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CRICOS in PowerPro RTO 
 

As a Student Management System, PowerPro RTO supports the following CRICOS functionality: 

• Tracking of International documents details (Passport, VISA and Overseas Health Cover) 

• Tracking of Emergency contact details (local and International) 

• Tracking COE details 

• Tracking of Education Agents 

• Tracking and reporting Student Attendance 

• Tracking all communication with the Student 

• Printing Customised documents 

  



    

CRICOS Guide                                                                        4 | P a g e  
 

Configuration 

 

Use Configuration>Application options to enable Education Agents (if you intend to use that 

functionality). You may need to log out and back on to PowerPro to have the Education Agent 

actions visible and enabled. 

 

 

➢ Use Configuration>International to configure Overseas Health Cover Companies as well as 

Education Agents: 
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Tracking of International documents details (Passport, VISA and Overseas Health 

Cover) 

 

Use the International tab of the Clients window to record this information: 
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Tracking COE details and Education Agents 

 

CoE details are attached to each enrolment. To view/Edit these details use the International tab of 

the Enrolments window. Note that this area also allows specifying an Education Agent along with 

any fees commission agreed on. 
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Tracking and reporting Student Attendance 

 

Course Sessions 

In order to track Student Attendance, Courses must contain Training Sessions. Each session has a 

time duration against which the attendance of each Student is recorded. To create Training Sessions 

users should use the Course>Scheduled Sessions area: 

 

Use the Create Session button to create the first Training session. If there is a date pattern (such as 

“every Monday, Wednesday and Friday”) the Clone Session function works as a session factory and 

can save significant data entry time. 

For more information on setting up sessions- please click HERE to view the Trainers Scheduler Guide  

https://powerprorto.com.au/tms/qh/Trainers%20Scheduler.pdf
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Recording attendance 

 

To record attendance, use the Enrolments window and: 

- Right click on the Course/Group 

- Click on Attendance by Session as per image below: 

 

 

 

And the Attendance by Session window will show. See next page. 
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1 - Select the Training 

Session

2 - Tick the Clients that 

attended

3 - Adjust the attended time if required

4 - Hit Apply to save
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Checking group attendance 

 

A quick way to check attendance for a group is to use the Enrolment>(Right click on the Course) 

Attendance Summary: 

 

Any attendance under 80% shows in red. Use the Legend button to see the different colour coding 

thresholds. 
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Checking Individual attendance 

 

The Enrolments window displays the attendance details for the highlighted student: 

 

Double clicking on the above table allows users to adjust the attendance for this specific Student on 

a particular session: 
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Printing Student attendance 

 

A built-in report called “Attendance Records” (Reports>Client>Attendance Records) provides a full 

snapshot of the Student attendance for a specific Course. Being a built-in report it can easily 

exported as a PDF document and emailed out. 
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Printing Student attendance letters 

 

Using the Mail Merge Clients function (Enrolments>Right click on Group or on Client>Mail Merge 

Clients) it is easy to create merged letters containing information about the Student attendance to 

date including all contextual fields such as Program name, national code, expected end date: 

 

The Mail Merge window (above) is used widely in PowerPro. It allows merging documents (called 

Templates in PowerPro) with data from the PowerPro Database. In this case we are using it to 

generate Attendance letters.  

Use the Log options to create a Contact Log on this Mail Merge and possibly the Attach options to 

keep a copy of the merged document against the Student. 
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Image above: Simplified example of a merged Attendance letter.  
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Tracking communication with the Student 

 

The Contact log area is a collection of events recorded against a Student enrolment. A Contact Log 

can be a copy of an email message, a phone conversation, an absentee note, a student complaint, a 

suggestion, etc. The list of Contact Log types is configurable in Configuration>Application 

options>Contact Log. 

 

 

Image above: Contact logs showing for Joanna’s enrolment in the Cert III in Music  

Use the New Contact button to enter a new Contact Log. Double click on an existing Contact Log to view or 

edit its details: 

 

 



    

CRICOS Guide                                                                        16 | 
P a g e  
 

 

Some actions such as Email Client, SMS Client and Mail Merge client can “automatically” add a 

Contact Log to the Student enrolment. 
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Reporting on Contact Logs 

 

Contact Logs are listed against the Enrolment as well as in the actual Student record (“Clients” 

window). The Contact Log report (Reports>Client>Client Contact Log) can be used to print a list of all 

contacts recorded against a Student: 
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Image above: the Contact Log report 
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Printing customised documents 

 

As described in Printing Student attendance letters PowerPro can be used to generate any type of 

document by drawing information from the database. This information can relate to a Course, a 

Student, a particular enrolment, a Unit, a delivery location, etc. To produce these documents the 

PowerPro administrator (part of the RTO staff) should maintain a set of templates (Word 

documents) and manipulate the available Merge fields to obtain the desired content and layout. 

These Word documents reside in the folder /directory specified in: 

Configuration>Application Options>Templates>Letter: 

 

Image above: The location of the different type of document template is specified in the Application 

Options window. 

 

For information on how to adjust and create new templates please see the following article on our 

FAQ database: Adjusting / Creating PowerPro document Templates 

http://powerprorto.com.au/faq/index.php?action=artikel&cat=14&id=73&artlang=en&highlight=template%26%2339%3B

