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About this Document

About PowerPro RTO

PowerPro RTO is a training management system designed to help registered training organisations manage
their records in an easy and effective manner.

About this guide

This guide is designed to provide a quick reference for PowerPro RTO users. It covers the RTO day-to-day
tasks used on the operational side of VET record keeping.

Other references

There is a Frequently Asked Questions web site for PowerPro RTO which is also accessible from the Help
menu.

This guide can also be found online using the link below:

https://powerprorto.com.au/tms/op-guide.pdf
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1. Fundamental Concepts

PowerPro RTO allows you to track accredited and non-accredited training records. The main difference

between these is highlighted in the following table:

Accredited Courses

Non-Accredited Courses

Subjects/Outcomes

Units of Competency

In-house Modules

Recognition

National

None

Document issued

Qualification or Statement of Attainment

Certificate of Attendance

Example of Course Name

Certificate Il in Music

Employee Induction

Example of National Code

CUS20105

N/A

Part of AVETMISS Collection

Yes

No

Other differences

Units can be imported into the system

Modules must be entered into the system
by the user

Accredited Courses can be made of a couple of Units (for licensing purposes for example, e.g., Responsible

Service of Alcohol, white card, operate a forklift, etc) or they can form a full Qualification. In the first case

(usually referred to as “Short Courses”) Clients are issued with a Statement of Attainment upon completion

of the Course. On the other hand, when completing a full Qualification Course Clients are issued a

Quialification (Certificate I, Diploma, etc) as well as a Record of Results.

The following table summarizes which document(s) are to be issued depending on the Course type as well

as the Client outcomes:

Course Type

Documents Issued upon Completion

Example

Full Qualification

Qualification and Record of Results

Certificate IV in Music

Short Course

Statement of Attainment

Course in First Aid

Non-Accredited Course

Certificate of Attendance

Course in Employee Induction




2. Getting started

2.1. Logging in to PowerPro (Local Version)

‘s Welcome to PowerPro RTO SMS - Version 3.0.2023.1 - X

NOWEeMIro

Usemname
Pazsword
Database server localhost

Database filename database| -

Toaoks oK Cancel

B Figure above — PowerPro RTO login screen

When logging in to PowerPro all fields must be entered. If you have an empty field for Database server or
the Database filename, please lookup these values on another PowerPro workstation in your organisation.

In most situations Database server will be ‘localhost’ and Database filename will be an alias or the location
of the database, usually C:\Program Files\Firebird\Firebird_2 _5\RTOV3.FDB.

PowerPro RTO - Operations Guide Page 6 of 70



2.2, Logging in to PowerPro Sky

‘s Welcome to PowerPro RTO SMS - Version 3.0.2023.1 TS <
cCLouno
Usemame
Password
Database filename  database v
Security Code Aaaad
Tools 0K Cancel

When logging in to PowerPro Sky all fields must also be entered. If you have an empty field for Database
filename, please lookup this value on another PowerPro workstation in your organisation. The Security
Code is generally the RTO Code.

NOTE: These fields are not case sensitive.

2.3. Using Shortcut Keys

The PowerPro toolbar has shortcut keys set up by default to enable quick access:
database database] = - =K1

el Lj. j (5] be W o L Ta T Ta *

sre 2=

The shortcut keys as shown in the following table.

Shortcut Key Outcome

Esc Close: close the current window

F1 Clients: maintain or search client details.

F2 Enrolments & Results: maintain course enrolments and results.

F3 Enquiries: maintain enquiries.

F4 To-do List: Maintain list of tasks to complete

F5 Accredited courses: maintain accredited course structures and units of competency.




F6 Non-Accredited courses: maintain non- accredited course structures and in-house modules
F7 Training Plans: maintain individual client/enrolment training plans

F8 Client companies: setup and maintain client company information.

F9 Trainers: setup and maintain trainer and assessor information.

F10 Scheduler: calendar-based trainer-scheduling tool.

B Table above - PowerPro shortcut keys

2.4. Mandatory Fields

When entering data into PowerPro, mandatory fields are shown in red while optional fields are displayed in
black. You must enter a value for all mandatory fields to save a record in the database.

Code/ID Secondary 1D
Surnare Title v
Given names

Frefered name

Building name

Flat/Urit details

Street/Lot Mo. Street name

Suburb/Tawn W] Postoode Lookup
Postcode/State WA -
Campany <UINSPECIFIED > -+
Divizion <UNSPECIFIED > - +
Department <UNSPECIFIED > - |
Lacation <UNSPECIFIED > -+
Occupation -+
D ate of Birth - Gender -
Traineeship Org. -
Phone: Home (3 wiark () I abile:

Fax () Email B

SaF tag -




3. Creating New Clients

A student, or client, needs to be created in PowerPro before being enrolled in a course. To create a client,

from the Home menu, click on the Clients button.

Home | Reports  Tools
9 | @
o | @

Enrolments
and Results

Active Clents | v
Code  Sumame
Hew cliert Editclert
= Code/D.
Dther contacts S
AVETHISS Given names
Preferred name
Buikding name
FlaLinit detaie
Stieet/Lot Ho.
Subub/Toun
Postcode/Stale
Compary
Divisior
Contact Log B
Dacumert s -
Irteiriational Besupsion
sl Date of Bith
TCs1 Traineeship O,
Previous Emplopers Phone: Hore
Encuiies Fax
4P tag

Configuration  Help

@ n 252 m A N ry A

B 5 & B B 8 [E N W = i
Enquiries  To-do Accredited Non Accredited  Trainine g Client  Trainers. Trainer Invoices ualification  Qualification Web Power AVETMISS  RAPT
List Courses Courses Plans Companies  Assessors  Scheduler  Payments Rules Check - QR+~ Files Files:

Data Entry (F1 - F11) AQF Web Plugin | Doc. Validation AVETMISS/RAPT

Code/USI/D ‘Emai Mobile/Secondary D <UNSPECIFIED > Apply/Piehiesh | | Searchmore
Given Names Prefered Name US| Secondary D Date of Bith Matie Emal CompanyQigarisation
<Please use the above filters to search Clients>
SecondaryID QuikInfo
Title Active Courssls):
Last Uit completed o
Open Contact Logs
Balance:
Cliert Photo | v
Stestname G ¥
] Postcods Lookp Notes
Gender
Wtk Mobie
Emal m

B Figure above - Client screen

2 [l
= | P8 *
Educstion vsL Bookmarks
Agents ecAF - -
CRICOS | VETStudentLoan | Links
Division

Depattment

Lacation

To create a new client, click on the New Client button. The screen will go into Edit mode. Depending on

how PowerPro is configured within your RTO there are a number of tabs shown for adding new

information. The most common tabs are shown below. Enter all mandatory data in red.

Tab Purpose

Main Displays the client’s name, address, date of birth, contact details and company details. Client notes
and a photo of the client are also included. Fields displayed in red are mandatory.

Other Contacts Displays the clients postal and AVETMISS reporting address as well as emergency contact
information.

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical Standard
(AVETMISS) information for the client as well as the Surname Override and Given Names Override
fields.

Custom Displays custom client details as set up via the Application Options screen

B Table above - Client screen tabs




Home  FReperts  Took  Configuation  Help

- . n — —
'“”'i 3 O B @ 2 :‘; (=) V | o (] B N
Close Chients  Envolments  Enquiries To-do  Accredited  Non A Client Teainers Trainer Irwoices Qualffication  Qualification Web Power AVETMISS  RAPT Edut
et
T G Pekordtine US SeomioyD Daeuid Wb mal Compryori
-
L CodesiD Seconday ID Quick Info
Ohecartit  gomae
e i Aot Courelsl
AVETMIS Ve i
Cmtom Prefemed name Last Urit complsted on
vsL Bukdng name (=
Pt —
SueeuiLot No, Stieet name Crod y
SuaTomm Groihe e
Pt :
~| H
o=
~|
|
o=
Gender v
B Figure above — Client screen in edit mode

aoc]
cation
nts

CRICOS

*

Bookmarks

Locaten

Enter the client’s Surname and Given names. If their names are greater than 25 characters, then it is

recommended to shorten the names appropriately and then enter their full name details in the Surname

Override and/or the Given Names Override which is located under the AVETMISS tab.

Enter other known details such as Client Address, Date of Birth, Gender, contact Phone Numbers and

Email address.

Use the Company drop down list to attach the client to a company. If the company is not listed, it is
possible to add the company ‘on-the-fly’ by clicking on the blue ‘plus’ icon. This will display the Client

Companies screen where the new company details can be added and saved. The same is the case for the

Division, Department, Location and Occupation fields.

After all known details are added, click on the Other contacts tab.




Main Postal Address Ususal Residential Address {Used for AVETMISS reporting)

Other contacts
Care of | Same a5 main Mot specified Same as main
AWETMISS
Building name Building name
Custorn

v Flat/Urit details Flat/Unit details

o Strest/Lot No. Street hame Street/Lot No.
FO B Stieet name
Suburb/Tawn SuburbdTown V| Postcode Lookup
Fostcode State - Postcode/State -
Country - Country v

Emergency Contacts

Frimary Emergency Contact Overseas Emergency Contact
Caritact name Overseas Contact
Relationzhip Relationship

Phaone Overseas Phone

Ernail Overseas Email

Secondary Emergency Contact
Corntact name

Relationship

Phane

Ermai

B Figure above — Client screen Other Contacts tab

If the Postal Address and AVETMISS Reporting Address are the same as the Main Address, click on the
Same as Main button to copy the address details.

Enter the Primary Emergency Contact, Secondary Emergency Contact and/or Overseas Emergency Contact
if known.

After all known details are added, click on the AVETMISS tab.

[LET

Gender - USI verified
Other contacts
AVETMISS Unigue Student |dentifier Create US| Locate USI USI exempt
Custom City of Birth [for Locate LS only)
WEL
TCEI
Country of birth Australia -
Language otker than Englizh at home -
Indigenous status -
Diz:ability MO DISABILITY A
Highest schoal level completed -

Currently at school

Priar qualifications Not Specified v
Emplayrent category/status -
Study reazon -
Altemnative E-mail address (&4 8)

MCVER Survey status (&Y 8] -

Surname overide
Given names override

State specific fields <Mone> -

B Figure above — Client screen AVETMISS tab




Enter the client’s Gender and Unique Student Identifier (USI), if known, plus any of the other AVETMISS
related fields if these details are also known.

If you need to create a USI on behalf of the client, and you have received the client’s permission to do so,
then click on the Create USI button to open the USI Tool and create a USI. If the client has a USI but they
have not included it in registration, then you can attempt to locate it by clicking on the Locate USI.

Once all details are entered then click on the Save button to create and save the client details.

If further client details are provided at a later time, then click on the Edit Client button to edit the client
record and add this information.

Note: Clients can also be created on-the-fly when entering an Enrolment in PowerPro (see Adding Client to
a Course), imported from Web Enrolments (refer to the Web Plugin Guide) or imported from a
Spreadsheet.



https://www.powerprorto.com.au/tms/qh/PPwebguide.pdf

4, Qualification Rules

‘e PowerPro RTO 3.0.2023.4 (database database) - [Qualification Rules]

Hame Reports Tools Configuration Help

$ 3L 0 @M a &L B E LB e w | S W
Clu.se Clients  Enrolments  Enguiries  To-do Accredited  Mon Accredited  Training Client Trainers Trainer Imvoices Quallj}atlun Qualification Wb Power
Exit: and Results List Courses Courses Plans Companies  &ssessors  Scheduler  Payments Ruifids Check v QR ~
Escape Data Entry (F1 - F11} AQF “eb Plugin | Doc. Yalidation
Qualiication Fules Manage Qualifications and their required Units sty
List View
Show inactive Qualification Rules Hew Edit
Mational Code & Rule Name Active 5
123455 QLD Accredited Skilset el Rule name Diploma of Business Active ¥
ACM30317 ACMINI1T - Cert, 111 in Captive Animals AVETMISS
EEEmaD Biiema o Busiaes TCSI Qualiication level Advanced Diploma L3
BBSSO00E0 Lend Avdtor Sl set Dualfication name ~ [usiness
ICT30120 Cert IlTin IT Mational code BSBaO120
ICT40120 Cert ¥ in Info Techralogy Stieam [SYETHISS]

Stream [on Certificate]
Language

Transition Date v Teach out Date -

A Qualification Rule is designed as a fail-safe procedure to ensure clients are not issued a qualification
where the Training Package packaging rule has not been met. Qualification Rules are used to determine if
the client meets the packaging rule. Except for short Courses, all accredited courses in PowerPro must have
an active Qualification Rule attached to it, including Skillsets.

It is important that when creating accredited courses, the Qualification Rule is created first. The
Qualification Rule can then be applied to the accredited course.

4.1. Creating a New Qualification Rule

To add a new Qualification Rule to the database, click on the New button. There are two tabs for adding
new information (see below).

Tab Purpose

Main Displays qualification rule information including active rule name, qualification level and name,
national code, stream, language, transition and teach out dates. Fields written in red are
mandatory.

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical Standard

(AVETMISS) information for the course.

B Table above — Qualification Rule tabs

The input fields will contain no data. Enter data for all mandatory fields (labelled in red) and any other
relevant fields.




Detail View
Save Cancel
Main
Rule name
AVETMISS
Gualification level v
Qualification name
National code
Stream [AVETMISS)
Stream [on Certificate)
Language

Transition D ate W Teach out Date v

Enter the Rule name. This should be a brief description of what the qualification relates to, for e.g., “Cert
IV Info Technology”.

Select the appropriate certification level from the drop-down list in Qualification level, for e.g., “Certificate
v”.

Enter the Qualification name. This must be the same as the qualification name as listed on the
Training.gov.au website.

NOTE: You do not need to enter the qualification level in the qualification name field. Doing so will cause a
duplication error when printing certificates.

Enter any optional information if required.

Stream (AVETMISS) — enter the Qualification details here where it specialises in a particular area or if the
program name does not all fit in the Qualification name. This will be included in AVETMISS reporting.

Stream (on Certificate) — enter the Qualification details here where it specialises in a particular area, or if
the program name does not all fit in the Qualification name and needs to be printed on the Certificate.

Language — if the Qualification is delivered in a language other than English.

Transition Date — 12 months from the replacement training product is released no new enrolments can be
accepted into a superseded qualification.

Teach out Date — the date when continuing clients need to be finalised by.

After all details are added, click on the AVETMISS tab.



https://training.gov.au/

Detail View

Save Cancel
Main
Recognition status W
AVETMISS
AMZSCO [ dentifier v
Gualification categorny Y]
Gual. Field of Education v

Asszociated Course |d
Mominal Hours

VET Flag v

Select the Recognition status from the drop-down list. Depending on what value is selected will depend on
whether the other fields on this tab are mandatory or not.

Recognition Status Other fields mandatory?
11 — Nationally accredited qualification specified in a training package No
12 — Nationally recognised accredited course No
13 — Nationally accredited skill set specified in a training package No
14 — Other courses (not nationally recognised) Yes
15 — Higher-level qualifications (other than codes 11 or 12) No
16 — Locally recognised skill set Yes

B Table above — Recognition Status vs mandatory information required

If other fields are mandatory, then select the appropriate value from the drop-down list.

On completion of all data entry, click on the Save button.

4.2. Adding Qualification Rule Units

Each Qualification has several units that comprise that qualification. All core units and a number of elective
units need to be completed to achieve the qualification. Therefore, each Qualification Rule will have
several core and elective units to be added (except for some Skillsets). The units to be added will depend
on various factors including RTO scope and a trainer’s vocational competency to teach that unit.

NOTE: A Qualification Rule must be created and saved first BEFORE adding core and/or elective units.

4.2.1. Adding Core Units

To add Core units to a Qualification Rule, double click on the Core Unit Group in the Unit Groups section.




New Edit
Main
Fiule nme (Cert IV Info Technology
AVETMISS
Qualification level Certificate IV
Qualification name Information Technology
National code 1CT40120

Stream [VE TMISS]
Stream fon Certificate)
Language Engish

Transition Date v

Unit Group
Core

Elective

Teach aut Date v

Detail View

Unit groups

Total Units/Points
0
0

Required Units [Points

0
0

The Qualification Unit group screen will display where from here units can be added.

Unit Group detals

Urit group rame (Core units
Add Units Remove Unit | Remove all
Unit Code Urit Name

OUnits

Move to Unit Group:  <Select target group >

tovel

Cloze

Maximum Units/Points
Mot appicable
Mot appicable:

Clone Rule

Group actions

Click on the Add Units button to find and select the Core units for the Qualification Rule. Filter the list by

entering the unit code into the Filter by Unit Code pattern field.

If the unit is not found, you will need to import it.

import units into the system.

Add Units to Qualification Rule

Filter by Unit Code pattern— [ICT545

Urit Cods
ICTSAS305

Unit Narne
Provide ICT advice to clients

Refer to Importing Units for information on how to

List inactive units

Add to Dual. ule

ICTSA5432

Identify and resohee client ICT problems

ICTSA5317
ICT545522
ICTSASE0Z

Use network tools
Manage the testing process
Implement change management processes

Impart Units




When the unit has been found, highlight it, then click on the Add to Qual rule button to add the unit to the
Qualification Rule. The unit will then be listed in the Units to add to the Qualification Rule section.

Fiter by Unit Code pattern  |ICTS45 Listinactive units

Unit Cade Unit Mame Add to Qual. e
ICT545305 Frovide ICT advice to clients

ICT5A5432 Identify and resolve olient ICT prablems

ICTS45517 Use network tooks [
ICT5A5522 Manage the tesiing process

ICT545602 Implement change management processes

Units to add to the Qualification Rule

Unit Code Unit Name: Core/Elective Remove
ICTSAS432 Identify and resalve dient ICT problems Core

aK Cancel

When all units have been added click on the OK button.

Review the list of units and if complete, click on the Close button.
4.2.2. Adding Elective Units

Follow the same process as Core units when adding Elective units.

Specific only to elective units, when all elective units have been added, one extra step is required where the
Minimum Units/Points required must be set.

This is the minimum number of elective units required to achieve the qualification.

Qualification Unit Group - Edit Units

Unit Group details

Unit group name Elective units
Mirimum Units/Points required 0] o l
Add Urits Remove Urit | | Remave sl Move to Unit Group: | <Select target aroup= v Movel
Unit Code Unit Mame
ICTICTZ214 Operate application software packages
ICTICT215 Operate digital media technology packages
ICTICT219 Interact and rezolve queries with ICT clients
ICTICT216 Design and create basic organizational documents

NOTE: If all elective units need to be completed to achieve the qualification, then the Minimum
Units/Points required must equal the number of units listed!




4.2.3. Importing Units

If a core or elective unit is not listed to add to the Qualification Rule, then the unit will need to be imported.

PowerPro allows RTOs to import only the units they need relevant to their scope. This enables the RTO to

be more efficient as there is no need to scroll through irrelevant units.

To import units, click on the Import Units button in the Add Units to Qualification Rule screen.

Add Units to Qualification Rule

Filter by Unit Cade pattem | ICTICT|

Unit Code
ICTICTZ13
ICTICTZ14
ICTICTZ15
ICTICTZ16
ICTICT219
ICTICT221
ICTICT309
ICTICTHD
ICTICT:3
ICTICT426
ICTICT443
ICTICT451
ICTICTE08
ICTICTE13
ICTICTE18

Unit Code

Unit Name

Use computer nperating systems and hardware:

Operate application software packages

Operate digital media techrology packages

Diesign and create basic organisational documents
Interact shd resalve queries with ICT clients

dentity and use specific industy standsrd technolagiss
Creste ICT user documentation

|dentify and use industry specific technologies

Identify IP, ethics and privacy policies in ICT envinonments
|dentify and evaluate emerging technaologies and practices
“wiork. collabaratively in the ICT industy

Comply with [P, ethics and privacy policies in ICT envionments
Interact with clients on a business level

Manage the use of development methodalogies

Manage IP, ethics and privacy in ICT envionments

Units to add to the Qualification Rule

Unit Name:

List inactive units

Add to Qual. ule

Import Units

Core/Elective Remove

oK Cancel

When the Import Units of Competency screen is displayed, enter the unit to be imported in the Locate field
in the bottom left corner then click on the Locate button. When the unit has been found, check the Import
check box, then click on the OK button. The unit will be both imported into PowerPro and automatically

added to the Qualification Rule.




Impert Units of Competency X
Data File
S%Eﬂ Unit Filename  D:\pedrolAvetmiss3, 0ibinl234All Units Ext = Loaded: 90354
File: contents
Impart Unit Code: Uniit Narme: Field of Education Status Superseded on
ICTICT210 Operate database spplications 080905 Current
ICTICT211 Identify and use basic current industry specific technologies 080905 Superseded 19/07j2020
ICTICTZ1Z Incorporate Indigenous needs and perspectives into ICT environment 030311 Superseded 19/07 2020
ICTICT213 Use compuber operating systems and hardware 080905 Current
ICTICTZ14 Operate application software packages 08090S Current
ICTICT215 Operate digital media kechnology packages 080905 Current:
ICTICT216 Design and creats basic organisational documents 080905 Current
ICTICTZ19 Interact and resolve queries with ICT clients 120505 Current
ICTICT221 Identify and use specific industry standard technologies 080905 Current
ICTICT222 Research and share ICT solutions for Indigenous users 030311 Current |
ICTICT223 Install software applications 080905 Current
ICTICT224 Inteqrate commerrial computing packages 080905 Current
ICTICTZ2S Operate accounting applications 08090S Current
ICTICT226 Operate simple datahase applications 080905 Current:
ICTICT301 Create user documentation 020399 Superseded 19(07j2020
ICTICT30Z Install and optimise operating system software 020113 Current
ICTICT303 Connact internal hardware components 031305 Current
ICTICT304 Implement system software changes 031305 Current
ICTICT30S Identify and use current industry specific technologies 080905 Superseded 19/07 2020
ICTICT306 Migrake ko new kechnology 029999 Current
ICTICT307 Customise packaged software applications for dients 080905 Superseded 19/07)2020
ICTICT308 Use sdvanced Features of computer applications 080905 Superseded 19/07 2020
» ICTICT309 Create ICT user documentation 020399 Current :
CTICT309 Locate 0 unib(s) selected for import
oK Cancel

HINT! If multiple units need to be imported, find all units, and check each as you go before clicking on the
OK button. The number of units to be imported will be displayed in the bottom right corner.

4.3. Editing an Existing Qualification Rule

An existing Qualification Rule may require editing for several reasons. Where editing is required, find, and
highlight the Qualification Rule and click on Edit to add, modify, or delete information. Click on the Save
when completed to save the changes or the Cancel button to exit without saving.

If only units need to be added or removed from the Qualification Rule, there is no need to edit the record.
Follow the steps as outlined in Chapters 4.1.2 —4.1.5.

4.4, Deactivating a Qualification Rule

Over time a Qualification Rule may be superseded and is no longer required. A Qualification Rule cannot be
deleted, however it can be made Inactive.

To make a Qualification Rule inactive, click on the Edit button and uncheck the Active check box. On
completion click on the Save button.




WETMISS

Detail View

Rule name ‘Cert IV Info Technology
Qualification level ‘Cerhﬁate v
Qualification name ‘Infurmahun Technology

Mational code 1CT40120

Stream [AVETMISS) |

Stream [on Certificate]

Language ‘Eng\ish
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5. Master Courses

Master Courses are course templates from which to clone, or copy, from. The idea behind this concept is to
ensure consistency when creating Courses.

Master Courses can be created for both accredited and non-accredited courses as well as full qualification
and short-courses. RTOs are encouraged to create Master Courses for all Courses that the RTO offers.

Master Courses do not take enrolments, are not reportable and will not display on Web Enrolment lists
(where RTOs use PowerPro’s Web Plug In feature — refer to our website for more information).

Master Courses are configured in the Accredited Courses/Non-Accredited Courses window and are omitted
from the Enrolments and Results window.

5.1. Creating a New Master Course

Open the Accredited Courses screen.

To create a new Master Course, click the Course Actions button and select New Course from the drop-
down menu.

Home Repots Tools  Configumtion  Help

f z - " [ ] T [ — b. ¥ ) (] : )
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¥ GoupNersion Course date - Refresh Clear

Course D ations Cate
B cnun oz
3 conue noeaw
1106UT
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1106T
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DEFALLTLOCATICN akonos Ranver
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Wea TEST

2o LTERLRERRT ©
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The New Course screen will open. By default, the Master Course and Full Qualification checkbox will be
ticked.



https://powerprorto.com.au/

Mew Course

tdain Info
Cloud Assess
AVETMISS
RAPT
‘el

Course - Main Infarmation
Course ID 2021061

Master Course ¥ @)

Full ualification ¥ @) Profile

Qualfication Rue | Gt publc A
Qualfication level - Colour coding Whie v -
Hational code Maximum Seats 0e
Frogram name

Groupiersion R

Start Date 11/03/2023 . Use Training Flans [+

End Date - LMS Days from RS Start -

Completion Document AQF Qualification | Statement of Attainment 1234567890123456 789012345
Training Organisation -
Delivery Location -

Hates

approval Status >

See o LM ackiviey
(e Traner) & v

ak Cancel

The New Course screen contains several tabs for adding specific course information.

Tab

Purpose

Main info

Displays general course information including course ID, qualification/level, name, version, dates,
and training organisation. Fields written in red are mandatory.

Cloud Assess/Moodle

Cloud Assess/Moodle integration fields

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical Standard
(AVETMISS) information for the course.

RAPT Displays Resource Allocation Program for Training (RAPT) identification code for the course. For
selected WA RTOs only.

Web Displays web publishing options

B Table above - Accredited course tabs and their purpose

The Main Info tab will be displayed as the default tab. The input fields will contain no data. All fields
labelled in red are mandatory.

The Course ID field will appear grey and cannot be altered as PowerPro will automatically assign a Course

ID.

Below the Course ID field and Master Course check box is the Full Qualification check box. If the course
does not offer a qualification (Short Courses), uncheck this check box. The Qualification Rule field will

automatically disappear, and the Qualification Level field below will appear grey and contain the word

‘Course’.

If the course offers a qualification and an appropriate Qualification Rule has been created (see Chapter 4),

then select the Rule from the drop-down list. Selecting the Qualification Rule will automatically pre-fill the
Qualification level, National code, and Program name.




The National Code field can be left blank if there is no qualification (Short Courses).
For Master Courses the Group/Version field should be left blank and only filled in when cloning the course.

The course Start Date will default to today’s date. Select the course’s Start Date and End Date from the
dropdown calendars reflecting the typical Course duration of this Course.

NOTE: The Start Date and End Date of a Master Course are to denote the length of time the course will
take to complete. The actual dates are irrelevant.

The Completion Document field will be greyed out where the course is marked as a Full Qualification. The
document will automatically default to “AQF Qualification / Statement of Attainment”. This cannot be
edited.

Where the course is not a Full Qualification, select the appropriate completion document from the
dropdown list.

Use the Training Organisation dropdown field to, select the Training Organisation.

Use the Delivery Location field to specify the default training venue for this Course. If the Delivery Location
is not listed, a new location can be added by clicking on the blue ‘cross’ icon to the right of the field. This
opens the Delivery Location details window and contains the necessary fields for inputting new delivery
location information. Enter the mandatory fields and click OK to save the information or Cancel to abandon
the changes and return to the previous window.

An example course with appropriate data entered is shown below:

New courby x
Main Info Course - Mai Information
Cloud Assess
Course ID 2021061
AVETHISS
RAPT Master Course V] @)
e Full Qudfication ¥ @) Profile

Qualfication Rule Cert I¥ in Info Technology . Course Type Public -
Qualficatian lzvel Certiicate [ - Colour coding Agua v
National code LCT40120 Maximum Seats 0
Program name Information Technology

. Other settings

Start Date 15/03/2023 . Use Training Plans [«

End Date 15/03/2024 - LMS Days from CRS Start -
Completion Document AQF Qualfication / Stabemen: of Attainment 12345676901 2345676901 2345

Training Organisation  Midwest Jazz Schocl

Delivery Location Boulanger Learning Centre « |4

Motes |

Approval Status

See o UAC ackivit:
e Trainer) & v

oK Cancel

B Figure above - New Course screen

Other fields to be considered and updated, if necessary, include:

Colour Coding — select a colour to differentiate courses in the Enrolment and Results screen.




Maximum Seats — the maximum number of clients per course. Zero indicates that an unlimited
number of clients can attend the course.

Use Training Plans — tick this checkbox if your Training Plans are applicable to this Course.

Select the AVETMISS tab to enter relevant Australian Vocational Education and Training Management
Information Statistical Standard data for this course.

Select the RAPT tab (for selected WA RTOs only) to enter the Resource Allocation Program for Training data
for this course. You can enter the CPD ID into the blank field and specify whether the course is an
apprenticeship/traineeship.

Once you have finished entering data for the new course, click the Save button. A new Master Course will
be created in the database.

The Accredited Courses screen will then automatically refresh and show the newly created Master Course
in the Master Courses tab. To return to the Accredited Course list, click on the Master Course button and
select Courses.

decreced Courses

Master Courses | v Actve v || AlStates &Tenitories * ©DMatcoderiie T [GroupfVersen Course date = Refresh Cear Course Actons

Course D Matianal Code. Guafication Level _ Frogram name. Grouplersion StatDeie v  Endlate locsten Traners) Course Type AvETMISS RAFT Web  Web Fom Statzs
4 C2021164_ TCTE0220 | Advanced Diploma  Information Technoiegy 15/03/2023 15/03/2024  DEFALLT LOCATION Publc - WA Active

B Figure above — Accredited Courses screen with Master Courses tab selected

Actve. v |MiStates hTerriborles v T0Mat code T ¥ |croupversion Course date - Refresh Clear Course Actans

g
1

Qualfcanon Level  Frogram rame Grpfverson
[ sdvercedDigkma  Information Techskegy

Trainer(s) Course Type. AvETMISS RapT ek weh Form

H

3uan Sanchez ¥ilaobos Ramrez Publc
o Sachez Vlaiobos Ramrez Publc

ekl
SOE6
xxEz
LR

Informaton Technskagy

B Figure above — Accredited Courses screen with Courses Type tab options displayed

5.2. Copying Qualification Rule Units
Once the Master Course has been created, the course units need to be added to the course.

To do this from the Accredited Course screen find and highlight the Master Course. Then click on the Copy
Qualification Rule Units button.

4 3 o v & - s & 4 O be ™ o Ll : ¥ s fl—j *

Qualification  Quslification Vieb Power

Clients  Envolments  Enquiries  To-do  Accredited  Hon A
Con

ted Teining  Cli ers  Tainer  Invai alifc sl
Exit and Resuhs Ust  Courses ou Plans  Companies Assessors Schedules  Payments Rules Check - aR~
Escope Dt Entry (F1 - F11) AcF Vieb Plugin  Dee. Velidation

feciedied Cowses

Master Courses v actve. || A1 Seates 8 Temtores | v | 1760220 ¥ [croupiverson Course dste v Aeeh Clear Course Actens

National Code Quafication Level  Program name Grouperson StartDate ¥ EndDate  Location Traner(s) Course Type AVETMISS RAPT Web Wb Form Status
& icTeoz0 11 Advanced Dyloma. nformation Technogy SRYDZ SO DEEALTLOCKTION Futic F actne

Course urits (D Mandatery, 0 Optional)

Units of ComDetency | Add Uity ta e Course | Remove Uinit(s) rom the Course | | Copy Qualiestion Auie Units. |

Unit Clusters Unit Code. Uit Name: Pa Sorter Imported  StartDate  Trainer Furded hours. Default Delivery modes AVETMISS Resouree Fee RAPT Export Current Superseded by

The Import Qualification Rule Units screen will be displayed where units can be reviewed and confirmed
ready to be added to the Master Course.




Impart Units from Qualification Rule

Qusicaton P .
Unit list:

Unit Code Unit Name: [ Check all |
= Core | Un-heckal

BSBCRTE11 Apply critical thinking for complex problem solving

BSBTWKS02 Manage team effectivensss

7
i

BSBXCS402 Promate workplace cyber security awareness and best practices
ICTICTE08 Interact with dients on a business level
ICTICTS18 Manage IP, ethics and privacy in ICT environments

&a&a&@i

ICTSADE09 Plan and manitor business analysis activities in an ICT environment

v Group : Elective [Min. Units: 8]
M ICTICT426 Identify and evaluate emerging technologies and practices
™ 1CTICT430 Apply software development methodologies
M ICTICT435 Create technical documentation
o 1cTICT443 Work collaboratively in the ICT industry
M ICTICT443 Use version contral systems in development environments
o 1cTICT4s1 Comply with TP, ethics and privacy policies in ICT environments
M ICTICTS517 Match ICT needs with the strategic direction of the organisation
M ICTICTS23 Gather data to identify business requirements
™ ICTICTS32 Apply IP, ethics and privacy in ICT environments

Common Fields

Start Date 15/03/2023 R

| Ok | ‘ Canesl

B Figure above — Import Units from Qualification Rule screen

Click on the OK button to add the units to the Master Course.

g 8 9o 8F a8 L o3 #E 4 E o b w & m Ty Ty @ O ok

Cose  Clents Envolments Enquiriss To-do Accredited MonAccredited  Tisneng  Client  Womners  Traner  Ivoices | Qualiicstion  Qualfication | Web Foveer AVETMISS RAPT | Education vsL Bockmarks
Exit and Results Lt Courses Courses Plans  Companies Assessors Schedhuler  Payments Check R~ Fies  Fies  Agents eCAF - -
Escape Data Entry (F1 - Fi1) AQF WebPlugin | Doc. Velidation | AVETMISY/RAPT | CRICOS | WETStudentloan | Links
Acciecied Coueses
Master Courses v Actve * MiStatesBTembones v 1CTEQLIC ¥ |awwpeson Course date . Refresh Clear Course Actions
Notional Code Qualfcaten Level  Program name: Groupfiersion StertDate *  EwdDate  Location Trainerts) Course Type METMISS RAPT Web  Web Form Stais
< 1cTe0220 [0 Acvanced Dploma  Informaton Techndlogy. 15032023 15032024 DEPALLTLOCATION Pubic o w Actve.
Course units (5 Mandatary, 5 Optonal)
Units of Competency | addunits tathe Course | from the Course Uit Actins.
Unit Custers Unit Code Uit Hame P4 Sorter Inported StartDate  Trainer Funded hours Defaut Delvery modes AVETMISS: Resource Fee RAPTExport Curent  Supersededby
{_ssacrmens ooy ) 1503 & inemal I o__ves Currert 1
BSETWHS02 Manage team effectvensss ® o @ Intemal I 0 e Current
BSENCS02 Promate workplaze cyber seaunty awareness and best practoes ® o o sl & 0 ves Current
KcTicTs0s Intheact wilh cients on a business evel ® o o Intend ) 0 te Curent
ICTICTS 18 Manage IF, ethics and privacy n ICT emvranments . 0 E L & o Yes Current
1CTSAD60S Bier ane mritor usness analyss sctitis n an ICT mrerment ® o o Interdl & 0 e Current
TS idenfy and evaluate smeroing technokogees and practies ® o @ i & 0 e cument
KeTicTam Hopiy sofimane development metoddoges ® o 2 ntemd & 0 e Curent
KT Create tectrical documentation ® o 0 e & 0 ves Current
ICTICT443 Work colaberatively n the ICT ndsery ® o ER ] I 0 v Current
KcTcTes e version contrl systens in development envcrments ® o N e ) 0 re et
ICTICT451 Camply with 1P, ethics and privacy poles n ICT environments ® o &0 Internal - 0 es Curent
oS Match ICT needs with the strateqic drection of the orgarisation ® 0 0 Intemd ) ) Gurrent
ICTICTS 33 Gather data to identify business requrements ® 0 = Internal - 0 tes Current
rahetey ety T, thics e privcy s ICT s ® o 2 intema ) 0 e Curent

B Figure above —Qualification Rule units shown added to the Master Course

5.3. Editing a Master Course

To view/modify course attributes just double-click on the relevant course in the course list panel. This will
open the Course details window with the following tabs.

Tab Purpose

Main info Displays general course information including course ID, qualification/level, name, version, dates,
and training organisation. Fields written in red are mandatory.

Workflow Displays course stages and tasks structure for this course.
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Scheduled Sessions Displays date, day, time, location, trainer, and unit(s) studied.

Attendance Displays and allows editing the student attendance for the course.
Trainers/Resources Displays trainers and resources used for the course.
Docs Displays a list of any documents attached to this course. Good document candidates are student

and trainer signed class roles - do NOT use this to store course material/content documents

Invoicing Displays invoicing information, including by course or unit, GST option and total fee (exclusive of
GST).

Company invoices Displays invoice and payment details (Not applicable to Master Courses)

Units Displays units in the course.

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical

Standard information (AVETMISS) for the course.

RAPT Displays Resource Allocation Program for Training (RAPT) identification code for the course.

WEB Information about if and how the course is to be displayed online.

B Table above - course tabs

The screen will open on the Main Info tab by default. Refer to the previous chapter on making
modifications to this information in this tab.

Select the Workflow tab to view and make changes to the course workflow. More information on
workflow can be found in the Workflow Guide located in PowerPro via >Help >User Guides >Workflow
Guide.

Select the Scheduled Sessions tab to view and edit course session details. Here you can click New Session
to create an extra session. You can input and edit relevant information in the Trainer, Course, Units,
Location and Caption fields, and specify start and finish times for the session.

To view units in the course, select Units tab. This will display unit codes, names, and dates. A red circle
signifies a mandatory unit; a blue circle denotes an optional unit. An orange circle means that the unit is
not included in the Qualification Rule (refer to Adding Qualification Rule Units on how to add a unit to a

Qualification).
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6. Cloning Courses

After creating a Master Course, the next step is to clone the course. This means taking an exact copy of the
Master Course which can then be used to enrol clients into.

To clone a course, first open the Accredited Courses window and set the Filter Course dropdown to Master

Courses.

Highlight the Master Course to be cloned and click on the Course actions dropdown button (top right of the

window) and select Clone course.

Home Repods Tools  Configuntion  Help
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B Figure above — Clone Course from Course Actions dropdown

The Clone Course offer window is displayed.

Clone Course offer

Original Course

Course ID:
Course Title:

Group/Version:

Course doning options

MNumber of Courses to create:

First Course Date:
Space by (days):
Clone Course Sessions

Clone Course Documents

Preview Course Dates

Delivery Location

Select Delivery Location:

C2021164

Information Technology

1 B Clone # Course Start Date Week Day
= i1 16/03/2023 Thursday
16/03/2023 v
1 B
DEFAULT LOCATION -
ok Cancel

B Figure above - Clone Course offer input window

The Clone Course offer screen allows cloning of multiple courses at once. By default, the number of

courses is set to one (1).
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Number of Courses to create allows a multiple of courses to be created at once.
First Course Date is the start date of the first course.

Space by Days allows the time between course start dates to be entered. For example, if you wish to run
courses every two weeks then the Space by Days should be set to 14, every month 30 etc.

The Preview Course Dates button will show a list of the number of clones, the start date, and the day of the
week the course commences.

The appropriate training location can be set via Set Delivery Location.

For example, if it is known that six courses need to be created every two weeks starting on a Monday the
Clone Course offer screen would look like below:

Clone Course offer

Original Course
Course 1D: C2021164
Course Title: Information Technolog
Group/Version:

Course doning options

Clone #  Course Start Date Week Day

Mumber of Courses to create: 6 s
= 1 20032023 Monday
First Course Date: 20/03/2023 - 2 3/04/2023 Monday
2 3 17/04/2023 Monday
Srze iy (k = v 4 1/05/2023 Monday
Clone Course Sessions z 15/05/2023 Monday
6 29052023 Monday
Clone Course Documents
Preview Course Dates
Delivery Location
Select Delivery Location: EFALLT LOCATION -
oK. Cancel

IMPORTANT NOTE: Once a course has been cloned, that course becomes independent of the Master
Course. IF you make a change to a Master Course AFTER a course has been cloned, the changes to the
Master Course DO NOT automatically propagate to those cloned course(s). You will need to update the
cloned course(s) manually.




7. Course Units

The course units table lists the units made available to students enrolling in the selected course. The units
are colour coded with a red circle to denote a mandatory unit, a blue circle to indicate an optional unit and
an orange circle to denote that the unit is not part of the qualification rule.

Course units (3 Mandatory, 0 Optional)

Units of Competency Add Units ta the Course Remaowe Unit(s) Fram the Course Copy Qualification Rule Units Unit Ackions
Unit Clusters Unit Code Unit Mame /0| Stark Date  Trainer Funded hours Defaulk Delivery mads AYETMISS Current Superseded by
7101 sl thinking techriques 0 |2 | corent |
- BSEWHS201  Contribute to health and safety of self and others @® 19/0zi2020 20 CLASSROOM-BASED )b’ Current

CUAACDI0L  Use basic drawing techniques @ 19/0zf2020 =] ,b’ Current

B Figure above - Course Units of Competency panel

To add more units to the Course, click the Add Units to the Course button:

Step 1 - Select Units to add (=]
Which Units would you like to add to the Course? L'.I_L..I_I‘_l
Select Unit Code Unit M arme Active
3 Monitar environmental and inability best practice in the automotive mechanical industry
AURETR2012 Teszt and repair bazic electical circuits W
AURT25014 Apply ervironmental regulations and best practice in the marine service industry ~
BSBADMADRE Organize meetings ¥4
BSBADMEOZE tanage meetings '
BSEADMS04E Plan or review administrative systems ~
BSBADMEOEE M anage buginess document design and development "
BSBCCO405:4 Survey stakeholders to gather and record information '
BSBCUSZME Deliver and monitar & service to customers ~
BSBCUSAME Coordinate implementation of customer service strategies "
BSECUS4024 Address customer needs ~
BSBCUS40ZE Address customer needs ~
BSBCUSA034 Implement cuztomer service standards W
BSEFLM3I0IC Contribute ta effective workplace relationships ~
ESEHRER AM24, Rercrmit seleet and induct staff W T
Mest LCancel

Select the unit(s) you wish to add to the course.




Add Units to Course 117 - Training And Assessment

Step 2 - Unit type and Unit start date

sl
Set Units as mandatory or optional. I_T_I_I‘_l
Set Units start date,

Uit Code Uit M arne Mand. /Optional  Start Date

anitar environmental and sustainabiliy best practice in the automotive mechanical indus!

Back Finizh LCancel
Select whether the unit is mandatory or optional by using the drop-down box provided. Once completed,
click Finish.
To delete units from the Course units list, select the course and click Remove Unit from the Course.

Click the Copy Qual Rule Units button to restructure a course by copying units associated with an existing
qualification rule.

7.1. Units Marked Orange

A unit with an orange circle denotes that it is not part of the Qualification Rule.

This can occur when a unit is added to the Accredited Course but has NOT been added to the Qualification
Rule. If a unit shows as orange, it will not be included in any certificates printed for clients.
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If a unit is showing as orange and it is expected to be showing as either red or blue, then the unit needs to
be added to the Qualification Rule (refer to Adding Qualification Rule Units on how to add a unitto a




Qualification). After adding the unit to the Qualification Rule ensure to refresh the Accredited Courses
and/or the Enrolment and Results screen to see the changes.
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8. Accredited Courses

‘e PowerPro RTO 3.0,2023.4 (database database) - [Accredited Courses]

Home Reports Tools Canfiguration Help

P L 9 8F a8 & BB 4 B o M w | & m

Close Clients  Enrolments  Engquities  To-do Accredﬁ}d Mon Accredited  Trzining Client Trainers Trainer Irwices Qualification  Qualification ek Pover
Exit and Results List Courses Courses Plans Companies  Assessors Scheduler  Payments Rules Check < QR ~
Escape Data Entry (F1- F113 AQF “eb Plugin | Doc, Validation

Accredited Courses

Courses v Active w | | All Skates & Territaties | w | |IDfNat code/Title h 4 GroupjYersion Course date T Refresh Clear

Course 1D & Mational Code Cuialification Level Progran name Group/Version Start Date
@ 0007615 ACMID3L7 . Certificate IIT Captive Animals STARTING 2022 GERO 7io9f2020
@ 2021005 HLTAIDO11 . Course Provide fisrt aid GERO OCT 2023 26/10f2021
S c20z1008 123455 . Course Trre lopping in FMG 12021
@ 2021007 HLTAIDO11 . Course Provide Fisrt aid DEC GEROD 21242021
@ 2021008 . Caourse Provide fisrt aid DEC GERO 10/12/2021
@ 2021009 ACMI03L7 . Certificate 111 Captive Animals SRTARTS JAN 2023 10f01fz02z
@ 2021011 BSESS00090 Skill set Lead Auditor 10f0zfz02z

Use the Accredited Courses window to create/modify/clone any courses based on units of competency.
These courses can either be AQTF qualifications, licensing courses (e.g., First Aid, RSA) or accredited courses
(any of those with a National code such as 1234QLD). From the Accredited Courses screen, you can also
manage the mandatory and optional units in a course, maintain the list of units in the system and
view/modify unit details.

The Accredited Courses screen displays:

e Alist of master courses
e Alist of courses (active / archived courses)
e Alist of the course units (for the selected course)

The course list panel appears at the top of the screen, just below the main menu (red highlight), while the
course units shown for the selected course are further down (green highlight).




“ PowerPro RO 3.02023.1  (database database) - [Accredited Courses] -&ax
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Close  Clients Envolments Enquines To-do  Accredited Mo Accredted  Trining Taines  Tainer  Imoices | Qualification Guabficaton | Web Power AETMISS RAPT | Education w Bookmarks.
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Escape Data Entry (F1 - F11) AGF Vieb Plugin | Doc. Validation | AVETMISSRAPT | CRICOS | VET Student Loan | Links
#cciedied Courses
Courses - Actve. + [Astates B Terrteres | v [Dtistcoce/tite | Groupersen Couse date < | Refien G Course Actims
Course 1D National Code. QualficationLevel  Program name GroupjVersen StartDate & EndDate  Location Trainer(s) Course Type AVETMISS. RAPT Web  Web Form Status
Bcnn 1062eT Cersfcate Iv Offerne Cyber Senurty 1022023 08023 Perth Campus. uian Sancher-wlalobes Ramre Public o v .
B cozus oeasn cersfeate 1 Fre Protectin Inspection snd Testg 6M2223 100202 DEFMATLOCATION 2usn Senchez-ialobos Ramier Pubic #  w v B nesee
3 cozumwn wRrguint B course Workpiace Qualfcations 60223 13022023 Perth Canpus Montgomery Bus Pubic & w Actee
B8 2021071 HLTSS00068 | BT e pationsl First Aid Sl Set 60272023 12/02/2023  Training Centre uan Sancher-Vilslobos Raminer Puble v B Wi e
38 cozwe2  AURSS00052 il set. ‘Electrc Biydes Sifl Set WEB TEST R TP P 403(023  Perth Campus. uan Sancher-vikalobes Ramrez Publc # owa B w Acwve
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B c021084  AURSSD0D62 Sl Set. Bleciric Bicydes Skl Set 7022023 1303/2023  Perth Campus uan Sanchez-Wilalobos Ramirez Publc » WA B w1l Actve.
B 021072 HLTSS00068 | EEES Ocrupstonal First Ad Sl Set 2032023 §0Y2023  Perth Campus. uan Sancher-vilalobos Ramirer Puble rl wa v B actve.
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3 c:02u07 HTSS00088 B s et ‘Ocpotional Frst Ad S Set MQI Y Perth Campuss i e Wil R Pubic #  wa 7 B we Ackee
88 C2021085  AURSS00062 skl set. Electr Biydes Sill Set 27K03:023 10/04/2023 _ Parth Campus. uan sanchez-vikalobes Ramwez Public ) B w1 Acwve
| conzi18 _ icTe0za0 Advenced Dploma_ Information DEFALLT LOCATION Jusn Ramwer P & war Y Actve
& co21103  wREQDIDL B course Workplace Qualfications. 304/2023 10/04/2023  Perth Campus. Montgomery Burs Publc Il WA Actve.
B coon cres21 | [ Fire Pratecton Inspecton and Testing 3042023 042023 Training Centre ian Sancher-Vilslohos Raminer Puble s WA B Aatve
B8 C202086  AURSS00052 il set ‘Electrc Bicydes Sifl Set 54 VERSION 1052023 15052023 5ARegeonsl uan Sanchez-vikalobes Ramirez b B wa Acwve
Course uns (5 Mandatary, 9 Opsonal)
Units of Competency | AddUnitatathe Cowrse | Remave Lnita) from the Gouse | Copy Qualfication Ruke Lt Nt Actins
Unit Clusters Uit Code Unit Name MO Ingorted  StartDate  Tramer Funded hours. Default Delvery modes AVETMISS Resource Fee RAPT Expart Current ‘Superseded by
BSBCRTELL Apply crtcal thinking for eomplex probiem sching (] 1042023 0 Intemal i 0 tes Current
BSETWS02 Manage team effectiveness . 13 ] Intemal » 0 res Qurent
ssmcsaz . 10423 0 el & 1 e Current
ICTICT426 Tdenhfy and evakiate emergng technalogies and practices L] 1042023 ] Intemal rd 0 ves Current
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icTicTas Creste techrical documentaton . 1oszmas v el i 1 e arent
KcTicTa4 ‘Work colaboratevely i the ICT dustry . 1osyaas 0 ntemal & 1 e Curent
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KcncTes Manage I, e8ucs and privacy in ICT envrorments . 10423 0 el & 1 e Current
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Figure above The Accredited courses screen

When a course is selected it is possible to add units to the course (deleting a course units is disallowed if
there is a result entered for that unit in the course). You can do this by clicking on the “Add Units to the
Course” or “Remove Units from the Course” button.

To view different course lists, click on the List Courses dropdown menu (second from left), and click on

Active courses, Archived courses, or Active & Archived to display desired courses.

You can also enter data in the fields on the top line of the Accredited Courses panel to filter courses

accordingly.
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8.1. Adding a New Accredited Course

Adding a new Course manually is discouraged. The recommended procedure is to clone the Master Course
—refer to the Cloning Courses chapter. Should you still want to create the new course manually, please
follow these instructions:

To add a new course to the database, click the New Course button to open a Course details window which
contains several tabs (see below) for adding new course information.

Tab Purpose

Main info Displays general course information including course ID, qualification/level, name, version, dates,
and training organisation. Fields written in red are mandatory.

Cloud Assess/Moodle Cloud Assess /Moodle specific integration fields

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical Standard
(AVETMISS) information for the course.

RAPT Displays Resource Allocation Program for Training (RAPT) identification code for the course.

Web Displays web publishing options

B Table above - Accredited course tabs

To begin adding a new course to the database, select the Main Info tab. The input fields will contain no
data.

The Course ID field will appear grey and cannot be altered because the computer will automatically assign a
Course ID.

NOTE: Uncheck the “Master Course” field. Creating a Master Course is covered in Chapter 5.

Below the Master Course check box is the Qualification check box. By default, the Qualification check box
is ticked. If the course does not offer a qualification, uncheck the Full Qualification check box. The
Qualification Rule field will automatically disappear, and the Qualification Level field below will appear grey
and contain the word ‘Course’.

If the course offers a qualification and an appropriate Qualification Rule has been created (see Chapter 3),
then select the Rule from the drop-down list. Selecting the Qualification Rule will automatically pre-fill the
Qualification level, National code, and Program name.

Enter data for all other mandatory fields (labelled in red) and any other relevant fields.




Mew Course x

Main Info Couurse - Main Information
Cloud Aissess
AVETMISS
RAPT fiaster Coursei [ @)

L9ED Full Qudlfication ¥ @) Profile

Course ID 2021062]

Qualiication Rule v Course Type: Public

Qualficatian level - Colour coding hite [x o
National code Maximum Seats 0
Program name

- Other settings

Stark Date 11/09/2023 - Use Trairing Plans

End Date . LMS Diays from CRS Start

Completion Document AQF Qualfication / Stabement: of Attainment 12345675001 2345678901 2345

Training Organisation

Delivery Location 255

Nokes

Approval Status M Fee o UAC activit
(el Trainer) £ L

0K Cancel

B Figure above - The New Course screen

In the National Code field, enter the appropriate national code for the qualification selected above. This
can be left blank if there is no qualification.

Enter the course version in the Version field.
Select the course’s Start Date and End Date from the dropdown calendars.

In the Completion Document field, to enter a completion document for a course with no qualification,
select the appropriate document from the dropdown list. If the course has a qualification, a completion
document will be automatically assigned when you selected a particular qualification. This cannot be
edited.

To choose a training organisation in the Training Organisation field, click the dropdown list and select the
desired organisation.

Use the Delivery Location field to specify the course’s location. If the Delivery Location is not listed, a new
location can be added by clicking on the blue plus icon to the right of the field. This opens the delivery
Location details window and contains the necessary fields for inputting new delivery location information.
Enter the mandatory fields and click OK to save the information or Cancel to abandon the changes and
return to the previous window.

Select the AVETMISS tab to enter relevant Australian Vocational Education and Training Management
Information Statistical Standard data for this course.

Select the RAPT tab (for selected WA RTOs only) to enter the Resource Allocation Program for Training data
for this course. You can enter the CPD ID into the blank field and specify whether the course is an
apprenticeship/traineeship.

Once you have finished entering data for the new course, click the Save button. A new course record will be
created in the database.




To view course lists, click on the List Courses dropdown menu, and click on Active courses, Archived

courses, or Both to display desired courses.

You can also enter Pattern Match and Version data in the fields on the top line of the unit-based courses

panel.

8.2. Editing an Existing Course

To view/modify course attributes just double-click on the relevant course in the course list panel. This will

open the Course details window with the following tabs.

Tab Purpose

Main info Displays general course information including course ID, qualification/level, name, version, dates,
and training organisation. Fields written in red are mandatory.

Workflow Displays course stages and tasks structure for this course.

Scheduled Sessions

Displays date, day, time, location, trainer, and unit(s) studied.

Attendance

Displays and allows editing the student attendance for the course.

Trainers/Resources

Displays trainers and resources used for the course.

Docs Displays a list of any documents attached to this course. Good document candidates are student
and trainer signed class roles - do NOT use this to store course material/content documents
Invoicing Displays invoicing information, including by course or unit, GST option and total fee (exclusive of

GST).

Company invoices

Displays invoice and payment details.

Units Displays units in the course.

AVETMISS Displays Australian Vocational Education and Training Management Information Statistical
Standard information (AVETMISS) for the course.

RAPT Displays Resource Allocation Program for Training (RAPT) identification code for the course.

WEB Information about if and how the course is to be displayed online.

B Table above - course tabs

Select the Scheduled Sessions tab to view and edit course session details. Here you can click New Session

to create an extra session. You can input and edit relevant information in the Trainer, Course, Units,

Location and Caption fields, and specify start and finish times for the session. Shceduled sessions are

particularly important when tracking student attendance.

Select the Company Invoices tab to manage the creation or payment of any invoices for this course.

To view units in the course, select Units tab. This will display unit codes, names, and dates. A red circle

signifies a mandatory unit; a blue circle denotes an optional unit.

8.3. Deleting an Existing Accredited Course

Click the Delete Course button to remove a course.




A Confirm action dialogue box will appear to delete the course from the database.
Confirmation
o Are you sure you want to delete this course?
B Figure above - Confirm action dialog box

If you currently have clients enrolled into a course, you will not be able to delete the course. An error
message will display if this is the case.

Error *

e This course can not be deleted because it has enrolments.

B Figure above - Error dialog box

All enrolments will need to be transferred or deleted before a course can be deleted.

NOTE: Once a course has been deleted, it cannot be retrieved.
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9. Non-Accredited Courses

‘e PowerPro RTO 3.0.2023.4 (database database) - [Mon Accredited Courses]

Hame Reports Tools Configuration Help

P 2 9 '8 &8 & BB LB e

Close Clients  Enrolments  Enguiries  To-do Accredited  Mon A:L\:;dlted Training Client Trainers Trainer Inwoices
Exit: and Results List Courses Courses Plans Companies  &ssessors  Scheduler  Payments
Escape Data Entry {F1 - F113

Mon Aecredited Courses

e W ]

Qualification  Qualification Wb Power

Rules Check - QR ~
AQF “eb Plugin | Doc. Yalidation

Courses hd Active ¥ || Al States & Territories v | |IDTitle Groupfiersion Course date Ad Refresh Clear
Course 1D Gualification Level Course Title Groupfiersion
i C2021058 W course Lunar code LUS7
% C2021054 WorkshopfShort Course Food higiene basics 2023 W1
% Cz0zi0zz . Course Lunar code B8 PUBLIC
% C2021010 . Warkshop/Shart Course Star gazing on Full maon nights SEP 2023
% C2021027 Workshop/Shart Course Employee Induction Max SPORTS

The non-accredited courses component of PowerPro enables organisations to run in-house training courses

that are not nationally accredited. Examples of non-accredited courses are employee inductions,

Verification of Competency (VOC), and Professional Development activities.

Main Info Course -Main Information
Catapult
Web

Course ID 2021174

Master Course ¥ (@)

Ful Qualification [ (@) Profile

Course Type
Event type Workshop/Short Course - Calour coding
Course Code Maximum Seats

Program name

Other settings

GroupjVersion

Start Date 17/03/2023 - Use Training Plans (=]
End Date - LMS Days from CRS Start
Completion Document -

Training Organisation -

Delivery Lacation v [+
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Public
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ok Cancel
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Mew Course X
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Cloud Assess
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Course ID 2021083
Master Course V] ()
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Program name
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Campletion Dacument - 1234567890123456789012345
Training Organisation
Delivery Location -|H

Hokes

approval Status

See lor UAC activit:
tweb Traner) 3 v
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B Figure above — Non-Accredited Course New Course screen

To add a new course to the database, click the New Course button to open a Course details window which
contains several tabs (see below) for adding new course information.

Tab Purpose

Main info Displays general course information including course ID, qualification/level, name, version, dates,
and training organisation. Fields written in red are mandatory.

Cloud Assess/Moodle Cloud Assess/Moodle integration specific fields

Web Displays web publishing options

B Table above - Accredited course tabs

When creating a new course, the Main Info tab will be displayed as default. The input fields will contain no
data.

The Course ID field will appear grey and cannot be altered because the computer will automatically assign a
Course ID. The Full Qualification check box will also be greyed out and unticked and cannot be altered.

Choose the appropriate Event Type from the dropdown list, either Course or Workshop/Short Course.

All other fields are similar to Accredited Courses. Refer to Chapter 8.1 for more information.

9.1. Adding a New Module into PowerPro

Non-accredited courses work in a very similar fashion to accredited courses except these courses are based
on modules instead of units of competency. For that reason, there is no option to import the modules, and
since these are your own modules, they need to be entered manually into the system.




In the Configuration > Non-Accredited Modules, click on the plus symbol at the bottom left of the window.
Fill out the details in this area and then click the tick to complete adding the module.

MNon-Accredited Modules “
~

Find Clear Show Inactive

Module Code | Module Mame Hours Refresher Period [Months) | Active Frice/Coszt Last reviewed or

Builtin Reparts and custam reports l___

Create & Course 1

DEIDZ Fundamentals Instrumentation, Measurement and Process Contral Engineering
DEIN2 Fundamentals of Process Instumentation

Email and 5kS

Erralments

Generate Awetmisz Files For Reparting

Impart Units and Colour Code

Invoicing & Payments

]
]
4
1
4
Learner/Employer Surveys 1
Fieports 4
Fiezulting & Printing Certificates 4
Fiezulling and Attendance 1]
Templates 4
Test 10 12 014072014
Trainer & Aszsessors [Compliance] 2 1]

Trainer Scheduler 4 1]

test 1 0

1 Skin Care 2 0
2 Apply b ake-up 5 1]
20 ‘wieb Enrolments 1 ]
l Trouble shooting 1] 1]
Apply Calours 3 1]

4 1]

Tools & Configurations

IR KRS ]| R] R RS R]DE K]S R R] SRS K]S

3
4
& Courge and Dualiications set uo 1 [=ti]
+

Cancel

Figure above - Non-Accredited Module window

9.2. Attaching a module to a course

In the Non-Accredited Courses tab, ensure the course you wish to add a module(s) too is selected. Once
this course has been selected, click on the Add Modules to the Course button — this will open the same
window as the Accredited Courses but of course with the modules that were created.

To remove a module from a course, highlight the module and click Remove Modules from the Course
button.

Course Modules (Modules linked to the above Course)

Add Modules to the Course Remove Modules from the Course
Module Code Module Name Start Date
4 Builtin Reports and custom reports 10/06/2020 [ ]
2 Apply Make-up 10/06/2020
20 Web Enrolments 10/06/2020
3 Apply Colours 10/06/2020
5 Work Flow & Course Stages 10/06/2020
s Users and roles 10/06/2020




Figure Above — Adding modules to course area (Non-Accredited Courses)

Add Units to Course 190 - Driving Lessons
Step 1 - Select Modules to add =
Which Modules would you like to add to the Course? Lil_LlI:J
A
v
Select Module Code Module Mame Active
Builtin Reports and custarn reports -
test Client Qualfication Register [CAR] v
3 Courze and Qualifications set up v
12 Create & Course b
26 DEIDZ Fundamentals Instrumentation, Measurement and Proces: Control Engineering v
27 DEIOZ Fundamentals of Process Instrumentation 4
3 Ernail and SM5 v
TEST Enquires v
7 Enrolments w
20 Generate Avetmizs Files For Reporting v
54 Houzehald Cleaning Lyl 1 v
24 Import Unitz and Colowr Code v
12 Inwaicing Payments 4
21 Leamer/Employer Surveys v
14 Feports oY
Back Cancel
|

Figure above — Add modules to course box
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10. Enrolments and Results

‘s PowerPro RTO 3.0.20234 (database database) - [Enralments and Results]
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10.1.

Enrolling Clients in a Course manually

To manually enrol clients in a course (under the Enrolments and Results tab), first select the course in the
course enrolments panel, and then click the New Enrolment button in the course enrolments panel. The
Enrol Clients in a Course screen will open in a new window.
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B Figure above - Enrol Clients in a Course screen

Select the clients to enrol from the client list (top section of the screen) and click the Enrol Selected Clients
button to add them to the clients to be enrolled list (bottom section of the screen).

You can search for the client using the Find function. Enter the given name/surname (or part of it) of the
client in the Name Pattern box and click the Find button to find any matches. Then click on the student
and hit the Enrol Selected Clients.

If you do not find the client in the list, it means this is a new client and therefore needs to be entered in the
database. Click on Create New Client button. The new client screen will open in a new window. Refer to
Chapter 3 for further information on how to add a new client into PowerPro.

Use the Enrolment Date, Expected Start and Expected End fields to set these dates for all clients you are
about to enrol.

Once you have finished adding clients to the Clients to be Enrolled List, click the OK button.

If the course contains optional units, the Select Optional Units screen will appear after you have clicked the
OK button. Select the optional units that apply to the client(s) you are enrolling by checking the
corresponding checkboxes:




MSeIect Optional Units
Course
2021057 Business
Select Urit Cade it M arne Outcome/Rezult in thiz Courze Lazt completed
¥ Client: COSTA SECA, GILLETTE
a ..&CMWHSSD'I Contribute to workplace health and safety proceszes 21/09/2021
O .HLTAIDD‘I‘I Pravide First Aid 3/12/2021
¥ Client: SOARES, LUISA
a ..&CMW’HSSU'I Contribute to workplace health and safety processes 5A10/2022
O HLTAD0TT Provide First Aid
© Check & | Check Mane Dane

B Figure above - Select Optional Units screen

All the clients you selected will now appear in the course enrolments panel for the selected course.

NOTE: If you do not see the clients listed, your panel maybe hidden. Drag your cursor over the dots and
expand the window.

10.2. Updating Client Results

To award results by client, select the relevant course from the course list panel (under the Enrolments and
Results tab), then click the Bulk button and choose the Resulting & Dates — by Client option:

Enrolments against this Course

New Enrolment | Edit Enrolment | Modify Units Client Details All Clients - Bulk Enrolment data

Book. |Client Name 4 | Tags ClientID | USI Company Withdrawn Completed | Al 1 Resulting & Dates - by Client |
~  AZZARO, MATHIS 2021000357 |" CERVELO TRAINIMG PfL 9052022 - - L
+  ESTABAN, ISMAEL 2021000358 |> CERVELO TRAINING PL ,| Resufting & Dates - by Unit/Module t
~  HAEGSTAD, ERIK 2021000359 |’ CERVELO TRAINIMG PfL A AVETMISS Matrix ]
~ JACKSOM, JENMIFER 2021000290 |> <UNSPECIFIED > 15/09/2022 ]

Verify USIs

WA rlFlna oL liek

B Figure above - Bulk resulting by Client

The Bulk resulting screen will appear:
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Bulk resulting: Skill Set - Covid-19 (C000185)
Client Name  |SOFOLLIS, JACK Client 1D 500 Second ID Mext Cligrt

Unit/Module list for this Client

Seil Code Unit/Module Name Trainer Start Current Qutcome Result Cut, Date |Delivmode  |Supplem.I | Supplem. II
W . BSBADMS06E  Manage business document design ar 28052020 20 - Competency achieved/pas  08/06/2020 C -Local Class
o 3SBCUS301B  |Deliver and monitor a service to u:ust-: 28/05/2020 |20 - Competency achieved pas
W BSBCUS401B  Coordinate implementation of custom 28(05/2020 20 - Competency achieved/pas  08/06/2020 C - Local Class
W CPCCWHS 1001 Prepare to work safely in the constru 23/05/2020 70 - Continuing activity 08062030 C - Local Class
Select Al Select Mone 4 unit(s) selected.

Set Outcomes and Dates  Delivery mode | Set Trainer

| Set Outcome and Qutcome Date

30,08/2020 W 20 - Competency achieved/fpass W 30/08/2020 W

| Enforce Start Date /Outcome Date Compatibility Set Cloze

B Figure above — The Bulk Resulting by Client window

1. Check the boxes in the Set column for each unit/module you want to update. Click the Select All
button to check all the checkboxes if required.

2. Check the box to Set Outcome and Outcome Date.
Select the outcome/result (defaults to “Competent”) from the list and specify the result date.

4. Click the Set button to apply changes.

To update other results for other units or modules for this client, repeat the above steps. Once you have
finished updating results for the client you can navigate to the next client in the course by clicking on the
Next Client button.

10.3. Modifying Client Units Selection

Courses are often made of mandatory and optional units. Mandatory units are for everyone in the course
while optional units can be selected differently for each client. To modify the optional units for a client
please do as follows:




Enrolments against this Course Select Optional Units
New Enrolment | Edit Enrolment Client Details Course
Book. Client Name a | Tags | Client ID |UST |Company - e —
~/  ALLEN, JOSH JAMES {JOSt 247 |F  <UNSPECIFIED> — =
~ GRIOT, THOMAS | [ ]| 50 |» aspC Select Unit Code Urit Mame
2 NUNES, BRUNO 250 [P <UNSPECIFIED> | | 4 Client: ALLEM, JOSH JAMES
v ICTPRGA29 Maintain open-source code programs
v ICTPRG431 Apply queny language in relational databases
v ICTPRGA32 Develop data-driven applications
v ICTPRG434 Automate processes
~ ICTPRG435 “wirite soripts far software applications
v ICTPRGA36 Develop mobile applications
v ICTPRG439 Use pre-ewisting components
v ICTRRG441 A pply skills in obiect-oriented design
v ICTPRG442 Apply mathematical techniques for software develaprment
v ICTPRG443 Apply intermediate programming skills in different languages
v ICTPRG444 Analyse software requirements
v ICTPRG446 Prepare saftware development review
v ICTPRGA47 Use extensible markup language
v ICTSADE0T Model data objects
v ICTSADS02 Model data processes
Check None

B Figure above — Modifying Client units

1. Highlight the relevant client (Josh Allen in the example above).
2. Click on Modify Units.
3. The Select Optional Units window pops up:

Outeome/Fesult in this Course:

Last completed

0K, Cancel

Select Optional Units

Course

Select Unit Code nit M ame Dutcomne/Hesult in this Course
4 Client: ALLEM, JOSH JAMES

W ICTPRG429 Maintain open-zource code programs

W ICTPRG431 Apply gueny language in relational databazes

W ICTPRG432 Develop data-driven applications

W ICTPRG434 Automate processes

w ICTPRG435 “airite zoripts for zofbware applications

W ICTPRG43E Develop mobile applications

w ICTPRG439 Lze pre-existing components

W ICTPRG441 Apply skillz in object-onented design

w ICTPRG442 Apply mathematical techhiques for software develaprment

W ICTPRG443 Apply intermediate programming skills in different languages

w ICTPRG444 Analyze software requirements

v ICTFRG446 Frepare zoftware development review

w ICTPRG447 Uze extensible markup language

v ICTSADA0 todel data ohjects

w ICTSADSO2 Model data processes

Check Mone

4. Check or uncheck the boxes for the relevant units and click on Done.

k.

Lazt completed

Cancel

NOTE: The system prevents users from removing optional units for which there is a final result recorded.
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11. Printing Certificates, Statements of Attainment and Certificates
of Attendance

11.1. Certificates from Full Qualifications

To print Certificates and Statements of Attainment you need to conduct a Qualification Check. This checks
if the client(s) selected has completed the units required for a Qualification (e.g., “Diploma of Business”).
The units required are specified in the Qualification Rule area of the system which is covered in
Qualification Rules.

To carry out a qualification check, right-click on the Course (within Enrolments and Results) and select the
relevant option:

Enralments and Results

Archive Courses by date...

Course/Qual Alignment... AQF Docs printed

Work Placement
Edit Course details ...

Active ~ | | All States & Territories | | |ID/Mat. Code/Title Y.| |Group/version Course date Y] Y
Course ID Mational Code Qualification Level Program name GroupVersion Start Date -
Z0000174 ICT40120 Certificate IV Information Technology (F T T 25/04/2022
""""" ocument printin
20000130 SIS5500126 Course Wilderness First Aid P 9 29/04/2022
20000157 Course First Aid Course Roll 3 29/04/2022
20000222 Course Bicyde Maintenance y . .
. : t : AQF Certificates 2 [ Qualffication Check... l
0000098 22334VIC B certificate v Cyber Security
20000196 RIWHS204E B course Work Safely at Heights Completion 4 Short Course SOA...
0000241 HLTAIDO11 . Course Provide First Aid Sessions/Attendance N 6/05/2022
20000137 RIT20220 Course Standard 11 6/05/2022
0000158 Course First Aid Course Accounts ' 6/05/2022
J0000242  HLTAIDO11 Course Provide First Aid T T E T 13/05/2022
20000159 Course First Aid Course 13/05/2022
20000197  RIWHS204E B course Work Safely at Heights SMS Clients... | 17/05/2022
Enrolments against this Course Email Clients...
Mew Enrolment | Edit Enrolment | Modify Units Client Details Mai Merge Clients... Ik - Enrolment data
Book. |Client Mame 4 | Tags | ClientID |USI |Company LLM Type Mail Merge to Email (Outlook) _sat Outcomes & Dates Cod
Lg
~"  ALLEN, JOSH JAMES (JOSH 2497 | <UNSPECIFIED > Import/Export /A - BSE!
~  GRIOT, THOMAS (][] 50 [* aspc NfA BSE:
2 NUNES, BRUNO 250 [P | <UNSPECIFIED= Transfer enrolments... 2 nfa E-Learning cn
Export Spreadsheet... Attendance 1cn
ICTE
Import Spreadsheet... AVETMISS o
Other actions RAPT ICTE
Invoices L
Attendance by Session... IcT
Archive course eactiod IcT
Documents ICTE
ICTE
ICTE
ICTE
ICTE
T

B Figure above - Checking course participants against a qualification rule

A new window pops up showing all participants in the course flagged with a red cross or a yellow star. The
yellow star sign indicates students eligible for a Certificate (and for a Record of Results):
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Client Qualification check E3

Scope
Client Scope: All Clients enrolled in Course: CO00174-Information Technelogy (Programming)

Qualification Rule
Qualification Rule: Cert IV Info Tech (Programming) v | List inactive Qualification Rules
Options

Include Client Units completed in other courses

Client Name Core Elective | Total Missing
[ ALLEN, JOSH JAMES &5 15/13 i}
K crioT, THOMAS o/s 0/13 19
Re-calculate All Print AQF Document -

B Figure above — Qualification check for a group of students

Clients flagged with a red cross are not eligible for a certificate (Qualification) but may be eligible for a
Statement of Attainment if they have completed at least one unit from the Qualification. Please see table

below:
Symbol Meaning Notes
o Client is eligible for a Certificate and a Record of Results for this
I Qualification completed .
Qualification.
Client is eligible for a Statement of Attainment if he/she has
x Qualification not completed | achieved at least one unit of this Qualification (as per relevant

Qualification Rule).

B Table above —Qualification check symbols

To print Certificates, Statements of Attainment and Transcripts of Results press the Print AQF Document
dropdown button and select the relevant option from the menu:
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Print AGQF Document |Z|

Frogram completion

Cualification

Record of Results
Partial completion

Statement of Attainment

B Figure above — Printing AQF Documents

Selecting Qualification from the above menu brings up a new window listing only Clients (from this
course/group) eligible for that document. Adjust the Client selection using the Select checkbox column if
required:

AQF Qualification: Select Clients E3
Client selection
Client ID Client Name USI |Company Date Completed | Invoiced | Select
00000247 ALLEN, JOSH JAMES P <UNSPECIFIED> 5/10/2022 Yes v/

Clear Al

()3 Cancel

B Figure above — Adjust Client selection before printing certificates

This example is quite straight-forward — there is only one eligible client. Press OK to proceed. A new
window (Select Document Template) allows you to select the template to be used as well as the option of
attaching a copy of the document to the Client record in PowerPro:
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Select Document Template

Template list
owerPro Qualification with PowerQR. docx *— Select the template to use
PowerPro Qualification. docx
Options
Attach Document as: FOF v | aff————— Choose to attach as a PDF or Word document

b

Save a Document copy  |Ct'UsersiSteve\Documents

\ Tick this box to save a copy outside of PowerPro Ok Cancel

B Figure above — User options when printing certificates

Finally press OK to generate the Certificate(s) as per Client selection and user options.

Use the procedure described above and select the relevant option from the Print AQF Document menu to
print Transcripts of Results and Statements of Attainment.

Full Qualifications — when achieved the Certificate and Record of Results need to be generated for the
client. You can print off individually or you can combine the two documents in one. To use this option the

template with these two documents needs to reside in the Transcript Template folder and when Printing
select the Record of Results and select the template to use.

11.2.  Printing Statements of Attainment for Short Courses

Short Course Statements of Attainment are called “Unit Based SOA” in PowerPro. To generate these, right
click on the Course (in Enrolments and Results), select AQF Certificates and select Short Course SOA.




Enrclments and Results

Active « | | All States & Territories |~ | [ID/Mat. Code/Title V.| |Group/version Course date w | |Client name || g, F
Course ID National Code Qualification Level Program name 4 | Group/Version Start Date End Date
CO007615 ACM30317 .Cerﬁﬁcabe I Captive Animals STARTING 2022 GERO 7/09/2020 2711/2022
C2021055  RITWHS202E 0 Course Enter and work in confined spaenn 10/10/2022 10/10/2022
C2021064 Course First Aid Course Document printing 31/10/2022 3110/2022
can21nsa MEMMIHE217 | PO, Cac tact atmacnharas Rol N 1nfnin22 10102022
of P nanme 000
Enrolments against this Course
AQF Certificates ] 3
New Enrolment | Edit Enrolment nits Client Details t
Completion » INS, CHRISTOPHER
Book. |Client Name 4 | Tags | ClientID |USI |Company - 3
" BLEVINS, CHRISTOPHER 2021000318 [P <UNSPECIFIED> Sessions/Attendance L i Enralment Date
Accounts 4 £-Leaming Booking status
Communication e Expected Start Date
nits of y
5MS Clients... P — Expected End Date
Email Clients... e Deferment Date
Mail Merge Clients... o Estension Date
Mail Merge to Email (Outlook) — Withdrawal Date
Import/Export ContactLog Referal/Lead source
Transfer enrolments... Documents Bovid 184 acalnation
Export Spreadsheet... AQF Docs printed RTO Casz Manager
Import Spreadsheet... \iork Placement peas = e N e
Other actions £ International PowerQR Client consent
My flag 1
Attendance by Session... My Fields v hen
My flag 2
Archive course =
E-Learning export/Date

Archive Courses by date...

Edit Course detais ...

B Figure above — Printing Short Course SOA Documents

The next window lists any clients eligible for a Statement of Attainment. By default it shows only those
clients that have not been issued an SOA and pre-select those who have a verified USI. You can on the
Client Filter dropdown select All Clients if required.

Statement of Attainment - Report parameters n

Client selection

ClientD  |Client Name USI |Company Company Status Date Completed |Invoiced Last printed Power QR Consent | Select

{ 2021000318 BLEVINS, CHRISTOPHER |" <UNSPECIFIED = 10/10/2022 o W
Select All Clear All
oK Cancel

B Figure above — SOA Client Selection screen

Click OK, on the next screen select the template to use as well as the option of attaching the final document
as a PDF or as a Word Document.
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11.3.

Printing Certificates of Attendance

As previously mentioned, Certificates of Attendance are issued to clients completing Non-accredited

training programs. To issue a Certificate of Attendance, (in the Enrolment & Results window), right click on

the relevant Course and expand the “Completion” menu to choose the option “Print Cert of Attendance”:

Enralments and Fasults

Active ~ | | All States & Territories |~ | |ID/MNat. Code/Title Y| |Group/Version Course date w | [Client name v | [ g
Course ID National Code Qualification Level Program name .  Group/Version Start Date End Di
C2021055 . Workshop/Short Course  Bicyde Maintenance 1/12/2022 8/12/2
C2021054 . Workshop/Short Course  Bicydle Maintenance Document printing 17/11/2022 24/11f:
€2021053 . Workshop/Short Course | Bicyde Maintenance Roll 3/11/2022 10/11f:
C2021052 . Workshop/Short Course | Bicyde Maintenance 20/10/2022 27/10f%
€2021051 . Workshop/Short Course | Bicyde Maintenance AQF Certificates g/10/2092 13/10/%
C2021009 ACM30317 . Certificate IIT Captive Animals o | Completion Print Cert. of Attendance... p3f%
CO007615 ACM30317 . Certificate III Captive Animals - - 11z
C2021059 RIIWHS202E . Course Enter and work in confined space Sessions/Attendance Client Card... 15
C2021064 Course First Aid Course Accounts QR Client Card... IR
C2021058 MSMWHS217 . Course Gas test atmospheres T Workflow detail Report _10,."2
C2021049 ICTE0220 Advanced Diploma Information Technology /2
C2021047 | ICT30120 Certificate IIT Information Technalogy SM5 Clients... Progress Matri... 22
Fann1nan TeTEnnn B s oo Ml o I 24N fnan N1 inn
Emai Clents... [

Enrolments against this Course

MNew Enrolment

Edit Enrolment

Book. |Client Name
«'  RICHARDS, EVIE

Client ID
2021000246

B Figure above - Printing Certificate of Attendance Documents

Client Details

Company
<UMSPECIFIED >

Mail Merge Clients...
Mail Merge to Email (Outlook)

Import/Export

Transfer enrolments...
Export Spreadshest...
Import Spreadsheet...

Other actions

Attendance by Session...
Archive course

Archive Courses by date...

Edit Course defails ...

Outcomes & Dates Code
BMCFO01
Workflow
BMCRO02
E-Learning BMCTO03
Units of Study BMCB004
BMCBO0S
Attendance BMCTO06
AVETMISS BMCFO07
Invoices
Contact Log
Documents
Work Placement
International
My Fields

The next window lists clients who have completed the Course - eligible for the Certificate of Attainment:
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Course completion (Certificate of Attendance.docx) - Select clients

Client selection

Client |Client Name Company Company Status Date Completed |Last printed Select
1202101 RICHARDS, EVIE <UNSPECIFIED > 08/11/2022 v
Select Al Clear All

Options
Sort modules by: Module Code w
Attach Document as: FDF Y]

Save a Document copy

B  Figure above - Certificate of Attendance Client Selection screen

Options

Sort modules by Choose the field used to sort the Modules on the Certificate

Attach Document as | Choose to attach a copy of the Certificate to the client enrolment (PDF / Word )

Save a Document Save a copy of the Certificate into the user selected folder

copy
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12.

12.1.

Client / Enrolment Functions

Attaching documents to a Client/Enrolment

PowerPro RTO supports document attachments. These can be scanned assessments for evidence tracking

purposes, proof of ID, Statements of Attainment for Credit Transferred Units, signed enrolment forms, etc.

Documents attachments are stored within the PowerPro database and are linked to the client or to the

client enrolment.

To attach documents to an enrolment please do as follows:

Enralments and Results

Active
Course ID National Code
2021049 1CT80220
2021047 1CT30120

C2021040

1CT60220

Enrolments against this Course

New Enrolment | Edit Enrolment

Book. |Client Name
~  ANDREASSEN, SIMON
~'  AZZARO, MATHIS

~  CAROD,

P wnNPR

, TITOUAN

~ || All States & Teritories | | [ID/Nat. CodefTite  [Y2| [Group/version

Qualification Level Program name
Advanced Diploma Information Technalogy
Certificate ITT Information Technology
[ 2dvanced Diploma Information Technology
Client Details

+ | Tags | ChentID | USI Company

wWithdrawn
NI 2021000307 |*  <UNSPECIFIED>

W 2021000357 [* CERVELO TRAINING P
M 2021000305 [ | <UNSPECIFIED>

Course date v

4 |Group/Version

MTE TESTING

AlcClents |~ | Bulk

Completed | AQF | Dis
5/w0/2022 @
31/10/2022 @
25/10/2022 | @

Start Date
1112022
5/10/2022
21/09/2022

v || 2 Refresh Clear
End Date Location
1/11/2023 Perth Campus
9/02/2023 Perth Campus

21/09/2023

QOutromes & Dates

N/A
/A

Workflow

N/A E-Learning

Uniits of Study

Attendance

AVETMISS

RAPT

Invoices

Contact Log

Documents

AGF Docs pri

inted

Work Placement

International

My Fields

Attach Documents
Edit detais

View Document
Export Document
Export 3l Documents
Restore Document

Delete Document

Administration

omﬁm

B Figure above — Attaching documents to a Client enrolment

Highlight the relevant client (Simon Andreassen in the example above).

Open the Documents tab.

Press the Attach Docs button (or drag and drop files from windows explorer).

The Multiple Document Attachment window will be displayed.

Today

Trainer(s)

Juan Sanchez-Vilalobos Ramirez

Course 1D

Course Name

P
P
P




Multiple Document Attachment
Details

Client Mame ANDREASSE

Course Certificate III - Information Technology Y]

[ocument type Admin Documents ° v Confidential
Documents/Files Select Documents,Files o o

Document Filename Document Type

Description (80 chars) o

Units [up to 8) Unit code Unit name Select
ICTDBSE04 Build data warehouses o
ICTDBS&05 Develop knowledge management strategies
ICTDBSE06 Determine database functionality and scalability
ICTICT426 Identify and evaluate emerging technologies and practices
ICTICT430 Apply software development methodologies
ICTICT435 Create technical documentation v

Cancel

@

B Figure above — Options when attaching documents to a Client enrolment

5. Click on Select Documents/Files to choose the document(s) to attach (if you have not done that via
drag & drop).

Select an entry from the Document Type list to categorise the document(s).

If the document is Confidential, check the Confidential check box.

Enter an optional description of the document(s) being attached.

If the document(s) relate to particular unit(s), check the appropriate boxes on the Select column.
10. Press Save to attach the document(s).

Lo N

Note: It is a good principle not to attach large documents/files as the database will grow large quickly.
Check your scanner resolution so that any scanned document is reasonably small. As a rule of thumb, a
one-page PDF scanned document should be no more than 400kb in size.

PowerPro RTO - Operations Guide Page 55 of 70



12.2.

Creating a Contact Log for a Client/Enrolment

The Contact Log is a multi-purpose student related event register. This can be used to record and track any

event related to the student. Some examples are:

Student absentee

Email or SMS sent to student
Phone call

Assessment

Complaint

WSE/OH&S incident

Enralmerts and Results

Active ~ | | All States & Territories |~ | [ID/Nat. Code/Title Y- GroupjVersion (Course date v v| ||| 2 Refresh Clear Today
Course ID National Code: Qualification Level Program name . GroupVersion Start Date End Date Location Trainer(s) ¢
2021049 ICT60220 Advanced Diploma Information Technology 1/11/2022 1/11/2023 Perth Campus Juan Sanchez-Vilalobos Ramirez
C2021047 ICT30120 Certificate IIT Information Technology MTE TESTING 5/10/2022 9/02/2023 Perth Campus F
2021040 ICT60220 . Advanced Diploma Information Technology 21/09/2022 21/09/2023 Administration F
=
New Enrolment | Edit Enrolment Client Details All Clients - Bulk - Enrolment data Mesw Comtact onmam Watify Dielete Contact
Book. |Client Mame -  Tags ClientID | USI |Company Withdrawn Completed AQF Dis QOutcomes & Dates
~'  ANDREASSEN, SIMON BN 2021000307 [P <UNSPECIFIED> 5/10/2022 @ Nfa hd Clear
.o poeeassen son MW 2021000507 B | <UNSECIFED> g | sz @ T =
~* AZZARO, MATHIS W 2021000357 [P CERVELO TRAINING FjL o 31/10/2022 @ N/A
~  CAROD, TITOUAN W 2021000305 > | <UNSPECIFIED> 25/10/2022 @ N/A E-Learning Contact Date: 5/10/2022
Uniits of Study User/Trainer: NIGHTS
Contact Type: General Enquiry
Attendance
AVETMISS
RAPT
Invoices
o Contact Log
Documents
AQF Docs printed
Work Placement
International
My Fields
B Figure above - Creating a Contact Log record against a Client enrolment
To create a Client Contact Log, please do as follows:
1. Highlight the relevant client (Mathis Azzaro in the example above).
2. Open the Contact Log tab.
3. Press the New Contact button.
4. The Contact Log window is displayed.
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Contact Log

Contact Log entry

Client Name
Course v
Contact Date  |8/11/2022 11:42:54 &AM w

Contact Type v

Created by NIGHTS
Azsigned ta

Follows up

Status Closed

< < <<€ <

Priority flag <No flag>

Description

User notes

Motify: <Do not notify anyone> w

0K Cancel

B Figure above — Creating a Contact Log for a Client

Fill in the mandatory fields.

Optionally enter a Follow Up date.

Optionally select a Priority Flag.

Optionally enter any trainer or admin notes under User notes.

oK NWw

Press OK to save the Contact Log record.

Note: The Reports Tab > Client Reports> Contact Log report can be used to extract Information entered in
this area.

12.3. Emailing a Client or a group of Clients

PowerPro allows emailing course participants individually or in bulk. The advantage of doing it from
PowerPro is that you can keep a record that the email was sent (including the content of the email) as a
Contact Log. The other great advantage is the use of Email templates.




Ermolments and Results

Active ~ | | All States & Territories | = | [ID/Mat. Code/Tite hA Group/Version Course date

Course ID National Code Qualification Level Program name & | Group/Version

C2021049 ICTE0220 Advanced Diploma Information Technology

2021047 ICT30120 Certificate III Information Technology o AT T 0f
C021040  ICTE0220 B ~dvanced Diploma Information Te:hnologo Document printing 21/08/2
—————— ———m - P - P . . 1

. Rol
Enrolments against thiz Course

New Enrolment | Edit Enrolment

Book. |Cli

ent Name

+"  ANDREASSEN, SIMON
~  AZZARO, MATHIS
~'  CAROD, TITOUAN

Modify Units Client Details

AQF Certificates

4 | Tags ClientID | USI Company Completion
HEN 2021000307 |»  <UNSPECIFIED> Sessions/Attendance
B 2021000357 | CERVELO TRAINING P/L Accounts

MW 2021000305 |*  <UNSPECIFIED:>

Communication

SMS Clients...

Email Clients... e

Mail Merge Clients...

Mail Merge to Email (Qutlook)

Import/Export
Transfer enrolments...
Export Spreadsheet...
Import Spreadsheet...
Other actions
Attendance by Session...
Archive course
Archive Courses by date...

Course/Qual Alignment...

B Figure above — Emailing a group of clients

To email a group of students please do as follows:

1. Right-click on the relevant Course/Group (Course number 21047 in the example above).

2. Select the Email Clients... item from the pop-up menu.

3. The Email Clients window is displayed.

Enrolment data
Outcomes & Dates
Workflow
E-Learning
Units of Study
Attendance
AVETMISS
RAPT
Invaoices
Contact Log
Documents
AQF Docs printed
Work Placement
International

My Fields
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Email Clients

Course Mame |C2021047 - Information Technaology
Enrolled Clients

Status |Client Name Email Address

~'  ANDREASSEN, SIMON P:stevepprto @outlook. com b
~'  AZZARO, MATHIS P:stevepprto @outlook. com )
~  CAROD, TITOUAN P:stevepprto @outlook. com 7]

Current Students only

Emal  Contact Log | Client Documents

Additional CC:

Additional BCC:

Subject: Unit Refresher reminder
Email body: Dear <GIVEM=,

This is a quick reminder your unit <b><U_MAT_CODE> <U_MAME></b> is due for a refresher on

o <DATE_DUE =,
According to our records this Unit was last completed by you on <DATE_COMPLETED . Please ignore this

email if you have done a refresher with another Training Provider after <DATE_DUE =,

Kind regards.
Attachments:

Attach Existing Certificate/SOA Attach

E mail Config

B Figure above — Composing the email

Check the Email boxes for the relevant recipients.

Optionally click on Open template to use an email template.
Adjust the Email body if required.

Optionally attach any documents/files using the Attach button.

© 0N

Press Send to send the email message(s).

Withdrawn | Completed Email

5/10/2022 v
310/2022 | [V
502022 | [V

Select Al Clear All

Save template

Inzert field

Drelete template

Altach
Remove

o Send Cancel

Open the Contact Log tab to enable/disable logging of the email(s) being sent.

Note: Should you receive an Outlook error message about security, we suggest downloading and installing

this free Outlook add-in: “Mapilab Advanced Security addin” from
http://www.mapilab.com/outlook/security/

12.4.

Sending SMS Messages to a Client or group of Clients

PowerPro RTO uses Esendex as a gateway to send SMS messages. Esendex provides a very reliable, fast,

and affordable service. To set up your Esendex account please visit http://www.esendex.com.au and

create an account.
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Once your Esendex account has been created and activated, please enter the Esendex parameters into the
Configuration> Application options> SMS section in PowerPro RTO:

Application Options
RTO 5MS account
Clignts
Enrolments
AOF SMS Provider ESendEx v
Cont. Impiovement Username ppancada
Dac bypes Password 0000 |Eesssssess
Templates Account Reference 3313505
Trainer
Contact Log
Companies
Prasy
Irvoicing
Scheduler
Course
Enquiries
“feb
us|
Other
ok Cancel
]

Figure above - Setting up the Esendex SMS account parameters in PowerPro RTO

Log off PowerPro and back again for the change to take effect.

If students have a mobile number listed on their client record, they can now be sent SMS’s.

To SMS multiple students in a course:

1. Right-click on the course and choose the “SMS Clients...” option
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Enralments and Results

Active |v | | All States & Territories |v| IDMat. Code Title |Y Group,/Version Course date | v | [Client name
Course ID National Code Qualification Level Program name 4 Group/Version
iC2021021 ICTE0220 . Advanced Diploma Information Technology e T
C2021014  ICT30120 Certificate IIT Information Technology Document printing
C2021012 BSBSS00090 Course Lead Auditor Rol v
C2021016 BSES500090 Course Lead Auditor )
€2021011 BSES500090 Skill Set Lead Auditor AQF Certificates '
— E
Completion [
Enrolments against this Course 3
Sessions/Attendance »
New Enrolment | Edit Enrolment | Modify Units | Client Detailz | En
Accounts »
Book. |Client Mame 4 | Tags | ClientID |USI |Company With Iouu
~"  EIBL, RONJA 2021000275 [P CERVELO TRAINING P/L Communication
+'  FERRAMD-PREVOT, PALILINE 202100024% [* | <UNSPECIFIED> R L
lents...
+  FLUCKIGER, LUKAS 2021000326 [* | <UNSPECIFIED>
+  FLUCKIGER, MATHIAS 202100029z [P <UNSPECIFIED> Email Clients... o
+  FOIDL, MAXIMILIAN 202100033z [P <UNSPECIFIED> Mail Merge Clients... F
+  FORSTER, LARS 2021000305 [*  <UNSPECIFIED > ] ]
~  FREL 5INA 2021000245 [P <UNSPECIFIED> Mail Merge to Email (Outloak)
+  FRISCHKMECHT, ANDRI 2021000328 [ | <UNSPECIFIED > Import/Export ]
+  GARCIA-MARTINEZ, ROCIO-DEL 2021000255 [P CERVELO TRAINING P/L E
X GERAULT, LENA 202100024¢ [* | <UNSPECIFIED> Transfer enrolments...
+  GOMEZ-VILLAFANME, SOFIA 202100028C [» | <UNSPECIFIED> Export Spreadsheet...
+  GRIOT, THOMAS 2021000306 [P | <UNSPECIFIED> i F
~'  HATHERLY, ALAN 202100030¢ [P | <UNSPECIFIED> Import Spreadsheet... L
+  HUCK, ERIN 2021000271 [P | <UNSPECIFIED > Other actions C
+  INDERGAND, LINDA 2021000251 [P | <UNSPECIFIED > ) 1 ]
+  INDERGAND, RETO 2021000337 [P <UNSPECIFIED» Attendance by Session... L
v JACKSON, JENNIFER 2021000290 [P <UNSPECIFIED> Archive course L
+  KELLER, ALESSAMDRA 2021000260 [P <UNSPECIFIED >
L ! Archive Courses by date... e
+  KERSCHBAUMER, GERHARD 2021000311 [* | <UNSPECIFIED> T .
v/ KIRSANGVA, VIKTORIA 2021000287 [P <UNSPECIFIED> Course/Qual Alignment... |
+  KOLLER, NICOLE 2021000268 | | <UNSPECIFIED > ) ;
: ! Edit Course details ... L
+  KORETZKY, VICTOR 202100029¢ [P | <UNSPECIFIED > i
P —— S e S B

B Figure above — Sending SMS to clients in a course

This brings up the SMS window:
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SMS Course Participants

Course Mame |C2021021 - Information Technology

Cliert fiter 4l Clients

Enrolled Clients
Status  |Client Name Mobile phone Withdrawn Completed SMS
W AKELD, TANIA Student: 0490014273 b4
v ALBIN, VITAL Student: 0490014273 U
L ALVARADO, CEYLIN-DEL-CARMEN Student: 0430014273 Ld
4 ANDREASSEN, SIMOM Student: 0490014273 Cd
w  AVANCINI, HENRIQUE Student: 0430014273 v
v AVONDETTO, SIMONE Student: 0490014273 L
v BATTEN, HALEY Student: 0490014273 Cd
4 BATTY, EMILY Student: 0490014273 Cd
~  BELOMOINA, YANA Student: 0430014273 Cd
+'  BENK, BARBARA Student: 0490014273 v
v BEMZ, NINA Student: 0490014273 U
/" BERTA, MARTINA Student: 0490014273 M
Select Al Clear Al
Message/Logging
Message Country Code |61 Action log
Hi <GIVEN:, Mew term for <CRS_NAME > starts next week. Make sure to bring Open template
your pens!
See you then o Save tempiate
Insert field
Delete template
400 characters left.
| Create a Contact Log entry for each Client
Contact Type SMS Sent L2
User/Trainer NIGHTS hd
o Send Caneel

Figure above — Composing the SMS

1. Use the SMS check boxes column to specify the SMS recipients.
Type in the message in the Message area.
Optionally choose to create a Contact Log — the contact log will contain a copy of the SMS message
sent to the student.

4. Click on Send to send the SMS messages. The Action Log window will contain any relevant
information returned from the SMS gateway which includes your current credit.

Note: You can compose SMS messages longer than the traditional 160 characters. In that case PowerPro
will break it down in multiple parts and any recent mobile phone will display the multiple SMS message

parts as one.
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12.5. Using the Workflow/Check List Function

This function allows tracking student progress in the course from enrolment to completion using a pre-
defined check list. The check list is defined at the course level and is made of different stages. Each stage is
colour coded and can contain one or more tasks. Once all tasks are completed the stage is cleared.

To define a new Checklist or copy an existing one from another course please follow these steps:

1. Open the Course window (by double clicking on the course line from the Enrolments and results)
2. Select the Workflow tab.

b ain Info Course Workflow - StageTasks structure
Admin Checklist Mew Stage Edit Stage Delete Stage Import Structure Mew Task Edit Task Delete Task Import Tasks
e orkflow Order | Stage Name Colour | Limit Date Order | Task Description
Scheduled Sessions 1 Enrolment - 1 Invoice sent to student/company
2 Theory Test 2 Payment received
CUEERED 3 Practical Test 3 Booking status set to Confirmed
E-Learning 4  Completion 4 Course pack sent to student

Trainers/Resources
Documents
Invaicing
Company Invoices
Uritz
WSL
AVETMISS
R&PT
‘wieh

Cancel

B Figure above — Course Workflow definition

3. Click on New Stage to define a new stage where you will enter the stage name and assign it with a
colour.
4. Enter as many tasks (right side) as you find relevant tracking for that Stage.

Note: If needed, you can use the Import structure button to import an existing Workflow structure from
another course.

Now all students in that course have that same checklist:




[l vorced Dsoma findorme on Technaogy o M8 VERSTON 8722 24072025 Perth Campus Juan Sencher Viobos Ramrer _ Publc a # 3 tetve

o Cientoeuse Rl | cvoer o

MCCOMMELL, REBECCA
MICHELS, GITHA
MITTERWALLNER, MONA
PEFF, JOLAIDA
PHILIPP, ANTOINE
PICOCK, THOMAS.

Book
v
v
2
v
v
[~
=
v
=
2
v
v
v
v
v
v
=
=
v

sw G
TABACCHI, MRFO

B Figure above — Course workflow applied to a student

To modify tasks completed on a student checklist please follow these steps:

Highlight the relevant course (in Enrolments and results).

Highlight the relevant student within the course.

Click on Edit Enrolment.

Check the Task Status check boxes for the tasks the student has completed.
Press the Save button when done.

vk wNE

The student colour square will change automatically once you press the Save button. The colour indicates
the current stage within the workflow structure. We suggest having the initial stage in red and the final
stage in dark green.

Note: There are two reports which list the current Workflow Stage for each Client. These are:
- Course Reports>Course Stages

- Client Reports>Training Progress Report

12.6. Colour Coded Client Tags

Colour coded tags can assist identifying Client groups.
Create tags by associating a colour with a description. Examples of possible tags are: “International”,
“Funded”, “Returning student”, “Fees outstanding”.

12.6.1. Setting up Client Tags

Open Configuration>Application options>Client>Client Tags to configure the different tags:




Application Options

RTO
Clignts
Enrolments

AQF

Cont. [mprovement

Doc types
Templates
Trainer
Contact Log
Companies
Frosy
Invaicing
Scheduler
Course
Enquiries
SkS
wieh
WL
sl
Other

Date of Birth v

Custom Field 1
Custom Field 2
Custom Field 3
Custom Field 4
Custom Field 5

Custom Field 6

Custom Fields

Region
Categary

Something else

Default State W
Custom field label | SAF tag
Minimum age =

Use "Surname, Given names" dropdown search

Licence bypes

Address Details

Abs, Reasons

Input Mode

Mext Client ID

Gender

Client Code

User Input
201905312

Mandatory Fields

Email Address

Figure above — Client tags setup button

Change

CompanyDivfDep/Location

AVETMISS figlds

Client Card
Enrolment Grid
For a Client Card, Clients need ko |Ee enrolled in the course (ot Withdrawn) v
Free Field 1 Remember Yalue from last input
Free Field 2 Remember Yalue from last input
Free Field 3 Remember Yalue from last input
Free Field 4 Remember Yalue from last input
Free Field 5 Remember Yalue from last input
Other
Y] Confirm details upon Enrolment v Given names in UPPER. CASE |
Use Phone number editing masks W Surnames in UPPER CASE  |w
v Use lookup
Show Client Balance v Filker on Active Clients v
Secondary ID must be unigue
v Lock Secondary ID after Client creation v
Client Tags 4________-
ok Cancel

This opens a window where the different tags can be created. Each tag consists of a description, a colour,

and a status (Active/Inactive flag). Use the “+” button to add a new tag:
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Client Tags
Tag Description
Centrelink azsisted
Funded

International

Feferral

K

Tag Colour Active
|:| clGradientactiveCaption w
| ] clTeal v
|:| clielow v
[ cliqua v

<

clFuchsia v

Ok Cancel

12.6.2.  Assigning Tags to a Client

Figure above - Client tags window — note the + button used to create new tags

Once the tag list is configured, users can assign any active tag to clients. This is done by double clicking on

the Enrolments & Results >Tags column:

Client

SOFOULIS, JACK

C000191 Course Driving Lessons
C000192 Course Driving Lessons S EETEgE
C000193 Course Driving Lessons
C000194 Course Driving Lessons
C000188 UET20612 Certificate I Dogging
000185 | Select Tag Description
Co00184 BS542015 Certificate IV Leadership and Management v
C000181 CcIvIL Certificate ITT Test [
€000180 Course Testing for Civil
Enrolments against this Course
New Enrolment | EditEnrolment | Modify Units | Client Detais AlcCients |+| Buk |+
Book. | Client Name Tags | ClientID USI Company Withdraw Completed AQF CTF
~ HARTLEY, STEVEN 436 [P SPOTLESS 22/06/2020 H
~  TEMPLEMAN, BRUCE 497 [P SPOTLESS 08/06/2020 @ -
]

Check Naone

Cancel

- Figure above — Adding Tag(s) to a client

PowerPro RTO - Operations Guide

Page 66 of 70



The Tags column (in Enrolments & Results) shows the different tags associated with a Client. Mouse hover
the Tags column to see the description of the tags set for that Client.
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13. Other References

13.1. The PowerPro FAQ

The PowerPro FAQ is a valuable resource and must be mentioned here. It is available from our web site as

well as from the Help menu in PowerPro:

‘s PowerPro RTO 3.0.2023.4 (database database)

Horre Reports Tools Caonfiguration Help

g 3 2.0 8 =

Close User Frequently PoweerPro How-To Rermote Ahout Poweer
Exit Guides = Msked Questions Blog Wideos  Support - Pro BTO
Escape Help
More charts available in TREEHEE Frequently Asked Questions website

13.2.  Function specific User Guides

Additional User Guides are available from the PowerPro Help menu. Do not hesitate to open any of these
guides should it be relevant to your organisation. This is the list of User Guides available at the time this

document was written:
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‘s PowerPro RTO 3.0.2023.4 (database database)

Haorme

43

Close
Exit

Escape

Mare charts 3

13 Aug

B0

50

40

a0

14

Reports Tools

4 ? 0O

User Frequently PowverPro
Guides = Asked Questions Blog

Configuration

Howe-To Rernote
Wideos  Support T

:.l‘

PowerPro quides

(o] L] ][] Qo] [or] Co] (o] Co] [ Cooc] (o] Co] - o]

Operations Guide
SWETRAISS reporting Guide
Cocument Ternplates Guide
Termplate Manager Guide
Warkflow Guide

Training Plans Guide
[reeoicing Guide

Trainers Scheduler Guide

Web Plugin Guide

PoweerQR Parchment YWalidation Guide

Wiark Placement Guide
CRICDE Guide

Wieb Trainer Guide

TCEl Transition Guide

CTT Irvoicing Guide (idi)

Integration quides

Lo} L] ][] ] o]

Talent L% Inteqration Guide
bMoodle Integration Guide
CloudAssess Integration Guide
Carrvas LS Integration Guide
Hero Integration Guide

by OB integration Guide

L5

rations Guide

21 Aug 2
22 Bug

completions
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