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1.1

Introduction

This extension allows you to store and retrieve documents and files relating to various aspects of your training
activities, by linking to them directly from various VETtrak wizards.
Files can be stored:
·

On your local computer or network

·

On the internet

·

In a separate document database (only available if you purchase the Document Database from OzSoft)

Some advantages and disadvantages of the different methods are listed below:

Files stored on local computer or network
Advantages:
·

Files can be easily opened, edited and saved back to the same location.

Disadvantages:
·

Files need to be maintained in their original locations. If any files or folders are moved or deleted, the links
to the documents will be lost.

Files stored online or in document database
Advantages:
·

All files kept together in a single location.

·

Files will still be accessible even if the original is moved or deleted.

·

Easy to keep and track multiple versions of the same file.

Disadvantages:
·

Cannot open and save an edited file back to the same location; would need to save locally, edit and upload
the file again.

The entities that can have documents associated with them are:
·

Award*

·

Event*

·

Invoice

·

Profile

·

Booking

·

Enrolled Unit

·

Location

·

Programme

·

Class

·

Enrolment

·

Occurrence

·

Programme Type

·

Client

·

Funding Model

·

Occurrence Cost

·

Purchasing Contract

·

Contract

·

Funding Source

·

Organisation

·

Qualification

·

Education History*

·

Group

·

Payment

·

Room

·

Employer

·

Inventory Item

·

Placement

·

Unit

* These items already have the ability to link documents in the standard VETtrak product. FileTrak allows an
extra linking option in these cases.
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Setting Up FileTrak

Before using FileTrak, you need to set up some information about the types of files you will be storing, and
where they will be stored.

1.2.1

Preferences

To set the location where files will be stored, go to File > Global preferences and select FileTrak preferences
at the bottom of the list.

1.

This section allows you to set the default setting for storing the path to your documents.

2.

Choose Absolute if the files are always stored in the same place (such as a server), but may be accessed
from different locations. This ensures that wherever you access VETtrak from, the path will always point
directly to the location of the document.

3.

Relative paths can be useful if you may want to move the location of your all files, but keep the same folder
structure - such as if you want to move them from one server to another, or from a local computer to a
server. In this case you set the path to the base folder containing the documents, and then, when linking
individual documents, you only need to specify the rest of the path to the document within the folder
specified here.

4.

If you are using relative paths, set the path to the base folder here.

5.

Select Web if the files are to be stored online somewhere.

6.

Available only if you have purchased the Document Database from OzSoft. If you select this option, a copy
of the file will be stored in, and retrieved from, a separate document database. NOTE: You must set up the
connection to the document database 6 for this feature to work.
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1.2.2

File Types

In the Configuration Manager, there is a Filetrak file types node where you can set up the different types of files
that you want to upload. These may be things such as enrolment forms, identification or receipts.
Note that there are three system-managed file types already set up in your database. These are required if you
are using the Student Portal or Trainer Portal, and cannot be deleted or modified.
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Setting Up the Document Database

This section only applies if you have purchased the Document Database, which allows you to store all of your
files in a single database location. Before you can use this feature, you need to complete the settings here so
that VETtrak can access the database. Go to File > Global preferences and select Document database.

1.

Select the type of database you are using for your document database.

2.

Enter the connection information for the database.

3.

Click Test Now! to test the connection to the database.
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1.4

Linking to Your Documents & Files

Documents can be linked via any wizard that has the document icon in the bottom right-hand corner. Click this
button to open the Document Linking Wizard.

NOTE: This button is only available when editing an item. It will not appear in the wizard when you are adding a
new item with that wizard. If you want to link a document to something that you are newly creating, you will first
need to continue through the wizard to save the item, and then edit the item to open the wizard again and link
the document.
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1.

These fields are for information only and cannot be changed.

2.

Click the Add button to link a new document. The File Link Wizette will open.

3.

Select the type of file path. This will default to the type set in the Global Preferences Wizard
changed if necessary.

4.

Select what kind of file you are linking. In this case we are linking a scan of the client's identification
document to their client profile.

5.

Click the button and navigate to the location of the file.

6.

The name will be automatically filled in with the name of the document you are linking, or you can type over
it to enter a name of your choice.

7.

Optionally, you can add notes about this document.

8.

Click Finish.

4

, but can be

© 2016 VETtrak

FileTrak

9.

The information in these fields cannot be changed - this information is saved automatically for audit
purposes.

10. Later, when you want to access the document you have linked, click the Open button to open it.
11. Click the Edit button to make changes to the file information. Note that this button is not for editing the
document itself. To edit a linked document, you would need to first open it using the Open button.
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Viewing the Documents Grid

In the Client, Employer, Staff, and Programme Managers, a grid has been added to the Notes panel to display
all the documents associated with whichever item you have clicked on.

The grid has a tickbox to Include subordinate documents. If this is left unticked, the document grid will show
only documents relating to the item you have currently clicked on. If it is ticked, documents relating to anything
under the selected item in the tree will also be included.
Below are examples of what we might see in the document grid when we click on a client's contract, showing
the grid both with and without subordinates included.

When Include subordinate is not ticked, we only see
documents relating directly to the contract.

When Include subordinate is ticked, we also see
documents relating to the enrolment and units
underneath that contract.

It is possible to drag this panel elsewhere on the screen and dock it at whichever edge of the screen you prefer.
For example, dragging it into the centre panel and docking it against the bottom edge of the screen gives more
room to see the grid and make use of the different viewing modes available.
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There are three different viewing modes available, depending on how much information you want to be able to
see:
Compact view just shows the basic details:

Medium view shows most of the information about each file, excluding the description:

Large view is most useful if you are including subordinate documents in your grid view. It shows all information
relating to each file, including indicating which item each document is attached to.
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1.6

Example - Linking an Enrolment Form to an Enrolment

For this example, we will use the following scenario:
·

We have PDF scans of physical enrolment forms that our clients have filled out, and we want to link these
to each client's enrolment.

·

We are a small RTO with all our files currently stored on a single computer, but plan to expand our IT
infrastructure soon and store our files on a server, where they can be accessed from multiple computers.

·

We are currently storing the files on our computer in the My Documents area, under a folder called "Trainee
Docs".

Step 1 - Configure FileTrak
Open the FileTrak preferences under File > Global preferences.
As we know we will be moving the files in the near future, we want to use the relative path to the "Trainee Docs"
folder where we are storing all our files. This will allow us to still access our files even if we pick up the Trainee
Docs folder and move it to a different location.

1.

Select Relative...

2.

...click this button...

3.

...and navigate to the folder where your documents are currently stored. NOTE: When we later move our
files to a server, we will need to come back to this wizard and change this base folder.

4.

Make sure you have set up the Enrolment Form as one of the types of documents you will be wanting to
link.
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Step 2 - Link the Document
To link the enrolment form to your client's enrolment, find the client in the Client Manager, right-click on their
enrolment, and select Edit enrolment. Then click the document icon at the bottom of the Enrolment Wizard.

1.

Click the Add button to open the File Link Wizette.
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2.

Leave the Link Style as Relative, as per our settings above.

3.

Select the Enrolment Form file type.

4.

Navigate to the location where you have stored their form. In this case we have all enrolments stored in a
sub-folder of Trainee Docs, called Enrolment Forms.

5.

Note that as we are using relative paths, only the last part of the path to the document is stored. This
means that if we later move all of our trainee documents to another location, we just need to go back to the
FileTrak Configuration Wizard and change the base path. As long as the same folder structure is used, all
files should then be accessible in the new location.

6.

The name of the file will be automatically filled in here, but you can change it to something else if you want.

7.

Click Finish.
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Example - Saving a File in the Document Database

If you prefer to store all your documents in a single location, you can purchase the Document Database feature.
This allows you to store all of your files in a database, separate to the main VETtrak database. This means that
a separate copy of the file will be created and stored, which will remain available even if the original document
is deleted.
In this scenario, we are wanting to store copies of all student assignments in a database. If students are asked
to resubmit an assignment, we want to be able to track this, so we want to store the different versions of the
assignment.

Step 1 - Configure FileTrak
Open the FileTrak preferences under File > Global preferences.

1.

Select Doc Db.

2.

Make sure you have set up Student Assignments as one of the types of documents you will be wanting to
link.

3.

Go to the Document Database section and set up the database

6

.

© 2016 VETtrak

FileTrak
Step 2 - Upload the Documents
We want to store the assignments against the enrolled unit they apply to, so we find the person's enrolment in
the Client Manager and expand it to find the appropriate unit.
To store information against a particular unit, we use the comment feature, so we right-click on the unit and
select Edit comment.
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Then click the document icon in the corner of the Result Comment Wizard:
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1.

Click the Add button to open the File Link Wizette.

2.

Leave the Link Style as Doc Db, as per our settings above.

3.

Select the Student Assignments file type.

4.

Navigate to the location where you have saved their assignment.

5.

The name of the file will be automatically filled in here, but you can change it to something else if you want.
We are using a naming system that takes the unit code, the student code, and the number 1 to indicate it is
the first assigment for the unit, but you can use whatever naming system makes sense to you.

6.

Click Finish.
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We can now see the assignment next time we open the wizard. Click Open to view the file, or Edit to change the
details.

Note that with documents stored in the document database, you cannot later edit the Link Style or File Location,
as the link to the original file location no longer applies - there is now a separate copy of the file stored in the
database.

Later, if the student resubmits the assignment, we click the Add button in the Document Linking Wizard again
to link the new copy of the assignment.
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This time we have added the letter A to the end of the name to indicate it is a revised version of the assignment.
(We could continue to save subsequent versions as versions B, C, etc. if applicable.) We have also added a
description to show what changes we asked the student to make to the assignment.
We can now see in the wizard that there are multiple versions of the file saved, and the dates on which each
one was saved:
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NOTES:
·

You cannot open and edit a file and then save the edited version back into the database. If you need to edit
a file stored in the database, you would need to open it, save it on your computer, and then reupload the
edited version of the file.

·

This method allows you to see the full version history of a file, even if the original versions of it have been
edited or deleted from where they were created. Once uploaded, there is no link between the version of the
file in the database and the original on your computer.

·

Take care when deleting records that are saved by this method, as deleting a record will also delete the
document itself from the database. Ensure that you still have the original file, or that you really do no longer
need the document, before deleting a record from this wizard.
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