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HEPCAT User Guide i Part 2

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:

i create a data submission

use the submission tabs for each submission

enter or import data into a submission

validate a submission

f
f
il
f

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 i 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.

Lell HEPCAT - Test Code (9998) - Highe
File | Edit View Tools Help
New CTRL =N
Open CTRL +O

[Create a new submission
Opeér

Close

Close All

Delete

Save CTRL =S

Submit ToDepartment |

Retrieve Submission Status |

Exit
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2. HEPCAT will display the dNew Submissionddialogue box. Th e &6 Ne w S ulibloguesaxifopoHigher
Education submissions is displayed below:

o

New Submission £

Submission Types

4 Student Collection
Campus
Campus Deletion
Commencement Date Revision
Course Of Study
Enrolment Revision
HELP Due
05-HELP
05-HELFP Revisions
Past Course Completions
SA-HELP
Student
Student Concordance
Student Revision
Unit of Study Completions
4 Staff Collection

Artual Cacnal

]

[«]

Submission Criteria

Submission Type: * Student Concordance
Reporting Year: * 0000 -
Reporting Period: 0 -

Submission Number: © 00001

Open Cancel

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 &ubmissiondscreen.
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- Test Code ) - Hil ucation Submissions -
g} HEPCAT - Test Code (9998) - Higher Education Submi = 5%
File Edit View Tools Help

Australian Government ‘-,‘"’, s N ‘
Integration Test

Submissions % Updates Welcome Course Of Study.2013.1.1 = =
Submission Status Course Of Study (CO) Validations | SummaryReport = Course Detailed Report a D
4 Current Submissions & 2 Field Search ~ %4 Sort ~ (- Order %3 Import &3 Export T Filter Errors +
4 Student Collection - ”
S RN |ofo | %] Delete [ Delete File 7[‘:3.& File
Course Of Study.2013.1.1 o (E310)
. Comeor £, o1 ugame Bl s | EBeneia e &
OS-HELP2014.1.1 Study Code Code
Student2013.1.1
Student Revision0000.0.1 | *
Validated
Submitted L.

Accented b %

Submission Types

Submission Details

Submission Type: Course Of Study
Reporting Year: 2013
Reporting Period : 1
Submission Number : 1
Client Organisation : 9998
Submission Status :  In Progress

Date Last Modified :  21/01/14 15:38

el

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:
1 Course Of Study (CO)
1 \Validations
1 Summary Report
1 Course Detailed Report (empty until Validations have been run)
For Student submissions, as shown in the illustration below, seven (7) tabs are presented:
1 Enrolment (EN)
Load Liability (LL)
HELP-Due Snapshot (DE)
Validations
Summary Report

Enrolment Detailed Report

=A =4 =4 -4 4 =

Load Liability Detailed Report
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Submission tabs for a Student submission

Updates

Enrolment (Ef¢ Load/Liability (LL HELP-Due Snapshot (DE Validations Summary Report Enrolment Detailed Report Load Liability Detailed Report

2P Field Search ~ % Sort ~ - Order 23 Import &3 Export T3 Filter Errors ~

0 of 0 (] Delete [ Delete File | [, Save File

(E316) (E319) (E320) (E327)
(E313) Aboriginal tocation Location New Basis (E330) £
Student (E307) (E314) (E315) And Torres C%deIOf Code Of For Type Of [C
Identification Course Code Date Of Birth Gender Code Strait Term Permanent Admission To Attendance B
Code Islander Rers‘dence Home Current Code

Code . Residence Course

*

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.
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File Edit View Tools Help

submission Detaits ivalidation and reports
Submission Type : y
Reporting Period : 1

Submission Number : 1
Client Organisation: 9998

el HEPCAT - Test Code (9998) - Higher Education Submissions = Ol

Top level tabs navigate between
Australian Government open Submissions’ welcome and !rl FPC AT

] - ‘
information about updates Integration Test

Submissions 2 Updates Welcome 2 Course Of Study.2 =
Submission Status Course Of Study (CO) | Validations | Summary Report | Course Detailed Report q
Submission Types |5 Field Search ~ #{:Sort ~ [l Order 23 Import &3 Export T3 Filter Errors ~

4 Student Collection =] 1 ofl | b | | (X Delete [ DeleteFile |[] Save File
Campus
Campus Deletion (Es33) (E394) (E307) (E308) Eoinaor €
4 Course Of Study Sﬁj‘;’;ig"’! Course Of Study Name Course Code Course Name - Full Study Type fi
Course Of Study.2013.1.1 Code
Enrolment Revision |
HELP Due
b OS-HELP
OS-HELP R

:A;;Lp Submission tabs navigate betwe
submission data, snapshot

The order of columns (elements) can be
modified by clicking on the column header a
dragging it to the required position.

Reporting Year: 2013

Submission Status :  In Progress
Date Last Modified :  21/01/14 15:38

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.
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Course Of Study (CO) Validations Summary Report Course Detailed Report a4 D
: |2} Field Search ~ %y Sort ~ [-H Order "_&} Import (; Export a Filter Errors ~
M43 of 55 | b b | (] Delete [ DeleteFile | [ Save File
£350 =
e (E394) (E307) (E308) s i
Study Code Course Of Study Name Course Code Course Name - Full ﬁ;fasdtUdy Suppler
000030 Enabling course 3032C0S30 Enabling course full name 45 000000
000041 Cross-provider program for undergraduate courses 3032C0S41 Cross-provider program for undergraduate courses full name 00 000000
000042 Cross Provider program for postgraduate courses 3032C0S542 Cross Provider program for postgraduate courses full name 00 000000
000050 Non-award course (including Bridging) 3032C0S50 Non-award course (including Bridging) full name 00 000000
Dot
Odasc Architecture 3032ASC04 Building 2014 - COS 07 45 000000
05asc Agriculture 3032ASC05 agriculture 2014 - COS 06 45 000000
D6asc Health 3032ASC06 Health 2014 - COS 07 45 000000
07asc Education 3032ASCO07 Education 2014 45 000000
08asc Management 3032ASC08 Management 2014 45 000000
Dlasca Science 3032ASC01a Sciences 2014 a 30 000000
02asca Info Tech 3032ASC02a Info Technology 2014 a 30 000000
03asca Engineering 3032ASC03a Engineering 2014 3 30 000000
Ddasca Architecture 3032ASC04a Building 2014 a 30 000000
05asca Agriculture 3032ASC05% agricutture 2014 a 30 000000
06asca Health 3032ASC06a Health 2014 a 30 000000
07asca Education 3032ASC07a Education 2014 a 30 070109
08asca Mwment 3032ASC08a Management 2014 a 30 000000
3032ASC0% Society & Cutture 2014 a 30 000000
New Row IASCI0a | Creative 20142 2 000000
P i 303245C11a Hospitaity 2014 a £ 000000
Same name diff hep SAME Same name diff hep 2014 45 050301
Same name diff hep AWARD Same name diff hep 2014, diff award 45 050301
DURATION Same name diff hep DURATION Same name diff hep 2014, diff duration 20 050301
* L3
4] i 3

2. Type or select a value into each column i 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: -

£533 G310
(c ) 01‘ (E394) (E307) (E308) Course Of (E461)
Stourse Course Of Study Name Course Code Course Name - Full Study Type Field Of Education Code
udy Code Code
> Enabling course 3032C0S30 Enabling course full name

000041 Cross-provider program for undergraduate courses 3032C0S41 Cross-provider program for undergraduate courses full name 01 - Higher Doctorate (

000042 Cross Provider program for postgraduate courses 3032C0S42 Cross Provider program for postgraduate courses full name 02 - Doctorate by research (

000050 Non-award course (including Bridging) 3032C0S50 Non-award course (including Bridging) full name gi : m::g': Ez gﬁ:;?v]ork E
05 - Postgraduate Qual or Prelim

02asc Info Tech 3032ASC02 Info Technology 2014 06 o ot DA s f

Odasc Architecture 3032ASC04 Building 2014 - COS 07 07 - Graduate Diploma - extending (

= . 08 - Bachelor's Graduate Entry F

05asc Agriculture 3032ASC05 agriculture 2014 - COS 06 09 - Bachelor's Honours (
10 - Bachelor's Pass "

O6asc Health 3032ASC06 Health 2014 - COS 07 11 - Graduate Certificate 5

07asc Education 3032ASC07 Education 2014 12 - Doctorate by coursework (
13 - Assodate Degree =

08asc Management 3032ASC08 Management 2014 14 - Masters (Extended) (

0%asc Society IASCEI | Society & Cuture 2014 S e (

L e s e —
30 - Enabling course

11asc Food 3032ASC11 Hospitality 2014 41 - Cross provider - undergrad (

. 5 42 - Cross provider - postgrad

12asc Mixed 3032ASC12 Mixed Stuff 2014 50 -Non-award (

00asc Nothing 3032A5C00 No asced 2014 60 - Open learning - undergrad (
61 - Open learning - postgrad

Example of invalid data. To view an error message, hover over the red error icon.
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(E488)

(E313) Commonwealth (s (E521) (E553) (E554)

Student (E307) Higher OS-HELP OS-HELP Study (E529) (E527) (E490) OS-HELP OS-HELP

Tdentification Colirse Code Education Payment Period Eoan Fee HELP Debt Student Country Of Country Of

Code Student Support AmMGURE Commencement Incurral Date Status Code Study Code - Study Code -
Number Date Primary Secondary
(CHESSN)

352 abc 35255266 4678 | 20140101 |0 | 20140101 | 241 | 0000 | 0000 |

%
(E313) Student Identification Code is mandatory

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
coveredunder OReporting Requirementso6 at
http://heimshelp.education.gov.au/sites/heimshelp/pages/welcome

You can see how HEPCAT applies these requirements - by determining what can be submitted i 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 (HEPCAT Save Submissiond
dialogue box prompts you save changes prior to closing.

HEPCAT Save Submission X

There are changes to the submission that have not been saved. Do you want to save the changes?

Yes No Cancel

Yes i saves changes and closes
No i does not save your changes and closes

Cancel 7 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.

o2 X

HEPCAT ‘
Integration Test

v

i HEPCAT - Test Cod (9938 - Higher Education Submissions

File Edt View Tools Help

Filter Errors buttong allows
you to view rows which have
failed validation(s)

Sort button ¢ allows
you to sort by more
than one column

Field Search buttorg allows
you to filter the list to records
“Bmatching your criteria

Submission Types

4 Student Collection

(ES83)
OSHEWP

Save buttong saves al

527} £450)

HELP Dett Student Language Study
Incurral Date Status Code y Commencement
Date

(529
Loan Fee

Delete File buttong
deletes all the rows in
file

OS-HELP201411

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

Select element name v

Search

Clear Search

2. Click the down arrow and select the element you wish to search on, then enter your search criterion and
select Search. (Youmayuset h® & haracter as a wildcard).

p Field Search vl

I (E313) Student Identification Code [vl
14557 |

Search

Clear Search

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

OS-HELP (OS] HELP-Due Snapshot (DE; Validations Summary Report OS-HELP Detailed Report
Field Search ~ § Sort ~ i Order %) Import &G Export I Filter Errors ~
z = P a Bxport £
1 of1 %] Delete ) Delete File | [ Save File
(488)
Commonwealth (E521) (E553) (E554) (E583)
(il o0 Higher e OSHELPStUdy s €527) (€490) O5-HELP 05 HELP L=k OS-HELP
Education Period HELP Debt Student Country Of Country Of {Provider Filler) Language Study
Identification Course Code st Payment Loan Fee Language
Code udent Support Amount Commencement Incurral Date Status Code Study Code - Study Code - Code Commencement
Number Daf Primary Secondary Date
(CHESSN)
» TE il 858658568 A |
*
4. To remove the filter and again show al/l records, cl

45 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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&4 Sort ~

[Select element name

{Ascending v

Select element name
Ascending
Select element name
Ascending
Select element name
Ascending

Sort
Clear Sort

2. Click the first down-arrow and select an element (column) that you wish to sort on. You may then change

the order of
four different elements.

t he

sort

from 60Ascendingbd

&) Sort ~

|(E310) Course Of Study Type Cod |

[Ascending v]

[S(E461) Field Of Education Code | ']

LAscending v}

[Select element name

%

[Ascending v]

Select element name
Ascending

Sort
Clear Sort

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.

t o

6Descendi

Page 13

n



HEPCAT User Guide i Part 2

4.6 Order (and hide) button

Use the 60Orderd function

to change the order of the co

functions are useful if you want to examine certain elements without scrolling left and right. By default, the

columns are displayed in the order specifiedinthe 6 St r uct ur e 6

d bIEIMSHELR tvebsite.n t h e

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

1. Click Order.

2. HEPCAT wi I |
they appear on screen.

di splay the

0 Sialbgme bexs The eleménts bre list€dar the wrder Or d e |

Submission File Column Order

[V] (E394) Course Of Study Name

[¥] (E307) Course Code

[¥] (E308) Course Name - Full

[¥] (E310) Course Of Study Type Code

(E461) Field Of Education Code

[¥] (E312) Special Course Type Code

[¥] (E350) Course Of Study Load

(E462) Field Of Education Supplementary Code
(E455) Combined Course Of Study Indicator
[¥] (E-2) Provider Filler

[¥] (E415) Reporting Year /Period

2] (E533) Course Of Study Code

%3

4

o

K

Apply | cancel

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

= to move the selected column to the first column
position (far left)

< to move the selected column on position to the left

¥ to move the selected column on position to the right

b "4 to move the selected column to the first column
position (far right)
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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 1 so that next time you access HEPCAT, the file
will still be in this orderi s e | e c $avetthisas niy default column orderé  tboxdpkior to clicking Save).

6. To return to the original default order i as specified in the File Structure documentsi s e | e c Restordr e 6
back to the HEIMS file structure defaultsé  tboxc k

Note: If you want to retain the default sort order the next time you access HEPCAT, you must also tick the
&ave this as my default column orderd  tbhoxc k

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 i the dialogue will close.

Note: These settings are saved for the remainder of the current HEPCAT session only i unless you
selected the 6Save this as my default column orderd.

ClickCancelt o cl ose the 6Submi sdialogue bokwithoat m&king) aichamge @rthe e r 6
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 1 or holddowny o ur k e yShifi buttod fo select a range; or use your
k e y b o &trl dhudten 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 i to delete the records; or
No i 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 changhedisplajehhe 6del et edd r ect

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