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Overview

Take2 has the ability to create a generic report to meet the requirements of Industry Training
Organisations. This is done through the NZQA Export Process.

Setting up the required Course Code in the Curriculum or Class lookup

The file that is created for an ITO contains a “Course Code” value in each result record. Course codes
are issued by ITOs to providers and some providers use an offered qualification code or a class
lookup as an ITO course code.

Setting up the offered qualification internal code as the ITO course code

1.

If you have not already done so offer the required qualification(s) in Take2 by clicking on
the Offer button in the Curriculum as you normally would.

Curriculum Beports

att Uptiunsl

| SAvE | Copy | Edit |Qeleie| Print Djfer[]nel

Section 7.2.2 of the User Manual has more information about the offering process.
Click on the Qualification tab.
Click on the Offered Qualification button.

5 Curriculum - Qualification =

IV Hide Retired Records | Restrict Offered Curriculum Reports. |

Qualification I Cnursel Component | Enrolment Pattern I Award I Academic Result Outinnsl

Select Offered: ﬂ Add I Cancel | SavE | Copy | Edit | Delete | B
=¥ T NC0832-05 Nat?ona\ Cerl?f\cate ?n Forestry (Log r.|ak\r!g} =
v NCO233-04 National Certificate in Forestry (Mensuration) ecord Upd
NCO833-05 National Certificate in Forestry (Mensuration)
National Certificate in Forestry ltural Thinning} _I
NC0835-05 Mational Certificate in Forestry (Sitvicultural Thinning} —

Select your offered qualification from the drop down box.

Click on the Edit button.
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Curriculumﬂepurtsl Offer | Close |
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Cance | SavE Delete | Print |Stgdenm|
| m:: 92 Offered #20f3 Record Updated: O5/042005
Internal Code: INCIII 831-04 Tutor: | =
Title: INﬂtiunaI Certificate in Forestry (Log Loading)

Change the internal code generated by Take2 to the ITO code.



Setting up the class lookup internal code as the ITO course code

1. In the Administration Module, click on the System Management button.
2. Click on the Internal Lookups button.
3. Click on the Class tab.
& Intemal ookups S =1k
Close |
DOrganization Types I Perzon Types | Rezources I Student Statuses I Withdrawal
_ Academic Comments | Absence Reason  Class | Branch | Disabiity Detais | Tites | Location
Class V¥ Hide Retired  Single Select: | i
Class [ Description [status] «
| [WGC Gateway | Wanganui Girls College Gateway | A
| |VWHS Automotive | Wanganui High School Automotive | A
| |¥WHS Carp | Wanganui High School Carpentry | A I
MCA Chainsaws EFTS A
Record: 14 4 || 53 b | w1 ]r#] of 58 (Fitered)
4.

You can specify an ITO code in the Class lookup.

Reporting to ITOs

1. In the Administration Module, on the \click External Reporting button.

Click on the NZQA button.

Select the Unit Standard Completions radio button.
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Pro’ =z | Filter I

et Export Type—
‘ Hook-Ons Only € Unit Standard Completions ¢ Summary of Progress lssue of Certificate
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[ Prefix with | Suffix Length | Max Length
0 20

>
i 20

Class Code 0
Offered Qualification Cod 3

8

CIick\ on the Export Types button.

Here you can configure which type of return to generate (NZQA, ITO or both), specifying
where the ITO code stored (internal qualification code or class lookup) and make changes

to the ITO Course Codes, specifying a prefix, [truncating] the suffix or changing the
maximum length.
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5. Specify the Data to Append — Offered Qualification Code or Class Code.

6. on the Filter tab.
3 S o] 3|

Expcli.‘ypasl Import Sirands ‘-.fali:latel Extract | Lack | Cloze |
Process Filter |
& Unit Standards Onty ¢ NZDB Only | Clear Selections | Apply Fitter |

 Selection | Branch | Dates | Location | Qualffication Funding Source

Single Select; | d
Selected: 1
il Student component funding (formerly known as EFTS ba

o2 Full Fee Paying Foreign Students (excluding Foreign Res:
03 Domestic Full Fee Paying Students

04 TEC - Supplementary Grantz/Fund

05 STAR funded student

05 Training Opportunities

o7 “"outh Training

08 Skills Enhancement

09 Prizon Education (Department of Corrections)

10 Miniztry of Health

H 1 ra
12 Other contracts
13 Englizh for Migrants (TEC only)

14 Primary Pre-Service Teacher Education Contracts LI
7. Set your preferred filter options. You may find it helpful to filter by Funding Source.
8. on the Apply Filter button.
9. on the Validate button as validate as usual.

10. on the Extract button and extract the files as usual.

T 21
Save in: I@ Desktop j |‘=j< -

T:j My Documents

lj My Computer
‘yl\‘ly Metwork Places
Icmo

L2 Mail Qut

E NZQAData. txt

Public

File name: IAg ITOD&ta bt j Save

Save astype: |Text Files ("td) j ﬂl/
Z

Note an extra file will be generated if you had selected an ITO to export to.
11. Save the files. It is a good idea to include a date in the file name for reference.

12. Upload the NZQA data file as usual. Email the ITO data file to your respective ITO.

More background information on ITO and NZQA reporting can be found in the Take2 User Manual.
Tip Sheets are also available to assist you with the NZQA Export Process. These are freely available from the Take2 website.
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