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Dear PowerPro user, 

 
 
 
The May 2010 update of Power Pro RTO is now available for download. We encourage all 
Clients installing this update as it brings several improvements to the software. Please read 
this document thoroughly as the update contains several new features and some of the 
existing features have been modified. 

 

The update comprises the following items: 

1. Attendance Records 
2. Attach Documents/Files to Enrolments 
3. Filter Courses by State 
4. Maximum Seats (Enrolments) per Course 
5. Training Plans 
6. Session Notes 
7. Construction Induction (White card - Victoria) 
8. Modify/Delete “AQTF Documents printed” 
9. Invoicing 
10. Built-in Reports 
11. MS Word Reports 
12. Other improvements and fixes 
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1 - ATTENDANCE RECORDS 

Client Attendance is recorded against Course sessions. You need to create Sessions to 
be able to record session attendance. Attendance can be entered via the Course window 
(see image bellow) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Attendance can also be entered via the Course pop up menu of the Enrolments, 
please see image bellow: 
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Which opens up a similar user interface: 

 

 

 

 

 

 

 

 

 

 

 

 

The Client Attendance to date is visible in the “Course data” tab of the Enrolment: 
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The Attendance to Date is displayed against the Client Enrolment: 

 

 

 

 

 

 

 

 

 

 

 

A more detailed record of the Client Attendance is shown under the “Attendance” tab: 

 

 

The “Client Attendance Report” allows extraction of detailed attendance records for specific 
Clients. This report can be found under Reports>Client Reports>Attendance Records: 
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“Attendance Matrix” is another view of the Attendance records. This is also available 
from the Course pop up menu of the Enrolments, please see image bellow: 

 

 

 

 

 

 

 

 

 

 

 

This brings up the Attendance Matrix view: 
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Attendance rates (to date) are colour coded as follows: 

¶ 100% = Green 

¶ Between 90% and 99.99% = Light Green 

¶ Between 80% and 89.99% = Orange 

¶ Under 80% = Red 

 

You can double-click on an individual cell of the Attendance Matrix to edit the Client 
attendance for that particular session. 

 

 

2 - ATTACH DOCUMENTS/FILES TO ENROLMENTS 

You are now able to attach any file to individual Enrolments. You could store a copy of a 
Statement of Attainment from another provider for a Credit Transfer, samples of student work, 
signed attendance sheets, photo ID, etc. 

The Documents/files are accessible from both the Enrolments and Client windows. The next 
picture shows the view from the Enrolments window: 

 

 

 

 

 

And a similar view from the Clients window: 

 



 
Power Pro RTO - May 2010 Update (3.0.1005)   

 Page 7 of 19 

Use the buttons on the toolbar (“Attach Docs”, “Edit Details” and “Delete Doc”) to manipulate 
the Documents/files. Double-clicking on the Document list will open up the selected 
document. 

Note: The Documents/files will be stored inside the database therefore your backup files will 
grow significantly, please keep an eye on your backup process and ensure there is enough 
disk space on the backup drive/partition to accommodate with the growth. 

 

3 - FILTER COURSES BY STATE 

We have introduced a Course filter by State in the Enrolments, Accredited and Non-
Accredited windows. This will only show Courses delivered on the selected State/Territory 
and remains as default until changed.  

 

 

 

4 - MAXIMUM SEATS (ENROLMENTS) PER COURSE 

A new “Maximum Seats” Course field allows an easy view of how many seats are left for each 
Course. This field is set in the Course window: 
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The Enrolments window displays the number of available seats left in each particular Course: 

 

Overbooked Courses show this field in red as above. 

Note: this function counts "Pending" Enrolments but ignores any “Cancelled” Enrolments   

 

 

 

5 - TRAINING PLANS 

A new “Training Plans” window is available from the “Home” menu. This function is 
particularly useful for Traineeships/Apprenticeships:  
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Adjusting the “Theory Start”, “Theory End”, “Practical Start” and “Practical End” affects the 
Time line chart. You can adjust multiple units at once (useful when clustered) by ticking them 
(“Set” field) on the top grid, adjusting the required fields and clicking on the “Set” button. 

Alternatively, you can click on the data grid or on the Timeline chart to change the dates for a 
particular Unit: 

 

 

The Print button allows merging the training data including Course details, Client details, 
Employer details and Enrolment/Training details into a new MS Word document template 
called “Training Plans”: 

 

 

An example of a Training Plan with the merge fields is available for download from our web 
site. Please do as follows: 
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1. Create a Folder called “Training Plans” in your templates folder structure 

2. Download http://www.powerprorto.com.au/tms/1005/SampleTrainingPlan.zip into the 
new folder (created in step 1) 

3. Change the Templates setting for “Training Plans Templates” (Application Options) to 
point to the new folder (created in step 1): 

 

 

Note: Training Plans is not available in the Lite version. 

http://www.powerprorto.com.au/tms/1005/SampleTrainingPlan.zip
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6 - SESSION NOTES 

When configuring your sessions you can record a notes field (up to 255 chars) that can be 
passed on to the “Trainer Schedule” report. This can be used to integrate a short message to 
the lecturer such as “Focus on Client Skills and hand in Assignment 1” for example: 

 

 

When launching the “Trainer Schedule” report (Reports>Trainer>Trainer Schedule), choose 
the option to show “Session Notes/Message to Trainer”: 
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Finally, the report will show the Notes/Message as entered: 
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7 - CONSTRUCTION INDUCTION (WHITE CARD - VICTORIA) 

 

Work Safe Victoria requires uploading of a specific data file with the details of the relevant 
qualification issued, client details, etc. This is a pre-defined format specified by Worksafe 
Victoria in a document named “Construction Induction File Upload - File Spec v1.0.doc”. 

To generate the data file, right click on the Course under Enrolments and results and click on 
“C.I. Card File (VIC)” (Victoria Courses only, Courses delivered in other states/territories will 
not list this menu item): 

 

Then to select the location where the data file (CSV) is to be stored: 
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A summary message is displayed: 

 

 

 

 

 

Note: Only Clients that have been issued with a Statement of Attainment will be exported to 
the data file. 

 

 

8 - MODIFY/DELETE ñAQTF DOCUMENTS PRINTEDò 

It is now possible to change print date of Certificates and Statements of Attainment in the log 
recorded against each Client:  

 

You can also delete these records by using the “Delete Record” button. This option is only 
enabled for RTOADM, other users will not be able to delete these records. 
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9 - INVOICING 

Changes introduced to the Invoicing subsystem: 

¶ Allow overpayments 

¶ Allow negative payments 

¶ Invoices with a Date older than current date can only be modified by RTOADM 

¶ Export to MyOB: replaced Line/Feed characters from Invoice notes by ';', this was 
causing problems when importing Sales into MyOB 

 

 

10 - BUILT-IN REPORTS 

Changes to the reports: 

¶ New "Enrolment Funding" report (under Reports>Statistics Reports) 

¶ “Contact Log” report: Ability to enter the Report Title (E.G. "White Card list") 

¶ “Contact Log” report: Displays Client Date Of Birth 

¶ “Invoice List” report: Displays Total GST charged 

¶ “Client Outcomes” report: Displays Document No (Qualification or SOA) if issued 

o Will show Trainers names and notes (under development) 

 

 

11 - MS WORD REPORTS 

Changes to the MS Word based reports: 

¶ Documents no longer need to have the merge Macro, this makes it much easier to 

integrate new templates. 

¶ Office 2007 documents (docx format) can be used too, no longer restricted to the 

older (doc) format. 

¶  Mail Merge (Letters): Surname, given names, Unit/Module codes, Unit/Module titles 

results and attendance to date are available as merge fields to the templates. Field 

names are as follows:   

o u1, u1, u3 ... u50 (Unit Codes) 

o uname1, umane2, uname3 ... uname50 (Unit Titles) 

o res1, res2 ... res50 (Results) 

o dtres1, dtres2 ... dtres50 (Result dates) 

o att2date (Attendance to date) 
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This means you can generate Course Outlines (listing the Units), Progress letters 
(listing Unit results) directly as a Mail Merge from the Enrolments window: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample reports using those fields are available for download: 

http://www.powerprorto.com.au/tms/1005/LetterSamples.zip 

Download the above and extract it into your “Letters” folder  

¶ Roll document: Email, phone numbers and Enrolment notes are available as merge 

fields to the templates. Field names are as follows:   

o tel_m 

o tel_h 

o tel_w 

o email 

http://www.powerprorto.com.au/tms/1005/LetterSamples.zip
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An example report using these fields is available for download: 

http://www.powerprorto.com.au/tms/1005/RollSample.zip 

Download the above and extract it into your “Roll” folder  

¶ Completion Documents: Units/Modules are available as merge fields to the 

templates. Field names are as follows:   

o u1, u1, u3 ... u20 

o uname1, umane2, uname3 ... uname20 

An example report using these fields is available for download: 

http://www.powerprorto.com.au/tms/1005/SampleCourseCompletion.zip 

Download the above and extract it into your “Course Completion” folder  

 

 

12 - OTHER IMPROVEMENTS AND FIXES 

¶ RAPT: Ability to adjust delivery mode/Strategy by Unit/Enrolment: 

 

http://www.powerprorto.com.au/tms/1005/RollSample.zip
http://www.powerprorto.com.au/tms/1005/SampleCourseCompletion.zip
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¶ Application Options: Ability to limit printing of SOAs and Qualifications to RTOADM: 

 

 

¶ The “Useful Links” button has been moved to the “Home” page and renamed 
“Bookmarks” 

  

¶ Fixed: Units longer than 100 characters were being truncated when importing from 
Unit data file 

 

¶ Removed deprecated “Finance” tab (Enrolments). It can be re-activated using 
Tools/Options>Application Options>Other 

 

¶ A new User manual is under development. A partially completed version is available 
at this location: http://www.powerprorto.com.au/tms/1005/usermanualjun2010.pdf 

 

http://www.powerprorto.com.au/tms/1005/usermanualjun2010.pdf
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Installing this update: 

1. Ask all users to logoff from PowerPro 

2. From a PowerPro workstation, download and run the following (only needs to be 
done once): 

http://www.powerprorto.com.au/tms/1005/server.exe 

This might take up to five minutes or longer to run, depending on how much data you 
have in the database. Please do not try to stop/kill this process. It should terminate 
with the message “Database updates succeeded”. If this is not the case please 
contact us. 

3. From each PowerPro workstation, download and run the following: 

http://www.powerprorto.com.au/tms/1005/workstation.exe 

 

  

 

Best regards, 
Pedro Fonseca 

 

http://www.powerprorto.com.au/tms/1005/server.exe
http://www.powerprorto.com.au/tms/1005/workstation.exe

