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1. Introduction

PowerPro offers a Web Plugin that allows RTOs to integrate various online functions with the

PowerPro software. These functions include:

e Online Enrolments — Listing PowerPro course intakes (embedded on your website or using a
link) and enabling Students to enrol online using a NCVER compliant enrolment form. Online

payments and group enrolments are also available.

o Learner Feedback Surveys — Collecting Student feedback on Training Delivery using a

regulator endorsed questionnaire.

o Employer Feedback Surveys — Collecting Employer feedback on Training Delivery using a

regulator endorsed questionnaire.
e Enquiries — Collecting online enquiries by Course.

2. Configuration

Once your organisation subscribes to the Web Plugin, the PowerPro Team will contact the RTO to
install, configure, and activate it. Time allowing the team may run you through how this Plugin works

and answer any questions related to its functions.

An important detail that is required for compliancy purposes is the inclusion of a privacy policy. This
consists of a link to the RTO privacy policy web page and the RTO contact details. These details
should be entered in the Training Organisation>Contacts & Privacy PowerPro area.

Click on the Configuration Menu (1) then click on the Training Organisation button (2).

‘w Powerbro RTO 3.0.2023.2 (database database)
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B Picture above — Opening the Training Organisation window
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Use the Contacts & Privacy tab, to edit the record entering the current contact details as well as the
URL to the RTO privacy policy (typically on the RTO web site).

Training Organisations

Detail View
Save Cancel
Mainnfo Phone 0895111040
Contacts &Privacy -
ETENE E-mail support@powerprorto. com.au
Contact persan Gerald Vroomen

Privacy Policy URL |https: //powerprorto. com.su/Privacy %20Policy.

B Picture above — Contacts and Privacy tab
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3. Online Enrolments

3.1.Setting up a Course to Appear Online

Both accredited and non-accredited courses can be listed online allowing prospective students to

enrol. The setup process is the same in both instances.

Open either the Accredited or Non-Accredited Courses screen and edit the course that you wish to

display online.

“s POwWeErPro RTO 3.0.2023.2 (database database) - [Accredited Courses) - X
Wome| Bepors  Took  Confiuntion  Hep
* 8 [ o 2 = & | @ @ @ | @ @y
49 8 o a8 & - ry = e b w = () e B m R :] *
Close | Cliets  Encobmants  Enquines  To-do  Accradited  Non Accradited  Training Cliat Tranars. Trinar Invouces Qualification  Quakfication Web Power AWETMISS  RAPT Education WEL Bookmarks
T i T Come e D’ Companies dsemars Shener Poymarts | Pk Crece : (8 e R | smem | e !
Escape Data Entry (F1 - F11) AOF Web Plugin | Doc. Validation AVETMISS/RAPT CRICOS | VET Student Loan Links.
Jes—
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B Picture above - Editing an Accredited Course

The Course Details screen will appear. Ensure the Web>‘List this course on the Web’ checkbox is

ticked.

Course details

Hain Infa Course - Web publishing options

Adrin Checklist [0 List this Course on the Web
workflow
Scheduled Sessions
Attendance
Catapuit
Trairers/Resounces
Documents
Irvveicing
Company Invaices
Units
VSL
AVETHISS
R&PT
Web

| Carcel

B Picture above — Course Details screen (Web tab)
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Course details
I ain Info

Admin Checklist
forkflow

¥/ List this Course on the Web

Scheduled Sessions iEsE s

Attendance Course Fee

Catapult Enrolment Fee

Trainers/Resources peciidla

Documents Discount Code
Invaicing Orline payment
Company Invoices
(Wi Web Form
WSL
AWETMISS

R&PT

Course Online from date
Course Online until (indusive)
Show Course dates

‘eh

Visible to the public

Student Confirmation Email
Credit Transfer completed Units

Course description

MNotification Email address 1

Motification Email address 2

Direct link/URL

Group enrolments link/URL

Course - Web publishing options

Information Technalogy|
$0.00) (ex GST)

(ex GST)
$0.00

Charge GST

Account No

Payment not required (optional) i

Mo Course fee information. Course fee will show as ™/A” online

<Default web form> -

Course Start Date -

v

v
v
v

aK Cancel

Picture above - Course Details screen — Web tab with checkbox ticked

Update each field accordingly — see Online Course Details Field Options and Settings for more

information on each field — and on completion click on the OK button to save the changes.

3.2.0nline Course Details Field Options and Settings

The following is a list of course detail fields, their options, and settings.

Course Option

Function

List this Course on the Web

Self-explanatory. Please note that other settings (below
in this table) may cause the Course not to be listed

List as (Course Name)

Course title as listed online

Course Fee Full price of the Course. If left blank, the price will appear
as "N/A" online
Charge GST Affects the Invoice created upon Web enrolment.

Typically, GST does not apply to Training delivery

Enrolment Fee

Fee to be charged upon online enrolment if integrated
with a Payment Gateway. A value of “0” (Zero) means
the Course Fee will be charged

Account No

Deprecated - The Accounts Ledger account number to
use when exporting to Xero or MyOB

Discounted Value

Amount charged when the matching Discount Code is
entered. Only applicable if the student pays online

Discount Code

applicable if the student pays online

Online Payment

(Not required / required / disallowed)

Determines online payment options/behaviour at the
end of the enrolment form. Not relevant unless a
Payment Gateway is configured

7|Page
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Web Form

Allows specific questions to be included with the online
enrolment that maps to specific MyFields in Enrolments
and Results. For more information refer to Web Forms.

Course Online from date

Optional. If this date is set, the course will not be listed
until that date.

Leave blank to list immediately.

Please note: This can be used to schedule upcoming
courses.

Course Online until (inclusive)

Specifies the last date when the course is listed

Show Course Dates

Select whether course star/end dates are shown in the
course list

Visible to the public

If not selected, the course will not be listed however it
may still be accessible using a direct link. See Direct
link/URL field

Send Student Confirmation email

Enable/disable the automatic student confirmation email

Credit Transfer completed Units

Result any previously completed Units as Credit Transfer

Course Description

A text block displayed on the enrolment form header.
Specific information on this course should be included
here (e.g. course pre-requisites)

Notification Email Address (1 and 2)

There is a default notification email address set for each
RTO configured in the Web Plugin account. However, if
this field is set for a particular course, any enrolment
notifications (for that course) will be sent to the
specified email address

Direct Link/URL

Provides the link to this course enrolment form
bypassing the course list. Can be useful to direct clients
to enrol in this specific course

Group Enrolments Link/URL

Provides the link to this course group enrolment form
bypassing the course list. Can be useful to direct
companies/organisations to enrol participants in this
specific course

3.3.Sync Web Course List and Uploading Courses

The Web Plugin renders a list of Courses based on a data file that should be periodically uploaded by

PowerPro users. Whenever course details are updated or students are manually

enrolled/transferred in PowerPro, this process to sync the information, otherwise any newly

updated information will NOT display online.

IMPORTANT! There is no constant communication between PowerPro and the Web Plugin.

Every time any course details are updated, you MUST follow this process to sync the information,

otherwise any newly updated information will NOT display online.

From the Home menu, click on the Web icon (1), and then select Sync Web Course List (2).
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Home | Reports  Tools  Configuration  Help
- 4 @ (™) @

Wil o™ & & 3

Close Clients  Enrclments  Enquiries To-do Accredited Non Accredited  Training Client

Exit and Results Li Courses Courses Plans

Escape Data Entry (F1 - F11)

More charts availeble in Tools >Dashboard

30

i)

2

15

10

5

(| — ——

2Mar 2Ma 23Ma Mo BMar  Z6Ma 27Ma 2BMa 23Mar  30Mar 31 Mar

Picture above — Sync Web Course List menu option
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AVETMISS ~ RAPT Education

Files. Files Agents

AQF
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Import Web Enquiries
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Learner Feedback

Employer Feedback

[El Web Plugin Guide
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The Web Upload Course List screen will display. All courses will default to be uploaded and have the

Upload checkbox ticked. If you do not wish to upload specific courses, untick those that you wish to

remain offline.

Web upload Course list

Courses | Course D' Course Mame “Yersion/Group
Dptions 2021018 TheSpreadingtultiverse ASSEMBLE
. 2021021 Information Technology MTEYERSION
Setlings
2021129 Information Technology
2021134 Fire Protection |nspectic

2021150
2021152
2021154
2021036
2021155
2021156
2021170

Bicycle Mantenance
Bicycle Mantenance
Bicycle Maintenance
Electric Bicycles Skill Se 54 YERSION
Bicycle Maintenance
Bicycle Maintenance

Infarmation Technalogy

[ Log technical details

Location

Peith Campus
Feith Campus
DEFAULT LOC:
Training Centre
DEFAULT LOC:
DEFALULT LOC:
DEFAULT LOC:
5S4 Regional
DEFAULT LOC:
DEFAULT LOC:
DEFAULT LOC:

Start Date
21/07/2022
26/07/2022
940172023
340472023
3/04/2023
24/04/2023
1/05/2023
1/05/2023
8/05/2023
15/05/2023
29/05/2023

Show Dates Seats Online from — Onling until
Yes 27/07/2022  16/07/2025
es <Immediately 70772023
‘res <Immediates B/01/2024
es 4 <Immediatshs 31/08/2023
es 4 <dmmediatelys 22/04/2023
‘Yes B <Immediatshs 23/04/2023
‘es B <Immediatelys 30/04/2023
es 1 <lmmediateys 30/04/2023
‘res B <Immediatelys 7/05/2023
es 3 <Immediatsh> 14/05/2023
es <Immediately> 28/05/2023

isible Errol Fee GST Disc. Code

No
ez
es

Picture above — Web Upload Course List screen

$100.00 $0.00
$265.00 50,00
$150.00 $0.00
$0.0C $0.00
$0.0C $0.00
$0.0C $0.00
$0.0C $0.00
$100.00 50,00
$0.0C $0.00
$0.0C $0.00
41.00 $0.00

Dizc. Fee Upload

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Cancel

RERRRARRRARRARR

Review all courses for correctness then click on the OK button in the bottom right corner to upload

the ticked courses to the web.
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3.4. Troubleshooting Courses that Don’t Appear Online

There are three main scenarios as to why a course may not appear online:

Scenario 1 — The date chosen to be listed online has already passed.

Resolution — Check the Course Online from date and/or Course Online until date and update

accordingly.

Course details

Main Info
Admin Checklist
“warkilow
Schedued Sessions
Attendance
Catapult
Trainers/Resources
Documents
Invcicing
Cormpany Inweices
Units
vsL
AVETMISS
REFT
wieh

Scenario 2 — The date chosen in the Course Online from Date is in the future.

W) List this Course on the Web

List s (Course Name)
Course Fee
Enrolment Fes
Discounted value
Discount Code

Online payment

Web Form

Course - Web publishing options

Information Technology
$4,500.00| (ex GST) Charge GST
$500.00) (ex GST) Account No

$1,000.00 v | (77.78 % discount)
INFOTECH77

Payment not required {optional)
Standard Course fee is $4500. Discount Code “INFOTECH77" fee is $1000

Course Onling from date.

Course Online unti (inclusive)  Course Start Date -
Show Course dates Vi
Visible: to the public Vi
Student Confirmation Email i
Credit Transfer completed Units ¥

Course description

MNotification Email address 1

MNotification Email address 2

Direct link/URL

Group enrolments link/URL

B Picture above — Course Details screen Web Tab

Last updated by RTOADM on 12/4/2023 at 16:24

m.aL I 2021170 fpedre

i o m.a. 021170 fpedre

Resolution — Check the date and update accordingly.

Course details

Main Info
Admin Checklist
Workllow
Scheduled Sessions
Attendance
Catapult
Trainers/Flesouices
Documents
Invaicing
Company Invoices
Units
vsL
AVETHISS
FAPT
Web

W] List this Course on the Web

List s (Course Name)
Course Fee
Enrclment Fes
Discounted value
Discount Code

Oniine payment

web Form

Course - Web publishing options

Information Technology
$4,500.00] (ex GST) Charge GST
$500.00 (ex GT) Account No
$1,000.00/ = | (77.78 % discount)
INFOTECH77

Payment not required (optional)
Standard Course fee is §4500. Discount Code “INFOTECHT7" fee is $1000

Course Online from date

Course Online untl findlusive)
Show Course dates

vishle to the public

Student Confirmation Email
Credit Transfer completed Units

Course description

Notification Email address 1

Notification Email address 2

Direct ink/URL

Group enrolments link/URL

(Course Start Date .
i

i
Vi
i

Last updated by RTOADM on 12/4/2023 at 16:24

imssiinc.oom 5 rvolfform 2021170 fped

Inttps://web.powerprorto.com. pJen 2021170 jpedro

ok Cancel

[al Cancel
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Scenario 3 — The course has reached, or is over, the maximum seat capacity.

Picture above — Course Details screen Web Tab

Resolution — If required, update the number of seats for the course via the Main Info tab of Course

Details.

Course details

Main Info
Admin Checklist
“Workflow
Scheduled Sessions
Aftendance
Catapult
Trainers/Resources
Documents
Invaicing
Company Invoices
Units
WEL
AVETMISS
RaPFT
Web

Course ID

Master Course (7]
Full Qualfication ¥ (@)
Qualification Rule
Qualification level
National code

Program name
Group/Version

Start Date

End Date

Completion Document
Training Organisation
Delivery Location

Notes

Approval Status
(Web Trainer)

2021170

Adv Dipl Information Technalogy
Advanced Diploma
ICTE0220

Information Technology

26/05/2023

25/05/2024

Course - Main Information

AQF Qualification / Statement of Attainment

Cervelo Training

DEFAULT LOCATION

Picture above — Course Details screen Main Tab

Profile

Course Type

Colour coding

Public

I cornfiowerBlu | v ==

Maximum Seats

12

Other settings

Use Training Plans ]

LMS Days from CRS Start

See log UAC activity

Cancel
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4. Web Forms

A Web Form is a data structure where MyFields can be labelled/mapped for a specific course type.
Additionally, a Web Form allows for specific information to be included in the Confirmation email
sent to the student upon enrolment.

For example, an RTO may wish to gather information on a potential client’s previous experience in a
field related to the course. The Web Forms can be used to gather this information during the web
enrolment process.

Web Forms can be accessed from the Configuration menu (1) then clicking on the Web Forms button

(2).

Hame

D s © *

EnsbleRAPT
Colou
=" | [

Actons

GO Condrmanon Emal text 1T

Laet Web Fhagh Course #ync: 191042023 09:56:45

Custom Feids:

Addreld | Etred | Delstered

|=
50 you curventl rde a Cervela? Ves o (defaul o) Wiy Fekd 1 ves
Lt of Vaues [

Fizace siate whech model Cervelo you ars merssted

B Picture above — Web Forms screen

To ensure data integrity the Web Form fields have a specific data type. These can be:

Data Type User Experience Enrolment Form

Free text Student can enter any text Text Box

Numeric Student enters a number value Number input

Date Student selects a date Calendar

Yes/No Student chooses Yes or No Drop-down with ‘Yes’ and ‘No’

Yes/No (default Yes) | Student chooses Yes or No (default is Yes) Drop-down with ‘Yes’ and ‘No’ —
‘Yes’ is preselected

Yes/No (default No) | Student chooses Yes or No (default is No) Drop-down with ‘Yes’ and ‘No’ —
‘No’ is preselected

List of Values Student chooses from a list of predefined Drop-down with a list of values

values

B Table above — Web Forms Data Type
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Of all the data types, the "List of Values" data type allows the RTO to define the possible answers for
a question.

Note that there is also the option to make the Web Form field a required or mandatory field.

4.1.Creating a New Web Form

Open the Web Forms screen and click on the New button (1).

ek Femz

(1) =
-
=

Fom Code

| romnane BeraTestCormTID

Confrmazon Emal text b
- tharks for srecing|

Group Confirmaton Emal text 4

Actve ¥
Lact Wk Flpn Course sync: D415/3021 11:42:38
Custom Fekds
AciPeld | EdtPed | Deletered
Sequewe & Lsbel Data tyoe MyFied Target Reaied

<This form has no fields configureds

B Picture above — Web Forms screen

Detail View
E=Jo:

Form Code

Form Name o
Confirmation Email text

Group Confirmation Email text

Active ™
Last Web Plugin Course sync: 07/06/2023 15:33:14
Custom Fields
Add Field Edit Field Delete Field

Sequence 4 Label Data type MyField Target Required

<This form has no fields configured>

B Picture above — New Web Forms screen
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Enter the Form Name (1) which is a mandatory field.

If the RTO would like specific text displayed in the confirmation email, then it can be included in the
Confirmation Email text field (2) and/or Group Confirmation Email text field (3).

Once those details are entered click on the Save button (4). Once the web form has been saved
(denoted by details showing in the Form Code field i.e. WFxxx)

To add a new field to the Web Enrolment - click on the Add Field button (1).

Detail View

Dew Edit Actions

Form Code:
Form Name Chainsaw Experience

Confirmation Email text Thank you for enroling in the Certificate IIT in Forest Operations

Group Confirmation Emai text | Thank you for enroling in the Certficate ITT in Forest Operatons

‘Web Form Field

Web Form Name

Active ~ Field Sequence Number 1
Field label I

Data Type Fres text

Add Field o d | Delete Field Sequence & Value
EqUEneE % Label Data type MyField Target Required

<No data to display>

Terget My Field My Feld ©

Required/Mandatory field

B Picture above — Web Form Field Pop-up Screen

The Web Form Field pop-up screen will be displayed where questions, information and/or answers
can be set up.

Enter the mandatory information:

e Field Sequence Number — this is the order in which the question or information required is
displayed.

e Field Label — the question to be asked or information required is entered in this field.

e Data Type — enter the data type required. Refer to the Web Forms Data Types matrix shown
at the start of Chapter 4 for more information on each data type.

e Target MyField — the MyField that will be used to store the information entered.

If the Field needs to be a mandatory field, i.e., the client must answer the question or provide
information during the enrolment process, then ensure the Required/Mandatory Field checkbox is
ticked.

An example Web Form Field is shown below using a List of Values data type. When answering the
question clients enrolling will need to select one of the values. When the enrolment is downloaded
and imported into PowerPro, the answer provided by the client will be stored in MyField1.
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Web Form Field

Web Form Mame

Chainsaw Experience

Field Sequence Mumber

Field label

Data Type

List of Values

Target My Field

How much experience have you had with chainsaws?

List of values

Sequence &

1

(3 IR

t—-v X
My Field 1

™

Walue

Less than B months
E - 12 months

1-2 pears
2-Bpears

B+ years

Save

Cancel

Picture above — Web Form Field with example data entered

ar

When using the List of Values data type only, values can be added by clicking on the ‘+’ symbol,
removed with the ‘-* symbol and saved with the tick symbol.

4.2. Assigning a Web Form to a Course

Once the Web Form has been created, it is available to choose from via the Web tab of the Course

screen as a new field:

New Course
Hain Info
Catapult ] List this Course on the Web
AVETMISS
RAFT List as (Course Name)
Web Course Fee

Enrolment Fee
Discounted value
Discount Code

Cnline payment

Forest Operations
$0.00| (ex GST)
(exG5T)
$0.00 v

Payment not required (optional)

No Course fee information. Course fee will show as "N/A” online

Course - Web publishing options

Charge GST (m]

Account No

Wweb Form

[ <Defauit web form>

Course Online from date

Course Online until ncusive)

Show Course dates

Visible to the public

Student Confirmation Email

Default web form>
VWF1 - Bicyde Safety Licsnse
WF2 - Viewing Auroras
VWF4 - BensTestCourseType
WES - Cervelo Form Guide

F7 - Chainsan Experience

o

Credit Transfer completed Units [¥]

Course description

Notification Email address 1

Hotification Email address 2

alf 1)

B Picture above — Course Screen with Web Form drop-down list

Cancel
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4.3.Adding a Web Form to a Course Retrospectively

Ideally the Master Course is linked to the relevant Web Form and any cloned Courses will inherit the
link to the correct Web Form.

Where Web Forms need to be added retrospectively to any course/s already created, there is a
simple way to do this via the Link Courses screen.

Via the Web Forms screen in the top right corner is the Action button (1) and then select the Link
Courses option (2).

rrrrrrrrr

B Picture above — Web Forms screen with Link Courses option displayed

The Link Courses screen will display and show the Web Form details (1). A Search field (2) allows the
user to type in the keywords to narrow down the courses. Use the Select All button (3) to select all
courses to link or the Set checkbox (4) to select only those courses needed.

When finished, click on the Set button (5) to link the forms. The Courses will then disappear from
the list of courses to be linked.
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Link Course(s) to a Web Form

Web Form \WF7 Chainsaw Experience o
Select Courses to link to this Web Form

= 0O =

Set  CourseID  National Code Program name GroupjVersion StartDate  CurrentForm
(]  C02021207 FWP30122 [ Forest operations 17/07/2023
) gui02021208  FWP30122 [l ror=st operations 14/08/2023
(m] 012011109 FWp30122 [l Forest Operations 18/09/2023
O =~ C02021210 FWP30122 [l Forest operations 16/10/2023
O  co2021211  FWP30122 [l Forest Operations 20/11/2023

o Set Close

B Picture above — Link Course to Web Form screen

The Web Form number will show on the Enrolments and Results screen indicating the Web Form is
attached.

¥ cushemn - Q=Y actors

Web Form

55888 §

c
feaaizii LT WA Trairing Centre

B Picture above — Enrolment and Results screen

4.4.Changing a Web Form Attached to a Course

Sometimes changing the Web Form that is attached to a course is required. The process for doing
this is the same as assigning a Web Form to a course retrospectively.

Open the new Web Form and click on the Actions button and select Link Courses. Find the course/s
that need changing. If a Web Form is already linked it will show in the Current Form column.
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Link Course(s) to a Web Form

Web Form

Select Courses to link to this Web Form

fvp| Clear

Set CourseID  National Code Program name Group/Version StartDate | Current Form
C02021207  FWP30122 .Forest Operations 17/07/2023
C02021208  FWP30122 .Forest Operations 14/08/2023
C02021209  FWP30122 .Forest Operations 18/09/2023
C02021210  FWP30122 .Forast Operations 16/10/2023
C02021211  FWP30122 .Forast Operations 20/11/2023 | WF7 - Chainsaw Experience

Select Al (&

Set Close

B Picture above - Link Courses screen with current form shown

Use the Select All button to select all courses to link or the Set checkbox to select only those courses
needed.

When finished, click on the Set button to link the forms. The Courses will then disappear from the
list of courses to be linked.

IMPORTANT! The Web Forms gets ‘locked’ as soon as a client enrols in a Course that is linked to the
Web Form.

When a Web Form is applied to a Course and clients begin to enrol, the Web Form becomes ‘locked’,
and no further updates can be made to that Web Form. This is enforce data integrity. Should you
need to make some alterations to a Web Form for future usage, an option to Clone the Web Form is
available (see next section).

It is recommended to thoroughly think through what information needs to be collected and how
questions should be framed before committing to use Web Forms.

4.5.Cloning a Web Form

Similar to cloning a Master Course or a Qualification Rule there is also the ability to clone a Web
Form. This is handy if most of the information in a current Web Form is needed but more questions
may or may not be needed, or even if more specific questions are required.

Open the new Web Form and click on the Actions button (1) and select Clone Form (2).
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" S ——

Contimaton Enattest ek you for evoling e Cerafeste I 1 Ferest Cperansns

G Comfrmators Emal fext[Thrd: v forervoling i e Cerete 1 1 Perest Operanors

Last e PLign Course 5ync: 07/06/2023 1513114

addned | cdtred | Deered
Seqncs 4 Label Data type My Targt Reqsd

<This form has no fields configured>

B Picture above — Web Forms screen with Clone Form option displayed

After Clone Form is selected a copy of the Web Form will be created and displayed under the original
form as ‘Copy of ...".

Envitierts arcl Resibs Wb Fome.

Hew Edt Actors

Active &
Last Web Pugin Course syne: 130772023 10:23:03

AddFel | EdtFed | Deete Feld
Seqerce  + Label Data type MyFied Target Requed

B Picture above — Web Forms screen

The cloned copy of the Web Form can then be modified as needed by clicking on the Edit button.

4.6.Deleting a Web Form

There may be instances where a Web Form may need to be deleted such as when it might be cloned
by mistake.

To delete a Web Form, open the Web Form and click on the Actions button (1) and select delete
Web Form (2).
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Last Vi Phugin Course sync: 07/06/2023 15:33: 14
e
rsired | e | oweres

<This form has no fields configured=

B Picture above — Web Forms screen with Delete Web Form option displayed

After confirming that the Web Form is to be deleted the form will be removed from the list and
deleted.
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5. Downloading and Importing Web Enrolments

Periodically, or when the RTO receives an email notification, web enrolments need to be
downloaded and imported into PowerPro. This is a simple two-step process.

NOTE: Downloading and importing Enquiries and Learner Feedback is completed in the same
manner as Web Enrolments.

To download Web Enrolments, from the Home menu, click on the Web button (1) then select
Download Enrolments, Feedback and Enquiries (2).

Home = Reports  Tools  Configuration  Help

[ y @ 7] L 742 £ . oty s ) @Y
5 2 i O & i Be ) - ! *
i E (] B = ® ?- o >4 W, L] (] [ec] [ ]
Close | Clients Enrolments Enquiies To-do  Accredited Non Accredited Training  Client  Trainers  Tainer  Invoices | Qualification  Qualifica Power AVETMISS  RAPT | Education vsL Bookmarks
Exit and Results List  Courses Courses Plans  Companies Assessors Scheduler Payments Rules Check R~ Files  Files | Agents CAF - -
Escape Data Entry (F1 - F11) AQF S | VETStudentloan|  Links
Envolments and Fiesults Accredied Courses Sync Web Course lst
Download Enrolments, Feedback and Enguiries
Active | (Al States & Territories | v| [Fwp30122 | [GroupVersion Course Date . Jele Import
Import Web Enrolments
CourseID 4 National Code Qualification Level Program name GroupNersion Start Date End Date pert Web £ Course Type Seats left AVE
c021207  Fwp0122 Wl c=ticet= 1 Forest Operations 17072023 17/o1/2024 IpEBLEIAEInE Public &
co2108  Fwpa0122 [l certficate 1 Forest Operations 14/08/2023 1410272024 Import Learner Surveys Publc s &
Ca021209  FwPa0122 [l cetfcate 10 Forest Operations 18/09/2023 20/03/2024 Import Employer Surveys Public 8 &
c2021210  FWP30122 [ certficate Forest Operations 16/10/2023 upymzs | Public 8 4
Co0a1211 | FWP30122 W cer e T Forest Operations S0/11/2033. 330572024 fewr Bubic B &
View downloaded files
Web Enralments log
Web Trainer log
Cataputt integration log
Browse
Course list
Student AVETMISS form
Learner Feedback
Employer Feedback
Enquiries
[El Web Plugin Guide
Enrolments against ths Course
NewEnrolment | EditEnrolment | Modify Units | Client Details Mciens |v| Bk |v| Enoimentdats | Fower R Domment o B

B Picture above — Home menu with Web drop-down menu displayed

The Download Server files screen will display indicating the number of files ready for download for
each tab. This is shown by the number in brackets next to the heading in the tab (1).

Each tab will show a list of all files to be downloaded (2). Select the files to be downloaded and then
click on the Download and Import button (3).

Note This process can be automated for PowerPro Sky subscribers.

If your organisation uses PowerPro Sky, the PowerPro Support Team can configure an automation to
automatically process online enrolments. This means PowerPro users do not need to carry out the
steps described in this section since the automation will download and processes any recent
enrolments every few minutes. This automation also processes group enrolments.
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Ci "
~Download Serverfiles x
Enrolments [18] | Enquiies (0] - Learner Feedback [0)  Employer Feedback (0] FTP Settings I o

e o T T
ped_2023-05-23_j_min_2021170_1.xml
ped_2023-05-23_m_jones_2021170.xm|
ped_2023-05-23_t_payment_2021170.xml
ped_2023-05-23_t_payment_2021170_1,xml
ped_2023-05-23_w_man_2021170.xml
ped_2023-06-01_j_deano_2021029,xml
ped_2023-06-01_j_deano_2021029_paid.xml 9

ped_2023-06-01_p_gomez_2021029. xml
ped_2023-06-01_p_gomez_2021029_1.xml
ped_2023-06-15_p_gonzales_2021133.xml
ped_2023-07-13-14-358-54_b_powerpro_2021213,xml
ped_2023-07-13-14-59-12_b_powerpro_2021213.xml
ped_2023-07-13-14-59-12_b_powerpro_2021213_1.xml
ped_2023-07-13-15-22-16_b_powerpro_2021213,xml
ped_2023-07-13-15-36-12_b_powerpro_2021213.xml
ped_2023-07-14-15-51-58_b_powerpro_2021213,xml
ped_2023-07-14-16-09-52_b_powerpro_2021213.xml

Diownload and Import

Communication log
Connecting to FTP Server ...
Connected.

Listing server files...

IFlle listing completed.

g7

Close ‘
— Its

Contact Log

B Picture above — Download Server Files pop-up screen

The Import Web Enrolments screen will then display the clients to be downloaded.

To import Web Enrolments, ensure that the Import checkbox for each line is ticked (1), and
optionally select an Invoice template before pressing OK (2).

Import Web Enrolments
Enrolments to import

Import Enrolment type  Surname GivenNames  Company Invoice type  CourseID  Course Name Version/Group. StartDate  Delivery Location
™ fdividual Gomez Paula BITA AND CO Company 2021193 Traffic Management Implemen 25/07/2023 WA Training Centr:
™ fdividual Gomez Paula BITA AND CO Company 2021227 Licence to drive a heavy rigid 17/07/2023 WA Training Centr

. N lndividual Gonzales pepe BOSTIK. Company 2021193 Traffic Management Impiemen 25/07/2023 WA Training Centre

| Al || None |
Import options
Invoice Template

Cancel

B Picture above — Import Web Enrolments pop-up screen

The clients will then be enrolled and listed in the Enrolments and Results screen within the

corresponding Courses.
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5.1.Importing Previously Downloaded Files

This is rare however it is worth mentioning here. If for some reason any Enrolment, Enquiries,

Learner Feedback or Employer Feedback surveys files were downloaded but not imported, these
records (Enrolments, Enquiries, etc) are not listed in PowerPro.

To import such records use Import section of the Web drop-down menu as per image below:

Home = Repots  Tooks  Configurstion  Help

420 @Y L 5 58 QD

- 23 o 2 @y
] e = - S T B < ) b Hg| o L..] B e I} *
Close | Clients Enrolments Enquiries To-do  Accredited Non Accredited Training  Client Tainers  Trainer  Invoices | Qualification Quakficat, Web Power AVETMISS  RAPT | Education vsL Bookmarks
and Results Courses Courses Plans  Companies Assessors Scheduler Payments les. Check ) QR~ Files Files Agents eCAF = -
Escape Data Entry (F1 - F17) AQF W Sync ps VET Student Loan Links
Clerne  Ervolments and Resubs Sync Web Course list
Download Enrolments, Feedback and Enquiries
Actve || A1 states & Termtones | v Fwp3122 ¥ Gowherson Course Date v lolal Import
Import Web Enrolments
Program name Group/Version I t Web Course Type Seats eft A
Forest Operators OpSHE NS Eo Rl s &
Forest Operations. Import Learner Publc 8 »
Forest Operators gt Entploy P s @
c m Forest Operations 16/10/2023 Pubic B >
o221y Pwiz2 I cerhcste 1 Forest Operations. 20/11j2023 22/05/2024. Publc_ EOMN |
Ervaments aganst tha Course
MNew Enrolment | Edit Envolment Clent Detais MCients v| Bk |  Evomentdsts | PowerQR Document Date tsmum
Book. Clent Neme Tag ClentID US! Educstion Agent Compsny Vithdramn Completed AQF D Dutcomes & Dates
Workfiow
Catapuit S
mes Fi
e Leamer Feedback
= Employes Feedback
AVETMISS Enqu
RAPT 5] Web Plugin Guide

B Picture above — Home menu with Web button drop-down

The corresponding Import screen (Enrolments in the following example) lists the enrolment records

waiting to be imported. Use the Check All button (1) or check the Import checkbox individually (2)
before pressing the Done button (3) to import web enrolments.

23 |Page



Select Web Enrolment to impart

Check Maore

Impart |File name Downloaded by Downloaded on
[0 |ped_2023-07-14-16-60-58_b_powerpro_2021213_1_1639346748.5ml RTOADM 14/07/2023 4:55.07 PM
0 Jped_202307-1416-60-58_b_powerpro_2027213_1E89346747 sl RTOADM 14/07/2023 4:55:.06 PM
[0 |ped_2023-07-14-16-46-42_b_powerpro_2021213_1_1B8334E747 xml RTOADM 14/07/2023 4:55.05 PM
0 |ped_2023-07-14-16-46-42_b_powerpro_2021213_1E83346746 xml RTOADM 14/07/2023 4:55.05 PM
0 |ped_2023-07-1416-30-81_b_powerpro_2027213_1_1E8934E 746 ml RTOADM 14/07/2023 4:55:04 PM
0 |ped_2023-07-14-16-30-51_b_powerpro_2021213_1E83346745 xml RTOADM 14/07/2023 4:53.03 PM
0 |fped 7023-07-14-16-09-52_b_powerpro_2021213_ 1683346744 5ml RTOADM 14/07/2023 4:55:03 PM
o | 1307-1415-51-58_b_powerpro_2021213 1683346744 5ml RTOADM 14/07/2023 4:55.02 PM
0 Jpeo_02307-1315-36-12_b_powerpro_2021213_1E83346743 xml RTOADM 14/07/2023 4:55.02 PM
0 |ped 2023-07-1315-22-16_b_powerpro_2021213 1683346743 sml RTOADM 14/07/2023 $53:01 PM
0 Jped_2023-07-1314-53-12_b_powerpro_2027213_1_1689346742.xml RTOADM 14/07/2023 453.01 PM
0 |ped_2023-07-1314-53-12_b_powerpro_2021213_1E83346741 xml RTOADM 14/07/2023 4:55.00 PM
[0 |ped 202307-1314-38-54_b_powerpro_2021213 1683346741 5ml RTOADM 14/07/2023 4:58:59 PM
[0 |ped_2023-06-15_p_ganzales_2021193_1689344594 xml RTOADM 14/07/2023 4:23:13 PM
[0 |ped_2023-06-01_p_gomez_2021023_1_1683344593 uml RTOADM 14/07/2023 4:23:12 PM

Picture above — Web Enrolments to Import pop-up screen

Once completed the enrolments will appear in the relevant courses in the Enrolments and Results

screen.

5.2.Locating Enquiries, Learner and Employer Feedback in PowerPro

5.2.1. Enquiries

The Enquiries screen can be found from the Home menu then clicking the Enquiries button (1).

Home | Report:  Tock _Configuration  Help

N =~ 5 5 = § ; .

9 8 v |= 0 = e 5 ¥ 3 I < ] be W < | = B CE

= T e il v : o i Fie

Cherts  Ervolments and ezt Enguiies

P Lap]_ MamelCanpary mch

= N reben || oem

& Sistus Ercuired on Daysags  Sumame Grven Names Company fOrgarisation Course Type: Chent D
B Picture above — Enquiries screen

*

Bookmarks

=]
Education

CRICOS | VETStudentloan|  Links

Besigred 1o

When opened the screen will default to showing all open enquiries over the last seven days.
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5.2.2. Learner Feedback

The Learner feedback screen can be opened using the Tools> Feedback drop-down button (1) and

selecting Learner Feedback (2).

r = ] [ [ g
= 4 4 A @ LJ i v =
B 2@ @ @ B | & &£ i I 4 *
Mot iy Tabing Datboand Uk el mit  Bpmt Bpotls Gyt Bpuio VN ®  wher | Gaaes T
e s R B B B G BER P BB 5 16 :
- e
e Femcack anaeis
Tt Cord. Improv. Debele
oy =
- — [
Course/Quabicaton:  ad 0 of Informanan Technokogy
e —
e

B Picture above — Learner Feedback screen

When opened the screen will showing the Learner Feedback related to Training completed in the

current calendar year.

5.2.3. Employer Feedback

The Employer feedback screen can be opened using the Tools>Feedback drop-down button (1) and

selecting Employer Feedback (2).

Home _ Bepods | Tooks | Configurstion  Help

g S 1 2= @ @ z e By

g . (1) s 1 PH @ @ B =i £ I Ta Fa ¥ w
Close. Feedback ~ Uplead Absentee Merge  Taimng  Dashboard Unit Export Emad  Email Bpot  Exportto  Export Export to SN TS Whe's Get latest. Bockrmarks
o T e | v odmemons | M g o ndk Cleelin WOB- e a oo bepres Loggedn  venion !

Genesal Links

Import Deletn
e Detad vew
h e Bect aspects:
Date Submiteed Inprovement aress Bestaspects
Empevemanits:
Submted on Submaed by:
Erchayer feedback

<No data to display>

B Picture above — Employer Feedback screen

When opened the screen will default to showing all Employer Feedback that has been downloaded
and imported in the current calendar year.
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5.3.Viewing Downloaded Files

Downloaded web files can be viewed after importing. To view downloaded files from the Home
Menu, then click on the Web button (1) then select View Downloaded Files (2).

Mome | Repors ook  Configurstion  Help

g & e
) 5 - X A ; & =

4 4 9 @ = e # 4 o be m Y T & *
Cose | Chuts Ervimens Exquis Toco Acomited Monsconsied Taneg Gt Taoes T hwocs | Cusfiaton Cusicaton howe | WEDMSS WAST | Gicmon | VL | Bookmans
Exit and Results List Courses Courses Puans  Companis  Assessors Paymants Pues. <l U Files Files Agents. CAF .
e ety 111 . 5 |Vorsdentton |tk
Envokmris sl Renitr

L e = T 5

Coss D 4 Hatins Code

Groupfiersn Start Date
7023

498/2023
203

ez 201172073
Wieh Encim,
Wieb Tranerlog
Catapult integration lag
Employer Feedback
Erquines
Wieb Plugin Guide

Enviments aganst this Course

Hew Ervolment | Edt Ervoiment Clent Detads. Maents [»] B || cvomentdsta [ werk Pacenent |+

B Picture above — Home menu with Web drop-down menu displayed

The View/Edit Web Downloaded Files screen will open.

The File Type option will default to Enrolment files. Use the drop-down menu to list other file types:
Enquiry, Learner Feedback or Employer Feedback.

Use the date range and the Apply/Refresh button to narrow the results if required.

View/Edit Web downloaded files

Filters
File type:  Enrolment v Submitted between: | 1/04/2023 v | and |20/07/2023 v Apply/Refresh Close
Enter text to search... Clesar

File Name Date Subrmitted Downloaded by Downloaded on Status Imported by Imported on
ped_2023-07-13-14-5912_b_powerpra_2021213_1_1689345742 13/07/2023 RTOADM 1440742023 4:53:01 Ph Mew [not imported]
ped 2023-06-15_p_gorzales_2021193_1609344554 gl 15/06/2023 RTOADM 1440742023 4:2313 Ph Mew [not imported]

1_last_2021133_1686152212 wml 7/0B/2023 NIGHTS F/0B/2023 5:36:51 PM Imported NIGHTS 7/06/2023 5:36:56 Ph

tvarkoy_2021193_1685633150 wml 2/06/2023 NIGHTS 2/06/2023 11:46:32 &b Imported NIGHTS 2/06/202311:43:48 &
ped_2023-06-M_p_gomez 2021029 1639344533 xml 1/06/2023 RTOADM 14/07/2023 4:2311 Ph Imported RTOADKM 14/07/2023 45715 F
ped_2023-06-0_p_gomez_2021023_1_1625344533 xml 1/08/2023 RTOADM 14/07/2023 4:2312 Ph Mew [not imported)
ped_2023-05-12_g_smith_2021156_1684410473.kml 12/06/2023 NIGHTS 18/06/2023 1:47.52 Ph Imported NIGHTS 18/06/2022 20345 F
ped_2023-0512_g_du_plessis_2021134_1684410478 xml 12/06/2023 NIGHTS 18/06/2023 1:47.57 Ph Imported NIGHTS 18/06/2022 20344 F
ped_2023-05-11_e_fed_2021170_168441 0477 xml 11/06/2022 NIGHTS 18/05/2023 1:47.55 Ph Imported NIGHTS 18/06/2022 20342 F
ped_2023-05-11_g_head_2021170_1684410472.kml 11/06/2023 NIGHTS 18/06/2023 1:47.57 Ph Imported NIGHTS 18/06/2022 20343 F
ped_2023-05-11_e_tsd_2021170_1_1684410477 wml 11/06/2023 NIGHTS 18/06/2023 1:47:56 Pk Imported NIGHTS 18/05/2023 20343 F
ped_2023-05-10_p_tomseca_2021170_1684410476. <ml 10/05/2023 NIGHTS 18/06/2023 1:47:55 Ph Imported NIGHTS 18/05/2023 20341 F
ped_2023-05-08_s_smith_2021129 1684410475 sl 8/05/2023 NIGHTS 18/06/2023 1:47:54 Ph Imported NIGHTS 18/05/2023 20341 F
ped_2023-05-05_ costa_2021170_168441 0460 <ml 5/05/2023 NIGHTS 18/06/2023 1:47: 46 Pk Imported NIGHTS 18/05/2023 20931 F

FieldValue view Raw data view
Fieldname  Value <?xml version="1.0"7>
<enrolments>
e"""""f“" <course_id=2021183< /course_id=
course_id 2021193 <price>0.00<fprice >
price 0.00 <surname >LAST </surname >
<given_names >ANNIE < /given_names >
SIETIe] LRST) <dob >2000-12-12</dob >
given_names  ANNIE <usi><fusiz
19 <gender >F </gender>
do_h 000-12-12 <company >CERVELD TRAINING P/L </company >
d= «<email >stevepprto @outlook. com < /email >
gender F <email_notify =< /emal_notify >
<mobile >0490014273</mabile >
company CERVELO TRAINING P/L phones</phanes
email stevepprto@outlook.com <prefered_contact</prefersd_contacts
. - <addr > <faddr >

Emafl‘"ut'fv <flat></fat>
mobile 0490014273 <street_no><fstreet_no>
phone <street_name></street_name >

B Picture above - View/Edit Web Downloaded Files

Double click on a file to view the form fields as submitted by the user. This is displayed in the bottom
half of the screen using a “Field/Value” view and a raw format view.
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This information is valuable should there be any doubts about the information provided by the
Student.

5.4.Viewing the Enrolment Log

For even more detailed information about a client’s web enrolment including registration details,
use the Web Enrolments Log screen. This screen also includes the ability to add Admin notes.

From the Home Menu, click on the Web button (1) then select Web Enrolments Log (2).

Home | Regots  Took  Configuration

¥ 8 9 w®

e Chents Enrolments Enquiies To-do  Aceredite
t and Results

e : e D @
by wg| [0 N T S ) -
Guaificaon CuteaP | Web | Pomer | mETMSS MY | Edvcation vl Sookmars
™ e Chedk : e Fies s 5

| Agents eCAF -

Escape

Ervolmerts arel Resuite

Kz

Enveiments aganst this Course

Mew Ervoinens | £dt ervoiment | Modfyunits | Clent Detads Mo |+ Bk v Evomentcan e Hl oo B
Book,  Clent hame. Tog entDD USI Edueaton Agent Compery 4 Wittdrawn Completed AGF D Outcomes B Dates

Code nitf Diate Revg From  Outcome lesut OutDale Fag MD PR I Do

Warkfion
catapuit
it of Saudy

Anendance

B Picture above — Home menu with Web drop-down menu displayed

The Web Enrolments screen will list web enrolments for the last seven days by default. To refine
your search, use the Status, Last days and Company fields (1) then click on the Refresh button (2).

A list of matching web enrolments will be displayed. Click on the Enrolment record to be viewed (3)
and their registration details will be displayed in the bottom panel (4). Note that this section is read-
only. Use the Edit button (5) to edit the Admin Notes and Status fields if required.

Web enrolments can also be imported in this screen via the Import button (6). Refer this section for
details on importing web enrolments.

27 |Page



[ Mome | Repets  Tool  Configumtion  Help
e—zengaawauaa%beﬁ@uma@fa‘*
EREE R S e B e

b DetaEriny F1-F1) s W Plugin | Doc. Vldetion | AVETWSS/RAPT | CRICOS | VETSidentLoan
Enchrts Pt Web Encinent|

e AT Last AE 2021001017 CERVELD TRAINING P/ mens Erecled v
sz [ DAUBERMANN LEaME 202100033 CERVELD TRAINING P/ Ern Ervcled ?
WRE  SEMAZSAND BALAZS SYLVESTER 20100039 CERVELD TRAINING P 201066 SA VERSION Ervoled ?
WMAT  YDESHERIT DESHE Yot 01000995 CERVELD TRAINING £ R Ervoled ?
AR DULLO/AZIE UL DRID 2021000996 CERVELD TRAINING P 2021066 SAVERSION Ereched ?
W23 CORRA021ITD R CAMERON 202100099 CERVELD TRAINING P/ 2w Erecled ?
18/4/2023. DSOETE/202113 SDETE DaN 2021000397 CERVELD TRAINING FAL 2 Ervoled ?
W AMTIONEI WITTONE 21000334 CERVELD TRAINING P 2 Ervoled ?
e MLODA21150 Loo 221000374 CERVELD TRANING PA. A Eresind v
IMNNZ  FOASTAREDAMO CASTAREDA MONSALVE 202100036 CERVELD TRAINING P/ 2w Erected ?
MRS FASTAREDAMO CASTAREDA MONSALVE 2021000370 CERVELD TRAIKING P/ 2wz Erecled ?
N0 0 5 20210010 CERVELD TRAINING FAL Mm% Ervoled ?
e | SFO/MIS Fi 2000371 CERVELD TRAINING £ 2 Ervciet v
31037203 O ORTETE: ‘2021000385 CERVELD TRAINING PA ElE Ervold ?
SMNZE  IMORALES ORIE MORALES ORTEGA 2021000368 CERVELD TRAINING P/ znms Erccled ?
I IMORALES ORTE MORALES ORTEGA 2021000366 CERVELD TRAINING P/ pales Ervcled ?
SNAZ  IMORALES ORIE MORALES ORTEGA 201000966 CERVELD TRAINING £ FlES Ervoled ?
WAVAT  WGLENDE/ZI GLENDE 22100093 CERVELD TRANING PA. 22128 Ervolad ?

GEMLZN Gl 02100092 CERVELD TRANING PA. 22112 Erecked ?
WM ezl Matin 202100091 CERVELD TRAIKING P/ awnzs Erecled ?

‘Regpsragon Detais fread-onh)
et e o (S| et | satwkan |
CientNtes o ocate USE: o

_tyoe]
ppancada Bgmad com

mpertlog  dmported on 51/32023 af 15:41 by NIGHTS,
54 FOX, NEW Clent, [D=2021000971.

s o e | e |

B Picture above — Web Enrolments screen
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6. Web Plugin Customisation

The Web Plugin is somehow customisable allowing it to suit the organisation enrolment process.
Areas in which it can be customised include:

=  The maximum number of seats per Course

= The booking status of online enrolments (to either Pending or Confirmed)
= The fields to be included in the Online Enrolment Form

=  Whether each field is required or optional

= A Payment Gateway (EWay, PinPayments, etc)

= The confirmation email sent to the Student upon online enrolment

= The presence of a navigation panel

= Extra questions for the Learner Survey form

6.1. Setting Maximum Number of Seats

Setting the maximum number of seats will minimises the risk of overbookings in a course.

When an online course has reached its seat limit it will no longer be listed for Web enrolments.
Additionally, that course it will be excluded from subsequent PowerPro web sync — this is another
reason to perform periodic web syncs throughout the course of the day.

To set the maximum number of seats open the Enrolments & Results screen and double click on the
relevant course to open the Course Details window. The Main Info tab (1) contains the Maximum
Seats field (2).

Admin Checklist
Yootk o

Course ID 2021211

Scheduled Sessions Master Course ]
Atendance Full Quaiificaton ¥ @ -
Catapult
alificatior Forest O B Course Type Public -
Traners/Resauces | 2aficaton fule orest Oes
Documents Qualification level Certificate ITT - Colour coding B rForesiGreen x
Invaicing
National code FWP30122 Maximum Seats 8%
Company nvaices
Units Program name Forest Operations
Other setti
¥SL Group/Version SR 2
AVETMISS
Start Date 20/11/2023 l Use Training Plans ¥
RAPT
Web End Date 22/05/2024 N LMS Days from CRS Start -

Completion Document AGF Qualification / State

Training Organisation Cervelo Training B
Delivery Location WA Training Centre + |+

Notes

Approval Status S

See lo UAC activi
(Web Trainer) g y

Ok Cancel

B Picture above — Course Details screen
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Update the maximum seats and click on OK when done.

IMPORTANT! Every time any (Web enabled) course details are updated, Students are manually
enrolled, removed, or transferred into a Course, you SHOULD run the Web Sync to reflect the seats
availability on the Web Plugin. Refer to Sync Web Course List on how to perform a Web Sync.

6.2.Setting the Booking Status of Incoming Enrolments

The default booking status for web enrolments is ‘Pending’ for clients who have not paid online and
‘Confirmed’ for clients that have paid online.

These can be changed if required via the Application Options screen in PowerPro.

NOTE: Not everyone has access to the Application Options screen. If you do not have access, the
Application Options button will be greyed out in the Configuration menu. Seek out someone within
the organisation with access if needed.

From the Configuration menu (1), click on the Application Options button (2) to open the Application
Options screen. Go to the Web tab (3) and look for ‘Booking Status for not paid web enrolments’
and ‘Booking Status for paid web enrolments’ (4). The available options for both are either ‘Pending’
or ‘Confirmed’.

Make the necessary changes and then click on OK (5).

NOTE: Log off and back on to PowerPro for the changes to take place.

Enable RAPT

[} Enable AVETMISS &
=B *
Modude | Colours Sockmark

actons

Seats left NETMSS AT web wabFom Stna

Tehh
ZEREE

ouonss |v| outemeacon v

fme et OuDam Fap MO R Do

<This Course has no Enrolmer, JResults>
O] = [

A Docs prmted
e —

B Picture above — Application Options pop-up screen
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6.3. Customising Online Enrolment Information

The behaviour of the online form is customisable at your request. AVETMISS fields, including the USI
field, can be set to mandatory or optional. It is also possible to hide any fields the RTO would like to.

Please contact us to discuss your specific requirements.

6.4. Payment Gateways and Payment Options

A payment gateway can be set up for the RTO. This allows the RTO to charge an enrolment fee or
the full as the student enrols online. Each Course in PowerPro has a Web section with several
options including payment related preferences.

At the time this document is being written, the list of currently supported gateways is as follows:

= eWAY
=  Pin Payments
= PayPal

RTOs using PowerPro Lite must ensure the invoicing module is activated. All other versions of
PowerPro have this module built in.

For more information about the supported gateways please click here. Please feel free to contact us
for further information.

Provided a payment gateway is configured, the RTO can profile each individual Course intake to
request user (Student) payment in three different ways:

=  Payment not required
=  Payment required
=  Payment disallowed

To set the payment option open the Course>Web tab (1) and the Online Payments field (2). Make
the necessary changes before pressing OK (3).
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Course details b 4

tain Info Course - Web publishing options

Admin Checklist W] List this Course on the Web
Wiorkflow
Scheduled Sessions e iEnas o [Forest Operations
Atterdance Course Fee $0.00] (ex GST) Charge GST
Catapult Enrolment Fee $0.00) (ex GST) Account No
Trainers/Resnlrces Discounted value £0.00 =
Documents Discount Code
Invoicing Cnline payment Payment not required (optional) =
Pavment not reguired (optional) o
Doy Irvoicess Payment required
Units Web Form Payment disallowed
WSL Course Online from date v
AVETHMISS Course Online until (ndusive)  Course Start Date v
= =how Course dates v
Wweb o
¥ isible to the public v
Student Confirmation Email v
Credit Transfer completed Units ¥

Course description

Motification Email address 1

Motification Email address 2

Last updated by RTOADM on 13/7/2023 at 12:53

Direct link/URL

Group enrolments link /URL
O] -

B Picture above — Course Details screen with online payment options

Careful consideration should be made as to whether the client should pay at enrolment and the
Online Payment field should be adjusted accordingly.

IMPORTANT! Every time any (Web enabled) course details are updated, Students are manually
enrolled, removed, or transferred into a Course, you SHOULD run the Web Sync to reflect the seats
availability on the Web Plugin. Refer to Sync Web Course List on how to perform a Web Sync.

6.5. Customising Course Information Displayed to Enrolling Clients

We believe accurate information about the course is vital to the prospective student at the point of
enrolment. Questions such as “What to expect from this training program” and “What can |
potentially achieve on its completion” can be answered in the enrolment form header. This assists
the student assessing how relevant the course is for them.

Course information entered in the Course>Web>Course Description field is displayed as the header
of the enrolment form (see images below). To adjust this field, open the Course Details screen Web
tab (1). Edit the Course Description field (2) and click OK (3) when done.

NOTE: This field can include just plain text or HTML content. HTML content is richer enabling, for
instance, the use of formatted headings and images as well as the inclusion of links to relevant
websites, documents and maps.

HTML documentation is beyond the scope of this document.
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Course details

Hain Info
Admin Checklist
Warkflow
Scheduled Sessians
Attendance
Catapult
Trainers/Fesouces
Documents
Inwoicing
Compary Invoices
Units
WSL
AVETHISS

[ List this Course on the Web

List as (Course Name)
Course Fee
Enrclment Fee
Discounted value
Discount Code

Online payment

Web Form

Course Online from date

Course Online until {indusive)

»-how Course dates
oAyble to the public

Student Confirmation Email

Course - Web publishing options

Forest Operations

$1,500.00| (=x GST) Charge GST 0O
$100.00| (ex GST) Account No
$0.00 =
Payment not required (optional) -

Course fee is $1500. Fee payable upon enrolment: $100

WF7 - Chainsaw Experience -

(Course Start Date -
(]
(1]
(]

Credit Transfer completed Units ]

Course desaription

This qualification describes the job of people who operate at a production level in a forest operation.

Individuals with this qualification apply spedalised skills and knowledge relevant to operational roles in e
forest operations. This indudes applying knowledge of health and safety responsibilities and protecting
the environment, induding the areas of cultural significance. They are also expected to operate

Notification Email address 1
Notification Email address 2

Direct link/URL

Group enrolments link/URL

Last updated by NIGHTS on 18/7/2023 at 03:54
https: /fweb. powerprorto.com. au/vidatekfwp/enrol fform/2021211/pedro

https: /fweb. powerprorto.com. au/vidatek/wp/enrolgroup/form/20212 11 fpedro

Cancel

B Picture above — Course Details screen

In this example, after performing a Web Sync, the information entered in the Course Description

field above (2) translates onto the Web Enrolment screen shown below.

POWERMRIro

Student Enrolment Form

You are enrolling in a Forest Operations

© Course Start date: 20 Nov 2023

Silviculture, or

This qualification enables specialisations in:
Forest Nursery Production,

Timber Harvesting and Haulage.

This qualification describes the job of people who operate at a production level in a forest operation.
Individuals with this qualification apply specialised skills and knowledge relevant to operational roles in forest operations. This includes applying
knowledge of health and safety responsibilities and protecting the environment, including the areas of cultural significance. They are also expected to

operate equipment according to workplace procedures and conduct work tasks specific to a forest operation.

At this level, workers complete tasks under limited supervision and collaborate with others to meet productivity requirements.

Mo licensing, legislative or certification requirements apply to this qualification at the time of publication.

Please fill in the Registration form below. Fields with a red * are required.

Screenshot above — Web Enrolment form showing Course specific information
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6.6. Customising the Generic Notification for Successful Enrolments

A generic message is displayed to clients upon successful enrolment in a course. This is a common
message showed at the end of the enrolment form regardless of course type. Typically a “Thank you
for choosing our Training Services...” type of message.

To edit this message, use Configuration>Application Options>Web (1). Edit the ‘Generic Message
displayed upon Online Registration’ field (2) and click OK (3) when done.

Application Options

RTO Web Plug-in options
Clients
Web Plugin account name: H00OCCXARAX
Enralments
Units of Competency Enrolments
AOF
Cant. Impravemment Capture COVID-19 Vaccination Status No -
Dac ypes Booking Status for not paid web enrolments: Pending -
Templates Booking Status for paid web enroments:  Confirmed -
Trainer Fee charged on online enrolments: Online Enrolment Fee -
Contact Log Individual Enralments Company name: Dropdown list of active Companies + "Other” -
Campaniss
e Generic message displayed upon online registration (Terms and conditions, Payment, etc)
Thank you for enrolling in @ course provided by Vidatek / Cervelo Training. If you are paying via a means other
Scheduler lthan Credit Card or PayPal, we will be in touch shortly to discuss payment options. Alternatively you may contact
BoEs us directly on 08 9511 1040 - please quote your enrolment reference number in any correspondence.
o—mumeS \We looking forward to seeing you at our course! e
ShiS *= [f you have any issues around completing payment please contact us directly on 08 9511 1040 **
‘Web
WL
LE] Learner Feedback
Sky
PowerlR Custom guestion 1:
Training Plans Custom guestion 2:
Other Custom question 3:

Custom question 4:

Custom question 5:

o Feree

B Picture above — Application Options screen Web tab displayed

After performing a Web Sync, the information entered in the Generic Message field above (2)
translates onto the Web Enrolment completion screen shown below.
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POWeMro

© Thank wou for your registration.

Your Enrolment Reference is: ERICHARDS/2021211
The Course Price is: $1500.00

Thank you for enrolling in a course provided by Vidatek / Cervelo Training. If you are paying via a means other than Credit Card or PayPal, we will
be in touch shortly to discuss payment options._ Alternatively you may contact us directly on 08 9511 1040 - please quote your enrolment
reference number in any correspondence.

We looking forward to seeing you at our course!

“*If you have any issues around completing payment please contact us directly on 08 9511 1040 **

‘a’cjwmtek

Creative Business Soluticns

Copyright ® 2023 Vidatek
Developed by Vidatek

B Picture above — Successful web enrolment notification for client

NOTE: This field can include just plain text or HTML content. HTML content is richer enabling, for
instance, the use of formatted headings and images as well as the inclusion of links to relevant
websites, documents and maps.

HTML documentation is beyond the scope of this document.
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6.7. Customising the Email Confirmation Email Sent to Clients

It is possible to send course specific email confirmation content to clients using the Web Forms.

Create the Web Form and create the message in the Confirmation Email Text field and/or the Group
Confirmation Email Text:

Save Cancel

Form Code WELE

Form Mame Cert Tin IT - Confirmation email

Canfirmation Email besxt <h3=The falowing conditions apply to this Course </h3 =

<ulz|

<liz=Condition 1: ... <fli=

<li=Condition 2: ..., </li=

<fulz=

<hd=

Thank wou For choosing our Training Services.
<ihd=

Group Confirmation Email ket <h3=Please ensure vou provide the AYETMISS reqgistration link ko all participants </h3=
<a target="_blank" href="https:fjweb. powerprorto. com, auf', . " =Student AYETMISS Registration Form=/az=
<hd=
Thank vou For choosing our Training Services,
<fhd=

Active v

Last \Web Plugin Course sync: 01011/2023 10:33:41

Add Field Edit Field Delete Field

SEqUEnCE & Label

IMPORTANT! Every time any course details (or Web Forms) are updated, you MUST run the Web
Sync, otherwise any newly updated information will NOT display online. Refer to this section on
how to run a Web Sync.

36| Page



6.8. Other Web Plugin preferences

The Web Upload Course list>Options tab contains a set of preferences determining the behaviour of
the Web Plugin. These can be adjusted when performing a Course Web Sync:

Home | Fepots  Took  Configution  Help
® 9 [ —_— 3 j e 2 o 72 =
. ¢ [ at . *
Ea g O 80 & amn O -] 3 (] b/ W 0 ) 5 | La
Close | Chents Enolments Enquiies To-do Accredted MonAccredied Taining  Clent  Taines  Tainer  Imvoices | Qualfication Quaification |  Web her | AVETMISS RAPT | Education st Bookmarks
i and Resuts st  Cowmes  Cou Plans  Companies Assessors Scheduler Payments Rules Check - R~ Fles  Files en ecAF- -
Escape Data Entry (F1 - F11) ACF ‘Web Plugin | Poc. Validation AVETMISS/RAPT CRICOS VET Student Loan Links.
Ermokeants and Resuls
e e b e ¥ | web uplosd course st
Couses [ ereferences
oD 4 Natoral Code Quifconieel  Pogmmname | samkt A
CIUN!T PRI W coticate 1t Forest Operators | 8 Il
coums  Pexin [ [ Forest Gperstons || Setings | 0 show paoe navaton buttons (Courses, Endurtes.etc.) s @
coume  Peemz Wcettcate 1 Forest Dperatars 0 Show group enclments butten s @
021210 FWPI0122 Certifeate m Forest Operatiors [ Require Referral field 8 r
ouzi P ertificate I Il Course kst & »
0 Show Course Startflind Simes o
Caurse cations
It Show deivery locaton name
Sr e ocaton aicies
‘Shaw delivery Suburb and State
Ervoiments agonst th Couse
New Enrciment. | Edt Ervolnent | 4o L | ClentDetals
Book. Client Hame Tags CientID USI Educaton Agent Compaj
<This Course has no Enrolmg [ Leg tecvical detais o (s —
Referailest source o

Doauments.

B Picture above — Web Course Upload list>Options

6.8.1. Navigation Buttons
Page navigation buttons allows Students to access the different areas of the Web Plugin. While this
seems practical it may lead prospective Students (and employers leaving feedback) to the wrong
section. It is up to each provider to decide whether to show or hide these buttons:

POWEMIro

Show Calendar Show List
Show entries
~ Start
Course Title Date
- Forest 14 Aug
Operations 2023
- Forest 18 Sep
Operations 2023
- Forest 16 Oct
Operations 2023
- Forest 20 Nov
Operations 2023

Showing 1 to 4 of 4 entries

Search:
e e 8 A N
wOMER 0w .
WM e .
2;;\;? W%Z;?:Zing 8 $1,500.00 a

VIOAtek

Creative Business Solutions

X)
Copyright ® 2023 Vidatek
Developed by Vidatek
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B Picture above — Online course list screen

6.8.2. Group Enrolments button
This option controls access to the Group Enrolment form. Most providers seem happy to capture
group enrolments, it is a convenient way for supervisors to organise group bookings in a particular
course. Should the RTO choose not to take group enrolments it’s just a matter of clearing this
option.

POWEMro e | e | o vy | o st

Student Enrolment Form

You are enrolling in a Forest Operations
© Course Start date: 14 Aug 2023

Please fill in the Registration form below. Fields with a red * are required.

Group Enrolment

1. student details 2. AVETMISS 3. Privacy Declaration 4. Finalise

Title

Given Names *
Sumarme *

Date of Birth *

B Picture above — Enrolment Form showing the Group Enrolment button
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6.8.3. Require Referral Field

The Referral Field is the ‘How did you hear about us?’ question on the last page of the enrolment
form. Set this option to enforce Students to populate this field when enrolling in a course.

POWeMro

Student Enrolment Form

‘You are enrolling in a Forest Operations

© Course Start date: 14 Aug 2023

Please fill in the Registration form below. Fields with a red * are required.

Group Enrolment

License?

How did you hear about us? *

Please Select

Additional Notes

Invaice Type

Company

This box must be ticked before you can submit the form.

™

reCAPTCHA
Pitvacy - Terms.

I'm not a robot

B Picture above —Enrolment form requiring the Referral Field
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6.8.4. Show Number of Seats Left in the Course List

This option shows/hides the Seats Left column in the Course List. It shows prospective Students how

many spots are left in a course.

IMPORTANT! To prevent course overbookings and to maximize course capacity, it is strongly
recommended to perform a Web Sync after Web Enrolments are imported or when Students are
manually enrolled, removed, or transferred into a Course. The Web Sync will ensure the Web Plugin
holds the accurate number of seats available for each course and, if applicable, list this number

against each Course online. Refer to Sync Web Course List on how to perform a Web Sync.

POWeMro

Show Calendar

Show 25 + |entries

- | Course Title

Forest

. Operations

Forest

= Operations

Forest

U Operations

Forest

= Operations

Showing 1 to 4 of 4 entries

~

Start
Date

14 Aug
2023

18 Sep
2023

16 Oct
2023

20 Mov
2023

End Date
14 Feb
2024

20 Mar
2024

17 Apr
2024

22 May
2024

0 D e e

- Location

WA Training
Centre

WA Training
Centre

WA Training
Centre

WA Training
Centre

-~

Seats
Left

~

‘@’VIDAtek

Creative: Business Solutions

Copyright © 2023 Vidatek

Developed by Vidatek

Search:

~

Price/Fees

N/A

N/A

N/A

$1.500.00

Picture above — Online course list screen

Group

-

<
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6.8.5. Show Course Start/End Times
Set this option to show the Course Start time and End time columns. This is calculated based on the

Course Scheduled Sessions as follows:

Start time: The start time of the first session of the course

End time: The End time of the last session of the course

POWemMmro
St

Show entries
~ | Course Title “ | StartDate
- Forest 14 Aug
Operations 2023
- Forest 18 Sep
Operations 2023
- Forest 16 Oct
Operations 2023
- Forest 20 Now
Operations 2023

Showing 1 to 4 of 4 entries

~

oo | e | L s | e sin

Seats
Locati -
ocation Left
WA Training a
Centre
WA Training a
Centre
WA Training 3
Centre
WA Training 3
Centre

‘_g"y’wmtek

Creative Busingss Solutions

Copyright @ 2023 Vidatek
Developed by Vidatek

~

Search:
~ Stat “| End * ~
Price/Fees time time Group
HiA 08:00 AM  04:00 PM L 3
MiA 08:00 AN 04:00 PM <
MiA 07:00 AN 03:00 PM -
£1,500.00 09:00 AM  05:00 PM &

B Picture above — Online Course list showing Course Start and End times

@
g
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6.8.6. Course Location
This option controls how the Course delivery location is listed. Some providers like to list the full
address while others prefer to list the location name or just the Suburb and State/Territory:

Course options

Course locakion:  |Show delivery location address -

Show delivery location address
Show delivery locakion name
iShow delivery Suburb and Stake

B Picture above — Delivery Location field options to list on the Web Plugin

e Show delivery location address (draws from the fields in yellow below)
e Show delivery location name (draws from the field in green below)
e Show delivery Suburb and State (draws from the fields in gray below)

Delivery Location

Delivery Location details

Trairing Organization Cervelo Training

Drelivery Location name |Su:uuth Metro Training Cenkre |
Address |4EuB Penqguin Rd |
Suburb Shoalwater

County sty alia -
AVETMISS code 00000z

Contact Person

Phone i) tobile FaxMa [

Email address
Active ﬂ

TSI Campus effective dates

Mates Effective from v
W hii .
FriuE e Effective to v
Copy Company Address Cancel

B Picture above — Delivery Location field options to list on the Web Plugin
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7. Learner Feedback

Learner feedback is an important part of the RTO compliance system. This data is the main input to
the Quality Indicators data (Registering Body Report).

The Web Plugin includes the endorsed Learner Feedback form. This should be given to students at
the end of their training programs. Much like the online Enrolments, the Learner Feedback files
should be downloaded and imported.

The Learner Feedback link can be found from the Home Menu, clicking on the Web button (1) then
select Learner Feedback (2).

[ ——.

w4 3 9@

B e e e
i e

Tainer  Invoices sl Beokmarks
Bt Scheduler  Payments -

Escape S | VETStudentlean  Links
Ervolnerts and Resus

CousaType. Seats eft AVETMSS  RAFT  Wieb WebFom
Pubkc wa

: Pukc

Pk ]
e

Heeee
Bis/6 8

[

Mew Erriment | EditErvoiment Cient Detods MGens v| BE v Ervomentdsts
Bock. Clent Name. Tap ClentiD USI Education Agent Company Wihraun Conpleted AQF D Qutcomes & Dates
Werkfiow
Catapuit
Liits of Sy

avETMSS
et

fices.

ContactLog

B Picture above — The Web menu showing the Learner Feedback item

Clicking on the above menu item should open the Learner Feedback form in your Internet browser.
The link to the Learner Feedback form is the same regardless of which course the student has

completed. Share this link with the students at the end of their courses to capture relevant Learner
Feedback.

For further information on downloading and importing Learner Feedback refer to this section.
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7.1. The Course Field of Education (Question 39)

Question 39 of the Learner Survey prompts the student for the Course Field of Education:

39 Which Field of Education does this feedback relate to?

Please select

Please select

AUTOMOTIVE ENGINEERING AND TECHNOLOGY

INFORMATION TECHNOLOGY NEC

MANUFACTURING ENGINEERING AND TECHNOLOGY

OTHER HEALTH

B Picture above — Learner Feedback Q39 example

Instead of listing all Fields of Education for all possible Courses, PowerPro only lists fields of

education relevant to the scope of your RTO. Please ensure that the Courses have the
AVETMISS>Field of Education accurately populated:

Course details

M ait Info
Admin Checklist
ok o
Scheduled Sessions
Attendance
Catapult
Trainers/Hesouces
Documents
Inwoicing
Campany Invoices
nits
WSL
AVETMISS
R&PT
Web

Report this Course W]
File Format

Funding Source Mational
Funding Source Stake

Purchasing Contract ID

Purchasing Contract Schedule

Specific Funding Identifier

School Type:

Field of Education {Learner Feedback) |[INFORMATION S¥YSTEMS

HAT

Course - AYETMISS Fields

B Picture above — Course>AVETMISS>Field of Education populated

To update the Field of Education list, via the Accredited Courses screen (2) open the Course Details
screen (3) and navigate to the AVETMISS tab (4). Select the appropriate Field of Education from the

drop-down list (5) and when done click on the OK button (6).
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©
Implement eroson and sedment control measures. e
Access, iz foresiry fied data
fellng ees

En-um

B Picture above — Accredited Course details screen with AVETMISS tab displayed

fRdiidiaiaaig
FEEFEEsEsELess
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7.2.The Course/Qualification (Question 40)

Question 40 of the Learner Feedback refers to the name of course completed by the student:

40 Which Course/Qualification does this feedback relate 10?

Please select

Please select

Adv Dip of Information Technology
Cert Il in Captive animals

Electric Bicycles Skillset

First aid Course

Lead Auditor Skillset

Other

None of the above

rEdse 5eTect

B Picture above — Learner Feedback Q40 example

To ensure the Course/Qualification list is current we recommend periodically checking the following

setting:

From the Configuration menu (1), click on the Application Options button (2), then click on the
Enquiries tab (3). To add a new course type, click on the ‘+’ symbol (4), then enter the appropriate
course details and click on the ‘tick’ symbol (4). When complete, click on the OK button (5).

g E L o & B LD EMoLoe

Close | MyContact Change Refresh UserRoles  Manage  Request Training Units of Unit
Exi

it Detsils  Password Pemissions  &Actions  Users  AccessKey | Organisation Competency Clusters

Escape Users

Mare charts avalable in Tools>Dashboard

Price Email Intemational VETUnits Module | Colours
- of Study  Mapping

i]” ;g | EncblearEss o *

Enable RAPT ]

[ Default values

AVETMISS/RAPT Links

Bookmarks

Application Cptions
35 RTD
Cliznis Course type
Frstaid Course
@W Envolmerts
Cert It in Captive animals
Unis of Compelency | earf auditor Selset
5 AQF Other
Cort Improwement | Adv DIp of Information Technology
Doc types St
2
Templates
Trainer
15
Contact Log
Comparies
10 I
Invoicing
Scheduler
5 Couse
[+ ] = [
— — e S
TBaul 13Ul 200l 210d 220u 2300 240 250
Web
VL Custom date field |Custom date ficld
Year to date enrolments and com| st Custom text field [Custom texct field
180 Sky
FoweilR
180 Tiaining Plans
140 ther
120
100
i)
&0
n [

e oK Cancel

134ug  TdAug 154w T

Admin notes

B Picture above — Application Options screen with Enquiries tab displayed

IMPORTANT! These changes will only apply on the next Web Sync. Refer to this section on how to

run a Web Sync.
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7.3.Learner Feedback Analysis

Once Learner Feedback surveys have been downloaded and imported, these can be reviewed and

analysed according to different satisfaction scales. Learner Feedback is often a valuable input for the
RTO continuous improvement process.

To access the Learner Feedback surveys, use the Tools>Feedback>Learner Feedback menu path.
The Calendar year text box filters the feedback records for programs completed in that year.

Clicking on a feedback record (5) loads the score across the different satisfaction scales (6).
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B Picture above — Learner Feedback screen
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8. Quality Indicator data (Registering Body report)

As per ASQA requirements the Quality Indicator data (or Registering Body report) is a compilation of
feedback received for training completed in the last calendar year. This report is due by the end of
each June every year. More information regarding RTO reporting requirements can be found here.

To generate the Registering Body Report use Reports tab (1), Compliance Reports (2) and Quality

Indicator data (3).
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B Picture above — Compliance Reports menu
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This will load the Learner feedback report parameters screen with relevant report filters and an

optional notes section:

Learner Feedback - Report Parameters

Report filters

Please chedk your Learner Feedback responses for the above calendar year to ensure there are no duplicated responses as this

Training Organisation 1422006 - Vidatek

Select Calendar Year 2023 .

Courses to report on <All Courses>

may skew the results,

.

Learner Population Count 134 =

[} We alsa collect Learner Feedback for Non-Accredited Training;

Employer Population Count 3 5

Explanatory notes

Spedfic contexts to consider
when interpreting the results:
{Max 300 characters)

How the data was used for
Continuous improvement:
(Max 300 characters)

An explanation of how the data was used to drive continuous improvement can be added here

There might be specific contexts to consider when interpreting the repart which can be added here,

oK Cancel

B Picture above — Learner Feedback Report Parameters screen
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https://www.asqa.gov.au/vet-registration/meet-data-provision-requirements/quality-indicator-reporting

The “Calendar Year” filter should be set to the previous year as providers typically report around

May or June.

The “Courses to report on” filter should be <All Courses>, as per image above.

The “Population Count” fields are calculated by PowerPro however the RTO can override this if

necessary.

The “We also collect...” check box helps PowerPro calculate the Population Count fields. Typically,
RTOs only collect Learner Feedback for accredited training.

Click on the OK button to generate the report:

Quality Indicator data (Regis tering body report)
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B Example of the Quality Indicator Data Report

The report should be exported as a PDF and then forwarded to the registering body.
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