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1 Purpose of this document 

This document is Part 2 of a three part user guide on the Higher Education Provider Client Assistance Tool 
(HEPCAT).  

By the end of this part you will know how to: 

¶ create a data submission 

¶ use the submission tabs for each submission  

¶ enter or import data into a submission  

¶ validate a submission 

¶ submit data to the department 

 

Part 1 of the user guide provides details on installing and starting HEPCAT. 

Part 3 provides details on administrative functions ï logging on, changing user settings and managing your 
database. 

 

2 Creating a submission 

There are five main phases in the process of supplying data to the department using HEPCAT: 

1. Create a submission  

2. Enter or import the data into the submission  

3. Validate the data 

4. Submit the data to the department 

5. The department receive and accept or reject the data. 

This section describes how to create a submission. After the submission is created, you may then enter data 
directly or import data into the submission. These topics are discussed in further sections within this document. 

 

2.1 Step by step guide to creating a submission 

1. Select File -> New from the main menu. 
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2. HEPCAT will display the óNew Submissionô dialogue box. The óNew Submissionô dialogue box for Higher 
Education submissions is displayed below:   

 

3. Select a Submission Type, then select a value for each field in the Submission Criteria and click Open.   

4. HEPCAT will then create the new submission and display the óSubmissionô screen. 
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3 Navigating within and between submissions 

3.1 Submission tabs 

The Submission screen has several different tabs. The tabs presented depend on the type of submission 
created.  

For example, for Course of Study submissions, four (4) tabs are presented: 

¶ Course Of Study (CO) 

¶ Validations  

¶ Summary Report  

¶ Course Detailed Report  (empty until Validations have been run) 

For Student submissions, as shown in the illustration below, seven (7) tabs are presented:  

¶ Enrolment (EN) 

¶ Load Liability (LL) 

¶ HELP-Due Snapshot (DE) 

¶ Validations  

¶ Summary Report 

¶ Enrolment Detailed Report 

¶ Load Liability Detailed Report 
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Submission tabs, such as Course of Study (CO), Enrolment (EN), Load Liability (LL), VET Course (CO) and 
VET Enrolment (VEN) tabs display and allow entry of the data for a submission. Each Submission tab shows 
the file structure (the elements and order, as specified in the File Structure documents) by default. All structure 
documents are available on HEIMSHELP at: http://heimshelp.education.gov.au/ 

You may change the order of the columns under the Submission data tab by clicking on and dragging a column 
heading. This will not affect the way the data is submitted to the department. You may use this function to 
compare the data in HEPCAT with data from another system, for example.  

Snapshot tabs in the Student, Student Revision, OS-HELP, and SA-HELP submissions display the HELP Due 
data associated with the student data for the corresponding year and period. This tab is read-only and is empty 
until the Student submission is submitted to the department. 

Validations tabs show all the validation rules that apply to a submission. When you are ready to validate a 
submission you must first select this tab to select the level of validation you want to apply. 

Summary Report tabs display a summary of the results of HEPCAT validation for a given submission file. This 
tab is empty until after you have validated your submission file.  

Detailed Reports tabs show full details of the results of HEPCAT validation for a given submission file, 
including the details of each record in error. This tab is empty until after you have validated your submission file. 

3.2 Navigating between submissions 

You can open a submission by: 

1. creating a new submission (File/New); or 

2. selecting and double-clicking a submission you have already created from the left hand navigator.  

For Student and other submission types that contain more than one file, you can switch between file types by 
using the Submission data tabs.  

If you open more than one submission at the same time, you may navigate between different active 
submissions by using the top level tabs.  

 

http://heimshelp.education.gov.au/
http://heimshelp.education.gov.au/
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4 Creating and editing the data in a submission 

4.1 Direct entry or importing 

After you have created a submission (see 2: Creating a submission) you may key data directly into HEPCAT or 
import data (or both). For details on how to import data, see 7: Importing.  

4.2 Step by step guide to adding or changing a record 

1. To manually add a new record, click on a submission data tab, then go to the row marked with an asterisk 
(*). To change an existing record within a submission file, click on a Submission tab then go to the row 
you wish to edit. 

Top level tabs navigate between 
open submissions, welcome and 
information about updates 

Submission tabs navigate between 
submission data, snapshot 
validation and reports 

The order of columns (elements) can be 
modified by clicking on the column header and 

dragging it to the required position. 
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2. Type or select a value into each column ï one row at a time. HEPCAT will offer lists for some elements. If 
you enter invalid data an error symbol will be displayed.  

Example of value list: -  

 

Example of invalid data. To view an error message, hover over the red error icon.  

New Row 
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Note: HEPCAT will allow you to save data with errors. (This allows you to complete what you know and go 
back later when you have found the correct value). 

Note: There are a few errors that HEPCAT will show as errors as you enter them, but may still pass 
validation. Data can still be submitted if it passes validation.  

Details on how to determine the values that are acceptable within a record and within an element are 
covered under óReporting Requirementsô at: 
http://heimshelp.education.gov.au/sites/heimshelp/pages/welcome  

You can see how HEPCAT applies these requirements - by determining what can be submitted ï by reading 
the validation rules as described by the Rule Description on the Validations tab (See 9.2: Validations tab).  

3. When you have finished entering your data, click Save File. 

Note: If you try to close either the submission or HEPCAT before saving, the óHEPCAT Save Submissionô 
dialogue box prompts you save changes prior to closing.  

 

Yes ï saves changes and closes  

No ï does not save your changes and closes 

Cancel ï cancels the close action. 

 

4.3 Actions available within a submission 

This section describes many of the functions HEPCAT provides that allow you to manipulate the data you enter 
into the Submission data tabs.  

 

Note: the Import function is detailed in 7: Importing. The Export function is detailed in 14: Exporting.  

Field Search button ς allows 
you to filter the list to records 
matching your criteria  

Sort button ς allows 
you to sort by more 

than one column 

Filter Errors button ς allows 
you to view rows which have 

failed validation(s) 

Delete button ς 
deletes selected 

row(s) 

Delete File button ς 
deletes all the rows in a 

file 

Save button ς saves all 
changes in a file to your 

database 

http://heimshelp.education.gov.au/sites/heimshelp/pages/welcome
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4.4 Field Search button 

Use the Field Search button to find a particular record within a submission file. The search identifies records that 
have a specific value in a particular field. Only rows that contain that value are displayed. You must save your 
file before conducting a field search. 

1. Select Field Search. 

 

2. Click the down arrow and select the element you wish to search on, then enter your search criterion and 

select Search. (You may use the ó*ô character as a wildcard). 

 

3. The system will clear the list of records and display just those records matching your criterion. 

 

4. To remove the filter and again show all records, click óField Searchô, then óClear Searchô. 

 

4.5 Sort button 

Use the Sort function to change the order of the records by the values entered into a given element or group of 
(up to four) elements. 

1. Select Sort. (You must save the file first). 
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2. Click the first down-arrow and select an element (column) that you wish to sort on. You may then change 
the order of the sort from óAscendingô to óDescendingô. You may then repeat this process to sort by up to 
four different elements.  

 

3. Click Sort. HEPCAT will re-sort and display the submission file in the sort order you specified. 

4. To return the list to the previous order, prior to saving, click Sort, then select Clear Sort.  

Note: If you edit a field, then save the file, the new sort order will be retained. 
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4.6 Order (and hide) button 

Use the óOrderô function to change the order of the columns (elements) or to hide one or more elements. These 
functions are useful if you want to examine certain elements without scrolling left and right. By default, the 
columns are displayed in the order specified in the óStructureô documents on the HEIMSHELP website. 

Note: as an alternative, you can change the column order by clicking and dragging a column heading. 

1. Click Order.  

2. HEPCAT will display the óSubmission File Column Orderô dialogue box. The elements are listed in the order 
they appear on screen. 

 

 

3. To change the order, select a column then click on an arrow button to move the selected column.  

 

http://heimshelp.education.gov.au/sites/heimshelp/pages/welcome
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4. To hide one or more columns, deselect the tick-box next to the column label. (Select the tick-box to show 
the column). 

5. To save your selected column sort order as your default ï so that next time you access HEPCAT, the file 
will still be in this order ï select the óSave this as my default column orderô tick-box (prior to clicking Save). 

6. To return to the original default order ï as specified in the File Structure documents ï select the óRestore 
back to the HEIMS file structure defaultsô tick-box. 

Note: If you want to retain the default sort order the next time you access HEPCAT, you must also tick the 
óSave this as my default column orderô tick-box. 

7. Click Apply to apply your selected column order and hidden columns - the dialogue box will remain open.  

Click OK to apply your selected column order and hidden columns ï the dialogue will close.  

Note: These settings are saved for the remainder of the current HEPCAT session only ï unless you 
selected the óSave this as my default column orderô.  

Click Cancel to close the óSubmission File Column Orderô dialogue box without making a change to the 
order or hidden columns. 

 

4.7 Delete button 

Use the Delete function to delete one or more records from a submission file. 

1. Select the row you want to delete ï or hold down your keyboardôs Shift button to select a range; or use your 
keyboardôs Ctrl button to select more than one rows. 

 

 

2. Click Delete. If you have selected only one row, HEPCAT will delete that record. If you have selected more 
than one row, HEPCAT will ask you to confirm. 

 

3. Select: 

Yes ï to delete the records; or  

No ï to cancel and not delete. 

Note: at this point the records remain in your database, but are removed from this view. If you leave 
HEPCAT without saving the changes, the ódeletedô records will again be displayed. 

4. Click Save to remove the records from your database. 




















































