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1 Introduction
The WEC Practical Placement System is a Database designed and based on:

System Request:
e Database for employers and students records
e Assist to capture the details of
o Employers/placements status
o Students status
e Reports/forms generating:
o Employers/placements inquiries
o Students experience summary
o Practical Placement Agreement

o Confirmation of Practical Placement for both
employer and student/coordinator

For more detailed information on the application please refer to the System
Requirement Specification and the Technical Manual.

2 Beginning
2.1 Login to the System

To login to the system:
1: Type in personal user ID and password.
2: Click "Login" button to login the system.

EER8
Login

User ID: |user1 ( |

Password: |""‘“‘“1 \| ‘m‘
S ————]

| Change Password_| | Close Application |
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2.2 Changing Your Password

To change your password:

1: Click on "Change Password" button on Login window to open "Change
Password" window.

Login

User ID: | |

Password: | | ‘_‘

Change Password ication_|

2: In "Change Password" window.
a. Insert user name
b. Insert current password.
c. Insert new password.
d. Retype new password to confirm

e. Click "Change Password" button to change your password.

Change Password ]

User Name: user]

Current Password: |------ |

Retype New Password:  s+ssss N
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2.3 Closing The Application

To close the application:

1: Click on "Close Application" button either on "Login" window or on
"Change Password" window to exit the application.

=08

Login

User ID: | |

Password: | ‘_‘

Change Password

User Name: || |

Current Password: | |

&
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3 Main Form
3.1 Admin

To enter the Admin page simply click on the "Admin" menu button as shown.

Note that this option is only available to users who are administrators. If the
button is greyed out it is unavailable.
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3.2 Managing Students

To manage the student records click on the "Student" menu button as shown.
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3.3 Managing Employers

To manage the Employer records click on the "Employer" menu button as shown.
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3.4 Matching a Student to a Placement

To match a student to a placement enter the Matching Placement page by clicking
on the "Matching Placement " menu button as shown.
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3.5 Viewing Agreements

To enter to the View Agreement page simply click on the View Agreement menu
button as shown below.
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3.6 Report

To enter to the Report page simply click on the "Report" menu button.

tching
emeni
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3.7 Exit

To exit the system simply click on the "Exit" menu button.

tching
ement

y
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3.8 Help

To enter to the Help System simply click on the "Help" menu button.
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4 Administration
4.1 Managing User Accounts

4.1.1 Adding New Users

To add a new user to the System:

1: Click on the "User Accounts" tab located on top left of the form to open
the user page.

2: Click on "Add" button on the right top of the form.

User Accounts, Department Details, Courses

@:urses Department

Red Field Names must be Cﬁmpleted
Staff Details

User Name: PeterSmith
Staff ID Number: 12420 b
Job Title:
First Name: Peter
Last Name: |Smith

Phone Number:

Email Address: Peter(@yahoo.com

Access Level:

Department:

.ResetPassword,_|
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3: Fill in all the required categories correctly in the text boxes.

4: Click on "Save" button to create this record or click on "Cancel" button
to give up on adding this record.

User Accounts, Department Details, Courses

Staff Details

User Name: IPeterSmith |

Staff ID Number:

sob Titl: N -

First Name: !Peter |

wahdd
it
whelete

Last Name: iSmith |
Phone Number: | |

Email Address: iPeter@yahuu.cum |

Access Level: |Generﬂ| V|

Department:

| _ResetPassword._| wlsea
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4.1.2 Editing a user

To edit an user's details to the System:

1: Under User Account page. Click on the arrow of the text box next to
"Staff ID Number" label. Select the user you'd like to edit from the drop

down list.

2: Click on the "Edit" button on the right top of the form to edit the
selected user.

User Accounts, Department Details, Courses

User Accounts | Courses | Department

Red Field Names must be Completed
Staff Details

User Name: ot
Job Title:

First Name: Peter

Last Name: |Smith

Phone Number:
Email Address: Peter(@yahoo.com

Access Level:

Department:

|_ResetPassword |

3: Fill in all the required categories correctly in the text boxes.

4: Click on "Save" button to update this record or click on "Cancel" button

to give up on editing this record.
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User Accounts | Churses Deparimen

: PeterSmith

|Peter@yahun_cnm
| mssshCgasslovely \General ~| .
.~ Department “Work [ ducation Centre |

| ResetPassword_| | —Uuse
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4.1.3 Deleting users
To delete a user from the System:
1. Under User Account page. Click on the arrow of the text box next to

"Staff ID Number" label. Select the user you'd like to delete from the drop
down list.

2. Click on the "Delete" button on the right top of the form to delete the
selected user.

User Accounts, Department Details, Courses

User Accounts | Courses | Department

Red Field Names must be C-umpleted

Staff Details

User Name: ot
Job Title:

First Name: Peter

Last Name: |Smith

Phone Number:

Email Address: Peter(@yahoo.com

Access Level:

Department:

|_ResetPassword |
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3. Click on "Save" button to delete this record or click on "Cancel" button to
give up on deleting this record.

User Accounts, Department Details, Courses

Staff Details

burses | Department|

User Name: |Peter3mith |

Staff ID Number: 12420

Job Titie: |

First Name: |Peter

idd
wbdit
Delete |

|
Last Name: |Smith |
Phone Number: | |
|

Email Address: |Peter@yahun_cnm

Access Level: |Generﬂ| B

Bepartmenty Work Education Centre

|_Beset Password_| wllase
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4.1.4 Saving Your Changes

To save the change you have made just click on "Save" button to complete the
change to the System.

User Accounts, Department Details, Courses

. urses | Department|

Staff Details

User Name: |Peter3mith |

Staff ID Number:

Job Titie: |

First Name: |Peter

el
it
whelete

|
Last Name: iSmith |
Phone Number: | |
|

|

Email Address: |Peter@yahun_cnm

Access Level: |Generﬂ| B

Department:

|_Beset Password_| wllase
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4.1.5 Cancelling Your Changes

To cancel the change you have made just click on "Cancel" button to cancel the
change to the System.

User Accounts, Department Details, Courses

Staff Details

User Name: IPeterSmith |

Staff ID Number:

Job Tite: | -

el
it
whelete

First Name: !Peter

|
Last Name: iSmith |
Phone Number: | |
|

Email Address: iPeter@yahun_cnm

Access Level: |Generﬂ| B

Department:

|_Beset Password_| wllase
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4.1.6 Resetting Passwords
To reset a user’s password:
1. Under the User Account page. Click on the arrow of the text box next to

"Staff ID Number" label. Select the user you would like to reset the
password for from the drop down list.

2. Click on the "Reset Password" button on the bottom left of the form to
reset the password to the selected user.

User Accounts, Department Details, Courses

User Accounts | Courses | Department

Red Field Names must be Cﬁmpleted
Staff Details

User Name: ptarST
Job Title:

First Name: Peter

Last Name: |Smith

1))

Phone Number:
Email Address: Peter(@yahoo.com

Access Level:

Department:

.PReset Password |

]

4.1.7 Closing the Admin page

To close the Admin page click on "Close" button located in the bottom right of
the form to exit as shown in the diagram above.
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User Accounts, Department Details, Courses

@urses_ Depﬁnment_

T— Red Field Names must be Completed
Staff Details
User Name: |PeterSmith
Staff ID Number: 12420 |
Job Title:
First Name: |Peter

Last Name: |Smith

1))

Phone Number:

Email Address: Peter(@yahoo.com

Access Level:

Department:

.PReset Password |

]
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4.2 Courses

4.2.1 Adding a new course
To add a new course to the System:

1. Click on the "Courses" tab located on top left of the form to open the
courses page.

2. Click on "Add" button on the right top of the form.

Course Details

Course Code: |21671VI v

Course Name: |Certificate lin Transition Educatil:ln|

|CuurseCude + | CourseName

Certificate | in Transition Education
21672vI1 Certificate | in Work Education
CUE1010 Certificate | in Live Production
SIT1030

Certificate | in Hospitality (Kitchen Operations)

f

3. Fill in all the required categories correctly in the text boxes.

4. Click on "Save" button to create this record or click on "Cancel" button to
give up on adding this record.
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216711

Certificate | in Transition Education

CourseCode + CourseName
L4 I Certificate | in Transition Education

I 21672V Certificate | in Work Education
~|CUE1010 Certificate | in Live Production
| SIT1030

Certificate | in Hospitality (Kitchen Operations)

Page 23 of 124



/W S S / Practical Placement System (for the Work Education Centre)

Work System Soluons User Manual

4.2.2 Edit a course
To edit a course details to the System:
1. Under Courses page. Either click on the arrow of the text box next to

"Course Code" label to select the course you'd like to edit from the drop
down list or select the course from the list displayed in the table.

2. Click on the "Edit" button on the right top of the form to edit the selected
course.

User Accounts, Department Details, Courses

User Accounts | Courses Depaﬂment|

Course Details
Course Code: SIT1030 ( v
21671V po—

Course Name: 21672VI

i t;uurseCu

21671V1 Certificate | in Transition Education

216721 Certificate | in Work Education

CUET010 Certificate | in Live Production

s3IT1030 Certificate | in Hospitality (Kitchen Operations)

f

3. Fill in all the required categories correctly in the text boxes.

4. Click on "Save" button to update this record or click on "Cancel" button to
give up on editing this record.
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216711

Certificate | in Transition Education

CourseCode + CourseName
L4 I Certificate | in Transition Education

I 21672V Certificate | in Work Education
~|CUE1010 Certificate | in Live Production
| SIT1030

Certificate | in Hospitality (Kitchen Operations)
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4.2.3 Deleting courses

Note that you cannot delete any course that has students in it. The student records
must be deleted first.

To delete a course from the System:

1. Under Courses page. Either click on the arrow of the text box next to
"Course Code" label to select the course you'd like to delete from the drop
down list or select the course from the list displayed in the table.

2. Click on the "Delete" button on the right top of the form to delete the
selected course.

User Accounts, Department Details, Courses

User Accounts | Courses Depaﬂment|

Course Details
Course Code: SIT1030 ( v
21671V po—

Course Name: 21672VI

i I:uurseCu

21671V1 Certificate | in Transition Education

216721 Certificate | in Work Education

CUET010 Certificate | in Live Production

s3IT1030 Certificate | in Hospitality (Kitchen Operations)

f

3. Click on the "Yes" button to delete this record or click on "No" button to
give up on deleting this record.
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Ser Accounts, peparimen etalls, Courses

User Accounts | Courses Department|

Course Details

Course Code: |CUE1I]1I] V|

Course Name: |Certific:atiun I in Live Production |

CourseCode <+ CourseName

21671V Certificate | in Transition Education
21672vI Certificate | in

CUE1010
§IT1030

Confirm Deletion

\ ? ) Delete this Course?

L Yes J ’_ i} ]

]
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4.2.4 Saving your Changes

To save the change you have made just click on "Save" button to complete the
change to the System.

jUserAccu];ts Courses De;ﬁnment|
e

Course Details.
Course Code: 716/1VI

Course Name: Cenificate lLin Transition Educatiun

| CourseCode -+ | CourseName
m Certificate | in Transition Education
21672V Certificate | in Work Education
CUE1010 Certificate | in Live Production
SIT1030

Certificate | in Hospitality (Kitchen Operations)

Page 28 of 124
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4.2.5 Cancelling your Changes

To cancel the change you have made just click on "Cancel" button to cancel the
change to the System.

jUserAccu];ts Courses De;ﬁnment|
e

Course Details.
Course Code: 716/1VI

Course Name: Cenificate lLin Transition Educatiun

| CourseCode -+ | CourseName
m Certificate | in Transition Education
21672V Certificate | in Work Education
CUE1010 Certificate | in Live Production
SIT1030

Certificate | in Hospitality (Kitchen Operations)

Page 29 of 124
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4.2.6 Close

To close Admin page click on "Close" button located in the bottom right of the
form to exit.

Course Details

 Course Code: |21671vI v|

Course Name: |Certificate lin Transition Education |

|CuurseCude + | CourseName

'_ml:ertiﬁcate lin Transition Education

21672¥I1 Certificate | in Work Education
CUE1D10 Certificate | in Live Production
SIT1030

Certificate | in Hospitality (Kitchen Operations)

1]

f
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4.3 Department

4.3.1 Add a new department
To add a new department to the System:

1. Click on the "Department" tab located on top left of the form to open the
department page.

2. Click on the "Add" button on the right top of the form.

User Accounts, Department Details, Courses

|| User Accounts | Course Department

SN

Department Details

Department Name: |Work Educati_un Centre
Address: 77-91 5t George Rd
Suburb: |Preston
Fostcode: 3072
Phone Number: 0392698390
Fax Number: (0392695395

Change Background Image

[_EWE-I

3. “You Can Not Add Another Department!” warning window pops up.
4. Click on "OK" button to return to Department page.
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User Accounts, Department Details, Courses

User Accounts | Courses | Department

Depariment Details

Department Name: ‘Work Education Centre
Address: 77-91 5t George Rd
Suburb: Preston
Fostcode: 3072
ROUTER Tl Tl R PULREER] You Can NOT Add Another, Department! E|

Fax Number: 0392698395
6 A Department Already Exists!

K

1]

Change Background Image

lm]

]
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4.3.2 Edit a department
To edit a department details to the System:

1. Click on "Department" tab to open the Department page.

2. Click on the "Edit" button on the right top of the form to edit the
department details.

User Accounts, Department Details, Courses

|| User Accounts | Course Department

SN

Department Details

Department Name: |Work Educati_un Centre
Address: 77-91 5t George Rd
Suburb: |Preston
Fostcode: 3072
Phone Number: 0392698390
Fax Number: (0392695395

Change Background Image

[_EWE-I

3. Fill in all the required categories correctly in the text boxes.

4. Click on "Save" button to update this record or click on "Cancel" button to
give up on editing this record.
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User Accounts, Department Details, Courses

User Accounts Cuurse@—ﬂm

Department Details ~—

Department Name: | [53 {8 = [T Centre
Address: |77-91 5t George Rd

Suburb: | Preston

Postcode: (3072

Phone Number: .0392593390
Fax Number: _0392593395
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4.3.3 Delete a department
To delete a department from the System:

1. Click on the "Department" tab located on top left of the form to open the
department page.

2. Click on the "Delete" button on the right top of the form to delete the
displayed department.

User Accounts, Department Details, Courses

| User Accounts | Course Department

e N

Department Details

Department Name: |Work Education Centre
Address: 77-91 5t George Rd
Suburb: |Preston
Postcode: (3072
Phone Number: 0392698390
Fax Number: 0392698395

Change Background Image

[Mﬁ-l

3. "You Can Not Delete the Department!" warning window pops up.

4. Click on "OK" button to return to Department page.
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User Accounts, Department Details, Courses

User Accounts | Courses | Department

Department Details

Department Name: ‘Work Education Centre
Address: 77-91 5t George Rd
Suburb: Preston
Fostcode: 3072
Phone Number: 0392698390 B {ITRET R RIS ERE R ) d E|

Fax Number: 0392698395
@ Department can not be Deleted!

1]

Change Background Image
|._Change Image |

]
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4.3.4 Save

To save the change you have made just click on "Save" button to complete
the change to the System.

User Accounts, Department Details, Courses

User Accounts Cuurse@—ﬂm

Department Details ~—

(RIETU T 8 Bl Rl ork Education Centre
Address: 77-91 5t George Rd

Suburb: | Preston

Postcode: (3072
Phone Number: 0392698390
Fax Number: (03926983495

4.3.5 Cancel

To cancel the change you have made just click on "Cancel" button to
cancel the change to the System.
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4.3.6 Change the background image
To change the image of the background:

1. Click on the "Department" tab located on top left of the form to open the
department page.

2. Click on the "Change Image" button on the bottom left of the form to
change the image of the background.

iicar Arnnuntc I_np.q.rimgni Nataile Cnurcac
Sd P Ar | F A AP AN IhaF ) EFos P EAE REIEAFE AL Lo br REATE Ty S AP AA T aF
f - —
i " g ¥
Llzar Arcnunts Cn!_l_rsm!:‘: Uepanment ‘l
N -
[ P gy
uHFﬂi""H-’" [ =i
 ———
Nanarmant Mo W2 L CaL e o Cone o | Add |
eparimer e: Work Education Centr e |
i [ = [,
Address: 17791 51 George Rd [ 5 [ |
|
. [ —
Suburb: |Preston |_Lelete |
| PR o AT
FrUSwwoue. (Jui e
Fhune Mumber. 0392698390
wSave
Fax Number: N392R9839%
™ |
Uy
| Llose |
L
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3. Select the image you'd like to change to be the background image of the
application then click on the "Save" button to make the change.

Note: Do not select "Current" or "Default" image for replacement.

Save As

Save in; | ) Images

Lé

My Recent
Documents

i
R

hy |

Desktop Zopy of Default Zurrent

by Documents

@

Default

bl » Cornputer

3

File mame: |Eu:u|:uy of Current b | [ Save

by M et Save as bupe: | 3 |

4: Click "Yes" button to complete the change.

'j File C:\Docurments and Settings) Joe
! Lee, JOE-9634F0Z 56164 Deskiop WEC-Design-Presentation! Windowsapplication 1 biniDebug' Imagesi Copy of
’ Current.jpg already exists,

Do wou want to replace 7
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4.3.7 Close

To close Admin page just click on "Close" button located in the bottom right of
the form to exit.

User Accounts, Department Details, Courses

:UserAccuunts Courses | Department

SN

Department Details

Department Name: |Work Educati_un Centre
Address: 77-91 5t George Rd
Suburb: |Preston
Fostcode: 3072
Phone Mumber: 0392698390
Fax Number: (0392695395

1]

Change Background Image
| _Change Image |

]
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5
5.1

Student Form

Student Details

5.1.1 Add a new student

To add a new student record to the System:

1.
screen.

Click on the "Student Details" tab menu located in the centre of your

2. Click on the "Add Student" button on the right top in the tab field.

Student Details

Student ID:

|0945215 Gender:

First Name: i.Martha
Last Name: ="Junesun

Date of Birth: |

Student Details | Coyrse Details | Placement Details |

Age: 27

Male Female

S

Address: 158 Station St

Suburb: | Thomastown
Phone: |03-9421-7854
Email: |martha@yahoo com

Emergency Contact

[ Name: Tom
Phone:| 03-7859-6541

Relation:

Postcode:

Mobile:

| Mobile: (04 - -

3074
|0478-596-542

—closolom

3. Fill in all the required categories correctly in the Personal Details text

boxes.
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4. Click on "Save Changes" button to create this record or click on "Cancel
Changes" button to give up on adding this record.

Student Details

StudentID: 0945215 Gender: () Male & Female “

First Name: |Manha | =/

Last Name: |JDnESDn |

Date of Birth: | 9;08/1982 B Age: |27

( Student Details |Eu)rse Details | Placement Details |
H\—/

Address: |153 Station St

watidd Student
Suburb: Postcode: (3074

bditStudent
Phone: |03-9421-7854 Mobile: |0478-596-542

Email: |manha@yﬁhuu_cum

Emergency Contact

L. Name: Tom
[ Fhone: |03-7859-6541
| Relation:| |Father

weddlisttudent,, Diegiousdtdent, Medddeni., oJlosiSudent.., eallosclom.,
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5.1.2 Editing Student Records

To edit a student record:

1. Click on the "Student Details" tab menu located in the centre of your
screen.

2. Select the student you'd like to edit by Student ID /First Name /Last Name
field or navigation buttons.

3. Click on the "Edit Student" button on the right top in the tab field.
Student Details

Student ID: | 0945215 (q Gender: Male Fema
N

- . |0B02938
First Name: 0812457

0845612
ng7z2121 -
Date of Birth: (0878451 Age:

ol 0945215

Last Name:

Student Details |C|:|urse Details | Placement Details

Address: |153 Station St |

Suburb: ﬁhumastuwn Postcode: (3074
Phone: |03-9421-7854 | Mobile: |0478-596-542
Email: |manha@yﬁhuu_cum |

Emergency Contact

-W-i !Tum |

oy

S

1) &

4. Fill in all the required categories correctly in the Personal Details text
boxes.
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5. Click on "Save Changes" button to update this record or click on "Cancel
Changes" button to give up on editing this record.

Student Details

StudentID: 0945215 Gender: () Male & Female “

First Name: |Manha | =/

Last Name: |JDnESDn |

Date of Birth: | 9;08/1982 B Age: |27

( Student Details |Eu)rse Details | Placement Details |
H\—/

Address: |153 Station St

watidd Student
Suburb: Postcode: (3074

bditStudent
Phone: |03-9421-7854 Mobile: |0478-596-542

Email: |manha@yﬁhuu_cum

Emergency Contact

L. Name: Tom
[ Fhone: |03-7859-6541
| Relation:| |Father

weddlisttudent,, Diegiousdtdent, Medddeni., oJlosiSudent.., eallosclom.,
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5.1.3 Deleting Students

To delete a student record to the System:

1. Click on the "Student Details" tab menu located in the centre of your
screen.

2. Select the student you'd like to delete by Student ID /First Name /Last
Name field or navigation buttons.

3. Click on "Delete Student" button to delete this record.
Student Details

Student ID: 0945215 (q Gender: Male
N

- . |0B02938
First Name: 0812457

0845612
0g72121
Date of Birth: 0878451 Age:

0945215

Last Name:

Student Details |C|:|urse Details | Placement Details |

Address: |153 Station St |

wetdd Student
Suburb: Postcode: 3074
T e tditStudent

Phone: |03-9421-7854 | Mobile: |0478-596-542
Email: |manha@yﬁhuu_cum | Delete Swdent

Emergency Contact

ISR (Tom | uSsveChendess
| Phone: |03-7859-6541 | | Mobile: 04 - - CangelChanges

S
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4. Click on the "Yes" button to delete this record or click on "No" button to
cancel the deletion.

Student Details

Student ID: | 0812457 vl Gender:  Male Female
First Name: iDaVid v|
Last Name: iHDIeswurth v|

Date of Birth: | 10/12/1907 Age: |27

Student Details | Course Details | Placement Details |

Confirm Deletion

List of St

\:\,’/I Delete this Course?

[ Expect End Year Course Name| Course Code

» N cerificate i v J [ || ~[21671w |Edtowe
wmegyelhanges,,
wCancel Changes |
|__Closerom |

|_First Student__ | Previous Student | |__NextSwdent | | LestStudent |
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5. Click the "OK" button to return to the student details page if the student is
in a course and cannot be deleted.

Student Details

Student ID: | 0812457 hd Gender: Male Female

First Name: |David v|

Last Name: IHDlESWDﬂh v|

Date of Birth:

Student Details |C|:|urse Details | Placement Details |

Address: |2 Bursson 5t

student enroll in a course, you cannot delete
Suburb: |Heidelberg il :’

o B e s | Ok
Phone: |03-9565-6232 ok | 7-017-345
Email: |david@hutmail_cum |

Emergency Contact

... Name: Bob |
| Phone: (03-1443-8989 | | Mobile: 04 - -
... Relation:

I e

|_First Student__| | Previous Student | [__NextStudent | [__ Last Swdent_|

Page 47 of 124



/WSS/ Practical Placement System (for the Work Education Centre)

Work System Solutions User Manual

5.1.4 Save

To save the change you have made just click on "Save Changes" button to
complete the change to the System.

Student Details

SiudantiD: 094521 Gender: () Male ) Female N
First Name: |Manha | o,

Last Name: !Junesun |

Date of Birth: | 97081982 = Age: [5’:

( Student Details |b|:|. rse Details | Placement Details |
\\—/

Address: |153 Station St |

watidd Student
Suburb: Postcode: (3074

wetdit Student
Phone: |03-9421-7854 Mobile: |0478-596-542

Email: |manha@yﬁhuu_cum

Emergency Contact

L. Name: Tom
[ Fhone: |03-7859-6541
| Relation:| |Father

webirstStudent Previous Student, | _NextStudent | LastStudent | Closeform

5.1.5 Cancel

To cancel the change you have made just click on "Cancel Changes"
button to cancel the change to the System.
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5.1.6 Navigation

To navigate through the student records click on "First Student / Previous
Student / Next Student / Last Student" as required..

Student Details

Student ID: | 0945215 v Gender: Male Female N

First Name: |Martha v|
Last Name: |J|:|nesc|n v|
Deto ofBirth: | 000 Age 27

( Student Details |Ibu- rse Details | Placement Details |
H\—/

Address: |153 Station St

Suburb: Postcode: (3074

Phone: |03-9421-7854 Mobile: |0478-596-542
wagye Changes
«Cancel Changes |

Email: |manha@yﬁhuu_cum |

Emergency Contact

{. Name: [Tom |
L. Phone:, [03-7859-6541 L. Mobilez 04 - - |

%MM% | Close form_|
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5.1.7 Close

To close the Student Details page just click on "Close Form " button to exit.

Student Details

Student ID: | 0945215 v Gender: Male Female N

First Name: |Martha v| Nt
Last Name: |Junesun V|
Dote of Birth: | 00/ 000 Age 27 |

( Student Details |“C|:|“rse Details | Placement Details |
uv

Address: |153 Station St |

Suburb: Postcode: 3074
Phone: |03-9421-7854 Mobile: |0478-596-542

... Name: Tom |
| Phone: [03-7853-6541 L. Mobilez 04 - - |

| _First Student_| | Provious Student | |__NextStudent | [ LastStudent |

Email: |manha@yﬁhuu_cum |
Emergency Contact

=3 CER O TRLT E-

wkancelChanges,

|_Close Form_|
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5.2 Course Details

5.2.1 Add a new course
To add a new course to the System:

1. Click on the "Course Details" tab menu located in the centre of your
screen.

2. Click on the "Add Course" button on the right top in the tab field.
Student Details

Student ID: | 0812457 vl GEndar e Male! | Female
First Name: ?David v|
Last Name: f.HclIeswurth V
Date of Birth: Age: | 27

Student Detailg| Course Details '_PI cement Details |
%Sludem Courses

. .I.Expect Eﬁd Yéar .Cuurse Name Course Code

| ETENSN certificate | in Transition Education v| 21671v1

3. Fill in all the required categories correctly in the Personal Details text
boxes.

4. Click on "Save Changes" button to create this record or click on "Cancel
Changes" button to give up on adding this record.
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Student Details

Student ID: Gender: Male Female N
First Name: N
Last Name:
Date of Birth: | 31 /12/200 Age: |9
| Student Detailg| Course Details |PI \cement Details |
st of Student Courses
Expect End Year Course Name Course Code
»  EI ceriificate | in Work Education v|21672w1

(I
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5.2.2 Edit a course

To edit a course details to the System:

1. Click on the "Course Details" tab menu located in the centre of your
screen.

2. Select the course you'd like to edit from the list displayed.
3. Click on the "Edit Course" button on the right top in the tab field.
Student Details

Student ID: 0812457 v| Gender  Male Female
First Name: ?David v]
Last Name: éul_.-lnleswurth "
Date of Birth: Age: |27

Student Detail§| Course Details | Pljcement Details |
%Sludem Courses

”_I.E.xpect Er.ld-;(.e.ar ..Cuurse li.ame "Cuurse. 6ude

ransition Education v 21671V

4. Fill in all the required categories correctly in the text boxes.
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5. Click on "Save Changes" button to update this record or click on "Cancel
Changes" button to give up on editing this record.

Student Details

Student ID: 08025938 Gender: Male Female N
First Name: N/
Last Name:

Date of Birth: |[31/12/2000 | Age: |8

| Student Detail .| Course Details | PIjycement Details |
st of Student Courses

w—tdd Course
Expect End Year Course Name Course Code Iiﬁ Eilﬁ_

»  EI certificate | in Work Education v| 21872v1
(
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5.2.3 Delete a course
To delete a course to the System:

1. Click on the "Course Details" tab menu located in the centre of your
screen.

2. Select the course you'd like to delete from the list displayed.

3. Click on "Delete Course" button to delete this record.

Student Details

StudentID: | 0812457 v| Gender: Malet ) Female N

First Name: iDavid vi i
Last Name: |Holesworth v! r
Date of Birth: | ) Age: |27 |

| Student Detailg| Course Details | Pljcement Details |
%Sludem Courses —— -

Expect End Year Course Name Course Code Hﬂ Eﬁ"ﬁi
4 MiCenificme lin Transition Education

v| 21671v1

|_FirstStudent_  Previous Student | | NextStdent . [_LastSwdent . [ CloseForm |
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4. Click on "Yes" button to delete this record or click on "No" button to give
up on deleting this record.

Student Details

Student ID: | 0812457 vl Gender:  Male Female
First Name: iDaVid v|
Last Name: iHDIeswurth v|

Date of Birth: | 10/12/1907 Age: |27

Student Details | Course Details | Placement Details |

Confirm Deletion

List of St

\:\,’/I Delete this Course?

[ Expect End Year Course Name| Course Code

» N cerificate i v J [ || ~[21671w |Edtowe
wmegyelhanges,,
wCancel Changes |
|__Closerom |

|_First Student__ | Previous Student | |__NextSwdent | | LestStudent |
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5.2.4 Save

To save the change you have made just click on "Save Changes" button to
complete the change to the System.

Student Details

Student ID: Gender: Male Female N
First Name: S0
Last Name: r
Date of Birth: | =1/120000 | Age: |9

Student Detaild| Course Details | Placement Details
st of Student Courses

Expect End Year Course Name Course Code

»  EITIN Certificate | in Work Education v| 21872v1

0l

5.2.5 Cancel

To cancel the change you have made just click on "Cancel Changes" button to
cancel the change to the System.
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5.2.6 Navigation

To navigate the results just click on "First Student / Previous Student / Next
Student / Last Student" buttons to display the results.

Student Details

Student ID: Euauzaaa vl Gender: Male Female N

First Name: iomer v|
Last Name: ESudas v|
Date of Birth: |31 /12/20010 | Age: [9 J

Student Detail{| Course Details | Placement Details |
st of Student Courses

Expect End Year Course Name Course Code

»  EI Certificate | in Work Education v| 216721

1

—T1T T T
{%mmmy
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5.2.7 Close

To close the Student Details page just click on "Close Form" button to exit.

Student Details

Student ID: Euauzaaa v| Gender: Male Female N

First Name: iOmer v| )
Last Name: iSudas V| r
Date of Birth: | 31 /12/2001 | Age: [9 J
| Student Detail{| Course Details | Plhcement Details |
st of Student Courses

Expect End Year Course Name Course Code iﬁﬁ “ﬁil-

»  ET Certificate | in Work Education v| 21672w1
mbilele CoUee

madye Changes

wancelChanges

|_First Student_  Previous Student | | NextStdent . [ LastSwdent . [ |.CloseForm |
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5.3 Placement Details

5.3.1 Navigation

To navigate the results just click on "First Student / Previous Student / Next
Student / Last Student" buttons to display the results.

Student Details

Student ID: Gender: Male Female “
First Name: |0mer v| ==
Last Name: |Sudas V| Lﬂ

Student Details | Course Detail{]' Placement Details |‘)

List of Student Placements

PlacelD Employer Address Placement Description Start Date
McDonald Thomastown | CNR SETTLEMENT & DAL... | Cooking Job 09/09/2009

<%M&!%! _.CloseFom.__
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5.3.2 Close

To close the Placement Details page just click on "Close Form" button to exit.

Student Details

Student ID: | 0802938 v Gender: Male Female ~

First Name: |0mer v| b.

Last Name: |Sudas v| (

Student Details | Course Detailﬂ Placement Details |‘)

\Lim Placements

PlacelD Employer Address Placement Description Start Date
McDonald Thomastown | CNR SETTLEMENT & DAL . [Cooking Job 09/09/2009

<
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6 Employer Form

6.1 Employer Details
6.1.1 Add a new employer

To Add a new employer record to the System:

1: Click on the "Add" button on the right top of the form.

Placements !

‘Shaw All | Details |

Show Placements: @ AllC FreeO Used ...Show Comments

ToolStripStatusLabell

2: Fill in all the required categories correctly in the text boxes.

3: Click on "Save" button to create this record or click on "Cancel" button to give
up on adding this record.

Page 62 of 124



/W § S / Practical Placement System (for the Work Education Centre)

User Manual

Wark System Solutians

'ﬁﬂﬂ"i.: t
Placements t

‘Show All | Details |

Show Placements: @ AllC FreeC Used

I =

..Show Comments

ToolStripStatusLabell

6.1.2 Edit an employer

To Edit an employer details to the System:
1: Click on the arrow of the text box next to "Name" label. Select the employer
you'd like to edit from the drop down list.

2: Click on the "Edit" button on the right top of the form.
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Placements !

‘Show All | Details |

Show Placements: @ AllO FreeO Used  |wShow.Comments..

ToolStripStatusLabell

3: Fill in all the required categories correctly in the text boxes.
4: Click on "Save" button to update this record or click on "Cancel" button
to give up on editing this record.
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'ﬁﬂﬂ"i.: t
Placements

‘Show All | Details |

Show Placements: @ AllC FreeC Used

..Show Comments

ToolStripStatusLabell

6.1.3 Delete an employer
To delete an employer’s details from the System:
1: Click on the arrow of the text box next to "Name" label. Select the
employer you'd like to delete from the drop down list.
2: Click on the "Delete" button on the right top of the form.
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Placements !

‘Show All | Details |

Show Placements: @ AllO FreeO Used  |wShow.Comments..

ToolStripStatusLabell H

3: Click on "Save" button to delete this record or click on "Cancel" button
to give up on deleting this record.
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Placements !

‘Show All | Details |

Show Placements: @ AllO FreeO Used  |wShow.Comments..

ToolStripStatusLabell

6.1.4 Save

To save the change you have made just click on "Save" button to complete
the change to the System.
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‘Show All | Details |

Show Placements: @ AllO FreeO Used  |wShow.Comments..

ToolStripStatusLabell

6.1.5 Cancel

To cancel the change you have made just click on "Cancel" button to
cancel the change to the System.
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6.1.6 Industry

To view or add records to the Industry Type simply click on "View
Industry” or "Add Industry" button.

Page 69 of 124



User Manual

/W § S / Practical Placement System (for the Work Education Centre)

Wark System Solutians

Placements !

‘Show All | Details |

Show Placements: @ AllO FreeO Used  |wShow.Comments..

ToolStripStatusLabell

6.1.7 View Map

To view the location of selected employer, click on "View Map" button to
get the map of the employer's location.
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6.1.8 Navigation

To navigate the results just click on "First Student / Previous Student /
Next Student / Last Student" buttons to display the results.
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Placements !

Show All | Details

Show Placements: @ AllO FreeQ Used  |wuShow.Comments..

Close Com

ToolStripStatusLabell

6.1.9 Close

To close the Employer Details page just click on "Close Form" button to
exit.
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Placements

Show All | Details

Show Placements: @ AllO FreeQ Used  |wuShow.Comments..

(]

ToolStripStatusLabell

6.2 Show All Placements

6.2.1 Show all, free, used
To display All, Free, or Used placements:
1: Click on the "Show All" button located on the middle left of the form to

open the show all page.
2: Select All, Free, or Used radio button to display placements.
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‘Show All | Details |

Show Placements:

ToolStripStatusLabell

6.2.2 Show Comments

To show student and employer's comments of the selected placement:
1:Click on the "Show All" button located on the middle left of the form to
open the show all page.

2: Select a placement from the list displayed.

3: Click on "Show Comments" button to display comments.
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lacement

Show All | D ﬂi|s| /_—\
\smﬁpﬁements; ® ANO FreeO Used | |wuShow.Comments..

ToolStripStatusLabell

6.3 Placement Details

6.3.1 Add a new placement task
To add a new placement task:
1: Click on "Details" button located on the middle left of the form to open

the details page.
2: Click on "Add" button on the right inside the details page.
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| Show Al Details

171172009 ¥ End Date: | 171172009 v

—

[

ToolStripStatusLabell

3: Fill in all required categories correctly in the text boxes.

4: Click on "Save" button to create this record or click on "Cancel" button
to give up on adding this record. (Note: Both "Save" and "Cancel" buttons
are inside the details page.)

Page 76 of 124



User Manual

Wark System Solutians

/W § § / ‘ Practical Placement System (for the Work Education Centre)

Place ts
| Show Al Details

Date: | 1/11/2009 ~

171172008 v

LT [ ] [ ) [ S T

ToolStripStatusLabell

6.3.2 Edit a placement task
To Edit details of a placement task:
1:Click on "Details" button located on the middle left of the form to open

the details page.
2: Use navigation buttons to select the placement task you'd like to edit.
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3: Click on "Edit" button on the right inside the details page.
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Placements 1
| Show Al Details

171172009 ¥ End Date: | 171172009 v

—

[

ToolStripStatusLabell

4: Fill in all the required categories correctly in the text boxes.

5: Click on "Save" button to update this record or click on "Cancel" button
to give up on editing this record. (Note: Both "Save" and "Cancel" buttons
are inside the details page.)
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|Shuw I Details

Date: | 1/11/2008 v

"|
|

S ——

ToolStripStatusLabell

6.3.3 Delete a placement task
To delete a placement task:
1:Click on "Details" button located on the middle left of the form to open
the details page.
2: Use navigation buttons to select the placement task you'd like to delete.
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3: Click on "Delete" button on the right inside the details page.
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. _|.-Eﬂslcu_de: NT] . % - . =) —
Contact Person @
. | Wherels Link:
Phone: 0-__ - | Faxe 0- -
Email: | |
) () () )
Place ts |

|Shuw Il Details

. Placimemier” | | Uniom: 5

e
—1 | LAdd|

Tasks Available:

— (— (— (—

ToolStripStatusLabell

4: Click "OK" to return to details page if the placement is allocated to a
student.

Place Occupied

' "-.,‘ Placement has been allocated to a skudent and cannot be deleted.

5: Click "Yes" to confirm the deletion or click "No" to return to details

page.
Confirm Deletion
5\ ? J Delete this placement?

L Yes J [ Mo
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6.3.4 Save

To save the change you have made just click on "Save" button (inside
detail page) to complete the change to the System.

Place ts [

| Show Al Details

Date: | 1/11/2009 ~

"|
|

Jate: | 1/11/2009 v

[

—

\.______/

ToolStripStatusLabell

6.3.5 Cancel

To cancel the change you have made just click on "Cancel" button (inside
details page) to cancel the change to the System.
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Placements i
| Show Al Details

i

o
T

1]

\._____/

ToolStripStatusLabell

6.3.6 Navigation

To navigate the placement tasks just click on "First ( I<) / Previous ( <)/
Next (>)/ Last ( >| )" buttons to display the results.
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171172009 v | EndDate: | 1/11/2008 v

ToolStripStatusLabell

7 Matching Placement

7.1 Select Student
7.1.1 By Student ID

To select a student by student ID simply click on the arrow of the text box
next to "Student ID" label or type in student's ID number in the box to
select student from the drop down list.
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Student Details

Student ID: |[FIFEED Address: |147 Gardenia Rd |
First Name: Suburb: |Lalor Postcode: (3075
-~ |08124%7
Last Name: (0845612 Phone-H: 0331054396
0872121

DOB: 0878451 Phone-M:

Age: 0.9,45215 _ v Email: |Dmer@mail_cum
Search Placements By:
\.Employer;, KFC-Bundoora  v| [ Suburbs Kingsbury ¥l Industy:, Restaurant 9

EmpName + EmpSuburb  ContPhone ContPerson  IndName Date Start Date End

LGOS GETE Bundoora

KFC - Bundoora |Bundoora

0394674145 |David

Restaurant

2840972009 91042009

0394674145 |David

7.1.2 By Student First Name

To select a student by student first

Restaurant

5/10f/2009 23f1042009

milose o,

name simply click on the arrow of the

text box next to "Student First Name" label or type in student's first name
in the box to select student from the drop down list.
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Student Details

Address: |147 Gardenia Rd |

Suburb: Lalor Postcode: (3075

Student ID: 0802938

First Name:
Last Name: Phone-H: 0331054396
DOB: Phone-M:
Age: Email: |Dmer@mail_cum
Search Placements By:
\.Employer;, KFC-Bundoora  v| [ Suburb; Kingsbury ¥| [ Industiy:, Restaurant g
EmpName + EmpSuburb  ContPhone ContPerson  IndName Date Start Date End

KFC - Bundoora [ [l ¢:Y 0394674145 | Dawvid Restaurant 287092009 9/10/2009
KFC - Bundoora | Bundoora 0394674145 | Dawvid Restaurant R/10/2009 2371042009

aElaseiame

7.1.3 By Student Last Name
To select a student by student last name simply click on the arrow of the
text box next to "Student Last Name" label or type in student's last name
in the box to select student from the drop down list.

Page 87 of 124



User Manual

W S S / Practical Placement System (for the Work Education Centre)

Work System Solutions

Student Details

Student ID: |0802938 v| Address: |147 Gardenia Rd |
First Name: Suburb: ,Lalur—| Postcode: ,r‘
Last Name: Phone-H: ,W

DOB: PhoneM: = |

Age: Email: |Dmer@mail_cum

Search Placements By:

_ |KFC - Bundoora

v| [ Suburby Kingsbury

]

|_Showa_|

L Industis, Restaurant

]

EmpName  + EmpSuburb

ContPhone

ContPerson

IndName

Date Start

Date End

AEed = i -8 Bundoora

0394674145

David

Restaurant

28/09/2009

9/10/2009

KFC - Bundoora |Bundoora

0394674145

7.2 Select Placement

7.2.1 By Employer
To display placements by employer simply click on the arrow of the text
box next to "Employer" label or type in employer's company name in the
box to select employer from the drop down list.

David

Restaurant

5/10f/2009

231042009
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Student Details

Student ID: 0802938 v| Address: |147 Gardenia Rd |
First Name: |0mer v| Suburb: ,Lalur—| Postcode: ,r‘
Last Name: Sudas v| Phone-H: ,W

DOB: 7/10/1990 | (DD /MM fYYYY) Phone-M: |—|

Age: Gender: &M OF Email: |Dmer@mail_cum

Search Placements By:

|_Showan_|

Coles Kingsbu v . Suburb: |Kingsbury v| . Industry: |Restaurant v|
LDl
EmpNa-Egl‘Bl‘,--—-—-'"g ContPhone ContPerson  IndName Date Start Date End

Coles KiColes Kingsbu ~ 0394783888 | Darren Super Market 12/10/2009  |23/10/2009

Coles Northland

Coles Kigglas Reservoir 0394783888 | Darren Super Market 21/09/2009 | 2/10/2009
KFC - Bundoora
KFC - Preston
KFC - Reservoir

aSlsselams

7.2.2 By Suburb

To display placements by suburb simply click on the arrow of the text box

next to "Suburb" label or type in suburb in the box to select suburb from
the drop down list.
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Student Details

Student ID: 0802938

v| Address: |147 Gardenia Rd |
First Name: |0mer v| Suburb: |Lalor Postcode: 3075
Last Name: (Sudas v| Phone-H: (0331054396
DOB: |7/10/1990 | (DD /MM fYYYY) Phone-M:
Age: Gender: &M OF Email: |Dmer@mail_cum

Search Placements By:

) sty Restauran Y]
Date Start Date End

121042009 23f1042009
21£09/2009 2{1042009

. Employer: |Cu|es Kingsbury [y

EmpName + EmpSuburb  ContPhone Co
Coles Kingsbury L€UTEL 1,4 0394783888 |Dan

Coles Kingsbury |Kingsbury 0394783888 |Dan

aGlasaiaine

7.2.3 By Industry Type

To display placements by industry type simply click on the arrow of the

text box next to "Industry Type" label or type in industry type in the box to
select from the drop down list.
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Student Details

Student ID: 0802938 vl Address: |147 Gardenia Rd

0331054396

First Name: |0mer v| Suburb

Last Name: Sudas v| Phone-H

DOB: (7/10/1990 {DD /MM /YYYY) Phone-M:
Age: Gender: &M OF Email: |Dmer@mail_cum

|

Search Placements By:

Restaurant]
Restaurant

. Employer: |Cu|es Kingsbury v| . Suburb: |Kingsbury v

EmpName + EmpSuburb  ContPhone ContPerson IndName -
Coles Kingsbury L€UTEL 1,4 0394783888 |Darren Super Market 121042009 2371042009

Coles Kingsbury |Kingsbury 0394783888 |Darren Super Market 2170972009 21042009

aSlsseloms

7.2.4 Display All
To display all placements simply click on "Display All" button.

Student Details

Student ID: 0802938 v| Address: |147 Gardenia Rd

0331054396

First Name: |0mer v| Suburb

Last Name: (Sudas v| Phone-H

DOB: (7/10/1990 {DD /MM /YYYY) Phone-M:
Age: Gender: &M OF Email: |Dmer@mail_cum

|

Search Placements By:

. Emplayer: |Cn|es Kingsbury v| ____ Suburh: |Kingsbury v| Industry: |RestaurM
EmpName + EmpSuburb  ContPhone ContPerson  IndName Date Start Date End k!
KFC - Thornbury Thornbury 0394845607 | Tyler Restaurant R/10/2009 1641042009
McDonald Kingsbury Kingsbury 0394669395 John Restaurant 287092009 9/10/2009
McDonald Northland Preston 039478845%1 | Simon Restaurant 264102009 6112009
McDonald Northland Preston 039478845%1 | Simon Restaurant 287092009 9/10/2009
McDonald Preston Preston 0394844887 Dawvid Restaurant 287092009 9/10/2009
McDonald Preston Preston 0394844887 Dawvid Restaurant 19/10/2009 3041042009 K|
McDonald Thomastown | Thomastown 0394656188 Jon Restaurant 97092009 2070942009
Red Rooster Lalor Lalor 0394656666 | James Restaurant 217092009 2/1042009
Bod Boncter | alor Lalor N3I94hLAGRGR 1 Boct: ant RAn2nng 23102009 b

miloselom,
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7.3 Close

To close the Matching Placement page just click on "Close Form" button to exit.

Student Details

Student ID: 0802938

First Name: |0mer

Last Name: |Sudas

Address: |147 Gardenia Rd

Suburb: |Lalor Postcode: 3075

Phone-H: (0331054396

Search Placements By:

DOB: |7f1041990 | (DD MM 7 YYYY' )

er &M OF

Phone-M:

Email: |Dmer@mail_cum

|_Showa_|

L Employer:, SEFEELETEATY v | (L. Suburby Kingsbury ¥/ lindustry, Restaurant v
EmpName + EmpSuburb  ContPhone ContPerson  IndName Date Start Date End

(] RN A T L TT*8 Kingsbury

0394783868

Darren

Super Market

121042009

231042009

Coles Kingsbury | Kingsbury

0394783868

Darren

Super Market

7.4 Create Practical Placement

To create a Practical Placement:
1: Select a student (See step 6.1)
2: Select a placement (See step 6.2)
3: Double click on the selected placement from the list to create a Practical

Placement.

21£09/2009

2{1042009
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Student Details

Student ID: |I]BI]2938

vl Address: |147 Gardenia Rd |
First Name: |0mer v| Suburb: Lalor Postcode: (3075
Last Name: Sudas v| Phone-H: 0331054396
DOB: 741071990 | (DD MM £ vyy) Phone-M:
Age: Gender: @M O F Email: |Dmer@mail.cum |

Search Placements By:

_|C|:|Ies Kingsbury v| _|Bunduura v| _|Restaurant v|

LEmpName. . EmpSubuth ContPhone ContPersanIndName

Coles Kingsbury Kingsbury 0394783888 |Darren Super Markest
Coles Ringsbury

Date Stad Date Eod |

12f10f2009 |23f10/2009

7.4.1 Input Work Hours

Click the arrow next to "Coordinator" label to select the coordinator from
the drop down list.
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- ~
Practical Placement Form —
Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: '
Admin User
Peter Smith
Placement General User
Location: |Kingsbury | Description: |Food Handling Gabbie Tom
- David Wilson
Start Date: |12,-'1 0/2009 | End Date: |23,-'1 072009 Uniform: |Cooks Outhit

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

PlaceDate StartTime EndTime

*

e
_Cancel |

Printing Options

r T I r I

<

7.4.2 Input Student Comments

To input work hours for the Practical Placement:
1: Click "Work Hours" tab to open Work Hours page.
2: Complete the inputs of PlaceDate, StartTime, and EndTime fields.
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Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: |David Wilson V|
Placement

Location: |Kingsbur),ur | Description: |F|:||:|d Handling |

Start Date: |12/10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit |

WEICDmments:

Work Hours btudent Comments | Employer Comments |

eDate StartTime EndTime E

Mon 1271042009 09:00 AM 03:00 PM

(&3

Printing Options

3: Click "Save" button to save the inputs.

Pratical Placement Form

- Employer: | | ]
Placement
Location: | | Duty Type: | | Uniform: | |
Start Date: | | End Date: | |

imefComments:

Work Hours tS).ldent Comments || Employer Comments |

— - Start Finish
Time Time
* | |

Printing Options
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4: Or click on "Cancel" button to give-up on creating work hours.
Practical Placement Form

Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: |David Wilson V|
Placement

Location: |Kingsbur),ur | Description: |F|:||:|d Handling |
Start Date: |12/10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit |

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

PlaceDate StartTime EndTime
09:00 AM 03:00 PM

Mon 1271042009

Print?ng Options _ _

7.4.3 Input Employer Comments

To input student comments:
1: Click the "Student Comments" tab to open the Student Comments page.

2: Type your comments in the text box.
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Practical Placement Form

Student: |Omer Sudas Employer: Coles Kingsbury Coordinator: |David Wilson v
Placement
Location: |Kingsbury Description: Food Handling
Start Date: 1271072009 End Date: |23/10/2009 Uniform: |Cooks Outfit
Work Day/Time

Work Houls | Student Comments | Bmployer Comments

hile | was there,|

It was a good ek

Place ID: |8 Total Hours: b

Printing Options

3: Click on the "Save" button to store the comments or click on the
"Cancel" button to give up on creating comments.
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Student. |Omer Sudas Employer: |Coles Kingsbury Coordinator: |David Wilson v
Placement
Location:  Kingsbury Description: |[Food Handling
Start Date: |12#10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

It was a good job. | learnt a lot while | was there|

Place ID: |8 Total Hours: b

Printing Options

7.4.4 Save
To input employer comments:
1: Click the "Employer Comments" tab to open the Employer Comments

page.
2: Type your comments in the text box.
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Student |Omer Sudas Employer: |Coles Kingsbury Coordinator: David Wilson v
Placement
Location: |Kingsbury Description: |Food Handling
Start Date: |12/10/2009 End Date: |23/10/2009 Uniform: |Cooks Outfit

Work Day/Time/Comments:

Work Hours | Student Comments{ Employer Comments

The student was very helpful and weTrbahauad

Place ID: |8 Total Hours: [
Printing Options

3: Click on the "Save" button to store the comments or click on the
"Cancel" button to give up on creating comments.
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Student | Omer Sudas Employer: | Coles Kingsbury Coordinator: |David Wilson v
Placement

Location: 'Kingsbury Description: |Food Handling

Start Date: [12/10/2009 ' End Date: |23/10/2009 Uniform: |Cooks Outfit

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments

The student was very helpful and well behaved |

Place ID: |8 Total Hours: b

Printing Options

7.4.5 Save

To save the change you have made just click on "Save" button to complete
the change to the System.
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Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: |David Wilson V|
Placement

Location: |Kingsbur),ur | Description: |F|:||:|d Handling |

Start Date: |12/10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit |

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

PlaceDate StartTime EndTime
Mon 1271042009 09:00 AM 03:00 PM

Printing Options

7.4.6 Cancel

To cancel the change you have made just click on "Cancel" button to
cancel the change to the System.
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Practical Placement Form

Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: |David Wilson V|
Placement

Location: |Kingsbur),ur | Description: |F|:||:|d Handling |

Start Date: |12/10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit |

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

PlaceDate StartTime EndTime
Mon 1271042009 09:00 AM 03:00 PM

Printing Options

7.4.7 Print Reports

To print reports of:
1. Click on the "Print Agreement" button for Practical Placement
Agreement.
2. Click on the "Print Student Letter" button for Practical
Confirmation to Student.
3. Click on the "Print Employer Letter" button for Practical
Confirmation to Employer.
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Pratical Placement Form

Student: | | . Employer: | | . Caordinator: | v
Placement
Location: | | Duty Type: | | Uniform: | |
Start Date: | | End Date: | |

Wo imefComments:

Work Hours tS).ldent Comments || Employer Comments |

= mmm

""—'D'HTE/ Start Finish
Time Time

i | |

Total Hours: l:l

Pripti 1ons

7.4.8 Close

To close the Practical Placement Form just click on "Close Form" button
to exit.
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Practical Placement Form

Student: |0mer Sudas | Employer: |C|:|Ies Kingsbury | Coordinator: David Wilson v|
Placement

Location: |Kingsbur3,ur | Description: |F|:||:|d Handling |
Start Date: |12/10/2009 | End Date: |23/10/2009 Uniform: |Cooks Outfit |

Work Day/Time/Comments:

Work Hours | Student Comments | Employer Comments |

Mon 121042009 09:00 AM 03:00 PM

PlaceDate StartTime EndTime E

Printing Options

8 View Agreements

8.1 Select agreement
To view an agreement simply click on the agreement from the list displayed.
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iPal::king Job

iﬁ.n.'um-lﬂ

Uniform

i Safety Vest and Boots

Start Date End Date

|12/10/2009 16/10/2009 n
Cleaning Job Casual Dress 1770972009 521!119{2039
_Cleanin_g Job y _Casual Dress _21_,_,'(!!_]._-“2““3 _:_ll_:!_,,"l ll_.-“_Zl]lIS
Packing Job Safety Yest and Boots 2140972009 !I]!I.-"I 02009
Food Handli;6 Cooks Qutfit 28/09/2009 |03/1042009 w
EW Student Coordinator
:

Name: Coles .
Suburb:

Name: |Joe Thompson
Suburb : Preston

Employer Comment: Student Comment:
Good Job
Task Status:
Task Name Task Done
Cleaning a
£ | |

8.2 Close

.. Name: David Wilson
. Job Title : Coordinator

Placement DatefHours:
Stant End
Llate Time Time

12/10/2009 [10:00 AM |12:00 PM
13/10/2009 09:00 AM 12:00 PM

To close the View Agreement page just click on "Close Form" button to exit.
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Place IDF + | Description
iPal::king Job

Uniform
| Safety Vest and Boots

Start Date

End Date i

1 Eiz!l 0/2009 | 16/10/2009 T
2 Cleaning Job Casual Dress | 17/09/2009 | 21/09/2009
3 Cleaning Job Casual Dress 21/09/2008  02/10/2009
4 Packing Job Safety Vest and Boots 21/09/2009  08/10/2009
5 Food Handling Cooks Qutfit izsmsmus (081042009 v
Employer Student Coordinator
0.
Name: [Cnles J Name: |Joe Thompson . Name: David Wilson
Suburb : Suburb : |Preston | JobTitle: Coordinator
Employer Comment: Student Comment: Placement DatefHours:
Good Job Date _?_:,:]r; _I;Z_:'::]IB
121102009 10:00 AM 12:00 PM
Task Status:
Task Name Task Done

Cleaning a
< | >

9 Reports

9.1 Viewing User Reports

9.1.1 By First Name

To view user reports ordered by user's first name click "Order by First
Name" tab under "Users" button:
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9.1.2 By Last Name

To view user reports ordered by user's last name click "Order by Last
Name" tab under "Users" button:
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9.1.3 By ID

To view user reports ordered by user's ID click "Order by ID" tab under
"Users" button:
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9.2 Viewing Course Reports

9.2.1 By Course Code

To view course reports ordered by course code click "Order by Course
Code" tab under "Courses" button:
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9.2.2 By Course Name

To view course reports ordered by course name click "Order by Course
Name" tab under "Course" button:
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9.3 Viewing Student Reports
9.3.1 By First Name

To view student reports ordered by student's first name click "Order by
First Name" tab under "Students" button:
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9.3.2 By Last Name

To view student reports ordered by student's last name click "Order by
Last Name" tab under "Students" button:
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9.3.3 By ID

To view student reports ordered by student's ID click "Order by ID" tab
under "Students" button:
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9.3.4 By Suburb

To view student reports ordered by suburb click "Order by Suburb" tab
under "Students" button:
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9.3.5 By Postcode
To view student reports ordered by postcode click "Order by Postcode" tab
under "Students" button:
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9.4 Viewing Student Course Reports

9.4.1 Student in each course

To view the list of all students in each course click "List of Students in
Each Course" tab under "Student Courses" button:
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9.4.2 Course done by student

To view the list of courses done by each student click "List of Courses
done by each Student" tab under "Student Courses" button:
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9.5 Viewing Employer Reports
9.5.1 By Employer Name

To view employer reports ordered by employer's name click "Order by
Employer Name" tab under "Employers" button:
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9.5.2 By Industry Type

To view employer reports ordered by industry type click "Order by
Industry Type" tab under "Employers" button:
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9.5.3 By Suburb

To view employer reports ordered by suburb click "Order by Suburb" tab
under "Employers" button:
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9.5.4 By Postcode

To view employer reports ordered by postcode click "Order by Postcode"
tab under "Employers" button:
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9.6 Viewing Work Placement Reports

9.6.1 Practical Placement Agreement

1: To generate a Practical Placement Agreement first click "Practical
Placement Agreement" tab under "Work Placement" button.
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2: Select a Work Placement from the list then click "OK" to print it or

click "Cancel" to exit.

Select Placement Dialog

List of Work Placements

Place ID Employer Student Name Job Description Start Date

- Packing Job 12/10/2003

ALDI
3 ALDI
7 Coles Kingsbury

11/11/2009
21/09/2009
12/10/2009

970972009

Martha Joneson

Cashier
Packing Job
Cooking Job

Peter Johnson
Omer Sudas
David Holesworth

38 McDonald Thomastown

End Date

1641042009
111172009
2{10/2009
231042009
2040942009

Please Select a Work Placement tl rint or CANCEL to Exit

9.6.2 Practical Confirmation to Employer

1: To generate a Practical Confirmation to Employer first click "Practical

Confirmation to Employer" tab under "Work Placement" button.
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2: Select a Work Placement from the list then click "OK" to print it or

click "Cancel" to exit.
Select Placement Dialog r>_<|

List of Work Placements

Place ID Employer Student Name Job Description Start Date End Date
- 16/10/2008
ALDI Martha Joneson 111172009 111142009
3 ALDI Peter Johnson Cashier 2170972009 2/1042009
7 Coles Kingsbury Omer Sudas Packing Job 12/1042009 2341042009

38 McDonald Thomastown David Holesworth Cooking Job 90972009 2040972009

Please Select a Work Placement tl rint or CANCEL to Exit

9.6.3 Practical Confirmation to Student

1: To generate a Practical Confirmation to Student first click "Practical
Confirmation to Student" tab under "Work Placement" button.
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2: Select a Work Placement from the list then click "OK" to print it or

click "Cancel" to exit.

Select Placement Dialog

X

List of Work Placements
Place ID Employer Student Name Job Description Start Date End Date
- Packing Job 12/10/2009 | 16/10/2009

ALDI Martha Joneson
3 ALDI
7

1141172009
Peter Johnson Cashier 2140972009

Coles Kingsbury

Omer Sudas Packing Job 121042009
38 McDonald Thomastown

David Holesworth Cooking Job 9/09;2009

111142009
2{10/2009

231042009

200952009

Please Select a Work Placement 1l

rint or CANCEL to Exit

9.6.4 Student Placement for a Week

1: To view all Student Weekly Work Placements first click "Student

Placement for a Week" tab under "Work Placement" button.
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2: Select the start date of a week on the drop down calendar by clicking on
the arrow next to the date.

Date Selection §|

View Student weekly Workplacements

Start Date of Week :

1941142009

November 2009
Mon Tue Wed Thu Fri

Pleaze Select a Start Date of a week Sat Sun

1
2 3 1 h b 7 ]
10 11 12 13 14 15

16 [17 | 18 [EEJ 20 21 22
[ ok J[]23 24 25 26 27 28 29

30
Today: 177112008
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3: Click "OK" to print it or click "Cancel" to exit.
Date Selection E|

View Student weekly Workplacements

Start Date of Week : |1}-””2|]|]g v

Pleaze Select a Start Date of a week ta print weekly Repart

Ok I [ Cancel

9.7 Close Form

To close Reports form just click on the "Close Form" button located on the
bottom left to exit:
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