in VETtrak must include the State in the Address section.

The 'Only allow registered employers' checkbox limits the Business Name field to a drop-down
menu of preset Employers and pre-fills the other fields when the customer selects one. If this
checkbox is disabled ("l) customers must manually type the information.

) enrol ) enrol

Available Courses

cering for
Il in Retail (Melbourne CBD, 04/03/2019) © $4,995.00 _
Basic Computers

Available Courses

v
Certifi

eing for You ar

Il in Retail (Melbourne CBD, 04/03/2019) © $4,995.00 _ Certifi
Basic Compurers

Employment Details

:
c

Employment Details

Certificate Il in Pathology

=z
'Only allow registered employers' disabled () 'Only allow registered employers' enabled (7))

The 'Disable ABN question' checkbox can be enabled (¥) to remove the ABN field.
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$ VETenrol

Available Courses

You are registering for:
Certificate lin Retail (Melbourne CBD, 04/03/2019) © $4,995.00

Employment Details

Lrrendly employed and my employer details are as follows: (f unemployed dick Nex: to continue)

siness Name: %

Contact Name: *

'Disable ABN question' disabled ()

Available Courses

You are registering for:
Certificate Il in Retail (Melbourne CBD, 04/03/2019) © 54995.00

Certllin Aged Care

Employment Details

@ Yes | am currently employed and my employer details are as follows: ” tinue)

Certlll Recail

Certifcate Il in Open Cut

Cerificaze Il in Pathology

'Disable ABN question' enabled (7))

The 'Disable employer contact' checkbox can be enabled (¥]) to remove the Contact Name field.

Available Courses

rering for
Certificate Il in Retail (Melbourne CBD, 04/03/2019) © 54,995.00

Employment Details

® Yes | am currently employed and my employer details are as follows: (f unemployed dick Nex: to cantinue)

Certificate Il in Open Cut

Certificate Il in Pathology

Payroll ID:

'Disable employer contact question' disabled ()

The 'Enable Positions' checkbox can be enabled to
include the Position drop-down menu as part of the

employer information collected.

The positions listed are obtained from VETtrak

(Configuration > Positions).

The 'Allow free-form positions' checkbox requires
customers manually type their position, rather than

select from the pre-populated list.

ering for:
Certificate Il in Retail (elbourne CBD, 04/03/2019) © 54,995.00
Employment Details

@ Yes | am currently employed and my employer details are as follows: (7 unempioyed cick Next to continue) )

'Disable employer contact question' enabled (¥))

Varaple Courses
You are registering for:
Certificate Il in Retail (Sydney, 02/11/2020) © 54995.00 » Full Qualifications.

» Short Courses

(if not employed click on

nnnnnn

Astronaut

The 'Disable Payroll ID' checkbox can be enabled (¥) to remove the Payroll ID field.
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$ VETenrol s enrol
You are registering for: Available Courses You
Certificate Ill in Retail (Melbourne CBD, 04/03/2019) @ $4,995.00 Cert elbourne CBD, 04/03/2019) @ $4,995.00

Employment Details Employment Details

@ ves

ently employed and my employer details are as follows: ” tinue)

ently employed and my employer details are as follows: (f unemployed cick Next to continue)

Phone:
Email Emai
Contact Nome: * Contecz Nam:
Payrall ID:

'Disable Payroll ID question’ disabled () 'Disable Payroll ID question' enabled (7))

The Employer Step is not mandatory, although there are required fields if the customer indicates
they are employed. The 'Require Payroll ID' checkbox can be enabled (¥)) to make the Payroll ID
field mandatory as this field is not required by default.

é:? See also: Employers on page 203 regarding managing the employers listed in the drop-
down menu.

Require Concession

The 'Enable concession step' checkbox activates the Concessions Step in the registration process
when it is enabled (¥)). The step is skipped if the checkbox is disabled ().

¥ VETenrgl

JVETIak

You are registering for:
Certificate Il in Pathology (Launceston) @ $2,000.00

Available Courses

Concession Application

Basic Computers

If you wish to apply for a government subsidised tuition fee Concession / Exemption or Fee Waiver for
this course, please confirm the below option(s) that will need to be taken into account as part of your
application, Further details will be provided to you regarding eligibility for the listad Concession,
Exemption or Fee Waiver after these details have been reviewed. Note: You will need to provide the

Certlll in Aged Care

original {or a certified copy) of any evidence uploaded, upon request. Additional evidence may be

required based on the selected initiative. Cert lll Retail

Yes | am currently registered with Centrelink and | receive these allowances:
Certificate Il in Pathclogy

Age pension

Austudy including Veterans Children Education Scheme
Carer Payment

Disability support pension

Family Tax Benefit Part A (maximum rate)

Farm Household Allowance

First Aid Training

Centrelink Allowances ‘ Certificate Il in Open Cut ‘

Risk Management

Newstart allowance

Parenting payment (single)

Parenting payment (partnered)

Sickness Allowance

Special Benefit

Veterans' Affairs Payments

Widow Allowance including Widow 'B' Pension

-166 -



VETenrol Manual Client Administration Interface

The Concessions step requests details regarding concessions, including government allowances.
There are no mandatory questions, although some answers mandate further explanation.

The 'Disable CentrelLink details' checkbox removes the Centrelink Allowances section from the
step. If this checkbox is enabled (¥)) the section is not displayed.

52,0000 Certif athol eston) O $2,000.00
Available Courses Available Courses

Centrelink Allowances Certificate Il in Open Cut

Concession Application

Centificate Il in Pathology

Disable Centrelink details disabled () Disable Centrelink details enabled (¥))

The 'Disable concessions' checkbox removes the Concessions section from the step. If this
checkbox is enabled (¥]) the section is not displayed.

Cert llin Aged Care
v Certll Retail
Centrelink Allowances Certificate Il in Open Cut

Certificate ll in Pathology

First Aid Training
Risk Management

Disable concessions disabled () Disable concessions enabled (7))

The 'Require jobactive provider details' checkbox expands the Concession step to request
Jobactive provider job seeker details. If this checkbox is disabled ("] the section is not displayed.
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Next

JSA disabled ()

Are you a job seeker registered with a jobactive provider?

it spouse or child of a halder of, the following, or do any of

Next

JSA enabled (¥))

The 'Require Initiatives' checkbox expands the Concession step to include a section on initiatives
for which the student may be eligible. The initiatives are state based, determined by the occurrence
location. If this checkbox is disabled () the section is not displayed.

Initiatives disabled ()

Concessions

Other Initiatives.
[

Initiatives enabled ()

The 'Require Overseas Fee Paying Student Question' checkbox expands the Concession step to
include a section on overseas students. If this checkbox is disabled () the section is not displayed.

Next

Overseas Fee Paying Student disabled ()

Overseas Studen

No *

BAcK

ts

Next

Overseas Fee Paying Student enabled (¥))
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Student Numbers

When it is enabled (¥)) the 'Require Vic Student Number' checkbox activates the Student Number
step in the registration process for residents of Victoria. If the checkbox is disabled (")) or a state
other than Victoria was chosen at the contact details step, the step is skipped.

) enrol TN > enrol

Available Courses oo e o Available Courses
in Patholagy (Melbourne C8D, 0110712018) © s200000

g for
in Pathology (Melbourne CBD, 01/07/2019) © 52,000.00
b Full Qualifications » Full Qualifications.

r / Identification + Short Student Number / Identification

Courses b Short Courses

Student

ent VET Student Enrolment Privacy Not

VSN enabled (¥)) and Victorian resident under 25. VSN enabled (7)) and Victorian resident 25+.

VSN requires the customer to provide their student number or complete the questions if they are
under 25, and acknowledge the Victorian Government VET Student Enrolment Privacy Notice.

The 'Collect VSN for all registrations' option becomes available when 'Require Vic Student
Number' is enabled . The 'Collect VSN for all registrations' option can be enabled (¥)) to enforce
the VSN step regardless of the state selected.

The 'Require WorkReady' checkbox activates Py——
the Student Number step in the registration -
process for residents of South Australia when it .
is enabled (¥)). The step is skipped if the WorkReady
checkbox is disabled (), or if a state other than
South Australia was chosen at the contact details
step.

Available Courses

» Full Qualifications.

b Short Courses
Ready Number? Ifyes, please provide the 8 digit number belo

WorkReady requires the customer to provide
their student number or complete the

questions, then acknowledge a specialised
declaration by ticking a checkbox. WorkReady enabled (¥)) and South Australian resident.
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If it is enabled, the 'Require Learning Unique
Identifier' checkbox activates the Student
Number step in the registration process for
residents of Queensland under 18 years of age.
The step is skipped if the checkbox is disabled (
[T)), if a state other than Queensland was chosen
at the contact details step.

The Learning Unique Identifier is requested, but
the field is not mandatory and can be left blank.

icate llin Retail (Brisbane, 08/07/2019) © $4995.00

Learning Unique Identifier

Available Courses
» Full Qualifications.

b Short Courses

[ veTuak

Skills First Program Step

Learning Unique Identifier enabled (7)) and Queensland resident.

The 'Require Vic SKills First Program Declaration' checkbox activates the SFP Step in the
registration process when it is enabled (¥)). The step is skipped if the checkbox is disabled ().

} enrol

You are regiswering for:
Infection Control (Melbourne CBD) @ $99.00

1 DO NOT WISH TO APPLY FOR SFP

Skills First is a Victorian Government initiative designed to assist students with their tuition fees, for

Skills First Program Declaration

meore information see the

Student eligibility assessment and declaration for Government Subsidised Training under the Skills
First Program
[f you intand on applying for the Skills First Pragram, please complete the following form.

How many other Skills First fu
same calendar year as the skill set y
applying for now. Do include other skl

haven't started yet).*

Nt including the skill set you are applying for now, haw many other Skills First funded skill sets

and/or qualification

re you daing at the moment?*

Please tick any of these boxes ifyou are doing, or will start, one of the skill sets on this list

Infection Control S|

Construction Industry Skill 5

Available Courses

Basic Computers

Certlll in Aged Care

Cert lll Retail

Certificate Illin Pathology

First Aid Training

Certificate Il in Open Cut ‘
Risk Management ‘

The SFP step facilitates the customer's application for the Victorian Skills First Program should they

wish to apply.

The option 'Do not show Skip button’, if enabled, will remove the button labelled / do not wish to
apply that allows users to quickly bypass the step.
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NSW Smart & Skilled Step

The 'Require NSW Smart & Skilled Declaration’ checkbox activates the S&S Step in the
registration process when it is enabled (¥)). The step is skipped if the checkbox is disabled ().

In addition to the step needing to be enabled, customers will only see the step if the occurrence
they are registering for has a NSW location and they've entered a NSW residential address for
either home or work.

A

> enrol

ok

Available Courses

ou are registering for:

Certificate Il in Retail (Syd 07/10/2019) O $4,995.00
ertificate [Il in Retail (Sydney, ) g » Full Qualifications

NSW Smart & Skilled » Short Courses

u currently enrolled in a NSW Smart & Skilled funded course?®

Are you living in NSW social housing, or are you or your household on the NSW Housing Register?®

CONSENT TO USE AND DISCLOSURE OF PERSONAL
INFORMATION TO THE DEPARTMENT OF INDUSTRY,
SKILLS and REGIONAL DEVELOPMENT AND OTHER
GOVERNMENT AGENCIES

| understand and agree that personal information (information or an opinion about me), collected

n
from me, my parent or guardian, such as my name, Unique Student Identifier, date of birth, contact v

The S&S step facilitates the customer's application for NSW Smart & Skilled should they wish to
apply.

The option 'Do not show Skip button’, if enabled, will remove the button labelled / do not wish to
apply that allows users to quickly bypass the step.

Working with Children
This option enables the Working With Children step in the registration process.

In addition to enabling (¥)) the 'Require Working With Children details' checkbox, each applicable
state needs to be enabled (¥)) and the customer must specify one of the enabled state(s) as part of
their residential address at the Contact Details step for the Working with Children step to be
included in the registration process. If the 'Require Working With Children details' checkbox is
disabled (") the step is skipped.
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% NOTE: If Enable International Addresses is ticked, and a user indicates they are
registering from overseas, the occurrence location will be used to determine if the WWC
step will be included in the registration process.

S VETenrol

Available Courses

You are registering for:

Certificate Ill in Retail (Sydney, 07/10/2019) © $4,995.00
» Full Qualifications
Working with Children » Short Couraes
We require that you provide your Warking with Children Card details in order to proceed. Please
provide either your card details or your application lodgement number, *
Card Number:
Card Expiry:
OR
Application
Lodgement Number:
L]

E VETtrak VETenrol managed service copyright & VETtrak Pry Lid

The Working with Children step is mandatory and a valid card or an application lodgement number
must be supplied before proceeding to the next step.

é{:? See also: Agreements on page 201 regarding modifying the introductory text displayed at
this step and Personal Step on page 143 regarding enabling international addresses.
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AVETMISS Step

AVETMISS Step: Require AVETMISS data?

A &

@
[ only shew AVETMISS on eccurrences with qualification? (=]
[JForce collection of Country of Birth?
[ collect Town of Birth?

Force Collection of Town of Birth?
[JForce collection of Language Spoken?
Ccollect English Proficiency?
Disable forced collection of Indigenous Status?
[JForce collection of highest school level?
Disable forced collection of Year Completed?

[JFerce collection of secondary school status?

[ Disable collection of Prior Qual Name & Year?
[ pisable collection of Prior Education Recogmit\on?e
Force collection of Prior Education Recognition? e
[JHide AVETMISS file upload?

[ Require AVETMISS file upload?

JForce collection of Study Reason?
[JForce collection of Employment Status?
Drerce collection of length of employment?

[Jcollect length of unemployment?

RPL Step (] Require RPL Step?

When it is enabled (¥)) the 'Require AVETMISS data' checkbox activates the Collection step in the
registration process. If the checkbox is disabled (") the step is skipped.

)

)

enrol
You are registering for:

In which country were you born?

v
Do you speak a

v
v
v

v

v

No

Courses Personal Details US| Identity Employer Concessions Collection

SIR30216 - Certificate |1l in Retail (Melbourne CBD) @

Government Data Collection Requirements

language other than English at home? (If yes please specify, and if more than one
language, indicate the one that is spoken most eften, if No chaose English)

Are you of Aboriginal or Torres Strait Islander origin?
What is your highest COMPLETED school level?
In which year did you complete that school level?
Are you still enrolled in secondary or senior s

econdary education?

Have you SUCCESSFULLY completed any of the following qualifications? *

A

Available Courses

$4,995.00
» Full Qualifications

» Short Courses

This step obtains information necessary for the Australian Vocational Education and Training
Management Information Statistical Standard (AVETMISS).

The 'Force collection of Country of Birth' checkbox will make the question "In which country were

you born" mandatory, if it is enabled.
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The 'Collect Town of Birth' checkbox can be
enabled to include the Town of Birth field as part e e
of the information collected, the question can Sorerment et Collecton Requiremens
then be made mandatory using the 'Force
collection of Town of Birth' option.

The 'Force collection of Language Spoken'
checkbox makes mandatory the question "Do
you speak a language other than English at home?".

'Collect English proficiency’, when enabled (), will include a question regarding how well the
participant speaks English. This question was previously required nationally, but is now only
relevant for Western Australia.

The 'Only show AVETMISS on occurrences with qualification' checkbox limits the AVETMISS
step to be only included in registrations for occurrences with a qualification set within VETtrak
when it is enabled (). The step is displayed for all programmes and occurrences if the checkbox is

disabled ().

The 'Disable forced collection of Indigenous Status' checkbox makes the question "Are you of
Aboriginal or Torres Strait Islander origin" optional.

The 'Disable forced collection of Year Completed' checkbox makes the question "In which year
did you complete that school level" optional.

The 'Force collection of secondary school status' checkbox makes mandatory the question "Are
you still enrolled in secondary or senior secondary education?".

The 'Disable collection of Prior Qual Name & Year' checkbox toggles the 'Qualification Name' and
'Year Completed' columns for the Prior Education section.

Disable Prior Qual Name & Year disabled (") Disable Prior Qual Name & Year enabled (\¥))

The 'Disable collection of Prior Education Recognition' checkbox toggles the 'Recognition' column
for the Prior Education section.
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~~~~~~

Disable Prior Education Recognition disabled (")) Disable Prior Education Recognition enabled (1))

The 'Force collection of Prior Education Recognition' checkbox makes selecting a Recognition
mandatory for any ticked prior education item. This option is unavailable if 'Disable collection of
Prior Education Recognition' is ticked.

'Hide AVETMISS file upload’, if enabled, will remove the optional file upload provided at the
AVETMISS step for uploading prior education evidence.

Hide AVETMISS file upload disabled (") Hide AVETMISS file upload enabled (%)

'Require AVETMISS file upload' will make the file upload mandatory if the user indicates they have
prior education. This option cannot be enabled if 'Hide AVETMISS file upload' is enabled.

The 'Force collection of Study Reason' checkbox makes mandatory the question "Of the following
categories, which best describes your main reason for undertaking this
course/traineeship/apprenticeship?".

The 'Force collection of Employment Status' checkbox makes mandatory the question "Of the
following categories, which BEST describes your current employment status?".

The 'Force collection of length of employment' checkbox makes mandatory the question "How
long have you worked with this employer?", which is displayed if the employment status is set to
either Full time employee or Part time employee.
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The 'Collect length of unemployment' checkbox enables the question "Are you short-term or long-
term (more than 52 weeks) unemployed?". The question is only displayed in the case of the customer
selecting either 'Unemployed - seeking full time work’, or 'Unemployed - seeking part time work' in
response to the employment status question.

RPL Step

The 'Require RPL Step' checkbox activates the Recognition of Prior Learning / Credit Transfer Step
in the registration process when it is enabled (¥)). The step is skipped if the checkbox is disabled (!

).

)

)

ere a participant
any RTO, Registered

Recognition of Curr

completed the requ

discussed with your

| wish o apaly fo
for the following uni

Credit Transfer is a prac
qualffication based on i

standards as any other

The application form below must be comple
Credit Transfer or RPL/RCC. This form must

enrol

VETHk

You are registering for
Certificate Il in Pathology (Melbourne CBD, 06/05/2019) @

$2,000.00

Recognition of Prior Learning / Credit Transfer

comes for components of a

autcomes from previous studies.

eq e
itable evidence

pro ly completed a unit or m

r that unit or module. In so!

Training O

regulatary requirements may prevent a unit or module being awarded through a credit

unirs of
formal

ng their compe
nent of the same competencies.

Competency (RCC) applies if an individual has previeusly successfully
mpetency or module and is n

ntained. It is particularly rele

ticketin order to practice in the 5

required to be reassessed

rements of a ur

submitted by participants w

mpanied by appropriate sup,
n Learning & Development Consu

Registered Training Org.

<agnitien of prior learning (RPL] ar Recognition of Current Competency (RCC)
f compertency

Courses Personal Detalls US| Identity Employer Concessions Collection VETStudentLoans  RPL

A

Basic Compurers

Certlll in Aged Care

Certificate IIl in Pathology

Certificate IV in Business

First Aid Training

‘ Cerrificate Il in Retail

Risk Mansgement

The RPL step facilitates the customer's application for RPL / CT by collecting:

1. Units of competency for RPL/RCC, and/or Credit Transfer.
2. An optional file upload for supporting evidence, and

3. Comments regarding relevant industry experience.

Units of competency for RPL / RCC

Units of competency for Credit Transfer

Verification of Documentation

(e

Customer View: System Default for RPL Introduction
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% See also: RPL Introduction & Doc Verification on page 196 regarding the customisation of
text displayed at this step.

Group Bookings

The following settings apply to the registration process for group bookings.

Group Bookings

Places Step: || Force collection of placement details?
Collect home phone number?
Force collection of home phone number?
Collect mobile phone number?
Force collection of mobile phone number?
Collect email address?
Force collection of email address?
Collect UsI?

Force collection of USI?

Allow CSV upload?

Places Step

The following settings affect the places step of a group booking. The steps are discussed in the
topic: Group Bookings on page 43.

Force collection of placement details?

Toggle this option to enable or disable the mandatory collection of participant details at the Places
step of group bookings.

% NOTE: This option should not be enabled if you want to allow users to upload a CSV
containing participant details.

Collect home phone number?

Toggle this option to enable or disable the Home Phone field at the Places step of group bookings.
Completing the field is not mandatory, unless the Force collection of home phone number
option is also enabled.
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Collect mobile phone number?

Toggle this option to enable or disable the Mobile field at the Places step of group bookings.
Completing the field is not mandatory, unless the Force collection of mobile phone number
option is also enabled.

Collect email address?

Toggle this option to enable or disable the Email Address field at the Places step of group
bookings. Completing the field is not mandatory, unless the Force collection of email address
option is also enabled.

Collect USI?

Toggle this option to enable or disable the USI field at the Places step of group bookings.
Completing the field is not mandatory, unless the Force collection of USI option is also enabled.

Allow CSV Upload?

Toggle this option to enable users to supply a CSV file that contains the participant details instead
of completing the Places step. CSV or Comma Separated Values is a common file format supported
by most spreadsheet software.

@ If this option is enabled, the option Force collection of placement details should not be.

% NOTE: Validation cannot be applied to the uploaded file. Similarly, none of the Places step
options affect or can be enforced for uploaded CSV files.

Confirmation Page

The following settings apply to the end of the registration process.

Confirmation Page

Redirect URL:

Auto Redirect: [] Automatically rediract to URL on completion? @
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Redirect URL

This is website to which users will be directed if they click the Close button for their Registration
Confirmation.

@ If you have logo linking enabled (part of branding), this address is also used as the link
behind the main logo for your VETenrol.

Auto Redirect

This option will bypass the Registration Confirmation (receipt page), and take users straight to the
address provided in the Redirect URL.

Data Completion Settings

These settings apply to the short course registration which alters the default registration process.

¥ VET o

ACTIVITY PROGRAMMES SETTINGS CUsTOM REPORTS LINKS

DATA COMPLETION SETTINGS

Introduction Text Mandatory Steps
Head'\ng‘l 1 Signature Pad: [ Require Signature Pad?
istration St
Text: =)
P Gender: [JForce Collection of Gender?

Contact Details: [ Require Contact Details?
Populate address details?
Hide Postal Address entry?

Hide Home Phone entry?

Hide Work Phone entry?

Completion Text Hide Mobile Phone entry?

Force collaction of Emergency Contact details?
Heading: | J

Hide Err

ency Contac

Text:
Hide Citizenship
&

Enable Preferred Contact Method?
Do not force collection of email address?
Force email confirmation?

Collect secondary email address?

4 usi step: [ Require USI?

Force collection of USI?

AVETMISS Step: [ Require AVETMISS data?
Force collection of Country of Birth?
Collect Town of Birth?
Force Collection of Town of Birth?
Force collection of Language Spoken?
Collect English Proficiency?
Disable forced collection of Indigenous Status?
Force collection of highest school level?
Disable forced collection of Year Completed?
Force collaction of secondary school status?
Disable collection of Prior Qual Name & Year?
Disable collection of Prior Education Recognition?
Force collection of Prior Education Recognition?
Hide AVETMISS file upload?
Force collection of Employment Status?
Force collection of length of employment?

Collect length of unemployment?

¢
E 0000000000000 00000000000000000O0000 O

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak
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Introduction Text

Control the Heading and body Text for starting/resuming a short course registration.

Utilising these fields will replace the default heading of Personal Information, and/or the default
body text of Please enter the same details that you used to register for the course.

Completion Text

Control the heading and body text of the completion page shown to users after a short course
registration has been completed.

If utilised, the heading will replace the default of Registration Complete, whereas the body text will
replace: Thank you for completing your registration with us.One of our friendly staff will be contacting
you shortly.

Mandatory Steps

These settings provide options for the required steps in the registration process. Force collection
of Gender and Require Signature Pad are the only options currently available, and both function
in the same way as the options of the same name for the standard registration process.

Registration Steps
These settings alter the steps in the registration process for Data Completions.

Contact Details is traditionally a mandatory step, however for Data Completions it is optional. The
settings are the same as for the standard registration process, with two exceptions:

« Require Contact Details - enable/disable the Details step with this setting.
o Populate address details - if enabled, this will prefill the address information from the
client's VETtrak record.

The USI Step can be enabled, but Force Collection of USI is the only additional option available for
Data Completions.

The AVETMISS step and options function the same as with the standard registration process.
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Parent Workflow

The Parent/Guardian Workflow can be enabled for VETenrol to detect if the client is a minor and
then prompt the user for the email address of their parent or guardian.

The parent/guardian will receive an email requesting them to authorise the registration and
complete payment (if required). The registration will only be pushed to VETtrak on completion of
the parent endorsement.

Choose Settings > Parent Workflow to manage settings for this feature.

# VETenro

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

PARENT WORKFLOW

Parent/Guardian Workflow @

Enable workflow?

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

» Enable this feature by ticking the Enable workflow checkbox.

« Notice is the text presented to the user explaining why their parent's signature is being
requested. The system default will be used if this is left blank.

« Parent Notice is the text presented to the parent. The system default will be used if this is
left blank.

o Subject and Body are for the email sent to the parent/guardian. System defaults are used if
these are left blank. Click the Edit icon () for the Body field to enter your own message. If you
would prefer to adjust the system default, click the Default button to insert the default text
into the body field, then click ¢ to open the editor and make changes.

o Blurb is the text presented to the minor on confirming their registration. This appears
beneath the heading, "Thank You" which is a page that replaces the usual on-screen
confirmation.

During the registration process, a user determined to be a minor will be presented with the
following text (by default) at the final step of their registration. Payment options will not be given.
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+VETuak

You are registering for:
Basic Computers (Launceston) @ $99.00

Please enter your parent or guardian's email address

A% you are under 18 years oF aZe. We rEQUINE YOUr DATENt or Zuardian 1o verify your enraiment. Flease enter tair
email zddress below

Special Requirements / Notes

Please indicate below any special requirements or additional nates for your enralment.

Terms & Conditions

For the demonstration. placeholder text is being shown as an example only = -

Larem ipsum doler 5it smes, censectetuer adipizting lit. In hac habitsss= plates distumss. Nullam felis
“urpis, sempar s¢, adipisting non, adipiseing eu, massa. Quisque eras feliz, mollis non, bibendum blandin

| have read and agree to the Terms & Condirions,

BACK

P enrol

Available Courses

Basic Cemputers

Cert lllin Aged Care

Cert Il Retail

Certificare Il in Open Cut

Certificate Il in Pathalogy

Firss Aid Training

Risk Management

Screenshot depicts defaults (setting fields left blank) of Parent Workflow, from the user perspective.

A parent/guardian, on clicking the link provided in their email, will be presented with the regular
Confirm step, including the Payment Options. They will also see the regular on-screen confirmation

step and receive the confirmation/receipt email.

VETok

You are registering for:
Certificate Il in Retail (Sydney, 02/11/2020) @ 54,995.00

Special Requirements / Notes

Please indicate below any special requirements or sdditional notes for your enrolmert.

rd
Terms & Conditions
Terms and Conditions text. If this field was left blank. the default would be used. Lorem ipsum dolor sit amet, -
censectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aligua. Ut enim ad
veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commode consequat. Duis aute
irure dolor in reprehenderit in voluptate velit esse cillum dolere eu fugiat nulla pariatur. Excepteur sint
sceaecat cupidatat non proide: tin culpa qui officia deserunt mollit anim id est laberum. Lorem ipsum A
| have read and agree to the Terms & Conditions.
Payment Options
Payment Method: * :

BACK

> enrol

Available Courses
¥ Full Qualifications

b Short Courses

Screenshot depicts registration completion from the parent/guardian’s perspective.
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While a parent/guardian's approval is still pending, the registration will be considered an
incomplete saved registration. It will only be viewable when either of the status filters View
incomplete saved registrations or View Pending Parent Workflow Registrations are selected.

REGISTRATIONS

Regisation D 7| [ - ] Statusi| View incomplese ations ¥ |
o v

L] Name Date Programme OcculD OccuDate  Location  Cost Payment Status Receipt # Status

202462 Minor Test 31/01/2019 16:14  First Aid Training 3509 16/02/2019  Launceston  100.00 Registration received ¥ b

Should the parent/guardian’s approval not be received, there are a number of options available:

REGISTRATION ID: &

maillog | print | back
Registration Details Payment Details
ID: 292462 Payment Status:
Date: 31/01/2019 414:29 PM Receipt Number:
Programme Name:  First Aid Training Amount: 100.00
Occurence ID: 3509 Discount:
Occurrence Date:  16/02/2019 Pricing Item: Full Fee (IDi16)
Qualification Name:  Life Skills Teol Box Enter Secure: 7‘
Qualification Code: 81886 e
Location: Launceston Registration Status
Web Enrol ID: o Status: 2R Tetration reoaNg v
Enrolment Type: Client Registration Approved Date:
Client Details
Family Name: Test EEEEER)
Given Name: Minor
Date Type Comment
Other Names:
DOB: 01/01/2002 under 18 e
Parent Mame:
Parent Email: Date Reference Filename
]
Re-send notification
Gender: TIOT STETE0. USI Details
nt

Return Client? Yes Option Selected:

o Cancel Registration
Where the parent has refused consent, or significant time has passed to suggest that consent
is not going to be received, the registration can be cancelled. The option to cancel can also be
used for duplicate pending registrations once consent has been received for one of them.

« Update Parent Email
In the case of an obvious error in the email, or receiving new details, you can edit the parent's
email address and click the Update button to save the change. The notification can then be
re-sent to the new email.

o Create Web Enrolment
In certain situations, it may be desirable to forgo the parent's approval and process the
registration as is. For example, if the student registers just days before turning eighteen.

« Re-send notification
The notification to the parent can be resent from Registration Details, as either a reminder or
due to the parent's email being updated.
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Rapid Registration Settings

Rapid Registrations are a greatly condensed version of the registration process, that is aimed at
non-accredited training, and short courses with minimal compliance requirements.

Choose Programmes > Rapid Registration Settings to manage settings for this feature.

RAPID REGISTRATION SETTINGS

Display Settings

Low Limit:* ‘ 7 ‘

Time Format“ 24 Hour v‘

[Cshow all occurrences?
O Allow enrolment into expired occurrences?
[ show vacancies?
Show list of classes?
O pisable Mabile/Email Masking?
Data Collected

[ require Email Confirmation?
[ collect Mobile?

Force collection of Mobile?
Collect DOB?
[Crorce collection of DOB?
[ collect Gender?

Force collection of Gender?
(O collect Suburbz

Force collection of Suburb?
(O Callect Citizenship?
[ Collect Position?

Force collection of Position?
O collect prior Education?
[ collect Referral Source?

O collect study Reason

Force collection of 5t

(D enable Notes field?

Label:

Formatting

Agree Label:

Terms & Conditions: | o These <strong=ares/strong= the

& | TRamp;C's&nbsp; for Rapid Registrations.</p>
<p>Terms and Conditions for Rapid Registrations
are separate to the normal T&amp;C's, and need to
be entered via the Rapid Registration Settings in
your VETenrol Admin.</p>

Processing

[J Add web reservation prior to payment?
[JForce aute-process of web reservations?

O Do not update matched dlient details?

Display Settings
These settings affect the courses page.

The Low Limit option determines the number of remaining vacancies required before the Book
now button label will be replaced with Almost Full.

Time Format allows the selection of 12 hour or 24 hour time to be displayed for the occurrence
start time.

Show all occurrences will display inactive/closed occurrences. This will result in displaying every
past occurrence that is still published for any programme that also has at least one occurrence
published in the future with a start date falling within the time frame set by the Months to Show
value. This is the rapid equivalent for the Site Setting of the same name.
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Allow enrolment into expired occurrences allows customers to register after the close date of
an occurrence. Show all occurrences must be enabled for this option to work. This is the rapid
equivalent for the Site Setting of the same name.

The Show vacancies option adds the number of remaining vacancies to the course details.

Please select a course below

Course
Basic Computers
Location
Erisbane
= Basic Computers
£ 26/06/2019 02:00

9  Brisbane
Almost Full (§174.00)

= Basic Computers
B 27/06/2019 09:00

¥ Brisbane

Courses (Rapid) - with Low Limit active

Please select a course below

Course
Basic Computers
Location
Brisbane
= Basic Computers
£ 26/06/2019 09:00

9  Brisbane
Book now ($174.00)

7 Basic Computers
B 27/06/2019 09:00

¢  Brisbane

Courses (Rapid) - Default

Please select a course below

Course
Basic Computers
Location

Brisbane ¥

7

Basic Computers

®

26/06/2019 09:00

O

Brisbane

19 vacancies
Book now {$174.00)

Basic Computers

W

m®

27/06/2019 09:00

©

Brisbane

19 vacancies

Courses (Rapid) - Show Vacancies

The final option, Show list of classes, does not affect the courses page. Rather, it displays a list of
classes for the occurrence(s) on the Rapid Registration page. The option is enabled by default.

) | )
P enrol )

Family Name:*

[ veTuak

enrol N

G VETtrak

Show classes list ([l disabled)
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Data Collected

These settings relate to the information that will be collected during the rapid registration process.

Each 'Collect' option enables a field for the first step of the Rapid Registration process, whereas the
'Force collection of' options make the relevant field mandatory.

L)
enrol RN
) it Please enter your details
Given Mame:™ Family Mame:*
T — Plaseeneryour detal R Given name Family name
ot Mobile: Email:*
Classes
Wed, 1/0372020 0900 0 1800 Mobile Email address
Date of Birth: Gender: Suburb:
Date of birth v Suburb
osition:
Paosition
[ veTuak
Prior Education:
Citizenship Status:
TOP: Register step (Rapid) - default
all Data Collected options unticked.
How did you hear about us?
RIGHT: Register step (Rapid) - 'Collect..." options *

in the Data Collected section enabled.

agree to the following Terms & Conditions

Larem ipsum dalor sit amet, consectetuer adipiscing elit. In hac habitazze platea
dictumst. Mullam felis turpis, semper ac. adipiscing non, adipiscing eu. massa.
Quisgue eros felis, mollis non, bibendum blandit, dictum sit amet, mauris.
ullamcorper tempus. Nam diam orci. sagittis eget. tincidunt ut, suscipit vitae, dolor

Proin eu est.

The Enable Notes field option provides a note field. The Label field allows the default Notes
heading to be customised.

) enrol N } enrol

Course Details

Course Details Please enter your details
Given Name:*

Family Name:*

Total

Classes
Wed, 11/03/2020 09:00 to 13:00

[ VETtrak ETenrol managed servce copyright © VETtrak Py Lxd [ VETtrak

Enable Notes field ([T disabled - default) Enable Notes field (7] enabled), Label field blank
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Formatting

These settings relate to customisable elements of the rapid registration process.

o The Agree label is the text applied to the
e —— checkbox for the Terms & Conditions.

vvvvv

» Terms & Conditions is the text displayed to the
user, appearing below the checkbox and label.
There is no default text available for this.

Register step (Rapid Registration)

Processing

Add web reservation prior to payment is an option that applies VETenrol's default behaviour for
registrations to the rapid process. If enabled, registrations will be added to Web Enrolments

in VETtrak prior to payment being completed. Otherwise, the rapid process will use the default of
waiting for payment before sending details to VETtrak.

The Force auto-process of web reservations option ignores the VETtrak publish option to Auto-
process web reservations and behaves as if it is enabled for every Rapid Registration. This means
when the web enrolment is received, the client matching and enrolment creation are done
automatically.

Do not update matched client details will keep the existing client details in VETtrak when client
matching auto-processed registrations.

Alerts & Notifications

These settings relate to automated email notifications for staff members and visual
alerts/notifications for customers.
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

ALERTS & NOTIFICATIONS

New Registration Alerts Error Notificati (-]

Email Alerts: (JReceive new registration alerts? =] Invalid ProgiD &

alert Address: ‘

New Enquiry Alerts

Enquiry Alerts: [JReceive new enquiry alerts? (%] Invalid OcculD &

Alert Address:

New Eligibility Alerts

Eligibility Alerts: [JReceive new eligibility alerts? -] No Vacancies &
Alert Address:
staff Member Alerts 4
Email Staff: & Email occurrence staff members on registration? @

Oinclude registration details attachment?

Dinclude client uploads as attachments?

Email Subject: | New participant alert |

Email Body: | A participant has registered for your class.

&

New Registration Alerts

This feature is intended as a reminder service for the staff member(s) required to process
registrations.

New Registration Alerts

Email Alerts: Receive new registration alerts? °

Alert Address:

The Email Alerts feature is toggled on (#) or off (C) using the 'Receive new registration alerts'
checkbox.

Specify the email address where notifications are to be sent in the 'Alert Address' field. The field
will be disabled if the 'Receive new registration alerts' checkbox is unticked. If you would like to
have alerts sent to multiple email addresses, separate each address with a semi-colon.

New Enquiry Alerts

This feature is intended as a reminder service for the staff member(s) required to review
eligibilities.

New Enquiry Alerts

Enquiry Alerts: Receive new enquiry alerts? °

Alert Address:

The Email Alerts feature is toggled on (¥]) or off (_]) using the 'Receive new enquiry alerts'
checkbox.
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Specify the email address where notifications are to be sent in the 'Alert Address' field. If you
would like to have alerts sent to multiple email addresses, separate each address with a semi-
colon. This field will be disabled if the 'Receive new enquiry alerts' checkbox is unticked.

New Eligibility Alerts

This feature is intended as a reminder service for the staff member(s) required to review enquiries.

New Eligibility Alerts

Eligibility Alerts: || Receive new eligibility alerts? @

Alert Address:

The Email Alerts feature is toggled on (¥)) or off (_]) using the 'Receive new eligibility alerts'
checkbox.

Specify the email address where notifications are to be sent in the 'Alert Address' field. If you
would like to have alerts sent to multiple email addresses, separate each address with a semi-
colon. This field will be disabled if the 'Receive new eligibility alerts' checkbox is unticked.

Staff Member Alerts

Toggle the sending of automated email notifications to the staff member(s) responsible for the
occurrence for which a customer has registered.

Staff Member Alerts

Email Staff: B Email occurrence staff members on registration? [ ]
[include registration details attachment?

[_lInclude client uploads as attachments?

Email Subject: | Mew participant alert ‘

Email Body: | o participant has registered for your class.

&

To use this feature:

o Enable the 'Email Staff' checkbox.

« Optionally, tick 'Include registration details attachment' if you want the email sent to the
staff member(s) to include a copy of the registration data as an attachment.

« Optionally, tick 'Include client uploads as attachments' if you want the email sent to the
staff member(s) to include all of the files uploaded during the registration process.

« Enter the 'Email Subject’, which will be the subject line of the email notification.

« Enter the 'Email Body', which will be the message. You can click the edit icon to open a text
editor, which will input the resulting html code into the Email Body when you have finished
creating and formatting your message.

« Click the 'Save' button for the page.
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% NOTE: You will need to have staff members assigned to your occurrences in VETtrak. A
staff member must also have a valid email address (set in VETtrak) for the alert to work.

Error Notifications

Error Notifications [ -]
Invalid ProglD &
L )
Invalid OcculD &
L %)
Mo Vacancies &7

)

Invalid ProgID
Displayed to a customer should an error occur with the programme ID. If the field is left blank a
default notification will be used. The field accepts HTML.

We do not have any record of that Programme 1D
An email has been automatically sent to the site administrators to let them know that this has occurred.
Please check back later, or contact the course administrators

We apologise for any inconvenience.

Sample of default notification.

Invalid OcculD
Displayed to a customer should an error occur with the occurrence ID. If the field is left blank a
default notification will be used. The field accepts HTML.
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We do not have any record of that Occurrence ID

An email has been automatically sent to the site administrators to let them know that this has occurred.

Please check back Iater, or contact the course administrators

We apologise for any inconvenience.

Sample of default notification.

No Vacancies
Displayed if a customer tries to register in an occurrence with no vacancies. If the field is left blank
a default notification will be used. The field accepts HTML.

We're sorry, but there are no more vacancies open in the course you have selected...

Please check back later, or contact the course administrators

We apologise for any inconvenience.

Sample of default notification.

é:? See also: HTML Code on page 253 regarding creating a custom message.

Notices

These settings relate to customising or adding notices for customers through-out the registration
process.
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

NOTICES
Personal Information Notice & @ RPL Introduction o @
) V|
RPL Doc Verification 4 Defauic
Group Booking Introduction o @ S 2]
A
)
Sundry File Upload
Residential Address Notice Z DLEE @
Heading
P Text &
US| Step Introduction &7 (-]
4
4 Notice <@
Custom Proof of Identity Note o - )
4
4 Ce ion Step Additional Text (-]
Intro &
Concession Step Introduction # )
|
4 outre P
AVETMISS Notice v - )
4
y EFT &

Personal Information Notice

Allows custom text to be displayed on the first step of the registration process regarding personal
details.

Personal Information Notice @ ) enrol

Available Courses

You are regimering for
Certllin Aged Care (Sydney, 09/10/2017) © 5300000

z I

Personal Information

]

y
Above: Personal Information Notice' field left blank. :

Right: Customer View.

Personal Information Notice (-] ) enrol B

=b>MNOTE=/b>: Please enter the name that you used when you applied for your Unique Student
Identifier (USI), including any middle names. If you do not yet have a US|l and want Demo RTO o

apply for a USl on your behalf, you must enter your name, including any middle names, exactly ::f,;,':i;:;f::sy,,,eyv 09110/2017) © $3,00000
&5 written in the identity document you choose to use for this purpose.

Available Courses

)

Personal Information

Certlllin Aged Care.
Certl Recail

Certificate Il in Open Cut
Other Names: Certficate Il in Pathology

Given Name: *

Name:

Above: 'Personal Information Notice' field with default text.

Gender:| Not Stated

Right: Customer View.
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5523 See also: The user Experience on page 28.

Group Booking Introduction

This text is displayed between the section heading and the fields.

:} VETenrgk =

Group Booking Introduction o Group Booking

You jscering for Available Courses
First Aid Training (Launceston, 16/10/2017) ©

Group Booking

Above: 'Group Booking Introduction’ field left blank.

Right: Customer View

Group Booking Introduction (-]

This is & custom introduction for Group Bookings, set via Notices in the Settings menu.

Above: 'Group Booking Introduction’ field with text.

Right: Customer View

Residential Address Notice

Allows custom text to be displayed at the second step of the registration process under the
residential address heading.

;’ VETenrgL e f

Residential Address Notice Participant Registration

Available Courses

ing for:

s (Brisbane, 11/10/2017) ® $99.00

Certlllin Aged Care.

£ e o) CertlRecai

Above: 'Residential Address Notice' field left blank.

Certificare Il in Pathology

Right: Customer View.
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Residential Address Notice

<b>What is the address locstion and postcode of the suburb, locality or town in which you -
usually live?</b>
=br><brFlease provide the physical address (street number and name not post office box) -

where you usually reside rather than any temporary address at which you reside for training, P
4

Above: Residential Address Notice' field with custom text.

Right: Customer View.

% See also: The user Experience on page 28.

USI Step Introduction

US| Step Introduction

) enrol

Available Courses

ng for
5 (Brisbane, 11/10/2017) © 599,00

Residential Address

D 6

This field controls the introduction for the USI step.
It can contain basic HTML.

Leave the field blank to use the system default.

The 'Default’ button in the section header inserts
the system default text for editing.

Custom Proof of Identity Note

} enrol

Available Courses

eston) O 52,000.00

trers (except O and |) and digics 2-9)

Certificate Il n Pathology

First Ald Training.
Risk Management

llow the USI Reglstrar Login
provided to the US

rm

Customer View showing USI Step Introduction default.

This is introductory text displayed between the statement requesting details of the identification
that can be provided and the table of accepted identity documents.
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Custom Proof of Identity Note o - )

'Custom Proof of Identity Note' field left blank.

Document ID

Customer View

Custom Proof of Identity Note " B

This is custom text from the admin, available through the Notices menu itern under Settings. You
might choose to write your own instructions for users here.

'Custom Proof of Identity Note' field with default text

Concession Step Introduction

Concession Step Introduction

Customer View

This field controls the introduction for the
Concession step, which appears under the heading
Concession Application. The introduction can contain
basic HTML.

The 'Default' button in the section header inserts the
system default text for editing.
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) enrol
Youor for
Certificate il in Pathology (Launceston) O 52,000.00

Available Courses

Concession Application

Basic Computers

Certllin Aged Care
Certll Reail

Centrelink Allowances Certficate Il in Open Cut

Certificate ll in Pathology

ding Widow 8 Pension

Customer View showing Concession Step Introduction default.
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AVETMISS Notice

This is introductory text displayed between the step heading and the first of the questions for the

AVEMISS step.

If the AVETMISS Notice is left blank, no introductory text will be displayed.

AVETMISS Notice B
<p>This is the <strong=AVETMISS</strong» notice.</p>
=praipe
e

Above: ‘AVETMISS Notice' field with text (html)

Right: Customer View (Less relevant areas have been shaded).

RPL Introduction & Doc Verification

’ VETenrol

Participant Registration

Available Courses

You are registering for:
$IR30216 - Certificate Il in Retail (Melbourne CBD) @ $4.995.00
» Full Qualifications.

Government Data Collection Requirements

» Short Courses

This is the AVETMISS notice.

Inwhich country were you born?
Australia -

Town of Birth:

How well do you speak English?
Very Well v

Are you of Aboriginal or Torres Straic Islander origin?

Neither

What s your highest COMPLETED school level?

Compleced year 12 -

The text shown at the RPL step can be customised using this feature.

RPL Introduction (-]
This is & custom RPL Introduction entered to override the system default. ‘
RPL Doc Verification (7]

This is text entered into RPL Doc Verification, which overrides the system default. ‘

ABOVE: RPL Introduction & RPL Doc Verification fields with text

RIGHT: Customer View

regicering for
e ll i Pathology (Melbourne CBD, 06/05/2019) © 5200000

Certificace ll in Pachology

Recognition of Prior Learning / Credit Transfer

Thisis 8 custom RPL Introduction entered to override the system defauls,

RPL/RCC

learning (RPL) or Recognition of Current Competency (RCC)

These fields accept text and basic HTML, special variables can also be included. Leave the fields
blank to use the system default. Click 'Default’ to insert the system default text for editing.
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VeIl Verification of Documentation

logy (Melbourne CBD, 06/05/2019) © 200000

Certificace ll in Pachology

Recognition of Prior Learning / Credit Transfer

Lo ] [ewr]
Customer View: System Default for RPL Introduction Customer View: System Default for RPL Doc Verification

éf} See Also: The Appendices HTML Code on page 253 and Special Variables on page 256.

.
Sundry File Upload

Sundry File Upload @

Heading

;I'ext .

Al
Heading valable Courses
Conthen ey, 0212020 © sosss0 > FullQuacaions

Special Requirements / Notes » Short Courses

This field controls the heading text for the Sundry File | il
Upload. If it is left blank, 'Document Upload' will be
used as the heading by default. Terms & Conditons

Text

Document Upload

Choose File ] N

Payment Options

This field controls the instructions provided for the
Sundry File Upload section. If it is left blank, the
default will be used, which is 'If you have any other
documentation that may help with your registration,
upload a copy of it below'.

Payment Method: *

Ak

Customer View showing Sundry File Upload defaults
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Submission Notice

This is text displayed at the end of the registration process, just prior to confirming the

registration.

Submission Notice

’ VETenrol

Participant Registration

< @

You are registering for:
$IR30216 - Certificate Il in Retail (Melbourne C8D) @

<p>This is a <strong>submission</strong> notice</p>
“praipe

Special Requirements / Notes

Above: 'Submission Notice' field with text (html)

Right: Customer View (Less relevant areas have been shaded).

Terms & Conditions

nnnnnnnnnnnnnnnnnnnnnnn

Payment Options

Available Courses

» Full Qualifications

» Short Courses

Completion Step Additional Text

Intro

This field allows additional text/HTML to be
displayed at the Registration Confirmation step.
Entered content appears at the beginning of the

Completion Step Additional Text @

Intro:

Outro:

Registration Confirmation step.

This is additional text included at the beginning of the Completion step, it is added from
WETenral ClientAdmin. It can include basic HTML for formatting and links and images.

This is additional text added from VETenrol ClientAdmin. It can include basic HTML for
formatting and links and images. Use this feature to add reminders or notices for your
customers.

)

This is additional text for the <b>EFT section</b>. It can include basic HTML for formatting,
links and images. Use this feature to provide additional information for customers paying
by EFT.

ic HTML for formatting and

Available Courses

Certificate Il in Open Cut

Certificate Il in Pathology

Customer View showing sample text from Intro field
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Outro

This field allows additional text/HTML to be Avallable Courses
displayed at the Registration Confirmation step. .
Entered content appears at the bottom of the
Registration Confirmation step. =
This field allows additional text or HTML to be

displayed at the Completion step for when EFT

payment option has been selected. Entered content
appears immediately after the EFT Details heading.

% NOTE: The Outro text is displayed
after the EFT details section.

Customer View showing sample text from EFT field

é;? See also: HTML Code on page 253 regarding creating a custom message.

Confirmation Email

These settings provide control over the automated email sent to customers once they complete the
registration process.

CONFIRMATION EMAIL

Subject Line =D @ These settings apply to the confirmation email sent to users upon successful
registration.
Each of these fields accepts text/HTML and special parameters.
= % ) e ez aceen pecls
Please refer to your VETenrol manual for more information.
A
EFT Notice G )
4
Group Registration Participants (-]
Send Participant Email: [ Email group participants where applicable?
Mail Template: M

¥ Include copy of registration details as attachment? (-]
[ exclude signature areas from attachmant? -]

) Do not send confirmation email

e
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e Subject Line
The subject line for the email. The system will use the default if this is left blank.

— Click the Default button to insert the default Subject Line for editing.

o Message
The message component of the email. Enter text or HTML here to override the system
default.
— Click the Default button to insert the default message for editing.
— Click the & icon to open the editor.

o EFT Notice
Text provided for displaying banking details if EFT was selected as the customer's payment
method. This text is included in the message component as required. Enter text or HTML
here to override the system default.

— Click the Default button to insert the system default for editing.
— Click the & icon to open the editor.

« Group Registration Participants
These settings relate to the sending of confirmations to individuals identified in group
bookings.

— Send Participant Email
Enable this checkbox to send an email to individuals registered via a group booking
(where emails have been supplied).

— Mail Template
Select the template to be used when sending the email.

« 'Include copy of registration details as attachment' checkbox.
Toggle this option to include a PDF version of the complete registration details as an
attachment to the notification email.

« 'Exclude signature areas from attachment' checkbox.
Toggle this option to remove or include the signature section in the attached registration
details.

« 'Do not send confirmation email' checkbox.
Toggle this option to allow or prevent the sending of the confirmation email that normally
goes out upon completion of the registration process.

o The 'Preview' button.
Use this to view the resulting message. Changes must be saved to display. System defaults
will be used for Message or EFT Notice if they are left blank.

The system defaults produce the following:
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9 Tl o= Registration Confirmation from VETtrak - Managed Services - Message (HTML)

Registration Confirmation from VETtrak - Managed Services - Message (HTML)

File Message  Help Q  Tell me what you want to do
Thu 510872019 1:44 PM
/S  support@vettrak.com.au
Registration Confirmation from VETtrak - Managed Services

To
(@ This message was sentwith High mpartance,

Registration Confirmation

From: VETtrak - Managed Services
RTO Code: 00000
Address Line 1
City, STATE
Ausiralia. PGODE

Ph: 1800 838 872
‘support@vettrak com au

Registration Date: 05/06/2019
Receipt Number
Client Details: Test Only
Some Place
Launceston
TAS, 7250

Programme: Gertificate Il in Pathology
Occurrence ID: 3572

Total: $1000.00

Please retain this confirmation for future reference.

Your registration has been received and is subject to approval. Your place

will be reserved during the review process. You may be contacted regarding
required.

supplementary information, if an,

Registered Training Organisation

.

Q  Tell me what you want to do

support@vettrak.com.au
Registration Confirmation from VETtrak - Managed Services

(D This message was sent with High importance N

Registration Confirmation

From: VETtrak - Managed Services
RTO Code: 00000
Address Line 1
City, STATE
Australia. PCODE

Ph: 1800 838 872
support@vettrak.com.au

Registration Date: 05/06/2019
Receipt Number.

Client Details: Test Only
Some Place
Launceston
TAS, 7250

Programme: Gertificate Il in Pathology
Occurrence ID: 35

Total: $1000.00

Electronic Funds Transfer (EFT) Details
BSB#: 007812
Account Number: 123
Account Name: RTOMKS
Reference: "EF TReference’

“This is additional Text for the EF T section. It can include basic HTML for
formatting and links and images. Use this feature to provide addiional
information to customers paying by EFT.

Please retain this confirmation for future reference.

subject to approval. Your place
You may be contacted regarding

Registered Training Organisation

RTO Code: 00000

Standard confirmation email

Confirmation body including 'EFT Section'.

é;? See also: Client Documents on page 83 for details on including course related
attachments to the confirmation email, and Special Variables on page 256 and HTML Code
on page 253 for more information on customising the content of these fields.

Agreements

Sets custom text to be displayed during the registration process for various agreements, including
collecting student numbers and Working With Children card details. With the exception of the
required Terms & Conditions, the relevant registration steps must be enabled before the other

agreements are applicable.
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% VET —
ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS
AGREEMENTS
Terms & Conditions [0 previen ] ops
Privacy Netice
Under the Data Provision Requirements 2012, *RTONAME* is required to collect personal
information about you and to disclose that personal informatian to the Netianal Centre
Tfor Vocational Education Research Lud (NCVER).
L ocluding th Linfc nd
VSN Agreement
VWC
Skills for All Agreement
)
NSW smart & skilled (-]
)
Working With Children Terms [ Preview | (-]
4
sl privacy [preoe )
)
VET Student Loans Terms [ G Preview | (-]

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

« The 'Preview' buttons

Shows how the text will appear in the registration process. The preview is displayed in a pop-
up box.

» The 'Default’ buttons
Inserts the built-in default for the agreement with which they are associated. Defaults are
used if an agreement field is left blank. Inserting the default provides a basis for customising
the agreement, and is an easy way to make minor changes to the default text.

o Terms & Conditions'
You can modify the standard Terms & Conditions statement displayed to your customers
during registration here. The text appears in the scrollable area at the Confirm step. Changes
will apply to new registrations from the time of save, but not to registrations already in
progress or completed.

% NOTE: Line breaks are automatically added to blank lines regardless of text or html input.

o 'VSN Agreement'
This field can be used to change the text that appears at the end of the Student Number step
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for Victorian students. Customers must tick the accompanying checkbox to proceed with the
registration. The positioning of the checkbox and its label cannot be altered.

o 'S4A Agreement
The text appears at the end of the Student Number step for South Australian students.
Customers must tick the accompanying checkbox to proceed with the registration.

o 'NSW Smart & Skilled'
The text appears as part of the S&S step for New South Wales students. Customers must
either tick the accompanying checkbox or choose not to apply to proceed with the
registration.

« 'Working With Children Terms'
This text appears as an introduction to the WWC step of the registration process.

« 'USI Privacy'
This text appears at the USI step, if the user opts to have the RTO create a USI on their behalf.

o 'VET Student Loans Terms'
This text appears at the VET Student Loans step.

gﬁ% See also: Registration Steps on page 158 regarding enabling the relevant steps in the
registration process.

Employers

The Employers menu item allows the management of the list of known employers for selection on
the Employer step.
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Fetch VETtrak Employers b

VETtrak Employer: v
Name:|

Employers 1
oo 2 o

VETtrak I1D: |

Unit:[

Building: |

Street Number:| | 4

Street Name:| |

City: |

State: |

PCode: |

Phone: | .

To load the list of VETtrak Employers:

1. Click the 'Fetch VETtrak Employers' button.

To populate the list:

Select the 'VETtrak Employer' from the list.

Click the 'Populate’ button.

Their contact information will be pre-filled from VETtrak. Update if required.
Click the 'Save' button.

vk W

The Employer will be added to the Employer List table:

Employer
WETtrak Pty Ltd delete

Employers in the list can be viewed and modified by clicking their name, or removed from the list

by clicking the 'delete’ link associated with their name.

é;? See also: Registration Steps on page 158 regarding enabling the Employer Step.

Enrolment Status

Allows the available statuses to be enabled or disabled.
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¢ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS
ENROLMENT STATUS
Status Name Active

Registration received

Pending pre-training review

Pre-training review complete
pending signature

Awaiting actioning Active
Approved

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

« Click the link in the Active column for the applicable Status to toggle between Active and
Inactive. A status that is inactive is displayed with a line through the status name and the link.

Email Templates

The Email Templates feature allows commonly used messages to be stored for use.

Attachments are managed on a per template basis, whereby a file must be uploaded for each
individual template.

¥ VET pomn

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

MAIL TEMPLATES

Mail Template Details

Tempiste ame:| ] e =3

Iemp\ateType:‘ Enquiry Form Responses ¥

Subject Line: ‘ ‘

File Edit View Insert Format Tools Table

Paragraph Verdana 11pt B 7 & A A P EE =

Template Template Type Attachments
Course cancellation Registration Responses 1 (Edlit) duplicate | €} delete

Course Confirmation (Rapid) | Receipts 0 (Edit) duplicate | €} d

nent due Pay Now Templates 0 (Edit) duplicate € d

standard Enquiry Response | Enquiry Form Responses 0 (Edit) duplicate | €} delete

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The primary elements are:

« The 'Mail Template Details' section to facilitate the creation of new templates and allow
existing templates to be viewed and modified.

o Template List table for saved templates, which allows them to be managed.
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Creating a Template

Templates are created using the Mail Template Details section:

Mail Template Details

a
Template Na’ne:‘ 1 | Title A ‘ﬂ
. r [N — Z
Template Tyoe“ Enquiry Form Responses 77 o 13
Subject Lme“ e |
File Edit~ View Insert Format ~  Tools ~  Table l b
Paragraph Verdana 11pt B 7 S A-H P EEEFEE = =-E = L o

1. Enter a Template Name' to identify the template.
2. Select the 'Template Type' for where it will be used.

Enquiry Form Responses are for use with Enquiries.

Registration Responses are for use with Registrations and can be selected when
emailing from Registrations or Registration Details.
Pay Now Templates are for use with Deferred Payments, or for registrations with the

credit card Pending Payment status. Templates of this type can only be selected
when emailing from Registration Details.

Receipts are for use with Registration Receipts.
3. Enter the 'Subject Line' that will be used for the email.

4. Enter the message. To assist in formatting your message, the following are available:
a. Placeholder variables.

— Select the variable and click the insert button to add it to your message. It will be
inserted at the current or last known cursor position.

— Some placeholders may not be available for all template types.

— When using the template, the placeholder variable will be replaced with the
appropriate value for the customer.

b. Toolbar.

Holding your mouse over icons will identify their function.
5. Click the 'Save' button.

The created template will appear in the List table. This template can now be used. It is also possible
to assign attachments to the template at this stage.

éj} See Also:Emailing the client (from a template) on page 65, Enquiries on page 73 and
Registration Receipts on page 89 regarding where templates may be used.
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Managing Templates

Once a template has been created, the Template List table allows them to be managed. This

includes assigning attachments and making changes to existing templates.

The following management features are available:

Template //1 Template Type 2\Attachments 3 I

1
Course cancellation Registration Respeonses O (Edif) duplicate | €) delete

1. Template — This link allows the data set during creation to be modified.

2. Attachments —Displays the total number of attachments assigned to the template and links

to the Attachment screen for editing them.
3. 'duplicate' link — Clicking this link will create a copy of the template.

4. 'delete' link — Clicking this link will permanently remove the template and its attachments.

Assigning Attachments

To upload files to be sent with the template message, click the 'Edit' link under the Attachments

column of the list;

Template Template Type

Attachments

0 (Edit)

Course cancellation Registration Respons dyglicate € delete

The Mail Template Attachments screen will be displayed:

Attachment

Template Name: | Course cancellation ‘

File:| Choose File | Mo file chosen 1 ‘

1. Click the 'Browse' button (or equivalent).
— Navigate to the required file and double-click to select it.
2. Click the 'Save' button.

The uploaded file will be displayed in the list table.
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Filename

(]
T
m
—+
T

Refund Policy.pdf

If there are more files applicable to the template, click 'New' and Repeat Steps 1 and 2, then:

3. Click the 'Back’ button to return to the Mail Templates screen.

Resources

Provides online storage for files.

For example: If you wish to include an image in your Welcome Text, upload the image here. The
URL to that file is displayed in the list and it can be used to reference the file in html.

¥ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

CLIENT RESOURCES

Client Resource (-]

File: [| Chaose File | No file chosen ‘

Filename URL
lorem.txt https:/ of g8 = Norem.txt € delata

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

Once at least one file has been uploaded, there will be a list of uploaded file(s).

o Click the 'delete’ link to permanently remove the file.

% NOTE: These files could also be used in Email Templates, but keep in mind that users may
need to specifically choose to download the images to see them in the message.

Messages

Allows you to set a notice appearing to users when they visit your VETenrolsite.
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¢ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS

MESSAGES

Logout

LINKS

Message Details

Start Dater* ‘ |

End Dater* ‘ |

Message:*

Read More URL: ‘

D Start End Message
2(Edit) 01/07/2018 07/07/2018 This is a message. delete

VETenrol Client Administration v2.0 | User Manual

Powered by VETwrak

When at least one message has been created, they will be listed in a table.

o Click the '(Edit)' link in the ID column to make changes to an existing message.

o Click the 'delete’ link to permanently remove the message.

Messages will be displayed by VETenrol to a user until
that user closes the message.

Messages are shown on the main screen and
through-out the registration process.

Users will continue to see messages that fall within
the time period for viewing each time they visit
VETenrol, unless they close the message(s).

Once a user has closed a message, it generally will
not show for that user again, although if significant
time has passed between visits, a message may show
again.
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Creating a message

Message Details 1
Start Date:* | _|
End Date:* | |

Message:* 3

Read More URL: 4

Select the 'Start Date' for the message.

Select the 'End Date' for the message.

Enter the 'Message'.

Enter a 'Read More URL' if you want to include a link to a webpage.
Click the 'Save' button.

vk N~

Custom

The Custom menu item gives control over the extra or custom features offered by VETenrol.

% NOTE: Many of the custom features provide a 'Save' button which must be clicked to
retain changes made to any items on that screen. Refreshing the screen or navigating away
before saving will discard any changes.

Custom Agreements

The Custom Agreements menu item provides control over the Agreements step in the registration
process by facilitating the creation and management of agreement statements.
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¢ VET p—
ACTIVITY PROGRAMMES SETTINGS cusTom REPORTS LINKS
CUSTOM AGREEMENTS
step Introduction @
Text/HTML:
2
Custom Agreements @
Neme:|
Applies To: ‘ Client Registrations Only v ‘
Heading: | |
Agraement:
/
[

Name Parameters

Sample Agreement 1(Edit)  move up move down delete

The primary screen elements are:

o The 'Step Introduction' section for including text to introduce the step.

» The 'Custom Agreements' section to facilitate the creation of new agreements and allow
existing agreements to be viewed and modified.

o Agreement List table for saved agreements, which allows them to be managed.

% NOTE: The Agreements step is enabled when at least one agreement has been set up and a
customer is registering for the course to which the agreement applies.The step requires
customers to agree to each declaration in order to proceed to the next step.

Step Introduction

The Step Introduction section provides an introduction for the Agreements step in the registration
process.
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step Introduction (]

Text/HTML | This is an example intraduction for the Agreements step, The text for this space may provide a 1
generalised reason for the requirement to accept the agreements, a brief note regarding
legalities, or a simple instructional statement

Please read and accept the following to proceed:
11/2013] $2000.00

P

Dl

page. The text for this space may
the agreements, 2 brief note regarding

Customer View

1. Type the required text into the 'Text/HTML' field.

2. Click the 'Save' button.

The Custom Agreement Heading has been set.

Creating an Agreement

Navigate to Custom Agreements > Agreements:

Custom Agreements @

S |

Apphesml Client Registrations Only v‘

‘
eading| 3
$2000.00
Agreement: I
)

Customer View

1. Enter a 'Name' with which to identify the agreement.
2. Select the registration type the agreement 'Applies To' from the drop-down menu.
3. Type the 'Heading' to be displayed for this agreement at the Agreements step, if needed.

% NOTE: The Heading field only accepts plain text and will be displayed ‘as entered'.

4. Enter the 'Agreement' text. The field only accepts plain text and will be displayed ‘as entered’,
maintaining spacing and paragraphs.
5. Click the 'Save' button.
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The agreement has been created and will appear in the Agreement List table. At this stage the
agreement is inactive and will never be displayed at the Agreements step since at least one
parameter must be set.

Managing Agreements

Once agreements have been created, the Agreement List table allows them to be managed. This
includes setting parameters for newly created agreements and making changes to existing ones.

The listed order of the agreements also defines the display order for the Agreements step of the
registration process. Although this only applies in instances where there are multiple agreements
assigned to the same programme or price type.

The following management features are available:

Name /1 Parameters 3 II
—_—

Sample Agreement 2 "’!:E-C! t) move up move down delete

1. Name — This link allows the data set during creation to be modified.

2. Parameters —Displays the total number of parameters set for the agreement and links to
the Parameter screen for editing them.

3. 'move up' and 'move down' links — These links provide control over the order of the list.
'delete’ link — Clicking this link will permanently remove the agreement.

Modifying an Agreement

The data provided during the creation of an agreement can be modified by:

Custom Agreements 2 Q@

Name:| Sample Agreement |

Applies To: | Client Registrations Only v ‘

Head\ng:| Individual Agreement Heading |

Agreement!| Thara is one manadatery checkbox per agreement, each of which must be ticked to proceed
with the registration process. Furthermore, additional agreements will be listed in order of
appearance in the table view shown by choosing Custom Agreements = Agreements from the
Clientadmin.

]

N

Parameters

1(Edit) maove up move down delete

1. Click the agreement’s 'Name' in the Agreement List table.
2. Modify the entries displayed in the 'Custom Agreements' section.
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3. Click the 'Save' button.

The Agreement List table will be updated to reflect the changes.

Editing Custom Agreement Parameters

A custom agreement’s parameters determine when the agreement will be displayed at the Custom
Agreements step during the registration process. Parameters are edited from the Custom
Agreement List table on the Custom Agreements screen.

Name Parameters

Sample Agreement 1 (Edit) mgfe up move down delete

1. Click the '(Edit)' link.

This will open the Custom Agreement's Parameter screen, for example:

¥ VET Logout
ACTIVITY PROGRAMMES SETTINGS cusToM REPORTS LINKS
CUSTOM AGREEMENTS
Parameters: Sample Agreement @ Parameters are the settings that determine the situations required for the agreement to be
Parameter ID: Automatically Assigned displayed
Leave the two options below blank to have the Multiple parameters can be created for the specified agreement in order ta cover all situations.
selected agreement appear for all occurrences,
Programme‘ ‘ Please refer to your VETenrol manual for more information.
Name:
Price Type Code: | |
om

Parameter ID Programme Name Price Type Code

146 delete

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The Parameters screen has the following elements:

« 'Parameters: [Agreement Name]' to facilitate the creation of new parameters for the
agreement and allows existing parameters to be viewed and modified.

— The 'Back’ button will return you to the Agreements screen.
— The 'New' Button clears the fields for a new parameter to be saved.
— The 'Save' Button will save the current entries into the Parameter List table.
o The Parameter List table contains saved agreements and allows them to be managed.
— Click the Agreement Name links to modify the parameters.
— Permanently remove unwanted parameters using the 'delete’ link.

-214 -



VETenrol Manual Client Administration Interface

Kff) NOTE: The Parameter List table will only be displayed if you are editing an agreement with
existing parameters. Otherwise it will be hidden until the first parameter is saved.

Creating New Parameters

Parameters: Sample Agreement Q

Parameter |D: Automatically Assigned

Leave the two options below blank to have the
selected agreement appear for all occurrences.

Al |

Price Type CDde:| |

ook [ e 2 B3

1. Complete the 'Programme Name' and 'Price Type Code' fields as necessary.

— Leaving both fields blank will cause the agreement to be displayed for all occurrences.

— Entering a Programme Name only will cause the agreement to be displayed for all
occurrences with that programme name.
Note this field will also accept a programme type, which will cause the agreement to be
displayed for all occurrences of all programmes with that type.

— Only entering a Price Type Code will cause the agreement to be displayed when a
customer is registering in an occurrence with the matching code.

— Completing both fields will cause the agreement to be displayed only when a customer
is registering in an occurrence where both the programme name (or type) and price
type code match.

Programme |
Mame:

For assistance to identify the name and/or code to enter, see Programmes on page 82.

2. Click the 'Save' button.

The parameter has now been set and will appear in the Parameter List table. Repeat these steps to
create additional parameters as needed.

Modifying Existing Parameters

Parameter ID Programme Name Price Type Code

146
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1. Modify the existing parameters by clicking the 'Parameter ID' in the Parameter List table.

This will display the entries for the parameter in the 'Custom Agreements' section allowing them
to be adjusted and saved as necessary. The Parameter List table will be updated to reflect any
saved changes.

Custom Forms

This menu item provides control over the Custom step in the registration process.

¥ VET

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

CUSTOM FORMS

Custom Form Header (-]

Heading | |

Text:
&

TYRE: | Apply to all programmes and occurrences v

Heading Appliesto Fields

Custom Questions All 6 (Edit) duplicate | preview | @) delete

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The primary screen elements are:

o The 'Custom Form Header' section to facilitate the creation of new headers and allow
existing headers to be viewed and modified.

« Header List table for saved headers, which allows them to be managed.

% NOTE: The Custom step is enabled when at least one header has been created. A header
and its associated fields will be referred to a section henceforth.

Creating a Header

Headers act as containers for custom fields. Creating a header is the first step towards creating a
functioning Custom Form that will display at the Custom step of the registration process.

The header is created using the Custom Form Header section:
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Custom Form Header @
Heading: | 1 |
Text: | -
. 2 __Heading
Custom Questions
Tyae:| Apply to all programmes and cccurrences '|
@ 3 g

Customer View

. Enter the 'Heading' text to be displayed for the custom section.

2. Type the paragraph 'Text' to be displayed beneath this heading. The field only accepts plain
text and will be displayed ‘as entered’, maintaining spacing and paragraphs. It can also be
left blank if it is not required.

3. Choose the option for 'Type' to identify if the form is displayed for all programmes, or only
for specific programmes.

4. Click the 'Save' button.

The Custom Header has been created and will appear in the List table. At this stage the Custom
Header is inactive and will not display at the Custom step since at least one field must be set.

Managing Headers

Once headers have been created, the Header List table allows them to be managed. This includes
setting the fields for newly created headers and making changes to existing ones.

The listed order also defines the display order for the Custom step of the registration process.
Although this only applies in instances where multiple Headers meet the circumstances for the

registration.

The following management features are available:

1 . S L - T

Heading /
Q ions All 6 EE|\ ° [v] tlupl cate |jre riew °ceet=

Custom Questions
1

2 4

1. Heading — This link allows the data set during creation to be modified.
2. Applies to — Shows if the form is included for all registrations or only selected.

— All indicates the form is always displayed.
— Selected indicates the form displays only when registering for specific programmes or
occurrences. Click this link to manage the selected programmes/occurrences.
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3. Fields —Displays the total number of fields in the set and links to the Field screen for editing

them.
4. 'move up' and 'move down' links — These links provide control over the order of the list.
5. 'duplicate' link — Clicking this link will make a copy of the Header and its fields.
6. 'preview' link — Show a preview of the form, similar to how the user will see it.
7. 'delete' link — Clicking this link will permanently remove the Header and its fields.
Modifying a Header

The data provided during the creation of an agreement can be modified by:

Custom Form Header 2 (]

Head'\ng:| Custom Questions |

Text | This section allows you to include custom questions into
& | the Registration process.

-

You can select a range of options for the question/answer

Typ6:| Apply to all programmes and occurrences A | ;
Hegdie 1 Applies to Fields
A 6 (Edit) duplicate | preview € delete

1. Click the link in the Heading column in the List.

2. Modify the entries displayed in the Custom Form Header section.
3. Click the 'Save' button.

The List table will be updated to reflect the changes.

Selecting Programmes for a Custom Form

Custom Forms with the Selected Applies To setting will only display for specified programmes or
occurrences and these can be viewed and managed from the Custom Field Inclusions page.

Heading Applies to Fields

Custom Questions e (Edit) move up move down duplicate delete

Test t) move up move down duplicate delete

o Click the 'Selected' link.

This will open the Custom Field Inclusions page, for example:
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# VETenro

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

CUSTOM FIELD INCLUSIONS

Custom Form Inclusion @

programme Name| |

ccurres
m m

Basic Computers

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The primary page elements are:

1. 'Custom Form Inclusion' section to facilitate the creation of new programmes/occurrence
combinations for the form and allow existing ones to be viewed and modified.
— Complete the 'Programme Name' or 'Occurrence ID' fields as necessary, to
determine when the custom form will be displayed.
= Leaving both fields blank will display the form for all registrations, however this
cannot be saved since it is the equivalent of having selected applies to all
previously. Change the Applies To selection to achieve this effect instead.
» Entering a Programme Name only will cause the form to be displayed for all
occurrences with that programme name.
Note: this field will also accept a Programme Type, which will cause the form to
be displayed for all occurrences of all programmes with that type.
= Entering an Occurrence ID only will cause the form to be displayed for that
occurrence only.
= Completing both fields will cause the form to only display when registering in that
occurrence. This is equivalent to an Occurrence ID only, except the programme
name must also be correct for the occurrence.
— The 'Back’ button will return you to the Discounts screen.
— The 'New' Button will clears the Discount Details fields for a new
programme/occurrence ID to be saved.
— The 'Save' Button will save the current entries into the list table.

2. The list table contains saved programmes/occurrence IDs and allows them to be managed.

— Click the ID links to modify the entries.
— Permanently remove unwanted entries using the 'delete’ link.

% NOTE: The list table will only be displayed when editing a form with existing entries.
Otherwise it will be hidden until the first entry is saved.

-219 -



VETenrol Manual Client Administration Interface

Editing Fields

Fields are edited from the Header List table on the Custom Forms screen.

Heading AppyZs to Fields

Custom Questions All & (Edit) duplicate | preview Q delete

1. Click the '(Edit)' link in the Fields column of the List.

This will open the Custom Fields screen, with the following elements:

¥ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

CUSTOM FORMS

Custom Field

Question: -]
&
4
Field Typa:‘ Yes/No
Gptions:
{One option per
line)
=
Mandatory: | Mandatory?
Pos\(mn:‘ Right -‘
Question
Question One (Y © O delete
Questien Two (Text Box) Q O Ooclet=
Questien Three (Text @ O Qdclet=
Question Four ( @ O Odcet=
Questien Five (A Q@ O Ooclet=
Question Six (Tex Positior [~} @ delete

VETenrol Client Administration v2.0 | User Manual

Powered by VETtrak

« The Custom Field section facilitates the creation of a new field or allows existing fields to be
viewed and modified.

— The 'Back’ button will return you to the Custom Forms screen.

— The 'New' Button clears the fields for a new question to be saved.

— The 'Save' Button will save the current entries into the Parameter List table.
o The Field List table contains saved fields and allows them to be managed.

— Click the Question links to modify the field.

— Permanently remove unwanted fields using the 'delete’ link.

% NOTE: The Field List table will only be displayed if you are editing a form header with
existing fields. Otherwise it will be hidden until the first field is saved.
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Creating a New Field

Custom Field

Question: '

Field Type: | Yes/No

Options:
(One option per
ling)

Mandatory: | Mandatory?

v

Position:| Right '.'-—-.._____-
e 5

1. Enter the 'Question' to be displayed.

6=

2. Select the 'Field Type' from the drop-down menu that will be for the answer.

— Yes/ No: Yes and No options are provided in t

Dropdown box: Your own customised answers
Multiple Choice: A checkbox provided for each

he form of a drop-down menu.

Text Box: A field accepting a short answer such as a single word or sentence.
Text Area: A field accepting a long answer such as a paragraph or more.

provided in a drop-menu.
option allowing multiple answers to be

ticked.
3. Enter options if relevant for the selected Field Type.
4. Enable the 'Mandatory' checkbox if an answer
must be provided before being able to move on
to the next step.
5. Choose the Position for the answer field:

— To the Right of the question
OR
— Below the question.

Available Courses

Custom Questions

6. Click the 'Save' button.

The field will now appear in the Field List table. Repeat th
needed.

Modifying an Existing Field

Customer View showing Positions

ese steps to create additional fields as

An existing field can be modified by clicking the Question in the Field List table.
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This will display the entries for the field in the 'Custom Field' section allowing them to be adjusted
and saved as necessary. The Field List table will be updated to reflect any saved changes.

Eligibility Builder

The Eligibility Builder, available from the Custom sub menu, 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.

¥ VETen P

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

ELIGIBILITY BUILDER

Eligiblity Builder
eligibility Form: | ACT Skilled Capital v
Question No Outcome No Option Yes Outcome Yes Option
Are you an Australian citizen, permanent resident, or New Zealand passport holder resident for more than six (6) Contact
months; or permanent Humanitarian visa holder, or a visa holder with work rights on a pathway to permanent ot Form
residency and not excluded from participation in government funded training?
Do you live or work in the ACT? Contact
= not Form

Are you at least 15 years of age? Contact

but renot Form

Are you enrolled in or attending secondary school or college? y.  Contact

Form

b e
not eligible.

Are you currently completing another Skilled Capital qualification? Y. Contact

Form

Have you previously completed a certificate 11l or higher education? Eligible for Contact
Cert Il lll, IV or | Form
Diploma.
Have you suffered changed circumstances which impacts your ability to undertake training and/or work, such as ill for  Contact CEligilefor  Contact
health? Certlll, IVor  Form Certll Il IV Form
Diploma. or Diploma.

Result

Result: hitos://enrol.vetenrol.com.au/2clientl D=VT-DEMO&page=Eligibility.aspxiel D=280=8yt=8y0=8yc=Byp=8yf=&nt=&no=&nc=&np=8&nf= copy

Elgiblity Name: | |

The primary screen elements are:

« The 'Eligibility Builder' section for selecting the form.

« The eligibility table showing the questions and outcomes for the selected form, where each
of the outcomes must be set so that a valid URL can be generated.

o The 'Result' section

The URL to match the Eligibility Builder options, updated as changes are made.
The 'copy' link for the URL.

'Eligibility Name' to specify a name for the current URLfor saving.

The 'New' button will reset the selected form and outcomes to the defaults. The
Eligibility Name will also be cleared.

The 'Save' button to save the existing result link and name.

« The table of saved eligibility links (only displayed once at least one link has been saved).
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Building an Eligibility Link

\
@ NOTE: You may want to refer to the Summary Report to obtain some relevant IDs before
building a link.

To build a link for an eligibility form:

Eligiblity Builder 1
Eligibility Form: | ACT Skilled Capital |

1. Select an 'Eligibility Form' from the drop-down menu.

Then, for each outcome in the table:

Question No Outcome NoWption Yes Qutcome Yes Option

Are you an Australian citizen, permanent resident, or New Zealand passport holder resident for more than six (6)
months; or permanent Humanitarian visa holder, or a visa holder with work rights on a pathway ta permanent
residency and not excluded from participation in government funded training?

We're sorry., Contalg:
but you're not | Form
cligible.

2. Click the link for the 'No Outcome' or the 'Yes Outcome' to set the result.

Outcome Options x

Outcome Options 3
Outcome Type: | Contact form v

3. Choose an 'Outcome Type' from the drop-down menu. The outcome type controls what will
occur if the user receives this outcome.
You may need to supply some additional details here before clicking 'OK' to confirm the
selection. The following outcome types are available:
— Contact form presents the user with an enquiry form.
— Occurrence Registration directs the user to a specific occurrence.
= Occurrence ID must be specified to identify which occurrence.
= Price ID is recommended to identify the pricing that applies.
— Programme Registration directs the user to a specific programme where they can
choose their desired occurrence.

= Programme ID must be specified to identify the programme.

The link will be generating as you make changes. Once all outcomes have been set the link will be
ready for copying and use elsewhere.
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Result

Result: https:#/enrol.vetenrol.com.au/ZclientiD=VT-DEMO&page=Eligibility. aspx&eIDZZ&D:&yt:&yu:&y(:&yp:&yf:&nt:&nc»:&n(:&np:&\G copy >

Eligiblity Name:| M

4. Click the 'copy' link.

Paste the link into a document, email or other location for use. You can also paste the link into
your browser's address bar to experience the eligibility form as a user for testing purposes.

% NOTE: Be sure to always use the link as it is originally built. If you open the link in a
browser, the address will change for security and privacy purposes. Other people will not
be able to use a link copied from your browser address bar, even though it may continue to
work for you for some time.

If you wish to save and reuse the link:

Result

Result: httpsi//enrol.vetenrol.com.aus?clienti D=VT-DEMO&p: ligibility. aspx&.e|D=28.0=84yt=8y0=8yc=8yD nt=g&no=&nc=&np=anf= copy

Eligiblity Name: |

) |
5 6=

5. Enter a meaningful 'Eligibility Name' to help identify the link for future use.
6. Click the 'Save' button.

The saved eligibility link will appear in a table, where it can be edited, duplicated or deleted.

Registration Builder

The Registration Builder, available from the Custom sub menu, provides a simplified method of
creating a registration link. By choosing the desired programme details, generate a link that can be
sent to users or added to your website.
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¢ VET

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

REGISTRATION BUILDER

Workflow

Waorkflow: ‘ Standard Workflow v

Registration Builder

Programme: ‘ Basic Computers v ‘

Occurrence 1D: ‘ v ‘

https://enrol.vetenrol . com. au/ 2clientID=VT-DEMO&progID=13 COpY

The primary screen elements are:

o Workflow sets the type of URL you want.
— Standard is the default registration type.
— Kalendar shows links to the calendar (with the course list).
— Rapid Registration shows direct links for rapid registration.
— Website Widget shows the iFrame source link for the Courses Page, that will trigger
Rapid Registrations (if the feature is enabled).
« The 'Registration Builder' section for selecting course details. Depending on your selected
workflow, some elements may be hidden.

« The 'Participant Details' section to optionally specify some basic pre-fill details for the
recipient of the link (applicable only for the standard workflow).

« The URL, updated as changes are made to the other sections, and its 'copy' link.

Building a Registration Link

To build a link:
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Workflow

Worlflow: | Standard Workflow YI—1
Registration Builder
Programme: | Basic Computers 2 v.‘
QOccurrence |D: | 3536 - Launceston (4/06/2019) 3 T ‘

Price: | Course Fees 4 Y‘

Start Date: 4/06/2019

End Date: 6/06/2019
Price: $99.00
Location: Launceston

Vacancies: 20

Participant Details 5

Given Name: | ‘

Surname: | ‘

DOoB: | ‘

1. Select the Workflow to choose the type of URL you want. For this example, Standard is
selected.

Select a Programme from the drop-down menu. This is mandatory for all workflows.
Optionally, select the Occurrence ID matching the desired occurrence.
Optionally, select the Price type. This is only applicable to the standard workflow.

vk W

The Participant Details are applicable to standard links only, and also require the
occurrence ID to specified. If the link is intended for a single participant only, and you already
know some of their details, you can also enter any of the following:

— Given Name for the participant's first name only (do not include middle names).

— Surname for the participant's family name.

— DOB for the participant's date of birth.

The link will be generating as you make changes. Once all the desired options have been set the
link will be ready for copying and use elsewhere.

https://enrol.vetenrol. com.au/?clientID=VT-DEMORoccuID=3 536&pr‘iceI

6. Click the 'copy’ link.

Paste the link into a document, email or other location for use. You can also paste the link into
your browser's address bar to experience the eligibility form as a user for testing purposes.

% NOTE: Be sure to always use the link as it is originally built. If you open the link in a
browser, the address will change for security and privacy purposes. Other people will not
be able to use a link copied from your browser address bar, even though it may continue to
work for you for some time.
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LLN Quizzes

The LLN Quizzes menu item provides access to the Language Literacy and Numeracy quiz
management features. Applying an LLN to a programme will enable the LLN Quiz step in the
registration process when a customer registers for that programme.

% VET pa—
ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

LLN QUIZZES

LLN Quiz (-] a m eme &

quizNome| \

Introduction:

Multilevel: () multi-level question bulleting?

LLN Name Sections  Programmes Resources Indicators

LLN ACSF Level 1 4(Edit) 1 (Edit) 2 (Edit) 4 (Edit) preview € delete
LLN Level 2 7 (Edit) 1 (Edit) 1 (Edit) 5 (Edit) preview @ delete
LLN ACSF Level 3 7 (Edit) 2 (Edit) 1 (edit) 5 (Edit) preview @ delete

The LLN Quizzes screen has two key elements:

e The LLN Quiz section — used to create a new quiz or modify an existing quiz.
o The LLN Quiz list table — for managing existing quizzes.

Creating a Quiz

To create a new quiz:

LLN Quiz |1 O
Quiz Name: |
Introduction: | 2 .
)
Multilevel: [ pMulti-level question bulleting?
I

3 4

1. Type in a 'Quiz Name' to identify the quiz.
2. Optionally, provide an 'Introduction’ for your quiz. This field accepts basic html.
— The 'Default' button in the section header will insert the standard introductory text.

3. Enable the 'Multi-level question bulleting' check box if you want to number sections instead
of questions.
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A single question in a section will not be assigned a label, however those with multiple
Questions will be assigned a), b), c), etc. If this option is not enabled each question will be
numbered sequentially regardless of the section to which it belongs.

For example: if you subsequently create a section with two questions:

Default Multi-level

Section content 1. Section content
1. Question a. Question
2. Question b. Question

4. Click the 'Save' button.

The quiz will appear in the LLN Quiz table and is ready to be populated.

Designing Quiz Content

Quiz content is made up of sections with questions and answers. The most basic quiz would have
just one section and a few questions, whereas a more complex quiz would be made up of multiple
sections.

A section provides instructions or background information for a set of questions, for example: a
case study. The set of questions may vary in type or style, but are related in that the section
information provides the details needed to find the answer.

If the quiz is to include images or documents to which the customer will need to refer, those files
need to be uploaded first. Instructions are provided in the topic: Assigning Resources on page 231.

To begin populating a LLN Quiz, you must create at least one section. Click the 'Edit' link under the
Sections column:

LLN Name

LLN ACSF Level 1 AEdit) 2 (Edit) 4 (Edit) preview delete

The following screen will be displayed:

-228 -



VETenrol Manual Client Administration Interface

LLMN Quiz Sections @

1

Quiz Mame: LLM ACSF Level 1

Section HTML: |

. )
2. 23

1. Enter the text (or HTML) for the section. If resources were uploaded and need to be included
in this section, HTML is required. Reference the file, depending on its type, as an image or a
link.

2. Click the 'Save' button.

Repeat these steps to create additional sections, if required, or continue on to set the questions.

Once created, Sections appear in the Sections list table:

Section

Your enrolment

3. Click the 'Edit' link.

LLMN Quiz Sections

Quiz Mame: LLM ACSF Level 1

Section: Your enrolment

Question: '

Answer: ‘ |
— ~5

RDWS:‘

mgﬂﬁ 7 =3
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Type the 'Question' in the field provided.

Enter the '"Answer' to the question posed in the previous step.
Specify the size in Rows of the answer field. Defaults to 3 if left blank.
Click the 'Save' button.

N o v oA

Repeat steps 4 to 7 for as many questions as apply to the section.

8. Click the 'Back' button to return to the Sections screen.

Return to Step 3 if additional Sections were created and require populating, otherwise:

LLM Quiz Sections @

Quiz Mame: LLMN ACSF Level 1

Section HTML:

B g

9. (lick the 'Back' button to return to the LLN Quizzes screen.

Including Programmes

The quiz requires at least one programme assigned for the quiz to be active. The quiz will only be
included as a step in the registration process for the programmes specified.

To include programme(s), click the 'Edit' link under the Programmes column:

LLN Name Sectio
LLM ACSF Level 1 4 (Edit)

Programmes ReMpurces Indicators

2 (i) 4 (Edit) preview delete

The following screen will be displayed:

LLN Quiz Inclusions

Quiz Name:| LLMN ACSF Level 1

Programme Name:|

)
1
m3 z,ﬂ
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1. Enter the 'Programme Name' in the field provided.
2. Click the 'Save' button.

Repeat Steps 1 and 2 if the quiz should be applied to additional Programmes, then:

3. Click the 'Back’ button to return to the LLN Quizzes screen.
OR

Prevent the LLN being displayed for some of an included programme's occurrences as
described in Applying Exclusions below.

Applying Exclusions

If there are certain occurrences for a programme for which the LLN is not required, these can be
excluded by price Type from the Inclusions List table.

To exclude a price type, click the 'Edit' link under the Exclusions column:

Programme Mame
Example Course Frlelete

The following screen will be displayed:

LLN Exclusions by Price Type

Programme Name:| Example Course

|
Price Type Code: | 1_‘
o 25

1. Enter the 'Price Type Code' in the field provided.
2. Click the 'Save' button.

Repeat Steps 1 and 2 if the quiz should be excluded for other occurrences, then:

3. Click the 'Back' button to return to the LLN Quiz Inclusions screen.

Assigning Resources

To upload resource(s) for use in the quiz, click the 'Edit' link under the Resources column:
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LLN Name Sections Prografimes Resources In¥cators

LLM ACSF Level 1 4 (Edit) 1 (Edit) 2 (Edit) 4 i) preview delete

The following screen will be displayed:

Quiz Mame: | LLM ACSF Level 1

LLN Quiz @

File:| | Choose File | Mo file chosen 1

= 4 2. 223

1. Click the 'Browse' button.
— Navigate to the required file and double-click to select it.

2. Click the 'Upload' button.

The uploaded resource will be displayed in the list table. Make a note of the URL as this will be
required to reference your resource when inputting Section HTML.

For example:

¢ Link to the file.
<a href="URL">Click here to download</a>

« Display the image on screen at the LLN step.
<img src="URL">

Repeat Steps 1 and 2 if there are more files applicable to the quiz, then:

3. Click the 'Back’ button to return to the LLN Quizzes screen.

Setting Indicators

Indicators refer to the ACSF Skill Level Indicator. It enables an ACSF Skill Level Indicator to be
specified for a single question or a range of questions. It is designed to assist the LLN assessor.

To set the indicators for the quiz, click the 'Edit' link under the Indicators column:

LLN Name Sections Programmes Resouft

LLM ACSF Level 1 4 (Edit) 1 (Edit)

The following screen will be displayed:
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LLM Indicators

Quiz Name: | LLM ACSF Level 1

Question5:|

Indicator5:|

B2 4

WIN=
M

1. Specify the 'Questions' range in the field provided.
2. Enter the 'Indicators' for the question range.
3. Click the 'Save' button.

Repeat Steps 1 and 3 until all questions in the quiz have been covered, then:

3. Click the 'Back’ button to return to the LLN Quizzes screen.

Managing Quizzes

The LLN Quiz list table displays the existing LLN quizzes and allows management of the following:

LLN Name /1 Sections Programmes Resources Indicators 3

1
4 (Edit) 1 (Edit) 2 (Edit) 4 (Edit) preview celle:e
L}

2 s

LLMN ACSF Level 1

1. LLN Name
The name of each LLN is a link that will populate the LLN Quiz section with the values set
when the LLN was created and allow modification.

2. Existing LLN settings and content.
The 'Edit’ links allow modification.

3. Preview the LLN as it will be displayed to students (branding elements not shown).

4. Record removal
The 'Delete’ link will permanently remove the LLN and any associated settings.

Choosing to modify an existing LLN, using the 'Edit' links, will display the relevant list table with
data that can be modified or deleted although in the case of Resources, only delete is available.
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Viewing Quiz Results

When an LLN is included for a programme as part of the registration process, the results are
recorded as part of the registration information in the Client Administration interface. The LLN
results are provided at the bottom of the Registration Details, which are accessible by choosing

Registrations from the menu and then clicking the customer's name.

The following example shows how LLN results are displayed:

AN~

Reports

Question ACSF skill level indicator

1-2 2.09,2.10 & 2.1 7
3adblc 2.09

4a 4b 2.09,210&2.11

Sa-5g 2.03 & 2.04 o

LLN Q i 1 4
Question Answer Y Correct Answer 1
1) How many lettuces is that in total? 1290 1290

2) How much money would it cost ta fill up the 2232 2232

tractor with fuel?

3a) In which manth was the petrol price the lowest? |September September 2009

3b) In which two manths was the price of petrol the
same?

February, April

February 2010 & April 2010

in one full week?

3c) In which menth was the price of petrol the June June 2010
highest?

4a) What are the total hours that Café Relaxo is 40 40 hours
open in one full week?

4b) What are the total hours that Café Cino is open |63 63 hours

5a) For your own safety, what important piece of
i should you know?

Where the closest emergency exit is.

Make sure you know the location of the nearest
emergency exit

5b) Where might you expect to see this Emergency
Procedures notice?

On the wall in the work areas

On the wall in each work area of the building

5c) If you hear the evacuation alarm - whoop whoop -
what do you do?

Leave through the nearest exit and go to the
assembly area.

Evacuate via the nearest exit and proceed to the
assembly area

5d) Can you use the ift in an evacuation?

No

No

5e) If you received a bomb threat phone call, what
i should you try to record?

As much as possible using the checklist.

Try to obtain as much information as possible using
the Bomb Threat Checklist

5f) In this notice you are given the fallowing advice
about a bomb threat phone call - Do not hang up
after caller has finished. Why do you think you are
given this advice?

Dont know

So that the call might be traced and that the caller
may be re-engaged for additional communication

5g) What is the name of the company that produced

this notice?

Quick reaction

QuickREACTION

16) Excplain why you wish ta enrol in this course?

Job requirement

Freeform answer for government compliance

Correct answers to the LLN are provided as a guide.

LLN Indicator information provided as a reference to assist with assessment.
Questions in the LLN
Customer responses to the questions.

VETenrol offers a number of reports via the Client Administration.

Mail Summary

The Mail Summary shows the records of all emails sent from Registrations or Registration Details

in VETenrol.
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¢ VET p—
ACTIVITY PROGRAMMES SETTINGS cusTom REPORTS LINKS
MAIL LOG
| -
From‘|D1fDﬂf2mS | TD“ 1/05/2018 ‘ m
Date z Registration ID To Subject

06/04/2018 11:37 88212 £l Test Receipt
1140

18 16:52 88215 R T = TestReceipt
17/04/2018 14:45 88216 prer it oo Test Receipt

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

The Mail Summary includes:

1. Filter.
The 'Start' and 'End' fields are used to filter the log by date range. Clicking either field will
display a calendar showing the current month, but it is also possible to manually enter the
desired date using d/m/yyyy format.
— Leave 'Start' blank to include all available data however old.
— Leave 'End' blank to include all data up to the current date.
— 'Refresh’ is used to apply the current date filter(s).

2. Log entries.
The following information is recorded for each entry (if/when available):

Date is the date and time when the message was sent.
Registration ID of the registration from where the email was sent.
To is the receiving email address.

Subject is the subject line of the message that was sent.

3. 'Export Results' button — Saves the data displayed as an Excel spreadsheet (.xlsx).

Message History

The Message History shows the messages VETenrol has ever displayed.

& VET po—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

MESSAGE HISTORY

Start Date Type Message
01/07/2018 Client Message This

01/07/2018 Client Message This ront end via VETtrak admin NOT clientAdmin)

06/06/2018 System Message This sec

01/06/2018 System Message VETenrol will be unavailable for 2 hours due to scheduled maintenance (test only)

Details include:
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1. Start Date — Date the message first appeared.

2. Type.
|dentifies the audience of the message:
— Client Message is a message presented to users browsing or registering via VETenrol.
It may have been set by your organisation or by VETtrak Pty Ltd.
— System Message is a message presented to either admin users only (eg. a message
about a new feature), or all VETenrol users (eg. a notice for a scheduled service outage).
It can only be set by VETtrak Pty Ltd.

3. Message — The contents of the message. This can be clicked to view the full message details.

Enrolments by Programme

This report provides a graphical representation of the quantity of registrations received within each
programme.

¥ VET p—

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

ENROLMENTS BY PROGRAMME

start: ‘

2

Cert lllin Aged Care

Cert Il Retail

— Certificate Il in Open Cut

/ P—
Certificate Illin Pathology

First Aid Training

Programme Name +# Enrolments.
Basic Computers 50 I_ 3
Cert lllin Aged Care ik
Cert lll Retai 6

Certificate Il in Open Cut 9

Certificate lll in Pathology 12

First Aid Training 4

Powered by VETtrak

VETenrol Client Administration v2.0 | User Manual

1. Result filter.
The 'Start' and 'End’ fields are used to filter by date range. Clicking either field will display a
calendar showing the current month, but it is also possible to manually enter the desired
date using dd/mm/yy format.
— Leave 'Start’ blank to include all available data however old.
— Leave 'End' blank to include all data up to the current date.
— 'Refresh’ is used to apply the current date filters.

2. Chart.
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3. Data used to create the chart. Click the Programme Name link to view the list of registrations
that make up the total in the # Enrolments column for that programme.

4. 'Export' button — Saves the data used to make the chart as an Excel spreadsheet (.xIsx).

Enrolments by Referral Source

This report provides a graphical representation of the quantity of registrations received based on
the Referral Source of the registration.

¥ VET o

ACTIVITY PROGRAMMES SETTINGS CUsTOM REPORTS LINKS

ENROLMENTS BY REFERRAL SOURCE

e — - ]

Not specified——————__

VETenrol Client Administre Powered by VETtrak

1. Result filter.
The 'Start' and 'End’ fields are used to filter by date range. Clicking either field will display a
calendar showing the current month, but it is also possible to manually enter the desired
date using dd/mm/yy format.
— Leave 'Start' blank to include all available data however old.
— Leave 'End' blank to include all data up to the current date.
— 'Refresh’ is used to apply the current date range.

2. Chart.

Data used to create the chart. Click the Referral Source link to view the list of registrations
that make up the total in the # Enrolments column for that Referral Source.

4. 'Export' button — Saves the data used to make the chart as an Excel spreadsheet (.xIsx).
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Enrolments by Referral Source/Programme

This report provides a table of the number of enrolments and programmes for each referral
source.

& VET po—

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

4 2
| L~ 4
Referralsource St | e \@W/

Referral Source Programmes Enrolments

Not specified 8 340
1 2 2
Advertisement 3 7
By Newpaper 1 1
Enrolment Team 2 3
Internet 1 1
Other 2 2

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

1. Result filter.
The 'Referral Source' drop-down menu can be used to filter to a specific referral source.
View all is selected by default.

The 'Start' and 'End' fields are used to filter by date range. Clicking either field will display a

calendar showing the current month, but it is also possible to manually enter the desired
date using dd/mm/yy format.

— Leave 'Start' blank to include all available data however old.

— Leave 'End' blank to include all data up to the current date.

— 'Refresh’ is used to apply the current date range and/or referral source selection.

2. Table showing the results. Click the Referral Source link to view the list of registrations that

make up the total in the Enrolments column for that Referral Source.
3. 'Export’' button — Saves the data used to make the chart as an Excel spreadsheet (.xIsx).

Payment Reconciliation

The Payment Summary lists registrations based on payment type.

¥ VET pom

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

PAYMENT SUMMARY
1 2
Start mmz/znw‘ End: ‘zwz/znw‘ Payment Type: | View all.. M verresn ﬁ

Date Type Receipt Number Merchant Response Amount Discount Code Pricing Item Name Programme Name Occu ID.

11£12/2017 15:30 Invoice Me 3434-174302 99.00 Course Fees . Basic Computers 3434 I_ 3
12/12/2017 13:18 Detalls Supplied 3449-174579 738985 99.00 Full Fee - Non Member Basic Computers 3437

12¢12/2017 14:58 Invoice Me 3434-174652 99.00 Course Fees [ Basic Computers 3434

13/12/2017 10:02 Detalls Supplied 3427-174829 517069 300000 Fee for Service e Cert lllin Aged Care 3427

15/12/2017 10:18 Invoice Me 3435-175316 99.00 Course Fees Basic Computers 3439

18/12/2017 13:23 Detalls Supplied 3439-175647 273352 99.00 Course Fees LR Basic Computers 3440

19/12/2017 11:48 Invoice Me 3430-175872 99.00 Course Fees Basic Computers 3439

20£12/2017 14:36 99.00 Course Fees [ Basic Computers 3439

VETenrol Client Administration v2.0 | User Manual
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Details include:

1. Filters.

— The 'Start' and 'End' fields are used to filter the results by date range. Clicking either
field will display a calendar showing the current month, but it is also possible to
manually enter the desired date using d/m/yy format.

= Leave 'Start' blank to include all available data however old.
= Leave 'End’' blank to include all data up to the current date.

— The 'Payment Type' drop-down menu can filter registrations to a specific payment
type.

— 'Refresh’ is used to apply the current date filter(s).

2. 'Export' button — Saves the data displayed as an Excel spreadsheet (.xlsx).

3. Results.
Some details are provided for each registration matching the filters.

Log Files

The Log Summary shows the records of users accessing the system and beginning the registration
process.

% VETenro

ACTIVITY PROGRAMMES SETTINGS CusTOM REPORTS LINKS

LOG SUMMARY

[ | -
- -] ]
Start Name Referrer IP Address User Agent Finish 2

Mozilla/5.0 (Windows NT 6.1;
07/07/2016 16:02:37 . http:r/enrol.vetenrol.com.au/default.aspxzclientid=vt-demo WOW64; Trident/7.0; rv:11.0) like 07/07/2016 16:05:28
Gecko

VETenrol Client Administration v2.0 | User Manual Powered by VETtrak

Details include:

1. Log Filter.
The 'Start' and 'End' fields are used to filter the log by date range. Clicking either field will
display a calendar showing the current month, but it is also possible to manually enter the
desired date using d/m/yy format.
— Leave 'Start' blank to include all available data however old.
— Leave 'End' blank to include all data up to the current date.
— 'Refresh’ is used to apply the current date filter(s).

2. Log entries.
The following information is recorded for each entry (if/when available):
— Start is the date and time when the user arrived at the VETenrol site.
— Name of the user, as entered by the user to begin the registration.
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Referrer (URL used to reach VETenrol)

IP Address assigned to the device used for access.

User Agent provides details on the user's operating system and web browser.
Finish is the date and time when the registration was completed.

3. 'Export' button — Saves the data displayed as an Excel spreadsheet (.xIsx).

Links

This menu option will display various links available for VETenrol that can be added to your
website, or sent to prospective students.

¥ VET

ACTIVITY PROGRAMMES SETTINGS CUSTOM REPORTS LINKS

LINKS

URL
< httpsi//enralvetenrol.com.au/Zclientl D=VT-DEMO&page=calendar.aspx copy
st | https:/enrol.vetenrol.com.au/3client D=VT-DEMO&page=kalendar.aspx copy

https:/fenrol.vetenrol.com.au/?clientl D=VT-DEMO&page=Ccategoryview.aspx copy
https:/fenrol.vetenrol.com.au/?clientl D=VT-DEMO&page=schedule.aspx copy

Search https:/fenrol.vetenrol com.au/?clientid=vT-DEMO&page=search.aspx8altcss=1 copy

Standard Link https:/fenrol.vetenrol com.au/PclientiD=VT-DEMO copy

Useful URL Parameters | https://customer.vettrak.com.au/hc/en-us/articles/219809528-URL-Querystring-Parameters-for VETenrol copy

The key elements are:

o The Title' of each link can be clicked to open itin a new tab.

o 'Copy' places the link on the clipboard so it can be pasted into an email, browser address bar,
etc.

% See also: URL Querystring Parameters on page 258 regarding formulating your own links.
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The following topics are addressed in this section:

Upgrades & Updates . 242
Security & Privacy AdVICe . 242
Troubleshooting .. 243
Customer Experiences A Session Timeout ... ... 243
A particular course is not displaying ... ... 243
Automated notifications are not being received ... . .. 244
Error Report Emails .o 244

For assistance with VETenrol outside the scope of this manual, you may contact VETtrak Pty Ltd
using any of the following methods:

« Telephone: 1800 838 872
o Email: support@vettrak.com.au

o Website: http://www.vettrak.com.au
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Upgrades & Updates

VETtrak Pty Ltd provides periodic updates for the VETenrol product, which can include:

Changes for Compliance;

Utilising newer versions of the Web Enrolment API;

Compatibility with newer versions of VETtrak; and

Improvements, additional features and bug fixes.

Clients of the standard VETenrol product, hosted through VETtrak Pty Ltd, will automatically receive
updates upon release. A fee applies for VETenrol Self-Hosted clients and while they may be notified
of a new release there is no obligation to purchase.

% NOTE: If your VETtrak is not hosted with VETtrak Pty Ltd, it may become necessary to
upgrade it to take advantage of the benefits of new versions of VETenrol. This may also be
necessary for future custom work.

Security & Privacy Advice

We recommend the following practices be adopted in relation to VETenrol to assist in protecting
the security and privacy of your customers:

o Ensure only a limited number of staff know the password to access VETenrol Client
Administration.

« Regularly change your VETenrol Client Administration password.

o Change your VETenrol Client Administration password if a staff member with access leaves
your organisation, regardless of when the next scheduled change will occur.

In addition to the above, we also recommend the following for VETenrol Self-Hosted:

« Install and maintain server-grade anti-virus software on your VETenrol server.

These few practices have been recommended as a courtesy and should not be viewed as an all-
inclusive solution to the security of VETenrol in your organisation.

A warning regarding Returning Participants feature
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Retrieving data from VETtrak to pre-fill the registration form is a great way to speed up the
registration process for your customers, however without password protection it requires only the
customer’s name and date of birth to obtain pre-fill data. This potentially enables another person
to assume the customer’s identity and view sensitive information regarding the customer, such as
home address and contact phone numbers.

Troubleshooting

In the ideal scenario any potential errors or issues, where VETenrol is not performing as expected,
would be encountered during testing. However, it may also occur that a client contacts you
regarding issues during their registration.

This section covers some issues that may be encountered by you or your clients when using
VETenrol and endeavours to provide the most probable solution(s).

Customer Experiences A Session Timeout

Online Registration

You have been directed to this page because your session has expired for
security reasons. This may be because:

* You left your enrolment page unattended for a period of time.
* You bookmarked the enrolment page and have returned.
* The enrolment system has timed-out.

In order to complete your enrolment, you will need to re-visit the original site
from which you were referred and start over.

) eﬂfo/ MANAGED ONLINE ENROLMENT SERVICE

by VETirak COPYRIGHT © 2016

This client issue is straight forward, and is explained within the error message. For security, a client
must complete their registration in the one sitting and in a timely manner.

A particular course is hot displaying

This type of issue can have a number of causes.
In the case of a newly created course, please try the following:

o Double check the course occurrence has been published for online enrolments.
« Close your web browser, including all tabs and windows, then try again.

If the course was displaying previously:
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o Check there are still vacancies for the course.
o Check the enrolment close date has not passed.

é:? See also: Publish for Online Enrolment on page 24

Automated notifications are not being received

If you are not receiving alerts for new registrations:

o Check the email alerts setting is enabled in Client Administration.
« Do you need to update the email address specified for alerts?

« Has your domain changed? If so, you need to notify VETtrak Pty Ltd so the new domain can
be permitted to send mail from our mail server.

é:)} See also: New Registration Alerts on page 188.

If customers are not receiving notifications:

« Have you updated the email address specified for Client Details in the Client Administration
recently?

« Have you tried resending the client their alert notification through the Client Administration?
See Registration Details on page 63.

Error Report Emails

If VETtrak Pty Ltd is not hosting your VETtrak, you may be notified of errors via email occasionally.
The VETenrol system is designed to identify issues when they occur and produce an automated
email so they can be resolved quickly and thus affect a minimal number of your clients.

Any relevant automated emails will be forwarded to you from the support team member on duty.

If this feature has been implemented on your VETenrol Server, you may occasionally receive error
messages via email. These are automated notifications designed to identify issues when they occur
so they can be resolved quickly and thus affect a minimal number of clients.
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Invalid occurrence

This email identifies an issue with a particular occurrence.

This message was sent with High impor tance.

From: VetTrak Error Report Sent:  Wed 30/05/2012 11:32 AM
To:

Cc:

Subject: Error from: Enrolment Portal

Invalid Qccurrence

stacktrace:

data-System. Collections. ListDictionaryInternal

sessiontest=30/05/2012 113146 AM

chientID=vt-demo

URL=http%3a%2f%2fapi dev vetenrol com au®2fVT_API_Enrol asmx
TOKEN="%6257%26-%3e(%227( (46%25114%3c7
clientDetails=VETtrak ClientDetails

proglD=107

occulD=2378

The ProglD and OcculD correspond to the identification numbers found in VETtrak.
This error can be generated due to any of the following:

o The OcculD of a registration link on your organisation’s website has been incorrectly entered.

« There are no more vacancies for the occurrence, but a registration link is still accessible from
your organisation’s website.

o The occurrence has expired, but a link is still available from your organisation’s website.

The operation has timed out

This email is created in response to VETenrol not being able to contact the APl within an acceptable
time frame.

This message was sent with High importance.,

From: VetTrak Error Report Sent:  5un 6/05/2012 7:06 AM
To:

Cc:

Subject: Error from: Online Enrolment

The request was aborted: The operation has timed out.

stacktrace: at VETtrak ApeyEyes_Enrol APIHandshake() in D Devel ' VETtrak\ VETtrak\ApeyEyes_Enrol csdine 716 at
VETwrak._Default Page_Load(Object sender, EventArgs €) in D’ Development VETtrak'\ VETtrak'Default aspx csline 45

data-System. Collections. ListDictionaryInternal

sessiontest=6/05/2012 7:04:47 AM
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This issue may indicate your VETtrak server requires Internet Information Services (lIS) to be
stopped and restarted, or a complete server restart.

Could Not Get Enrolment Key for API

This message was sent with High importance.,

From: VetTrak Error Report Sent: Mon 21/05/2012 11:53 AM
To:

Ce:
Subject: Error from: Online Enrolment

Could not get registration key for APT: Object reference not set to an instance of an object.

stacktrace:

data-System. Collections. ListDictionaryInternal

sessiontest=21/05/2012 11:53:26 AM

This email identifies an issue with the registration key supplied for the VETtrak API. It is almost
always due to the expiry of the enrolment key. Contact OzSoft to renew your licence.
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Appendices

This section contains additional information relating to VETenrol that is unnecessary for day-to-day
operations, but may prove useful on occassion.

The following topics are addressed in this section:

AppendixX 1: Price M 249
Appendix 2: HTML Code .. 253
Appendix 3: IMage ReSOUICeS . e 255
Appendix 4: Special Variables .. . 256
Appendix 5: URL Querystring Parameters .. ... 258
Appendix 6: Creating Website Links ... .. 264
Linking to the Course Selection Screen ... . 264
Linking to @ Specific CoUrSe . 265
LiNKing t0 @an OCCUITeNCe . 265
Linking to the Calendar ... 266
LinKing t0 Category VieW L 267
Linking to the Schedule . 267
LiNKIiNg 10 SearCh L 267
Linking to an Eligibility FOrm . 268
Appendix 7: Linked OCCUITENCES ... e 271
Creating a linked OCCUITeNCe .. L 272
Appendix 8: Deferred Payments . . L 274
Appendix 9: Pay Now - Pending payment follow-ups ... .. ... ... 276
Following up on a registration without a payment ... ... ... ... 276
Appendix 10: Award Verification Service ... . ... 278
Set-up and Requirements for AV S 279
Linking to the Award Verification Service ... . . 281
SO I N S 281
Appendix 11: Adobe Sign Integration ... . ... 282
Appendix 12: VTDOCS INtegration ... 285
Appendix 13: FinPa Integration ... ... 289
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Appendix 14: Ezidebit Integration ... . 291
Appendix 15: VETenrol Web ServiCe ... . 292
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Appendix 1. Price ltems

The Price Items assigned to an occurrence are used by VETenrol to determine:

« If an occurrence offers multiple Enrolment Types; and
« The cost total for each Enrolment Type.

This raises several important questions when it comes to Pricing Iltems and how to set them to
ensure VETenrol will function as intended. As such it is important to understand how Pricing Items
are handled.

% NOTE: Hyphens have a special use for Pricing Item Codes in VETtrak. Do not include
hyphens in the code of a Pricing Item unless you intend for that Pricing Item's value to be
added with another Pricing Item. This is described in further detail in the topics within this
section.

% NOTE: If your organisation has only one Enrolment Type, this topic can be ignored.

Enrolment Types
Most organisations have more than one type of enrolment and potentially different prices.
VETenrol can cater for more complicated requirements through the use of Pricing Items in VETtrak.

Examples of Enrolment Types could be:

o Fee for Service enrolments;
« Concessional enrolments; and
o State or Commonwealth Government Subsidised enrolments.

Even within an Enrolment Type there could still be different pricing items.

Pricing Item Example

If your organisation allows payments by instalments and only the deposit must be paid up front, a
pricing item must be set up for this purpose. For example: if your organisation has a full course fee
of $3300 and a deposit of $300 is required, set up the pricing item as follows:

Pricing Item Description Code Cost

Fee for Service Full cost of the course CF $3300
ice - i d it t

Fee for Service - Pay As Fee for service cost, deposit amoun PAYG $300

You Go only

Similarly a Pricing Item for concessional enrolments could also be created.
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How does VETenrol calculate the total cost for an Enrolment Type?

Each pricing item that has been enabled for the occurrence with a unique code will be identified as
an Enrolment Type. Then for each Enrolment Type, the pricing items with related codes and blank
codes are aggregated to obtain the total cost.

Pricing items are considered related if they include the unique code of another pricing item
followed by a dash and a new code.

Consider the following:

Pricing Item Code Description
Standard - Full Fee FULL Standard course fees.
Course fees discounted for concession card
Concession Holder CNC u IScou I a
holders.
Membership Card Holder DSC Special cost for our members.

The above table contains Pricing Items with unique codes that VETenrol will identify as separate
Enrolment Types. In addition to those course fees, the organisation wants to include some other
minor fees to cover administrative costs and materials provided during the course, but materials
are not charged to members as this is one of the perks of membership.

In this example, minor fees are not to be considered Enrolment Types but instead should be added
to the cost of existing Enrolment Types. Therefore the following Pricing Items are added as related
Pricing Items:

Pricing Item Code Description

Administration Fee Fee for handling registrations and enrolments.
Materials Fee FULL-MAT Standard pricing.

Materials Fee (Concession) CNC-MAT Discount pricing for concession card holders.

Now consider that the following costs have been associated with each of the Pricing Items for the
occurrence:

Pricing Item Cost Pricing Item Cost
Standard - Full Fee $ 75.00 Materials Fee (Concession) $ 10.00
Concession Holder $ 55.00 Administration Fee $9.00
Membership Card Holder $ 70.00 Materials Fee $15.00

VETenrol will calculate the following results:

Enrolment Type Related Pricing Item Code Cost
Standard - Full Fee FULL $ 75.00
Materials Fee FULL-MAT $ 15.00
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Concession holder

Membership Card Holder

Administration Fee

Materials Fee (Concession)
Administration Fee

Administration Fee

$9.00

Total: $ 99.00

CNC $ 55.00

CNC-MAT $10.00
$9.00

Total: $ 74.00

DSC $70.00
$9.00

Total: $ 79.00

How are occurrences with multiple Enrolment Types displayed in VETenrol?
Multiple pricing items are displayed within the Course Details of the Occurrence. The Pricing Iltems
are listed alphabetically and a registration button is provided for each one.

The screenshots below allow comparison of a single and multiple Enrolment Types:

Qualification: {81886) Life Skills Tool Box

Course Details

Registrations Close: 12/12/2013
Cost: $99.00
Vacancies: 10

Location: Adelaide
Classes: View Classes
Units: View Units

Occurrence with a single Enrolment Type (Default)

Configuring Pricing Items in VETtrak

Registrations Close
Vacancies:
Location:
Qualification:
Classes:

Units:

Enrolment Type
Ceoncession Holder

Membership Card Holder

Standard - Full Fee

12/12/2013

a9

Launceston

(81886) Life Skills Tool Box
View Classes

View Units
Cost
$74.00
$79.00
$99.00

Register Now

An occurrence with multiple Enrolment Types

Pricing Items are set in your VETtrak configuration. You can edit your existing Pricing Items or
create new ones for use with VETenrol. The following steps will create a new Pricing Item:

U VETtrok - [Esset Configuration Manager]

[E=E Een =]

reate Manage Record Report Utility Window Help

AC 0 MmE8e =F PR AutnlinCpnTrifs] & &

Filter Options

MG

Datarls @ P s 1 58 Evpip: 3/04/2014 & Mode: Nomal NUM

1. Click the @ icon to open Configuration.

2. Locate and right-click 'Pricing Items'.

3. Select 'Add new pricing item' from the menu.
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U/’ Price Type Wizard
Enter piice lype details.
Enter a price type and an optional code and description. Press Next ko continue

Must have a price type name
Price type Code

ans
price typs is to be included in tuition Fes caleulations

B [ This price type should no longer be used (i is in-active)

J/Desmptiun

m Back | Mext
E=1 L

1

'8

4. Enter a brief name to identify the 'Pricing Item'. This will be used as the name of the
Enrolment Type in VETenrol, if necessary, and should ensure any choices customers must

make will be obvious.

Enter a 'Code' or leave it blank if the cost should be applied to every occurrence.
If your organisation uses the 'Tuition Fee' button in the Occurrence Enrolment Wizard ,

enable this checkbox. Otherwise leave it unchecked.

7. Type in further 'Description’ information regarding the Pricing Item if required. This

description is not shown to customers.
8. Click the 'Next' button.

' Price Type Wizard
Save price type details.
Press Finish ta save the price type informatian,

Press Finish to save entry
or Cancel to exit without saving.

o il

& [

9

9. Click the 'Finish' button.

% NOTE: Existing Pricing Items can be edited in a similar way. Simply expand 'Pricing Items',
then locate and right click the Pricing Item for editing. Then choose 'Edit pricing item..." and

follow-on from Step 4 updating the entries as required.
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Appendix 2. HTML Code

VETenrol Client Administration allows the customisation of some elements which require HTML
code to display as intended. This is typical of fields relating to email notifications and on-screen
error text.

Below is a very limited selection of basic HTML tags that can be used to apply simple formatting to
text:

e <h1></h1> through to <h6></h6>
Heading formatting will be applied to text contained within these elements. H1, 'heading 1', is
the largest heading and H6, 'Heading 6', is the smallest.
For example: <h1>Your Heading Here</h1>
° <p></p>
Paragraph text. Applies standard paragraph formatting.
For example: <p>This will be a paragraph</p><p>This is will be a new paragraph.</p>
o <b></b> or <strong></strong>
Bold formatting will be applied to text contained within these elements.
For example: <p>This will be a paragraph with the word <b>bold</b> in bold text.</p>
¢ <em></em>
Italic formatting will be applied to text contained within these elements.
For example: <p>This will be a paragraph with the word <em>emphasis</em> in italics.</p>
o <br>
Inserts a line break.
For example: <p>This paragraph's next sentence will be on a new line.<br>This is the new
line.</p>
e <imgsrc="url">
Inserts an image.
For example: <img src="http://vetenrol.com.au/img/VETenrol_Logo.png">

e <a href="url"></a>
Defines a hyperlink (a link to another document).
For example: <a href="http://vetenrol.com.au/docs/VETenrol_Brochure.pdf">Product
Brochure</a>
Including the target attribute allows you to specify where to open the linked document.
For example: <a href="http://vetenrol.com.au/docs/VETenrol_Brochure.pdf" target="_
blank">Product Brochure</a> will open in a new browser window or tab.

It is possible to type code directly into fields, particularly when using the tags listed above, but this
method relies on knowledge of HTML code and may prove difficult to produce the desired results.

An easier method for producing a customised result is to copy the existing text/code from the
corresponding System Default and paste it into a WYSIWYG HTML Editor, where the text can be
customised without needing to know any HTML code.
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Once the text has been modified and the required appearance has been achieved, view the source
code in the editor and then copy only the code contained within the <body> and </body> HTML
tags into the appropriate VETenrol Client Administration field and save.

% NOTE: We recommend using a WYSIWYG (What-You-See-Is-What-You-Get) HTML editor,
such as Trellian WebPage or KompoZer. Additionally, comprehensive HTML tutorials can be
found online, such as those at w3schools.
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Appendix 3. Image Resources

The following images are available for your usage:

Nationally Recognised Training logo

C e— Image dimensions
S
—— 134 x 107 pixels
NﬁTION;LLY-RI,COGNISE.D Image URL
https://enrol.vetenrol.com.au/styles/images/NRT.gif
S — Image dimensions
_— 118 x 96 pixels
NHIDM;;L:”::,ZDGNIHD Image URL

https://enrol.vetenrol.com.au/styles/images/NRT.jpg
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Appendix 4: Special Variables

VETenrol stores some commonly used text in special variables for convenience. The use of those
variables in customised HTML code or automated email notifications allows changes to be made to
Settings such as phone number and have those changes carry through without needing to re-edit
code.

Enter the special variable into your code like a place holder and it will be replaced with the
associated text when the HTML is generated.

On-Screen Agreements
The following special variables are only applicable to the custom fields available on the Agreements
screen of the Client Administration Interface.

o *RTOEMAIL*
Your organisation’s email address, as entered in General Settings.
o *RTONAME*
Your organisation’s name, obtained from General Settings.
o *RTOPHONE*
Your organisation’s telephone number, as entered in General Settings.

Email Notifications (Staff & Client)
The Subject line, body and EFT Sections can contain the following special variables:

o *ADDRESS*
Customer’s complete address, as supplied during registration.
o *CLASSESTABLE*
Displays a list of classes for the course.
o *CONTACTDETAILS*
Your organisation’s contact information, as set in General Settings. It is also possible to
access individual address elements for the confirmation email to customers, which may be
useful If you wish to change the order in which the address is presented for the email.
— *RTONUMBER*
— *ADDRESS1* for address line 1.
— *ADDRESS2* for address line 2.
— *CITY*
— *STATE*
— *PCODE*
— *PHONE*
_ *FAX*
— *EMAIL*
« *CONTACTNAME*
The name of your organisation, obtained from General Settings.
o *COST*
Total amount the customer must pay.
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o *DATE*
Current date as at the generation of the email.
o *EFTAccount*
Bank Account Number, obtained from General Settings.
e *EFTAccountName*
Bank Account Name, obtained from General Settings.
o *EFTBSB*
BSB Number for your organisation’s bank account, obtained from General Settings.
o *NAME*
Customer’s full name as supplied by the customer during registration.
o *GIVEN*
The customer's first name only, as supplied during registration.
o *OCCUID*
Occurrence Identification Number, corresponding to the occurrence within VETtrak.
o *OCCUDATE*
The start date for the occurrence.
o *PROGRAMMENAME*
The name of the course as set in VETtrak.
o *RECEIPTNUMBER* or *EFTReference*
A receipt number for reference, composing of the OcculD and a unique sequential number.

% NOTE: These special variables do not apply to the Email Templates feature.
Variables/placeholders available for mail templates can be inserted into the message body
from the drop-down menu in the Mail Template Details section.
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Appendix 5: URL Querystring Parameters

These parameters are added to the end of a VETenrol link to control various style options. The first

parameter must be preceded by a question mark (?) and all subsequent parameters with an
ampersand (&).

For example:

o A URL with one parameter
https://enrol.vetenrol.com.au/?clientID=VT-DEMO

o A URL with three parameters
https://enrol.vetenrol.com.au/?clientID=VT-DEMO&prog|D=13&altCSS=1

The following querystring parameters are applicable to your VETenrol:

ClientID

Indicates which organisation's VETenrol settings should be used. This parameter is required for all
links.

Example: https://enrol.vetenrol.com.au/?clientiID=VT-DEMO

@ The ClientID parameter is not applicable to Self-hosted clients.

altCss
Applies an alternative style sheet (if it exists) changing the site layout.

Example: https://enrol.vetenrol.com.au/?clientiD=VT-DEMO&altCSS=1

uiSettings
Hides various design elements for the site according to the following table:

\
@ Some uiSettings may not work due to branding applied to the VETenrol account. These
parameters are not supported by the Rapid Courses page and registration process

uiSetting Result

-258 -


https://enrol.vetenrol.com.au/?clientID=VT-DEMO
https://enrol.vetenrol.com.au/?clientID=VT-DEMO&progID=13&altCSS=1
https://enrol.vetenrol.com.au/?clientID=VT-DEMO
https://enrol.vetenrol.com.au/?clientID=VT-DEMO&altCSS=1

VETenrol Manual Appendices

1 Hide the company logo

2 Hide the programme list

4 Hide the Contact details

8 Hide the Footer

16 Hide the Navigation Bar

32 Hide the Course description

64 Hide the classes link for occurrences

128 Hide the Units link for occurrences

256 Hide the Vacancies for occurrences

512 Hide the Start Date

1024 Hide the breadcrumbs

2048 Hide the enquiry form

4096 Hide the Cost

8192 Enable the Prior Enrol feature

16384 Hide the Location (also requires OcculD to be specified)
32768 Hide the Start Date (also requires OcculD to be specified)

Adding values together will hide multiple elements:
31 Hides each of the uiSettings 1, 2, 4, 8, and 16.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&uiSettings=1

sap
Show all programmes. Requires either true or false, which is case-sensitive. Overrides the Client
Administration setting.

Example: https://enrol.vetenrol.com.au/?clientiID=VT-DEMO&sap=false

sao
Show all occurrences. Requires either true or false, which is case-sensitive. Overrides the Client
Administration setting.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&progID=13&sao=true

ProgiD
Selects the programme(s) to display. Multiple IDs must be comma separated. Programme IDs are
obtained through the Programmes menu item in the Client Administration.

If you would like to experiment with VETtrak Pty Ltd's demo site, the following progIDs are
applicable:
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progiD Course Name
13 Basic Computers
17 Cert Ill Aged Care
84 Cert Il Open Cut
96 First Aid Training
107 Cert Il Pathology

Example usage:

o Alink with a single programme ID
https://enrol.vetenrol.com.au/?clientID=VT-DEMO&progID=17

o Alink with multiple programme IDs
https://enrol.vetenrol.com.au/?clientID=VT-DEMO&prog|D=13,96

OcculD

Selects an Occurrence to display. Only a single Occurrence can be passed, and it cannot be used
together with progID parameter. Occurrence IDs are obtained from VETtrak, or through the
Programmes menu item in the Client Administration.

Example:_https://enrol.vetenrol.com.au/?clientiD=VT-DEMO&occulD=2078

% NOTE: Our demo occurrences expire regularly, however the link should work until all
vacancies are filled. This is due to the Allow enrolment in expired occurrences setting.

PricelD
Selects the price type to use when registering in a specific occurrence. Price IDs are obtained
through the Programmes menu item in the Client Administration.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&occulD=2078&pricelD=16

% NOTE: Our demo occurrences expire regularly, however the link should work until all
vacancies are filled. This is due to the Allow enrolment in expired occurrences setting.

Group
Indicates if the registration should be for a group booking. Requires any value to be enabled (use
of 1 or true recommended).

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&occulD=3398&group=1
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% NOTE: The occurrence must be published in VETtrak with employers allowed to enrol.

Bypass
Ignores the Close Date, allowing users to register between the Registrations Close date and the
course start date.

Example: https://enrol.vetenrol.com.au/?clientiD=VT-DEMO&bypass=[occuid]

Hidreferralsource

Pass a referral source ID to identify the referral source for the registration. Hidden Referral Source
must be enabled for your VETenrol account, and if this is the case there will be a Referral Source
Summary under Reports where the IDs can be obtained.

Example: https://enrol.vetenrol.com.au/?clientiD=VT-DEMO&hidreferralsource=[id]

page
Redirects to non-standard page.

Page Result
calendar.aspx Opens the basic calendar with the category view.
categoryview.aspx Lists programmes grouped by their VETtrak programme type.

completeregistration.aspx Allow client data collection against an existing VETtrak enrolment. The
elD parameter must also be supplied.

courses.aspx Course list intended for iFrame implementations (also utilised by Rapid
Registrations).

eligibility.aspx Opens an eligibility form (requires additional parameters).

enquiry.aspx Opens the enquiry form.

history.aspx Presents a user's education history, if a match is found in VETtrak.

kalendar.aspx Opens the advanced calendar with the course list.

register.aspx Alternative for registering in individual classes, rather than the default
occurrence level registration.

registerRapid.aspx Invokes the Rapid Registration process. Requires the OcculD parameter.

schedule.aspx Lists courses grouped by location (state/territory).

search.aspx Opens the Search page.

Example: https://enrol.vetenrol.com.au/?clientiID=VT-DEMO&page=calendar.aspx
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% NOTE: The Calendar needs to be activated by VETtrak Pty Ltd.

Rapid
This triggers the rapid registration process for the schedule page.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=schedule.aspx&rapid=1

Limit

This is a Courses page only parameter, meaning the Link must include the page=courses.aspx
parameter. A ProglD is also required.This sets the maximum number of occurrences (instances of
a specific course) to display on the page. Limit requires a number value of 1 or more.

Example: https://enrol.vetenrol.com.au/?clientID=VT-
DEMO&page=courses.aspx&proglD=96&Limit=2

Location

This a Courses page only parameter, meaning the Link must include the page=courses.aspx
parameter. A ProglID is also required. This will restrict the list of occurrences to only those with
matching location text.

Example: https://enrol.vetenrol.com.au/?clientID=VT-
DEMO&page=courses.aspx&proglD=96&Location=Perth

elD
This is an Eligibility Calculator only parameter, meaning the Link must include the page parameter.
The elD requires an Eligibility Form ID.

ID Eligibility Form Name

NSW Smart & Skilled

ACT Skilled Capital

Qld User Choice, Cert 3 Guarantee, Higher Level Skills
South Australia WorkReady

Western Australia Future Skills

Victorian Skills First

OO U1 A WN =

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=eligibility.aspx&elD=1
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yes & no

These parameters are for the Eligibility Calculator only. The link must include page, elD, and
OcculD. Both yes and no parameters require a price ID number (representing the pricing item) to
be used for an Eligibile (yes) or ineligibile (no) outcome.

Example: https://enrol.vetenrol.com.au/?clientID=VT-
DEMO&page=eligibility.aspx&elD=1&occulD=3395&yes=45&no=22

Rapid
This triggers the Rapid Registration process for the Schedule page.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=schedule.aspx&rapid=1

txtGivenName, txtSurname, txtDOB

These parameters can be used to pre-fill the Given Name, Surname and Date of birth fields of the
registration process.

Example: https://enrol.vetenrol.com.au/?clientID=VT-DEMO&txtGivenName=Test&txtSurname=0nly

txtUsername
This parameter can be used to pre-fill the Returning Participant details. The feature must be
enabled, however it is incompatible with the Allow "Easy" returning participant option.

txtClientCode
This parameter can be used to pre-fill the Returning Participant details if the Allow "Easy" returning
participant option is enabled.

évé See also: Personal Step on page 143 regarding the Returning Participant feature.
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Appendix 6: Creating Website Links

Links to VETenrol can be implemented to take customers to the following entry points:

o The course selection screen — This is the default entry point, where customers must first
choose the course they are interested in.

« A specific course — This type of link provides access to all available occurrences for a specific
course.

e An occurrence — This type of link takes the client directly to the first step of the enrolment
process.

o The calendar — An alternative entry point to the course selection screen.
« Search — An alternative entry point to the course selection screen.

« The Eligibility Calculator — An entry point that precedes the course selection screen and can
determine eligibility for specific funding sources.

A combination of the above can be used throughout your organisation’s website if required.

% NOTE: Use of the course and occurrence specific links introduces a higher risk of human
error as those links require manual entry of identification numbers obtained from VETtrak
and then must be closely managed.

é:? ATTENTION: If you (or your web designer) intends to link to VETenrol through an iFrame
or Frameset, please see topic Frameset Embedded on page 134 to enable cross-browser
compatibility.

% See also: URL Querystring Parameters on page 258 regarding additional linking features.

Linking to the Course Selection Screen

This linking method is recommended by VETtrak Pty Ltd as it requires little to no maintenance
once the link has been included on your organisation’s website.

The link is simply the URL to the VETenrol server followed by ?clientID= and your ClientID exactly as
displayed in your Client Administration Settings.

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO
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Linking to a Specific Course

A link to a specific course is most logically included on pages in your organisation’s website which
provide details on a course offered. The enrolment link will then take clients to a list of dates and
locations when the course is occurring.

The link used in this case is the VETenrol URL with your client ID, as per the example in Linking to
the Course Selection Screen then &proglD= and the programme ID for the course appended to the
address. Programme IDs can be obtained through the Client Administration as described in the
topic: Summary Report on page 101.

For example: http://enrol.vetenrol.com.au/?ClientID=VT-DEMO&prog|D=96

Company’s Existing Website

ABC123 Course

m Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut
Izbore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamca laboris F: (03) 6344 9311
nisi ut aliquip ex ea commodo consequat. E info@rtoms.com.au

Qualification
Contact Us Duis aute irure dolor in reprehenderit in voluptate velit esse cillum dolore eu fugiat nulla pariatur.

Excepteur sint occaecat cupidatat non proident, sunt in culpa qui officia deserunt mollit anim id est
laborum.

Requirements
Lorem ipsum dolor sit amet.
Consectetur adipisicing elit.
Sed do eiusmod tempor.

Units.
AAXXX101A  Duis aute irur dolor.

AAYYY102C  In reprehenderit in voluptate. o
AAZZZ103B  Velit esse cillum dolore. VETenrol Register Link
CCAAA201A  Eu fugiat nulla pariatur

Copyright (c) RTO Management Services

Sample of an organisation’s website utilising a specific course link.

% NOTE: A specific course link will continue to function for as long as there is at least one
occurrence available for registration.

Linking to an Occurrence

Links to occurrences could be included on pages in your organisation’s website which provide
details on the course offered and also list the dates and locations.
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The link used is the VETenrol URL with your client ID, as per the example for Linking to the Course
Selection Screen on page 264, then &occulD= and the Occurrence ID for the course instance
appended to the address. Occurrence IDs can be obtained from VETtrak or through the Client
Administration as described in the topic: Summary Report on page 101.

For example: http://enrol.vetenrol.com.au/?ClientID=VT-DEMO&occulD=2618

Company’s Existing Website

3 /5C123 Course

L
I

¥F ¥ETtrak - [Programme Manager]
ﬁﬁ\l& Create Manage Record Report Utiity window Help

C

[CERERT EXAILE A8

Programmes and occurrences

S

2013
October

2013
Nowernber

Decel

=l Basic Computers
25971 30/09/2013-7/110/2015 |

[2593] 16/10/2013-23/10/2013 |

[26161 2i11/20153-9/11/2013 |

| AEolrm6/11/2013-23/11/2013 |
126181 J2/12/2013-9/12/2013

[Nt mfinen Cut

Cert III Intake

Cert III Pathology

Cert ITT in Aged Care

First Aid Training

Sample of an organisation’s website
utilising occurrence links.

OcculD in VETtrak

NOTE: An occurrence specific link works only while that particular occurrence is valid, thus
the link will display an error if there are no more vacancies, or the enrolment close date has

passed. The Client Administration setting, Enable Prior Enrol on page 120, can negate this if
enabled.

Linking to the Calendar

This linking method provides an alternative to the VETenrol Main screen, where courses are
selected.

The link for the basic calendar, which includes the category view, is the URL to the VETenrol server

followed by ?clientID= and your ClientID exactly as displayed in your Client Administration Settings
and then &page=calendar.aspx.

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO&page=calendar.aspx

The link to the advanced calendar, which includes the course list, is the URL to the VETenrol server
followed by ?clientID= and your ClientID and then &page=kalendar.aspx

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO&page=kalendar.aspx
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% See also: URL Querystring Parameters on page 258 for more on linking to the calendar and
Calendar on page 31 regarding the customer experience.

Linking to Category View

This linking method provides an alternative to the Course Selection screen. Featured as part of the
basic calendar, there is also a stand-alone version. The Category View is suitable for those wanting
to show their course offering in groups. Courses are listed based on the programme type assigned
in VETtrak.

The link is the URL to the VETenrol server followed by ?clientID= and your ClientID exactly as
displayed in your Client Administration Settings and then &page=categoryview.aspx.

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO&page=categoryview.aspx

é:? See also: URL Querystring Parameters on page 258 for more on linking to the Category
View page.

Linking to the Schedule

This linking method provides an alternative to the Course Selection screen. Courses are displayed
in a table and grouped by state. It is ideal for those offering multiple courses across different
states.

The link is the URL to the VETenrol server followed by ?clientiD= and your ClientID exactly as
displayed in your Client Administration Settings and then &page=schedule.aspx.

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO&page=schedule.aspx

é:? See also: URL Querystring Parameters on page 258 for more on linking to the Schedule.

Linking to Search

This linking method provides an alternative to the Course Selection screen. Users can search for a
course as well as browse the available courses.
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The link is the URL to the VETenrol server followed by ?clientID= and your ClientID exactly as
displayed in your Client Administration Settings and then &page=search.aspx.

For example: http://enrol.vetenrol.com.au/?clientid=VT-DEMO&page=search.aspx

% See also: URL Querystring Parameters on page 258 for more on linking to the Search page
and Search on page 35 regarding the customer experience.

Linking to an Eligibility Form

This linking method provides an entry point that precedes the Course Selection screen. The
Eligibility Calculator prompts users to complete a series of funding eligibility questions before
registering. The link can be formed so that result appropriate pricing is selected for registering.

@ This is an advanced topic that may include concepts unfamiliar to those new to VETenrol.

é:? See also: Eligibility Builder on page 222 for the simplified method of creating an eligibility
link provided via the admin.

In its most basic state, the link is the URL to the VETenrol server followed by ?clientID= and your
ClientID, then &page=eligibility.aspx and &elD=x. The x must be replaced with a valid eligibility
form ID.

ID Eligibility Form Name

NSW Smart & Skilled

ACT Skilled Capital

Qld User Choice, Cert 3 Guarantee, Higher Level Skills
South Australia WorkReady

Western Australia Future Skills

Victorian Skills First

o Uk~ WN =

The Eligibility Calculator permits the following scenarios:

o Form Only
This is scenario in which the link has only the basic details, as per the above example.
http://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=eligibility.aspx&elD=1

The user can complete the form, but they need to select the programme and occurrence
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themselves. Eligibility Results are recorded with their registration providing the registration is
completed during the same session as the Eligibility form was completed (ie. they complete
the eligibility form and then register straight after).

In this case Eligibility outcome results cannot be used to determine pricing as this
information has not been passed.

« Specific Programme only
In this scenario, the link has the basic details plus &proglD. In this case Eligibility outcome
results cannot be used to determine pricing as this information has not been passed.

The following example identifies the demo Cert lll Retail programme :
http://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=eligibility.aspx&elD=1&progIlD=108

The user completes the form, but must choose an occurrence themselves. They will only be
presented with occurrences for the preselected programme (this would be Cert lll Retail in
the example). The user's Eligibility outcome results are recorded with their registration
providing Eligibility and registration are completed during the same session.

« Specific Occurrence
In this scenario, the link includes the basic details plus &occulD. In this case Eligibility
outcome results cannot be used to determine pricing as this information has not been
passed.

The following example identifies a specific occurrence in the demo Cert Il Retail programme:
http://enrol.vetenrol.com.au/?clientID=VT-DEMO&page=eligibility.aspx&elD=1&occulD=3424

The user completes the form, but must choose an occurrence themselves. They will only be
presented with occurrences for the preselected programme (this would be Cert Ill Retail in
the example). The user's Eligibility outcome results are recorded with their registration
providing Eligibility and registration are completed during the same session.

« Specific Occurrence with result based Pricing Selection.
In this case the link contains all applicable data. It includes the basic details, the occurrence
ID, and the pricing selection for both the eligible and ineligible result. In this case Eligibility
outcome results will determine the correct pricing for the user.

This example is for the demo Cert Il in Aged Care:
http://enrol.vetenrol.com.au/?clientID=VT-
DEMO&page=eligibility.aspx&elD=1&occulD=3427&yes=45&no=22

The yes and no represent which pricing to apply based on the user being eligble for funding
or not eligible. The numbers are pricing IDs for the applicable pricing items (ie. the pricing ID
entered for no would generally be for the full course price).
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% NOTE: To use pricing IDs in your links you must have added multiple Pricing Items to the
published occurrence in VETtrak. The Pricing ID for those items can be seen via the
Summary Report.

é;? See also: URL Querystring Parameters on page 258 for more on linking to the Search page
and Eligibility Calculator on page 36 regarding the user experience.

-270 -



VETenrol Manual Appendices

Appendix 7: Linked Occurrences

% NOTE: The Linked Occurrences feature is NOT related to Linked Enrolments in VETtrak.

Linked Occurrences allows a single occurrence to be tied to multiple additional occurrences so that
when a user registers for the main occurrence, they will be automatically registered for each of the
occurrences that are linked to it.

Key points regarding this feature:

« All occurrences, the main and each linked occurrence, must be published for online
enrolment in VETtrak for the feature to function as expected.

— In cases where it is not desirable for the linked occurrences to accept registrations
themselves, they can be hidden using the List Exclusions feature.

o The user will not know they are being registered into multiple occurrences, so the main
occurrence should make this clear in some way.
— The main occurrence could belong to an aptly named programme, such as "Dual
qual...", "First Aid & CPR Combined Special", or similar.
— Advice can be included in the Description for the programme in VETtrak, if VETenrol is
set to display the Programme Description.
— Advice can also be included in the Description for the main occurrence in VETtrak, if
VETenrol is set to display the Occurrence Description. This is a better option if the
occurrence is part of a programme where not all of the listed occurrences are linked.

o The user will only be charged the price set for the main occurrence, regardless of how many
occurrences are linked to it and what prices have been set for those. Pricing set on a linked
occurrence will be utilised if a user registers directly for that occurrence.

@ Linked Occurrences is applicable to standard registration process for individuals. It is not
intended for use with Rapid Registrations or Group Bookings and should not be attempted
with either of these processes. Additionally, Linked Occurrences are not compatible with
the account setting Post-Payment Push.

@ Linked Occurrences is not enabled by default. This feature is available by request, so please
contact Support if you would like to use it.

When the Linked Occurrences feature is enabled for your account it will be available via
Programmes > Linked Occurrences.
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LINKED OCCURRENCES

Occurrence

The Linked Occurrences screen has two key elements:

o The Occurrence section — used to create, or modify an occurrence.
o The Occurrence list table — for managing existing linked occurrences.

Occurrences in the list table can be:

« Modified by clicking the occurrence ID.
» Assigned occurrences to be linked by clicking the 'Edit’ link.
o Removed from the list by clicking the corresponding 'delete’ link.

% NOTE: The Exclusions List table will not be displayed if there are no exclusions

Creating a linked occurrence

To Create a linked occurrence:

Occurrence |1

Occurrence 1D: | ‘

= - 2. =2

1. Type the 'Occurrence ID' in the field provided. This is the main occurrence.
2. Click the 'Save' button.

The newly created record will be added to the Occurrence List table.

3. Click 'Edit' in the Linked column of the table.
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This will open a new screen for linking occurrences to the original:

Qccurrence
Parent ID: 3572
Occurrence 1D: | 4|
price I0x| x
] =

sz

4. Type the 'Occurrence ID'in the field provided. This is for an occurrence in which users will
be automatically registered when they register in the original occurrence.

Enter the 'Price ID' to identify the pricing to be applied for the automatic registration.
6. Click the 'Save' button.

The newly created record will be added to the Linked list table.
Now that the occurrence has been linked:

o Repeat steps 4 - 6 to link additional occurrences.OR
o Click the 'Back' button to return to Linked Occurrences.

% NOTE: The main occurrence and all occurrences linked to it must be published for online
enrolment in VETtrak. The linked occurrences not intended for direct registration can be
hidden from view using List Exclusions.

% NOTE: The user will not know they are being registered into multiple occurrences, the main
occurrence should make this clear.

é:? See also: List Exclusions on page 84 for details on how occurrences can be hidden.
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Appendix 8: Deferred Payments

Deferred payments allow registrations to be received without payment. The appropriate pricing can
then be determined and the customer emailed to make the payment. This feature may be
applicable to RTOs that want to assess eligibility or membership prior to providing students with a
price.

\
@ This is a feature by request, please contact Support to have this feature enabled for your
VETenrol account. A payment gateway integration is required to use this feature.

% NOTE: Deferred payment applies to all registrations. There will be no payment options
available during the registration process. Relevant payment options that are enabled will
be offered to the student during the Pay Now process.

Payment Details

Payment Status: Deferred Payment

Receipt Number:

Amount: 99.00 Change | Pay Now

iSecure

« The Change link will allow a new payment type to be selected.

Enter iSecure:

o The Pay Now link will open the Email Client dialog so the customer can be emailed from a
template.

é:? See also: Pay Now on page 46 for details on the user experience. Creating a Template on
page 206, and Emailing the client (from a template) on page 65.

Changing pricing

By clicking the Change link for the Payment Details, you can set a price for the customer before
they are requested to pay.

Pricing Details 1
Price Name: | Full Fee A\

Amount: $99.00

2=

1. Select the Price Name from the list. These are the pricing items set in your VETtrak.
2. Click the Save button.
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The registration will be updated with the new cost and the customer can be emailed to make the
payment.
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Appendix 9: Pay Now - Pending payment follow-
ups

Users that have fully entered their registration details, but did not provide their credit details to
properly complete the registration, can be emailed regarding their non-payment.

Requirements for using this feature:

Credit Card payments enabled in your VETenrol.

An email template with the type Pay Now.

A registration with the Payment Status of "Pending Payment", or "Deferred Payment".
The Web Enrolment in VETtrak should not yet have been processed.

Following up on aregistration without a payment

Email the user via the Registrations or Registration Details page, using the [l icon.

Contact Details

The icon is located on the left in the Contact Detail Phone (H):
section. Phone (W): 1800 838 872
Phone (M): ‘ |

e Click the email icon near the customer's email ™* .
address Email: ‘ info@vettrak.com.au | .

Contact Method:

This will open the Email Client where you can select a suitable Pay Now template and send the
email.

The email contains a link that allows the user to complete the final payment step for their
registration.

[=] b s Pay for your course - Message (HTML)

e______________|
File Message @ Tell me what you want to do ) 4 enrol

Wed 16/01/2019 11:28 AM
VS sales@vettrak.com.au Available Courses

Pay for your course

T @
@ This message was sent with High importance,

Dear John Citizen,

Thank you for your recent registration for Basic Computers. You initially opted fo pay by
credit card, but your payment has not been recieved

If you would like to complete your registration you can finallise payment for this course by
clicking this link: Click here to pay

Note that if you no longer wish to pay by credit card you will be given the opportunity to choose a
different methed, if any are available.

[ veTtok

Regards,

Registered Training Organisaton

Sample of possible text from a template. User experience
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When a user pays, the registration record in your Admin will be updated to reflect the changes.

% NOTE: On successful payment, VETtrak will automatically updated with the payment
information providing the Payment Setting Send payment details to VETtrak is enabled.
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Appendix 10: Award Verification Service

The Award Verification Service retrieves certificate and statement of attainment information from

VETtrak. It provides two levels of service, automated and manual.

The automated service provides verification of awards based on QR Codes scanned from a user's

mobile phone or device, which automatically redirects and presents the verification results. In
contrast, the verification can be done manually, but requires the user to navigate to the Award
Verification Service page and enter the required details to verify the award themselves.

The following manual process also depicts the equivalent entry point(s) for the automated process

on the right.

[ veTuok

TOP: The user enters their name and parchment ID, then clicks the
Verify button.

TOP RIGHT: The user's details are compared against the
organisation's VETtrak Database and returns the details of the award
if a match is found.

RIGHT: If there is no match, or the award is not published, an error
is returned to the user.
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Set-up and Requirements for AVS

W Award Wizard

Enter award details.

Select a location. Select the qualification or course from the drop down list. Enter the parchment
number if required. Set the date recorded and the year awarded. Press Mext to continue,

Location Load all | [ Order| Award type

Award reference link

Miscellaneous information  South Australia CQR - Western Australia CQR Description

|PErﬂ1 (PTH) v| |Statemer|t (stat) V|
All Courses [] show courses in list @ Order | | [& Clear
|31886 - Life Skills Tool Box v
Parchment [ JAuto Daterecorded [nfo Date completed [] Completion statement  Info
00306 o [2020 o] (207122020 | pepctabity options
[Jrarchment has been issued to dient Date issued Report to state body
Report to national body (NCVER)
Do not report this award

Open | Browse

Licence number

Cancel Back | Mext |

Expiy cate oo
| i ( V| ] Available for verification

]

In order for VETenrol to successfully
retrieve award details, the Available for

verification checkbox in the VETtrak
Award Wizard must be ticked.

If this checkbox is not ticked, users will be
able to enter the correct credentials to
retrieve the information, but still receive
an error.,

@ Requires VETtrak 20.3

In addition to the requirement for awards to be available for verification, there are some other
considerations for the service:

Automated

o QR Codes

must be incorporated into

existing award reports and self-service

reports.

o Only awards issued with the QR Code
embedded can make use of the
automated service level.

QR Codes for Reports

Manual

o Alink to the AVS page must be added to

your website, or otherwise made
available to users in some way.

o Awards issued in the past can still be

verified, if the award is set to be
available for verification in VETtrak.

Your awards within VETtrak can be updated by completing a Support Report Request, or via Self-
Service Reports Version 1502 (VETtrak version 20.3.0.1 and above), to include a QR Code for the
Award Verification Service.

The QR Code contains the information to automatically verify the award without requiring the user
to enter any details. Users will need a suitable App to read the QR Code on their device.

When creating or editing an existing Self-Service Report, the QR Code for VETenrol is available as a
report element and can be placed onto the report.
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Self-service report

New Sclf-Service Report

v| Oarchived

Name Report description
I z
Report elements Options
o et VETenrol Verified QR Code
- 8 Picture visble [
[&] watermark Image Sze | 0%

[&5] Company Logo

[a] Signature Image

[&Z] NRT Loge

[a=] signature Image 2 (Hidden)
= B QR Code

VETenrol Verified QR Code

Sort By

OName
[SESS

@ Position

From the list of Report elements:

o Expand QR

Code.

[5E]

Position | -+ Default

I

S, Apply changes ‘

[ 3 Reset to default values |

¥ Update Preview [AHighlight selected report element

QUR@| =% @ [M][4] peoe 1or1 [

o Select the VETenrol Verified QR Code element.

Self-service report

Name

MNew self-serve report *

Report description

a

v | [ archived

Report elements
W Text
= M Picture
[a2] Watermark Image
[s=] Company Logo
[&] signature Image
[&2] NRT Logo
[a] Signature Image 2 (Hidden)
- I QR Code
I VErervolVenified QR Code

Sort By

Options
VETenrol Verified QR Code
Visible

Size 100%

Position |[m_ | Bottom left v

Margins

Left  |1.0cm

5]

Bottom |1.0cm

G, Apply changes ‘

D Reset to default values |

() Name (@) Pasition

£ Update Preview Highlight selected report element

From the Options:

Tick the Visible checkbox.

« Click Apply changes.
« Save the report.

Choose a Size and Position suitable for the chosen report.

@ See also: Help Centre article on Creating a Self-Service Report.
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Linking to the Award Verification Service

You can provide a direct link to users from your website.

Example: https://enrol.vetenrol.com.au/VerifyAward?clientiD=VT-DEMO

The Client ID should be changed to match your own VETenrol account Client ID.

Settings

Settings for the Award Verification Service are available from the Admin via the Settings > Award
Verification Settings menu item.

These settings provide control over the content presented to users of the Award Verification
Service.

cert123

1. Heading — The page heading.
2. Blurb — The introductory text for the service.

3. Error Text — The message displayed to users when the details provided by the user do not
match an award.

The system defaults will be used if the settings are left blank.
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Appendix 11: Adobe Sign Integration

VETenrol is compatible with the Adobe Sign service, providing functionality to request signatures
for documents direct from VETenrol Registration Details. VETenrol pre-fills documents for signing
with data collected through the registration process and maintains links to signed documents.
Integration does not impact the VETenrol registration process for customers.

The integration offers the following features:

« Send documents for signing direct from a customer's Registration Details in the VETenrol
Client Admin, where it also becomes possible to obtain:

— Document history, certified by Adobe Sign.
— Signed copies of document(s).
o Sent documents are pre-filled with data captured during the registration process.
o Automated emails, as provided by Adobe Sign, are sent to the Adobe Sign account holder and
to the customer's email address.
o Adobe Sign Summary available from the Report menu of the VETenrol Client Admin, which
identifies outstanding unsigned forms.

Once integrated, Adobe Sign functions are available from the Registration Details screen of
VETenrol. The Adobe Sign section is displayed on the right, near the top of the page, and contains a
list of documents available for signing:

REGISTRATION ID: 83863

print | back

Registration Details Payment Details

Date: 24/05/2016 8:31:18 AM Payment Status:
Programme Name: . Receipt Number:

Occurence ID: 3042 Amount:

Occurrence Date: 6/08/2016 o
Enter iSecure: iSecure
Location: Melbourne _—
Web Enrol ID: 1982
Registration Status
Enrolment Type: Client Registration L
Status: Registration received -

Client Details Approved Date:

Family Name: Send payment details to VETtrak

Given Name: | ‘ Re-create Web Enrolment

Other Names:

Re-send Participant Notification

Preferred Name:

Re-send RTO Notification

Title: Mr
DOB: 24/12/1945
Gender: M

Return Client? No
Client ID:

Echo Sign

‘ Browse... | No file selected. ‘ Send for Signature

Contact Diary’
Phone (M): e

Contact Details

Phone (H):
Phone (W):

« Click the 'Request Signature' button.

You will be prompted to confirm the action:
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Are you sure you want to send the selected document for signing?

[ ok || cancel |

o Click the 'OK' button to proceed. This will send automated emails to the customer
(requesting signature) and to the Adobe Sign account holder (advising a signature has been
requested).

Echo Sign
Browse... | Mo file selected. ‘
2016 VFH Form Pending signature X

o The Echo Sign section will update to display the status of the requested document.
— The 'Pending signature' link will open a PDF of the document history.
— The X icon will delete the request and email the customer advising of the cancellation.

o Once the signature has been obtained the section will update again (upon next visit or
refresh):

Echo Sign
Browse... | Mo file selected. ‘
2016 VFH Form Signed 25/08/2016 X

« A copy of the signed document can be obtained by clicking the form name link.
o The Document History can still be viewed (as a PDF) by clicking the status, 'signed <date>'.

EchoSign pd (SECURED) - Adabe Acrabat Reader DC
Fle £t View Window Help

Home Tools EchoSign.pdf (SECU... ® [ signin

® 8 =Q e N OO [em | R B E P

R fonionecos

Enrolment Form
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@ NOTE: If you wish to enable this service for your VETenrol, please contact Support. You will
need to supply your Adobe Sign API Key and the forms you wish integrated.
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Appendix 12: VTDocs Integration

The VTDocs Integration allows VETenrol to upload any documents submitted as part of the

registration process to the VTDocs database. From then on any documents will appear against the
client's enrolment in VETtrak.

o FieTiak document nking izard ™ There are multiple ways to access the
documents via VETtrak, here is one example:
ce ervoment | ﬂ?ﬂim 18-23/02/2015 [3580] ]
et | psvean | Process the enrolment from Manage web enrolments.
Documents/Fies

Linkstyle Filetype  Name Fiename Desc Lastuser Lastdate  Open Save Emal Edt Del

n.pdf Sundry upload VETtrak, Trakker| 13/02/2018 ([ ] = [ | =] (& ]}

cosaton o VETerolregsiation form Ve, Trather 130272088 | (o] o] [ o[ Search for the client, then right click on the enrolment and choose
xt ‘Sundry upload VETtrak, Trakker| 13/02/2018 |[=++ ] |[= | == ]|~ ] & |}

Edit enrolment.

e Click the button in the bottom right corner of the dialog

box to open the wizard depicted on the left.

The integration is available to clients that host their database withVETtrak Pty Ltd.

Once VTDocs and the VTDocs APl have been enabled by VETtrak Pty Ltd Support for your hosting
account, there are some steps required for action at your end.

Update your licence key

In VETtrak:

e Choose File > Global Preferences.
« Select Registration Key on the left.
« Click Update Key Automatically.

% NOTE: A message saying the key is already up-to-date indicates this step has already been
done.

Create a new user
It is recommended that a new user be created for the purpose of authenticating with VTDocs.

In VETtrak:

o Choose Create > Client from the menus (or press CTRL + F7 on your keyboard).
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V) Client Wizard [z =

Enter client details.

Enter or generate a code for the dient. Enter a surname, given name and division. Optionally add/edit an
employment record to select an employer and position. Press Next to continue. Vf

b Filenotes B Finish

Surname
[aumn

Given name Wher names Singl
Single

| [vpocs ) | Oame

Preferred nami Title Gender, Date of Birth Age

|| ;:.ﬁspedﬁed vl [/ vl:l

ust Notexempt b Division

[ | [ Locatenow = | % [Root division v
Mobile Phone Email Address

Status
Web publish / Privacy

Is & staff member ["External staff member re‘ease signed
Employment Add

S Pri Act Edit Employer Pasition Branch Type Manager Terminate Del

<MNo data to display >

o Enter a Surname, eg. Auth.

« Enter a Given name, eg. VTDocs.

« Select Division (only if required).

« Tick the Is a staff member option.

o Click Next.

| Client Wizard I

Enter security access for client.

Enter security access detalls for the dient. Select which portals the dient has access to. Reset the dient's v
password if required. Press Next to continue.

Basicdetals b Security B Groups b Staffdetails b Notes b Flenotes B Finish

Username

[vTDocsAuth | [Coiscble login
Web portal access

Use  Web portal Role Last login

[] |student Web Portal Never

[] |Trainer web Portal Never

VTDocs Portal VTDocs Portal default role HNever

New password
[mpsstmc new]

[] Email new password to dient

[]5MS new password to dient

[[]start web portal password reset process

o The Username and Password fields will have been pre-filled when the surname was

entered. These can be changed, or you can keep the generated ones.

Make note of the Username and Password, as the password will be hidden once the wizard is
complete. You will need these credentials to login to VTDocs to complete the password
change that is required if User must change password at next login is enforced. This should
be done before entering any credentials into your VETenrol account.

« Tick the VTDocs Portal option for Web portal access. Untick all other options ticked by

default.

« Click the Finish link in the breadcrumbs to skip to the final step.
« Untick Edit personal information for this client, then click Finish.
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Assign the user to the role in the Security
This will provide access to VTDocs.

In VETtrak:

o Choose Manage > Security.

Manager

File Create Manage Report Utility Help

&3 Dashboard & security B

% QI AL HBEGHCR BREE Nwsatmwaes [V @ @

Security - VETtrak 2018 - o]

e

Security Manager

= Application/Role management
= [ aP1vETIak
- [ FieTrak Online
% [ Products APT
#- [ Student Web Portal
- [ Trainer Web Fortal
= [ vertrak
= (& VTDocs Portal
i) Archived roles
=(a"] VTDocs Portal default roke
VTDocs API
- # ) VTDocs Portal
= g [
& (f Waiter
#- % Division management
User management
#- I Session management
-3 Licence utiisation

Close:

User: VETirak Data: sthfbserve Expiny: 31/12/2100 @& Mode: Nomal  Version: 18.1.0.0 NUM SCRL

Savelayout | | Clear layout

« Expand the VTDocs Portal tree.

« Expand the VTDocs Portal default role.
« Right-click Assigned Users and choose Assign users to role.

Select clients

Select at least one client

Assign Users to Role Wizard

Select the desired dients to assign to the role. Press Next to continue.

SH

Selected staff @

|SumamE, v | || ‘ B}
[] Both v

Staff

<Mo data to display>

<No data to display =

Clients inlist : 0

o Add the user with the name VETtrak API to this list.

Create a suitable FileTrak File Type
In VETtrak:

o Choose Manage > Configuration.

« Right-click FileTrak file types and choose Add new file type.
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o Enter the Name.

FileTrak File Type Wizard
Enter file type details.
Enter a name for the file type and an optional code and description. Press Next to continue.
Must have a file type name
Name Code

<1

[ This file type is inactive

Description

o Optionally, enter a Code and a Description.

¢ Click Next and Finish.

This newly created file type needs to be fetched and saved in your VETenrol General Settings, in the

File Type ID field.

% See also: VTDocs API Details on page 107 regarding adding the file type.
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Appendix 13: FinPa Integration

VETenrol is compatible with FinPa LMS, providing an end-to-end solution where registrations are
received, processed and passed to FinPa LMS, potentially allowing participants access within
minutes.

The key steps are to be completed in VETtrak using the FinPa LMS Brands setting in the
Configuration Manager:

frFinPa LMS Brand Configuration Wizard
Conligure integration with FinPa LMS brand
Specify the name, location and authentication details of your FinPa LMS brand's AP, Press Next
to continue.

tust have a FinPa LMS brand name
Brand name

I™ This brand is the default For new FinPa LMS transfers

I Archive this FinPa brand

inPa LMS Brand APT Detail

‘wieb address (eq. http://myfinpaaddress.comjapi/FinPalmsaApi) Test
I Conmestion

Access IO Secret Key

I¥ Send FirPa welcome email ko new LMS users crested From YETtrak inko this brand

|V Limit online learning ko enrolment dates

Cancel | Back Iexk ‘

o Add your brand, and complete the wizard using details as provided by FinPa.
o Once the brand is created, open FinPa/VETtrak course mappings:

VI Undate FinPa Course Mappings Wizard: WSI

Map FinPa courses to VE Ttiak units and qualifications
Press the Lipdate button ko retrieve an updated list of courses from FinPa LMS, Map each applicable FinPa course ko a
VETtrak urit or qualfication. Press Next to continue. W
Ut cours st from Finp Bmssie
Upd |FinPa Code © |FinPa Course Title Status |VETtrak LinitfModule VETtrak Qualfication/Course | Clear =
S612 OFfice Ergonomics Open ~ ==
4395 Alcohol and Other Drug:|Open - B3]
4833 Injury for |Open ~ ==
4753 Warking Safely with Haz| Open =] ==
4509 Privacy Act Induction  |Open ~ ==
4486 Eullying and Harassmenl| Open - B3]
4485 Bullying and Harassmeni| Open =] <]
4476 Equal Emplayment Oppc|Open =] ==
4474 Equal Emplayment Oppc|Open ~ ==
4458 Conflict Resolution Open - B3]
4444 Contractor Induction | Open =] <] =
Cancel | Back | Met | Excel

« Retrieve the course list from FinPa, then map all courses to the appropriate Unit/Module or
Qualification.

Then from the Programme Manager, for each occurrence:

o Complete the Setup Auto Web Enrolment Transfer to FinPa LMS Wizard, accessible by right-
clicking 'Enrolments’ for the occurrence.

— The checkbox 'Automatically send new web enrolments in this occurrence to FinaPa
LMS' must be enabled.

— The appropriate transfer option must also be enabled.

o Complete the Quick Publish Wizette, accessible by right-clicking 'Details’ for the
occurrence. The following checkboxes must be enabled:
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— Publish for LMS integration
— Publish for online enrolment
— Auto-process web reservations.

% NOTE:Occurrences must contain the Units/Module(s), or have the qualification selected,
that were mapped in the configuration.

é{:? See also: Help Centre documentation for detailed information regarding VETtrak's FinPa
integration.
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Appendix 14 Ezidebit Integration

VETenrol does not integrate with Ezidebit, rather there is an integration for VETtrak.

However, VETenrol does have an Ezidebit payment method that can be enabled, which will allow
students to indicate their desire to pay by Ezidebit payment plan. Additionally, VETenrol will collect
a student's preferences in regards to payment frequency.

When a client, who has chosen the EziDebit Payment Plan, is matched and successfully processed
from VETtrak Web Enrolments, you will receive a message similar to the following:

o Click 'Yes'.

Confirm

o Enrelment processed successfully

This enrolee wishes to pay using a payment plan of
5200.00 Fortnightly

Open the Setup Payment Plan wizard now?

The Setup Payment Plan wizard will be opened.

Yes | | Mo
Setup Payment Plan wizard -
Set up payment plan
Select the provider, enter the start date, payment per instalment, instalment frequency and total
payments for the payment plan, Select a merge template for the eDDR email, Press Next to continue.
Payment plan provider
‘Prlmary {Ezidebit) w ‘
Invoice number Tnvoicee Payment plan account status
[ncToosss | [t b T | [eDDR not sent
Start date Payment per instalment  Instalment frequency Total payments
[ v ] [s200.00 | [Fortmighty v] [s2,000.00
Estimated payment plan completion
eDDR email merge template (invoice context)
| v

o Complete the wizard to set up the payment plan. 'Payment per instalment' and 'Instalment
frequency' should be pre-filled based upon the student's selections during registration.

é:? See also: Our Help Centre section on the Ezidebit integration for VETtrak.
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Appendix 15: VETenrol Web Service

VETenrol data can be presented within your website in your preferred format using the Web
Service.

The Web Service is designed for clients that require more complicated functionality for their
website than the standard interfaces allow. The Web Service is intended for clients with an external
web developer that will integrate the needed data and provided the desired styling.

% Visit https://enrol.vetenrol.com.au/resources/VT-DEMO/webservice/index.html for details
on the available functions.
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