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VET in Schools Online Guide 
 

 

 

This manual provides detailed information for 
school staff, on how to use the VET functionality in 
Schools Online. 
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Single VET Entry 

 

• From the Homepage you need to click on the Students menu option 
 

 

• Click on the Student Search option 
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• You have 2 options, if the student is from your school type in any of the criteria and press 
Search. 
 

• If the student is from another school, click on the search from other school’s link. 
 

 

• Search for any of the criteria listed and press Search. 
 

• Click on View Enrolments 
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• Click on the link Add VET enrolments 
 

 
 

• Enter in the information that is in required, click the submit button 
 

• If the student has completed the competency change the Result field to passed, if the student 
has just enrolled in the competency, then leave this as un-resulted, you can go back and 
change it later. 
 

 

• If the student has more than one competency the information for Year Resulted, VET code, 
RTO, Result and Apprenticeships remain until all of the competencies are successfully 
enrolled.  See the information corresponding with the red text shown in the next picture. 
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Single Student VET verification 

 

• From the Homepage you need to click on the Students option 
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• Then you need to click on the Student Search option 
 

 

• You have 2 options, if the student is from your school type in any of the criteria and press 
Search. 
 

• If the student is from another school, click on the search from other Schools link. 



 

Ref: A1069240 
Last Updated: May 2022 
Page 8 of 45 

OFFICIAL 

 

• Search for any of the criteria listed and press Search. 
 

 
• Click on View Enrolments 
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• Click on Confirm VET Qualifications 
 

 

• This is the screen that shows schools if a student’s qualification has already been verified by 
the SACE Board 
 

• Any of the information in red can be changed.   
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• Click on the Upload files/Review button, you will then be taken to the VET confirmation for 
Cert III or higher screen 

 

• In the year completed drop down box choose the year completed. 

 

• Evidence of the students completion will need to be uploaded, using the correct naming 
conventions Registration-Qualification Code-free text e.g. 956463W-BSB30120-Certificate. 

•  this symbol indicates that there are requirements missing from this student and they will 
not be able to be verified until all of the requirements have been met, i.e. year completed 
filled in, files uploaded and the completed flag. 

• You can drag and drop these files onto the screen, below the heading bar 
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• Click on the ‘Close’ button 

 
• You will then need to change the completed field to ‘Y’, by clicking on the dropdown box 
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• Click on the checkbox, and the ‘Save and Submit’ button will populate. 

 

• Click on the Save and submit button, this will send this to the SACE Board for Verification 
• You will need to click on the Accept button in the acknowledgement 

 

• You will receive a pop up in the right-hand corner of the screen, telling you that the record 
has been saved  
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• You will now be locked out from the record and will not be able to make any changes to it, 
whilst the SACE Board does the verification process.

 
• Once the SACE Board has completed verification, the word 'Yes' will appear in the 'SACE 

Board Verified' column. 

 

To check that a student has been verified 
 

• To confirm that a student has been verified, you can either check the 'VET Confirmation for 
Cert III or Higher' screen—where a 'Yes' will appear in the 'SACE Board Verified' column, or use 
the individual student view, as outlined below. 

 

• From the Homepage you need to click on the ‘Students’ option 
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• Then you need to click on the ‘Student Search’ option 
 

 

• You have 2 options if the student is from your school type in any of the criteria and press 
Search. 
 

• If the student is from another school, click on the search from other schools link. 
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• Search for any of the criteria listed and press Search. 

 

• Click on View Enrolments 
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• Click on the confirm VET Qualifications link 

 

• The record now shows ‘Yes’ for SACE Board verified. 
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Multiple Student VET Entry 

 

• From the schools online homepage you need to go to VET Enrolments 

 

Choose the Qualification/Skills set 

• Click on Add Multiple VET Results 
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• Choose the Qualification/Skills set by clicking on the code. 
 

• Or search for it using any of the criteria below and clicking on the search button 

 
• Click on the add to selected list button 

 
• Once the entry appears in the list on the right-hand side of the screen press the Next step 

button 

 

Add the competencies 

• Choose the competencies that the student/s have done 
 

• Click the add to selected list button 



 

Ref: A1069240 
Last Updated: May 2022 
Page 19 of 45 

OFFICIAL 

 

• If the competencies are not in the list you can search for them using any of the criteria below 
and click on the search button 

 
• Check the tick box and then click on the add to selected list button 
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• Once the entry appears in the list on the right-hand side of the screen press the Next step 
button 

 

Finding your students 

• Search for the students using any of the criteria below 

 

• In the list check the box next to the student and then click the add to selected list 
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• Once the entry appears in the list on the right-hand side of the screen press the Next step 
button 
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Choosing the RTO 

 

• In the drop-down list choose the RTO 
 

• Click the check box next to each student that you are enrolling for this RTO 
• Click the create enrolments button 

 

 
 

• Click the OK button 
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Confirmation of enrolments 

• Once the enrolments have been entered successfully the following screen will appear. 

 



 

Ref: A1069240 
Last Updated: May 2022 
Page 24 of 45 

OFFICIAL 

Multiple Student VET Verification 

 

• From the schools online homepage you need to go to VET Enrolments 

 

• Click on ‘Confirmed Completed VET’ Qualifications 
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• Click on the Cert III or higher VET qualification you want to verify for the students. 

 

 

• In the year completed drop down box choose the year completed. 
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• Evidence of the students completion will need to be uploaded, using the correct naming 
conventions Registration-Qualification Code-free text e.g. 215408F-BSB30115-Certificate. 

•  this symbol indicates that there are requirements missing from this student and they will 
not be able to be verified until all the requirements have been met, i.e. year completed filled 
in, files uploaded and the completed flag. 

• You can drag and drop these files onto the screen, below the heading bar, if you have 
multiple students, you can drop all of the files at the same time 
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• Click on the ‘Close’’ button 

 
 

• The ‘Completed’ field will now be enabled, update the field to ‘Y’. 

 

• Select the checkbox beside the appropriate student(s). The Save and Submit button will 
activate once selections are made. 

 

• Click the ‘Save and Submit’ button to send the verification request to the SACE Board. 
• You will then need to click on the ‘Accept’ button in the acknowledgement pop-up 
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• You will receive a pop up in the right-hand corner of the screen, telling you that the record 
has been saved successfully. 

 
• You will now be locked out from the record and will not be able to make any changes to it, 

whilst the SACE Board does the verification process. 

 
• The ‘SACE Board Verified’ column will display ‘Yes’ once the evidence has been reviewed 

and verified by the SACE Board. 
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Checking Multiple Students VET Verification 

• You then need to click on VET enrolments on the side menu 
 

 

• Click on VET Reports 



 

Ref: A1069240 
Last Updated: May 2022 
Page 30 of 45 

OFFICIAL 

 

• Choose VET Qualifications entered as completed 
 

• Click the OK Button 
 

 

• Type in the criteria for you search 
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• Click the go button 

 

• You will be given the option to open or save the document. 
 

• A pdf report will be displayed when you click open. 
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Importing 

• From the schools Online Home screen 

 

• Got to VET Enrolments 
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• Go to VET Data References 

 

 

• Click on the Download button for the area you wish competencies, RTO’s or 
Qualifications/Skills Set 
 

• Save the file as a .dat file so that it can be imported to EDSAS. 
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Editing VET Records 
Editing Single VET Results 

 

• From the Homepage you need to click on the Student option 
 

 
 

• Then you need to click on the Student Search option 
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• You have 2 options, if the student is from your school type in any of the criteria and press 
Search. 
 

• If the student is from another school click on the search from other schools link. 
 

 

• Search for any of the criteria listed and press Search. 
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• Click on View Enrolments 

 

• Click on the grid next to the competency that you wish to edit 
 

 

• Edit any of the details you need to change, and press submit 
 

 

• When you go back to the view enrolments screen you can see that the enrolment has now 
been passed 
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Editing Multiple VET results 

• From the menu options go to VET Enrolments  

 

• Go to List Students by VET 
 

• Type in any of the criteria below, press Search 
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• Click on the + box, this will bring out a list of the competencies that have been enrolled at your 
school under this qualification. 

 

• Click on the individual + boxes next to the competencies, this will show you the students who 
are enrolled in the competencies 

 

• From here you can update multiple students results at the same time, change the result in the 
drop-down box and press the submit button or the delete button if you would like to remove 
the competency 
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• If you look back at the student, you can see that the status of the enrolment has change to 
passed 
 

• And any enrolments that you have deleted have been removed.

 

Reports 
Units by Qualification/Skills Set 

• You then need to click on VET enrolments on the side menu 
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• Click on VET Reports 
 

 

• Choose Units by Qualification/Skills Set from the Dropdown menu 
 

• Click the OK button 

 

• Enter the qualification/skills set code 
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• Click on the go button 
 

 

• You will be given the option to open or save the document. 
 

• A pdf report will be displayed when you click open. 

 

VET Qualifications entered as completed 

• Click on VET enrolments on the side menu 
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• Click on VET Reports 
 

 

• Choose Units by VET Qualification entered as completed in the dropdown box 
 

• Click the OK button 
 

 

• Choose the criteria you wish to report on 
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• Click on the go button 
 

 

• You will be given the option to open or save the document. 
 

• A pdf report will be displayed when you click open. 
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VET Result Sheet 

• Click on VET enrolments on the side menu 
 

 

• Click on VET Reports 
 

 

• Click on VET Result Sheet 
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• Choose the criteria you wish to report on  

 

• Click on the go button 

 

• You will be given the option to open or save the document. 
 

• A pdf report will be displayed when you click open. 
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