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1 Introduction

These Training Notes provide a reference during and following Civica Education’s VET Advanced
training. They cover all of the main sections of the VET module. The VET Manual provides a
comprehensive guide to the software.

During training we will be working with fictitious data and all the exercises contained within this
user guide refer to that data.

The training is designed to review the original VET module training and to allow users the
opportunity to explore functionality and features of the VET module in a bit more depth.

1.1 VET Advanced Training Program

Time Contents
8.45 am Coffee
9.00 am Welcome
Housekeeping
Introductions
9.10 am Logging On
Tool Bars And Side Bars
Introduction to Administration Manager
Staff Details
The VET Module
Terminology and Concepts
Control
System Preferences
VET Parameters
VET Utilities
10.30 am Morning Tea
10.50 am Delivery Planning
Student Profiling
Adding VET students
VET Student Groups
VET Enrolments
VET Student details — Miscellaneous
VET Results
12.30 pm Lunch
1.10 pm Mail Merge
Reporting to the School Curriculum and Standards Authority
Administration Manager
Creating an Ad Hoc Reports
2.40 pm Afternoon Tea
3.00 pm School as RTO/Review
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1.2 Training Outcomes

The aim of this course is to review the outcomes addressed in the original VET Training Program
with particular emphasis on the following:

Add, edit and delete VET parameters

Import Qualification and Competency Data

Create and use Competency Groups

Add enrolling VET Students

Create and use VET Student Groups

Enrolment of students in Qualifications and Competencies

Enter Students’ VET results in bulk

Enter and maintain General and AVETMISS data through VET student details - Miscellaneous
Create and use VET Reports using mail merge

Create export files for the School Curriculum and Standards Authority
Create an Ad Hoc Report

1.3 Logging On

Activity

e Double click on the Integris icon on your desktop
e Type ADMIN into the User Name field

e Pressthe <Tab> key

e Type KEYS into the Password field

School Management Solutions - Integrated Database
£.97.10[14/M.13] Estended Mode

(ﬁ UserMame  [QgwialD
Pazzwaord EEEE

RIN\ C

Datafile Path: CAKEYSINTEGRISIRMDB\TRGDATATINTEGRIS.DF1

) [ qut |

e Click on Login, or press <Enter>

Note: In schools, each user has their own user name and password, which enables access
to particular sections of the software as determined by the school administration.

It is strongly recommended that you change your password regularly.
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1.4 The File Menu

The file menu may be accessed by clicking on File in the top left of your screen.

«r West Coast District High School

R S Password enables the user to change his or her password.
oh - For security purposes, it is recommended that this is done
ange Lzer Crl+LJ
S regularly.
e o Lack e Change User should be used to ensure that each person
L'D”CQ:T;'::MTC - accessing Integris does so under their own user name and with
their personal levels of access.
Change Datafie e Lock Terminal may be used if the user needs to leave his or
] .
Datahase Taok her computer temporarily, does not want to log off and does
Report Destination not want to allow access to anyone else. Unlocking the
Page Setup terminal requires the user to enter his or her password again.
Frint Saved Reports (irom disk) e Report Destination allows the user to choose where to send
Exit any report created in Integris. The options are displayed
y rep g p play
Gateway below.
Report Destination I
Destination |Parameter$| Page sizesl
1001
S [ 0 -
Printer Freview Digk Clipboard Port
1] ® s X
File HTHML Fostecript RTF
Catcel | Ok I
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Activity

Top Toolbar > File

View each of the following items in the File menu

o Password

o Change User

o Lock Terminal

o Report Destination

1.5 Help Contents and Index

Activity

Help > Help Contents and Index

Integris Help

Integris Help

Help iz available for the following installed Integris medules.
Select an area from the list below and click on the "Help’ button.

Help Areas

|nbegriz Adminiztration Manager Help -
Integriz Administration Manager Reports Help
Integriz Behaviour Management Help

|ntegriz Lesson Attendance Help

Inteqriz Lesson Attendance Repart: Help

Integriz Bk Billing Help

Integriz Time Help

Integnz VET Help

[CHep ™7 [ Ciose

Select Integris VET Help
Click Help

The VET Manual will be displayed.

Scroll down to view the Table of Contents

Close the Help window

CIVICAa
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2 Administration Manager

Administration Manager comprising of the General and Admin modules is the basis of the Integris
software. Users of the VET module will need to be aware of particular functions within the

Administration Manager to be able to work effectively in the VET module.

The functions or sections that VET co-ordinators should be familiar with are:

School Details
Student Details
Staff Details
Groups
Parameters

2.1 Staff Details

General > Staff Details

Administration Manager can hold details on staff. The staffing section of the system is Staff Detals

accessed via the Staff Details icon on the General side bar.

i

Activity

General > Staff Details > Add ‘é

Add yourself as a member of staff. Enter the following data, tabbing between the fields.

Title

Initials

Surname *

First Name *

Date of Birth (DDMMYYYY) *

ID Number *

Gender

Staff Code (first 3 letters of your surname + first initial) *

* Indicates the field is a mandatory field.

To add your WACOT number:

Select the UDI tab
Highlight WACOT Number

Click Edit pencil ﬂ
Enter a WACOT number *
Click OK

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 11 of 130
© 2013 Civica Education Pty Ltd




3 The VET Module

The VET module allows users to import essential VET information such as qualifications and units
of competency, and to identify which qualifications and/or units of competency they wish to offer in
a given calendar year. VET students can then be identified and enrolled into appropriate
gualifications and competencies. Recording of VET results may be done individually by student or
in bulk by simultaneously entering results for all students undertaking a selected competency.

The VET module also stores information on employers who are able to take students for work
placement, and maintains a history of every student placement for a given employer. Similarly, a
record of each student’s work placement history is also kept.

A comprehensive set of VET reports will aid the VET coordinator in his or her day-to-day duties,
and enable the transfer of VET data from schools to the School Curriculum and Standards
Authority who are responsible for collecting VET data which meets the AVETMISS (Australian
Vocational and Training Management Information Statistical Standard) requirements.

3.1 VET Terminology and Concepts

Vocational Education has undergone major changes in the past 10 years, and is continuing to
evolve rapidly. While certain aspects of VET are controlled nationally by organisations such as
DEEWR (Department of Education, Employment and Workplace Relations) according to
AVETMISS (Australian Vocational Education and Training Management Information Statistical
Standard), each state will implement VET in secondary schools in slightly different ways, and the
terminology used by each state will vary. It is therefore important that the terminology used in the
VET module is clearly understood by all users.

A Unit of Competency is a unit of study undertaken as part of the study requirements for a
gualification. Competencies can be grouped together to complete the requirements for a
gualification.

A Qualification is the packaging of units of competency that will lead to accreditation — usually a
certificate. A qualification, as referred to in the VET module, is sometimes referred to as a course
by some states and reporting bodies. The Western Australian enrolments data standard, for
example, will refer to a certificate as a qualification, but the code that describes it as a course code.

An RTO is a Registered Training Organisation. AVETMISS requires all RTOs to report their
activity on a regular basis. The VET module is fully AVETMISS compliant in that it will store all the
required data and report as per AVETMISS requirements. Accordingly, each RTO will be
associated with one or more locations.

School as RTO is a secondary school that is an RTO. The VET module has a specific window
where the school registers as an RTO. Having done this, the school will have access to all
certification requirements.

VET students are a sub-set of the school’s students identified by the user. They must be enrolled
in at least one unit of competency and may also undertake Workplace Learning and/or other VET
endorsed programs. There is a specific function in the VET Module to identify VET students from
within the general school population.

An Enrolment is the association of a VET student with a qualification or a unit of competency. A
student can have many qualification enrolments and many competency enrolments at the same
time. In Western Australia, each competency enrolment must be linked to a qualification
enrolment.
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Trade Training Centres are schools which have been given additional funding to provide facilities
that allow students to complete higher level qualifications predominately in the trade areas.

3.2 Using the VET Sidebar

VET

A,

Studentz

Drelivery Planning

N

Employers

Placement

)

¥

Reports

W

Parameters

et

[tilities

N

Students enables users to identify VET students, enrol students in
qualifications and units of competency, enter student’s results, view students’
work placement history and view details of units of competency such as mode
of delivery, the designated Registered Training Organisation (RTO) and the
result.

Delivery Planning is where the qualification and competency offerings are
identified for the selected calendar year, RTOs are defined, and enrolments
monitored.

Employers enables users to list active and inactive employers, add or edit
employer details, view all students placed with a particular employer, and place
students with employers.

Placement allows users to browse through their lists of students and
employers and allocate work placements accordingly. It is possible to locate a
group of students or employers using the appropriate find tools.

Reports allows users to produce a wide range of reports for internal use and
export files for the Curriculum Council.

Parameters is where items appearing in menus elsewhere in the VET module
may be viewed and, in a few instances only, added, edited, deleted and made
active or inactive according to the needs of the school.

Utilities enables users to import AVETMISS data and codes, industry codes,
and qualification and competency data, and to process the Active status of VET
students.

Control allows the Systems Administrator to change some of the default

Cortral system preferences for all those using the VET module. The system
preferences may be tailored to suit a range of a school’s requirements.
C IVI Ca Integris_VET_Advanced_Training_Notes.docx 13-Feb-13
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3.3 VET Checklist

Some VET functions will only need to be set up once in the system. Other VET functions will need
to be set up annually.

Below is a useful checklist for VET coordinators which outline the tasks which will need to be set
up only once in the system, followed by the tasks which will need to be set up annually. Those
items marked with an asterisk are essential.

Setting Up Tasks

e VET>Control: Enter System Preferences *

e VET>Parameters: Edit user defined parameters as required

e VET>Utilities: Import ANZSCO, FOE and Industry Codes, *

e VET>Delivery Planning: Register the school as a Training Provider and/or set up external RTOs
*

Annual Tasks

e VET>Utilities: Import Qualifications, Competencies and the links between them *

e VET>Delivery Planning: Identify the School VET Offerings — qualifications, competencies and
competency groups - for the current year. *

e VET>Students: Add enrolling VET and work experience students *

e VET>Students: Create VET student groups

e VET>Students: Speed edit students’ vocations

e VET>Students>Student Details or Bulk Enrolment: Enrol students in qualifications and/or units
of competency *

e VET>Students>Student Details>Miscellaneous: Enter General and AVETMISS information for
all enrolling VET students *

e VET>Employers: Enter employer details *

e VET>Placements or VET>Employers>Student Placements or VET>Students> Student
Details>Placement Details: Enter work placement details *

e VET>Students>Student Details> Placement Details: Edit students placement attendance details

e VET>Reports>Curriculum Council Reports> VET Enrolments: send VET enrolments to the
School Curriculum and Standards Authority*

e VET>Students: Enter enrolling VET students’ results, dates of completion and, where applicable,
certificate numbers *

e Print Qualification Certificates and Statements of Attainment and Achievement (RTO schools
only)

e VET>Reports>Curriculum Council Reports >VET UoC Results, VET Qualification Achieved

For the purpose of today’s training we will assume that some of the above functions have already
been done so the focus will be on ongoing maintenance of student enrolments, employer details,
student placements, further allocation and resulting of enrolments and some reporting.
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3.4 Control

VET > Control

Clicking the Control sidebar icon will open the menu window with just one option -

&

Cottral

System Preferences. This function will allow the System Administrator to change the default
system preferences for all those using the VET module.

B YET - Control

Instructions
There are a number of icong in
the right hand panel with
descriptive titles showing the
functions available.

@ Spstem Preferences

Pleaze double click on the
required icon to start that
function.

Double clicking System Preferences will open the VET Preferences window.

YET - Preferences

General |

Dizplay WET students with an Inactive status |

Auta enrol students in competencies linked ta a qualification |

Check Madule/UOC exists for the selected qualification during Ird

enralment

Erralment cut-off date active 1 Cut-0ff Date ﬁ'l 31 DEC 2013
ear 12 Enralment cut-off date active 7 Cut-0ff D ate ﬁl A DEC 2013
Allove concument enrolment in a competency at different BT 0= r

Auto offer all linked competencies for a qualification

Allowe temparary competency enrolments

I B A

Open ztudent/emplover windomws in detail mode rather than list

Import Directory IC:\KEYS'\INTEGHISWET IMPORTSA

(=N

LCancel |

Note: At school the Enrolment Cut-Off Dates will be the dates that enrolments are due to
the School Curriculum and Standards Authority and the Import Directory will be
KAKEYS\INTEGRIS\VET IMPORTS\. In 2013 the cut-off date for Year 12 enrolments is the 21

June and, for other years, 16 August,

CIVICAa
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Display VET students with an Inactive status

In VET > Students, the student list will display by default only those students with a VET status of
Active. If Display VET students with an Inactive status is checked then Inactive VET students
will also be visible. It is recommended that this option is not checked.

Auto enrol students in competencies linked to a qualification

The VET module stores the link between a qualification and its competencies, and this data can be
imported using the VET qualification and competency import functions. Thus, when a student is
enrolled in a qualification, it is possible to auto enrol the student in all of the linked competencies
for that qualification. Checking this option enables this functionality. It is recommended that this
option is not checked and that competency groups are used instead.

This option has no effect when bulk enrolling multiple students.

Check Module/UOC exists for the selected qualification during enrolment

Checking this option will prevent users from continuing with a competency enrolment when the
competency is not linked to the qualification(s) the student is enrolled in. It is recommended that
this option is checked.

Enrolment cut-off date active

The Enrolment cut-off date active checkbox will prevent existing enrolments from being deleted,

the RTO code changed or their integrated status being changed after the enrolment cut-off date.
This feature is enabled by DoE and is only managed if the user is logged in via the DoE account.
This date will be changed for each calendar year.

Allow concurrent enrolment in a competency at different RTOs

A student will normally undertake study in a competency at just one RTO, and the system will
prevent you from enrolling a student in the same competency across two different RTOs.
However, there might be cases where a student is legitimately studying at two RTOs for the same
competency. Enabling this function will allow concurrent enrolment in a competency at different
RTOs.

Note: This is NOT enabled for Department of Education (WA) schools.

The default is to have this option switched off, thereby preventing the inadvertent double enrolment
of a student across two RTOs.
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Auto offer all linked competencies for a qualification

Setting up qualification and competency offerings is normally a two-stage process. First set up all
the qualification offerings and then set up all the competency offerings. However, if competencies
are linked to a qualification, it is possible to automatically offer all competencies linked to that
gualification at the time you offer the qualification.

The value specified in the system preferences is a default only. There is the option within the
School VET Offerings window to override the system preference setting. The window option will
initially take on the value of the option in the System Preferences. However, it can be switched on
and off in the offerings window without changing the value in the system preferences. lItis
recommended that this option is checked.

Open Student/Employer windows in detail mode rather than list

Clicking the Student or Employer button on the sidebar will open the Student and Employer list
window by default. A specific student or employer’s details can then be viewed by double clicking
on a record in the list. Enabling the Open Student/Employer windows in detail mode rather than
list will bypass the list window and open the details window instead. It is recommended that this
option is not checked.

It should be noted that this option affects all users. It cannot be set on a user-by-user basis.
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Activity

VET > Control

e Click on Control on the VET sidebar
e Double click on System Preferences

B YET - Control

r Instuctions a
There are a number of icons in

the right hand parelwith
descriptive titles showing the
functions available.

o pster Preferences;

Pleasze double click on the
required icon o start that
function.

e Set the VET preferences for training as displayed below

YET - Preferences

General |

Dizplay WET studentz with an Inactive status o

Auto enrol students in competencies linked to a qualification o

Check Maodule/UOLC exists for the selected qualification during v

enralment

Erralment cut-off date active = Cut-0ff D ate ﬁl 31 DEC 2013
ear 12 Enralment cut-off date active & Cut-0ff O ater ﬁl 3 DEC 2013
Allow concument enrolment in & competency at different BT 0= r

Auta offer all linked competencies far a qualification
Allow temporary competency enrolments

Open student/employer windows in detail mode rather than list

I Y

Import Directony |C:\KEYS'\INTEGHISWET IMPORTSA

Cancel |

Note: At school the Enrolment Cut-Off Dates will be the dates that enrolments are due to
the School Curriculum and Standards Authority and the Import Directory will be
KAKEYS\INTEGRIS\VET IMPORTS\. In 2013 the cut-off date for Year 12 enrolments is the 21

June and, for other years, 16 August,

e Click OK to save
e Close Control
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3.5 VET Parameters

VET > Parameters

&

Paramneters

Information relating to reference data such as Industry areas, ANZSCO codes, Employment
Categories etc. can be maintained from within Parameters. Click on the Parameters icon in the
VET sidebar to see the list of parameters.

|:| VET- Parameters

Instructions

There are a number of icons in
the right hand panel with
dezcriptive tithes showing the
functions available.

Fleaze double click on the
required icon bo start that
function.

=3

& BVETMIGS
& BVETMISS
& BVETMISS
& 2VETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& SVETMISS
& BVETMISS
& BVETMISS
& BVETMISS
& 2VETMISS

-AMZSCO

- Commencing Courze |dentifier

- Delivery Type

- Dizability Type

- Field of E ducation

- Funding Source - Mational

- Funding Source - State Training Authority
- Higheszt School Level Completed

- Labour Force Status

- Dutcome Azsessment

- Prior Educational &chievemnent

- Proficiency in Spoken English

- Qualification Categam

-RTO Type

- Recognition Status

- State

m

There are three types of VET parameters:
1. Pre-populated parameters: These are parameters that are automatically loaded into the
system when it is first installed. They typically include parameters that will be the same across

all schools (e.g. the range of AVETMISS reporting parameters).

2. Imported parameters: These parameters are empty when the system is first installed, but
there are facilities to import them into the system. They include parameters that will need to be

updated on a regular basis such as qualifications and competencies.

3. User-definable parameters: These parameters are not pre-populated, and there is no facility
to import them. They are the parameters that will vary from school to school.

Note: Only User-definable parameters can be added to, edited or deleted.
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3.5.1 Pre-populated Parameters

VET > Parameters

Some parameters have been pre-populated with data, ready for use in schools. These are
required for AVETMISS reporting, and conform to the AVETMISS 6.1 standard (July 2011). For
Department of Education (WA) schools, data will be collected from all schools with VET in
Schools students.

Pre-populated Parameters include

e AVETMISS — Commencing Course ldentifier: Identifies whether the client is enrolling for the
first time in a Training Package qualification or course within the training organisation.

e AVETMISS - Delivery Type: Identifies the type or mode of delivery for a unit of competency or
module enrolment.

e AVETMISS - Disability Type: Identifies the type(s) of disability, impairment or long-term
condition that a client indicates on the enrolment form.

e AVETMISS - Funding Source — National: Identifies the source of the funding for the delivery
of a unit of competency or module enrolment.

e AVETMISS - Funding Source — State Training Authority: Identifies the internal funding
source used to fund delivery of a unit of competency or module enrolment.

e AVETMISS - Highest School Level Completed: Identifies the highest level of school that a
client has completed.

e AVETMISS - Labour Force Status: Describes a client's employment status.

e AVETMISS - Outcome Assessment: ldentifies the result or outcome of a client’s enrolment in
a unit of competency or module.

e AVETMISS - Prior Educational Achievement: Identifies the type of prior educational
achievement successfully completed by a client.

e AVETMISS - Proficiency in Spoken English: Is used to assess the English-speaking ability
of people who speak a language other than English.

e AVETMISS - Qualification Category: Identifies the category of the recognised qualification
awarded to an individual on successful completion of a qualification or course.

e AVETMISS - RTO Type: Identifies the type of training organisation.

e AVETMISS - Recognition Status: Distinguishes a qualification or course by its level of
recognition within the VET sector.

e AVETMISS - State: ldentifies the State or Territory of the physical location of a training
organisation.

e AVETMISS - Study Reason Identifier: Identifies the client’s main reason for study.
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e Delivery Type Site: ldentifies what type of organisation is delivering the VET course

i
& me|ad| e

1]

Code Description Active Locked
TTC Trade Training Centre YES YES ;I
EXT EXTERMAL RTO TES MO

SCH SCHOoaL YES MO

-l

W Only show active enties 0 recaord(z] have been hidden

Total Active Parameters |3
Cloze: |

e Trade Training Centre Name: Identifies the name of the Trade Training Centre. This is a
mandatory field once the Trade Training Centre is selected from the Delivery Site Type

menu.

x

=R AT ==

Code Drescription Active Locked
TTCO Broome TTC YES HO -
TTCOZ Girawheen TTC YES YES
TTCO3 John Forrest TTC YES YES
TTCO4 Rutherford TTC TES wES
TTCOG Martham TTC TES wES
TTCOR Armadale TTC YES YES
TTCO7 Ballajura TTC TES YES
TTCODZ Chiristrnas Island TTC YES YES
TTCO9 Callie TTC TES wES
TTC10 Ezperance TTC YES YES
TTCI b arjirmup TTC YES YES
TTC12 Momabooka Hozpitality TTC YES YES
TTC13 Hampton Morley Automative TTC TES YES
TTC14 bt Barker TTC TES wES
TT1R Sevennaks TTI YES IYFF;_pILI
1

W Orly show active enties 0 record(z) have been hidden

Total Active Parameters ISB
Claze |
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e Trade Training Centre Site: ldentifies the Site that is linked to the Trade Training Centre
Name

zl

A==
Code Trade Training Centre Site Trade Training Centre Active | Locked
SITE2T  Central Midlands SHS Central Midlands TTC YES IYES ;I
SITE22 Geraldton 5C Geraldton Regional TTC YES iYES
SITEZ3  iKentSESHS Curtin TTC YES YES
SITE24  Leeming SHS Leeming Automotive TTC YES iYES
SITE2S  :Pinjarra SHS Fimjarra #okelup TTC YES iYES
SITEZE  :South Fremantle SHS Fremantle Martime TTC YES IYES
SITEZY Wi College of Ag (Denmark] Denmark Community Regional TiYES  (YES
SITE28  wih College of Ag [Marragin] Marrogin District TTC YES iYES
SITE30 Ewxmouth DHS Gascopne TTC YES ivES
SITE31  Hedland SHS Filbara TTC TES vES
SITE3Z St Luke's Catholic College Filbara TTC YES ivES
SITE33  Mewman SHS MWewman TTC YES IYES
SITE34  Morth Albary SHS Albany Regional Health TTC (YES  iYES
SITE3E (Eaton CC Bunbumy Regional TTC YES MO
SITE3?  iBunbury Cathedral Grammar [Ind.) Bunbury Regional TTC YES iYES
SITE3Z  wWalA Cunderdin East Avon Trade Training CentrévES  iYES
SI]’EBS WnCh Morawa Morawa Fegional Trade TrainingvYES | YES 'I
4 3

[V Only shaw active entries 2 recaord(z] have been hidden Total Active Parameters |3?

Lloze |

Delivery Type Site, Trade Training Centre Name and Trade Training Centre Site are new
parameters that are different from RTO Arrangement.

e RTO Arrangement: Linked to the funding source of the student enrolment. Types of
arrangements are displayed below.
|:| RTO Arrangement @
= Er €& | =
Diefault entry:
Code Description Active Laocked
0 Outzourced - Profile Hours YES YES -
1 School Auspicing with a Registered Training Organizati: YES YES
2 School az Begistered Training Drganisation YES YES
3 Outsourced - Fee for Service YES YES
4 Metwark School Arrangerment YES YES
4 n 3
Only showe active entriez 0 record(z) have been hidden Total Active Parameters |5
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Note: Network Schools Arrangement refers to schools that share resources to deliver
gualifications at a host school site.

e Student Traineeship: distinguishes between School Based Traineeship, Aboriginal
School Based Traineeship, School Based Apprenticeship and Pre-Apprenticeship in
Schools.

e Vocation/Job Type: is a description of the type of work a student may be interested in.
Examples include Retail Assistant, Automotive Mechanic, Child Care and Office Duties. Each
employer can be linked to multiple job types representing the type of jobs available at that
employer for work placement. Students can be assigned up to two preferred job types, and the
system will then try to match employers with certain job types to students with those preferred
job types.

3.5.2 Imported Parameters

These parameters contain high volumes of data that may change from time to time. The VET
module import routines allow this data to be maintained by periodically importing the data into the
VET module. The user selects the appropriate import function from the Utility sidebar option and
then selects the appropriate comma delimited file for import.

The parameters that can be imported are

e AVETMISS - ANZSCO (Australian and New Zealand Standard Classification of
Occupations): Identifies the type of occupation that may be expected for those undertaking a
program of study. This information is used to profile VET delivery at state and national levels.

e AVETMISS - Field of Education: Identifies the education category for a unit of competency or
module.

e Industry Codes: The standard industry codes.

e Qualifications: The full set of qualifications available to the system. The school will create a
subset of this parameter list as the qualification offerings for any given year.

e Competencies: All competencies available to the system. Schools will create a subset of
competencies on offer in any one year.

e Links between Qualifications and Competencies: The VET module allows the user to link
Quialifications and Competencies to ensure that students are only enrolled in recognised
competencies for a qualification.

Note: None of the above parameters can be added to, edited or deleted.

3.5.3 Qualification and Competency Parameters

The Qualifications and Competencies parameter windows are the only non-standard parameter
windows used in the VET module. Below is a detailed description of the Qualifications parameter
window. The Competencies window operates in exactly the same manner although the fields
contained within the window are different.
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Qualifications

VET > Parameters > Qualifications

VET - Qualifications

o | - B Ea
[ Code Diezcription Hours [VET | i ke ANZSCO [ /Cat|  FOE | (R/Status|Industs
BSB10101 | Cetificate | in Business 1500 % |30APR 2006 (531111 |524 (0809 1 BU =
BSB20101 | Cedificate || in Buziness A5 |30APR 2006 (531111 |521 (0803 1 BU|=
CUF20301 | Certificate |l in Sereen 22 M |20DEC 2005 5393312 |51 1007 1 AE
CUF20501 | Certificate |l in Broadcasting [television) 2000 % |30 MAY 2004 1533312 |52 1007 1 AE
CUST00T | Certific-ate | in Music Industry [Foundation] 231 % | 31JaN 2004 (399516 524 1001 (11 AE
CUS20101 | Ceificate || in tusic Industiy [Foundation) 27300 [31JaN 2004 (399516 |51 10 (1 AF
THHZ1802 | Cedificate || in Hospitality [Operationz] 1700 & [ 31JaN 2005 (431000 |52 (1101 i HT
51403 Certificate | in School Apprenticeship Link Pilot-Fc| 370 Y |28 FEB 2010 (851293 (524 |120893 |12 HT
CUY30303 | Cedificate |1 in Design Fundamentalz 4400 v | 30AUG 2006 (211400 | 514 1005 M AE
390420L0 | Cedificate || in Applied Language 2400 % [30JUM 2010 |GEM13  |521 1201 12 ST
390430LD0 | Ceificate |1 in &pplied Language 4300 v |[30JUM 2010 |GEM20 |514 (0915 12 5T
BCF10100 | Cerifizate | in Construction [OF-Site) 1800 % |31DEC 2004 821111 |524 (0403 1 ED
BCG10103 | Certificate | in General Construction 212 Y [ 30MOY 2006 8211171 524 |0403 M BD
CHCA0M0Z2 | Cerificate | inwark Preparation 950 % |31 DEC 2007 (561993 (524 1205 1 SP
CHC2MM02 | Certificate || in Community Services Support Work) 285 Y |31 DEC 2005 (423000 | 521 0333 11 CH
CHC20202 | Certificate || in Community Services Work 278 Y |31 DEC 2005 (423000 | 521 1205 11 SP
CHC30M02 | Ceificate |1 in syged Care YW ork, 4600 v |31 DEC 2005 423111 |514 (0905 M CH
CHC30402 | Certificate |1 in Children's Services BE0) % |31 DEC 2005 421111 |514 (0405 1 CH
CUS302070 | Certificate Il in Music Industry [Technical Produc | 535 % | 31.JAN 2004 (393576 (514 [1007 1 AE
CUS40101 | Cetificate Y in Music 300 % [31JAN 2004 (399516 |511 (1000l (11 AE
CL40303 | Cedificate Y in Design 3B [30AUG 2006 211400 511 1005 M AE
LY e W M} [ T Py W PNy [ g - = . v An Anm nEE T ASd A4 0T Cod [ laal 44 -
4 T 3

Total Qualifications 3m Only show active enties 416 recard(s) have been hidden

Qualifications Toolbar

Go to the VET offerings window.

-

Print the selected Qualification records.

Print All the Qualification records.

The information shown within this window represents:

Qualification Code
Qualification Description
Supervised Hours

Vet Flag (Yes or No)

Expiry Date

ANZSCO Code

Qualification Category Identifier
Field Of Education Identifier
Recognition Status

Industry Area
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VET Offerings

The Qualification parameter window has an additional button @| in the toolbar that takes the
user to the VET Offerings window. This window enables the user to define the VET offerings
(qualifications, competencies and competency groups) for a calendar year.

Printing Qualifications Parameters

Users have the options to print all or some of the qualifications.

To print all the qualifications:

Click on Print All -
Click Yes

Select a report destination

Click OK

Enter a report header or leave the default header in the Report Header window

Heport Header

Flease enter a header for the report.....

|47 Qualifications

e Click OK

To print selected qualifications:

e Highlight the qualifications to be printed (use <Ctrl> to select individual records, and/or drag
the cursor down a list of records to select them)

Click Print Selected =

[ ]

e Select a report destination

e Click OK

e Enter a report header or leave the default header in the Report Header window

e Click OK
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Competencies

VET > Parameters > Competencies

VET - Competencies
~ |28
Code Description C/MIWET lilep'_tlrgl SSCPI-TrUsl SUCPI-TrUsl F"Elgnm Active | Locked | Ewpiry Date | Grouping
AURT21 70| Service bicycle mechanical braking systems C |YES 12 0 0 0| 030803 “ES | YES
AURTE165 | Remove, repair and refit bicycle tures C [YES g ] 0 0| 030803 YES | WES
AUR18265¢| Remove / refit and adjust bicycle wheels C |YES g 0 0 0| 030803 “ES | YES
AURTSETE: | Test, service and replace battery C [YES 12 ] I 0| 030803 YES | WES
AURTOZ78:| Use and maintain workplace tools and equipment | C | MO 18 0 0 0| 030719 YES | YES
BCG1000& | Carry out interactive workplace communication C |YES 16 i] 0 0| 120805 YES | YES
BCG100124 | Carry out OHES requirements C |YES 32 0 0 0| 081301 YES | YES
BCG10028 | Plan and organise wark C |YES 16 i] 0 0| 120805 YES | YES
BCG10034 | Read and interprat plans C [YES 32 il I 0| 030703 YES | WES
BCG10042 | Carry out measurements and caloulations C |YES 16 i] 0 ol 01m| YeES | YES
BCG10054 | Use hand and power tools C [YES a0 ] 0 0| 030717 YES | WES
BCG10062 | Uze small plant and equipment C |YES 12 i] 0 0| 030717 YES | YES
BCG10074 | Erect and dizmantle restricted height scaffolding C [YES 16 ] 0 0| 040301 YES | WES
BCG10088 | Uze simple leveling devices C |YES g 0 0 0| 030719 YES | YES
BCG10114 | Handle corstruction materialz and safely dispose | C | YES g ] 0 0| 040301 YES | WES
BSAEMT30| Provide information & advice regarding the produc| C | YES 15 0 0 0| 00501 YES | YES
BSAFIMNE02| Monitar cash contral for accounting purposes C|HO 20 ] 0 0| 08amom| YES | WES
BSATECZ20| Operate a computer to produce simple documents| C | YES 13 0 0 0| 080905 “ES | YES
BSBADM3C| Produce bexts from audio transcription C |YES a0 ] I 0| 0809 YES | WES
BSBADM3C| Create and use databazes C |YES 20 0 0 0| 080905 “ES | YES
BSBADMIC| Create electronic presentations C |YES 20 i] 0 0| 08030 Y'ES | YES
BSBCMMNIL| Prepare far wark C [YES 30 il I 0| 120805 <YES | WES
BSBCMMNIC| Complete daily wark activities C |YES 20 i] 0 0| 120805 YES | YES
BSBCMNTC| Apply basic communication skills C |YES 40 0 0 0| 120805 YES | YES
BSBCMMIL| Plan skils development C [YES 20 i 0 0| 080305 <YES | WES
BSBCMMIC| Use buziness equipment C [YES 20 ] 0 0| 080901 YES | WES
BSBCMMNIC| Follow workplace safety procedures C |YES 10 0 0 0| 0B1301 YES | YES

The Competencies parameter window operates in the same manner as the Qualifications

window.

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 26 of 130

© 2013 Civica Education Pty Ltd



3.5.4 Editing User-definable Parameters

Activity

VET > Parameters > Employer Correspondence Type

e Click Modify/Add Parameters @

e Enter the Employer Insurance Letter as shown below

] Emplayer Correspandence Type @
& & mW e &
Code Description Active Locked
EMPEVAL Emplayer Ewvaluation YES YES i
EMPCOMNT Employer Placement Continwation Letter TES YES
EMPSTART Emplayer Placement Start Letter TES YES
EMPAGRMMT Employer Work Placement Agreement YES YES
EMFINS Employer Insurance Letter YES MO
4 n o 3
Only show active entriez 0 record(z) have been hidden Total Active Parameters |5

Cloze

e Click OK

e Highlight Employer Insurance Letter and click Toggle Locked Status .
e Click Close
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VET > Parameters > Student Correspondence Type

e Add and lock Parent Insurance Letter

[ Student Correspondence Type =

e T
Code Dezcription Active Locked
STUROLES Student Agreement - Roles and Responsibilities YES YES -
STUEWAL Student Evaluation YES YES
STUFDBALK. Student Feedback Questionnaire YES YES
STUFDBACKF Student Feedback Farm YES YES
STUDMOTM Student Motification of Placement YES YES
STUSWLEWM Student S'w/L Evaluation YES YES
STUCOMGRAT i Student S\WL Congratulations YES YES
STUSORRY Student SWWL Application - Unsuccessful YES YES
SwilLAGREE Student Wwork Placement Agreement YES YES £
COMPCERT Completed Certificates YES YES
ACADREC Academic Record YES YES
COMPQLAL Completed Qualifications YES YES
UMCOMPOUAL i Un Completed Qualifications YES YES
FPaRINS Parert Insurance Letter YES YES s
] 1 3

Only zhow active enties 0 record(z) have been hidden Total &ctive Parameters |17
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3.6 VET Utilities

3.6.1 Downloading the School Curriculum and Standards Authority VET

Import files

¥

Utilities

The School Curriculum and Standards Authority import files are imported into the VET module
through Utilities. These import files are available from the School Curriculum and Standards

Authority at

http://www.curriculum.wa.edu.au/internet/Senior Secondary/Vocational Education and Training/

VETInfo All Schools/

To download the School Curriculum and Standards Authority import files

e Right click on the csv file you wish to import and select Save Target As ...

2012 VET module downloads

The following VET information files are available for download to enable SIS VET and

the information.

Important:

SIS Schools only: To save the files to disk, 'right-click' on them and select 'Say

MAZE Schools only: To save files to disk, Open text file then go to "file > save

file to your desired location.

Reload files
Modules File names
Qualifications Qualn
Competencies Competency
Links (linking Qualification and Competency) Links

Open Link

Open Link in New Tab
Open Link in New Window
Save Target As...

Print Target

Show Picture
Save Picture As...
E-mail Picture...
Print Picture...

Go to My Pictures
Set as Background

Cut

Copy
Copy Shortcut
Paste
Text files CSV i Add to Favorites...
3 Properties
) = 04/02/2013
C) = 04/02/2013

e Navigate to the folder where you wish to save the file — K\keys\Integris\VET Imports is

recommended

e Click Save

Confirm Save As

I, qualn.C5V already exists.
&= Do you want to replace it?

e Click Yes
e Repeat for each file you need to download
e Goto VET > Utilities to import the new files
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[ VET - Utilities =]

r Instructions
There are a number of icons in ﬁ Irpart AVETMISS - ANZSCO Data i

the right hand panel with ﬁ Irmport AVETHISS - Field of E ducation
dezcriptive titles showing the I t Inclust Cod
functions available. ﬁ fport Industy odes

ﬁ Import Qualification and Competency Data

ﬁ Process WET Students &ctive Status

Pleaze double click on the
required icon to start that
function.

IMPORTANT
Importing AVETMISS ANZSCO, Field of Education and Industry Codes

is only carried out for the initial setup or if otherwise advised by VET in
schools.

3.6.2 Importing Qualification and Competency Data

VET > Utilities > Import Qualification and Competency Data

Selecting Import Qualification and Competency Data will give the user the option to import
gualification and competency information together with the links between qualifications and
competencies. Qualifications, competencies and their links can be imported at the same time, or
individually. However, importing the link data without all the appropriate qualification and
competency data will result in a large number of errors written to the error log.

¥ET - Qualification & Competency ImporE

Select import items

v Competencies

v Links Bebween Qualfications and Competencies

Import | Cancel |

If the user clicks Cancel, the import is aborted and the user returned to the qualification and
competency import window. If the user selects Import, he or she will be given the option to
choose the appropriate folder and the Select button begins the import.

Folders
CAREYSUMTEGRISWET IMPORTS
[== N :I
3 REYS
2 INTEGRIS
LR ET IMPORTS

| -
Drives
= Ch =
Select | Cancel |
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Note: At school the default pathway will be K:\keys\Integris\VET Imports. Users may
choose to navigate to another location if required.

The processing order is qualifications, then competencies, and then the links between them.
When the import starts, the following progress bar will appear:

Imparting Qualification [nfarmation. Please wait..

Once the data has been imported, VET — Qualification and Competency Import window will need to
be closed.

Note: Qualification, Competency and Links files are updated regularly. School will need to
check the School Curriculum and Standards Authority website to ensure that they have the
latest import files.
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Activity

VET > Utilities

Importing Qualification and Competency Data

e Double click on Import Qualifications and Competency Data
e Ensure that each tick box has been selected and click Import

¥ET - Qualification & Competency In

Select import iters :

W Competencies

W Links Between Qualifications and Competencies

Impart | Cancel |

e Navigate to C\keys\Integris\VET Imports

Note: At school the pathway would be K\keys\Integris\VET Imports

Select a folder

Folders
CAKEYSMMTEGRISYWET IMPORTSY
=LA ;I
A KEYS
3 INTEGRIS
EFVET IMPORTS

[~
Drives
= L i
Select | Cancel |
e Click Select
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3.7 Delivery Planning

VET > Delivery Planning

Delivery planning is the process whereby the qualification and competency offerings are defined
for the selected calendar year, Registered Training Organisations (RTOs) are defined and

enrolments monitored.

Clicking the Delivery Planning icon on the sidebar will open the delivery planning options window:

W YET - Delivery Planning

B

r Instructions
There are a number of icons in
the right hand panelwith
dezcriptive titles showing the
functions available.

Pleaze double click on the
required icom to start that
function.

@ Register School as a Training Organisation
g School VET Enrolments

$ School VET Diferings

@ Setup Extemnal RTOs

@ Set up Submitting Authority

3.7.1 Set up External RTOs

VET > Delivery Planning > Set up External RTOs

=

The VET module has the facility to store information about external training organisations that
deliver training on behalf of the school, or audit the school’s training in an auspice arrangement.
An external training organisation can be an independent body or another school. The external
training organisation data is used to link a student competency enrolment with a training
organisation. This is a mandatory national reporting requirement.

Wl YET - Delivery Planning

Instructions
There are a number of icons in
the: right hand panel with
descriptive titles showing the
functions available.

Pleaze double click on the
required icon to start that
function.

@ Fieqister Schoaol a3 a Training Organization
@ School VET Enrolments

# School VET Dfferings
@ 5 et up Euternal BT 03
@ Set up Subritting Authority

To open the Set-up External RTOs window, double click on Set-up External RTOs in VET —

Delivery Planning.
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Adding a new RTO

To add a new RTO, click the Add ﬁ in the toolbar. This will enable data entry to the fields in

Registered Training Organisation Details and grey out the Location list.

¥ET - Setup External RTOs

| 7w |E)

r~ Registered Training Organization D etails

o I [V fofive  Physical Address |Postal Addressl
I arne: I

Shart M amne | .

Contact Name | 2::888 Lfne 1

Telephone I ress Line 2 |

= I Suburb |

Mabile Postoode I—
Ericil I State | ;I
Type I ;I

The user may enter the data in this window and then click the OK or Cancel.
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Activity

VET > Delivery Planning > Set-up External RTOs

e Click Add @
e Enter the information shown below, use <Tab> to move between fields

¥ET - Setup External RTOs

| F T E|
r Begistered Training Organisation Details
Code |345B [V Active  Physical Address |Postal Address |
Hame |5 outh Metropolitan outh Link
Short Mame ISMYL
Cantact Name |Ian T Address Line 1 |25 Yictoria Sheet
Address Line 2 |
Telephone |S458 1234
Fau I Suburb |FF|EMANTLE
Mokile (0407 587 987 Fostcads [6160
Stat i -
Email I ate |W’estern Auztralia =1
Type IEducatiothraining business or centre: Privatel... ;I
r Locations
[ Location Mame Suburb Postcode| State Statistical &rea

-
»
Cancel |

e Click OK and Close
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3.7.2 School VET Offerings

VET > Delivery Planning > School VET Offerings

Each school will only offer a small subset of all qualifications and competencies available through
VET. Every year schools will select those qualifications and competencies they will be offering.
Students can only be enrolled in those qualifications and competencies on offer in a particular
calendar year.

The School VET Offerings window in Delivery Planning provides the facility to select the
qualifications and competencies on offer for a specific calendar year.

School VET Offerings Toolbar

¥ET - School Dfferings

ms S|/ H@BRe|SE
23 - The current calendar year

Edit: Allows the user to edit the Offerings window

Qualifications: A list of qualifications and qualification offerings

Competencies: A list of competencies and competency offerings

Competency Groups: Create Competency Groups

Print Selected: Prints the selected items to a standard report

S EEEOE

Print All: Prints all the records in the list to a standard report

Qualification Offerings

VET > Delivery Planning > School VET Offerings > Qualifications

Hualifications HOT offered | ET Hualifications OM offer
Code Description Sup Code Dezcription
AURTOTEY ( Certificate | in Automative = BSAT0197  iCertificate | in Business [Office Skillz]

AUR21799 :Certificate | in Automotive [Mechanical - Wehicld
BCG 10138 : Certificate | in Construction

BCG 20138 : Certificate Il in General Construction

BSAZ0197 iCertificate || in Buginess [Dffice Administration)
BSBI0101 ;Cerificate | in Buziness _»l
BSB20101 i Certificate Il in Business

CHC20193 :Certificate Il in Community Services (dged Care)
CHC20393 : Certificate | in Community Services (Children's 5

CHC20493 :Certificate || in Community Services [Community H |
CLENEMT i arkifie aba | in Brasde sckina (T slawizinn]

The window will default to the current calendar year and will display two lists — Qualifications NOT
offered, and Qualifications ON offer. The latter list will initially be empty, and the former will
contain all the qualifications that appear in the Qualifications parameter window.

—»ll To place a qualification on offer, the user clicks the edit pencil in the top toolbar and then
selects a qualification or qualifications in the left hand pane and clicks the Move Right button. The
qualification/s will be removed from the Qualifications NOT offered list and will appear in the
Qualifications ON Offer list.
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] The qualification can be moved back to the Qualifications NOT Offered list by selecting it
and clicking the Move Left button.

o . . . e
J The Filter List button assists users to locate qualifications by code or by name.

VET - Filter List

Select Filters

Code

Mame

—
[—

Apply Eilker I

LCancel |

Competency Offerings

VET > Delivery Planning > School VET Offerings > Competencies

Clicking the Competencies button

|

in the toolbar will switch to the Competencies view. The
operation of this view is identical to that for the qualifications view. All the columns in every list can
be resized at will, and the user has the ability to scroll left and right across the list to see additional

fields.

Competencies NOT offered | 10853 &= Competencies OM offer | 163
Code Drezcription C/ Code Description CA| WET | Cen S/Hre | Cenld/Hre | Local 541
00434 Exploring employment and education options ﬂ 1041011294 :0perate a word processing application C  ivES 30 0 0 ;I
00445 Communication 1 1CaUT1304 iOperate a spreadshest application C  iYES i30 0 0
00446 M aths for life 1 IC&UTTHA iOperate a database application C  iYES i35 0 0
0447 Perzonal development 1 ICAJTITHE i0perate a database application C ivES i35 0 0
nn44a Technology 1 ICAIJ1132E :0perate a presentation package C  :vES 25 0 0
00449 Program support 1 ICAIJ1133E 1Send and retrieve information using web browssi C - (YES :20 0 0
00450 Community participation 1 ICAUT1204B iLocate and uze relevant onling information C MO 10 0 0
00451 Introduction to work opportunities 1 ICAU20054 Operate computer hardware C  iYES 20 0 0
0452 Learning through practice 1 ICAIJ20064 :Operate computing packages C  :vES :EBO 0 0
00453 “wiork expenence 1 ICAIJZ2006E :Operate computing packages C  :vES :EBO 0 0
00454 Communication 2 G201 34 Integrate commerzial computing packages C ivES 2B 0 0
00455 Mathsz for life 2 ICaU2234 iUse computer operating system C  i7YES :20 0 0
00456 Personal development 2 1CAU 30044 iApply occupational health and safety procedwreiC - iYES (20 0 0
00457 Technology 2 ICAIJ3004E :dpply occupational health and safety procedursiC (YES (20 0 0
00453 Community participation 2 |1CAW2001E work effectively in an IT environment C  :vES 25 0 0
00459 Introduction to work, opportunities 2 1A 20024, i Communicate in the workplace C ivES 20 0 0
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Activity

VET > Delivery Planning > School VET Offerings
e Double click School VET Offerings

W YET - Delivery Planning

Instructions

There aie a number of isons in @ Fiegister Schoal a: a Training Drganisation
the: right hand panel with @ School VET Enrolments

descriptive titles showing the s

functions available e R ool Ve Difeiinas

@ Set up External RTO=

Pleaze double click on the . .
required icon to start that @ Set up Submitting Authority

function.

e Click Edit J
e Ensure that there is a tick next to Auto Offer Competencies linked to Qualifications

| v Awuto Offer Competencies linked to Qualifications

e Click Filter il

e Use the Filter to locate Information qualifications

YET - Filter List

Select Filters

Code I
Mame hNFD

Lpply Filker I LCancel |

e Click Apply Filter
e Select ICA101111 Certificate 1 in Information, Digital Media and Technology

Qualification: HOT affered | 1 |8
Code Description Sup
CPP20107 i Certificate [l in Spatial Information Services :I
CPP20111 :iCertificate Il in Surveying and Spatial Infarmatior
ICAT10105 i Certificate | in Infomaation Technalogy

ICA111T C ate | in Information, Digital Media and Ter

e Move to the right ﬁ
e Click OK to save
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e Click on the Edit pencil J then the Filter button ﬂl
e Use the Filter to locate Employment qualifications

VET - Filter List

Select Filters

Code
Marne EMPLOYMENT

| Apply Filter l [ LCancel ]

e Click Apply Filter
e Select 52402WA Certificate | in Keys to Employment

Qualifications MOT offered | 3 &
Code Diezcription Sup
52173 Courze in Gaining Access ba Training and Emple ;l
52174 Certificate | in Gaining Access to Training and E

o Emplayment

Certificate | in k

e Move to the right ﬂ
e Click OK to save

| |
e Click Competencies =
e View the linked competencies on offer
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Competency Groups

VET > Delivery Planning > School VET Offerings > Competency Groups

The School VET Offerings window also allows for the creation of competency groups.

Switch to the Competency Groups view by selecting the Competency Groups icon.

3

A competency group is linked to a calendar year, and can contain any number of competencies

from the list of competencies on offer for that year.

A new competency group is defined by first adding a competency group name to the competency

group list, and then adding competencies to the newly created group.

To add a new competency group:

VET > Delivery Planning > School VET Offerings > Competency Groups

e Click on Competency Groups 5
e Click Add |

ear 23

Qualification I 5'

Group Description I

(1.4 | LCancel |

e Click Qualification Find @

¥ET - Qualification Find

General |

Code [

Name [

Field of Education [~ n/s- =]

ANZSCO [ nis- |

Industry [ nés- |
|- =

QualificationCourse s
Recognition [dentifier

Expiry D ate between I | and I |

WET ~ No " ‘Yes

[ Show lnactive Parameters in Dropdown Lists

Find Cloze
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e Enter search criteria in the Qualification Find window and click Find or click on the Find button
and all Qualifications on Offer for the year will be displayed

¥ET - Qualification Find

BSE10107 Certificate | in Buziness
ICAT0111 Certificate | in Infarmation, Digital Media and Technolagy

[
Tatal recards found I 3

Back | Select | LCloze |

e Highlight the Qualification required and click Select.
e Enter a description for the group

Note: Matching Competency and Student Group names is recommended to streamline
enrolments.

Year 2013

Hualification II[‘A‘I 011 al

Certificate | in Information, Digital Media and Technology

Group Description ICert | Infa

Qk. LCancel
e Click OK
- Competency Group
Group Code Qualification Marme
Cert | Buziness iBSB10107  :iCertificate | in Business “
Cert | Info 1CAT0111 ificate | in Information, Digital Media and Tec

e Click Add Competencies @ on the right
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YET - Competency Find

Gualification

General |

rear |2m3—

Cade I—

I arne |

Field af Education I - hig- ;I
Competency Group I néz-- ;I

||m1n111 El

CERTIFICATE | IN INFORMATION, DIGITAL MEDIA AND TECHNOLOGY

I~ Show Inactive Parameters in Dropdown Lists

End |

LCloze

Enter the search criteria and/or click Find

Highlight the required units of competency and click Select.

Note: Only competencies linked to that qualification can be added.
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Activity

VET > Delivery Planning > School VET Offerings > Competency Groups

e Click on Competency Groups 2
e Click Add |*]

¥ET - Add / Edit Group

Year

[ualification

|

203

Group Description I

LCancel |

e Click Qualification Find @

General |

Year EE |

Codes [

Name [

Field of Education [ n/s~ [
ANZSCO |- nés- |
Industry [ nis- =l
Qualication/Course [ =]

Recognition [dentifier
Expiry D ate between

WET

™ Show Inactive Para

— N —

= No = Yes

reters in Dropdown Lists

Find

Cloze

Click Find

¥ET - Qualification Find

HCA10711

Code Description
240000, Certificate | in Keys to Employment ;I
BSE10107 Certificate | in Buziness

Certificate | in [nformation, Digital Media and Technolo

e Highlight the Certificate | in Information, Digital Media and Technology
e Click Select

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 43 of 130
© 2013 Civica Education Pty Ltd




e Enter a description for the group

Year 2013

IICA‘ID‘IH El

Certificate | in Information, Digital Media and Technology

Gualification

Group Description ICert | Infa

Qk. LCancel

e Click OK

e Click Add Competencies E3 on the right

¥ET - Competency Find

General |

rear lgmg—

Cade I—

Harme |

Figld of Education I - g ;I
Competency Group | nig-- ;I

Gualification

W@

CERTIFICATE | IN INFORMATION, DIGITAL MEDIA AND TECHNOLOGY

I~ Show Inactive Parameters in Dropdown Lists

Find

LCloze

e Click Find

¥ET - Competency Find

ze, communicate and zearch zecurely on the internet
iUse digital devices

ICAICT 1044

e Highlight the first eight units of competency
e Click Select and Yes

e Create a Competency Group Cert | Keys to Employment and add all competencies.
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Recap: Preparation and Planning

Complete each of the following tasks and note the pathway you took.

1. Enter the detail of an RTO used by your school.

2. Add ICA20111 Certificate Il in Information, Digital Media and Technology to the School

VET Offerings for 2013.

3. Create a Competency Group Cert Il Information, Digital Media and Technology
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3.8 Student Profiling

This window enables users to:

e Identify which students are VET students

Note: There are two classes of VET students — enrolling and work experience only.
Enrolling students can be enrolled into qualifications and competencies, and put on work
placement. Work experience students can be put on work placement, but cannot be
enrolled into qualifications or competencies.

Enrol students in particular qualifications and units of competency
Bulk enrol selected students into selected competencies

Enter students’ results

Bulk enter student results

View work placement histories for each student

View details of unit of competencies such as mode of delivery, the RTO delivery arrangement,
the locations and the results

Clicking the Students icon on the sidebar will open the VET Student List window.

YET - Student List

YET Students on the Current Roll - @ | = é | @ @ g | E |a a |

Surname First Mame “ear| Form | Active| Enroling] School | FTE Mo. Comp
Andreves Rachael 11 11.1 iYES  IYES 4867 1.00 3 L=
Bizhop Frank 10 103 vYES  NO 4RE7 1.00 1]

Butter Draniel 10 103 vYES MO 4867 1.00 1]

Caoper Rwat 11 111 YE5 YES 4ER7 1.00 1

Dirazic Eleni 10 103 vYES MO 4867 1.00 1]

Fittar Rhyps 10 103 YES  (NOD 4RE7 1.00 ]

Gold Stephanie 11 111 vYES  IYES 4867 1.00 9

Guester kea 10 103 YES  iNOD 4RE7 1.00 ]
Johnston Jozh 11 111 vYES  YES 48E7 1.00 9

K.arrman Clay 10 103 YES  iNOD 4RE7 1.00 ]

Kinter Deonne 10 103 vYES  NO 4RE7 1.00 1]

Koraft Chelzea 11 111 YES  YES 4RE7 1.00 9

The window will initially display all the VET students on the current roll. VET students on the
Former, Admissions and External rolls can be viewed by selecting the appropriate roll status from
the dropdown list on the toolbar. The information provided by this window includes:

Student Name

Year and Form

Whether or not the student is an active VET student

Whether the student is an enrolling student or a work experience student

Note: Enrolling students can be enrolled into qualifications and units of competency, and
put on work placements. Work Experience students can be put on work placements, but
cannot be enrolled into qualifications or competencies.

e School Code — used to identify whether a student has come from another school (RTO
arrangement)

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13
Page 46 of 130
© 2013 Civica Education Pty Ltd

CIVICAa




Note: Students originating from the local school will have the local school code appearing
here. Students from other schools will have that school’s code, or the generic Other code
to signify they have come from any other school.

e FTE — Assigning students an FTE of zero is one way to exclude those students from appearing
in census reports and statistics, VET Students originating from another school should have
their FTE set to O for this reason

e No: of Competencies - represents the total number of competencies that a student is enrolled
in

Note: Once students have been enrolled in units of competency, they cannot be removed
from the VET student list, even if they withdraw from the course. The fact that they were
once enrolled must be included in AVETMISS reporting. In this instance their results would
be recorded as 40 - Withdrawn or 99 — Enrolled in Error.

3.8.1 VET Student Details

The VET Student Details window is launched by clicking the Student Details button G in the VET
Student List toolbar.

O|Eurrent - {@)|é|i|g&ﬁ:§t E|§|

Sally Angus (5) 16 ¥rs 3 Mths Year12 Form 121

Enrolments |C0mpetencies I Preferencesl

Qualification
Code Qualification Mame Start Date Completion Date| Certificate Mo. RTO Code

-nis- Unspecified a —|
Lertiicate | in Business 3FER 2072 9575 < |

ied
Kl _>I_I

Competencies for the selected Dualification

Competency Mame Start Date
BSBADMI0E Usge business equipment ahd resources 13 FER 2012

Completion Date| RTO Code| Subject o Mode of Delivery

29OV 2013 9878 sroom based &_Il

BSBCMM101£ Apply basic communication skills (13FEB 2012 (30 NOV 2012 ; i Classroom-based (School Au

BSBCMMZ01£ Communicats in the workplace (13FEB 2012 (30 NOV 2012 130 i Classroom-based (School Au il

BSECMM1014 Prepare for veork. 13FER 2012 30 MOV 2012 130 iClazsroom-based {Schoal Au

ESECMMN1024 Complete daily work, activities AFER 2012 130N 202 2D EEIassroom-based ESchool Al El
140 i Classroom-based (School Au

BSBEMN'IDS!!EADDI_I,I bazic communication zkills 13 FEB 2012 30 MOW 2012

Browsing and navigation in this window is similar to the standard Integris Student Details window.
There is the standard previous, next, find and roll selection items in the toolbar. There is also the
standard fast find field at the bottom of the window. This permits a user to enter a student’s
surname, or part of his or her name, or the student’s reference number and the system will find the
matching records. It works in exactly the same manner as the Student Search field in the main
Integris Student window, except that it searches just the list of VET Students.

Enrolment View

The window will open in the Enrolment View mode as shown above. This view displays the
gualification and competency enrolments for the student.

Clicking a qualification row in the list will display all the student competency enrolments for that
gualification in the list below. When a student is enrolled in a qualification the user will need to
specify a start-date and a completion date. Similarly, once the qualification has been completed
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there is the facility to enter details such as if the qualification was achieved and a certificate issued

and, if known, the certificate identifier.

Activity

VET > Student

View the VET Student List

Click on different column headings to sort
Double click on Sally Angus to view her details
Click Close

Add some Year 10 students as enrolling

e Click Add P and then Find IilHto find Form 10.3

S H O B =

General |F'alameters I Dates I Address I Otker | []n} I T Setz/Cohorts I

Surname/Ref. Mo I— Foll Statuz lm
Frefered M ame I— ear Group --n.n’s--

Firzt Marme I— Form 103
l— House --n.u’

Legal Surname

e Click Find
e Highlight the first 10 students
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ol RS

APR 1938
JUM 1333
WO 1938
8 FEB 1333
WO 1338 LI

Total records found |21

Back Select | Cloze |

e Click Select and Yes

o » .
e Highlight the names and use the red chevrons —I to add these students to the list of VET
students

e Click OK and Close
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Add students enrolled in 1ACSC_3 as enrolling VET students

4

° Click on Add/Remove VET Students
° ﬁl Click Student Find
e Select the T Sets/Cohorts tab and enter the information as shown

T HC B =

Generall Parametersl DateslAddressI Dtherl UDl T Sets/Cohorts |

—Find by Teaching Set
Timetabling “v'ear |2D13 'I
Grid Reference |2g1 3-U5 ;l
Subject |1,€.\|:S|: Computer Science. .. ;I
Teaching Set |1.&ESE_3 ;'
—Find by Cahart
Cohart I . ;I

I~ Shiow Inactive Parametars in Dropdav Lists T Close

Click Find
Click Select and Yes
Ensure that you have the Enrolling and This School radio buttons selected

Highlight the names in the Non-VET students list and click the red chevrons to move them to
the VET students list

e Click OK to save and Close
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3.8.2 VET Student Groups

& Clicking the Groups button will open the VET Student Groups window.

Groups are added by clicking Add Groups , entering a Group Description and clicking OK.

Activity

VET > Students

&

e Click the Groups button

e Click Add Groups g on the left
e Enter the Group Description 2013 Keys |

¥ET - Add / Edit Student Group

Group Description |2D‘I IKeys|

0K | LCancel |

e Click OK

e Click Add Members g on the right
¢ Find the Enrolling Year 10 students

P HC &

General |Teaching Gets I

Surname/Ref. No. l—
First Mame l—
Fioll Status Im
Contest lm-

ear Group 10 -
Student Group . -
Wocation fifE- -

e Click Find, Select and Yes
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e Add a second group 2013 Information |
e Click Add Members — on the right
¢ Find the students studying Computer Science 1A by entering the following search criteria

T H O | =

Gereral Teaching Sets |

Search Criteria
rear [2013 =]
Girid [2m3-Us =]
Schedule All ;I Go
Departrment Computing ;I
Subject | Computer Seisnce 14 [1AC5C) [
e Click Go

e Highlight the teaching set 1ACSC_3 and click Find

T5et Code Subject

140501 Computer Science 14 :I
1ACSC 2 Computer Science 14

Computer Science 14

e Click Select and Yes

e Click Print All =

e Select Yes, you do wish to print each group on a separate page

e Close the report and VET Student Groups
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3.8.3 Enrolling in a Qualification
Enrolment View

VET > Students VET Student Details

The window will open in the Enrolments view as shown below. This view displays the qualification
and competency enrolments for the student.

Clicking a qualification row in the list will display all the student competency enrolments for that
gualification in the list below. When a student is enrolled in a qualification, the user will need to
specify a start-date and enter a completion date once the student has actually completed the
qualification. Similarly, once the qualification has been completed there is the facility to enter
details such as if the qualification was achieved and a certificate issued and, if known, the
certificate identifier and date of issue.

The Qualification list will contain a system generated entry — n/s - Not Specified for units of
competency not linked to a qualification.

Note: In WA all competency enrolments must be linked to a qualification.

0|Cunent -4 @’|é|f|5&g:32 E|§|
Sally Angus (5) 16 Yrs 3 Mths Year12 Form 12.1

Enrclments |Competencies| Preferencesl

Qualification
Code Qualification Mame Start Date Completion Date| Certificate Mo, RTO Code

i E3| |
Unspecified -
Certificate | in BL 3 FER 2012 9576 s |

bl

Start Date Completion Date| RTO Code| Subject
BSBADMT012 Use b 3 Equipment and resources 13FEB 2012 29 WOV 2013 9876

lazzroom-based

3]
{Classroom-based : School Au £ |
(o}

BSBCMM1014 Apply basic communication skills (13FEB 2012 (30 WOW 2012
BSBCMMZ014 Communicate in the workplace (13FEB 2012 130WOV 2012 ¢
BSBCMMI012 Prepare for work, 13FER 2012 30 NWOV 2012 9876 120 130 i Classroom-based : School Au

BSBCMM1 028 Complete daily werk activiies (13FER 2012 (30MOV 2012 (9976 200 20 {Classroom-based | Schaol Ay
BSBCMMT03% Apply bazic communication skills (1ZFER 22 (20MOV 22 (9876 20 40 i Clagsroom-based | School Au

A student can have many qualification enrolments. Each qualification enrolment can have a
number of competencies associated with it, and a competency can appear in more than one
gualification at the same time. The system will allow the user to enter each qualification
individually and then go onto enter each competency for each qualification individually, or enter the
qualification with all its competencies.

To enrol in a qualification, the user will click the Add button g alongside the Qualification list.
This will open the VET Qualification Enrolment window:
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¥ET - Qualification Enrolment

Sally Angus (5)

Qualfication [~ EJ RTO

=

r Certification Dretails

[~ Qualification Achieved
[ Full Qualification Enralment

Certificate |dentifier I
[T Cerificate [ssusd Date lssued I ﬁl

v Auto-enral student inta all linked competencies for the qualification

Code Mame

[~

The student name and reference number will appear in a banner across the top of the window.
Typing the qualification code in full and pressing the tab key will trigger a search of the database
for a qualification with a matching code. A successful match will be indicated by the qualification

name appearing underneath the code. Alternatively, the user can use the Qualification

Find button to locate the appropriate qualification.

¥ET - Qualification Find

General |

ear

Code

RE

Field af Education
ANZSCO

Industry

[ualifization/Course
Fiecognition |dentifier

E=piry D ate between

WET

S

-

ndg--

-

|

I..

|-- Fidg--
I..

I..

I—ﬁland

i~ Mo * Yes

I~ Show Inactive Parameters in Dropdav Lists

Lel Lef Led Lo

[ =l

End |

LCloze |

Enter the relevant search criteria and click Find.

3
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¥ET - Qualification Find

o7
ICA10111 Certificate | in Information, Digital Media and Technology
ICA20111 Certificate [l in Infarmation, Digital Media and Technaology

Tatal recards found I Fl

Back | Select | Claze |

The user can select the required qualification by highlighting it in the list and clicking Select or
double clicking an entry in the list. The selected qualification will be transferred to the VET

Qualification Enrolment window.

Rebecca Bloor (18 )
Start Date m @I Completion D ate I— @I
Qualification IW %J RTO |

Certificate | in Keys to Employment

|

Certification Details - -
™ Qualification Achiewved Certificate [dentifier I
[T Cetfificate lssued Date lssued I ﬁl

[~ Full Qualification Enrolment

v Auto-ennol student into all inked competencies for the qualification

Code

h ame

BSECMM101£ Apply basic communicatio illz
TLIESRQ?C Carry out basic workplace calculations
BSEITU1024, i Develop keyboard zkills

BSEITUT0TA {0perate a personal computer
BSEWOR 202 Organize and complete daily wark, activities
BSEOHS 2014 Participate in OHS processes

BSEITU2014 iProduce simple ward proceszsed documents
BSBADRI014 U se business equipment and rezources
BSELED1014: Plan skills development

SITHCOMODZ: Work in a zocially diverse environment
SITACOMO04: Commurnicate on the telephone

1 |

Cancel |

Note:

Only enter a Qualification Completion Date after the students has achieved the

Qualification.

The Qualification Completion Date will only be saved when Qualification Achieved is
checked. Similarly, Qualification Achieved will only be saved when the Qualification Date is

entered.
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The user has the option of automatically enrolling the student in the linked competencies. Leaving
the box next to auto-enrol student in all linked competencies for the qualification empty and
clicking OK will enrol the student in the qualification only. Ticking auto-enrol student in all linked
competencies for the qualification will result in the linked competencies being displayed in the

list pane.

When auto-enrolling in linked competencies for the qualification, clicking OK will result in the
Competency Enrolment window being launched where the user must complete the delivery and
AVETMISS information for the competencies.

¥ET - Competency Enrolment

Rebecca Bloor {18)

Certificate | in Kepz to Employment [52402WA]

General [Delivery | avETHISS |

Competency Code # Group

- Competency Enralment Details

Start Date |11 FEE 2m3 [E%| Completion Date I jﬂl

Code Competency Marme
BSBCMMI0TA :Apply basic communication skills
TLIEBO?C Carry out bazic workplace calculations

BSBITUT024  iDevelop kevboard skills

ESBITUIMA (i Operate a personal computer
BSEWOR2024 :Organize and complete daily work activities
BSBOHS2014 :Participate in OHS processes
BSBITU20MA  :Produce simple word processed documents
BSBADMIONA (lse business equipment and resources
BSELED10MA  (Plan zkills development

SITXCOMODZA \Wark in a socially diverse etvirohment
SITXCOMOD4A : Comrunicate on the telephone

B

Ok | LCancel |

(| : . .

Delete —I any units of competency not required. Enter Start and Completion dates. Select the
Delivery tab and enter the RTO information. Teacher is a mandatory field. The VET Coordinator
should always be the nominated as the teacher.

General Delivery |avEThISS |

i Industiy Area - [From Qualification)

Competency Status

Integrated [~ Code I

W Mot 5pecified =]
r RT0O Delivery
RTO |Sc-uth etropolitan Youth Link ;l
tode I Clagsroom-based ;I
Amrangement ISchooI Auzpicing with a Registered Training Organization ;I
Delivery Site Tyupe |schgg| ;l
Trade Training Centre I ;l
Trade Training Centre Site I ;l
r Outcome Assessment
Fiesult |
Teacher I.t‘-\lan, taria Theresa

LCancel |

Select the AVETMISS tab and enter the required information.

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 56 of 130
© 2013 Civica Education Pty Ltd



¥ET - Competency Enrolment

Stephanie Gold (79}

Certificate Il in Business [BSB20107)
GeneraIIDeIivel_l,l AVETMISS |

r General
Study Reason |T0 get a job j

W YET it Schoals Fee Exemption / Concession Type Id I_

- Trainee Details
Traineeship I ;l

Contract [d I

[ Retention and Tranzsition Program

Ok I LCancel |

Note: If the students are School-based trainees or Aboriginal School-based trainees then a
Contract ID must be entered. The Contract ID is the student’s Training Program Outline
(TPO) number which is registered by the Training Records System (TRS).

Click OK to save

3.8.4 Enrolling in Units of Competency

Please note: It is a State VET requirement that all competency enrolments be linked to a
gualification (certificate). This applies even if a student is only enrolled in one competency.

Ensure the required qualification is highlighted. Clicking the Add button next to the Competency list
on the Enrolments tab of VET Student Details will open the VET Competency Enrolment
window.

¥ET - Competency Enrolment

Rebecca Bloor (18)

Certificate | in Keys to Employment [52402%WA)
General |Digivery | AVETMISS |
Competency Code / Group | EJ

r Competency Enrolment Details

Start Date I‘I‘I FEB 2013 Completion Date I @l

Code Competency Mame

e

The user has the option of entering a single competency code or using Find Competencies. EJ If
a competency code is entered, the window will show its name and code. If Find is clicked then the
VET Competency Find window is launched. Users may specify any of the search criteria,
including Code and Name and then click Find to locate the desired unit(s) of competency.
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¥ET - Competency Find

General |

Year
Code
MHame

Field of Education

Competency Group

Qualification

[ Show Inactive Parameters in Dropdoen Lists

I 203

|

|-- Fidg-- ;I
I-- Fidg-- j

| |

Erd | Dose |

Highlight the required units of competency and click Select.

¥ET - Competency Find

B

ICS
ICAD 20128
ICA20158
ICAICTI0NA
ICAICT1022
ICAICT 1034
ICAICT 1042,
ICAICT1058
ICAICT 1064
ICAICT107
ICAICT 1034
ICAICT20 A
ICAICT 20228,
oo
ICAICT 2042
ICAICT 2054

Code Descrniption

CUFSOU20448 Perform basic sound editing d
CUVDIG201A Develop digital imaging skills

HLTFAZO1A Provide basic emergency life support

R ve and pro ral and wiitten communication
i Desigh organizational documents using computing packages
Install sare applications
iOperate a perzonal computer
| Dperate word-processing applications
ommunicate and search Jrely on the internet
iU ze digital devices

Operate spreadsheet applications
i Operate presentation packages
{Use personal productivity tools

|z digital likeracy to A he internet
iUse computer operating systems and hardware
PWwiork, and communicate effectively in an IT environment
[perate application softveare packages

i Operate a digital media techinolagy package

EDesign bazic organizational documents uzing computing packages LI

Total records found — [104

Back |

Select |

Cloze |

Enter Start and Completion dates.

Certificate | in Keyz to Employment [52402%A)
General |Dieivery | AVETHISS |

Competency Code / Group |

- Competency Enralment Dietails

Start Date [11FEB 2013 | [} Completion Date [22 NOV 2013

Code

Competency Marme

BSBADM1014

41014

Uze busineszs equiprment and resources
Apply NMLINICS

Select the Delivery tab and enter the RTO information
Coordinator should always be the nominated as the teacher.

. Teacher is a mandatory field. The VET
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General Delivery |A\-’ETMISS

r Industy Area - [From Qualification) Competency Status —————————————
¥ Mat Specified :I Integrated [~ Code I
[~
r BTO Delivery
RTO ISouth M etropolitan Youth Link ;l
Mode IEIassroom-based ;l
Arrangernent ISchDDI Auspicing with a Registered Training Organisation ;l
Delivery Site Type ISchooI LI
Trade Training Centre | ;l
Trade Training Centre Site I ;I
r Outcome Assessment
Result | ;I
Teacher |Abbott, Elaire ;I

i LCancel |

Select the AVETMISS tab and enter the required information.

.VFI' - Competency Enrolment
Stephanie Gold (79)

Apply basic communication skills [BSBCMM101A)

General AVETMISS |

r General

Study Reazon

YET in Schools

ITD get into another course of study E‘
Fee Exemption / Cohcession Type Id I-

r Trainee Details
Traineeship

Contract Id

|-- s |z|
I—

[ 0K ” LCancel ]

Note: If the students are School-based trainees or Aboriginal School-based trainees then a
Contract ID must be entered. The Contract ID is the student’s Training Program Outline
(TPO) number which is registered by the Training Records System (TRS).

e Click OK to save
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3.8.5 Bulk Qualification & Competency Enrolment

Clicking on the Bulk Qualification & Competency Enrolment button on the VET Student List
toolbar will open the Bulk Qualification & Competency Enrolment window. This window
provides an easy mechanism for allocating multiple competencies to multiple students, rather than
individually for each student.

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2m3 - m
Active WET Students on the Current Roll ;I % |
0 zelected students
Sz Eeipe |Student$| Shy Fef Marne Form
Group M amne ﬂ

2012 Business | -

: 20113 Information |
203 Keys|

ENE2

= o <| il

4 competency group(s] 4 qualifization offerings 0 zelected competency graup(z] O selected qualification afferings
Code/Group | Mame CodeGroup Mame
“Graup™ Cert | Buziness “ ;I

“*Qroup™ Cert | Info

“Eroup™ Cert | Feps to Emplopment _»‘

“Eraup® Certll Info

240204, Certificate | in K.eps ta Emplopment

BSB10107 Certificate | in Business

1CA10111 Certificate | in Information, Digital Media and T _Ij
»

ICA20111 Certificate || in Information. Diaital Media ariill 1 I |
4 | ' »

All actions in this window relate to a calendar year. Selecting a new calendar year will clear the
window and the competencies list will be refreshed to show the competency offerings and
competency groups for the selected year.

Students may be located using the Find button. EI

The window works by moving students and competencies from the left hand list into the right hand
list and clicking the Add or Remove button. Clicking Cancel will close the window and not save
any changes.

The user can select multiple students and/or student groups and then move them across using the
move right button. The students then appear within the selected student’s box. Competency
Groups and Qualifications may be selected in the same way.

Students, Competency Groups and Qualifications can be removed from their respective selected
lists by highlighting the appropriate records and clicking the move left button.

Clicking Add will add the selected Qualification or Competency Group to all the selected students.

The Qualification Start Date needs to be entered. Information such as the Competency Start
and Completion Date, the RTO, Mode and Arrangement also need to be specified.
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The drop-down values for RTO Arrangement are:

Type

Description

Scenario

Outsourced - Profile
Hours

Funding is provided from the ‘Skilling
Australia’s Workforce (SAW)
Agreement’ between the
Commonwealth and State
Governments.

Funding is provided direct from the
Department to the RTO and does not

appear in schools gateway payments.

Students are enrolled in a VET
certificate and either attend a
local RTO campus or the RTO
provides a lecturer to come to
the school.

This mode covers traineeships
and ‘PAIS-Pre Apprenticeship
in Schools’ on top of the
standalone VET.

School Auspicing with
an RTO

Schools enter into an agreement with
an RTO to have qualified school
teachers deliver and assess the
student’s vocational training.

The partner RTO issues the printed
Certificate and Statement of
Attainment as required

Students stay at school and
undertake a VET certificate
delivered and assessed by a
gualified school teacher.

School as an RTO

This option is only
available to those

schools who are RTOs.

The school applies for RTO status
and applies for scope of various
gualifications. Staff at the school
deliver and assess the vocational
training

VET in Schools is responsible for
issuing printed Certificates and

Statements of Attainment as required.

VET in Schools provides funding in
the school gateway to accommodate
for some of the associated costs.

There are currently 21 RTO
schools in WA. This parameter
is only available to schools that
have RTO status.

All training and assessment is
carried out by the school,
usually on site.

Outsourced - Fee for
Service

Schools enter into an agreement with
an RTO to provide all of the training
and assessment of a VET certificate
at full fee paying rates. The school
pays the RTO directly

VET in Schools provides funding in
the school gateway up to a cap for
the user choice amount.

Students are enrolled in a VET
certificate and either attend a
local RTO campus or the RTO
provides a lecturer to come to
the school.

Fee for Service is often utilised
where an RTO in not able to
provide training under profile
due to lack of hours, and/or the
school does not have staff that
are able to deliver the training
under an auspice arrangement.

Network Schools

Schools share resources to deliver

Students are enrolled in their
home school but attend
another school for their VET
training. The arrangement is
flagged as Network Schools

Arrangement gualifications at a host school site.
Arrangement to ensure that
VET in Schools funding is
directed to the host school and
not the home school.
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¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2m3

.|-@-

r Qualification Details
Start Date |-|-| FEE 2013 Jﬁl Qualification ||Df_ﬂ 0111
Certificate | in Information, Digital Media and Techrnology
W Full Qualification Enralment
RTO ISUuth M etropolitan Youth Link

|

r Competency Detailz

Start Date |11 FEE 2013 Eﬂ
Completion Date |22 WO 2013 Jﬂl

r Indusgty &rea - [From Cualification)
¥ Busziness and Clerical

= I

- Competency Status

Sty Fief Mamne Farm

199 Miller, Jacoh 113 a
222 Fdurray, Brent 1.2

224 W airn, Richard 1n.z2

239 Qliver, Angela 11.2

254 Parnmet, Louise 1.2

269 Perera, Trevor 1.2

293 Rawvat, Donna 1n.z2

334 Scholten, Drew 1n.z2

349 Smeed, Elize 11.2

369 Sudholz, Jaala 11.2

389 Willianz, Tenile 1.2 3
< | 3

Selected competenciss

Integrated ™ Code I Code Competency Mame g
BSBCMMI0TA Apply basic communication skills ;l
BSBCMM2014 | Commuricate in the workplace El
r RTO Delivery BSECMMI064 | Follow waorkplace safety procedures
RTO South Metropalitan routh Link - BSBITUI01A i Operate a perzonal conputer
Mode Classroom-based T BSBOHS2014 i Participate in OHS processes
=1 | |BSBSUS2014 :Participate in environmentally sustaing
Arangement School Auspicing with a Registered .. = || |ICAICT1014  |Operate a personal computer
Delivery Site Type % choal - ICAICTI024  Operate word-processing applications
Trade Training Centre =] P | | »
Trade Traiting Centre Site =
— Back | sdd | Concel |

Linked units of competency may be deleted

and added. g

Once Add is clicked the following window will be displayed.

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2013 =~

m

r AVETMISS - General

Study Feason

[ |

v VET in Schoals

ITD develop my exizting business

Fee Exempt / Conc Tupe 1d I-

r Trainee Details

Trainesship |

—

|

Contract [d

al

Stu Ref MHame Form

199 Miller, Jacob 1.3 d
222 Murray, Brent 11.2

224 M airtr, Richard M.z

239 Oliver, Angela 11.2

264 Pamrment, Louise 1.2

263 Perera, Trevor 1.2

233 Ravat, Dorna 1.2

334 Schalten, Drew 1.2

343 Smeed, Elize 11.2

363 Sudhalz, Jaala 1.2

389 williams, Tenille 1z 3

Selected competencies

Code

Competency Mame

BSBCMMIOA
BSBCMM2014
BSBCMMT0EA
BSBITUIMA
BSBOHS2014
BSBSUS2014
ICAICTI01A

IC&ICT 1024

Apply bazic communication skills
Comrmunicate in the warkplace
Follows workplace safety procedures
Operate a personal computer
Participate in OHS processes
Participate in erwiranmentally sustaine
Operate a perzonal computer

Operate word-processing applications
>

e
5

4 | | »

LCancel |

Once Add is clicked and the units of competency added, a Bulk Student Competency
Enrolment Status Log will be displayed (see below). If a student has already been enrolled in a
competency, the software will not re-enrol them but will provide a message in this regard.
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Bulk Student Competency Enrolment Statuz Log

Student Erralment Status

Shane Cazzon has only been enrolled in 7 of the 8 selected competencies because this would causze duplicate enrolments
Renee Dexter has been enrolled in all 8 selected competencies

Jazon Laurents haz been enrolled in all 8 selected competencies

Jacaob Miler haz anly been enralled in 7 of the 8 selected competencies because thiz would cauze duplicate enrolments
Phillip Mararu has been enrolled in all § selected competencies

Mindy Mirwett haz been erralled in all 8 selected competencies

Sean 0'Donnell has been enmlled in all 8 selected competencies

Candice Peterzon has been enrolled in all 8 zelected competencies

Bermadette Porteral has been enrolled in all 8 selected competencies

Donna Rawat has been enrolled in all 8 selected competencies

Craig Roediger haz been enralled in all 8 selected competencies

Drew Scholten has been enralled in all & selected competencies

Elize Smeed haz been enralled in all 8 zelectad competencies

John Smother has been enrolled in all § zelected competencies

Jaala Sudholz has been enrolled in all 8 selected competencies

Tenille Williams has been enrolled in all 8 selected competencies

Traviz Yuppy has been enrolled in all 8 selected competencies

|

Activity

VET > Student > VET Student Details

e Open the Bulk Enrolments window
e Highlight the student group 2013 Information | and move to the right by clicking on the red

chevrons

e Select the competency **Group** Cert | Info and move it the right

¥ET - Bulk Qualification & Competency Enrolment - Add M

2m3 - @

Active WET Students on the Current Fall ;I @l

Student Groups |Students|

Group Mame

2012 Buziness | -
¢ 2013 Inforrnation |

(5017 Keps |

" of

4 competency group(z] 4 gualification offerings

Code/Group | Hame

=[G raLpt* Cert | Business -
=G raup™ Cert | Info

=GEroup** Cert | Keys to Employment

Eroup™ Cert I Info

S2402WA, Certificate | in Keps to Emplayment

BSB10107 Certifizate | in Business

ICa10111 Certificate | in Information, Digital tMedia and T

ICA20111 Certificate Il in Information. Diaital Media arii;l
4 I i 3

Note: Ensure that you select the *Group** and not the actual Qualification.

e Click Add
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e Enter the delivery details as shown below

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2m3 -|l@

- Qualification Details

Start D ate |-|-| FEE 2013 Jﬂll Qualification I|m~||j~|~|1

Certifizate | in Information, Digital Media and Technology
¥ Full Qualification Enralment

RTO ISDuth tetropolitan outh Link J

- Competency Details

Start Date |11 FEE 2013 Eﬂ
Completion Date |22 HOY 2013 ]ﬂl

r Indusztry Area - [From Qualification)

¥ Business and Clerical ;l
a
r Competency Status
Integrated [T Code I
r BTO Delivery
RTO South Metropolitan outh Link =
tode Classroom-based =
Anangement Schoal Auspicing with a Fegistered ... =
Dielivery Site Type Schoal T
Trade Training Centre T
Trade Training Centre Site 3

Note:

1. The start and completion dates for units of competency must not be prior to the start date

for the Qualification.

2. The completion date for units of competency must be after the start date.

e Click Add and enter the following AVETMISS details

r AVETMISS - General

Study Reazon ITo develop my existing business ;I
Fee Exempt / Conc Type Id I- v %ET in Schools
r Trainee Details
Traineezhip I j
Contract |d I—
e Click Add

e View the Enrolment Status log and Close

e Highlight Ashleigh Campbell in the VET Student List

e Click View VET Student Details S

e View Stephanie’s enrolments

e Return to the VET Student List EI
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VET > Students

e Click Bulk Enrolments

e Highlight the student group 2013 Keys | and move to right -

e Highlight the competency *Group** Cert | Keys to Employment and move to right L

¥ET - Bulk Qualification & Competency Enrolment - Add M

2m3 - @

Active WET Students on the Current Fall ;I @l
Student Groups |Students|

Group Mame

2012 Buzinessz | -

2013 Infarmation |

" of

4 competency grouplz) 4 qualification offerings

Code/Group | Mame

=(EraLpt* Cert | Business -
Eroup™* Cert | Info

3 o
Eroup™ Cert I Info
24024, Certificate | in Kevs to Emplayrment
BSB10107 Certifizate | in Business

ICA10111 Certifizate | in Information, Digital Media and T

ICA20111 Certfficate | in Information, Diaital Media and 7
4 I i »

E mployment

=

e Click Add
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e Enter the following delivery details

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

203 =

(I}

r Qualification Detailz

Start Date |-|-| FEE 20173 Jﬁl Gualification |524D2WA

Certificate | in Kevs to Emplayment
¥ Full Qualification Enrolment

RTD [Polptechnic west =l

r Competency Detailz

Start Date |11 FEE 2013 ]El
Completion Date |22 WO 2013 ]El

r Industry Area - [From Qualification)

¥ Mot Specified =]
a
- Competency Status
Integrated [T Code I
rRTO Deliveny
RTO Palytechnic West |
taode Employment bazed |
Arrangement Outsourced - Profile Hours ;I
Delivery Site Type External RTO ;I
Trade Training Centre ;I
Trade Training Centre Site ;I

e Click Add
e Enter the AVETMISS details as shown below including the Traineeship information

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2013 <

m

r AVETMISS - General

Study Reazon |To get a job ;I
Fee Exempt / Conc Type 1d I- v VET in Schools

r Trainee Details
Traineeship ISchUUI Based Traineeship j
Contract [d I—

Note: the Contract ID would need to be entered separately for each student.

e Click Add and view Enrolment Status Log
e Click Close

e View Frank Bishop’s enrolment details
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3.8.6 Removing Enrolments in Bulk

Activity

VET > Students > Bulk Enrolment

The 2013 Keys | student group were enrolled in a unit of competency in error.

e Click Bulk Enrolment

e Click Switch to Removal Mode

Information

@

W for selection,

|®| Only students not affected by Enrolment Cut-Off dates will be available

e Highlight the 2013 Keys | student group and move to the right —»I

e Click Find Competency E

e Select the Competency group Cert | Keys to Employment

¥ET - Competency Find

General |

ear |2|j‘|3—

Code I—

RE |

Field of Education I hds-- ;I
Competency Group ICert | K.evs to Employment ;I

Qualification

.

I~ Show Inactive Pararmeters in Dropdav Ligts

Find Cloze

e Click Find
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¥ET - Competency Find

0]
BSBCMM101A,
BSBITUTOA
BSBITU1024
BSBITUZ2014
BSELED10A,
BSBOHS 2014
BSBEWOR2024,
SITHCOMO024
SITACOMOO4A,
TLIERO?C

L LI Al
Apply basic communication skills
Operate a pergonal computer
Develop keyboard skills
Produce simple word processed documents
Flan skillz development

Participate in OHS proceszes

Organize and complete daily work, activities
Wark it a zocially diverse environment
Carmmuricate on the telephane

Carry out basic workplace calculations

[

Total recaonds found I 11

Back | Select | Cloge |

e Select the first unit of competency in the list

. 12

e Move the competency to the right —I
e Click Remove and Yes

e View Frank Bishop’s enrolment details
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3.8.7 Editing Enrolments

Activity

VET > Student > VET Competency Enrolment Speed Edit

Two of the competencies in Certificate | in Info are being delivered by Polytechnic West while the
rest are being delivered by SMYL. Student records have to be edited to reflect this.

e Click Competency Speed Edit &

e Find E the Competency Group Cert | Info

¥ET - Competency Find

General |

ear |2|j‘|3—
Code I—
M arne |

Field of Education I n/s--

L] Lol

Competency Group ICert | Infa

Qualification I 5'

I~ Show Inactive Pararmeters in Dropdav Ligts

Fnd | Clse |

e Click Find
e Highlight the first two competencies in the list and click Select

¥ET - Competency Find

Deszcription

mmJnicate in the |:I dace
ollowy workplace safety procedures
BSBITUI01A Operate a perzonal computer
BSBOHS201A Participate in OHS proceszes
BSBSUS2014 Participate in ervironmentally sustainable work, practices
ICAICTI01A Operate a personal computer
ICAICT 1024 Operate word-proceszing applications

[

Tatal records found I a

Back Select | Cloze |
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7

e Click Edit =

e Highlight the first unit of competency in the list and select all of the students by highlighting
them

e Enter the RTO

Competency Details

Start D ate Completion Drate

RTO Mode of Delivery RTO Arrangement

| Palytechnic \West |z| | Iz‘ | |z|
Traineeship Type Study Reaszon

Training Contract 1D YET In Schools

Outcome Azzezzment (Rezull)  Moderating Teacher

e Click Apply . and OK twice

e Repeat for the second unit of competency
e Close

e Double click on Ashleigh Campbell and view her enrolment details
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Activity

e Click Competency Speed Edit &

e Find @ the Student Group 2013 Keys |

el |E

e Click View Competency Enrolment by Student &l

VET > Student > VET Competency Enrolment Speed Edit
The School-Based Trainees need their Training Contract IDs entered.

General |T eaching Sets I

SurmamedFef. ND.I Prefermed Mamme I

First Mame I Legal Surname I
Roll Status IEurrent - I
Context IEnmIIing M I
“fear Group [ .
Student Group |2m IkKeys| - I
Yocation . -
Offerings
Year I - I
Dualification | o ;I
Comnpetenciss I . j
[ Show Inactive Parameters in Dropdoen Lists
Fnd | Close |

e Click Select and Yes

e Click Edit 7

CIVICAa
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e Highlight the first student in the list and all of the units of competency

¥ET - Competency Enrolment Speed Edit by Student

Subset of 10 studerts = | ﬁ | f |
10 competency enralments @ Show Al Competencies with no result

Form Qual Code | Bual Mame UoC Code Competency Mame Start Date Completion D.

B2402w,  iCertificate | in Keys to Employment (BSBCRMMI014  Apply basic communication skile 1171 FEB 2013 (22 MOV 2%;'
> : B2402w,  iCertificate | in Keys to Employment (BSBITUI01A (i Operate a perzonal computer 11 FEE 2013 (22 MO 2
53 Drazic, Eleni 10.3 B2402/04 Certificate | in Keps ta Employment (BSBITU024 | Develop keyboard skills 11FEB 2013 (22 NOW 20
B8 Fitton, Rhys 103 52402wi  Certificate | in Keys ta Employment {BSBITU2014 iFroduce simple ward processed dod 11 FEB 2013 {22 NOV 2C
a3 Guester, Kea 10.3 B2402u/04  Certificate | in Keps ta Employment {ESELED1O1A | Flan skills development 11FEB 2013 (22 NOW 20
103 Kaman, Clay 10.3 F240204 Certificate | in Keps ta Employment {BSBOHS2014 | Participate in OHS processes 11 FEB 2013 (22 NOW 20
113 Kinter, Deonne 10.3 524020 Certificate | in Keps ta Employment | BSBWOR2024; Qrganise and complete daily work 211 FEB 2013 22 MOW 2(
133 Lesley. Manique 10.3 5240204 Certificate | in Keps ta Employment  5IT=C0OMO024 wWork in a sacially diverse erwironmi 11 FEB 2013 22 MOW 20
153 Looby. Tiana 10.3 B24028, I Certificate | in Keys to Employment | SITXCOM0044; Communicate on the telephane 11 FEB 2013 {22 NOV 20
173 Masters, Tod 10.3 524020 Certificate | in Keps ta Employment  TLIESO?C Camy out bagic workplace calculatic 11 FEB 2013 122 NOW 20

e Enter a Training Contract ID number

- Competency Details
Start Date Carmpletion D ate
| B B
RTO Mode of Deliven RTO Arrangement
Traineeship Type Study Reason
Training Contract (D YET In Schoolz
[1234 [ =l
Outcome Aszezzment [Result)  Moderating Teacher
| = | | Apply e

e Click Apply and OK twice

e Repeat for another student in the list.

Note: Each student will have their individual Training Contract ID.
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3.8.8 Re-enrolling Students in Units of Competency

If students have been enrolled in units of competency in a previous year but did not achieve them,
it is possible to re-enrol them in those units in the next year. This may be done individually or in
bulk.

Activity

VET > Students

e Locate Sally Angus’s records and view her results from last year

She did not achieve Apply basic communication skills and would like to re-enrol in this
competency.

¥ET - Student Details

0|Cunent |é|i|g&t§i§2 E|§|

Sally Angus (5) 16 %rs 2 Mths Year12 Form
Enralments |C0mpetencies I Preferences I

Lualification

Code Cualification Mame Start Date Completion Date| Certificate Ma. RTO Code

g Unspec:lhed -

BSB10107 = b 3
AHC21010 Eertlflcate Il in Conzervation and Land Management 11 FEB 2013

" o

Competencies for the selected Qualifization

Code Competency Hame Start D ate Completion Date| RTO Code| Subject | Result] Scheduled Hrs| Mode of Delivery | RTO Arranc
BSEADMI U'I.t‘-\ equu:-ment and resources 13FER 2012 29 MO 201 3 ?U ;20 [ -bazed

‘BSECHM 3 icati ] 13 FER 2012 £/ 5
BSE MM2D1A Eommunlcate it the workplace 13FER 2012

lazzroom-bazed S chool f—‘

a0
BSECMMI01A iPrepare for work T3FEE 2012 (30MOV 2002 20 30 Clazzroom-bazed iSchool £
BSBCMM1024 i Complete daily work achivities 13FEB 2012 :30NWOV 2012 20 20 Clagsroom-bazed :School £
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e Click Add [+] to the right of the Competencies pane
e Click Find Competencies on Offer b

e Enter BSB in the Code field and Apply in the Name field

¥ET - Competency Find

General |

ear |2D13—

Code BSE

Marne |APPLY

Field of Education I hs-- ;l
Competency Group | nis- ;I

Qualification I @

I~ Show Inactive Parameters in Dropdaw Lists

Find Claze

e Click Find

CIVICAa
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¥ET - Competency Find

e Select BSBCMM101A Apply basic communication skills

e Enter Start and Completion Dates

¥ET - Competency Enrolment
Sally Angus (5}

Certificate | in Buziness [BSB10107)
General |Disivery | AVETMISS |
Competency Code / Group | EJ

- Competency Enralment Details

Code Competency Marme

BSECMM101A :Apply basic communication skillz

B

e Click the Delivery tab
e Ensure the Delivery details are correct

Sally Angus (5}

Certificate | in Business [BSB10107)
Genersl Defvery |avETMISS |

r Induztry Area - [From Bualification) Competency Status ————————
¥ Business and Clerical ;I Integrated [~ Code I
[ -]

r RTO Delivery
RTO |F'0Iytec:hnic Wwest j
Maode I Classroom-based J
Arrangerment ISchUUI Auspicing with a Registered Training Drganisation j
Delivery Site Type ISChgg| J
Trade Training Centre I J
Trade Training Centre Site | ;I

- Dutcome &, it
Result |

Teacher |Abbott, Elaine

Cancel

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 75 of 130
© 2013 Civica Education Pty Ltd




e Click on the AVETMISS tab
e Enter the Study Reason

VET - Competency Enrolment
Sally Angus (5)

Certificate Il in Business (BSB20107)
Generall Delivery AVETMISS |

r Gerneral

Study Reason

YET in Schoolz Fee Exemption / Conceszion Tepe Id I-

ITD ghart my own buginess |z|

r Trainee Details
Traineeship I IE‘

——

Contract 1d

e Click OK

Competency Enrolment

Sally Angus has previously completed an enrolment in ESECMM1014A with results 30. Do you wish ko add this as a repeat

entalment?

e Click Yes

e Return to the VET student list

CIVICAa
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VET > Students

e Click Bulk Enrolments

[ 2
e Select Joel Black and Patrick Brown and move J them to the pane on the right

¥ET - Bulk Qualification & Competency Enrolment - Add M

2013 - |m

Active VET Students on the Curent Roll j @l
Student Groups Students |

StuRef | Name Form

g 2012 Businezs | *HEI0LY -

9 2012 Information | **Qroug

g 2013 Keys | “Grau)

5 Angus, Sally 121

10 Bates, Carl 122

Bizhop, Frank 10

:Butter, Daniel 0. -
4| i | -

4 competency grouplz) 4 qualification offerings
CodedGroup

=(EraLpt* iCert | Info

=(EraLpt* iCert | Keys to Emplayment

=GEroup** ECert II' Info

24008, { Certificate | in Keys to Emplayment

BSE1M07 i Certificate | in Business

ICA10111 i Certifizate | in Information, Digital Media and T

ICA20111 i Certificate || in | nformation, Diaital M edia ariill
3

"
e Select *Group** Cert | Business and move J it to the pane on the right

e Click Add
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[m} . :
e Delete —| all but BSBCMMZ101A from the list of Selected competencies

Selected competencies

e Enter the following RTO information

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

2013 - |

r Qualification Details

Start Date |13 FEE 2012 Jﬂl Qualification Igsgmm?

Certificate | in Business
W Full Qualification Enralment

RTO ISouth tetropalitan routh Link ;l

r Competency Detailz

Start Date |11 FEE 2013 E_E*i|
Completion D ate |22 MO 2013 ]Eil

r Indusztry Area - [From Qualification]
¥ Buziness and Clenical ;I

- Competency Status

Inteqgrated [~ Code I

r RTO Delivery
RTO South Metropolitan v'outh Link [~
Mode Classroom-bazed [
Arrangement School Auspicing with 3 Registered .. 7 |
Delivery Site Type S kol [=
Trade Training Centre [~
Trade Training Centre Site ;I

Note: The start date for the qualification is in the previous year but the start date for the

competency must be in the current year.

e Click Add
e Enter a Study Reason and click Add

ANVETMISS - General

Study Reazan |Tc- get & job |E|
Fee Exempt / Conc Type |d |— [VIWET in Schools
Trainee Details

Traineeship | |E|
Contract 1d ,7

CIVICAa
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e Read the prompts and click Yes

YET - Add Qualification Enrolment ¥alidation |

P | A matching incomplete qualification enrolment ESE10107 Start Date 13 FEE 2012 for Joel Black has been found. Do
\:/ wou wish ta link these new competency enrolments to this existing qualification?

e Close
e View Patrick Brown’s enrolment

3.8.9 VET Student Details — Miscellaneous

Miscellaneous Student Details are accessed by clicking the Miscellaneous

e

£ | putton in the VET

o+

Student Details window. The Miscellaneous window contains three tabs: General, AVETMISS

and Correspondence.

General | AVETMISS I Conespondence

Completion of the first two tabs is mandatory for ALL students and schools in Western

Australia.
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Miscellaneous - General

¥ET - Student Details
O|Cunent -4 ﬁi|§|f|§ﬁ‘§:ﬂ E|§|
Sally Angus (5) 16Yrs 3 Mths
General | AVETMISS I Eorrespondencel
Active I~ At Educational Risk 7 Prefered  [information Technology =
Undertaking Full Certificate study & eeettane |Business£Finance |
ﬁeperal d Safety Office and Business Services ﬂ [Ill
oies Cetification | General
ol
[ -] [ -]
 Employer Details r Training &greement
Mame | Agreement # I & Part Time  Full Time
Address | Start Date I Cormpletion D ate I
| Mites d
Tel | Fax |
Contact I

This tab is used to record:

e If a student is at educational risk

Whether or not a student is studying for a full certificate
Students’ preferred vocations

Students’ safety certificates

(Where applicable) Traineeship information

CIVICAa
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Miscellaneous — AVETMISS

¥ET - Student Details

@ |cuet =4 B b |&|F | EHE B S
Sally Angus (5) 16 rs 3 Mths
General AYETHMISS |Eorrespondence|
Student Attends School v Student Title IMS
Highest School Level Completed | Completed vear 11 ;I State IWestem Huztralia - I
ear Highest Schoal Lewvel |2U‘| 2
Labour Force Status |L|nernp|o_l,Jed -nat see... = |
Froficiency in Spoken English |English Spoken At Ho.. = |
Mobile Phone Mumber |
Dizability Frior Educational Achievement
[T Hearng/Dieat ;l [T Bachelor Degree or Higher Dearee level ;l
[~ Physical [T Advanced Diploma or Azzociate Degree Lewvel
[T Intellectual [T Diploma Lewvel
[~ Leaming [T Certificate v
[~ Mental liness [T Certificate [l
[ Acquired Brain Impairnent f
¥ “izion
[T Medical Condition
[~ Other
I- -

| [

Note: All fields on this tab are mandatory for State and Commonwealth reporting and must
be completed, with the exception of Mobile Phone Number, Disability and Prior Educational
Achievement which should also be completed whenever applicable.

Miscellaneous — Correspondence

YET - Student Details

O|Current s {a’|é|f|gbg:ﬂ' E|§|

Sally Angus (5) 16 Yrs 3 Mths Year12 Form 12.1

General| AVETMISS Conespondence |

@ =] [0

Users may choose to record any correspondence sent to students on this tab.
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To add a record:

e Click the Add button [+]
e Enter the relevant details and click OK

¥ET - Add/Edit Correspondence

Date |24 FEBE 2013

Hote |Notification of WET students meeting

ak I LCancel

To edit arecord:
e Highlight the record you wish to edit

e Click Edit <
e Make the desired changes and click OK

To delete arecord:

e Highlight the record you wish to delete
[m}

e Click Delete
e Confirm the deletion by clicking Yes

Delete Correspondence |

Delete Correspondence for 5 FEE 20107

To print a student’s correspondence log:

e Click Print =)
e Select the desired report destination

CIVICAa
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Activity

VET > Students

e Use the VET Student Search to navigate Frank Bishop’s details
vet
e Click Vet Miscellaneous Details

e Click Edit 7 and enter the following on the General tab

¥ET - Student Details

O|Cunent | ﬁ’|é|f|g \;IstE‘|%|
Frank Bishop (13) 14 ¥rs 2 Mths
General | AVETMISS I Eorrespondencel
Achive v &t Educational Risk. [~ Preferred |Eusiness!Finance =
Undertaking Full Certificate study [ Vocations |Infc-rrnation Technalagy ;|
General ;I Safety ;I [Ill
Notes Cetification
iz
 Employer Details r Training Agreement
Name |Civica Education Agresment # 1505 & Part Time ¢ Full Time
Address |Kensingt0n Road Start Date |-|-| FEE 20173 Campletion O ate I
|East Perth Notes =]
Tel |36 1225 Fax |
Conkact I
[
YET Student Search I ﬂl

Note: The employer in VET- Student Details>Miscellaneous>General refers to School-based
Traineeships. Agreement # refers to the number of the agreement regarding the
Traineeship.
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e Click Edit J

YET - Student Details

Entering AVETMISS Information
e Click on the AVETMISS tab

e Enter the following details

Proficiency in Spoken English

Mabile Phone Mumber

0|Currenl -4 a’|&|i|g EE‘|§|

Frank Bishop (13) 14 %rs 2 Mths

General AYETMISS |Correspondence|

Studert Attends School v Studerit Title IM’—

Highest Schoal Level Completed |EompletedYearSDr l.. ;I State IW
“'ear Highest Schoal Level |2|j1 ]

Labour Farce Status |Part-tirne =

IEninsh Spoken &t Ho... ;I

™ Other
il

Dizability Prior Educational &chievement

™ Heanng D eaf ;l [T Bachelor Degree o Higher Degree level ;l
™ Physzical [T Advanced Diploma or Azzociate Degree Level

™ Intellectual I~ Diploma Lewvel

[T Leaming [T Certificate [v

™ Mental lness [T Certificate 1l

™ Acquired Brain Impairnent [T Certificate Il

™ izion [T Certificate |

™ Medical Condition Vi : 15 Educahion

Note: Proficiency in spoken English is only active if Language spoken at home in main
Student Details is other than English

CIVICAa
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Entering Correspondence information

e Click on the Correspondence tab

e Click Add [+]
e Enter the correspondence details (leaving the date as TODAY)

YET - Add/Edit Correspondence
Crate I

Mote INDtice of VET students' meeting

LCancel |

e Click OK twice
e Close VET Student Details

C IV I C a Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 85 of 130
© 2013 Civica Education Pty Ltd




3.9 VET Student Results Entry
3.9.1 VET Individual Student Results Entry
Results for individual students may be entered in the VET Student Details window.

¥ET - Student Details

0|Cunent i ‘@’|é|f|g&z:3t E||§|
Donna Ravat (299) 15 %rs 7 Mths Year11l Form11.2

Enralments |E0mpetencies | Preferences I
Qualification

Code Qualification Mame Start Date Completion Date| Certificate Ho. RTO Code
115 Unspecified

Gl
cate | in [nformation, Digtal Media and Technology 20173 3456 j |
5
Kl _>l_I

Competencies for the selected Qualification

Start Date RTO Code| Subject

Result] S chedulad Hrs

Mode of Delivery

h 11 FEE 20 El

bl : {11 FEB 20 assroom-base choaol Au
BSECMNT 084 Follow warkplace safety procedures (ITFEE 2013 (22NOV 203 | iClagsroom-based {School Au il
BSBITU1A i Operate a persanal computer 1TFER 2013 (22 MOV 2013 (3456 iClazsroom-based :Schoal Au
BSBDHS2D1.-’-‘-§ Participate in OHS proceszes 11 FEE 2013 22 MOW 2013 3456 EEIassmom-based School Au EI
BSBSUS 201 A Participate in emvironmentally sustainable work pri11 FEB 2013 (22 NOW 2003 (3456 iClassroom-based {School Au
ICAICT101A  iOperate a persanal computer 1TFER 2013 (22 MOV 2013 (3456 iClassroom-based {School Au

ICAICT 1028 EDperate word-processing applications 11 FEE 2013 22 MOW 2013 53458 iClassroom-based {School Au

Entering results for a unit of competency

Highlight the competency for which you wish to enter a result and click the Edit pencil to the right of
the Competency pane. This window will then open.

¥ET - Competency Enrolment

Donna Ravat (299 )

Apply basic communication skills [BSBCMM1014A)

General |AVETMISS |

- Competency Enrolment Details

Start Date I'I'I FEB 2013 Completion Date |22 MO 2013 @l Scheduled Hours |4D

r Indugtiy Area - [From Qualification] Competency Status ———————
¥ Eusitess and Clerical - Subj |
j Inteqrated [ Code
r RTO Delivery
RTO IF'DI_I,Itec:hnic: West ;I
Made |Classroom-based ;I
Arrangement School Auspicing with a Registered Training Drganization ;I
Delivery Site Type Schaal ;I
Trade Training Centre | ;I
Trade Training Centre Site I j

r Outcome Assessment
Result |2D Competency achieved/pass j

Teacher  [Abbott, Elaine =l

Results are available from a dropdown menu, as is the teacher’s name.
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Note: The teacher entered must be the school’s VET Co-ordinator and he or she must have
a valid WACOT number.

The options within the results dropdown list are AVETMISS. The values within this list comply with
the AVETMISS 6 standard, these being:

20 Competency achieved/pass

30 Competency not achieved/fail

40 Withdrawn

51 Recognition of prior learning — granted

52 Recognition of prior learning — not granted
60 Credit Transfer

70 Continuing enrolment

Note: Continuing enrolment is training activity in a unit of competency that continues, for a
student, into a subsequent collection period and the student has not completed all their
assessment criteria by the end of the current collection period.

90 Not yet available

Note: Code 90 may not be used as a final outcome assessment.

99 Has not and is not expected to start this UoC

Note: Code 99 has been added at the state level to remove incorrect enrolments from state
and national reporting. Only use this code when the enrolment was added in error and
cannot be deleted as it has been reported to the Curriculum Council.
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VET in Schools — Reporting student achievement — flowchart

Student is enrolled in
a unit of competency

v \ 99
The student has participated The student has not started Did not
in the unit of competency the unit of competency > start

|

Student has

successfully

completed all
requirements of the
unit of competency

Skills recognised
through Recognition of
Prior Learning (RPL)
Code 52 is if RPL has
not been recognised

Student has been
assessed in all
elements of the unit of
competency and has
NOT successfully

discontinued

Yes < Has the student been fully > No
assessed by the RTO?
v v v r v
20 51 and 52 30 40 70
Competent Skills recognition Not competent Withdrawn or Continuing enrolment

(in the following year)

Student did not participate to
the end of the unit of
competency.

Enrolment in the unit of
competency has not finished
and will be continuing into
next year.

completed all
requirements of the unit
of competency.

Note: Please consult Section 4.3 of the 2013 WACE Procedures File for additional
information related to resulting. The File is available on the School Curriculum and

Standards Authority website http://www.curriculum.wa.edu.au under WACE Procedures
File.

Select the appropriate result and teacher and click OK to save.

Entering results for a qualification

A qualification may be given a completion date and a certificate number.

Highlight the qualification you wish to edit and click the Edit pencil to the right of the Qualification
pane. The following window will be displayed.

¥ET - Qualification Enrolment

Donna Ravat (299)

Start Date |-|-| FEE 20713 Jﬂl Completion 0 ate |22 WOy 2013 Jﬂl
Qualfication [ICAT0111 EJ RTO | South Metropalitan Youth Link = |

Certifizate | in Information, Digital Media and Technology

Certification Details
v Qualification Achieved Certificate |dentifier I 123456
W Certificate lzsued  Date lssued |22 NOV 2013

¥ Full Qualification Enrolment

u] 4 Cancel
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The Certificate Identifier (number), Certificate Issued and Date Issued fields become available
once Qualification Achieved has been checked. Enter a Completion Date and the Certificate
Identifier (if you have it) and click OK to save.

Note:

Qualification Achieved should only be checked after the student has completed the
Qualification in accordance with the Training Package requirements.

The record will not be saved unless both the Completion Date has been entered and
Qualification Achieved has been checked.

The Certificate Identifier is available from the RTO. If the school is the RTO, then the
Certificate Identifier will be generated automatically when the certificate is printed.

3.9.2 VET Bulk Student Results Entry

WET Shudantz on the Cumant Rol

- modlBrBHC

The VET Competency Enrolment Speed Edit window allows for results against a competency to

be entered for multiple students simultaneously.

¥ET - Competency Enrolment Speed Edit

23

-7 Ealala

104  Competencies on offer

&)

32 Student(z] Enrolled

% Show Al € Students with no result

LA -

1

. ' E— L

il

Code Deszcription Fef | Mame Qual Code | Qual Mame Start Date Completion Duate] Outcome &sz
BSBADM1T01A | Use business equipment and resourc | |109  Kent, Claptan ICAT0111 iCertificate | in Information, Digital Medii 11 FEB 2013 22 MOV 2013 -
: 129 ilLam, Chanara ICATOT11 i Certificate | in Infarmation, Digital Medi: 11 FEB 2013 22 NOW 2013 —
BSBCMM2014 : Communicate in the workplace 130 :iLambert, Damien (ICAT0T11 :Certificate | in Information, Digital Medii 11 FEB 2013 :22 MOV 2013

BSBCMMI014 : Prepare for worl: 173 iMax, Aaron ICA10111 i Certificate | in Information, Digital Medii 11 FEB 2013 (22 MOV 2013

BSBCMMI0ZA, i Complete daily work, activiies 194 iMichael, Daniel ICAT0T11 iCertificate | in Information, Digital Medii 11 FEB 2013 (22 MOV 2073

BSECMMI03A tApply basic communication skills 199 iMiller, Jacob ICAT0T11 i Certificate | in Information, Digital Medi: 11 FEB 2013 ;22 MOV 2013

BSBCMMI0RA (1 se business equipment 222 iMuray, Brent ICATOT11 i Certificate | in Infarmation, Digital Medi: 11 FEB 2013 22 NOW 2013

BSBCMMT0BA ( Follow workplace safety procedures 224 iMaim, Richard ICAT0111 :Certificate | in Information, Digital Medii 11 FEB 2013 22 MOV 2013

BSBCMMI034 ( Follow ervironmental work, practices 239 iDliver, Angela ICA10111 i Certificate | in Information, Digital Medii 11 FEB 2013 22 MOV 2013

BSBCMMZ01A Mwork effectively in a business enwviro 254 iPamment, Louize  ({CAT0111 iCertificate | in Information, Digital Medii 17 FEB 2013 122 MOV 2013 s
BSECMM2154  Participate in environmental wark, pre 269 iPerera, Trevar ICAT0T11 iCertificate | in Information, Digital Medii 11 FEB 2013 ;22 MOV 2013

BSBCUS201A :Deliver a service to customers 293 :iRawat, Donna ICAT0T11 i Certificates | in Infarmation, Digital Medi: 11 FEB 2013 22 MOV 2013 i Competen:
BSBEBU401A Review and maintain a webzite 334 iSchalten, Drew ICAT0T11 :Certificate | in Information, Digital Medii 11 FEB 2013 22 NOW 2013

BSEIMD2014 wiork effectively in a business ensiro— | 343 iSmeed, Elize ICA10111 i Certificate | in Information, Digital Medii 11 FEB 2013 22 MOV 2013

BSEIMM2014 (Process and maintain workplace info 363 {Sudholz, Jaala ICAT0111 Certificate | in Information, Digital Medii 11 FEB 2013 (22 MOV 2013

BSEIMM 2028 Handle mail 383 Wiliams, Tenille ICAT0111 Certificate | in Information, Digital Medii 11 FEB 2013 (22 MOV 2013

BSBITUI0MA :Dperate & personal cormputer 5 Angus, Sally BSE10107 : Certificate | in Business 11 FEB 2013 122 MOV 2013

BSBITU1024 :Develop keybaoard skillz 1R Rlark lnel RER1M rli Certificate | ik Bosiness 11 FFR 2013 322 MO 20 3 _Iﬂ
BSEITU2014  :Produce simple word processed doc 4 D
BSEITUZ202% :Create and use spreadshests - Competency Details

BSBITU2024 iCommunicate electronically :

BSBLEDTO14 | Plan skils development I—Sta” Dale . I—E"mp'e“m Date

BSBOHS2014 i Participate in OHS processes ﬁ Bk

BSBSUS20MA (Participate in environmentally sustain .

BSEWORZ2014: Manage perzonal stress in the workp RTO Mode of Delivery ATO Armangement

BSEWORZ2024; Drganize and complete daily work, ac I ;I I j I ﬂ

BSEWORZ03A: W ark effectively with others

BSEWOR2044: Use buzsiness technology Traineezship Type Study Reason Delivery Site Type

CUFAMM3014 ( Create 20 digital animations I I J I J

CUFAMM3024 : Create 30 digital animations

CUFCAMZOTA {Assist with 2 basic camera shoot Training Contract [D WET In Schools Trade Training Centre

CUFDIG2014 : Maintain interactive content

CUFDIG3024 :Author interactive sequences I I ;I I ;I

EH EEfllEGh%Dﬁ E:Egt‘ec,em?afilpﬂilzFea;ensTséz:E;gafsE Outcome Azzessment [Fesult)  Moderating Teacher Trade Training Centre Site

CIUFPOS204 | Parform basic vision and sound editir | =] | 51 [ | = Appl o |
CUFSQ2044, i Perform basic zound editing

Cloge |
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All actions in this window relate to a calendar year. Selecting a new calendar year will clear the
window and the Competencies list will be refreshed to show the competency offerings and
competency groups for the selected year. The Students lists will be cleared.

The Competency Find Tool # can be used to select a subset of competency offerings for the
year.

Clicking on a competency in the list will display the students enrolled in that competency for the
year according to the filter selected.

¢ Show Al Students with no result

Show students with no result will only display those students
who do not have a result entered for the selected competency. Show All will show all the students
enrolled in the competency for the year. Any students with a result will have the result displayed in
the Results column.

To add results, click Edit J , select the target students, select a result from the Outcome
Assessment dropdown list and then click the Apply Changes button.

| Apply

This will add the selected result to all the selected students. If any of the selected students already
have a result entered, these students will have their existing result overwritten with the selected
result. The moderating teacher's name may also be entered in the same way. Click OK to save
the changes and to acknowledge Bulk Results Update message.

VET - Bulk Results Update |

-
N_l) 4 student competency results updated

Note: The following fields may also be edited in Competency Enrolment Speed Edit:

Start and Completion Dates

RTO, Mode of Delivery and RTO Arrangement
Traineeship Type and Training Contract ID
Study Reason and

The VET in Schools flag.
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Activity

VET > Students

e Click on VET Competency Enrolment Speed Edit E

#

e Click Find ==
e Enter the following and click Find

¥ET - Competency Find

General |

ear Igmg—

Code I—

RE |

Field af Education I hds-- ;I
Competency Group |Eert IInfo ;l

[ualifization

[ &

I~ Show Inactive Parameters in Dropdav Lists

Find

Cloze

Click Select and Yes

Click Edit i
Highlight the first competency in the left-hand pane
Highlight most of the students in the right-hand pane

2013

-

J E|&la

¥ET - Competency Enrolment Speed Edit

8 Competencies on aoffer

@l 32 Student(s) Enalled

@ Show Al Students with no result

10
BSECHMM2074
BSECMMT0ES
BSEITU10A,
BSBOHS 2014,
BSBESUS 2012,
ICAICT 1074
ICAICT 1024

Communicate in the workplace
Fallow warkplace safety procedures
Operate a personal computer
Participate in OHS processes
Participate in environmentally sustain
Operate a personal computer
Operate word-processing application

Ref

iangus, Sally

‘williamns, Terille

(ual Code | Gual Mame

Certificate | in Informatlon Digital M e
Certificate | in Information, Digital e
izate | in Information, Digital Me:

|'iry I

i Certificate | in Information, Digital ke

Certificate | in Business

Start Date

Completion Diate] Outcame Azse

11 FEB 2013
11 FER 2013

11 FEB 2013
(11 FER 2013
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e Select a result of 20 Competency achieved and a Moderating Teacher

Outcome Asseszment (Result)  Moderating Teacher
IZD Competency ac... IE‘ I.t’-‘«bbott, Elaine IE‘

e Click Apply l@

e Click OK twice

Click Students with no result ® i) DL

Click Edit
Highlight the remaining students
Enter a Completion Date of 21 November 2014

- Competency Detailz
Start Date Completion D ate
| B Jzinovzone
RTO Mode of Delivery RTO Arangerment
Traineeship Type Study Reazon Delivery Site Type
Trainitg Contract (D VET In Schoolz Trade Training Centre
Outcome Azzezsment [Result]  Maderating Teacher Trade Training Centre Site
I?D Continuing enral... ;I I.t'-‘«bbolt, Elaine j I LI

e Enter a result of 70 Continuing enrolment and a Moderating Teacher
o Click e v
e Click OK twice

Caution: Year 12 students cannot be awarded an Outcome Assessment

(Result) of 70 — Continuing Enrolment, as this will cause errors when
reported to the Curriculum Council.

e Enter results for all of the students enrolled in another unit of competency

e Click on View Competency Enrolment by student =l
& .
e Find Ashleigh Campbell
e Enter results for all of her units of competency
e Enter results for Frank Bishop
e Close Competency Speed Edit
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3.9.3 Qualification Achieved

Activity

VET > Students

Open Ashleigh Campbell VET Student Details

Click Edit El to the right of the Qualifications pane
Enter the Qualification Achieved details

¥ET - Qualification Enrolment

Ashleigh Campbell (29)

Start D ate |11 FEE 2013 JE' Carnpletion D ate |22 WO 2013 Jﬂl
Qualfication [ICa10111 EJ RTO | South Metropalitan Youth Link 7|

Certification Details

V¥ Qualfication Achieved Certificate |dentifier |123458
[v Full Qualification Enralment |7 d Date lssued |22 WOV 2013 Efl

Certifizate | in Information, Digital Media and Technology

Note: The Certificate Identifier is available from the RTO.

Click OK

e Repeat for Frank Bishop Certificate | in Keys to Employment
e Close VET Student Details and VET Students
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Recap: Student Profiling

Complete each of the following tasks and note the pathway you took.
1. Add the students in 2ACSC_3 to the VET Student list

2. Create a VET Student Group: 2013 Info Il. Add the students enrolled in 2ACSC_3 to that
group.

wH o &

General Teaching Sets |

r Search Criteria

itean [z013 <]
Girid |2m3-us =]
Schedule Jau =] Go
Departrnent I Computing j
Subject |Cc-m|:-uter Science 24 [2ACSC) ;I

T5et Code Subject

Computer Science 24 ;I
Computer Science 24

Computer Science A8

I~ Show Inactive Parameters in Dropdown Lists

Erd | Cose |

3. Bulk-enrol the VET Student Group 2013 Info Il in the Competency Group Cert Il Info.

4. Enter results for all students enrolled in one of the units of competency in the Competency
Group Cert Il Info.
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5. Enter results for all competencies for one of the students in the Student Group 2013 Info Il and

show him or her as having achieved the Qualification.

3.10VET Reports

VET > Reports

The Integris VET module provides schools with a range of VET reporting options. VET Reports
are accessed via the Reports icon in the VET sidebar.

VET - Reports

LD

Qualification R eparting

Competency Reparting
Student Reparting

Employer Reporting

Standard Letters - Mail Merge
RTO Reporting

RTO Certification

YET Exports

Submitting Authority Feporting

cocooecoooe

Industry Area Reporting

dl |

L

s
Y

"]

School Curriculum and Standards

Authority Reports

Monday, 15th April 2013

These reparts are designed ta provide the School Curriculum and
Standards Authority with data in a pre-determined format. The data files
produced should be submitted uzing the methad described in the
documentation provided by the Schoaol Curticulum and Standards

Autharity .

FErint I

LCancel
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3.10.1 Types of VET Reports
VET Reports are sorted by functional areas.

School Curriculum
and Standards
Authority Reports

These reports are designed to provide the School Curriculum and
Standards Authority with data in a predetermined format.

Note: The above folder replaces the Curriculum Council Reporting folder in Transitional
Reporting and should be used to produce all VET export files.

Qualification Enables the school to view VET data by qualification. Hardcopy outputs of
Reporting each report can be produced

Competency Enables the school to view VET data by unit of competency. Hardcopy
Reporting outputs of each report can be produced

Student Reporting

Enables the school to view VET data by student. Hardcopy outputs of
each report can be produced

Employer Reporting

Enables the school to view VET data by employer. Hardcopy outputs of
each report can be produced

Standard Letters —
Mail Merge

Provides the school with the functionality to produce export files into MS
Word

RTO Reporting

Provides the school with the functionality to view VET data for a given
RTO, AVETMISS reporting is undertaken here

RTO Certification

Allows schools with active RTO status to print certificates

VET Exports

Provides the school with the functionality to export VET data for statistical
analysis

Submitting Authority
Reporting

Provides the RTO with the information about the authority submitting
AVETMISS data

Industry Area
Reporting

Allows the user to view School Offerings by Industry Area
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3.10.2 Accessing VET Reports

Accessing other VET reports is done through VET>Reports by clicking on the relevant folder
holding a group of reports and clicking on the name of the required report.

YET - Reports

@
=

peooeppoee

School Curriculumn and Standards .i;l
Qualification Reparting

D Schaal Offerings

D Linked Competencies

D Enralment Mumbers
D Student Enrolments:
D Full Qualifications Achieved by
Competency Reporting

Student Feporting

Emplayer Reporting

Standard Letters - Mail Merge
RTO Reparting

RTO Certification

VET Exports

Submitting Autharity Reparting
Industry Area Reporting

e

r Titles
F it Title IStudent Erralments Report by Dualification
Page Footer I
- Parameters
ear |2m 3 = I %l
0 zelected Cualifications
Code Marme

Print I Cancel |

Where default Main Title and Footer fields appear in the report set-up window, the user can edit

the

title and/or footer.

A number of reports make use of the Find tool in selecting settings. @l

Some reports display the number of selections made.

- Parameters

Query ISubset of 4 shudents ;l ‘
r 4 Selected Students

Surmame First Mame “ear Group| Form

Dunne Blaire: 12 123 :I

Farkin Tara 12 123

O'Connel Sean 12 121

Thomas Alex 12 123

- :
Click on the Select Date button to select the appropriate date from the school calendar.

Apiril 2013 «| 2| | »|R|
% & [z |z |z |30 |3
1T 2z |z |4« 5 8 |7
g 3 [0 |11 |1z |1z |4
ﬁw 7|8 20 7
R ERERERERERE
= ;o [Tz |z (= |5

oK.

The current day is shaded green

Use the single red arrows to scroll to different months
Use the double red arrows to scroll to different years

Use the Today’s Date button [* to select the current day
Use the Reset date button |£ to reset the calendar to
the previously selected date

Click on the date you wish to select and click OK

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13

Page 97 of 130
© 2013 Civica Education Pty Ltd



During training we will focus on and Standard Reporting — Mail Merge. Reporting to the School
Curriculum and Standards Authority will also be covered.

3.10.3 Mail Merge

Activity

VET > Employers

Active Emplopers - | ) |Qq_ o @ | i | |

Employer Mame

I Contact Perzon

Suburk

I Intakel Active

Hunary Jacks

Perth

iRonald Mack,

il

YES

B

e Double click on Hungry Jacks

e Click the Student Placements tab for Hungry Jacks

e Close Employers

VET > Reports>Standard Letters — Mail Merge
e Highlight Students and Placements

e Choose VET Students on the Current Roll from the Query drop down menu

e Click on Select Folder

e Highlight C:\keys\Integris\Outbox and click Select

i

Note: At school the pathway will be K:\keys\Integris\Outbox

Choose Parent Insurance Letter as the Correspondence Type
Check the Record Correspondence box
Enter the dates: 1°' January to 31°' December

Check Surname, First Name, PG1 Salutation, PG1 Address 1, PG1Town/Suburb, PG1

Postcode, Employer Name, Placement Start Date, Placement End Date and Placement

Staff

e Ensure Save Fields is checked

Note: Checking Save Fields ensures that the next time this Correspondence Type is
selected the required fields are already checked.

It is not possible to save fields for an unspecified Correspondence Type.

Correspondence Types may be added in VET > Parameters.
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3 School Curriculum and Standalds#il 'Ejlra?;neters
(O Oualfication Reporting |Active WET Students on the Current Roll | al
3 Competency Reporting terge D ata File Falder herge File Name
1 Student Reparting |C:\KEYS\INTEGHIS\DutBDH (=1 IF'»‘-‘«FIII‘JS.I:S\-f
1 Employer Reporting Cormespondence Type
24 Standard Letters - Mail Merge | Parent Insurance Letter -~
E Conezpondence Mote Recorded
D Ermployers and Placements |F'arent Insurance Letter ¥ Record Comespondence
[0 RTORepotting Include Placements that start between I I
1AM 2013 | and |31 DEC 2013 H
1 RTO Cetification -
3 WET Exports 10 Fields |36 Students
L3 Submitting Autharity Feporting I~ VET Enroling ;I ¥ Save Fields
3 Industry Area Reparting [ Student Doc_tor Select the fields to be included in the merge data,
W PG1 Salutation
[~ PG S_umame Clicking the 'S ave Figlds' check-box will zave the
[~ PG FllfSt Harne selected fields against the corespondence type so
[~ PG1 Title that you do not need to re-select them the nest
W PG1 Address1 time you wizh to create a merge data file.
[T PG Addiess2
PG Address3 The 'Save Fields' option i not awailable when
r
working with an uhzpecified corespondence twpe.
™ PGl Addressd
W PG1Taown/Suburb
F = Stoab:: Ko Emplayer and placerment data will be blank if pou
do ot enter placement start and end dates.
~|| | PG1Postcade -
4] | N [t =
Prrint I LCancel
e Click Print
e Read the prompt and click OK

It is now possible to merge the data exported from Integris with a mail merge template in Word.
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e Open Word and the document C:\Keys\IntegrisS\MMTPL\Letters\VET letters\mm\Parent

Insurance Letter mm

Note: VET mail merge templates are available from

http://det.wa.edu.au/curriculumsupport/vetis Navigate to Resources and Support.

e Click Tools\Letters and Mailings\ Mail Merge

Taals | Table  ‘Window  Help

? Speling and Grammar. .. F7 letters From DET\Parent Insurance
Qi Research... Ale+Click !

Language Lo = 0 ££ 4 E

Word Count, .,
- ®

Speech Fooorbog 009 210

Shored Workonare.. -

4 Track Changes Ckrl+5hift+E

7@ AutoSummarize. ..

Compatre and Merge Documents. .
Pratect Dacument. ..

Crline Collaboration 3

| Letters and Mailings r || Mail Merge. ..

e Click Next: Starting document

Step 1 of b

% Mext: Starting docurment

e Click Next: Select recipients

Step 2 of 6

& Mexk: Select recipients

4 Previous: Select document type

e Click Browse

Use an existing list

Use names and addresses From a
file or & database,

& Browse...

e Navigate to C\keys\Integris\Outbox

| outsox =
@' Deskiop =
-_-J My Compuker
g Local Disk (C:)

2 keys
@ INTEGRIS

e Double click on PARINS.csv
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Mail Merge Recipients M

This is the list of recipients that will be used in your merge, Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

C:Ykeys\INTEGRISVOUTBOXPY - %l Fr
¥ Filter...

7_.‘_-_1 Find duplicates...

Find redpient. ..

Validate addresses. ..

Data Source |_ Sumame w | First_Name w | PG1_Salutation + | PG1_Address

Chkeeys\INTEGRIS... Angus | Sally Mr and Mrs Angus 16 Camargue Green

Chkeys\INTEGRIS... |7 Black Joel Mr and Mrs Black 113 Charthouse Road

Cihkeys\INTEGRIS... [¥  Brown Patrick Mrs L Brown 93 Fendham Street

4| I | 3
Data Source Refine redpient list

o)

e Click OK
e Click Next: Write your letter

Step 3 of 6

% Mext: Write vour letter

4 Previous: Starting document

e Click Next: Preview your letters

Step 4 of 6

% Mext: Preview your letters

@ Previous: Select recipients

e Preview all your letters

Preview your letters

©One of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

Recipient: 2

e Close the letters without saving
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VET > Reports > Standard Letters — Mail Merge

Highlight Employers and Placement
Choose All Employers from the Query drop down menu

Click on Select Folder
Highlight C:\Keys\Integris\Outbox and click Select

Note: At school the pathway will be K:\keys\integris\Outbox

Choose Employer Placement Insurance Letter as the Correspondence Type

Check the Record Correspondence box
Enter the dates: 1°' January to 31°' December

Check Employer Name, Employer Address 1 and 2, Employer Suburb, Employer
Postcode, Employer Contact Title, Employer Contact Surname, Placement Staff,
Surname and First Name

Check Save Fields

Note: Checking Save Fields ensures that the next time this Correspondence Type is
selected the required fields are already checked.

It is not possible to save fields for an unspecified Correspondence Type.

Correspondence Types may be added in VET > Parameters.

YET - Reporks

3 School Cuniculum and Standards ﬁﬂ 'Ej:;nelem

1 Qualification Feparting IA" Employers ;I %l

(3 Competency Reporting Merge Data Fils Foldsr Merge Filz Name

(O Student Reporting |CAKEYSMNTEGRIS\OutBox Q. |EMPINSG.CSY

1 Employer Reporting Correzpondence Type

2 Standard Letters - Mai Merge |Employer Insurance Letter =l

|:| Students and Placements Corespondence Mote Recorded
D Employers and Flacements |Ern|3|0_l,ler Inzurance Letter ¥ Record Corespondence

[0 RTORepoting Include Placements that start between |-| JAM 2013 |and |31 DEC 2013 |

1 RTO Certification

D YET Exports 10 Fields |'| Ermplovers

1 Submitting Autharity I-:Eeportmg 7 Emploper Name 2| ¥ SaveFiclds

[0 Industy drea Reparting ¥ Employer &ddresst Select the fieldz to be included in the merge data.
¥ Employer Address2
¥ Employer Suburb Clicking the 'Save Fields' check-box will save the
¥ Employer Postoode selected fields against the corespondence type sc
I~ Employer Telephone that you do not need to re-select them the next
™ Ermployer Fax tire pou wizh to create a merge data file.
[~ Emplayer Email
I~ Employer Web Site The 'Save Fields' option i not available when
[T Emplaver Mobile working with an unspecified comespondence twpe,
™ Employer State , .
¥ Employer Contact Title Emplotyer tancl lplacemepttdatta v-l.l::II biltcnlapk i o

- ™ Employer Cantact First Name LI o niok enter placement start and end dates.
i | 5 [ o= -
Erint I Cancel
e Click Print and OK

It is now possible to merge the data exported from Integris with a mail merge template in Word.
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e Open the document C:\Keys\Integris\MMTPL\Letters\VET\mm\Employer Insurance Letter

mm.doc

Note: VET mail merge templates are available from

http://det.wa.edu.au/curriculumsupport/vetis Navigate to Resources and Support.

e Click Tools\Letters and Mailings\Mail Merge

Taals | Table  ‘Window  Help

? Speling and Grammar. .. F7 letters From DET\Parent Insurance
Qi Research... Ale+Click !

Language Lo = 0 ££ 4 E

Word Count, .,
- ®

Speech Fooorbog 009 210

Shored Workonare.. -

4 Track Changes Ckrl+5hift+E

7@ AutoSummarize. ..

Compatre and Merge Documents. .
Pratect Dacument. ..

Crline Collaboration 3

| Letters and Mailings r || Mail Merge. ..

e Click Next: Starting document

Step 1 of b

% Mext: Starting docurment

e Click Next: Select recipients

Step 2 of 6

& Mexk: Select recipients

4 Previous: Select document type

e Click Browse

Use an existing list

Use names and addresses From a
file or & database,

& Browse...

e Navigate to C\keys\Integris\Outbox

| outeox =
@' Deskiop =
-_-J My Compuker
g Local Disk (C:)

C3) keys
) INTEGRIS

e Double click on EMPINS.CSV
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This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
chedkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source I_ Sumame ~ | First_MName w | Employer_Mame ~ | Employer_Address1
Cihkeys\INTEGRIS... Angus | Sally | Hungry Jacks
Cikeys\INTEGRIS... [¥  Black Joel Hungry Jacks Hay 5t
Cikeys\INTEGRIS... [¥  Brown Patrick Hungry Jacks Hay St
< | m | b
Data Source Refine recipient list
C:\keys\INTEGRIS\OUTBOX'ED » | 4 Sort...
3 Filter...

Q Find duplicates. ..

429 Find recpient. ..

Validate addresses...

m
=)

[
Refrest

e Click OK
e Click Next: Write your letter

Step 3 of 6
& Mext: Write vour letker

@ Previous; Starting document

e Click Next: Preview your letters

Step 4 of 6

% Mext: Preview vour letters

4 Previous: Select recipients

e Preview all your letters

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

Recipient: 2

e Close the letters without saving

Note: These mail merge examples are based on Word 2003. Users with other Word versions
may find the process somewhat different to that used here.
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3.11Processing VET Students Active Status

This process to update a students’ Active/lnactive status is required on an on-going basis, typically
at the commencement of each calendar year. This may be done through VET > Ultilities.

zl
mﬂ:ﬁ": b of o b | & Impon AVETMISS - ANZ5C0 Data ]
the right hand panel with ‘ImporlA\iETMISS - Field of E ducation
mw&:wm LT H Impart Industry Codes
i Import Qualibcation and Campetency Data
Please double click on the

& ol ican o stat that ‘ Process VET Studerits Active Status
furction.

-]

e Double click on Process VET Students Active status

VET - Process VET Students Active Status

CAUTION: Only run this utility after you have completed the
current vear's VET enrolments.

Thiz utility will mark. YET studentz az inactive if they do not have a current enrolment or work, placement in
thiz calendar year.

Do you wizh to proceed?

[ e ] ’ Mo

e Click Yes

The system will go through every enrolling student’s record to determine if they have a current
enrolment. If they do, then a check will be made to ensure that their VET status is correctly
marked as Active. If they do not, then a check will be made to ensure that their VET status is
correctly marked as Inactive.

Important:

This should be carried out only after the current year’s enrolments have
been completed.
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Activity

VET > Students

View the number of VET students

VET > Utilities

Double click Process VET Students Active status

YET - Process VET Students Active Status

CAUTION: Only run this utility after you have completed the

current vear's YET enrolments.

Thiz utility will mark. YET studentz az inactive if they do not have a current enrolment or work, placement in

thiz calendar year.

Do you wizh to proceed?

Click Yes
Click OK

VET > Students

View the updated list of VET students

VET > Control > System Preferences

Check Display VET students with an Inactive status

YET - Preferences

General |
Dizplay YET students with an Inactive status ™2
Auta enral students in competencies linked ta a qualifization ird
Check Module/UOC exists for the selected qualification during I
enralment
Enrolment cut-off date active ~ Cut-0ff Date ﬁl 31 DEC 2013

Cut-0f Date ﬁl 31 DEC 2013

Allows concurrent enrclment in a competency at different RTOs I

“fear 12 Enralment cut-off date active [7

Auto offer all linked competencies for a qualification

Allow temporary competency enrolments

B B

Open student/employer windows in detail mode rather than list

Import Directary | CAKETYSSNTEGRISAWET IMPORTS

L=

Cancel

Click OK

CIVICAa

Integris_VET_Advanced_Training_Notes.docx 13-Feb-13
Page 106 of 130
© 2013 Civica Education Pty Ltd



VET > Students
e View the updated list of VET students

4 Reporting to the School Curriculum and Standards
Authority

The WACE Procedures File provides information on how to upload files to the School
Curriculum and Standards Authority after they have been generated by SIS. The
Procedures File is available at
http://www.curriculum.wa.edu.au/internet/Publications/WACE Procedures File

4.1 VET Enrolment

Activity:

VET > Reports > School Curriculum and Standards Authority Reporting > VET Enrolment

& School Curiculum and Standards #;I - Parameters
D YWET UOC Results Export File Location
D WET Qualifization Achisved IC:'\KEYS\lNTEGHlS\UutBDH\ (=1
1 Gualfication Reporting
[ Competency Reporting
. rear
1 Student Repaorting
1 Emplover Reparting vear |23 =
1 Standard Letters - Mail Merge
1 RTOReporting
1 RTO Certification Ex=port File Name
(1 WET Ewports [EnvET
1 Submiting &uthority Reporting “Vear Group
L3 Industy Area Reporting ¥ “fear 12
¥ “ear 11
V¥ “ear 10
¥ Yeard
V¥ ear 8
4| | 3|
Prrint I LCancel

e Print the reports to the screen
Export files are also created. At school these will be found in K\KEYS\INTEGRIS\OutBox\. There

is an export file for each year level that has VET students. These files may then be uploaded to
the School Curriculum and Standards Authority.

e Click OK
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http://www.curriculum.wa.edu.au/internet/Publications/WACE_Procedures_File

4.2 VET UOC Resu

Its

Activity

VET > Reports > Curriculum and Standards Authority Reporting > VET UOC Results

YET - Reports

£ School Curriculum and Standards F;I
D YET Enrolmert

WET LOC Results
[E] WET Qualification Achieved
[ualifization Reparting

Competency Reporting
Student Reparting

Emplayer Reporting

Standard Letters - Mail Merge
RTO Reporting

RTO Certifization

YET Exports

Submitting Authority Reparting
Industry Area Reporting

rocooecooeen

-
1 | »

- Parameters

Export File Location

IC:\KEYS\INTEGHIS\DutBox\

rear

Year I 2013 - I

Export File Mame
[RSVET

Year Group

¥ ‘Year 12
I ear 11
¥ ‘tear 10
¥ eard
¥ ‘tear

Erint I

LCancel

e Click Print

School Curiiculum and Standards Authority.

Continue?

W ¥ET UoL Results

Flease enzure that ALL Units of Competency for ALL shudents are resulted

Should a result be unavailable pleaze uze 90 Mot pet available’ until the actual result haz been received, then re-upload file to

x|

e Click Yes

Note: As we have not entered results for all students an error log is displayed and no

export file is created.

e Close
e Select 2012 and Print

the report again
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4.3 VET Qualification Achieved

Activity

VET > Reports > Curriculum and Standards Authority Reporting > VET Qualification
Achieved

YET - Reporks

4 School Curriculum and Standards ﬁﬂ

Subrritting Authority R eparting

r Parameters
D WET Enrolment
[£] vET UOC Results Expart File Location
IC:\KEYS\INTEGHIS\DUIBDH\ o,
[0  Qualiication Feporting
1 Competency Feporting
. rear

1 Student Reporting
1 Employer Reparting Year |2EI13 - I
1 Standard Letters - Mail Merge
1 RTO Reporting
1 RTO Cerification Export File Mame
1 VET Exports |HSQUAL
@
@

Induztry Area Reporting

-
1 | 3

Print I LCancel

e Print the reports to the screen

Export files are also created.

e Click OK

C IVI Ca Integris_VET_Advanced_Training_Notes.docx 13-Feb-13
Page 109 of 130
© 2013 Civica Education Pty Ltd




5 Ad Hoc Reports

Admin > Reports > Ad Hoc Reports

Users can create their own reports using the Ad Hoc section under the main reporting menu.

& Reports

8| i & W e=

x|

General Reports
Roll Reports

Form Lists

Check. Lists

Saved Check Lists
Graphs 7
Maoritoring Feparts
Address Labels
Exports

Staff Reports
Custom Reports
Ad Hoo Reports

reooppoooeorppe

I‘P:-"."'
b

g

B

Ad-Hoc Reports

Monday, 10th June 2013

Create reports to your own specification, containing
wour choice of the available student infarmation.

Save the report with 2 name of your choice for easy
repeats of commaonly-used reports

View the reportwou have created in the Ad Hoc
Cesigner, and change layout and effects for optimum

appearance
Ad Hoc Manager |

Exportyour Ad-Hoc reports for
others touse

Frint I

Cancel

Highlight the Ad Hoc Reports folder and click on Ad Hoc Manager that appears on the right-hand
side of the window. The Ad Hoc Manager window opens.

'_,_"’ AdHoc Manager x|
P SRR Rl = Ay PN
& & S22 & & & &
[—=1—=01—1
Student Add...  Book Week Labels Medical & C... Rock Band ... Outoffrea Update Beh...
Rottnest Trp... Proposed Fo... Proposed/C...

To create a new report, click Ad Hoc Wizard. 4 This will take you through the Ad-Hoc Wizard
function, asking you to select what data you wish to include in your report and how you wish to sort
it. Once you have progressed through all the Wizard windows you will be asked to create your
report. This takes all the fields you have specified and displays them in the design window,
enabling you to make changes to the layout of the report:
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| Agial =

0 -|Bfu|_

| Ad-Hoc Report Designer

g [=[

Partrait -

8 e =

Fage header

Record

Harme: First Mame

Student Mo,

EtuExamCandho footer]  subd

|.Stubedrumber facter]  subl

R T = e T A A A A A A A D
: FooterT ext

Tatals i‘

1 |

It is here that field lengths can be extended, text styles can be changed and fields can be

rearranged, added or deleted to change the whole layout of the report.

Closing the design window saves the set-up and brings you back to the Ad Hoc Manager window
where all the reports created will be displayed.

| R .
Use the : buttons to change the view of the ad hoc reports.
x
f-*|§f%@1ﬁl|ﬂ$|@ £ | E | B
Feport Hame Dezcription Created Maodified
ADDRESSES Student Address check 25AUGT0 14:47:37 2RAUGI0 .
BOOK WEEK Book ‘weeak 2.JaM 01 00:00:00 134PR O
LABELS Labels 194PR 01 00:00:00 194PR 01 C
MEDICAL & COMTAL Medical & Contacts 194PR 01 00:00:00 194PR 01 C
ORCHESTRA COMT:Rock Band Contacts 22 4PR 00 15:05:30 194PR 01 C
OUT OF AREA Out of Area 225EP 53 123110 19APR O
RESE ThehaviourDat Update Behaviour Incident Data 17DECO7 084515 17 DECO7 €
ROTTHEST TRIF  :Rottnest Trip Contacts 16 JaM 03 10:09.24 1E.Jak 03 1
YE&AR EMD Froposed Form & Year 20DEC 02 12:21:55 20DECDOZ 1
R EMD Froposed/Current Form & Year 20DECO2 12:22:25 20DECDZ2 1

Reports can be:

e modified using the Modify Report icon

@

e copied using the Copy Selected Report icon

e renamed using the Rename Selected Report icon

&

Note: It is a good idea to copy a report and give it a new name before making changes to

the report.
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Once reports have been defined they are run in the same way as standard reports.
e Open the Ad Hoc Reports folder
e Highlight the report to be printed

9  AdHoc Reports
c’.@ Book WWeek
E Labelz
c’@‘ tedical & Contacts
c@ Cut of Area
c’.%’ Propoged Faorm & vear
{@ Fropozed/Curent Farm & Year
c’.%? FRock Band Contacts
c’@‘ Rattriest Trip Contacts
c’.@ Student Addrezs check

e Use New Query to load the Student Search window and select students or load a saved query.
e Print the report.
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Activity

Admin > Reports

e Highlight the words Ad Hoc Reports
e Click Ad Hoc Manager
&’ Reports (]
C| LT S| e
1 General Reports -
1 FRolReports Ad-Hoc Reports
1 FomLists Maonday, 11th February 2013
Check List
= mek HEs ) ﬁ Create reports to your own specification, containing
[0 SavedCheck Lists your choice ofthe available student information.
1 Graphs ./:[‘
[ Monitoring Reports d Save the report with a name of your choice for easy
[0 Addvess Labels repeats of commonly-used reports
(3 Ewports ' View the report you have created in the Ad Hoc
[ Staff Reports Designer, and change layout and effects for optimum
[ Custom Reports appearance
5} !
A 2 UEtxhpeorrstitgL:Jrstd Hoc reports for Ad Hoo Manager
- 1.
r o B
[ Print J [ Cancel ]
e Click Ad Hoc Wizard
e Enter a Report Name and Description
B AdHoc Report Wizard 5'

Welcome to the AdHoc Report Wizard

Report Mame

Description

|VET STUDENTS

|WET Student Details

Report Area

= Schoal

Report Format

i Simple RBepart
= Mormal Report
= Expart

"~ Label:

< Back

| Hext > I Cloze
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Click Next

Select the following fields:

Form

O

o Medicare Number
o Name: First Name
o Name: Surname
o Student No.

B AdHoc Report Wizard

Pleaze zelect the fields pou wizh toinchude in your report.

™ Movement: Reaszon Far Leaving Description
™ Movement: Student Entry Date
™ Movement Student Leave Date
¥ Mame: First Mame

™ Mame: Legal Sumarne

™ Mame: Prefered Marme

[T Mame: Previous Surmame

[ Mame: Second Mame

W Mame: Sumame

™ Mame: Third Name

™ Mationality Code

™ Mationality Description

K1l

[T Other Registered Schoaol [Dual B egistation) - |
»

< Back | Hext > I Cloze

Click Next

Leave Selection Criteria — ALL

Click Next

Sort first by Form then by Surname

B AdHoc Report Wizard

Frint / Sort Dptions

| = |Sort |

4 |Total |F'age

F -l

tedicare Murmber

Wame: First Mame

Wame: Surnarme

Student Mo.

(==

AL
A |
i i i

¢ Back | Mext > I Cloze

Check Total and Page for Form

Click Next
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e Change the Print Order options as shown below using the blue chevrons

Wl AdHoc Report Wizard x|
Pritt Order Either - uge the buttons below ta move
Farm “ . . .
Mame: Suname —I the selected field to the required position

Mame: First Mame
Student Mo.

et Tlamber Or - drag and drop the fieldz into their

correct positions in the list bos to the left.

| | ll = [Down |

e Click Next and Create

e Inthe Ad Hoc Report Designer window, double click on the field heading Name: Surname
and change it to Surname

rChart_1024

nzuj===nm
-~ T :

e Repeat for First Name
e Make any other required changes

=F
|Arial <o = BIQ|§§§
P g D E= E | Portrait -

Fage header

—— Darm ©pame: Sumame ©mame:FirstMame | Student Mo,  hledicare Mur

EtuEzamCandhobocter]  sube ¢
L.Stuledrumber focter]  sub]

Page T o e e m e ro et n e nnm e no et raitmemaioatasietatoenotetestasaetetoeestosrasieresisiesoesieoans

Tatalz ?‘ ---------------

=
1| | »

e Close the Ad Hoc Report Designer window
e Close the Ad Hoc Manager window
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e Open the Ad Hoc Reports folder
e Select VET Student Details
e Use New Query to find the Active VET students

&5 Reports IEI
L) &G W ew
[ Custom Repaorts - Tilles
‘3 AdHoc Reports Main Tite  [VET Student Detait
@ Book wWeek

% Labels FPage Footer |

@ Medical & Contacts
@ Ot of Area
@ Propozed Forn & Year
@ Propozed/Current Form & ear
@ Fiock Batd Contacts
@ Rottnest Trip Contacts
@ Student Addrezs Check
Select

@ Update Behawviour Incident D ate
WVET Student Datails i | Selected Subset 25 entries [=l

m

L Mew Hueny

Frint ] [ Cancel
e Print the report to the screen
e Close the report
e Close Admin Reports
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6 School as an RTO

Trainers: Include the following activities only when there are

participants from schools who are RTOs.

6.1 Register the School as an RTO

It is imperative that only those schools that are Registered Training Organisations (RTOs) go
through this process, because these registration details are used in School Curriculum and
Standards Authority reporting.

Schools that are Registered Training Organisations (RTOs) must identify their RTO details to the

system. This is done by selecting the Register as a Training Organisation option in the Delivery
Planning menu.

I ———N—————————————n—_—.,
B YET - Delivery Planning

Instructions m— y— w—
There e a number of icons in @ fheqister School as & Traning Organizationd
the right hand panel with @ School VET Enralments

dezcriptive titles shawing the .
functions available. @ 5ehoal VET Ofterings
@ Setup External ATOs
Pleaze double click on the . .
reguired icon to stark that @ St up Submitting Authority

funchion,

e Click on Register to open the window in edit mode
e Enter the school’s registration details
e Click OK

6.1.1 Register School as RTO Toolbar

E Edit: There can be only one RTO defined within the system.

Deregister: Deregisters the school as RTO.

=

Print: Prints the details for the training provider including location information.

Note: RTOs that have student competency enrolments attached to them cannot be de-
registered; they can only be made inactive.

To make an RTO inactive:

e Click Edit 4

e Uncheck Active L1 22

e Click OK
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Activity

VET > Delivery Planning > Register School as Training Organisation

B YET - Delivery Planning 5[
r Instructions — - -
-
There are a number of icons in Q (ualification ta Campetency Links Maintenance _I
the right hand panel with 3 fHeql hool a3 a Training Provider

dezcriptive titles shawing the

funcions avalable 3 School VET Enrolments

& School VET Dfferings
Pleaze double click on the

required ican ta start that s Setup Estemal RTOs
function. 3 Set up Submitiing Autharity

e Double click on Register School as Training Organisation
e Click on Register
e Enter any missing details and click OK

¥ET - Register School as a Training Organisation

B & &

r Training Organization Details

Code |5|37"8 V¥ &ctive  Physical Address |Pc.s1al Address

Harne |W'est Coast District High S chool
Short Hame |W'CDHS

Contact Mame [Mr Carl Best Address Line 1 1120 Hay Road

Addresz Line 2 |
Telephane |3412 3456
. [5425 550 Suburb |F'EF|TH
Mobile I Postoode IEDDE
Erai I State |W’estern Australia ;l
Type |School - Governmert ;I
e Close
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6.2 Enrolling/Resulting when the School is an RTO

Activity

VET > Students

e Click Bulk Enrolments
e On the Students tab, select

e Hayden Cooper and Verity Gray and move [E them from left to right

2013 - @
YET Students on the Current Roll ;I @l
Student Groups  Students |
StuRef | Mame Farm
25 Browin, Patrick 121 ;I
28 Butter, D aniel 103
29 Campbell, &shleigh 11.2
Cooper, Hayden 13
53 Dirazic, Eleni 103
&0 Englizh, Dion 121 “
55 Fittar, Rz 10.3 _‘
20 G ity 2
a3 {Guester, Kea 03 o
Q. . _>|_I

4 competency group(z] 4 qualification offerings

Code/Group | Mame

Cert | Buziness
LCert | Info
Cert | Keys to Emplayment

Cert |l Info

Certificate | in K.evs ta Employment
BSB10107 Certificate | in Business

1CA10111 Certificate | in Information, Digital Media and T

ICA20111 Certificate || in Information. Diaital Media ariill
4 | ' 3

e Inthe offerings pane, select the *Group** Cert | Info and move [E it from left to right
e Click Add
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2m3 v

0]

Enter the following Delivery details

¥ET - Bulk Qualification & Competency Enrolment - Add Mode

r Qualification Details

Start Date |11 FEE 2013 Jﬁ‘ll Qualificaticrn IICM o111

Certificate | in Information, Digital Media and Technology
v Full Qualification Ernralment

RTO

IW’est Coaszt Distict High

- Competency Detailz

Start Date

[11FER 2013
Completion D ate |22 MOV 2013 Jﬂi‘l

r Industry Area - [From Qualification]

¥ Euziness and Clenical d
- Competency Status
Integrated [T Code I
r ATO Deliveny
RTO whest Coast District High =
Mode Claszroom-based |
Arrargernent Schoal as Registered Training Organi... = |
Delivery Site Tupe S chool ;I
Trade Training Centre ;I
Trade Training Centre Site ;I
e Click Add
[ ]

Enter a Study Reason and click Add

r AWETMISS - General
Study Reazon

ITo get ajob ;I

Fes Exempt / Conc Type Id ||- ¥ WET in Schoalz

r Trainee Details
Traineeship |

Contract [d I

Close the Enrolment log
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e Click Competency Speed Edit

e Find

Click Edit

Subset of 1 students

Hayden Cooper

J

@ 7

and Students

YET - Competency Enrolment Speed Edit by Student

Select Hayden Cooper and all his units of competency linked to the Cert | Info
Enter the Completion Date as YESTERDAY
Enter a Result of 20 and a Moderating Teacher

8 competency enrolments

& Showall ¢ Competencies with no result

StuRef | Mame

Farm

Cooper, Hayden

4]

S

<

Competency Mame

Start Date Completion D.

- Competency Details

Start D ate Completion D ate

[ | [z2novems &)

RTO Mode of Delivery RTO Amangement

| = = =
Traineezhip Type Study Fieazon Delivery Site Tupe

| = = =
Training Contract 1D WET In Schools Trade Training Centre

| | = =

Outcome Assessment [Result)

Moderating Teacher

Trade Training Centre Site

IZD Competency ac.. d

| Abbott, Elaine =l

Ll

e Click Apply and OK twice

e Repeat for Verity Gray except give her a result of 30 for two units of competency

e Close both Speed Edit windows
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e Double click on Hayden Cooper

e Enter the Completion Date as YESTERDAY
e Check Qualification Achieved

Hayden Cooper (40)
Start Date |-|-| FEE 2013 Jﬂl Completion D ate |22 MOV 2013 Jﬂl

¥ET - Qualification Enrolment

Qualification |||:'a_-| o1 EJ RTO IWest Coast District High J

Certifizate | in Information, Digital Media and Technology
Certification Details

] Certificate |dentifier I
W Full Qualification Enralment [T Cerfificate [szued Date lssued I ﬁl

ok LCancel |

Note: the Certificate Information is greyed out.

e Click OK
e Close both VET Students windows

e Select his Cert | Info and click Edit 'zl to the right of the Qualification pane
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6.3 RTO Certification
6.3.1 Qualification Certificate

This report enables schools that are RTOs to print official certificates, records of achievement and
an audit log of certificates printed. Certificates can only be printed for students who have
completed qualifications in the date range selected as well as an associated certificate 1D.

This is an official document printed on pre-printed stationery.

Activity

VET > Reports >RTO Certification > Qualification Certificate

e Click to extract qualification records

YET - Reports

School Curriculum and Standards F;I
[ualification Reporting
Competency Reparting

- Parameters

Include Qualifications completed betweer: |3‘| JAN 2013 | |30 MOy 2013 |

Student Reporting extracted.

E Click thiz button ta see a preview list of the qualification records that will be

Emplayer Feparting

Certificate

Standard Letters - Mail Merge
RTO Reparting

RTO Certifization

D Fecord of Achievement
|:| [ualifization Certificate
D Staterment of Abtainment

[ RTO Qualifications C5Y Export
D Statement of Attainment C5% E

Certificate | in Information, Digital Medi 22

voropeoe

Compl D ate

Firgt Marne
Hayden

Sumame
03 Cooper

1 WET Exports
3 Submitting Awtharity Feporting
3 Industy Area Reporting ﬂ
r Miscellaneous
Frincipal I Ir Carl Best
Date |30 November, 2013
| _Ij v Frint Record of Achievement v Print Certificate Audit Log
L 3
Brint LCancel
e Click Print, OK
5

\?/I Hawe wou ensured that all gualification and competency data is complete and accurate?

e Click Yes

Note: At school this would be printed on the approved pre-printed stationery.
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e View the Record of Achievement

West Coast District High

This is to certifv that

Hayden Cooper

has fulfilled the requirements for
ICA10111

Certificate I in Information,
Digital Media and Technology

Certificate Wamber
SETE0O0001

Mr Car] Best - Principal
30 November, 2013

Than ! B wrdun ibe 0 ¥ rh

e Close the report

YET - Record of Achievement

\‘p The Record of Achievement report will now be printed. Do you wish to continue ?

e Click Yes
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West Coast District High

Mational Provider Code 3678

Hayden Cooper

This is a Record of Achievement to certify that

has been assessed as having fulfilled the following requirements

BIBCLIMIOLA A pply basic conmnudcation skills

BEBCLAMZO01A Comtnnicate in the wotkplace

BIBCLINIO0AL Follow wotkplace safety procedures

BIBITUI01A Operate a personal computer

BIBOHZ2014 Farticipate in OH3 processes

BIBETE201A Patticipate in envirormentally sustainable wotk practices
ICAICTIO0LA Cperate a personal computer

ICAICTI02A Operate word-processing applications

e Close the report

¥YET - Certificate Audit Log

:{’) The Certificate Audit Log report will now be printed. Do ywou wish o continue ?

noo |

x|

e Click Yes

West Coast District High

Certificate Audit Log Report
Produced an 30th Movember 2013 at 09:43

Certificate ID Certificate

Compl Date

First Name

SETE000001 Certificate I in Infarmation, Dizital Media and

Technologzy

22 MOV 2015 Caooper Hayden
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6.3.2 Statement of Attainment

In the case where a student achieves fewer units of competency or modules required for a
qualification, an RTO can issue a Statement of Attainment listing all the units of competency
achieved for partial completion of a qualification. Only competencies which have a result of 20, 50
or 60 will be listed on the report.

This is an official document printed on pre-printed stationery.

Activity

VET > RTO Reporting > RTO Certification > Statement of Attainment

From the Query drop-down menu select VET students on the Current Roll
e Click to extract qualification records

VET - Reports

gocoeoeD

School Curiculum and Standards #;I
Qualification R eporting

Competency Reporting

Student Reparting

Employer Reporting

Standard Letters - Mail Merge

RTO Reporting

RTO Certification

D Record of Achievement
[E] Qualification Certificate
@5 tatement of Attainment
(] RTO Qualifications C5Y Export
D Statement of Attainment C5% E

- Parameters

Query |VET Students on the Current Roll J @l
Include Qualifications with Competencies

EEGERREEE] B ESD G
completed between: I I

Click thiz button to zee a preview lizt of the qualification records that will be
extracted.

[ual Code
ICA10111

Sumame Firgt Marne rear Bual Name

Certificate | in [nforrjgs

1 WET Exports
3 Submitting dutharity Feporting
3 Industy Area Reporting
4| | b |
r Miscellaneous
Principal IMI Carl Best
<[ || Date | 30 November, 2013
“| | 3
Frrint LCancel
e Click Print
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BEECIMMI01A
BEBCIMM201A
BIBCMMNI0AA
BEEITUI0LA
BEBCHE2014
BEESUSZ01A

West Coast District High

Mational Provider Code 36878

& Btatement of Attaitment iz issued by a Registered Training Organisation
when an individual has completed one or more accredited units

This is a statement that

Verity Gray

has been assessed as hawng fulfilled the following requirements

Apply basic comtunication skills

Cotmrdcate in the workplace

Follow wotkplace safety procedures

Operate a personal computer

Fatticipate in OHZ processes

Patticipate in ervvironmentally sustainable work practices

Note: At school this would be printed on the approved pre-printed stationery.

e View the certificate then close
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C
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Change USEI ...cuveiiieieerieeieeste ettt 9
Commencing Course ldentifier.................c..ccccccoeveenuennnnnnns 20
COMPELENCIES ............cccvvveeeeeeecireeee e e eaaeeeas 23,26
Competency Enrolment Speed Edit.... .91
Competency Groups.......ccceeveveeenenen. ..40,43
Competency Offerings..... ....37
Control.......................... ..13,15
Correspondence ....85
Create an Ad HOC RepPOrt........ccovcuieeeiieiecieeceree e 113
D
DEEWR ..ottt e e s e e e s 12
Delivery Planning...............ccccocceevveerivenseeneenieeneeenne 13,33
DelIiVEry TYPE .........ccccoueieiiiieeiiieeeiieeescree et e e sae e 20
DisAbility TYPE............ooeeeeeeeeeeiee et 20
E
Editing ENrolments ......occveeveeeciienieeee e 69
Editing User-definable Parameters.........cccccoeveeivieeeniveennns 27
EMPIOYEIS.........c..ooeeieiiiiiieiieeeese et 13
Enrolling in a Qualification........ccccceeveiniiriienienieeeeeeee 53
Enrolling in Units of Competency ......ccoccvvvveecveneencieenieenne 57
ENrolment VIEW ....ooccuvveeieii e 47,53
Entering results for a unit of competency .......cccoccevvvviennnne 86
EXtErNal RTOS ...veeiiiiiieieeeiee ettt 33
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7 Support

Should you require support please contact the Customer Service Centre (CSC) at the
Department of Education.

Contact details below:

7.1 Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

7.2 Fax (CSC)
9264 4701

Please include your ID number, contact details and a brief description of the problem.

7.3 Email (CSC)

customer.service.centre@det.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

8 Online Manuals and Training Notes

8.1 Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website.

http://www.civicaeducation.com.au/

Select Integris Support.

Log in to Western Australian SIS Schools.
Username: school

Password: help

8.2 STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous
factsheets and support documents for all SIS Administration modules.

http://www.det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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