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means electronic or mechanical including photocopying and recording or by any information
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Civica Education).

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
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Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual

property of Civica Pty Ltd (trading as Civica Education) and its associates. All rights are reserved
except as may be granted to the addressee in writing by Civica Education.
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1 Introduction

These Training Notes provide a reference during and following Civica Education’s VET 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.

1.1 VET Training Program

Time

Contents

8.45 am

Coffee

9.00 am

Welcome
Housekeeping
Introductions

9.15 am

Logging On
Tool Bars And Side Bars
VET Terminology and Concepts
VET Checklist
Control
- System Preferences
VET Parameters
VET Utilities
Delivery Planning
Set up External RTO
School VET Offerings
- Qualification and Competency Offerings
- Competency Groups

10.30 am

Morning Tea

10.50 am

Student Profiling

- Adding VET students

- VET Student Groups

- VET Student Speed Edit
VET Enrolments

12.30 pm

Lunch

1.10 pm

VET Enrolments- Ctd
VET Results Entry
VET Reports

3.00 pm

Review

CIVICA
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1.2 Training Outcomes
At the end of the VET Training Program participants will be able to:

Set VET System Preferences

Import, add and edit VET parameters

Add and edit VET Quialification and Competency Offerings

Enter and maintain details of external Registered Training Organisations
Create Competency Groups

Add and edit enrolling and non-enrolling VET Students

Create and use VET Student Groups

Enrol students in Qualifications and Competencies, individually and in bulk
Enter and maintain AVETMISS data

Enter student’s VET results, individually and in bulk

Create and use VET Reports

1.3 Logging on to the System

Activity

e Double click on the Integris icon on the desktop

School Management Solutions - Integrated Databasze
69810 [16/0713] Extended Mode

(ﬁ UzerMame  |0SwialD
Pazzword EEEE

RN\ Tiogn ) [ aut |

Datafile Fath:  CKEYSANTEGRIS\RMDB\TRGDATAZINTEGRIS. OF 1

Enter the User Name OSWALD
Press <Tab>

Enter the Password KEYS
Click on Login or press <Enter>

Note: In schools, each user has his or her unique 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 once the software is installed in

your school
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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.

File | Edit General Help
Change User Ctrl+U

Password...

Single User Lock
Lock Terminal Ctrl+L

Change Datafile

Database Tools 4

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

e Password enables the user to change his or her password. For security purposes, it is
recommended that this is done regularly.

e Change User should be used to ensure that each person accessing Integris does so under
their own user name and with their personal levels of access.

e Lock Terminal may be used if the user needs to leave his or her computer temporarily, does
not want to log off and does not want to allow access to anyone else. Unlocking the terminal
requires the user to enter his or her password again.

e Report Destination allows the user to choose where to send any report created in Integris.
The options are displayed below.

Report Destination
Destination lF‘arametersl Fage sizesl

| FEY
o101

o Q -
001011

Frinter Presview Screen Dizk. Clipboard Port
1l ® ps 4
File HTHL Postzenpt RTF

Cancel ] [ ak.
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Activity

Top Toolbar > File

e View each of the following items in the File menu

o Password

o Change User
oLock Terminal

o Report Destination

1.5 Accessing Help

Activity

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar

e Select Help Contents and Index

Integris Help

Integris Help

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

Help Areas

Integris Administration Manager Help

Integris Administration Manager Reports Help
Integnz Behaviour Management Help
Inteqriz Lesson Attendance Help

|nteqriz Lesson Attendance Fepart: Help
Integriz Bk Biling Help

Integriz Time Help

lotite |

Cloze

Highlight Integris VET Help
Click Help

View the VET manual
Close the manual and Help

CIVICa
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2 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
qualifications 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.

2.1 VET Terminology and Concepts

Vocational Education and Training 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 study requirements for a
gualification. Competencies can also 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. WA VET 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 an 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 and 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.

2.2 Using the VET Sidebar

YET

A

Studentz

Delivern Planning

N

E rmployers

Reports

W

Parameters

et

Utilities

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. Itis 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 School Curriculum and Standards Authority.

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

Cartral system preferences for all those using the VET module. The system
preferences may be tailored to suit a range of a school’s requirements.
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2.3 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. Highlighted tasks are not covered in this training.

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> School Curriculum and Standards Authority 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 only)

e VET>Reports> School Curriculum and Standards Authority Reports >VET UoC Results, VET
Qualification Achieved
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2.4 Control

VET > Control

&

Control

Clicking the Control sidebar icon will open the menu window with just one option - System
Preferences. This function will allow the System Administrator to change the default system
preferences for all those using the VET module.

|:| VET - Control

=]

Instructions

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

@ System Preferences

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

-

Double clicking System Preferences will open the VET Preferences window.

VET - Preferences
General l

Dizplay YET students with an Inactive status

Auta enrol students in competencies linked to a qualifization

Check Module/U0C exists for the selected qualification during
enrolment

Allow concurrent enralment in a competency at different RTO
Auto offer all inked competencies for a qualification
Allovs termporary competency enrolments

Open student/emploper windows in detail mode rather than list

Enralment cut-off date active Cut-0ff Date

ear 12 Enrolment cut-off date active Cut-0ff Date

O
O
(]

1 DEC 2014
FDEC 2014

O
O

Irpart Directory | CAKEYSANTEGRISWET IMPORTSY

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 2014 the cut-off date for Year 12 enrolments is the 13

June and for other years, 15 August.

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

CIVICa
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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 checkboxes will prevent existing enrolments from being deleted,
the RTO code changed or their integrated status being changed after the enrolment cut-off dates.
This feature is enabled by the Department of Education 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 enrolled 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.

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. It is
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 arecord 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

|:| VET - Contraol @
Instructions
There are a number of icons in @ System Freferences i

the right hand panel with
dezcriptive titles showing the
functions available.

Fleaze double click on the
required icon to stark that
function.

e Set the VET preferences for training as displayed below

VET - Preferences

General l
Dizplay YET students with an Inactive status [l
Auto enrol students in competencies linked to a gualifization 1
Check Module/UDC exists for the selected qualification during
efralment
Enralment cut-off date active Cut-0ff Drate N DEC 2014
Tear 12 Enralment cut-off date active Cut-0ff Drate A DEC 2014
Allow concurrent enralment in a competency at different RTO s 1
Auta offer all linked competencies for a qualification
Allow temparary competency enrolments
Open student/employer windows in detail mode rather that list &
Import Directory | C:AKEYSUNTEGRIS\WET IMPORTSY

[ ok ] ’ 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 2014 the cut-off date for Year 12 enrolments is the 13
June and for other years, 15 August.

e Click OK to save
e Close Control
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2.5 VET Parameters

VET > Parameters

2

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.

I:l VET- Parameters

Instructions

There are a number of icons in g AWETMISS -

the night hand panel with g AVETMISS -

descriptive titles showing the

functions available. & AVETMISS -
A AVETMISS -

Please double click on the

required icon to start that g AVETHMISS -

funiztion. A AVETMISS -
& EVETMISS -
& EVETMISS -
& EVETMISS -
A AVETMISS -
5A\-"ETM|SS -
5A\-"ETM|SS -
& EETMISS -
& EVETMISS -
& EVETMISS -
& EVETMISS -

ANZSCO

Commencing Courze |dentifier

Delivery Tupe

Dizability Type

Field of Education

Funding Source - Hational

Funding Source - State Training Authority
Highest School Level Completed

Labour Force Status

Outcome Azzessment

Prior Educational Achievernent
Praficiency in Spoken English
Qualification Categorny
Qualification/Course Recognition [dentifie:
RTO Type

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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2.5.1 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

AVETMISS - Commencing Course Identifier: Identifies whether the client is enrolling for the
first time in a Training Package qualification or course within the training organisation.
AVETMISS - Delivery Type: Identifies the type or mode of delivery for a unit of competency or
module enrolment.

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

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

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

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

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

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

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

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

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

AVETMISS - Qualification/Course Recognition Identifier: Distinguishes a qualification or
course by its level of recognition within the VET sector.

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

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

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

[ Delivery Site Type |
=1 =5 &w

Code Description Active Locked

SCH School YES YES -

EXT Esternal RTO YES YES

TTC Trade Training Centre YES YES

] T b

| Only thow active entriez 0 recard(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.
[ Trade Training Centre Name @
=3 =3 ]
Code Description Active Locked
TTCO Broome TTC YES YES -
TTCOZ Ginawheen TTC YES YES
TTCO3 John Forrest TTC YES YES
TTCO4 Rutherfard TTC TES YES =
TTCOS Wartham TTC YES YES
TTCOE Armadale TTC YES YES
TTCO? Ballajura TTC YES YES
TTCOS Chiistrnasz lsland TTC YES YES
TTCO9 Calie TTC TES YES
TTCA0 Ezperance TTC YES YES
TTCN b anjimup TTC YES YES
TTC12 Mirrabooka Hozpitality TTC YES YES
TTC13 Hampton Marley dutomotive TTC YES YES
TTC14 tt Barker TTC YES YES i
TTrik Sewennaks TTC “FS “'FS
L " F
| Only show active entriez 0 record(z) have been hidden Total &ctive Parameters |35
Cloze:
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e Trade Training Centre Site: ldentifies the site that is linked to the Trade Training Centre
Name

[ Trade Training Centre Sites

& | B ow

=5

Code

SITE21
SITE22
SITE23
SITE24
SITE25
SITE26
SITE2?
SITE28
SITE29
SITE3D
SITERN
SITE32
SITE33
SITE34
SITE3S
SITE36
SITE3?

4

Only show active entries

Trade Training Centre Site

Central Midlands SHS

Geraldon SC

Kent St SHS

Leeming SHS

Firnjarra SHS

South Fremantle SHS

WA Callege of Ag [Denmark)

W Caollege of &g [Marragin)

Carnarvon SHS

Ewmaouth DHS

Hedland SHS

St Luke's Cathalic Collzge

MWewman SHS

Morth Albany SHS

Manea Senior College

Eaton CC

Bunbury Cathedral Grammar [Ind.]
1

0 record(z) have been hidden

Trade Training Centre
Central Midlands TTC
Geraldton Regional TTC
Curtin TTC

Leeming Automotive TTC
Finjarra *Wokelup TTC
Fremantle Martime TTC
Denmark. Carmunity Regional T
Marragin District TTC
Gascoyne TTC

Gascoyne TTC

Pilbara TTC

Filbara TTC

Mewman TTC

Albany Regional Health TTC
Bunbury Regional TTC
Bunbury Regional TTC

Bunbury Regional TTC

Active  Locked

YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

YES 4
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
NES. T
k

m

Tatal Active Parameters |39

LCloze

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.

Only show active entries

L1

0 record(z] have been hidden

] RTO Arrangement @
& =l U

Drefault entry:

Code Description Active Locked

0 Outsourced - Profile Hours YES YES -

1 School Auspicing with a Registered Training OrganizatiiYES YES

2 School az Registered Training Drganization YES YES

3 Outzourced - Fee for Service YES YES

4 Metwork School Arrangement YES YES

Total Active Parameters |5

Claze

Note: Network Schools Arrangement refers to schools that share resources to deliver
qualifications at a host school site.
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Student Traineeship

This parameter distinguishes between School Based Traineeship, Aboriginal School Based
Traineeship, School Based Apprenticeship and Pre-Apprenticeship in Schools.

Vocation/Job Type

The Vocation/Job Type is a description of the type of work. 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.

2.5.2 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 links for
Qualifications and Competencies to enable students to only enrol in competencies linked to a
gualification.

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

2.5.3 User-definable Parameters

VET > Parameters

The following parameters will be empty after installation and must be entered by the user:

Employer Correspondence Type
Employer Keywords

Student Correspondence Type
Workplace Category

WorkSafe Certificates

It is the responsibility of each school to populate these parameters as applicable to their school
operation.
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2.6 VET Utilities

2.6.1 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/
VET Info 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 ...

2013 VET module downloads

The following VET information files are available for download to enable SIS
VET and MAZE users to import the information.

Important:

SIS Schools only: To save the files to disk, ‘right-click' on them and select
‘Save target as'.

MAZE Schools only: To save files to disk, Open text file then go to "file >
save as" and save as a text file to your desired location.

Reload files
Modules File names Text CsvVv Last

files files updated
Qualifications Qualn ) = 03/01/2014
Competencies Competency 5 03/01/2014
Links (linking Qualification and Links ] 03/01/2014
Competency)

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

e
Confirm Save As

l: qualn.CSV already exists.
== Do you want to replace it?

e Click Yes
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Depending on the version of software the school is using, on completion of the download, the
following message will display

i

[

= Download Complete

Saved:
SIS YET MODULE. pdf from www. curriculum.wa.edu.au

EENNEENNEENNENENNENNEENNENNNENNENNNENNNEEEN
Downloaded: 114 KB in 2 sec

Download to: CiYeeys\INTEG. .. \SIS VET MODULE. pdf

Tramsfer rate: 57.4KB/Sec

[~ Llose this dislog box when download completes:

COpen | Open Folder | Close I
e Close IE

Or

The qualn.C5V download has completed. Open | = Open folder View downloads

X

e Close
e Repeat for each file you need to download
e Goto VET > Utilities to import the new files

[ VET - Utilities |
r Instructions
There are a rumber of iconz in ﬁ Impart AVE TMISS - ANZSCO Data i
the right hand panel with ﬁ Import AYETMISS - Field of Education

dezcriptive titles showing the
functions available. ﬁ Import Industry Codes

ﬁ Import Qualification and Competency Data
Pleaze double click on the .
required icon to start that ﬁ Process VET Students Active Statuz

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.
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2.6.2 Importing Qualifications and Competency Data

VET > Utilities > Import Qualification and Competency Data

[ VET - Utilities (=3
Instuctions =
There are a number of icons in Irnport AYETMISS - ANZSCO Data
the right hand panelwith Import AVETHISS - Field of Education
descriptive titles showing the I t Inchast Cod
functions available. g 'mport Industry Lodes

g Import Qualification and Competency D atal
Flease double click on the - .
required icon to start that Process WET Students &ctive Status

function.

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.

VET - Qualification & Competency Import

Select import items :

Competenciez

Lirks Between Qualifications and Competencies

[ Import ][ Lancel ]

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.

Select Folder Iﬁ
Folders:
= CK
oM. et imports -
[= KEYS
== INTEGRIS
% VET IMPORTS
Drives:
=- -

Note: At school the default pathway will be K:\keys\integris\VET Imports. Users may
navigate to another folder 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:
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Imparting Conpetencies. Pleaze 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.

Activity

VET > Utilities

e Double click on Import Qualifications and Competency Data

VET - Qualification & Competency Import

Select import iterns :

Competencies

Lirks Between Qualifications and Competencies

(e ) [ Gl

e Ensure that each tick box has been selected

e Click

Select Folder 5

Folders:

= QK

oM. et imports -
- :
[= KEYS

[£= INTEGRIS

% VET IMPORTS

Drives:

= -

Note: At school the import pathway will be KAKEYSAINTEGRIS\VET IMPORTS.

e Click OK

Note: The import will take a few minutes, please be patient.
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2.7 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:

] VET - Delivery Planning @
Instructions - — .
There are a number of icons in @ Fiegister Schoal as a Training Organization
the right hand panel,with @ School WET Enralments
dezcrptive titles showing the .
functions available. @ Schoal VET Dfferings

@ Set up External RTOs
Pleaze double click on the . .
required icon ko stark that @ Set up Submitting Autharity

function.

2.7.1 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.

[_] VET - Delivery Planning @
Istruct
Tn;;::;[oen: S U T— Q Fiegister Schoal as a Training Organization E
the right hand panel with @ School VET Errolments
descriptive titles showing the .
functions available. s Schoal VET Dfferings

3 Set up External ATOs
Q Set up Subritting Autharity

Pleaze double click on the
required icon to start that
furction,

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

b

To add a new RTO, click the Add button in the toolbar. This will enable data entry to the
fields in Registered Training Organisation Details.

VET - Setup External RTOs

[=]

Reqiztered Training Organization D etails

Code

Aclive  Physical Address Ipustm Address

MHame

Shart Mame

Telephone

I
I
Contact Mame |
I
I

Fax

tabile |

Ermnail |

Type |

[=]

Address Line 1
Address Line 2
Suburb
Postoode

State

I
—

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

The values within the dropdown menus for Type and State are AVETMISS compliant and are

sorted alphabetically.
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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

VET - Setup External RTOs

= F T |2

r Regiztered Training Organisation Details

Code |3455 Active  Physical Address |F‘|:rs.tal Address
Name |South Metropolitan Wouth Link
Short Mame |5MY|_
Cortact Name |Ian Linn Address Line 1 |29 QueenYictoria Street
Address Line 2 |
Telephaone |S430 491
Fax | Suburb |FHEMANTLE
Mobie (G407 04 007 Posteode [6160
E rnail I State | westem Australia []
Type IEducatiom’training buziness or centre: Privatel... IZ|
r Locations
I} Location Mamne Suburb Postcode  State Stahistical Area
*
£
m)

4

m

[

LCancel

e Click OK to save
e Close
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2.7.2 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 academic year.

School VET Offerings Toolbar

VET - School Offerings

EEN A E AT

2014 The current academic 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

D)D) %) B NS o

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

Qualification Offerings

VET > Delivery Planning > School VET Offerings > Qualifications

Gualification: NOT offered 65 Qualifications O affer
Code Dezcription Sup Code Dezcription
21764VIC i Certificate |1 in Dance P BSB10107  iCertficate | in Business

21770WIC  {Course In Initial General Education for Adults
2177 IVIC i Certificate | in General Education for Adults [Intn
2177240 i Certificate | in General Education for Adults
21773C i Certificate |1 in General Education for Adults
21774VIC i Certificate 1l in General Education for &dults
21908VIC i Certificate || in Equine Industiy

21932IC i Certificate | in ESL [Access]

21336YIC i Certificate | in ESL [Aocesz)

m

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.

—»l 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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El

and

clicking the Move Left button.

=

VET - Filter List
Select Filkers
Code [
Mame

[ Apply Eilker l | Lancel |

Competency Offerings

VET > Delivery Planning > School VET Offerings > Competencies

Clicking the Competencies button
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

]

The qualification can be moved back to the Qualifications NOT Offered list by selecting it

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

in the toolbar will switch to the Competencies view. The

fields.

Competencies NOT offered 4439 Competencies OM offer

Code [regcription C/t Code Dezcription C/d WET CenS/Hre CenlJ/Hre  Local S/Hre Local UdHrs
11036 Use presentation skill: - BSEADMI01: Use business equipment and resources C vES 20 0 1] 0
11037 Develop bazic message writing skills BSECMMI01: Apply basic comnunication skill: C ¥ES 40 0 1] 0
11038 Participate in job seeking activities BSECKM201: Communicate in the workplace C vES 30 0 1] 0
13951 Ballet technique 1 BSBCMM101: Prepare far work C vES 30 0 1] 0
13952 Body conditioning 1 BSECKM10Z: Complete daily work, activities C vES 20 0 1] 0
13953 Contempaorary dance 1 BSBCMM103: Apply basic communication skills C vES (40 ] 0 ]
13954 Improvization BSECKMT05: Use business equipment C YES 20 0 1] 0
13985 Ballet performance studies 1 BSBCMM 08 Fallow workplace safety procedures C vES 10 a 0 a
13956 Spanizh dance 1 BSECKM105: Follow environmental work, practices C YES 10 0 1] 0
13957 Fiepertaire variations 1 BSECMM 201 W ok, effectively in a business environment C vES 20 0 1] 0
13958 B allet repertaira of the 15th and early 20th cenb BSBCMM215: Participate in ervironmental work, practices C ¥ES 10 0 1] 0
13953 Ballet technique theory 1 BSECUS201: Deliver a service to customers C YES #40 0 1] 0
13960 Dance history BSBCUS201E Deliver a service ta customers C YES 40 0 1] 0
13961 Production and design BSEIND 20 & W ork, effectively in a businezs environment C vES 20 0 1] 0
13962 Rihwthmic studies 1 BSBIMNM 2014 Process and maintain work place information C vES (20 ] 0 ]
13963 Bio-mechanic: BSEINM2024 Handle mai C YES {15 1] 0 1]
13964 Acting BSBITU1014 Operate a personal computer C ivES iZ0 a 0 a
13965 The perzonal aspects of the dancer BSEITU1024 Develop keyboard skills C YES #40 0 1] 0
14265 Develop awareness and technical skills in ballet BSEITUZ2014 Produce simple word processed documents C vES 40 0 1] 0
14266 Develop awarenes: and technical skillz in conte BSEITUZ2024 Create and use spreadshests C YES 20 0 1] 0
14267 Fiefine ballet technique and expand range of sk BSEITU2034 Communicate electronically C YES 20 0 1] 0
14268 Uze practical experience to develop basic conte BSELED101£ Plan skillz developrient C vES 20 0 1] 0
15075 Ballet technigue 2 BSEOHS 201 Participate in OHS processes C YES 15 0 1] 0
15076 Contempaorary dance 2 BSBSUS201: Participate in enviranmentally sustainable work C - :YES 10 ] 0 ]
15073 [rance compogition BSEWOR20: Manage personal stress in the workplace C YES 40 0 1] 0
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Activity

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

] VET - Delivery Planning
Instructions
There are a number of icons in
the right hand parnel with

descriptive titles showing the
functions available.

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

e Ensure the current year is selected

@ Fiegister Schoal as a Training Organization
@ School VET Enralments

@ School VET Offerings|

@ Set up External RTOs

@ Set up Submitting Authority

2014 [+]

e Click Edit pencil 4
e Ensure there Auto Offer Competencies linked to Qualifications is checked

Auta Offer Competencies linked to Qualifications

CIVICa
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e Use the Filter il to locate the Certificates in Leadership Development qualifications

VET - Filter List

Select Filkers

Code I
Mame ILEADEHSHIF’

[ LCancel ]

e Click Apply Filter
e Select 52560WA and 52562WA, Certificates | and Il in Leadership Development

Note: Qualifications have expiry dates. Check the expiry dates before enrolling students

VET - School Offerings

a4 B #[EE -
Dualifications HOT offered [ 4 Dualifications OM offer

Code | Dezcription | Sup Code | Dezcription

h2182 i Certificate |1 in Leadership Development [a BSB10MO7  {Certificate | in Business
52183 iCertificate | in Leaderzhip Development

= - - p—

_Sup Hrs | WET
i180 Y

e Move to the right ﬂ
e Click OK to save
=
Click Competencies
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.

A competency group is linked to a calendar year, and can contain any number of competencies
from the list of competencies on offer which are linked to the selected qualification.

A new competency group is defined by first selecting a qualification and 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
e Click Add |

e Click Qualification Find

VET - Qualification Find

Qualification/Course
Recognition [dentifier

Expiry D ate bebween @I and @

WET Mo @ e

General |

Year ErE

Code

MHarme |

Field of Education [~ n/s- =

ANZSCO [ n/s- |=]

Industry [~ e [=|
|- |

Shaw Inactive Parameters in Dropdown Lists

| FEind || Clse |

e Enter search criteria in the Qualification Find window and click Find or click on Find and all

Qualifications on Offer for the year will be displayed

VET - Qualification Find

Code Descrption

B2REMAA, EEertificate | in Leadership Development
B2REIMA, i Certificate |l in Leadership Development
BSB10M07 i Certificate | in Business

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

CIVICA
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VET - Add / Edit Group

Tear 2014

Qualfication E25E0A,

Certificate | in Leadership Development

Group Description | Cent | Leadership Develop

[ Ok l [ LCatcel

e Click OK

Hint: Match UoC group names to student groups to streamline enrolments

e With the Competency Group highlighted, click Add Competencies +] on the right

VET - Competency Find

General l

ear ,2014—

Code ’—

M ame |

Field of Education | Fids-- IZ|
Competency Group |- /s =l

Qualification B2REMWA

CERTIFICATE | IN LEADERSHIP DEVELOFPMENT

[ Show Inactive Parameters in Dropdawn Lists

’ LCloze

e Enter the search criteria and/or click Find
e Highlight the required units of competency and click Select.

Note: Only competencies linked to specific qualifications can be added.
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Activity

VET > Delivery Planning > School VET Offerings > Competency Groups

e Click on Competency Groups

e Click Add [+] between the two windows
"VET - Add / Edit Group

Year 2014

Qualification ’7

Group Description |

e Click Qualification Find @

VET - Qualification Find

General |

Year Er e

Code r

Name |

Field of Education [~ n/s- [=]
ANZSCO [ nss- [=]
Irchuastry [ nes [
Qualification/Caourse | . E

Recognition [dentifier
Expiny Date between and
WET ) Ma @ ‘es

[] Show Inactive Parameters in Dropdown Lists

Find ] [ Cloze

e Click Find

e Highlight the Certificate | in Leadership Development

VET - Qualification Find

Code Description

BZRE A Certificate | in Leadership Development -
BZRE2W i Certificate Il in Leadership Development
BSB10107  Certificate | in Business

e Click Select.
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e Enter a description for the group

VET - Add / Edit Group

2014

[szmeowe (G

Certificate | in Leadership Development

Year

Gualification

Group Description ICelt | Leadership Develop

- [ Cancel

e Click OK

| »

m

e Click Add Competencies on the right
VET - Competency Find
Code Descrption
23411 [Develop problem solving skills
2312 Develop zelf awareness
23660 LDWwAT0C Develop self awareness
23661 LDWATD2C Explore fundamentals of leadership
23662 LOWATD3C Participate effectively in a team
23BE3 LOWAT0AC Explore citizenship
23664 LOWAT0SC Develop problem solving skills
2re32a Receive and convey meszages
27860 Apply at enterprizing approach in a tearm project
BSBADMI01A |Jze busineszs equipment and resources
BSBChMI0TA Apply basic communication skills
BSECRMMT028 Complete daily work. activities
BSBITUIOA Operate a perzonal computer
BSBITUT024 Develop kepboard skills
ESBLED101A Plar zkillz developrient
BSEWORZ024 Organige and complete daily work, activities
GEMCOMT01B Receive and convey messages
GEMCOMIO0C Receive and convey meszages
GEMEMP10AC Apply an enterprizing approach in a team praoject
Tatal reconds found I 5"
Back LCloge

e Click Find

YET - Competency Find

Description

,104C Explor D
DWwAT05C Develop problem solving zkills
eceive and convey messages

{Apply an enterprizing approach in a team project

e Highlight the first six units of competency and click Select.

e Create Competency Group Certificate Il in Leadership Development with the first 6

competencies

ClvICAa
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Recap Delivery Planning

Complete each of the following tasks, noting the pathway you used in each instance.

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

2. Add Certificate | in Gaining Access to Training and Employment 52529WA and its linked
competencies, to Qualifications on Offer for the current calendar year

3. Create a Competency Group Cert | Gaining Access to Training and Employment (GATE)
and select the first 6 competencies
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2.8 Student Profiling é

Students

VET > Students

This window enables users to:

Identify which students are VET students

Enrol students in particular qualifications and units of competency

Bulk enrol selected students into selected Qualifications and Units of 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, designated RTO, delivery
arrangement and the results

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.

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

VET - Student List

Active VET Students on the Curent ... |z| @ (=} @ @ £ E a B

Surnare First Marne Year Form  Active Enroling School  FTE Mo, Comp
Angus iSally 12 1121 IYES  IVES {457 H.o0 65 -
Bates iCail 12 1122 IWES  IYES {4FRT .00 5

Black. ‘ol 121123 IYES  iVES (4BE7 .00 Q5

Brown Patrick 1121121 YES  IYES {4BE7 100 5

Ontas i Maitin 12 {123 WES IYES (4567 .00 (5
Thomas (e 1z 1123 YES IYES (4567 .00 i

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:

Surname

First Name

Year

Form

Whether or not the student is an active VET student

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

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
e No. of Competencies

C IVI Ca Integris VET Training Notes.docx 8-Jan-14

Page 40 of 135
© 2014 Civica Pty Ltd




2.8.1 VET Student List Toolbar

Active VET Students an the Current ...

ET cln n h msions Roll
Active VET Students on the Former Roll
Active VET Students on the External Roll

e Ll u

Allows users to view VET students on the Current,
Admissions, Former or External Rolls.

G

(©e

g e & (=

VET Student Details - Opens the Student Details window for the selected student(s). If
one student is selected, then that student’s details are displayed. If more than one student
is selected, the first student’s details are displayed and the selected students become the
browse set for the Student Details window.

Main Student Details - Opens the main Integris Student Details window for the selected
student. This window will remain open so that the user can select another VET student in
the list and the window will update to that student’s details.

Find VET Student - Opens the VET Student Find tool. This Find tool is used to select a
specific group of VET students to be displayed in the list.

Add/Remove VET Students - Opens a second window where the user can add and
remove students from the list of VET Students.

Groups - Opens the Student Groups window.

Speed Edit - Opens a window where the user can speed edit the values for Active Status,
School Code, FTE and Vocation.

Bulk Qualification and Competency Enrolment - Opens the bulk competency enrolment
window. This permits the simultaneous enrolment of multiple students into the same
qualification and units of competency or competency groups.

VET Competency Enrolment Speed Edit - permits editing of multiple competency
enrolments simultaneously.

Print Selected - Prints the VET Student list for only the selected students.

Print All - Prints the VET Student list as displayed.
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2.8.2 Adding and Removing VET students

VET > Students > Add/Remove VET students

<

Students are added to the VET Students list by clicking the Add button on the toolbar. This
will open a second window where the user can add or remove VET students.

VET - Add Students

MonVET Students WET Students

Display | Students on the Cument Fiol = | Active VET Students on the Current Roll [ I@

Mame “'ear Form Gender MHame Year School  Active Errolling
Albert, Jackie 4 Foom 4 iF - Angus, Sally 12 4RET YES IYES
Allen, Penelope 5 Room5 :F Bates, Carl 12 4567 YES IYES
Allen, Tamara 2 Foom 2 iF Elack, Jozl 12 4567 YES IYES
Amber, Fyle 2 Foom 2 iM Eravan, Patrick, 12 4567 YES WES
Anderson, Ben 10 101 [l E — | | Ornkas, Martin 12 4567 YES IVES
Anderzon, Kot 3 Foom 3 iM M| | Thomas, Alex 12 4567 YES iVES
Andrews, Luke K k4P [

Andrews, Rachael 1 111 F

Artonello, Mark 8 03.4 [ ]

Armowsmith, David 7 Foom 7 ik |i|

Agpinall, Simone | 09.2 F

Atking, daron 8 035 [

Avery, Charmaine 3 Room 3 iF

Bailey. Steven 10 102 b4

Bailie, Doyen 4 Room 4 i

Baker, Reuben 3 RoomE M

Bandy, Tamara 8 081 F

Barbour, Ross 3 RoomE M

Baverstock, Helen 8 085 F

Becker. Tareq ] Room 5 (M

Bennett. Tracey 3 09.3 F

Bizhop. &lecia g 08.1 F

Enrolling Student

VET students may be enrolling or work experience only. An Enrolling Student can be enrolled in
gualifications and units of competency and can be linked to work placements. A work experience
only student can be linked to a work placement record, but cannot be enrolled into a qualification
or a competency. A student can be changed from work experience to enrolling or vice versa at any
time. This can be done in Speed Edit.

Originating School

The complete set of VET Students at a particular school can consist of students enrolled in that
school and who originate from other schools. It is important to distinguish between VET students
that come from the local school and those who originate from other schools. If the student
originates from the local school, the student is tagged with the local school code. If the student
originates from another school, the user can enter an alternative school code.

Clicking This School will automatically enter the local school code in the Code field and display
the local school name.

If the user clicks Another School, the Code field will be enabled and the user can enter an
alternative school code. Tabbing out of the Code field will perform a match of the code entered
against the list of codes in the Previous/Destination School parameter. If there is a match, the
school name will appear below the code. If there is no match, the words Unknown School Code
Entered will appear. If the field is left blank, the code will be changed to Other and the text below
the code will read Other School.
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H

Clicking the right arrow button will move the selected students in the Non VET Students
list to the VET Students list. Clicking the left arrow button will move the selected students
in the VET Students list back into the Non VET Students list. Whenever the list of VET
Students is changed (by clicking either of the arrow buttons), the OK and Cancel buttons
will replace the Close button. Clicking the OK button will save the changes made to the
VET Students’ list. Clicking Cancel will discard the changes and refresh the window to

display the data as it was at the last save operation. In both cases the Close button will replace
the OK and Cancel buttons. Clicking the Close button will close the window.

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.

The Non VET Student list can be filtered using the Integris Find Tool.

#h

The Find Tool allows

the user to define a query and store that query for future use. If the Find Tool is used, and the
guery is not saved, the Display will show a message as in the following example.

VET - Add Students

|' MonWET Students

Dizplay ISeIected Subset of 9 students ;I ﬁl ‘
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Activity

VET > Student

The 1IAWPL Workplace Learning 1A students need to be located in order to enrol them as
VET students.

e Click on Add/Remove VET Students ‘é
e Click Student Find i

"VET - Add Students
MNonVET Students
Dizplay |Students on the Current Roll ~| &

e Select T Sete/Cohorts

e Enter the following

Student Search
L= REVR.
Generall Parametersl Dates].f-‘-.ddress] Dther] Dl T Sets/Cohorts l

Find by Teaching Set

Timetabling v'ear 2014 :

Grid Reference | 2014 - Us [=]

Subject [1&wPL Workplace Leari.. [ =

Teaching Set s =]
Find by Cohort

Cohart i |Z|

Shaw Inactive Parameters in Dropdown Lists

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

Enralling Student
@ Yes - can be enrolled

Originating School
@ Thiz School Code
Anather School

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

e Click OK to save
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Simon Rumble and Jillian Sorrell were added to the VET Student List in error

e Highlight their names in the VET Student list
e Click the red chevrons pointing left
e Click OK and Close

The 1CWPL Workplace Learning 1C students also need to be located in order to enrol them as
VET students.

e Click on Add/Remove VET Students ‘é

e Click Student Find i

"VET - Add Students
MWanWET Students
Dizplay |Students an the Current Roll Iz‘ &h

e Select T Sete/Cohorts

e Enter the following

Student Search

W G &
General] Parameters] DateslAddress] Elther] DI T Sets/Coharts I

Fird by Teaching Set
Timetabling “rear 2014 :
Grid Reference |2m 415 E
Subject [1CwWPL workplace Learii.. | »|
Teaching Set |--na"s-- |z|

Find by Cohort
Cohart g E

Show Inactive Parameters in Dropdow Lists

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

Enralling Student
@ Yes - can be enrolled

Originating School
@ Thiz Schoal Code
Anather School

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

e Click OK to save
e Close Add Students
e Click on the headers in the VET Student list to sort according to different criteria
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2.8.3 VET Student Groups
VET > Students > 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.

VET - Student Groups

Groups E Students
2012 Buisiness | |F|ef. Mo, Surname First M arne:

VET - Add / Edit Student Group
Group Description |

[ oK ] [ Cancel ]

Students are added to the group by clicking the Add Members button to the right of the Students
pane. This will open the VET Student Find window.

VET - Student Groups
= e

Groups E Students

2012 Businessz | Ref. Mo, Sumame Firzt Marne

W e o
25 iB iPatrick
El

Kria] Thomas {Alen

The Print Selected E or Print All - | buttons allow the user to print details on some or all of the
VET Student groups. Users are also given the option of printing the information about each group
on a separate page.

WET - Student Groups [—
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Activity

VET > Students

Click the Groups button (3

Click Add Group on the left
Enter the Group Description 2014 Leadership Dev |

VET - Add / Edit Student Group

Group Description | 2014 Leadership Dev |

LCancel

Click OK

Click Add Members on the right
Find the students studying 1AWPL Workplace Learning 1A

. [T Sets/Cohor . .
Click =" and enter the following search criteria

VET - Student Find
W E

General T eaching Sets l

Search Criteria
Vear [2m4 =
Grid |2014 -us ||
Schedulz [ ||
Department [ [=]
Subject [workplace Leaming 14 (18WPL) [ =]
Click Lo

Highlight the teaching set 1LAWPL_1 and click Find

T5et Cade Subject

‘workplace Learning 1A

[ Show Inactive Parameters in Dropdown Lists

Find ] [ Close

Click Select and Yes

CIVICa
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e Create a VET Student Group: 2014 Leadership Dev Il

VET - Add / Edit Student Group

Group Description | 2014 Leadership Dev |

AT [ canedl |

e Add the students in 1ICWPL to that group

"\."FI' - Student Find
o H ¢ =

General Teaching Sets |

r Search Criteria
“Y'ear I 2074 lzl
Grid [2m4-Us =l
Schedule [ =] Go
D epartrnent I.-’-‘«II E‘
Subject [workplace Leaming 1C (1CWPL) [«

TSet Code Subject

10WPL_1 Workplace Learning 1C

[ Show Inactive Parameters in Cropdown Lists

[ Eind ][ Close

e Click Find, Select and Yes
e Close

e Click Print All =
e Select No, you do not wish to print each group on a separate page
e Close the report and VET Student Groups
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2.9 VET Student Details
VET > Students

The VET Student Details window is launched by either clicking Student Details % in the VET
Student List toolbar or double clicking on a student’s name.

VET - Student Details

et [[d @b &7 BHEES
Sally Angus (5) 16 Yrs 7 Mihs Year12 Form12.1

Envoiments |Competensies | reterences |
Qualfication

Code GQualfication Name: StatDate  Completion Date Cettficate No. RTO Code

-

Code Competency Mame Start Date Completion Date RTO Code Subject  Resul Scheduled Hre Mode of Delivery RTO Anangement  Delivery Site Type  TTC TTC Site
01¢ 10FEB 2013 23 NOV 2| 376 70 20
10FEB 2013 {30 NOV 2| 76 M40
BESBCMM2014 Com -ate in the workplace T0FEB 2013 [30NOV 2013 (9876 20 130

m-based i School dug
b chool Ausy

B&E

BSBCMN1014 Prepare for work 10FEB 2013 [30NOV 2013 {9876 P} i vi
BSBCMNT022 Complete daily work activities 10FEB 2013 (30NOW 2013 (9876 20 20 Classroom-based {School Auspicing v

Integrated competencies ate shown in red

Browsing and navigation in this window is similar to the standard Integris Student Details window.
There are 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 thereof, 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.
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VET Student Details Toolbar

(=]

Current

q
]

E
&

i

F N

.
im
s

1]
7
n

O |

Browse Set Indicator: A grey button indicates that the browse set is empty and a
red button indicates the browse set contains data.

Roll Status.

View Previous Student.

View Next Student

VET Student Find searches through the list of VET Students only

Open standard Integris Student Details window
Edit
Student Enrolment View - click this button to view the student’s qualification and

competency enrolment details.

Placement View - click this button to view student placement information

Miscellaneous View - click this button to view student miscellaneous information
required by AVETMISS and other reporting bodies

Open VET Student List

Print - prints the data in the selected view

Activity

VET > Students

Double click on Sally Angus
View her enrolment details

e Click the Competencies tab and view her competency enrolments
e Click the Preferences tab and view her courses for this year

e Click View Placement Details

e Click View VET Miscellaneous Details

&

<
o

=
i b

r

e View the information on the General, AVETMISS and Correspondence tabs
e Close VET Student Details

CIVICA
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2.9.1 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
gualification. 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.

VET - Student Details

et [+ 4 G P | & e B S
Sally Angus (5) 16 Yrs 7 Mths

Enoiments |Competencies | Preferences|

Qualfication

Code Qualification N.ame Start Dste Completion Date Cerificate No. RTO Code

Campetencies for the selected Qualification

Start Date

Code Comp: M.
SBA [l

Complstion Dt
Use men! ces 10FEE 2013 23 NOW 2014
Apply basic communication skils 10FEB 2013 |3UNDY 2013

TTC Siter

RTO Code_ Subject Delivery Site Type  TTC
876 ]

576 0
9876 a0 40 Classroom-based | School Auspicing v
BSBCMM2012 Commurnicate in the workplace T0FEB 2013 [30NOV 2013 19876 200 30 Classroom-based | School duspicing v
BSBCMMT01 & Prepare for wark. 10FEB 2013 (30NOW 2013 19876 20 a0 Classroom-hased | Sehool Auspicing w
BSBCMMTO2E Complete daily work activities 10FEB 2013 (3ONOW 2M3 5876 a0 i) Classroom-based : Sohool Auspicing v

A5B Al [
BSBCMMIO1L

Integrated competencies are shown i red

Year12 Form 12.1

s

B&E

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 on to enter each competency for each qualification individually, or enter
the qualification with all its competencies.
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To enrol in a qualification, the user will click the Add button EI alongside the Qualification list.

This will open the VET Qualification Enrolment window.

VET - Qualification Enrolment

Sally Angus (5)

Stat Date  [10FER 2014 Completion Date [

Qualification [ & RO | Iz‘

Certification D etails

Qualification Achieved Certificate Identifier

Full Qualific:ation Enralment Certificate [zzued  Date lssued

Auto-enrol student into all inked competenciez for the qualification

| Ok || LCancel |

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 EJ

Find button to locate the appropriate qualification.

VET - Qualification Find

General |

Year BT

Code

Name |

Field of Education [~ n/s- =
ANZSCO [ nis- =
Industry |- s =
Qualification/Course [~ 5 =

Recognition |dentifier
Expiry D ate bebween @ and @
VET Mo @ Yes

Shaow Inactive Parameters in Dropdown Lists

| Fnd || Clse |

Enter the relevant search criteria and click Find.
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VET - Qualification Find

Code Description

AHCT0T10 Certificate | in Conzervation and Land Management
AHC21010 Certificate Il in Conzervation and Land Management
BSE10107 Certificate | in Business

CUF10107 Certificate | in Creative Industries

Total recaonds found |4

[ Back H Select H Cloze ]

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.

=

VET - Qualification Enrolment
Jenny Black (878)
10 FEE 2014 Completion D ate

Start D ate

Qualification [aHCT0110 G RTO

Certificate | in Conservation and Land Management
Certification Details
7] Qualifization schieved

[V]Full Qualiication E nrolment;

Certificate |zsued

Auto-enrol student into all inked competencies for the gualification

| South Metropolitan vouth Link El

Certificate |dentifier
Date lssued

Marme

Maintain the w ace

Fallow bazic chermical safety rules
RTC18014  :Prepare for work

MEMIB0244, Apply quality procedures

FMEMOS012C i Perform routine manual metal are welding
FMERM140054 iPlan a complete activity

MEMT40044 :Plan to undertake a routing task
MEMT8001C {Use hand tools

MEMIE002E iUsze power toolz/hand held operations

FSLI12007 4 Pwiark within a laboratom_field warkplace [induction)
MSL3220014 i Record and prezent data

RIFMY2MA i dentifu and azsess envirmnmental and heritane coneerms
o mn

MERM130144 (Apply principles of occupational health and safety in the work environment =

MEMIB007A Pwiark with athers in a ranufacturing, engineering o related environnment

b

[ &

]l LCancel ]

The start date and completion date indicate the start and end periods for the student enrolment.
They are used to display a student’s enrolment history in chronological order. Both must be
entered when enrolling students in units of competency, however only enter a qualification
completion date after the student has achieved the full qualification.

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

Completion Date is entered.

An RTO must be selected and Full Qualification Enrolment checked when appropriate.
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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.

VET - Competency Enrolment
Jenny Black (878)

Certificate | in Conservation and Land Management (AHC10110)

General ]Deliver}' ] AVETMISS l

Competency Code / Group

Competency Enrolment Details

Start Date [TOFEB 2014 [[#] Completion Date [21 NOv 2014 [F8))

Code
RTC12014
RTC1701A
RTC18014
MERT307 48
ME T 50244,
MEMOBOT 20
FERT 40054
E b1 40042,

Carnpetency M ane

Faintain the workplace

Follow basic chemical safety rules

Prepare for work,

Apply principlez of occupational health and safety in the work environment
Apply quality procedures

Perfarm rautine marual metal arc welding

Plar a complete activity

Plan to undertake a routing task,

A Completion Date must be entered for Competencies.

Any competencies not undertaken by the student may be deleted.

Click on the Delivery tab and enter the relevant information.
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VET - Competency Enrolment
Jenny Black (878)

General Defvery |AvETMISS |

Certificate | in Conservation and Land Management [(AHC10110)

Industry Area - [From Qualification) Competency Status

‘ Engineering and Mining Integrated Code

RTO Delivery

RTO |Soulh Metropolitan ¥ outh Link El
Mode | Classroom-based E‘
Arrangerment |Sch00l Auspicing with a Registered Training Organisation E‘
Delivery Site Type |Sch00| E‘
Trade Training Centre | E‘
Trade Training Centre Site | E‘
Outcome Aszessment

Result | Iz‘

Teacher |Abbott, Elaine lz‘

T8 [ Conee

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 stand
alone 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
qualified 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

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

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

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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If a competency is integrated in an accredited course, then it should be flagged as such and the
course to which it is integrated identified. This includes VET Industry Specific courses.

Once the RTO, Mode and Arrangement have been entered, a Delivery Site Type must be added
before continuing to the AVETMISS tab. The Delivery Site Type is a mandatory parameter when

enrolling students.

Trade Training Centre

Trade Training Centre Site

Eutermal RTO
School
Trade Training Centre

If the Trade Training Centre is selected as the Delivery Site Type, a value must be entered for
Trade Training Centre. As the Trade Training Centre is linked to the Trade Training Centre
Site, a value for this parameter must also be entered.

Jenny Black ( 878)

YET - Competency Enrolment

General Delivery |aveTMISS |

Industry Area - [From Qualification)

RTO Deliverny
RTO

Mode

Arrangement

Delivery Site Type
Trade Training Centre

Trade Training Centre Site

Outcome Assessment

‘ Enaireering and Mining

Certificate |1 in Conservation and Land Management [(AHC10110)

Competency Status

Integrated

Code

| South Metrapalitan auth Link

| Clazzroom-bazed

|Schoo| Auszpicing with a Registered Training Drganization

|Tlade Training Centre

| Fremantle Martime TTC

| South Fremantle SHS

M EEEE]

Fiesult |

Teacher |.-’-‘-.l:-l:-c-tt, Elzine

[ Conesl ]

The Teacher field should be completed. The VET Coordinator should be the nominated teacher
and provided that he or she has a valid WACOT number.

Click on the AVETMISS tab. Study Reason should be completed.
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[ VET - Competency Enrolment
Jenny Black (&78)

Certificate | in Conservation and Land Management (AHC10110)
General] Delivery AVETMISS l

General
Study Reason |To get ajob E
WET in Schoalz Fee Exerption / Concession Type 1d |_
Trainee Details
Traineeship | |Z|
Contract 1d
[ Ok l ’ Cancel ]

The type of traineeship should also be entered if applicable, in which case the Training Contract
Identifier will also need to be entered.

Trainee Details

Traineeship |Aborigina| School Bazed Trainesship |z|
Contract 1d 12345671

If the Students are School Based Trainees or Aboriginal School Based Trainees, then the Contact
ID must be entered. The Contract ID is the student’s TPO (Training Program Outline) number
which is registered by the TRS (Training Records System).

Click OK to save.

Note: If any of the options under Delivery or AVETMISS are required, the software will take
you to the screens for you to enter the correct data.

2.9.2 Enrolling in Units of Competency

Please note: It is a State VET requirement that all competency enrolments be linked to a
qualification (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.

#

The user has the option of entering a single competency code or using Find Competencies f
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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w

VET - Competency Enrolment
Jenny Black (878)
Certificate | in Conservation and Land Management (AHC10110)

General | Defvery | AVETMISS |
Carmpetency Code / Group | a

Competency Enrolment Details

Start Date | 34N 2014 Completion Date

Code Cormpetency M anme

[ ak ][ LCancel ]

A Competency Completion Date must be entered, as must the required information on the
Delivery and AVETMISS tabs.

VET - Competency Enrolment
Jenny Black (878)
Certificate | in Conservation and Land Management (AHC10110]

General | Defivery | AVETHISS |
Competency Code / Group | a

Competency Enrolment D etails

Start Diate [10 FEE 2014 Completion Date |21 MOV 2014

Code Competency Mame

AHCBACTO1A i Support agricultural crop work, -
AHCCHMT014 EFDIIDW basic chemical zafety rules
AHCFAL201A  iRecognize fauna

AHCILM2028  iObserve and repart plants and/or animals

AHCINF2024 Install, maintain and repair fencing

AHCIRG101A i Support imigation work

AHCLSCI0MA  { Support landscape work,

Click OK to save.
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Activity

VET > Students
e Double click on Josh Johnston
Click Add @ to the right of the Qualifications pane

[ ]

e Enter the start date as 10 February 2014

e Click Qualification Find

e Click Find

e Highlight Certificate Il in Leadership Development and click Select
e Select the RTO South Metropolitan Youth Link

e Check Full Qualification Enrolment

VET - Qualification Enrolment
Josh Johnston (99)

Start Date  [10FEEB 2014 Completion Date

Qualification |5255m08 @ ETO |South M etropolitan Youth Link, Iz‘

Certificate I in Leadership Development

Certification Details
Cetificate |dattifier

Full Qualification Enralment Certificate lzsued  Date lssued

[ Auto-enral student inta all inked competencies for the qualification

u]8 ] [ LCancel

e Click OK

e Click Add Competency

e Click Find

e Click on the Competency Group drop down arrow

Competency Group |Cert Il Leaderzhip Dervel Iz‘
.

Qualification E:[ts| Bus
Cert | GATE
Cert | Leadership Develop

Cert ll Leadership Devel
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e Select the Competency Group Cert Il Leadership Development

VET - Competency Find

General l

Year ,2014—

Code l—

RE |

Field af Education | hig- El
Competency Group |Cert Il Leadership Devel E‘

Gualific-ation “7

[ Show Inactive Parameters in Dropdown Lists

Find | [ Close

e Click Find, Select and Yes

VET - Competency Enrolment
Josh Johnston (99)
Certificate 1l in Leadership Development [52562%/A)

Gieneral Defivery | AVETMISS |
Competency Code / Group | %

Competency Enrolment Details

Start Date [10 FER 2014 Completion Date

Code Competency Mame

236E5 LD A201C Undertake self development

23EEE LOwa 2020 Develop leadership skillz

23067 LD/ AZ03C Establish effective warking relationships
23668 LD AZ04C Promate & socially diverse enviranment
236E9 LD A205C Communicate effectively

BSBIMM2014  iProcess and maintain work place information

[

| [ Coree

e Enter Competency Start and Completion Dates
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YET - Competency Enrolment
Josh Johnston (99)
Certificate Il in Leadership Development [52562wA)

General |Devery | AVETMISS |
Competency Code / Group | @

Competency Enrolment Details

Start Date [10 FEE 2014 Completion Date [21 MOV 2014

BSBINM20A i Process and maintain workplace infarmation

Code Carnpetency Marme

23665 LD AZ0TC Undertake self development -

236ER LDWWAZDZC Develop leadership skills
236E7 LD/ 42030 Establish effective working relationships

23668 LD A204C Promote & socially diverse environment

23669 LOwa 2050 Communicate effectively

’ ok ][ Cancel ]

e Click the Delivery tab and ensure that the following information is entered

VET - Competency Enrolment

Josh Johnston (99)

Certificate 1l in Leadership Development [52562w/A)
General Defivery |aveThISS |

Industry Area - (From Clualification) Competency Status

‘ Community Services, Health and E ducation . || Integrated [T Code
RTO Deliverny

RTO |South Metropolitan outh Link

Mode | Claszroom-based

Arrangement |Schoo| Auspicing with a Fegistered Training Organization

Delivery Site Tope |Schoo|

Trade Training Centre |

1 EIEEE R

Trade Training Centre Site |

Outcome Agsessment
Fiesult | [=
Teacher |.-’-‘n.bbott, Elaine E

[ LCancel
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e Click the AVETMISS tab and enter a Study Reason

VET - Competency Enrolment
Josh Johnston (99)

Certificate Il in Leadership Development [52562WA)
GenerallDeIivel_l,l AVETMISS l

General
Shudy Reason [Toget ajob [=]

WVET in Schools Fee Eremption ¢ Concession Type Id |—

Trainee Details
Traineeship | IZ|

Contract Id

e Click OK

VET > Student

e Use the VET Student Search to locate Rachael Andrews

Enter the Start Date: 10 February 2014
Click Quialification Find Ej
Click Find

Select RTO South Metropolitan Youth Link
Check Full Qualification Enrolment

VET - Qualification Enrclment
Rachael Andrews (4)

Start Date  [10FEB 2014 Completion Date
Qualification | 525608 % RTO |South M etropolitan outh Link. |Z|

Certificate | in Leadership Developrient
Certification Details

[ Qualifization Achieved Certificate |dentifisr
[V]Full Qualiication E nrolment; Cerificate |zzued  Date [ssued

[ Auto-enral student inta all inked competencies for the qualification

u]8 ] [ LCancel

e Click OK

WET Student Search [AMD

Highlight Certificate | in Leadership Development and click Select
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Ensure the qualification is highlighted

Enter a Start and Completion Date

VET - Competency Enrolment
Rachael Andrews (4)

Certificate | in Leadership Development [52560WA]
General | Defivery | avETMISS |

Competency Code / Group | %

Cormpetency Enrolment Detailz

Start Date |1DFEB 2014 Completion Date |21 NOY 2074

Competency Code / Group |

Click ‘Find Competency on Offer’

Qualification I

Click the Qualification Find
Highlight Certificate | in Leadership Development

VET - Qualification Find

Code Description
BB Tt

i Cetificate | in Gaining Access to Training and Employment [GATE) i
C ate | in Leadership D evelopment

255 i Certificate || in Leadership Development
BSE10M07 i Certificate | in Business
e Click Select

The Qualification is saved to the Student’s record

Dualification | E2EE 0w,

CERTIFICATE | IN LEADERSHIP DEVELOPMENT

To select the competencies

Click Find

VET - Competency Find

Description
) p problen

(LDWAAT03C Participate effectively in a team

Highlight the first three competencies and click Select

Y

and then click
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VET - Competency Enrolment
Rachael Andrews (4)

Certificate | in Leadership Development [52560WA)

General | Defivery | AVETHISS |
Competency Code / Group | |@|

~ Competency Enralment Details

Start Diate [10FER 2074 Completion Diate [27 NOV 2014

Code Competency Mame

2341 Develop problem solving skills -

23412 Develop self awareness
23660 LDWwAT101C Develop zelf awareness

[ Ok ” Lancel ]

e Click on the Delivery tab and enter the following details

Note: Rachael is a School-based Trainee

VET - Competency Enrolment
Rachael Andrews (4)

Certificate | in Leadership Development [52560WA]
Genersl Defvery |avEThISS |

r Industiy Area - [From Qualification] Competency Statug —————————————————
| Community Services, Health and E ducation » || Integrated  [] Code I—
~ BTO Delivery
RTO ISouth t etropolitan “r'outh Link Iz‘
tode IEmpIU_l,lment bazed Iz‘
Anangement IDutsourced - Prafile Hours Iz‘
Delivery Site Type IExtemaI RTO IE‘
Trade Training Centre | |E|
Trade Training Centre Site | E

r Outcome Aszessment
Result |

[ ]

Teacher | e,

] (e
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e Click on the AVETMISS tab and enter the following details

VET - Competency Enrolment
Rachael Andrews (4)

Certificate | in Leadership Development [52560WA)
Generall Delivery AMETMISS |

 General
Study Reason

VET in Schools

ITD get ajob E

Fee Exemption / Concession Type Id I-

r Trainee Details
Traineeship I School Based Traineeship |Z|

Contract 1d I 1234

[ LCancel

e Click OK and Close
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Recap VET Students (1)

Complete each of the following tasks, noting the pathway you used in each instance.
1. Add the Aboriginal students in Year 10 as enrolling VET students.

2. Add the enrolling Year 10 students to a student group: 2014 Cert | Gaining Access to
Employment (GATE)

3. Enrol Rebecca Bloor in a Certificate | in GATE and its linked units of competency. Rebecca
is an Aboriginal School-based Trainee. The RTO is SMYL. The Mode is Employment
based and the Arrangement is Outsourced — Profile Hours. The Delivery Site Type is
External RTO. Ensure that the Training Contract ID is also entered.
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2.9.3 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.

VET - Bulk Qualification & Competency Enrolment - Add Mode
2014 =] @
|Active WET Studerts on the Current Roll IZ|
—'_‘ 0 selected students
Student Groups
PS [Students Stu Ref Mame Farm
Group Mame -
2012 Business | A
2014 Cert | GATE
2014 Leadership Dev |
2014 Leadership Dev | E]
« I r i
] I 3
4 competency group(s] 4 qualification offerings 0 zelected competency group(z] O selected qualification offerings
Code/Group  Mame Code/Group Mame
iCert | Bus - -
i Cert | GATE ;
Cert | Leadership Develop @
i Cert Il Leadership Develo £
22PN i Certificate | in Gaining Access to Training and @
S2REM i Certificate | in Leadership Development
B2BE2 A, i Certificate |1 in Leadership Developrent ”
RERAMNA7 i Certificate | in Bosiness ol 4 I F

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.

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 and Mode of delivery also need to be specified.
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VET - Bulk Qualification & Competency Enrolment - Add Mode
2014 = @
|Active WET Students on the Current Roll Iz‘
20 selected students
Student G
uent Bradps [Students Stu Ref MHame Form
Group Mame 4 Andrews, Rachael 111 -
2012 Buginess | -~ 33 Cooper, Ryan 1M1
2014 Cert | GATE 73 Gold, Stephanie 111
2014 Leadership Dev I 3 Johnston, Josh 1m1 =
[E 124 Kraft, Chelsea 111
139 Leslie, Mathan T
189 Lucng, Amber 141
E 174 Marston, Lauren 111
189 Mebville, Mitchell 111
i 204 Maija, Kelly-dnn 141
. 207 Maar, Khalid 111 5
€| n r A ¥ w_ e aa
€| [T | &
3 competency group(s) 4 qualification offerings 1 zelected competency groupl(s] O zelected qualification offerings
Code/Group _Name Code/Group
FEroup™ iCert | Bus - : -
xxErDupxx i
5252508, :
B25E0 A i Certificate | in Leadership Development E
B2BESMA  Certificate |l in Leadership Development
BSE10107 i Certificate | in Business -
- ‘| 1 | 3
€| 1 | 3
[ Add

Linked units of competency may be deleted and added.

Once Add is clicked the following window will be displayed.

SVETMISS - General

Study Reazan |To get ajob IE‘
Fee Exempt / Conc Type Id |— WVET in Schools
Trainee Details

Traineeship | E
Contract [d ,7

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.

VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 =] @

Bulk Student Competency Enrolment Status Log

Student Enralment Status

Rachael Andress has not been enrolled in any of the B selected competencies because you choose not to enrol a3 continuing qualific: -
Ryan Cooper haz been enolled in all B selected competencies

Stephanie Gold haz been enrolled it all B selected competencies

Jazh Johnston has been enrolled in &ll B selected competencies

Chelsea Kraft has been enrolled in all B selected competencies

Mathan Leslie has been enrolled in all B selected competencies

Amber Luong has been enrolled in all B selected competencies
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Activity

VET > Students

e Open the Bulk Enrolments window

e Highlight the 2014 Leadership Development | group and move to the right by clicking on the

red chevrons "

VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 @

IActive WET Studerts on the Current Roll |Z|
—'—‘ 0 zelected studants
Student G
uden aroups |Students Stu Fef M amea Farrm

Group Mame -
2012 Business | -~
2014 Cert | GATE

2014 Leadership Dev |
2014 Leadership Dev |l

*) &)

4 | 1 | »

4 | m | 3

4 competency group(s) 4 qualiication offerings 0 zelected competency group(z] O selected qualification offerings

Code/Group  Mame Code/Group Mame

*GEroup*™ iCert | Bus - -

*" i Cert | GATE T :
ert | Leadership Develop @

“Group™ i Cert Il Leadership Develo £

B2R2TA, i Certificate | in Gaining Access to Training and

B2BEM A, | Certificate | in Leadership Development |5 E]

BZRE2W A, i Certificate | in Leadership Dievelopment -

RSRIMINZ i Certifinate | in Ruginess k%2 4 | LI +

o I [3
i o

e Select the **Group** Cert | Leadership Development and move it the right

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

e Click Add

3
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e Enter the delivery details as shown below

VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 | @

- Qualification Detailz

Start Date I'IDFEB 2014 Qualification |52552’W'A

Certificate |l in Leadership Development
Full Qualifization Enrolment

RTO ISDuth Metropolitan “outh Link Iz‘

 Competency Details

Start Date [10FER 2014
Completion Duate |21 MO 2014

r Indusztry Area - [From Qualification]

Community Services, Health and E ducation -

- Competency Status

Integrated [ Code I

~ BTO Delivery
RTO South Metropolitan Youth Link Ed
Mode Clazsroom-based L=
Arrangement School &uspicing with a Registered .. | -
Dielivery Site Type School E‘
Trade Training Centre E‘
Trade Training Centre Site E‘

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.
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e Click Add and enter AVETMISS details

SVETHMISS - General
Study Reazan |To get ajob IE‘

Fee Exempt / Conc Type Id ||— WVET in Schools

Trainee Details
Traineeship | |E|

Caontract |d

e Click Add

VET - Add Qualification Enrolment Validation l — J

"-.I A matching incomplete qualification enrolment 52562WA Start Date 10
' FEB 2014 for losh Johnston has been found. Do you wish to link these
"~ new competency enrolments to this existing qualification?

e Read the prompt and click No

VET - Bulk Qualification & Competency Enrclment - Add Mode

2014 =] @

Bulk Student Competency Enrolment Status Log

Student Erralment Statuz

Rachael Andreves has been enrolled in &ll B selected competencies
Fiyan Cooper haz been enrolled in all & zelected competencies
Stephanie Gold has been enrolled in all 6 selected competencies

Chelzea Kraft haz been enrolled in all B selected competencies
Mathan Leslie has been enralled in all B selected competencies
Amber Luong has been enrolled in all B selected competencies
Lauren M arzton haz been enrolled in all B selected competencies
Mitchell Melville haz been enrolled in all B selected competencies
Kelly-tnn Mojo has been enrolled in all 6 selected competencies
Khalid Moor has been enrolled in all 6 selected competencies
Alexandria Mungall haz been enrolled in all B zelected competencies
Matthew Obert has been enrolled in all & selected competencies
k.ate Osterburg has been enralled in all B selected competencies
Eyle Pearce has been enrolled in all B selected competencies
Julie Filter has been enralled in all B selected competencies

Cony Ramzay haz been enrolled in all B selected competencies
Sarah Simple haz been enrolled in all B selected competencies
Bradley Uitelean has been enrolled in all B zelected competencies
Jenny Black has been enmolled in all B selected competencies

Jozh Johiston has not been enrolled in any of the B selected competencies because you choose not to enral as continuing qualificatior

Back ] ’ LCloze

e View the Enrolment Status log and Close
e View Stephanie Gold’s enrolment details
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Activity

VET > Students
e Click Bulk Enrolment

e Select the 2014 Leadership Development Il group of students

VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 @

|Aclive WET Students an the Current Rall E
Student Groups |Stydents

Group Mame

2012 Business | -
2014 Cert | GATE

2014 Leadership Dev |

2014 Leadership Dev |

Bja

4| I | »

4 competency group(s] 4 qualification offerings

Code/Group  Mame

él:ert | Bus -

iCert | GATE

i Cert | Leadership Develop
t Il Leadership Develo

BRI i Certificate | in Gaining Access to Training and E

B20E0 A, i Certificate | in Leadership Development

BZREDN iCertificate Il in Leadership Development

RSR1NIO7 {Cetificate |in Rusiness
€| i | r

Click Add

Enter the delivery details as shown below

Move them to the pane on the right using the red chevrons (arrows) ﬂ
Select the **Group** Cert Il Leadership Development and move to the right also
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VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 (=] @

Qualification Details

Stat Date  [10FER 2014 Qualification [Fa5gmma

Certificate Il in Leadership Development
Full Qualification Enralment

RTO |South Metropalitan “outh Link |Z|

Competency Details

Start Date 10FEE 2014
Completion Date  [21 nowv 2014

Industry Area - [From Qualification]
Comrmunity Services, Health and Education =

Competency Status

Integrated [7] Code

RTO Delivery
RTO |South I etropolitan “r'outh Link Iz‘
Mode | Clagsroom-based Iz‘
Arrargement |School Auzpicing with a Registered .. E
Defivery Site Tupe |Schgg| E
Trade Training Centre | E
Trade Training Centre Site | |E|

e Click Add

e Enter the AVETMISS details

VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 =] @

AVETMISS - General
Study Reason |To get a job El

Fee Erempt / Conc Type 1d ||— WET in Schools

Trainee Details
Traineeship | E‘

Caontract [d

e Click Add
e Close the Enrolment Status Log

Recap Bulk Enrolments

Bulk enrol the 2014 GATE students in a Certificate | in Gaining Access to Training and
Employment. The RTO is Polytechnic West, the Mode is Classroom based, the Arrangement

is Outsourced — Profile Hours and the Delivery Site Type is School. Give a study reason. Say
No to link the enrolment for Rebecca Bloor
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2.9.4 Deleting Enrolments
VET > Students

e Click Bulk Enrolment

e Switch to Removal Mode

The Remove button will remove all the selected competencies from the selected students for the
given selection period, providing the cut off date has not been passed. If the cut off date has
passed and/or files have been up loaded to the School Curriculum and Standards Authority and an
enrolment has been added in error, then the value of 99 must be used. If the student has
withdrawn, then the value of 40 must be used.

Removing competencies does not affect the qualification, unless the Remove Qualification
Enrolments with 0 competencies is checked.

Note: Competency enrolments may only be deleted if they were added in error. If students
withdraw from units of competency, 40 - Withdrawn should be noted in the Results field of
the Competency Enrolment window. If an enrolment has been added in error and the cut off
date has passed and/or the files have been uploaded to the School Curriculum and
Standards Authority, the value of 99 must be entered in the Results field of the Competency
Enrolment window.

C IVI Ca Integris VET Training Notes.docx 8-Jan-14
Page 75 of 135
© 2014 Civica Pty Ltd




Activity

VET > Students

Josh Johnston was enrolled in Certificate | in Leadership Development in error.
e Click Bulk Enrolment

e Switch to Removal Mode

e Select the Students tab and Josh Johnston

YET - Bulk Qualification & Competency Enrolment - Delete v

2014 [=]| &
|.-’-‘«ctive WVET Students on the Curent Roll |E|
Student Groups | Fhudents
Stu Ref | M armne | Farmn
B0 iEnglizh, Dion 21 »
79 iGold, Stepharie M1
20 iGray, Verity 121 | |
33 Johnstan, Josh
100 iJulian, Tristan 121
108 iKelley, Rohyn a1
Rhelyl e DU m P | 14
1| i | 3
87 competencies and 4 competency group(s]

Code/Group _Name
“[Group™ i Cert | Leadership Develo

o
“Graup™ Cert | Leadership Develop W
*Eroup*™ iCert | GATE s
*Eroup*™ iCert | Bus

21749 iIntroduction to career development

21751 t Program support 2

21783 {Enterprise

21754 $Further study skills

21755 ELeaming through practice 2

21756 MWorkplace oractice i

4 | m | 3

[ Remove Qualification Enralments with 0 competencies

e Select the **Group** Cert | Leadership Development

e Move both from left to right
e Check Remove Qualification Enrolments with 0 competencies

[¥[{Remove Qualfication Enrolments with 0 competencies;

e Click Remove

VET - Competency Delete l""‘""'-l

Are you sure you wish to proceed with the removal of 6 selected competencies
forthe 1 selected students?

Yes | [ No
e Click Yes
e View Josh’s enrolment details
e Close
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Note: Competency enrolments may only be deleted if they were added in error. If students
withdraw from units of competency, 40 - Withdrawn should be noted in the Results field of
the Competency Enrolment window. If an enrolment has been added in error and the cut off
date has passed and/or the files have been uploaded to the School Curriculum and
Standards Authority, the value of 99 must be entered in the Results field of the Competency

Enrolment window.

Activity

VET > Students > Bulk Enrolment

The 2014 Leadership Development | student group were enrolled in a unit of competency in

error.

e Click Switch to Removal Mode
e Highlight the 2014 Leadership Development | student group

|

e Click Bulk Enrolment

e Move to the right

)

e Click Find Competency

[ualification
binoculars

e Click on Find Qualification
e Click Find

e Highlight Cert 1 in Leadership Development and click Select

VET - Qualification Find

Code Deszcnption

E2529W0,  Certificate | in Gaining Access bo Training and Employment (GATE) -
il = YR Certificate | in Leadership Development

E2BE AN, i Certificate Il in Leadership Develapment

BSE10107 Certificate | in Business

The Qualification displays in the Competency window

e Click Find
e Select the first competency unit in the list
e Highlight the Competency in the bottom left window

Code/Group  Mame

*aroup™ {Cert Il Leadership Develo -
“Graup® iCert | Leadership Develop

*Eroup*™ Cert | GATE

*Eroup™ iCert | Bus

Develop problem solving skills

e Move it to the right _»I
e Click Remove and Yes
e View Stephanie Gold’s enrolment details and Close
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2.9.5 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 BSBCMM101A and would like to re-enrol
in this competency.

VET - Student Details

@lcwen 4 RmP A&7 BHE R S
Sally Angus (5) 16 ¥'rs 7 Mths
Enralments |Cnmpetencies | F'referencesl
[ualification
Code Qualification Name Start D ate Completion Date  Certificate Mo, RTO Code
~fis- ‘Unzpecified
ificate | in Business 10FER 2013

D20EWA

tificate || in Leaderhip Development {10FEE 2014 ¢

4

Competencies for the selected Qualification

Code _Cnmpetency MHarme | Start Date | Completion Date ATO Code _Subiect
BSBADMT014 Uze business equipment and resources (TOFER 2013 (29 N0V 2014 (9876 i
I SBCMII01L Apply bazic communicatio T0FEE 2013 W 2013 ‘B

Result Scheduled Hrs Mode of Delivery
700 : Clagsroom-bazed
40

BSBCHMM 201 Communicate in the workplace “10FEB 2013 : :
BSBCMM1014i Prepare for work, {10FEB 2013 {30 i Classroom-based
20 Clazzroom-bazed

BSBLCMNT D2.-e Complete daily work, activities 'IEI FEE 2013

e Click Add to the right of the Competencies pane

e Click Find Competencies on Offer £
e Enter BSB in the Code field and BASIC in the Name field
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VET - Competency Find

General

Vear 2014
Code BSE

Narne |BASIC
Field of Education | ndg-- |Z|
Competency Group | g |E|

Qualification ’7

[] Show Inactive Parameters in Dropdown Lists

Find | [ Close

e Click Find

VET - Competency Find

Code Description

BSBCMM1014 Apply bagic communicatio B
BSECHMT03A {Apply basic communication skills

e Select BSBCMM101A Apply basic communication skills
e Enter Start and Completion Dates

VET - Competency Enrolment
Sally Angus (5)
Certificate | in Business [BSB10107)

General |Dieivery | AVETMISS |
Competency Code / Group | %

Competency Enrolment Details

Start Date [10FER 2014 Completion Date |21 NOW 2014

Code Competency Mame
BSBCMM1014 {Apply basic communication skills E

e Click the Delivery tab
e Enter the Delivery details
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VET - Competency Enrolment

Sally Angus (3)

Certificate | in Business [BSB10107)
General Delivery |avETMISS |

Industy Area - [From Qualification)

‘ Buziness and Clerical

-

Competency Status

Integrated [] Code

Trade Training Centre |

RTO Deliveny

RTO | Palytechnic West IZ|

Mods | Classroom-based [~

Arrangernent |Sch00| Auspicing with a Registered Training Drganisation |Z|

Dielivery Site Tupe |Sch00| |Z|
=]
=]

Trade Training Centre Site |

Outcome Assessment
Result | Iz‘
Teacher |Abbott, Elaine lz‘
l [ Cancel
e Click on the AVETMISS tab
e Enter the Study Reason
AVETMISS - General
Study Reason |T0 get a job El
Fee Exempt / Conc Type Id |_ WET in Schools
Trainee Details
Traineeship | E
Contract 1d
e Click OK
s

Competency Enrolment

30. Do you wish to add this as a repeat enrolment?

Sally Angus has previously completed an enrclment in BSBCMML0LA with results

Click Yes and Close
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VET > Students

Two students want to re- enrol in competencies they did not achieve in 2013

e Click Bulk Enrolments

e Click on the Students tab

[

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

1 VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 - @

I»’-‘«ctive WET Students an the Current Rall E
Student Groups | Shudents

Stu Ref | M armne

4 idndrews, Rachael 111 .
5 tAngus, Sally 121
10 iBates, Cail iz

78 iBlack, Jenny

# &

Cop _l,ln 1z
39 i Cooper, Fiyan -
4 [ | 3

4 competency grouplz] 4 qualification offerings

Code/Group Mame

**Froup™ ECert | GATE -
*aroup™ i Cert | Leadership Develop |
*aroup™ iCert | Leaderzhip Develo @
E2R2000 i Certificate | in Gaining Access to Trairing and
BZREMA, i Certificate | in Leadership Development 3 E

BZREAN,  Certificate || in Leadership Development

4 | o | +

2
e Select BSB10107 Certificate | in Business and move = it to the pane on the right
e Click Add
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Hint: Ctrl + A to highlight all Competencies, then Ctrl and click on the selected Competency

Selected competencies

e Delete = all but BSBCMM101A from the list of Selected competencies

Selected competencies

Code Competency Name
BSBCMMIOTA EAppI_I,J basic communication skills i

e Enter the following Delivery information

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.

VET - Bulk Qualification 8 Competency Enrolment - Add Mode

2014 - @

r Qualification Details

Start Date |1EIFEB 2013 Qualification IESE1D1 07

Certificate | in Business
Full Qualifization Enrolment

RTO I Polutechnic "West E

 Competency Detailz

Start Date [10FER 2014
Completion D ate |21 MOV 2014

r Industry Area - [From Qualification)
Business and Clerical P

- Competency Status

Integrated [T Code I

~ RTO Deliverny
RTO Palytechnic West =
Mode Classroom-based Ed
Arrangement School Auzpicing with a Registered ... IE‘
Delivery Site Type S choal |E|
Trade Training Centre E
Trade Training Centre Site E

e Click Add
e Enter a Study Reason and click Add

r AWVETMISS - General

Study Reazan |To get ajob E
Fee Exempt / Canc Type |d I- VET in Schools

r Trainee Details
Traineeship | E
Contract 1d I—

ClvICAa

Integris VET Training Notes.docx 8-Jan-14

Page 82 of 135
© 2014 Civica Pty Ltd




e Read the prompts
e Click Yes

VET - Add Qualification Enrolment Validation S——

I.-"'_"‘-.I A matching incomplete qualification enrolment BSB10107 Start Date 10
W' FEB 2013 for Joel Black has been found. Do you wish to link these new

competency enrclments to this existing qualification?

e C(Close
e View Patrick Brown’s enrolment

2.9.6 VET Student Details — Miscellaneous

2] =
=1 L]
M ek

Miscellaneous Student Details are accessed by clicking the Miscellaneous button in the VET
Student Details window. The Miscellaneous window contains three tabs: General, AVETMISS
and Correspondence.

G ereral l AVETHISS l Conespondence l

Note: Completion of the first two tabs is mandatory for ALL students and schools in
Western Australia.
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Miscellaneous — General

VET - Student Details

0|Eurrent E”{ ﬁ}|é|f|g \;:Et

El|&|

Sally Angus (5) 16 ¥rs 7 Mths

General | EVETHISS | Corespondence I

gjaja

Cettification | General

Active At Educational Rizk Freferred ||nfg[matign Technology
Undertaking Full Certificate study Hagetiens IBusinessﬂ—_inance

General A Gafat Office and Business Services

MHates o

- Employer Details r Training &greement

Name | Agreemert # | ® Part Time ©) Full Time

&ddress I Start Date I— Completion Date I—
| Miotex

Tel | Fau |

Contact I

-

This tab is used to record:

e |[f a student is at educational risk

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

Students’ safety certificates

Traineeship information (where applicable)
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Miscellaneous — AVETMISS

General AYETMISS ICorrespondencel
Student Attends School Student Title [pgs
Highest School Level Completed | Completed Year 11 E| State Western Australia :
“fear Highest School Lewel [2012
Labaour Force Status |Unemployed - hot see... E|
Proficiency in 5paoken English | English Spoken &t Ho... | =
tabile Phone Mumber [
Diizability Prior Educational Achieverment
| Hearing/D eaf i || Bachelor Degree or Higher Dearee level -
| Physical ] Advanced Diploma or Azsociate Degree Level
| Intellectual | Diploma Lewvel
|| Learming | Centificate IV
) Mental liness "] Cetificate Il
| Acquired Brain Impairment ] Cetificate ||
V] ision ] Cenificate |
I Medical Condition Z‘ eouz Education
|| Other

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

VET - Add/Edit Correspondence

Date |11 FEB 2014

Mote  [Student Natification of Placement

LCancel

Users may choose to record any correspondence sent to students on this tab.

To add a record:

e Click the Add button |2
e Enter the relevant details and click OK

VET - Add/Edit Correspondence

Date |6 MaR 2014

Mote  [Student Notcie of Placement

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

e Click Edit 4
e Make the desired changes and click OK
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To delete arecord:

e Highlight the record you wish to delete
(|

e Click Delete l—
e Confirm the deletion by clicking Yes

Delete Correspondence ["_“\'J

Delete Correspondence for 11 FEB 20147

To print a student’s correspondence log:

e Click Print S
e Select the desired report destination

Activity

VET > Students

Entering General Miscellaneous Information

e Highlight Rachael Andrews and Ryan Cooper

e Click View VET Student Details | ==

The browse set will open with the first student’s details.

uet
alo

e Click the Miscellaneous button

e Click Edit /
e Enter some Employer information on the General tab

Employer Details Training Agreement
Hame | Civica E ducation Agreement# [1234 @ Pant Time () Full Time
Address [ Tully Foad Start Date ,W Caompletion Date ,7
| E ast Path Notes "
Tel |BEE 77T Fau |
Contact | Susie Mazan

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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Entering AVETMISS Information

e Click on the AVETMISS tab
e Enter some details

Current |E|

Rachael Andrews (4) 15 ¥rs 10 Mths

General AVETMISS l Corespondence ]

Studert Attends 5 chiool Studert Titlz ’Ms—

Highest Schoal Level Completed | Completed Year 10 E| State W‘E‘
‘Year Highest School Level |2013

Labour Force Status | Part-time =]

Praficiency in Spaken Endlish |English Spoken &t Ho... [+
Muobile Phone Mumber |

Dz ability Prior Educational Achievement

|| Hearing/Deaf - || Bachelor Degree or Higher Dearee level -
|| Physical | Advanced Diploma or &ssociate Degree Level

] Intellectual "] Diploma Level

] Learning ] Certificate [V

] Mental liness ] Certificate Il

; Acquired Brain lmpairment "] Certificate Il

1) Wision "] Cetificate |

| Medical Condition WY iscellansous Education

[C] Other

Note: AVETMISS information needs to be entered for all students for state and national
reporting purposes. Hence it must be completed whether or not the school is an RTO.

All fields are mandatory except for Mobile Phone Number, Disability and Prior Education
Achievement and these must be filled for the students to whom they apply.

Entering Correspondence information

e Click on the Correspondence tab
e Click Add =]
e Enter the correspondence details

VET - Add/Edit Correspondence

Date  |[13FEEB 2014

Mote  [Motice of YET meeting

[ e

e Click OK twice
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e Click Next Student }

e Enter some Miscellaneous - AVETMISS information for Ryan Cooper

Current |z|

Ryan Cooper (39) 16 rs 1 Mth
General AVETMISS lConespondence ]

Studert Attends 5 chool Student Title [ pgp

Highest Schaal Level Completed  |Completed Year 100 || State Western Australia :
ear Highest School Level |2013

Labour Force Status |L|nem|3|0_l,.led - seeking... E|

Praficiency in Spoken Endglish |English Spoken &t Ha... [+

tobile Phone Number |

Dizability Prior Educational Achigsrement

|| Hearing/Deaf - || Bachelor Degree or Higher Deqree level -
|| Physical ] #dvanced Diploma or Azsociate Degres Level

] Intelectual ] Diploma Level

I”] Learning ] Cetificate v

| Mental liness ] Certificate I

|| Acquired Brain Impairment | Certificate I

1] Wision ] Cetificate |

|| Medical Condition R Hiscellaneous Education

| Other

e Click OK to save
e Close VET Student Details

Recap VET Students (2)

Complete the following tasks, noting the pathway you used.

1. Enter some General and AVETMISS information for Rebecca Bloor.
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2.10VET Student Results Entry

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

VET - Student Details

e [F|4d P &/ | BHEES
Sally Angus (5) 16 Yrs 7 Mths Year12 Form 12.1

Ermaiments \cumpetenuesl Preferences|

Qualification

Completion Date _ Cerlificate No. RTO Code

T0FER 2013
10FEB 2014

Competencies for the selectzd Qualfication
Code

TTC Site

Start Date
5 01/ T0FEB 20132
BSBCMM 1014 Appl basic commurication skils HOFEB 2013 13 H
BSECMM201Z Communicate in the warkplace {OFEB2013 30NOY2M3 13878 0 .  Classioom-based | School Auspicing v
BSBCMN10T Prepare for waik. {IOFEB2013 3ONOY2M13 13876 0 0  Classioombased | School Auspicing v
BSBCMN102¢ Complete dally wark activilies HOFEB2013 30NOY2M3 3876 0 M  Classioom-based | School Auspicing v
BSBCMM 1014 Apply basic communication skills {IOFEB2014 (ZINOY 2014 13876 40  Classioomrbased | School Auspicing v School

Competency Name of Delivery RTO Aniangemer

®&E

2.10.1 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.

VET - Competency Enrolment
Sally Angus (5)

LDWAZ01C Undertake self development [23665])

General lﬂ«VETMISS |

Competency Enrolment Detailz

Start Date |10FEE 2014 Carnpletion Date |21 MOV 2014 Scheduled Hours |45

Industry Area - [From Qualification) Competency Status
‘ Community Services, Health and E ducation - Integrated [ Subj

Code

RTO Delivery
RTO |South tetropolitan vouth Link.

b ode | Clazsroom-bazed

Arrangement |Sch00l Auspicing with a Registered Training Drganisation

Delivery Site Type |Sch00|

Trade Training Centre |

(£ | | {EW (K0 {EN

Trade Training Centre Site |

Outcome Assezzment
Result |2EI Competency achieved/pazs

Teacher |Abboll, Elaine

[ Lancel l

Results are available from a dropdown menu, as is the teacher’s name.

Note: The teacher entered should be the school’s VET Co-ordinator and possess a valid
Teacher Registration number.

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

30 Competency not achieved/fall

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 School Curriculum and Standards
Authority.

Note: Please consult the WACE Procedures File for additional information related to
resulting. The File is available on the School Curriculum and Standards Authority website.

Select the appropriate result and teacher and click OK to save.
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2.10.2 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.

VET - Qualification Enrolment

Ryan Cooper (39)

StatDate  [10FER 2014 Completion Date [21 Now 2014

Dualiication [aHCiomio RTO |Soulh Metropalitan vauth Link Iz‘

Certificate | in Conzervation and Land Management

f Certificate |dentifier
Full Qualification Enrolment [7] Certificate lssued  Date lzsued

[ Ok l[ Cancel ]

Enter a Completion Date. The Certificate Identifier (number), Certificate Issued and Date
Issued fields become available once Qualification Achieved has been checked. Enter 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 requirement.

The record will not be saved unless the Completion Date is entered and Qualification

Achieved is checked.

The Certificate Identifier is available from the RTO.

For RTO schools using the VET module to generate certificates, the Certificate Identifier will

be automatically populated when the certificates are printed.
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Activity

VET > Students > VET Student Details

e Double click on Rachael Andrews in the VET Student List
e Highlight the first competency in the list

oloen 4RI S/ BHEE S
Rachael Andrews (4) 15 %rs 10 Mths

Enralments |Competencies | Preferences |

Qualification

Code Gualification Mame Start Date Completion Date  Certificate Mo, RTO Code
- 1] ified :

OFER 2014
HOFER 2014

Competencies far the selected Qualification

Code Competency Mame Start Date Completion Date ATO Code  Subject
23412 Develop self awa 10FEB 2014 21 MNOW 2014 SMyL
23660 LOWATOTC Develop self awareness (10FER 2014 121 NOY 2014

e Click on the Edit pencil z] to the right of the Competency pane

VET - Competency Enrolment
Rachael Andrews (4)

Develop self awareness [(23412)

General |AVETMISS |

- Competency Enrolment Details

Start Date I'IDFEB 2014 Completion D ate |2'| MOV 2014 Scheduled Hours |4D

r Industy Area - [From Qualification) Competetcy Statug ——————————————
Community Services, Health and Education i Subj
Integrated  [] Code I

~ BTO Delivery
RTO ISDuth Metropolitan Y outh Link, |E|
Mode I E mployrment based E
Armrangement Outzourced - Profile Hours E
Delivery Site Type Extemal RTO [=]
Trade Training Centre | |E|
Trade Training Centre Site I |Z|

r Outcome Aszesement
Fesult |2D Competency achieved/pazs

&
=]

Teacher |.&bb0tt, Elaine

[ Ok ” LCancel ]

e Enter a Result from the drop down list and a Teacher
e Click OK to save
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e Highlight the second competency in the list
e Click on the Edit pencil to the right of the Competency pane
e Enter the Completion Date of 11 December 2015

VET - Competency Enrolment
Rachael Andrews (4)

LDWATD1C Develop self awareness [23660]

General |AVETMISS |

- Competency Enrolment Details

Start Date I'IDFEB 2014 Completion D ate I'I'I DEC 2015 Scheduled Hours ISD
r Industmy Area - [From Qualification) Competetcy Status

||:| Community Services, Health and E ducation I Integrated Es;c'ljé I

—

~ BTO Delivery
RTO ISDuth Metropolitan Y outh Link,

b ode | Emplapment bazed
Amangement Outzounced - Profile Howrs
Delivery Site Type Extemal RTO

Trade Training Centre |

FIEIEE]E] ]

Trade Training Centre Site I

r Outcome Aszessment
Fesult I?D Continuing enrolment

ElE]

Teacher |.&bb0tt, Elaine

[ Ok ] ’ LCancel

e Enter aresult of 70 Continuing enrolment
e Click OK to save
e Close VET Student Details

Note: For the final reporting point of the current collection year, only enrolments that have
an Enrolment Activity End Date crossing into a subsequent collection year may be reported
with an Outcome Identifier of 70 - Continuing enrolment. Additionally, in the following year
the Outcome Assessment (Result) must be updated to reflect that year’s assessment
outcome.

Caution: Year 12 students should not generally be awarded an Outcome
Assessment (Result) of 70 — Continuing Enrolment. This will cause a

Processed with warnings message when reported to the School
Curriculum and Standards Authority.
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2.10.3 VET Bulk Student Results Entry

VET - Student List

fictive VET Students on the Curent .. [« | Gy | & | B (3 & i

The VET Competency Enrolment Speed Edit window allows for results against a competency to
be entered for multiple students simultaneously.

VET - Competency Enrolment Speed Edit

a4 Hs#Elaea

184 Competencies on offer \@ 4 Studentls] Enolled @ EhowAlE O Students with no result

Ref  Hame Oual Code Qual Hame SteitDate  Completion Date Oulcome Assessment (esul] Modsrating Teacher RTO Mode of Defivery  AT0 Anangement  Training Contiact ID Study i
= + |108 Kelep. Fohgn  ICUF10107 Certicate | in Creative Industies ' 10FEB 2014 21 NOW 2014 Poltechnic\West  iClassioonvbased | Outsourced - Profile Tog «
(AHCARE202A | Fell smal hiees 158 iLuck, Jem CUFI0107 | Cericate | in Crealive Industries (10 FEE 2014 121 NOV 2014 Poblechnic\West  iClassroanvbased | Dutsourced - Prafile Tas
(AHCARE205A { Operale and maintain chainsavs 173 Marsion, Lana | CUFI0I07 iCerficate | in Crealive Industries (10 FEE 2014 121 NOV 2014 Poltechnic\West  iClassioonvbased  : Outsourced - Profile Toc
AHCBACTO1A | Support agiicultral crap work 308 Robery, Cassie | CUFIDIOT |Cenficate | in Creative Industries 10 FEE 2014 |21 NOV 2014 Polpechnic\West  (Classroonvbased | Outsourced - Prafile Tag
4HCEIDZ014 Inspect and clean machinery for plar
[AHCCHM 014, Follow basic chemical safety ules
[AHCCHM2014. 4pply chemicals under supervision
[AHCFAL2014, | Recognise fauna

AHCFIR201A  Assist with prescribed buring
[AHCHER 1014 | Support horse nork

AHCHBR203 | Provide dail care for horses
AHCILMZ028  Observe and report plants and/or an)
AHCILM2034 | Riecord information about country
AHCINF201A | Camy out basic electriz fencing operd
AHCINF2026 Instal, mairtain and repaf fencing
[AHCINF2038 | Maintain properties and stuictures
AHCIRG 1014 {Suppart irigation work
AHCIRG5054, | Establish and maintain an irigatioree
4HCLSCI04 {Support landseape work
AHCLSC2014 ssist with landscape construction v,
AHCLSC2034 | Instal agaregate paths
(AHCMOM01 4 ssist with routine maintenance of m
(AHCMOM2025, Dperate ractars

[4HCHMOM2038, Operate basic machinery and equipn
(AHCMOM2048, Undentake operstional mairtenance
[4HCHOM2056; Operate vehicles

[AHCMOM3045, Operate machinery and equipment
AHCMOM305%, Operate specialed machien and ¢
AHCHARTOTA | Support natural arsa conservation
AHCHAR1024 | Support native eed callection
[AHCNARZ014 : Carry out natural area restoration wor
AHCNAR2024 | Maintain widlfe hatitat 1efuges
AHCNARZ01A | Maintain natural areas
[AHCNAR303 | Implemert revegetation works
AHCNSYI0MA | Support nursery wark

[AHCNSY2025 Tend nursery plants )i
[AHCNSY2038 | Undenake prapagation acthviies

|AHCOHS 1014 Mwork safely d 0, G
AHCOHS2014 {Patticipate in OHS procssses Campetency Detals
(AHCPCM2014 | Recognise phants Sl Dato
(AHCPCM2024 {Collect, prepare and preserve plant <

AHCPGD1014 | Suppor: gardening work [
4HCPRO2014 {Plant trees and shiubs

[AHCPAO203 | Prune shibs and smll trsss RTo Modz of Deliery RTO Anangemert

AHCPGD2064 | Conduct visual inspection of park fae | | = =] [«

(AHCPMGZ01A. Treat weeds

AHCPMG 2024 Treat plant pests, diseases and disar Traineeship Type Studp Reason Delivery Sie Type

(AHCPMG014. Control wieeds I =] =

AHCSOL2014, | Determine basic propertes of sall arm

AHCYPT3034 Survey pest animals Trairing Contract 1D VET In Gehoals Trade Training Centre

|AHCVPT 3084, Apply animal iapping techriques

(AHCWRKI0A Maintain the warkplace

2:%2%;’: g';j:;:: Z:S“’:ﬁ;';:["alvmﬁf;am Dutcome Assessment (Flesul]l  Moderating Teacher Tt Tt Earim Se

| 5HCWRK20%4; Operate in isolated and remote situat [ [+ [ = [+] Apply
AHCWRK2048 Wark effectively in the industy

. i v Close

Code Desorip

m

Completion Date

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.

E.

The Competency Find Tool
year.

can be used to select a subset of competency offerings for the

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.

J

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

C VI Ca Integris VET Training Notes.docx 8-Jan-14
Page 94 of 135
© 2014 Civica Pty Ltd



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 [

:I 6 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 Click Find 5

e From the Competency Group drop down menu, Select Cert | Leadership Development

YET - Competency Find

General l

Year lgmq_—

Code l—

Mame |

Figld of Education | - ffg- |E|
Competency Group |Cert | Leadership Develap E
Gualification

[ Show Inactive Parameters in Dropdown Lists

Find

] [ Claze

e Click Find Select and Yes
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e Click Edit 4
e Highlight the second item in the left-hand pane
e Highlight most of the students in the right-hand pane

2014 ErASIE™
E Competencies on offer 19 Student(s] Enrolled

Fief

h amme

Code _Descriptinn

Qual Code

Qual Mame Start D ate Completion Date

r 10 FEB

23411 - 4
T [ 4

23BEN LDWAT01C Develop self awareness 4
23661 LDWwiAT 020 Explore fundamentalz of 4
23662 LDWwiAT03C Participate effectively in C ) 4
236E3 LDWWAT04AC Explore citizenship g C g ) opraer 10 FEB 4
g ! I 4

4

4

BREWA ' 10FER 2014 21 NOV 2014
i 10 FEE 2014 121 NOW 2014

4
4
4
4
4
4

NOV 204
10 FEE 2014 21 NOV 2014

iSimple, Sarah
{Uifelean, Bradley

iCertificate | in Leadership Developme
i Certificate | in Leadership Developme

{EZRECA,

e Select a result of 20 Competency achieved and a Moderating Teacher

Outcore Azzessment [(Result)  Moderating Teacher
|2D Conpetency ac... E IAbboll, Elaine E

e Click

e Click OK

VET - Bulk Results Update 55

@ 15 student competency results updated

e Click OK
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e Click Students with no result

e Click Edit g
e Highlight the remaining students
e Enter a Completion Date of 11 December 2015

Competency Details
Start Date Completion D ate

11 DEC 2015
RTO Mode of Delivery RTO Arangement
Traineezhip Tupe Study Reazon Delivery Site Type
Training Contract [D YET In Schools Trade Training Centre
Outcome Aszzessment [Resul]  Moderating Teacher Trade Training Centre Site
|?D Continuing enrol... |Z| |Abb0tt, Elaine Iz‘ | Iz‘

e Enter aresult of 70 Continuing enrolment and a Moderating Teacher

e Click

e Click OK twice

e Enter results for all of the students enrolled in another unit of competency
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e Click on View Competency Enrolment by student

)

e Find Josh Johnston

e Click Edit 7
e Select all of his units of competency

Subset of 1 students E| @ | rj? |

E competency enrolments

StuRef  Mame Form

Gual Code  Glual Name Start Date Completion D ate

UoC Code Competency Name

f

L
L
L
L
L
F

e Enter a result of 20
e Enter a Moderating Teacher

Outcome Assezsment (Result]  Moderating Teacher
|2IJ Carnpetency ac... Iz‘ IAbbott, Elaine |z|

Click Apply and OK twice and Close

e Click on View Competency Enrolment by student

e Find L Sally Angus

e Enter results of 20 for Sally Angus’s units of competency linked to Cert Il Leadership
Development and also Use business equipment and resources (for which she was
previously given a result of 70) and Apply basic communication skills (in which she was re-
enrolled)

Date Outcoms Asssssment (Fesull)  Modsrating Teacher

ertificate | in Business

B amplete daily work activitiss 3 J0NOY2M3  Competency achieved/pass  Abhoht, Elsine “Paly : Schaol
BSB10107  Certificate | in Business BSBCMN1014 : Prepare for work 10FER 2013 [30NOYV 2013 [Competency achieved/pass  [Abbott, Elaine - School Auspic
BSB10107 | Celificate | in Business BSBCMM2014! Commuricate in the workplace 10FEB 2013 {30NOY 2013 ompetency achieved/pass  idbbott, Elaine g School Auspic
BSB10107 | Certificate | in Business BSBCMM1 014 | Apply basic communication skills 30 MOV 2013 ompetency not achieved/f Folptechnic west i School Auspic
BS au 4 L laie: ased E

Uspic

Cerlificate | in Bu: ing enrolmert

e Enter a moderating teacher
e Click Apply and OK twice
e Close Competency Speed Edit
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2.10.4 Qualification Achieved

Activity

VET > Students
e Open Josh Johnston’s VET Student Details

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

VET - Qualification Enrolment
Josh Johnston (99)

Start Date Im FEE 2074 Completion D ate |2-| NOV 2074
Qualification |52552\,w3, B, RTO |South tetropolitan v'outh Link, E|

Certificate 1l in Leadership D evelopment

Certification Details
Certificate |dentifier I 123456

Hualifization Achieved

Full Qualification Enralment Certificate lzsued  Date lzsued |21 WOy 2014

] ’ Cancel

e Click OK

Note: The Certificate Identifier is available from the RTO.

e Repeat for Sally Angus’ Certificate Il Leadership Development (not Cert | Business)

Certificate |l in Leadership D evelopment 10 FER 2014

Code .Qualification Mame lStart Date lCDmpIetio
—hidg-- {Unspecified
B i Certificate | in Business (10FEB 2013 ¢

VET - Qualification Enrolment
Sally Angus (5)

Start Date I'IDFEB 2014 Completion Date |2-| WOV 2014
Qualification |52552W'g ﬁ BTO ISDuth t etropolitan Youth Link Iz‘

Certificate |l in Leadership Development

Certification Details
Certificate 1dentifier |8?8545

Quslification Achieved
Full Qualification Enralment Certificate [ssued  Date lssued |2'| WOW 20714

)| Cancel

e Close VET Student Details and VET Students
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Recap VET Students (3)

Complete each of the following tasks, noting the pathway you used in each instance.

1. Enter results for all students enrolled in one of the units of competency in the Group Cert |
Leadership Development

2. Enter results for all of Rebecca Bloor’s units of competency.

3. Enter a Qualification Completion Date and Certificate Identifier for Rebecca Bloor.
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2.11VET 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

Qualification Reporting
Competency Reparting
Student Reparting

Emplover Reporting

Standard Letters - Mail Merge
RTO Reporting

RTO Certification

WET Exparts

Subrnitting Autharity Reparting

pcoooooceoepp

Industry Area Reporting

School Curriculunn and Standards 4

School Curriculum and Standards
Authority Reports

Monday, Gth January 2014

These reports are designed to provide the School Curriculun and

Standards Authority with data in a pre-determined format. The data files
| produced gshould be submitted uzing the method dezcribed in the
documetitation provided by the Schaoal Curiculum and Standards
Authority |
]
\.jb
'y

1,
i

! 51,3

Print ] l LCancel

2.11.1 Types of VET Reports

VET Reports are sorted by functional areas.

School Curriculum
and Standards
Authority Reporting

Enables the production of export files required by the School Curriculum
and Standards Authority

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
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RTO Certification Allows schools with active RTO status to print certificates

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

VET Exports )
analysis

Submitting Authority | Provides the RTO with the information about the authority submitting
Reporting AVETMISS data

Industry Area

Reporting Reports on competency offerings by associated industries

2.11.2 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.

VET - Reports

Titles
Mair Title |Eompetenc:y Enralment Repart by Student

School Curriculum and Standards .

Qualification Reparting

@

5]

[ Competency Reporting Page Footer |
4 Student Reporting

Parameters

D Student List Query | E

D Qualification Enrolments

0 Selected Students

D Competency Enrolments

D Placement Summary Sumame _Filst Mame _Year Group_Form

D Flacement D etailz -
D Comezpondence : : :
D Correspondence by Date
[ Full Qualifications Achieved

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. ===
e Click on the Find tool icon and enter search criteria
e Click Find

e If more than one value matches your criteria, a list of results will be displayed; select one or
more items, use <Ctrl> to select several items from the list

e Click Select

Some reports display the number of selections made.

Parameters

Cuery Subset of 4 students lz‘

4 Selected Students

Sumame First Mame Year Group Form
Ci Hawden 2 2

| |
Click on the Select Date button to select the appropriate date from the school calendar.
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Date Selector

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 3 to reset the calendar to the previously selected date
Click on the date you wish to select and click OK

2.11.3 School Curriculum and Standards Authority Reporting

The WACE Procedures File provides information on how to upload the files to the School
Curriculum and Standards Authority after they have been generated in SIS. The Procedures File is
available on the School Curriculum and Standards Authority website.
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Activity:

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

VET - Reports
3 School Curiculum and Standards « = Parameters
D WET UOC Results Export File Location
D WET Qualification Achisved CAREYSAMMTEGRISAWO B ot
[ Qualification Reporting
[ Competency Reparting -
[ Student Reporting =
L1 Employer Reparting Year I—E
1 Standard Letters - Mail Merge
[[1 RTO Reporting
[ RTO Cenification Export File Mame
1 WVET Exports |ENVET
L Submitting Authority Feparting ‘Year Group
[ Industry Area Feporting Yea 12
Year 11
Year 10
YYear 9
Year B
£l m S
e Print the reports to the screen

Export files are also created. At school these will be found in KAKEYS\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.

Click OK
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Activity

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

VET - Reports
9 School Curiculum and Standards s = Parameters
D WET Enralment
 Results Export File Location
(] VET Qualfication Achieved CAKEYSUNTEGRISADutBoxt Q.
[ Qualification Reparting
1 Competency Reporting v
£ Student Reporting mal
1  Employer Reporting : g :
“Year 2014 : [VIiCamect student academic year
1 Standard Letters - Mail Merge
1 RTOReporting
1 RTO Cestification Export File Mame
1 VET Exports |HSVET
[ Submitting Autharity Feparting ‘Year Gioup
3 Industy Area Reporting Ve 12
Year 11
Year 10
Year 9
Year 8
4 n b
FBrint l [ LCancel
e Click Print
[ VET UoC Results (=23

School Curriculum and Standards Authority,

Continue?

Pleaze enzure that ALL Unitz of Competency for 4LL students are rezulted

Should a rezult be unavailable pleaze use '90 Mot pet awvailable’ until the actual result has been received, then re-upload file ta

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 2013 and Print the report again
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Activity

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

VET - Reports
&4 School Curiculum and Standards ; # Parameters
D WET Enralment
D VET UOC Besults Export File Location
= CAREYSUMTEGRISSOuBosh o,
1 Qualification Reporting
1 Competency Reparting w
1 Student Reporting =
(O Employer Reporting Year |2014 Iz‘ [V]iComect shudent academic vear:
1 Standard Letters - Mail Merge
1 RTOReportting
1 RTO Cerification Export Filz Mame
1 VET Exports |HSQUAL
3 Submiting &uthority Reporting
L3 Industry Area Reporting
] 1 k
Erint l ’ Cancel

e Print the reports to the screen

Export files are also created.

e Click OK
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2.11.5 Qualification Reporting

Activity

VET > Reports > Qualification Reporting > School Offerings

VET - Reports
[ School Curiculum and Standards, = | Titles
3 Qualiication Reporting Main Title I Qualific:ation Offerings

a Dfferings F

= age Footer I
D Linked Competencies = :
rFarameters

|:| Enrolment Mumbers .

D Student Enrolments =

D Full Qualifization: Achieved Code Mamme
1 Competency Reporting BSB10107 Certificate | in Business
(3 Shudent Feporting BZBEMA S Certificate | in Leadership D evelopment

. BZEEwE, Certificate |l in Leadership D evelopment
[0 Employer Reporting B2B2TAE Certificate | in Gaining Access to Training and Employment (GATE)
3 Standard Letters - Mail Menge
1 RTO Reporting
1 RTO Certification
1 VET Exports
3 Submitting Autharity Feporting
3 Industy Area Reporting
] m 3
[ Erint ] [ LCancel

Print to the screen
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Activity

VET > Reports > Qualification Reporting > Full Qualification Achieved by Qualification

To print all qualifications for the current year

e Enter a date range for the current year
e Click Find
VET - Reports
3 School Curiculum and Standards, » || Titles
£Y  Qualification Reporting tain Title |FuII Qualifications Achieved by Qualification
D School Offerings Fage Foater |
D Lirked Competencies Parameters
g Enlzlmer::t NL:ITIbBIS Query |2D1 4 Qualifications Offered E
tudent Enralments
BIFul Qusificatior From Date [1 JAN 2014 ToDate |31 DEC 2014 Eind
1 Competency Reporting Fieport Qualifications [T Print each qualification on a new page
L1 Student Heportinlg Code Mame
[ Employer Reparting BRI Certificate | in Gaining Access to Training and Employment [GATE. .
[  Standard Letters - Mail Merge B2REDM Certificate |l in Leadership D evelopment
L1 RTOReparting
1 RTO Cenification
1 WVET Exports
1 Submitting Authority Reporting
L3 Industry Area Reporting
4 n | 3
] [ LCancel
e Print to the screen
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Activity

VET > Reports > Qualification Reporting Full Qualification Achieved by Qualification

To print a selected qualification for the current year

e Click

e Select the current year

VET - Qualification Find

Generl |

Year [ams [

Code

Name |

Field of Education [~ /s~ [=]
ANZSC0 [~ nis- [«
Ircdustry |- nfs- [=]
Qualiication/Course [ =

Fiecagnition |dentifier

Expiry Date between and
YET ) Mo @ Yes

[ Show Inactive Parameters in Dropdovn Lists

Eind || Close

e Click Find
e Select the qualification

VET - Qualification Find

Dezcnption

bo Training and Employment [GATE]
iCertificate | in Leadership Development

B25E2WA, EEertificate Il i Leadership Developrient
BSB10107 i Certificate | in Business
e Click Find

VET - Reporting l"""“""l

I.-"'_"\-.I The Selected Qualifications list below will be cleared. Do you wish to

' continue?

e Click Yes
e Print to the screen
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2.11.6 Competency Reporting

Activity

VET > Reports > Competency Reporting > Student Enrolments

1 VET - Reports

1 School Curiculum and Standards ¢ = Titles
tain Title |Student Errolments Report by Competency

Qualification Reparting

24 Competency Reporting Page Footer |
a Echool foenrégs Parameters
ompetency Groups
Year 2014
& ) Student Enmiments | lz‘
[ Student Results 0 Selected Competencies
Student Reporting Code Competency MName
Emplayer Reporting g

Standard Letters - Mail Merge
RTO Reparting

RTO Certification

VET Exports

Submitting Autharity Feporting

peoeeooe

Industry Area Reporting

FPrrint

e Ensure the current year is selected

e Click Find Competency @
e Find the Competency Group Cert |l Leadership Development

VET - Competency Find

General l

Year ,2014—

Code l—

Mame |

Field of Education | Fifse IE‘
Competency Group |Eert Il Leaderzhip Develo Iz‘

Qualification "7

[ Show Inactive Parameters in Dropdown Lists

Find ][ Close

e Click Find, Select and Yes
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VET - Reports
1 School Curiculum and Standards s = | Titles
3 Oualfication Feporting b ain Title IStudent Enralments Repart by Competency
3 Competency Reporting Page Footer I
Frev o | \
rt Errlm Teal |2U1 4 IE‘

repeeoee

D Student Results
Student Feporting

Employer Reporting

Standard Letters - Mail Merge
RTO Reporting

RTO Certification

VET Exports

Submitting Authority Feporting
Industry Area Reporting

- B Selected Competencies

Code Competency Mame

236ER LD 2001 C Undertake zelf development

Z36EE LDt 2020 Develop leadership skills

23667 LOMWA 2030 E stablizh effective warking relationships
23668 LOMWa 2040 Promote a socially diverse environment
23663 L2060 Communicate effectively

BSEBIMM 201 £ Proceszs and maintain workplace information

FPrrint ] [ LCancel

Print to the screen
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2.11.7 Student Reporting

Activity

VET > Reports > Student Reporting > Competency Enrolments

VET - Reports

[ School Curriculum and Standards » Tiles

01 Quaification Reporting I i Title: |Eompetenc:y Enralment Fepart by Student
1  Competency Reporting Page Foater |

24 Student Reparting Parameters

D Student List

D Qualification Enrolments

Query | E

& v Enraln 0 Selected Students
D Placement Summary Surmame Firgt Mame Year Group Form
D Flacement Detailz -

D Corespondence

D Correspondence by Date
[ Full Qualifications Achieved
Emplayer Feporting

Standard Letters - Mail Merge
RTO Reporting

RTO Certifization

VET Exports

Submitting Authority Reparting

repoeep

Industry Area Reporting

[ Frrint l ’ LCancel

e Find @ the 2014 Leadership Development | student group

VET - Student Find
wE o

General lTeaching Sets ]

Sumname/Ref. Mo, l— Preferred Mame ||—
First Manne l— Legal Surname l—
Rall Status m
Cantext m

Year Group —hie-
Student Group 2014 Leadership ... :
Wocation —hfa-

e Click Find, Select and Yes
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VET - Reports

School Curmiculum and Standards »
(ualification Reparting

Competency Reporting

gooe

Student Reporting
D Student Lizt
D [ualification Enrolments

cy Enmaiments

D Placement Surrnary

D Placement Details

D Carrespotdence

D Comespondence by Date
D Full Qualifications Achiewed
Employer Reporting

Standard Letters - Mail Merge
RATO Reporting

RT0O Certification

VET Exports

Submitting Autharity Reparting

repoeep

Industry Area Reporting

Titles

M ain Title |C0mpetenc_l,l Enrolment Beport by Shudent

Page Footer |

Parameters

Cuerny | Subszet of 20 students

20 Selected Students

Bl

Sumame
Andrews
Black
Cooper
Gold
Johnston
Kraft
Lesla
Luong
I arston
M elville
aja

b or
Fdurgall
Obert
Ogterburg
Pearce
Filter

O —ren

Firzt Mamne

Rachael
Jenny
Ryan
Stephanie
Jozh
Chelzea
Mathan
Amber
Lauren
Mitchel
Kelly-dinn
Fhalid
Alexandria
I atthiew
K.ate

Kyle

Julie

[

Year Group Faorm

1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
1 111
11 111
FErrint ] [ Lancel

m

e Print the report to the screen
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Activity

VET > Reports > Student Reporting > Full Qualification Achieved by Student

e Enter a date range for the current year
e Click Find
VET - Reports
(3 School Cumiculum and Standards, « || Tiles
E2  Qualiication Reporting tain Title |FuII Qualifications Achiesved by Student
[0 Competency Reporting Page Footer |
3 Eiu:endt R eioltlng Parameters
tudent List -
D Dualfication Enmolments Cuery |Act|ve YWET Students on the Curent Rall E
[ Competency Errolments From Date  |1.JaN 2014 ToDate |31 DEC 2014
D Flacement Surmmmary [] Prirt each student on a new page
[ Placement Details 3 Selected Students
O Conespondence Surname Firgt Mame Year Group Form
D Corespondence by D ate Angus Sally 12 121 -
Bloor Febecca 10 101
(1 Employer Beporting Johnston Jogh 11 111
1 Standard Letters - Mail Merge
1 RTO Reporting
1 ATO Certification
1 VET Exports
1 Submitting &uthority R eporting
2 Industy Area Feporting
m = p
Brirt ] ’ LCancel

Print to the screen
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2.11.8 RTO Reporting

Activity

VET > Reports > RTO Reporting > RTO Details

Select all RTOs

VET - Reports

gooeoeo

cepo

Schoal Curriculurn and Standards . =
[ualifization R eparting

Competency Reparting

Student Reporting

Employer Reporting

Standard Letters - Mail Merge

RTO Reporting

(] AVETMISS Reports

D Student Enralments

RTO Certifization

WET Exports

Submitting Authaority R eporting
Industry Area Reporting

1 2

Titles
b airy Title:

| RTO Details Report

Page Foater |

Parameters

RTOs

Falytechnic 'whest [3876)
South Metropolitan outh Link [345E6)

Frint ] [ LCancel

Print to the screen
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2.11.9 Industry Area Reporting

Activity

VET > Reports > Industry Area Reporting > Qualification Offerings

e Select the current year

VET - Reports
3  School Cumiculum and Standards» = |[ Titles
[0  Qualfication Reporting tain Title |Qua|ification Offerings by Industmy Area

1 Competency Reparting Pange Footer |
1 Student Heportm.g Parameters
1 Employer Reparting “ear 2014 [7] Page Break on Industry Area
g 2?;1:@ Le.ttels - Mail Merge [ ey
epotting ] Mot Specified -
1 RTO Certification V] agricultural [ceased 1938)
[0 WET Exports ¥ Applied Science [ceased 1338) =
. . . V] At and Design [ceased 1938)
(3 Submitting Authority Reporting | Arts, Entertainment, Sport and Recreation
24 Industy Area Feporting [V] Automotive
E]o. o Offe z Building and Construction
¥ Building and Contsnuction [ceased 1338)
¥ Business (including Office/S ecretarial] (ceased 13
|¥'] Business and Clerical
V| Chemical Praduction
| Communications -
Sort
Qualification Mame Sort Field av
Hominal Hours m—
1 | Qualification Code - -

Pritit ] [ LCancel

e Print to the screen
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2.12Processing VET Students Active Status

This process to update students’ Active/lnactive status is required on an on-going basis, typically
after the enrolments for the current calendar year have been completed. This may be done
through VET > Utilities.

[ VET - Utilities (=53]
r Instructions
There are a number of icans in ﬁ Import AVETMISS - ANZSCO Data i
the right hand panel with & Import AVETMISS - Field of Education
descriptive titles showing the ﬁl t Indust Cod
functions available. mpoft ndusiny Lodes

ﬁ Irport Qualification and Competency Data
Pleaze double click on the .
required icon to start that ﬁ Process WET Students Active Status

function.

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.

This utiliby will mark WET students as inactive if thep do not have a current enrolment or work. placement in
thiz calendar year.

Do you wizh to proceed?

[ ex ] ’ 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

e Note the number of students in the list

VET > Utilities

e Double click Process VET Students Active status

VET - Process VET Students Active Status

CAUTION: Only run this utility after you have completed the

current vear's YET enrolments.

This utility will mark WET students as inactive if thep do not have a current enralment or work. placement it
thiz calendar year.

Do you wizh to proceed?

Ves ] | Mo

e Click Yes
e Click OK

VET > Students
e View the updated list of VET students

VET > Control > System Preferences

e Check Display VET students with an Inactive status

VET - Preferences

General l

Dizplay VET students with an Inactive status

Auto enrol studentz in competencies linked to a gualification

Check Module/UDC exists for the zelected qualification during ¥

enrolment

Enralment cut-off date active Cut-0Ff D ate 31 DEC 2014
rear 12 Enndlment cut-off date active Cut-0ff D ate 31 DEC 2014

Allow concurent enrolment in a competency at different RTOs

Auto offer all linked competencies for a gualifization 7
Allow temporary competency enrolments

Open student/emplover windows in detail mode rather than lizt

Import Directary | CAKEYSWUNTEGRISSWET IMPORTSY,

0K ] | LCancel

e Click OK
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VET > Students
e View the updated list of VET students

3 School as an RTO

Trainers: Include the following activities only when there are

participants from schools who are RTOs.

3.1 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.

[ VET - Delivery Planning
r Instructions e ——————— i
There are a number of icons in $ Fegister School az a Training Organization
the right hand panel with @ School VET Enrolments
descriptive titles showing the .
functions available. s Schoal VET Offerings

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

function.

e Click on Register to open the window in edit mode
e Enter the school’s registration details
e Click OK
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3.1.1 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 || =&

e Click OK
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Activity

VET > Delivery Planning > Register School as Training Organisation

[ VET - Delivery Planning @
Instructions -
There are a number of icons in @ RN i
the right hand panel with @ School YET Enralments

descriptive titles showing the

functions available. @ School VET Dfferings

g Setup External RTOs
Pleaze double click on the

tequired icor to start that @ Set up Submitting Autharity
function.

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

YET - Register School as a Training Organisation

Training Drganization Details

Code 5678 [¥] active  physical Address ‘PustalAddres&
Marne |W’est Coast Diztrict High
Short Hame |WCDHS
ContactName [ Carl Best AddiessLine 1 [1120 Hay Road
Address Line 2 |
Telephone |9412 3456
Fax (9423 6980 Suburb [FERTH
Mabile | FPastcode EO05
Email | State ['wWestem Australia =
Tupe |School - Govermnment IE‘
e Close
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3.2 Enrolling/Resulting when the School is an RTO

Activity

When enrolling students in a qualification at a school which is an RTO, the RTO Delivery Field
must be the name of the Registered Training Organisation and the Delivery Site Type Field must

be the School as a Registered Training Organisation.

Jillian Sorrell and Simon Rumble in Year 11 wish to enrol in Certificate | in Leadership at their
school, West Coast District High School, which is a Registered Training Organisation. They will
need to be added as VET students before the enrolment can take place. The Competency Group

has already been created.

VET > Students

e Click Add/Remove VET Students

e Click i) Student Find to locate Year 11

Roll Statug m
Year Group ,‘I‘I—E
Farm hifg-
House ~hfg--
Group Type g
Group ~nfg--

e Click Find

e Highlight Simon Rumble and Jillian Sorrell

Student Search Results

i S
Reference Surname Preferred Name Year Form Date of Birth
274 Peterzen David 1k 1.3 gAPR 1938 -
279 Pilter Julie 1 111 SAPR 1993
284 Parteral Bemadette 11 1.2 31 MAR 1938
289 Prunis Jazon ikl 1.3 4 MaR 1338
294 Ramsay Cory 11 111 4 MAR 1333
293 R avat Donna 1 1.2 13.JUr 1993
304 Ritchie Branzat 11 11.3 4 MAR 1338
319 Furmble Simon 4 MAR 1938
334 Scholken Direw 1 1.2 4 MAR 1938
335 Sharp Ruobert 1 11.3 4 MAR 1938
344 Simple Sarsh 1 1.1 SAPR 1938
343 Smeed Elise 1 1.2 13.JUr 1993

354 Srmother Jahn 11 11.3 31 MAR 1993

359 Sarell Jillian 13JUN 1338
363 iSudhalz ilaala in 1.2 (31 MAR 1333
ks iTaleb i Chiriz in 1.2

: : (AN 0CT 1997 -
Tatal records found |65

Back H Select H Claze

e Click Select and Yes

(Alternatively select the students from the Students on the Current Roll list)
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e Highlight the students in the left window

VET - Add Students

MHon%YET Students YET Students
Dizplay | Selected Subset of 2 students IZ| ||ﬁ | |VET Students on the Current Roll |Z|
Hame Year Form Gender Mame “ear  School  Active Enroling
Fumble, Simot 11.1 Andrews, Rachael i 14567 WES IYES
5 an 11.1 Angus, Sally 12 4567 WES YES
Bates, Carl 12 {4567 MO YES
Black. Jenny i {4567 YES IYES

e Move them to the right E] and click OK and Close

Create a Student Group

e Click the Groups button

e Click the Add Group on the left
e Enter the Group Description 2014 Cert | Lead Dev

VET - Add / Edit Student Group

Group Description | 204 Cert | Lead Dev

e Click OK

e Click Add Members on the right
e Select Year 11 from the Year Group menu

VET - Student Find
el =
General |Teaching Setsl

Surname/Ref. No. I—
First Marme I—
Roll Status m
Context m
Year Group I‘I‘I—E

e Click Find
279 {Pilter ulie m 1.1 ‘B APR 1393
244 {Ramsay ‘Cory n 111 ‘4 MAR 1998

Rurmble Sirmaon . 4 MAR 1998
: ; : (B APR 1933

53 Soel Jilian : 13 JUN 1958
73 HJifelean Bradey oy 1 B APR 1998

Total records found I 22

’ Back H Select ][ Cloze

e Highlight Simon Rumble and Jillian Sorrell
e Click Select and Close
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3.2.1 Bulk Enrol Students in a Certificate at an RTO

VET > Students

e Click Bulk Enrolment
e Select the 2014 Cert | Lead Dev

WET - Bulk Qualification & Competency Enrolment - Add M.

204 =@

IVET Students on the Curent Roll IE‘

Student Groups |Students

Group Mame
202 Business | P
2014 Cert 1 GATE

2014 Cert | Lead Dev
2014 Leadership Dev |
2014 Leadership Dev Il

4| 1] | *

4 competency group(z) 4 qualification offerings

CodeGroup | MHame
*Eraup* iCert | Bus
“GEroup™ iCert 1 GATE

| »

“*Group™ Cert | Leadership Develop

“Eroup™ iCert || Leadership Develo =
B2R2TAA, | Cetificate | in Gaining Access to Training and
BZREMA i Certificate | in Leadership Development

B2RED A EEertificate Il in Leadership Development
RSRIMNO7 {Certificate | in Rusiness

< | m | 3

Move them to the pane on the right using the red chevron (arrows) E]
Select the *Group** Cert | Leadership Develop and move to the right
Click Add

Enter the Delivery details as shown below
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VET - Bulk Qualification & Competency Enrolment - Add Mode

2014 (=] @

Qualification Details

Stat Date  [10FER 2014 Qualification [5255mwA

Certificate | in Leadership Development
Full Qualification Enralment

RTO [wiest Coast District High [~

Competency Details

Start Date 10FEE 2014
Completion Date  [21 nowv 2074

Industry Area - [From Qualification]

Comrmunity Services, Health and Education -

Competency Status

Integrated [7] Code

RTO Delivery
RTO |W'est Coast District High Iz‘
Mode |Elassroom-based Iz‘
Arrangement |School az Registered Training Drgani...lz‘
Defivery Site Tupe |Schgg| |z|
Trade Training Centre | |z|
Trade Training Centre Site | |E|
e Click Add

e Enter the AVETMISS Details

e View and Close the Enrolment Status Log

e Click the Competency Speed Edit and Students

e Find Simon Rumble

Click Edit 4

[ ]

[ ]

e Enter the Completion Date as YESTERDAY

e Enter a Result of 20 and a Moderating Teacher
Competency Details
Start Date Completion Duate
r [YESTERDAY
RTO Mode of Deliveny RTO Arangement
| = | =] | L~
Traineeship Type Study Reazon Delivery Site Tupe
| = | =] | L~
Training Contract [D WVET In Schools Trade Training Centre
| | =] | =]
Dutcome Assessment [Result]  Moderating Teacher Trade Training Centre Site
[20 Competency ac... [« Abbott, Elaine e

e Click Apply and OK twice

Select Simon and all his units of competency linked to Cert | in Leadership Development

e Repeat for Jillian Sorrell except give her a result of 30 for two units of competency

e Close both Speed Edit windows
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VET > Students

e Double click on Simon Rumble

e Select his Certificate 1in Leadership Development and click Edit to the right of the

Qualification pane
e Enter the Completion Date as YESTERDAY
e Check Qualification Achieved

VET - Qualification Enrolment
Simon Rumble (319)

Stat Date  [10FER 2014 Completion Date YESTERD&Y

Qualiication [52560A RTO |'whest Coast District High =

Certificate | in Leadership Development

Certification Details
Certificate |dentifier

Qualification Achieved
Full Qualification Enralment Certificate lzsued  Date lssued

[ Ok ]I Cancel I

Note: the Certificate Information is greyed out

e Click OK
e Close both VET Students windows

3.3 RTO Certification
3.3.1 Qualification Certificate

This report enables school 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 ID.

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

VET > Reports > RTO Certification > Qualification Certificate

e Click to extract qualification records

VET - Reports
3 School Curiculum and Standards, = Farameters
[0 Qualiication Reporting Include Qualfizations completed betweer: |3 FEB 2014 |21 NOY 2014
(3 Competency Reporting @ Click this button ta zee a preview list of the qualification recaords that will be
1 Student Reporting extracted.
3 Ermployer Reparting
1 Standard Letters - Mail Merge Certificate Compl Date Surname  First Hame
- Certificate | in Leadership Developrmer: 21 AUG 2014 {Ramzay  iCaom -
RTO Report;
= ep.o.l m_g Certificate | in Leadership Developrner: 21 MNOY 2014 Fiurble Siman
&3 RTO Certification
D Record of Achievement
E)C e
D Statement of Attainment
D RTO Qualifications CS5Y Export
D Statement of Attainment C54% E
O VET Exports
3 Submitting &uthority R eporting
3 Industy Area Reporting il
Mizcellaneous
Principal |Mr Cail Best
Date |21 Movember, 2014
_ = Print Record of Achievemant Print Certificate Audit Log
] I r
Brirt ] [ LCancel
e Click Print and OK

Data Entry Check

" complete and accurate?

N Have you ensured that all qualification and competency data is

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

VET - Record ofAchi_ [

4% The Record of Achievement report will now be printed. Do you wish to
¥ continue ?

Click Yes

e View the Record of Achievement

ERETe

™% The Certificate Audit Log report will now be printed. Do you wish to
¥ continue 7

e Click Yes

3.3.2 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.
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Activity

VET > RTO Certification > Statement of Attainment

From the Query drop-down menu select VET students on the the Current Roll

e Click to extract qualification records

VET - Reports
1 School Cumiculum and Standards = Parameters
1 Oualification Reparting Query |VET Students on the Current Roll Iz‘
[0 Competency Reporting Include Qualifications with Competencies @ @
JFER 2074 B |21 Nov 2014 |5
L3 Student Reporting completed between: | |
1 Employver Reporting E Click this button ta zee a preview list of the qualification recaords that will be
1 Standard Letters - Mail Merge extracted.
I Hep.o.rtln.g Surnarne _Ei_r_st Mame Year [ual Code Gual Marme
2 RTO Certification Sl Jilian i ESEEE, Eaibificats [ Deade
D Record of Achievement
g
]t
g
D Statement of Attainment C54W E
1 WET Ewports
3 Submitting Autharity Feporting
3 Industy &rea Reporting
] 1 3
Mizcellaneous
Frincipal |Mr Carl Best
= | Date |21 Navember, 2014
] T 3
Print ] ’ LCancel

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

Click Print and OK
View the certificate
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4 Final Recap

Final Recap

Complete each of the following tasks, noting the pathway you used in each instance.
1. Offer 52402WA Cert | Keys to Employment

2. Add a Competency Group Cert | Keys to Employment

3. Add three students from 10S&E Society & Environment as VET students

Student Search
L =R )
Genelall Palametelsl Datesl.-’-‘«ddressl Dther] upl T Sets/Coharts l
Find by Teaching Set
Timetabling ¥'ear 2014 :
Grid Reference |2m 4-10 |z|
Subject [1058E Society & Environ... [
Teaching Set |..n,.'3__ E
Find by Cohort
Cahort e E
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4. Add a student group 2014 Keys to Employment. Add the three students enrolled in 10S&E to
this group.

VET - Student Find
L = A

General lTeaching Sets l
Sumame/Ref. No.[” Frefered Name
First Mame [ legdSumame [
Roll Statuz m
Context m
“ear Group lm—g

Student Group .

Wocation .

5. Bulk enrol the students in 2014 Keys to Employment in the Competency Group Cert | Keys
to Employment

6. Enter results for one of the students in the 2014 Keys to Employment group.

7. Enter a Qualification Completion Date and Certificate Identifier for one of the students in the
2014 Keys to Employment group.
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5 Support

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

Contact details below:

5.1 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.

5.2 Fax (CSC)
9264 4701

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

5.3 Email (CSC)

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

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

6 Online Manuals and Training Notes

6.1 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

6.2 STIMS Project

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

http://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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