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CRICOS in PowerPro RTO

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

e Tracking of International documents details (Passport, VISA and Overseas Health Cover)
e Tracking of Emergency contact details (local and International)

e Tracking COE details

e Tracking of Education Agents

e Tracking and reporting Student Attendance

e Tracking all communication with the Student

e Printing Customised documents
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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.

Application Options

RTD
Clients
Enable Non-Accredited Training W
Enrolments
Enable WorkflowjEnrolment checkists W
AQF
Enable HR Fields v
Cont. Improvement
Check For Updates on Startup W
Doct
it Use Mavigation Tabs W
Templates Shiovs button Hints v
Trainer Colour highlight Focused field v
Contact Log Shows old Finance tab
Companies Show Attendance on Enrolment Window v
Proxy Allovs resulting with future dates v
Invvoicing Use Theory and Practical dates in Training Plans
Scheduler Allovs batch program (runs overnight) to
update Unit results based on mapping rules
Course
Enquinies
SMS
Wwieb Flag outcomes of reviewed modules
WSL RAPT: Exdude AYETMISS excuded Unit results v

Use Pricelist Unit Tuition Fees W

Automatic logoff after i} 4 minutes of inactivity (Use 0 to disable auto-logoff)

Flag missing trainer units {slows down enrolments window)

Enable Education Agents - v

Enable Audit Logging

Automatic Deliv. Location AYETMISS Codes

Use Skins

Shiows stats window at startup

Logoff PowerPro on disconnected RDP sessions
Allow resulting across courses {not recommended)
Shows Survey tab in Enrolments (QLD C3G)

Only RTOADM can delete Clients

Keep Enrolments and Courses in sync

Use Work Placement functions

#llow printing Cert. of Attendance For partial completions
Todo List, number of days prior current date

Todo List, number of days after current date

Use Unit Assessment Criberia fields

Enable Unit Assessment Criteria completion trigger

0K

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

Education Agents:

‘s* PowerPro RTO 3.0.2019.35 (database database) - [Clients]

Haome Reparts Toals Help

w4 L o & 8 4 =5

Close Change Refresh User Roles  Manage Training Units af
Exit Password  Permissions & Actions Users Organisakion  Competency
Escape Users
Clients
CRICOS Guide

B & B

Price  Emal  International  YET Units  Madule Caloo
Lisk Alerts - of Study  Mapping Scher

Carfig @ Crverseas Health Cover Companies
"_E'u 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:

Clients
Client status Sumame, Given names Code/IDAUSI 5 JaryID [ Arganisati
All Clients v v £ 68559 <UNSPECTFIED = W Applp/F 3

Given Mames  Prefered Man US| Secondan Date of Bu Mobile  Email Company/Organization Divigion Department Location

LOLA os. [ ] JICOTEK

. -

Main International Overseas Health Cover Emergency Contacts
Other contacts International Student v/ Insuiance Company  ALL SAFE > Local Contact ennny Thompson
AVETMISS Mationality Spain v Inswance Type 5 v Relationship i
Licences Country of Passpot  Spain ] Card/Policy No 53299-19 Local Phone 08 99665544
Custom Pazsport Mo 95685 Date lzsued 01fo1j2019 ] Local Email from@hotmail.com
Connses Passport Expiry date  26/06/2020 ] Expires On 24f01j2020 ]
- VisaNo 326565956 Date Paid v Overseas Contact  Joana Martinez
Outcomes achieved it i
- Visa Expirp date 27j12{2019 v Relationship Mother
AQF Docs printed Clear
Education Agent AGENT 1 v Overseas Phone 34 8855 66968
HR Overseas Emall  jmartinez@miail.com
Invoices
Contact Log
Documents

Intemational
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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.

Enralments and Results

Filter Course Status 1D /M at Code/Title GroupMVersion  Surmame, Given Mames StatedT ermitary Course Date
Ackive Courses v Y| PoF v ||| & |<al statess| v v Refresh Clear Today
Course I &« National Code Qualification Lewel Program name Groupfiersion Start Date End Date Location Traineris) [l
05919 PLS ADIUST . Course Address adulk language, likeracy and numeracy  HWZPDFEQGH 23i01jz2016 09/09/2016 ASHDALE SECONDARY O FL
Automokive CTOIRLEMHKIUMPETMZMSROME 10/09/2015 240712016 APOLLO BAY P-12 COLLE PL

CONS950 ALRZ1612
5 g

Aukarm TEST PDF

Paramedics FCF TESTIMG 2afnsf2019 07)07 (2019 DEFALLT LOCATION BOBY MIMION KEVIN MIMION P

CO07509 551

Enrolments against this Course

Mew Enralment | Edit enralment | Modify Units Client Details All Jients - Eulk - Course data CRICOS
Book.  Client Mame UST (Comparry Withdrawn | Completed  WYR Outcomes & Dates
Vv GONZALEZ, SPEEDY () [> CORPORATE INTE s ok Eok Eode ALZZETZ4
Oreriow
' DING, SHAROM () [» THE YELLOW TUN, 04{12{2017 M CoE Start 03052019 w _
v BANKS, TRUDY () [ wiDaTER VI Units of Study o End 17122019 v
2 COSTA, GILLETTE() > wiDarek A Vsl
~  FEMZ, JAMES () > wimaTER IE
P SMITH, SYLVIA ) Attendance Education Agent
A AVETMISS :
Education Agent AGENT 1 L
RAPT =
Commission 12,00 % 5
Invoices

Conkact Log

Diocurnents

wiork Placement
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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:

Course details
Hain Info
Workfow

Scheduled Sessions
Aftendance
Trainers/Resources
Documents
Invaicing
Company |nyvoices
Urits
WSL
AVETMISS
RaPT
b

Mews Session

Date
28/05/2019

28/05(2019

13062019

14/06/2019

ieek Day
Tuesday

Wednesday

Thursday

Edit Session
Stark End
0500 1e:00
000 12:00
09:00 12:00

Change Location

Lacation
Perth

Perth

Perth

Course - Scheduled Sessions

Trainer
W NTOMN MARSALIS

WYMTOM MARSALLS

WY NTOMN MARSALIS

09:00 m WNTON MARSALIS

LUnits

CUASOUZ0Z3 CUASOUZ04

CUASOUZ0E CUASCOUZ0S CUASOUZI0 CUASOUS11 CUASOU40Z

CUASOL409

Delete Session

ok

Cancel

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

CRICOS Guide
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https://powerprorto.com.au/tms/qh/Trainers%20Scheduler.pdf

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:

*s* PowerPro RTO 3.0.2019.35 (database database) - [Enrolments and Results]

Home Reports Tools Zonfiguration Help
| - PN @ [ s -
4 S
Egi 3 7 ﬂ U ST EEE EG} @ E :
Close Clients  Enrolments  Enquiries  To-do Accredited  Mon Accredited  Training Zlignk Trainers
Exit and Resulks Lisk Courses Courses Flans Companies  Assessars
Escape Diaka Entry (F1-F110

Enralments and Results

Filter Course Statuz |D/Mat Code/Title GroupSderzion  Sumame, Given Mames State”
Ackive Courses w7504 b v| |2 |<als
Course I Mational Code Zualification Lewel Program name Group)iersic

Zertificate III

e

Edit Course details

007504 |CLAZ0915 N

Prink Roll...

Prink Course Sessions
Prink Session Plans

Prink Session based Rall,..

attendance by Session. ..

Enrolments against this Course

Aktendance Summary., ..

Mew Enrolment | Edit Enrolment | Modify Units Client Details all Clier
Course/Qual Alignment. ..

Book, |Client Mame 131 [ Company Withdrawan | =

And the Attendance by Session window will show. See next page.
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Course Attendance Records

Course 1D: 007504 Course Mame: (CUAZ0915 - Certificate 11T in Music Industey Wersion: |ATTENDAMCE UACS WEE T
Session List Client List
Seszion Date | “Week Dap  Start Time | Duration | Units Client Mame Aftended | Abs Reazon SET
28Map 2019 | Tuesday  08:00AM 0800 AABTURSJOHDLMFU, wUGL  00:00 v
29May 2019 Wednesday 030040 03:00 CUASOUI03.CUASOLZE04 ABDILLA, JESSICA JAME 00:00 Wy
13Jun 2019 | Thursday |09:004M | 0300 |CUASOU308,CUASOU309,CUASOU10,CL PaNTa AT A NIPA 0000 vl o
14 Jun 20719 Friday 030040 0300 CUASDUI0ZCUASOUE04.CUASOUS0E.CU: 0w TESTER o000 vl
PNNCSFCBJG, TOMEDY | 00:00 | "

1 - Select the Training

Session
2 - Tick the Clients that
attended
4 - Hit Apply to save
Sesziong 4 17 h Chents in this Session; B
attach Client || Detach Client || Contack Log Select Al ||S] fct Mone
List Pending and Cancelled bookings Set Attendance Time to; | TSR Apply

3 - Adjust the attended time if required / Olhee
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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:

Attendance Summary E3
Course [D: CO07504 Course Mame: |CUA30915 - Certificake IIT in Music Induskry
Yersion/Group: | ATTEMDAMCE LACS WEE TRAIMER II
Show Cancelled/Pending Enralments Shows Withdrawn Enrolments
Client Code Secandary ID Client Marme Attendance to Date
00093487 BTPPHZL AABTURSJOHDLMFU, YUGLAMELLIFY
20132548 PIT250 ABDILLA, JESSICA JAME 8235 %
201905217 FONSECA, JOANNA [ 7083z ]
20132865 GILLIAM, TESTER 23 %
00095342 HKEM.G PNNCSFCGIG, TOMEDY - ooz
A Errolments
Legend Frirt Cloze

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

CRICOS Guide
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Checking Individual attendance

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

Client Details all Course data Session Dat, Wheek Day Skart time Finish Time | Duraktion | Attended Percent Abs, Reason
| SBI0s2019 Tuesda 5:00:00 &M 4:00:00 PM 0s8:00 0s:00 100 =
ithdra | Camplet Wk Oubcomes & Dates fosi i =
#aMns/z2019  Wednesday  2:00:00 &M 12:00:00PM | 03:00 03:00 100 %

workFlaow 13/06/2013| Thursday | @:00:004M |1z:ooooPM | o300 | onoo |33% | 0 |

Urits of Study 14{06/2019 Friday 900:00 &M 12:00:00PM 0 03:00 00:00 0 %

_ WSl
m— ]
AYETMISS
RAPT
Irvaices
Cankack Lag
Documents
whork Placernent
International
Iy Figlds

Simulation

Survey Attendance to Date 70,559 %

Double clicking on the above table allows users to adjust the attendance for this specific Student on
a particular session:

Edit Attendance Record

[T}

Attendance Record

Course 7504 Certificake IIT Music Induskry
Client FOMSECAH, J0ANMNS

Session Date 13 Jun 2019 Thursday
Start/End Time: 09:00 12:00
Diuration 0500

Artended

Abs. Reason ]

k. Cancel
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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.

Client Attendance Report Zootopia
Course: CUAZ0915 Music Industry
Course ID: coovsang Version/Group: ATTEMDANCE UACS WHEE TRAINER |l

Attendance as of: 19 Jun 2019 at 8:00 A

Client Nam e: FOMSECA | JOAMMA,
Client Code: 201905217 Secondary ID: Client DOB: 12 Jun 2000

Session Date Week Day Start Time Finish Time Duration Attended Percentage Unit(s) of Competency

28 May 2018 Tuesday 0g:00 16:00 0g:00 0g:00 100.00 %
29 May 2018 Wednesday 0=:00 12:00 03:00 03:00 10000 % CUASOLE03 CUAZSOLE04
13 Jun 2018 Thursday 0=:00 12:00 03:00 01:00 33.33 % CUASOLE0G CUASOLE09 CUASDLEI0
CUASDLGTT CUASOUA0Z CUASDLI40S9
14 Jun 2018 Friday 0=:00 12:00 0300 00:00 0.00 % CUASOLE03 CUASOLE04 CUASDLE0R
CUASDLE07 CUASOLE0E
Totals for FOMNSECA, JOAMMA, 17:00 12:00 7089 %
CRICOS Guide 12 |
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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:

Mail Merge

Courze Mame 2007504 - Music Induskey

tMerge options Log options | Altach options | Sort options

Enrolled Clients

Status | Client Mame CompanyOrganisation Expected Start | Completed Merge
~  AABTURSIGHDLMAL, ¥UQLAMELIPY]  PYMELE LADIES COLLESE
~'  ABDILLA, JESSICA JAME =UMSPECIFIED =
m FOMSECA, JOAMNE <LINSPECIFIED =
" GILLIAM, TESTER <UMSPECIFIED =
' PMMCSFCiEIG, TOMEDY REDEEMER. BAPTIST SCHOOL

— Diefaulk bo All selected Select Al Clear Al

DocurnentfLetker

Course Progress WITH PHOTO, docx:
Course Progress, docx

Labels L7163, doc:

Participant list with results . doc:;
PayrmentPlan, docx:

P confirmation, doc: 1151 Motification, doc:
P Cowrse Outline, docx Widatek Certificate of Attendance.docx
All Units W terge Cloze

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.

CRICOS Guide 13|
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RTO
Logo

Joanna Fonseca

Geraldton
6030 - WA

Date: 19 June 2019

Re: Music Industry

Dear Jloanna,
This letter is to notify your about your class attendance on the following Course:

Course: Certificate 1l in Music Industry
Nat. Code: CUA30915
Start Date: 28/05/2019
End Date: 22/12/2019
Address: 65 5t Georges Terrace
Perth
6000 WA

Attendance to date: 70.59 %

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.

“s* PowerPro RTO 3.0.2019.36 {database database) - [Enrolments and Results]

Horme Reparts Toals Configuration Help
L—‘gi [ ] o (-i @ ﬁu %E [aalll ﬁ Q} & International - 6(). Enable AVETMISS  |v .
- = i L (== U v T s e Study Enable RAPT [/
Close hange Refresh User Roles  Manage Training Units of Unik Mon-Accredited  Application Price Email Colour Eiookmarks
Exit Password  Permissions & Actions Users Organisation  Competency  Cluskers Modules Options List  plerks  Madule Mapping Scheme @l Default values -
Escape Users Configuration AYETMISS/RART Links
Enmolments and Aesults
Filter Courze Status DM at Cade/Title GroupMersion  Surname, Given Mames StateTeritary Course Date
Ackive Courses v | (7504 Y- v ||| & | <all statess v v Refresh Clear Today Actions hé
Course IC Mational Code yualification Leve Program narme GroupfYersion Stark Date «  End Dake  Location Trainer{s) Course Type  Seatsleft AVETMISS RAPT  ‘web Skatus
E ATTENDANICE U 5i2019 | E [ I S v

Enrolments against this Course

Mew Enrolment | Edit Enrolment | Modify Units Client Details All Clients - Bulk, -

Book. Client Mame withdrawn | Completed | WiR

4

USI Campary

ARETURSIGHDLMAL, YUQLAMELIPYI{  [® PYMBLE LADIES COLI
ABDILLA, JESSICA JAKE (JESSICA )
PHNCSFCGEIG, TOMEDY ()

GILLIAM, TESTER ()

[»  <unsPECIFIED >
[P REDEEMER BAPTIST

v
~
v |»  <unsPECIFIED >

Course data Mews Caontact Edit Cantact Natify Delete Contact  |Both Open and Closed v
CQutcomes & Dates
v Clear
‘workflow
bnits of Study | frontack Date: 19/08/2019 Warning
YsL User/Trainer: Cli Follow up next week
Contact Type: Trainer Contact Joanna needs ko work further on music reading in
Attendance i Follow up: 25/06/2019 preparation for assessment 2,
T will check her again next week,
AYETMISS
RART Contact Date: 14/06/2019 T
Thioiee User/Trainer: Cil Evans
Contact Type: Emal Sent Subject: Assessment dus
Zontact Log
Hi Joanna,
Documents

wiork Placerment

Image above: Contact logs showing for Joanna’s enrolment in the Cert Ill 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
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Contact Log

Client Mame
Courze
Contact D ate
Contact Type
Uzer/ Trainer
Follow up
Status

Priority flag

Drezcription

User notes

Mutify Trainer:

Conktack Log entry

FOMSECA, JOAMNMA

Cettificate 11T - Music Induskry

19/06/2019 v
Trainer Conkack v
Cli v
ZEj06/z2019 W
Cpen W
\Warning W

Joanna needs to work furkher on music reading in preparation for assessment 2.
T will check her again next week,

Cil Evans
Music trainer

Follow up next week|

<D0 rak notify anyone s

oK

Cancel

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

Contact Log to the Student enrolment.

CRICOS Guide
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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:

‘s PowerPro RTO 3.0.2019.26 {database database)

Home Feports Tools Configuration Help
3 =l = 8 | B
Close Course Imik Clignk Zompany Trainer Stakiskics Imveoicing
Exit Reports - Feports - Reporks - Feports - Feports - Feports - Feports - REe
Ezcape Course IInit @ Individual Progress Irvvoicing
Mare charts available in Toaols =Dashboar @ Individual Progress (Multiple courses)
@ Training Progress Report Entolme
14 1 @ Training Progress Report (Mulkiple courses)
[5]  Client Qutcomes
12 | [5]  Client Oukcomes by Course Version
[0]  Attendance Records
@ Cancellation Date [ Dake 2 Report
107 [3] Refresher List
[5] Mot Errolled
N [F] Mot resulted since date
[5] Course Completed within dates
E 1 [0] Contact Log
o] Birthdays Lists Contacks with Clients between chosen dates
4
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Contact Lﬂﬂ REPGI’t Zootopia

Contact Types:  <No Filter - All Contact Types= Date window: Mo Filter - All dates
Company Filter: <Mo Filter - All Companies:= Client Filter: FONSECA, JOANNA

Course Filter:

<Mo Filter - All Courses=

Client Name:

JOAMMA FONSECA Client ID: 201905217 DOB: 12 Jun 2000

Course: Certificate 11 - Music Industry (ATTEMDANCE UACS WEE TRAIMER Il )
Contact Date: 14 Jun 2018 Contact Type: Email Sent
Userftrainer:  Ci Evans Follow Up:
Description: Subject: Assessment due
Hi Joanna.
just 3 quick email ta remind you there is an assessment overdue for your Music Industry cowrse.
Your unit progress in this course is 0 of 15.
Please do not hesitate to contact us for any clanfication.
Regards,
CliEvans
User Notes:
Client Name:  JOAMMA FOMSECA Client ID: 201905217 DOB: 12 Jun 2000

Course: Certificate 11 - Music Industry (ATTEMDANCE UACS WEE TRAIMER Il )
Contact Date: 12 Jun 2018 Contact Type: Trainer Contact
Userftrainer:  Ci Follow Up: 25082018 Warning
Description: Joanna needs to work further on music reading in preparation for assessment 2.

| will check her again next week.

Cil Bvans

Music trainer
User Notes: Follow up next week

Total records: 2 Break down: 1 Email Sent
1 Trainer Contact
Image above: the Contact Log report

CRICOS Guide 18 |

Page



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:

Application Options

RTO Directories/Folders
Clients ' ; ) )
Office Suite Microsoft OFfice
Eroiments Certificate Templates Z:1Shared Docs' Templates|Qualification
ALF Record of Results Templates 7:\5hared Docs| Templates| Transcript of Results
Cont. Improvement Statem. of Attain. Templates  7:Shared Docs| TemplatesiSoa
Doc types CAMN Letter Templates Z:\Shared Docs) Templates\CAN Letters
Templates Cert. of Attendance Templates  7:\Shared Docs Templates|Cert of Attendance
Trainer Course Roll Templates Z:15hared Docs) TemplatesiRoll
Contact Log Uit based S04 Templates Z:\Shared Docs! TemplatesiUnit based S04
Companies Training Plans Templates Z:\shared Docsi Templates) Training Plans
Bidi) Irvoice Templates Z:\Shared Docs' TemplatesiInvoice
. Receipt Templates Z:\Shared Docs) Templates|Receipts
Invaicing
Client Card Templates 7:\Shared Docs) Templates|Client Card
Scheduler
QR Card Templates 4 5har
Courge
Letters
Enquines
Custom Reports Folder D:\Google DrivelCustom Reports
SMS
Wwieh
V5L Find text:
LISl Replace with:
Other

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
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