Enrol Students in Exisiting Training Stage

Quick Reference Guide

This Quick Reference Guide (QRG) outlines how to add new
students to existing training stages in laDIS.

Manually Enrol students into a single Stage Schedule (eg. Training Event Stage Schedule or
Accreditation Stage Schedule)

This section describes how to add participants to any Stage Schedule. There are three steps to this process; these
are described in this section.

Step 1: Pick Schedule

1. From the LaDIS home page, hover your mouse over the Training Records menu then select Add Course
Enrolment. The Add Course Enrolment screen displays.

2. Click the Stage tab

3. Click in the Stage Name or Stage Schedule name field and type a key word contained in the name of the
relevant accreditation. It is recommended to use the Stage Name as this relies on generic wording. Click the T
and select Contains from the menu. Matching Stage Schedules display.

4. |dentify the relevant Stage Schedule and click Select.
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| | Mavigating away from this page will result in loss of data.
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Step 1: Pick Schedules

Selected Stage
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Step 1: Pick Schedules

Selected Stage

5210 - Ganeral Firsfighter - Training Event MW Heslesuile <

To remove the Schedule, click @ adjacent to the Schedule Name in the Selected Stage Panel.

Step 2: Select Students
1. The second step is to identify and select the students you want to enrol into the selected Stage Schedule. The
following steps outline how to do this.

2. Click in the Last Name search field and type the last name of a relevant fire role holder. Click the T and
select Contains from the menu. Matching students display. Do not use the search filter in the top left hand side
of the screen as this currently does not work.

3. Identify the relevant student and click ©
4. Repeat steps 2 to 4 (of Step 2) to add additional students.

& Add Course Enralment [T s—
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Step Two: Pick Trainee

m| Selected Trainees:

[ >1

i occoccccc00

To remove a student, click @ adjacent to their name in the Selected Trainees list.

5. Click EREEEISEsatd  The process moves to the next step.

Step 3: Finalise Enrolment

The third step is to finalise the enrolment of the selected fire role holders into the selected Stage Schedule. The
following steps outline how to do this.

1. Tick the ‘As the nominator and/or trainee requesting...’ tick box
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2. Tick the 'The customer understands the terms and conditions' tick box. Click at bottom of
the screen.
B Add Course Enrolment

1Pk Sehcios 5. FraiseEroimert JR Carcel Eviert

Step Three: Finalise Enrolment

Billing Address

AR SEMAMIN AALSERS
18 YOUNG HUSBANG STREST.

AUSTRALA
Fhone: (02) 6071 5300

Enrolment Details
Stage selected Allprices are in §
Stage Name Location Start End Date Price  Concession Price
General Firsfighter Training Ever W WAV 0 000
Student(s) selected
Name. Price Discount. GST  Amount topay Payment Method Initial Payment Description
1 Beniamin Adlbers a0 Py oo Payment Mot Required ¥ 000

the pre-requistes outlined in the course descriptor have been met and 1 am willing to provide evidence if required.

3. The selected students are now enrolled into the selected Stage Schedule.

To ensure that you have enrolled a student correctly, you can go to their enrolment (Training
Records>Enrolments>Edit icon located next to the student enrolment record:

B Enrolment
Enrolment ID: 108684 Enrolment Status:
Ervolee:  Pedram Fas Samavi 53180) coe sus
’ COE Code: [ Crange cOE Coce |

Enrolment Date: Enrolment Type:

nz0e Progrem Siage

Rejected Reason * ‘

Reason Code * ‘

For example, if enrolled correctly in an Accreditation or Re-accreditation Stage Schedule, you will see both the
Capability Assessment and the Validation Assessment Courses. To learn how to mark a training event assessment
or a capability or validation assessment, please see Manage Assessments — Quick Reference Guide.

Manually Enrol students into multiple Stage Schedules (eg. Training Event Stage Schedule and
an Accreditation Stage Schedule)

This new feature allows users to enrol a student (or a number of students) into multiple Stage Schedules (of the
same Program/Role) at once eg. General Firefighter Training Event Stage Schedule and General Firefighter
Accreditation Stage Schedule. This is as opposed to enrolling a student in one stage at a time.
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Step 1: Search for Program

1. From the LaDIS home page, hover your mouse over the Training Records menu then select Add Program
Enrolment and then Pre-Defined Wizard.

2. Search for the relevant Program eg. R_GFF - General Firefighter under Skillsets, Full Courses and
Qualifications (or under Search for Keyword) and click on the Program. The Program will then appear under
Program Details on the right hand side fo the screen:

= Home = Training Records » Add Program Enrolment » Pre-Defined Wizard

B Add Program Enrolment

Search
1 Program

Program Details

:
e e

Click on =N

Step 2: Select Student/s

1. Select a Student or students by ticking the tickbox next to the Student/s Student Id:
Add Program Enrolment

ne » Training Records » Add Program Enrolment » Pre-Defined Wizard @ (@

jentis: Susan Aantjes Barrie Aarons Benjamin Aalbers

vickol
€24 Ditrics 5 4 [South Was Region)

ENVIRONMENT, LAND, WATER & PLANNING

ce - Danderang

DEVELOPMENT JOBS TRANSPORT AND RESGURCES
O zems Aisl Aarsen

ssaas o ABAKUMENKO FLISTS  CLAIREASAKUMENKORPARKSVIC GOV AL SARKSICTORIA

a2 Jose Aoslo

Vistarizn Bushfivs Case Mansgmen: Senvice

| ssie Hunammac Al Abbas 19/06/1583  muhammadaliabbss @daiup i gouay ENVERONMENT. LAND, WATER & LANNING

« Ea2zeseresm_ o 5498 tame 1 4550 ages

3 R e

Click on =

Step 2: Select Stage Schedules
1.Select the relevant Stage Schedules by ticking the tickbox next to the Stage Schedule:
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Add P rogram =810 a8 I=IRIMMN - ‘<< - Treining Records » Add Program Enroiment » Pre-Defined Wizard

Choose
Option

* Barre Aarons, Benjarmin Aslbers, Susan Aartes

R_GFF V.0] - General Firefighter [4111]

GFF Training Event Healesvile, General Firefighter - Accreditation

Program Stages and Schedules -~

12712018 167112008 Heal Sporiing Complex

(GFF Training Event Rawson 1001208 1471172014 Heslesville,

v Stage: General Firefigheer Acerecitation

I O ) [ S =S
®r ® T T T

\ B

price ex GST)

T T

[EEEp e — 112/2007  Yellingb, Lyrebird Paric

v Stage Genaral Frsfightar Units of Compatency

S O T [ S
®mr mr T T

\ B

price ¢ GST)

T T

Select hone.

Click on m

Note, if you cannot find the Stage Schedule, untick the ‘Show Available Only’ tickbox.

Step 4: Finalise Enrolment
1. Next, tick the ‘As the nominator and/or trainee requesting...’ tick box. Also tick the 'The customer

at bottom of the screen.

understands the terms and conditions' tick box. Click

ining Records = Add Program Enrolment > Pre-Defined Wizard

Program Enrolment Details:
program: R_GFF [V.0] - General Firefighter

General Firefighter Training Event

Genersl Firefighter Accreditation

Geners| Firefighter - Accreditation istarting from 27/11/2017 to 1/12/2017)
/201810 16/11/2018)

Stage(s)

Stage Schedule(s):

(GFF Training Evert Healesville (starting from 1
*  (General Firefighter Capability Assessment) General Firefighter Capability Assessment [General Firefighter Accreditation]

Courses: * (General firefighter Validation) General Firefighter Validation (General Firefighter Accreditation]

= (TEISS) General Firefighter [General Firefighter Training Event]

Offes Discount 2

Selsoted Student

Selectad Studentfs)

Index Narne Prica Discount asT Amount 1o pay Initial Payment
200 aon,

o0 a0

000 000

Total 200 000

The selected students are now enrolled into the selected Stage Schedules.

°R|A Environment,

state Land, Water
Government and Planning

delwp.vic.gov.au

Last Updated 18 Oct 2018 Version 0.3 Page 5 of 6



Enrol Students in Exisiting Training Stage

Quick Reference Guide

To ensure that you have enrolled a student correctly, you can go to their enrolment (Training
Records>Enrolments>Edit icon located next to the student enrolment record:

B tnrolment | ———

Enrolment D: 102584 Enrolment Status: Crange Siats
Enrolles:  Padram Faal Samarin (59190) COE Status: | Selet Staius R craroe co= stais
Gourset COE Code: Change COE Code

Enrolment Date: Enrolment Type:

nz0e Progrem Siage

Rejected Reason * ‘

Reason Code * ‘

Dagram Faal Samarin yome 31122018

2 s
Dgram Faal Samarin yoyms syzzms SletOfeor  Mithde

For example, if enrolled correctly in an Accreditation or Re-accreditation Stage Schedule, you will see both the
Capability Assessment and the Validation Assessment Courses. To learn how to mark a training event assessment
or a capability or validation assessment, please see Manage Assessments — Quick Reference Guide.
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