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Please also refer to the S.E. VET Cluster Home School Guide 2019 for the portal processes required 
for inputting student details and applying for VET courses.  
 
Host school portal access offers an additional set of portal functions required for Host approvals, 
assigning of students into VET classes and their subsequent weekly attendance. 
 
The portal has been loaded with the 2019 S.E. VET Cluster Host school VET Courses and classes by 
the Cluster Coordinator using the ‘Create Courses’ function. It is very important that nothing is 
changed by Host school VET Coordinators using the ‘Create Courses’ function. Please do not ever 
‘Archive’ ‘Edit’ or ‘Delete’ a VET course or class in ‘Create Courses’. If students are still attached to 
these courses (e.g.waiting for Home or Host approval), it is very difficult to fix this error. 
 
If any changes need to be made to Courses and the name or time/day of VET Classes at your Host 
school, please communicate with the Cluster Coordinator who will make these changes for you. 
Often, extra classes need to be added to the portal as student enrolments increase. 
It is strongly recommended that Host schools also put their internal students onto the portal when 
they share VET classes with external S.E. VET Cluster students. You can choose to put them in first. 
 
VET Teachers/Trainers can be given ‘Teacher Level ‘of access (with their own login and 
password)to the Portal to complete the Attendance Register. See instructions for ‘Adding a New 
Teacher’ in the 2019 S.E. VET Cluster Home School Portal Guide. Please note that this is a different 
level of access to the portal from the ‘School’ level of access ( with its own login and password). 
Teacher level of access is only to the Attendance Register and the Reports which is all that they 
need. 
When Host Schools give their VET Teachers/Trainers access to the portal to complete the VET 
student Attendance Register each VET day, it is essential that they understand the correct 
procedures as outlined in this 2019 S.E. VET  Host School Portal Guide. However, as the VET 
Coordinator, you may decide to put in the attendance, using the ‘Attendance Register’ yourself 
each VET day 
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HOST APPROVALS 
 
Please note that the following information is relevant to the Host ‘School’ VET Coordinator level of 
access only. Those with only VET Teacher/Trainer access cannot access any functions except the 
Attendance Register’ and ‘Reports’. 
 
 
To Host Approve students’ applications on the portal, click on ‘Host Approvals’ from the menu on 
the left. 
 This will bring up a list of student applications from Home schools waiting to be approved.  
The list is in order of the most recent applications on the top of the list. 
As can be seen below, the portal Menu for Host schools is different and has more functions than for 
Home schools.  
 

 
 

 
-To choose a particular student, select the student’s name from the drop down box. Click on Filter. 
 If you click on a student name and nothing is shown, it usually means that they are a 2nd preference 
waiting to be activated if their 1st preference elsewhere is not Host Approved. 

 

 
 
-Click on ‘Detail’ and it will bring up the student’s application with all the details.  
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In Term Three 2018, VET Courses and classes for 2019 will be loaded on to the portal. However- 
the 2018 VET courses will still be there as 2018 VET students are still participating in their 2018 
VET First Year courses. 
 Student applicants for 2019 First Year VET courses will need to have the number’9’ in front of 
their first name. 
 
Please check carefully that the first year 2019 VET student application is for a student with an ‘9’ in 
front of the first name and that the application is for a 2019 first year VET course.  
 
Applications for second year VET courses (from the ‘Promote Students’ function) will still have the 
number 8 in front of their name and their applications will be for second year 2019 VET courses. 
 
-Do NOT ‘Host Approve’ any applications which are for the wrong year of VET courses!! 

 
-If you are accepting the student, tick the appropriate class button you want the student to be 
assigned into (having read the ‘Home Remarks’ which should indicate choice of day/time of class). If 
there is more than one class, they will all be listed with a button each. 

 
- If you do not click on the class button and subsequently still ‘Host Approve’, the student will 
automatically go into the ‘Unassigned Student’ list in ‘Assign Classes’, waiting to either  be 
‘assigned’ or to be removed by the Home school. The student will not be seen in the ‘Class Report’, 
‘Attendance Register’ or the ‘Placed Student Report’ at the Home school. 

 

 
-If you do click on the class button, the student will correctly go into the ‘Assigned Student’ list in 
Assign Classes’, the ‘Class Report’ and the ‘Attendance Register’. (see explanation about ‘Assign 
Classes’ function below). 

 

 
 
 

If there is no indication of 

the specific day/time of 

VET class (and there is 

more than one option for 

that class)do not accept 

the student. 
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-Information from Home schools about preferred Day/Time of VET class, student literacy and 
numeracy concerns, special needs, will be visible beside, ‘Home Remarks’ if put in by Home School 
VET Coordinator. 

 
-You can add your own comments in the ‘Remarks’ box which will also be viewable in the Class 
Report.  
These comments made by the Host in the Remarks box in the Host Approval Screen will also be 
emailed by the portal automatically to the Home school VET Coordinator. 

 

 
-The messages from Home School VET Coordinators in the ‘Home Remarks’ and your own comments 
if added to the ‘Remarks’ box (once Host Approved),will be visible in the ‘Class Report’ and can be 
down loaded and printed out in an excel spreadsheet. These messages/comments will not disappear 
and will always be visible. 

   
-When you are sure that all is in order and you are ready to ‘Host Approve’, click on ‘Add Comments 
& Approve’- you will get a message stating ‘Application has been Approved’. The student will 
successfully have been assigned to a class and be visible in the ‘Class Report’.  
 

 
 

-If you cant ‘Host Approve’ because there is no indication of which day/time of class is required 
(where there are choices of VET class day/time), ‘Host Decline’ the student. 
- Email the Home School VET Coordinator to inform them. 
-The Home school VET Coordinator will then need to make another application for the student which 
provides the correct information. 

 
 

-Please Note: The portal does not allow times for VET courses to be put in for quarter hours e.g. 
starting 9.15 a.m. or ending 5.15p.m. The times on the portal will probably indicate 9.00a.m. or 
5.00p.m. respectively instead. 

 
 
-ALSO ‘Host Decline’ the first year student if there is not a number’9’ in front of the student’s first 
name or if the application is for an ‘old’  2018 VET course.  

 
 
 

Host Approving ‘Promoted’ (second year)students. 
Students in first year who have been ‘promoted’ into second year using the ‘Promote Students’ 
function will also be waiting in your Host Approval List. 
 These students will still have the number 8 in front of their names.  
Host Approve these students using the same method described above.  
 
Second Year VET students will still have the number 8 in front of their first name- until the end of 
the 2018 VET classes. 
 
 The portal now has a new set of Admin functions which will amend this prefix in front of the 
‘promoted’ student’s name, remove ‘old’ 2018 students from their 2018 courses and archive 
students who are not promoted. There is no need to do this manually. 
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ASSIGN CLASSES 
The function, ‘Assign Classes’ allows you to move students in a VET course in the same year to 
change from one VET class to another VET class.  
 
There is an ‘Assigned Students’ list and an ‘Unassigned Students’ list in the ‘My Classes’ screen for 
every VET course, year and class when you choose ‘Assign Classes’.  
 
To view the students (either assigned or unassigned) in a particular class, locate, click on and 
highlight the relevant class in ‘My Classes’. The ‘unassigned’ students (if any) will be in the list at the 
top. You will need to scroll down to see the students in the ‘assigned’ list at the bottom. 
 
Students in the ‘Unassigned Students’ list are not seen in the Home schools’ ‘Placed Student 
Report’, the Host school ‘Class Report’ or in the ‘Attendance Register’ and are in a kind of ‘limbo’. 
They must be either ‘assigned’ to the preferred class by the Host School or (if they need to be 
withdrawn) removed by the Home school using, ‘Application Editor’. 
 The Host school VET Coordinator cannot remove students from the ‘Unassigned Student’ list- only 
the Home school can remove them. The Cluster Coordinator can also remove them for you. 
 
 If you ‘Host Approved’ the student’s application in the Host Approval screen without clicking on the 
Class Button’, the student will be waiting in the ‘Unassigned’ class when you click on ‘Assign Class’, 
My Classes and the relevant VET class.  
You will therefore need to find out from the Home school the desired VET Class day/time and 
‘Assign’ the student into the ‘Assigned Student’ list. 
 The process is described below. 
 
 

 
 

- Click on ‘Assign Classes’ and then scroll through to find the specific day/time of class 
you want to place the first year student in. Be careful to choose and click on a 2019 
VET class. In Term Three 2018, when 2018 VET Courses and Classes are also on the 
portal (as they are still running), it is important to choose the correct year of the 
class.  
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- Once you have clicked on the class,  the list of students who are ‘Host Approved’ and 
in the ‘Assigned ‘ student list and the students who are in the ‘Unassigned’ student 
list  for this course( not yet)placed in a class will be shown.   
 

- Find the student who needs to be ‘assigned’ (in the unassigned list) and  click on the 
student’s name to highlight it  and then click on the single arrow pointing towards 
the ‘Assigned Student’ section  
 

- The student will move to the ‘Assigned Student’ section and you will get a ‘message 
from the web page’ stating ‘Student Assigned Successfully’ 
 

- If you want to move all the students from  the ‘Unassigned Students’ section, click 
on the triple arrow pointing towards the ‘Assigned Student’ section 
 

- you will get a ‘message from the web page’ asking you ‘Are you sure you want to 
Assign All Students’, you then click on ‘ok’ and all the students will move to the 
‘Assigned Student’ section and you will get a ‘message from the web page’ stating 
the number of students moved successfully. 

- Once in the ‘Assigned Student’ list in ‘Assign Classes’, the student will now be 
visible in the Home school ‘Placed Student Report’, the Host school ‘Class Report’ 
and the ‘Attendance Register’. 

 
To move a student from one VET class to another –when there is more than one class (but 

same VET Course and same year of course)see steps below 

- If for any reason you need to move a student from one class to another in the same 
year of the same course, select and highlight the student in the ‘Assigned Student’ 
section of the class they are in and then click on the single arrow pointing towards 
the ‘Unassigned Student’ section 
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- The student will move to the ‘Unassigned Student’ section and you will get a 
‘message from the web page’ stating ‘Student Un-Assigned successfully’ 
 
 

- If you want to move all the students from  the ‘Assigned Students’ section, click on 
the triple arrow pointing towards the ‘Unassigned Student’ section 

 
 

- you will get a ‘message from the web page’ asking you ‘Are you sure you want to Un-
Assign All Students’, you then click on ‘ok’ and all the students will move to the 
‘Unassigned Student’ section and you will get a ‘message from the web page’ stating 
the number of students moved successfully. 
 

- Now that you have the student ‘unassigned’ in the ‘Unassigned Student’ list , scroll 
through the ‘My Classes’ list and click on and highlight the preferred VET class(must 
be the same course and year of course). Then click on the student’s name in the 
unassigned list and the arrow pointing towards the ‘Assigned Student’ list for that 
class. This will assign the student into the preferred class. 
 

 

- If you wish to remove a student completely and have unassigned  them(if they 
have withdrawn from the VET class), the Home school must then Cancel/Remove 
the student using ‘Application Editor’. The Host school cannot remove them from 
the ‘Unassigned’ list in any other way.  

 

- Once a student has been unassigned, they disappear from the ‘Class Report’ and 
the ‘Attendance Register’ at the Host School and they are not in the ‘Placed 
Student Report’ at the Home School. They are in limbo and should be attended to. 

 

-  Once a student has been Cancelled/Removed by the Home school using 
‘Application Editor’, the student’s name disappears from all lists except the ‘My 
Students’ list at their Home school. 
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HOLIDAYS 
 
Generic School Holidays which affect attendance at ALL Host schools when VET classes would have 
run, are eliminated from the calculations of percentages of attendance by the Cluster Coordinator 
in the administration of the portal.  
Specific Holidays at Host schools can also be eliminated from adversely affecting the percentages 
of attendance. These may be days where your Host school may be closed for some reason, or VET 
classes are cancelled because of Staff P.D. 
 
IT IS VERY IMPORTANT THAT HOLIDAYS ARE NOT PUT IN ON THE DAY OF THE HOLIDAY. If you do 
so- the ‘Holiday’ function will not work. Put it in before the date of the holiday. 
 
 
 
Host School VET Coordinators can use the ‘Holidays’ tab on the menu to add their own specific 
holidays which will affect VET days at their Host school.  
Click on Holidays tab in Menu. 
Click on ‘Create New’ 
The screen will now be titled, ’Add Holiday’ and invite you to enter ‘Holiday Name’ and ‘Holiday 
Date’. 
Once entered, click on Save Changes’. 
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ATTENDANCE REGISTER 
 
The ‘Attendance Register’ is only viewable and functional in the ‘Teacher level of access’ on the 
portal. VET Coordinators at Host Schools must create the usernames and passwords for their VET 
Teachers/Trainers and train them how to use the ‘Attendance Register’ correctly.  
 
It is important that Host schools complete the ‘Attendance Register’ for VET classes BEFORE THE 
END OF THE SCHOOL DAY i.e. 3.20 p.m. (except for night classes) 
 
 Completing the ‘Attendance Register’ on time is part of the Host school’s Duty of Care.  Home 
schools need to have this important information in a timely manner, viewable in their ‘Placed 
Student Attendance’ so they can closely monitor their students’ attendance at VET classes and 
contact parents of absent VET students. 
When a VET student is marked as ‘Absent’ on the Attendance Register, an email is sent 
automatically to the Home School VET Coordinator- who MUST then contact the parent/guardian 
of the VET student to inform them of this absence.. 
 
 The Host school VET Coordinator must monitor their VET Teachers/Trainers who have the 
‘Teacher’ level of access to the portal and their use of the ‘Attendance Register’. 
 
 All communication with Home schools concerning VET students must be through the Host school 
VET Coordinator- not through VET Teachers/Trainers. 
 
Try not to Host Approve new VET students into the class on the day the VET class is running. It is 
better to add them before the VET day. 
 
Late VET enrolments attendance for the week before may default to ‘present’. Their attendance 
percentages may not ever be accurate. 
 
To register attendance for students attending a particular class at a VET course at your Host 
school, you must be logged in via the teacher level of access.  
Click on ‘Attendance Register’ from the menu on the left. 
 Next select the ‘Course’ and the ‘Class’ from the drop down box.  
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Note that the attendance date is always shown as the actual date. However- if you click on this date, 
a calendar will pop up and you can choose to select an earlier date. 
 This means that theoretically you can mark the ‘Attendance Register’ after the date of the VET class. 
It also means that you can amend the ‘Attendance Register’ if you need to change a recording of 
‘Absent’ for a VET student to, ’Explained Absence’ (if you subsequently receive a medical certificate 
from a VET student) At present- you can only amend the Attendance Register for one month after 
the actual date of the class. 
 
Once a Class has been selected, click on ‘Filter for Attendance’, and the names of the students in 
that class will appear below in alphabetical order of their last names. 
Click on the ‘Not Recorded’ button beside each student’s name. 
 
 You will see the options, ’Present, Absent, Explained Absence’. Click on the appropriate option for 
each student- either  Present, Absent or Unexplained Absence. 
 
 If you need to communicate an important message to the Home school about the student, click on 
‘Add Note’.  
 
A pop up box will appear inviting youto write a note to the Home School about this student. When 
completed, click on ‘Save Changes’. 
 
When the Home school looks at their ‘Placed Student Attendance’, they will see a message has been 
left for them to read, beside the ‘view’. An icon will be visible to the right of the student’s name to 
indicate that there is a message to read. 
 
After completing the roll in the ‘Attendance Register’, click on ‘Save Changes’.  
 

 
 
 The ‘Explained Absence’ option is to be clicked on for a student if you have been informed that the 
VET student has a legitimate absence for a VET day.  
 
 If the attendance is not marked it should default to ‘Not Recorded’ and this is what will be reported 
to the Home school. 
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 If a VET student has a pattern of absences on VET days-it is important that Host schools contact 
the Home school VET Coordinator to discuss this issue so that appropriate action can be taken. 
 
REPORTS  
 
 
To access ‘Reports’, click on any report from the menu on the left.  The various reports available are 
Course Report, Host Approval Report, Class Report, Application Report, Attendance Report for 
Home School Students and Placed Student Attendance for all students on the Class Lists.   All 
reports can be printed or exported to an Excel spreadsheet  
 
 

 
 

Course Report 
This is a list of the current number of VET course applications, students pending ( waiting 
for Host approval) students ‘placed’(Host Approved) and seats available for all courses on 
the web portal.   
For details regarding a specific course, select a course from the ‘Course’ drop down box 
and next select the ‘School’. 
 In Term Three of each year, there will be two years of VET Courses shown- the current 
year and the forthcoming year. 2018 VET Courses will still be seen until deleted in late 
December. 
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Host Approval Report 
 
This is a list of all students who have applied for a VET course at your school who have not yet been 
‘Host Approved’. 
 
 To view students who have applied for a particular course, select the course from the ‘Course’ drop 
down box and click on the ‘Search’ button.  This will bring up the students who have applied for the 
selected course. 
 
 Remember that you should NOT Host Approve any first year students who have the wrong 
number in front of their first name (it should be 9) or who have applications for ‘old’ (it should be 
2019) VET courses. 
Students who have been ‘rolled over’ from first year into second year will still have the number 8 
in front of their first name. You can Host Approve these as they arrive. The prefix 8 will 
automatically be changed to 9 by the Cluster Coordinator at a later date. 
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Class Report 
This  is a list of all students who have been Host Approved (and the Class Name button clicked on) 
accepted in a course and placed/assigned  into a class.  
- To view VET classes, select the ‘Course’ and the ‘Class’ and click on the ‘Search’ button.  This will 
bring up a list of students who are placed in a specific VET class. The students should be in 
alphabetical order of their last names. 
 
 All of the information put into the Remarks Box in the Home and Host Approval screens will be 
visible and able to be printed in the ‘Class Report’.  
 
All students in the ‘Class Report’ will also be in the ‘Assigned’ Student list in ‘Assign Classes’ and the 
‘Attendance Register’.  
 
They will also be in the Home School’s ‘Placed Student Report’. 
 

 
 

 
Application Report  
This is a list of the number of applications for VET courses offered by your school and it shows 
whether the course is the students’ 1st or 2nd choice.   
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Attendance Report for all students in the Class Lists 
 
 
This gives you the percentages of attendance of all internal (if you have put them on the portal)and 
external VET students who are doing VET courses at your Host school and are in classes. 
 
-By clicking on the black printed word ‘Attendance’ to the extreme right of each student’s name (in 
the Action Column)-a summary of the attendance can be manipulated. 
 
  It also provides two downloads--a ‘Statistical Attendance’ report and a ‘Calendar Summary’ of 
each student’s attendance.  
 
Click on each of the above and a ‘Statistical Attendance ‘report (in an excel spreadsheet) and a 
‘Calendar Summary’ (colour coded detailed information about attendance) will be downloaded and 
available to be viewed and printed.  
 
                   
 
To refine the search, select the ’Course’ then ‘Class’  or select ‘Student’ then ‘Search’ and this will 
bring up details for the selection  made. 
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Placed Student Attendance for Home School students 
 
 
 To view your Home school students’ attendance at your own VET courses and at other Host 
schools, click on ‘Placed Students Attendance’ from the menu on the left. This does not show the 
external VET students who may be enrolled into the VET Courses you run in your school.  
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-The information on the screen gives you the attendance for all your students attending courses at 
other Host Schools as well as your own.  This report can be exported to an excel spreadsheet or 
printed.  
 
-You can also manipulate the ‘From Date’ and ‘To Date’ then ‘Search’ to refine the selection of 
attendance dates you wish to view below. 
 
 
-It also provides a ‘Statistical Attendance’ report and a ‘Calendar Summary’ of each student’s 
attendance.  

 
 
-Click on and download a ‘Statistical Attendance ‘report (in an excel spreadsheet) and a ‘Calendar 
Summary’ (colour coded detailed information about attendance) 
Both are available to be viewed and printed. These are also seen in the ‘Attendance Report’. 
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