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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

For an in depth reference on PowerPro RTO we suggest reading the user manual which can be
downloaded from the Help menu of PowerPro RTO.

Additionally, there is a Frequently Asked Questions web site for PowerPro RTO which is accessible
from the Help menu.
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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 Competence

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 Il, Diploma, etc) as well as a Transcript 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 Transcript 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
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2. Getting started

2.1. Logging in to PowerPro RTO

Welcome to PowerPro RTO Training Management System - ¥ersion 3.0.1012.17

POWJErPro

rTO - T MJS

Jsermarme TEEGAN
Paszsword [R—
Databaze server lacalhost

Databaze filename | C:\Program FileghFirebird WA TOW 3 idb

zers/Licenzes information ak | | Cancel

B Figure above — PowerPro RTO login screen

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

NOTE: None of these fields is case sensitive.

2.2. Using shortcut keys

The PowerPro toolbar has a number of shortcut keys set up by default to enable you to complete common
tasks:

PowerPro RTO 3.0.1012.17 (sample database)

Home | Reports Tools Configuration Help
Bﬂ Bi - L] E
..
g R v K B a3 ¢ H B B & »
Close Clients  Enralments  Accredited  Non Accredited  Training Clienk Trainers Trainer Invaices Gualification  AQTF Generake Generate Bookmarks
Exit and Resulks Courses Courses Plans Companies  Assessors  Scheduler  Payments Rules Check, AYETMISS Files  RAPT Files b
Escape Data Entry (F1 - F9) AQTF AYETMISSIRAPT Links
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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: maintain course enrolments and results.
F3 Enquiries
F4 Accredited courses: maintain accredited course structures and units of competency.
F5 Non-Accredited courses: maintain non- accredited course structures and in-house modules
F6 Training Plans: maintain individual client/enrolment training plans
F7 Client companies: setup and maintain client company information.
F8 Trainers: setup and maintain trainer and assessor information.
F9 Scheduler: calendar based trainer-scheduling tool.
F10 Invoices & Payments: maintain invoices and payments
B Table above - PowerPro shortcut keys
2.3. Mandatory fields

Mandatory fields are shown in red while optional fields are labelled in black. You must enter a value for all

mandatory fields in order to save a record in the database.
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i

Enrolments
and Results

3. Enrolments and results

3.1. Adding clients to a course

To add clients to a course, first select the course in the course enrolments panel, and then click the New
Enrol button in the course enrolments panel. The Enrol clients in a course screen will open in a new

window.

K

Home: Reports. Tools/Config Help

YR v B % 3 8 R h | B OB

Close | lients  Envolments  Acoredied Mo Acrredied  Client  Trainers and ner Inmvoicesand | Quafication  AQTF Generate  Generate

Exit and Results Courses. Courses. omp: 9 =
PSR RSA Enrol Clients in a Course

—— Ciient List
|| Enoments and Resuls |
Code Name Paitem Companp/Diganisalion
<UNSFECIFIED> [v[ Fnd |
[Vidotive [ JAichive  Pattem Motch (1D /Nat CoderT e}
o Suname Given Names Dete of Bith | Company/organisation  Division Depariment Location .
= STRATH GINA 25 Nov 1970 VIDATEK. MENAGEMENT  SALES ROCKINGHAM Select clients to enrol from
W00 S [SERGE [ [VIDATEK MARKETING M client list
s O R A FEDAD D35cp A MANBGEMENT  |SUPPORT  |GERALDTON
o T A ”"fs pr " Hooooooas—— SMITH BILLY BOB MANAGEMENT SOLUTION! LEARNING AND DE FREMANTLE
e FETRTT] DE"‘ oo 00000005 NORMN GREGOAYJOHN MANAGEMENT SOLUTION: LEARNING AND DE FREMANTLE
poma 00000006~ MIRANT JOHN 08Jun 1964 THE STEPPING BROS
00000007 JACKSON FIONA DIFECT BUSINESS SOLUT
ooooooos— MaJOR THOMRS DIRECT BUSINESS SOLUT
00000009 MARKHEM  KEN DIFECT BUSINESS SOLUT
0000000 RINE AMANDA DIFECT BUSINESS SOLUT
00000011 JERAAAD PaLL <UNSPECIFIED>
| EditErvolment || Delete Ervol. || Client Details || 00000012 Dlania CRAWLER 15 Nov 1972 _CUNSPECIFIED >
—
srawal I EortrCirlidetaidofskinolisns | Ervol Selected Clients | | Create New Clint
New Enrol. buttonto open Il
Cients ta be enolled
Enrol clientsin a course Fote e Boven Names T [P T Depatmert = . .
screen 0000001 STRATH GINA 25 Now 1970 VIDATEK. MANAGEMENT SALES ROCKINGHAM Clientsto beenrolled in the
selected course
[ Remave from envolment lst |
Enroiment Options
Ervolment Date | 31/05/2010 v Refieshment (]
[ ok || cancel |
1
3.0,1001,19 - DEMO RTOADM READ[WRITE Courses: S Active: & Last batch: 20/08/2009 10:35

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 surname (or part of it) in the Name Pattern
box and click the Find button to find any matches.

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. See the
next section (Adding a new client to the system) for further information.

Use the Enrolment Date field to set the date of enrolment 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:
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Select Optional Units

Course
CO00002 Training and Assessment
Select | Unit Code Unit Name
B Client - DIANA, CRaWLER
[ BSBAUD4DZA Participate in a quality audit
|| BSBCMN4D4A Develop teams and individuals
[*| BSBCMNADGA Analyse and presert ressarch information
| BSBCMMN4094 Promote products and services
[*| BSBMKGA0GA Build client relationships
|| TAADEL4OGA Coordinate and faciitate distance-based learning
[ TAAENVAD44 Develop innovative ideas at work
[ TaALLMN4MA Address language. literacy and numeracy issues within leaming and assessment practice
[ TAATAS4ONA Maintain information requirements of training and/or assessment organisations
| Checkall | | Check Nons | . Dome

B Figure above - Select optional units screen

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

3.2. Adding a new client to the system

As mentioned above, you can create a client on the fly when you are enrolling them into a course. The

client details panel will appear as per image below:

\ Save l Cancel

‘ hain |Oiher contacts " A\/ETMISS” WetFee-Help ” Frevious Empluyers|

Codef/lD Secondary ID

Surmarme Title 1o
Given names

Freferred name

Building name

Flat/Unit details

Street/Lot Mo Street name Custorn field
SuburbyTown [¥ Postcode LookLp Balance
Pastcode State WA i)

Company <UNSPECIFIED > o] [E3]  Metes
Division <UNSPECIFIED > =)
Department <UNSPECIFIED > ] (2]

Location <L NSPECIFIED = |24 @]
Oceupation <UNSPECIFIED> = |2

Date of Birth &) Gender iz

Fhone: Home () Work () Mobile

Fax () Email @

$0.00

No Photo
assigned

\ Client Photo vl

B Figure above — New Client

Fill in all mandatory fields (labelled in red) and any other fields as relevant.
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To move across fields, use the mouse, the Tab key or the enter key. To enter additional data (e.g. postal
address, AVETMISS/RAPT data) select the corresponding tab at the top of the client window.

Some fields are shown as a dropdown list of existing values. For example, the Companies field enables you

to select one of the client companies that have already been added to the database. Alternatively, you can
add a new client company by clicking the green + button to the right of this field to bring up the Client

companies screen.

Company <IJNSPECIFIED =
Diivizion <IINSPECIFIED =

DIRECT BUSINESS SOLUTIONS
Departrment

MANAGEMENT SOLUTIONS
Lacation OUTDOORSHOTS
Occupation LTIHE STELDTRLC EDy

]+ H + [+

Company dropdown list

B Figure above - Assigning a company to a client

Add new company button

Use the Other contacts tab to set postal address and/or emergency contacts for the client.

New Client

‘ Save | Cancel |

hain | Other contacts |A\/ETMISS” Wet FeefHeIp” Previous Employers|
Postal Address

Care of ‘ Same as main

Building narme
Flat/Unit details
Street/Lot No. |
PO BOX

Streetname

Suburb/Town
Postcode State ||

Country o]

Emergency Contacts
Contact name
Relationship
Phone

Email

Usual Residencial Address (Used for AVETMISS 7 reporting)

Building name

Flat/Unit details

Street/Lot Mo, Streethame
SuburbyTown

Fostcode State
Cverseas Contact

Fielationshig

Overseas Phone

Overseas Email

Same as main

B Figure above — Other contacts tab

Select the AVETMISS tab to enter relevant AVETMISS data for this client:

PowerPro RTO - Operations guide

Page 10 of 22



New Chent

‘ Save | Cancel |
Main | Other contacts | AVETMISS | vet FEE‘-HE!|FI” Frevious Empluyers|
Gender | Unigue Student Id (USD WA Specific Fields
Country of birth Education Identifier
Language other than English at home &3] Englshis mainLang. [+
Proficiency in English [ Region "
12
Indigenous status |
Remoteness (Bl
Disahility MO DISABILITY |5l
Highest schoaol level completed |l
“Year higher school level completed B3] Currently at schoal = QLD Specific Fislds
Prior qualifications | &

Leamer Unigue ID
Frior Education achievement flag

WIC Specific Fields
Employrment categonystatus &

ic Student Mo
Study reason %)

Mew to the Victorian Education System

Centrelink Nurnber (CRMN)
Joh Seeker Number

B Figure above — Client AVETMISS details

Note: the relevant AVETMISS fields are Gender and from Country of Birth down to Study reason.

3.3. Updating client results

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

Mew Enrolment | Edit Enrolment | Maodify Units Client Details Bulk |v| Course data | Outcomes

éBook Cliert Narne |Company/Organisati| Wi fent
LOMNE, STEVE SLUFER ORG [ it Module
v = = : :
e e
. Contact Log
¥ SPEMCER, JANINE VICTOR TECK Funding Source
¥ TUMB, FIN SUPER. ORGAMNISATH Tuition Fees
RAFT Export flag
Irvvoicing
Iy Figlds

B Figure above — Bulk resulting by Client

The Bulk resulting screen will appear:
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ClientMame BOMNE, STEVE Client ID 20131962 MNext Clignt
Unitfodule list for this Clent
| Set éCode éUnitjModuIe Name Trainer | Start éCurrent Outcome/Result Out Date
=] AUROC 1084, Carry out maintenance andyor component. se 01/11/2013 Competent 22{11/2013
&= ALUROO208E Carry out Maintenance Operations 01/11/2013
[ AURD11704A Service engines and associated engine compc 01/11/2013 Competent 22/11/2013
] AURDZ1EGA Repair petrol fuel systems 01/11/2013 Competent 22/11/2013
(=] AURO31704 Service petrol fuel systems 01/11/2013 Competent 221142013
] . ALRO3BEER Repair diesel fel systems,/fcomponents 01/11/2013
QO )00k on  [Servoe desel e mcter sstems ] 2 N D
] . AURDS16GA Repair exhaust systems 01/11/2013
(=] . AURDESASA Cverhall transmissions (manual) 01/11/2013
[} . AUROESESA Repair transmissions (manual) 01/11/2013
Select Al | ‘ Select Mone | 1 unit{s) selectad,
Set Outcomes and Dates !SetTrainer
|| Set Start Date \m Set Qutcome and Cutcome Date
Competent ¥ | 14/02/2014 &2
[ Enfiorce Start Date/Outcome Date Compatibiity || Propagate changes to other Courses | et ‘ | Ty

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.
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3.4. 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:

Enrclments against this Course

‘ Mew Enrolment | Edit Enralment | Modify Units | Client Details | | Bk H Course data| Qutcomes & Dates ‘Uniis of Study || Workfow ” VET-Fee-Help || Attendance ” AVETMISS (ACT) ”F
Book |Client Name Jroa Ma;d\ﬁ: dpnamal Units forlse\éctedldier%ltL---; Qutcomes ) |
v BONE, STEVE UPER ORGANISATI [97 L7 Z01T LGN iun\t/ModuIe Name [ mo
¥ DANN, JESSE <UNSPECIFIED=> L2f0z/201 /8 | ] Carry oUt mantenance and/or component
' DORES, MARIA BIG COMPANY 31/01/201M/A AURDOZOE! Carry out Maintenance Cperations L]
VICTOR TECK AURD11704 Service engines and associated enging components [ ]
¥ TUMB, FIN SUPER ORGANISATE M/ AURDI 1564 Repair petral fuel systems L]
AURDILTOA Service petrol fuel systems L]
. AURD3EEE Repair diesel fuel systems/components L]
AURO3ETOA Service diesel fuel injection systems L]
AUROS1686A Repalr exhaust systems
AURDEE4EA Overhaul ransmissions (manualy L]
AURDEEEEA Repair transmissions {manual) L]

B Figure above — Modifying Client units

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

Select Optional Units

Course

CO05014 ALtomotive

| Select | |Unit Code it Marne |
B Client: SPEMCER, JANINE

. ALRNDSTBEA

[l .AURDEE%A Owerhaul transmissions (manual)
e .AURDBBBBA Fepair transmissions (manual)
Check All ‘ ‘ Check MNaone Done

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

NOTE: Removing an optional unit from the client enrolment will drop the student result (if any) for that
unit.

cord will be saved in the database.
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3.5. Printing Certificates and Statements of Attainment

To print Certificates and Statements of Attainment you need to conduct a qualification check. This checks if
the clients have completed the units required for a Qualification (e.g. “Diploma of Business”). The units
required are specified in Qualification rules area of the system which is beyond the scope of this document.

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

Course Title GroupMersion
Mail Technology BROOME 2012
I"-Jiiil Technology e
Print Course Sessions
Print Roll...

Attendance by Session...
Attendance Summary...
Course/Qual Aignment... -

PR R W SN — oo crece.——— ]

Print: Unit Based SOA...
heieseli iComplsiad Print Urit based R.OA,..

Primt Cert, of Atendance...
2000872012 1 \pi chrewen [NIER ,
Print Client Card...
Expected = Transfer enrolments... |

Print Statement of Accounts...

Expected E
F Export/Email Spreadsheet... '
Last Contac Import from Spreadsheet... |
SMS Clients...
Mext Conta
' Emai Clents... '

Fefered by Mai Merge Clients...

Motes Archive course

B Figure above - Checking course participants against a qualification rule

A new window will pop-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 Transcript of Results):
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Qualification Check

Client Scope:

All Clients enrolled in Course: CO00001-Mail Technoloogy

Scope

Qualification Rule

Select Cualification Fule | Certificate |l in Mail Technology WRE20104)

List Inactive Qualification Rules

[

I Clignt Name | Caore | Elective | Total Mis... I
K COSTEX LIZ 010 142 11
[ CRAWLER, DIANA 10/10 22 0
K DING, SHARCHN 0A10 142 11
K DORES, MARIA 0A10 142 11
K HILL SARAH 0A10 142 11
K KALPINSKY, JANINE 010 142 11
K MARTINEZ, MONICA 010 142 11
K MARY, ROSE 0A10 142 11
K MONKEY, JANE 0A10 142 11
K RIPFER, SAMANTHA 0A10 142 11
K SMART, ALISON 0A10 142 11
K SPINER. MOONA 010 142 11

Re-calculate All

|| Print A0F Document |E|

Close

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
. Client is eligible for a Certificate and a Transcript of Results for
W Qualification completed . o
this 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
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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:

Print AQF Docurment H

Qualification
Transcript of Results

Statement of Attainment

B Figure above - Printing AQF Documents

Selecting Qualification from the above menu will bring 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:

[
AQT Qualification: Select Clients X
Client selection
| Client 1D |CIientName |CDmpany | Date Completed | Select |
00000003 CRAWLER, DIANA <UNSPECIFIED> 20/08/2012 ]
| SelectAll | | Clearan |
| oK | | 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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Path: DApedrobdwvetmiss\d. 0server-installideplovitemplates\Qualification

cation.doc
™ Traineeship Qualification.doc

ﬁ E Template location

Select a template based on the
required layout

Option to attach a document copy to
the Client's record in PowerPro

Options | |

Attach Document as:  |PDF |+
PDF
‘Word Document
Do not attach 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 Statements of Attainment and Transcripts of results.

3.6. Attaching documents to a client/enrolment

PowerPro RTO allows for document uploading. These documents are stored within the database and are
linked to the client or to the client enrolment.

To attach documents against a student enrolment please do as follows:
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Enralments and Results |

vl Active IDfNat CodefTile  Groupiversion  Sumame. Given Names State/Ternitory  Course Date
[ Archived AUR <All Clients> |*| <AlStates> |+ | [
|Course I | Mational Code EQuahﬁcanom Level Program name 4 iGroup/vers\on Start Date End Date ETramer(s) |Course Type
C0os021 AURZ20102 . Certificate I AUtomotyve GERALDTON VFH 03 Mar 2014 21 Apr 2014 Public
AURZ0102 Automotive GERALDTON VFH 01 Moy 2013 20 Dec 2013 Public

€005014
CO0S018

. Certificate I

I TR

012

GERA DN 2012 16 Jul 2012 s}

Enrolments against this Course

R [ Course cata | outcomes & Dates | Units of Study | wiorkfiowr | VET-Fee-Help | Attendance | AVETMISS (vIC) | RAPT | Invoices | Contact Log | Documents My Fields

Mew Enrolment | Edit Enrolment | Modify Urits Client Details ‘ ‘

Book Client Name |Company/Crgarisati| Withdrawal |Completed| Afach Docs | Editdeteils | ViewDosument | ExportDoc | DeleteDoc. |

> -
BLOGS, OB <UMSPECIFIED> M Fle: Marme Document Description CoLrse 1D |Course Mame Cffse Version

e v Y | o M0 Pt 0 E— e O S —— ¢ £ L —

¥ COSTEX, LIZ <UNSPECIFIED> N/AY ] Dec 2013 - AUDSO.pdf

v CRAWLER, DIANA, <UNSPECIFIED:> MiA @ Assessments

v

<UNSPECIFIED>

A
I T

VICOTEK

MAA
¥ SHCMIDT, BIANCA VICOTEK /A
¥ WATERS, GINO VICOTEK /A

B Figure above — Attaching documents to a Client enrolment

Highlight the relevant client (Hill, Sarah 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 comes up:

el

e iltiple Document Attachment

Client Marme

Course

Certificate 1T - Automotive Driveline System Technology

Details

]

Documents/Files

Select Documents/Files

ments

Document type

Description (80 chars)

(et

Units {up to 5)

Unit name

AUROCZOBE  Carry out Maintenance Operations |
AUROI170A  Service engines and associated engine components =
BURO31E6A  Repair petrol fuel systems &l -
BURO31TOA  Service petrol fuel systems |
.AUR03666A Repair diesel fuel systems/components &= .
.AURO%?OA Service diesel flel injection systems = |4
Sawve ‘ ‘ Cancel
B Figure above — Options when attaching documents to a Client enrolment
Page 18 of 22
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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).

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.
Press Save to attach the document(s).

Lo No

Note: It's a good principle not to attach large documents/files as the database will grow large fairly quickly.
Please check your scanner resolution and drop it 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.

3.7. Creating a Contact Log against 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:

e Student absentee

e Email or SMS sent to student
e Phonecall

e Assessment

e Complaint

e WSE/OH&S incident

Enrolments and Results

¥ Active IDfMat Code/Tile  Group/version  Sumame, Given Names State/Tenitory  Course Date

|| Archived ALR <Al Clients=> || <Al Statess |+ | [
Course I Mational Code Qudlification Level Frogram name & Groupfiversion Start Date End Cate Trainer(s) o]
C005021 .Ceruﬁcate I Automotive GERALDTON WFH 03 Mar P
005014 Certific Automotive GERALDTON VFH 01 Mo 2013 I K
CO05016 AURZ21612 .Ceruﬁcate I Automotive Driveline System Technology GERALOTON 16 Jul 2012 P

Enrclments against this Course \

Mew Enrolment | Edit Enrolment | Madify Units I Client Detals | ‘ Buik H | Course data | Gutcomes & Dates | Units of Study | Workflow | VET-Fee-Help | Attendance | AVETMISS (ACT) |RAPT | Invoices  Corttact Log
Book |Client Name Company fOrganisatior| Withdrawal | Completed ‘ New Contact Edit Contact T Delete Cantact |

¥ BONE, STEVE SUPER ORGANISATION 19/11/2013 M/A X

¥ DANN, JESSE <lUNSPECIFIED> 12/02/2014 NfA

~" DORES, MARIA BlG COMPANY 31/01/2014 M/

v SPENCER, JANINE VICTOR TECK /A
G T T

B Figure above - Creating a Contact Log record against a Client enrolment
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To create a Contact Log against a client, please do as follows:

Highlight the relevant client (Tumb, Fin in the example above).
Open the Contact Log tab.

Press the New Contact button.

The Contact Log window comes up:

il e

Contact Log

Contact Log entry

ClientMame  TLIME, FIN Flag

Course Certificate 11 - Automotive [ Imnpartant 1)
Contact Date  12/02/2014 |»|  Contact Type Complaint ieza) _
User/Trainer  James | Follow up  2B/02/2014 1o

Description Fin lodged & complaint related to poor lighting/glare in the classrom. Flease see attached document. )

User notes James has notified Fauline {Training manager) and the lighting options are being reviewed,

Ok ‘ ‘ Cancel

B Figure above - Creating a Contact Log for a student complaint

Fill in the mandatory fields.

Optionally enter a Follow up date.

Optionally select a colour/context Flag.

Optionally enter any trainer or admin notes under User notes.

LN T

Press OK to save the Contact Log record.

Note: A built-in report exists on the Contact Log. Information entered in this area can easily be extracted on
that report.
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3.8. 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 (as well as the content of the email) as a
Contact Log. The other great advantage is the use of Email templates.

Enralments and Results

| Actyve ID¢Mat Code/Title Group/version  Surname, Given MNames State/Territory Can
[ Archived ALIR, <Al Clients = [*| =alStates> |»|
Course I |Mational Code Qualification Lewvel Frogram name A g
Coos021 ALURZ0109 . Certificate 11 Automotve C
CO0S018  AURZ1612 B certificate Automotive Dr  EdIt Course detais ¢
Print Course Sessions
Print Roll...

Attendance by Session...
Attendance Summary...

Mew Enrclment | Edit Enrolment | Modify LUnits | Client Details | ‘ CoursefQual Aignment... s &L
Book (Client Name Company /Crganisatior]  Withdrawal | Co Qualfication Check...

' BOME, STEVE SUPER. CRGAMISATION 19/11/2013 Print Uit Based S0,

' DAMNM, JESSE <UNSPECIFIED = 12/ PBrint Uit based RO,

v DORES, MARIA BIG COMPANY 31y

Print Cert, of Attendance,
Frint Client Card...

Transfer enrolments...

Frint Statement of Accounts. .,
Export Spreadsheet...

Import Spreadsheet...

SMS Clients...

SPEMNCER., JAMINE WICTOR TECK

- UME, FIN

Mail Merge C||er'|t5...
Print CAN Letters. ..

Archive course

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 5014 in the example above).
2. Select the Email Clients... item from the pop-up menu.
3. The Email Clients window comes up:
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Email Clients

Course Mame  CO0S5014 - Autormotive

Enralled Clients
Status  |(Client Mame Email Address Completed Emai

v 0 = biahotmail.com

v DANM, JESSE jessed@wmhsac.com 12/02/2014 ]

v DiZRES, MARTA This Client has no Emai assigned 31/01/2014 =l

v SPEMCER,, JAMINE spenc 20i@y aho0.com [s]

v TUMB, FIN fr@hotmal.com ¥l
Select Al | | Clear Al

| Ernail ICont@ct Log ||Emai| Settings

Additonal CC:
Additional BCC:

Subject: Automotive
i : Dear <GIYEN:, \ ..........................
Frat ey — | Open template |

This is a quick emai to confirm your enrolment in the following Course: =

| Save template |
<LEYEL> In <CRS_MAME> (<CRS_NAT=>) |

| Insert field |
Course Start date: <CRS_ST= |
Delivered at; <CRS_ADDR> <CRS_TOWWN> 5_|
w
Attachments: ‘ Attach ‘
| Remaove |
Preview Email =l Attach Qutlook signature [se]
Attach Existing Certificate/S08 =]
Send | | Cancel

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.

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

L Ny Re
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