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Introduction 

The Victorian Administrative Software System (VASS) is the database used by schools to 

record student enrolments and results, and by the VCAA to report VCE, VET and VPC/VCAL 

assessment information to schools.  

VASS can be accessed using any PC with a Windows operating system and Internet Explorer or 

Microsoft Edge, with the correct browser settings (available from the VCAA website) and the 

MeadCo Software and License installed.  

Web address 

VASS: https://www.vass.vic.edu.au  

Logging in 

VASS has a three-layered security system. To access VASS, a user requires a Username, 

Password and GRID Passcode. 

Users will be timed out after 30 minutes of inactivity and will be required to re-login.  

• Open your browser and navigate to https://www.vass.vic.edu.au/   

• The ‘Welcome to VASS’ screen will be displayed.  

• Click on VASS User Login and enter your username and password; click [Login]  

• Click [OK]  

• The Passcode grid and Privacy statement screen will be displayed.  

• Enter your passcode pattern using the characters that appear in the grid; it’s case-sensitive. 

• Click [Accept]. You have logged in successfully when the VASS Home Page appears.  

 

The first time a user logs in to VASS from any computer, the MeadCo Software and Licence 

agreement should appear, but only if the user has sufficient network permissions for the download 

to occur.  

If the MeadCo Software and Licence agreement is not downloaded, VASS will not function 

correctly.  

Please refer to the VASS browser settings booklet for instructions. (available from the VCAA 

website) 

Key Administrative dates 

Key Administrative dates are displayed on the VASS home page. A more detailed document for the 

current year, Important Administrative Dates can be found by clicking on the Help link on the home 

page of VASS. Schools must adhere to these dates as penalties can and are applied for late 

enrolments and results entry.  

Schools are notified of changes to administrative dates by the Notices to Schools sent via email or 

on the VCAA website. For more information, see: Notices to Schools. 

 

https://www.vcaa.vic.edu.au/Footer/Pages/Copyright.aspx
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Download function 

The Download function in VASS contains many useful documents; RTO’s have access to files 

relevant to them, such as assessment plan templates. The menu path to access the Downloads is: 

SYSTEM ADMIN > Downloads.  

Contact Details 

VET Unit for information regarding VET within the VCE/VCE VM or VPC/VCAL on 9059 5195 or 

vet.vcaa@education.vic.gov.au  

Student Records and Results for information regarding VET enrolments and results on 9059 5251, 

9059 5257 or student.records@education.vic.gov.au 

VASS Operations regarding the use of VASS on 1800 623 681 or 

vass.support@education.vic.gov.au  

Other functions in VASS 

This Quick Guide has been designed to assist users in navigating around VASS. 

Types of school/provider users 

There are different types of user access to VASS. RTO access is limited to:   

− updating contact details 

− searching for VET units of competency (UoC’s) by code 

− viewing VET certificate UoC Structure reports 

− checking their Assessing Group enrolments 

− checking assessment plans 

− checking student enrolments and results. 

− producing RTO reports. 

− Viewing statistical reports 

Modifying School/Provider Details 

School/provider contact details should be updated on VASS as soon as changes occur, e.g. 

address, telephone etc. 

School/Provider Details 

• Select SCHOOL ADMIN > Modify School Details 

• Check your school details on this screen. 

• If any changes are made, click [Save] The message ‘Do you want to save the changes …?’ 

• Click [Yes] The message ‘School details saved successfully’ will be displayed. 

• Click [OK]  
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Viewing Other School/Provider Details 

Contact details for other schools/providers 

• Select SCHOOL ADMIN > View School Details 

• Enter part or complete school name and click [Find] 

• Highlight the appropriate line and click [View]  

• Click [Close]  

Certificate UoC Structure Report 

The Certificate UoC Structure Report provides information about a certificate, its streams, and the 

compulsory and elective Units of Competency (UoCs) within the certificate. 

It also contains the UoC codes and titles. This is particularly important when confirming with 

schools exactly what UoCs are being delivered to the students. 

 

• Select SCHOOL PROGRAM > VET > Certificate UOC Structure Report 

• Enter all or part of the certificate code and click [Find] 

• Select the certificate from the list 

• Click [Run Certificate UOC Structure Report] 

 

 

Figure 1: Certificate UoC Structure Report 
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UoC/Certificate Search 

• Select SCHOOL PROGRAM > VET > UoC/Certificate Search. 

• Enter partial details (e.g. SIS) and click on the binoculars. A list of all UoCs matching the 

entered details will be displayed.  

• Highlight the required UoC and click [Select]  

• Click [Find] and a list of certificates will appear. 

 

 

Figure 2: UoC/Certificate Search screen 

 

 

Figure 3: UoC/Certificate Search results 
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RTO Reports 

There are some functions in VASS that have been specifically provided for RTO use only.  

Student VET Results 

Student VET Results is a report listing each student’s VET Certificate and UoC results, along with 

various other details. This report can be generated before results are entered to check the 

student’s enrolments.  

An N result is shown in the report before the results are released - Not Yet Completed 

• Select RESULTS ADMIN > RTO Reports > Student VET Results. 

• In the Student VET Results for RTO Report Parameters screen, select the required VET 

Certificate using the drop down arrow to the right of the VET Certificate box. 

• If necessary, select other options such as Home School (default is ALL), student number 

(default is all students) and Report Order. 

• Click [Run Student VET Results Report]. 

 

 

Figure 4a: Student VET Results for RTO Report Parameters Screen 
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Figure 4b: Student VET Results for RTO Report 

 

VET Results Export 

The VET Results Export contains the following fields: Certificate Code, Certificate Type, Certificate 

Name, Home School Code, Home School Name, Family Name, Given Names, Student Number, 

Year, Certificate Result, Stream Code, Stream Name, Stream Result, UOC Code, UOC Name, 

VCAA Value, UOC Result. 

The export file is a text file with pipe (|) delimiters, which can then be opened in MS Excel. 

Exporting the VET Results report can produce a list of home schools for the RTO. 

• Select RESULTS ADMIN > RTO Reports >VET Results Export.  

• Use the drop down arrows to select the VET Certificate (default is ALL) and/or Home School 

(default is ALL) and select other parameters from the remaining fields as needed 

• Click [Run VET Results Export]. 

• Click [Yes] to continue. A File Download pop-up now appears. 

• The [Save as] option should always be selected  

https://www.vcaa.vic.edu.au/Footer/Pages/Copyright.aspx
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Figure 5a & 5b: VET Results Export for RTO Parameters and with download dialog. (always select Save As) 

 

• Select the location in the Save In field. 

• Click [Save] then [Close]. Do not open the file at this stage. 
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Figure 6: Save VET Results Export 

Opening a VASS file in Microsoft Excel 

Open a blank Microsoft Excel workbook. 

• Select File > Open. 

• Click browse and navigate to the location of the saved file. 

• In the file type field, select All files. 

• Select the file you saved.  

• Text import Wizard – Step 1 of 3 - Click [Open] Click on the radio button next to ‘Delimited’. 

Click [Next]  

• Text import Wizard – Step 2 of 3 - Click [Tab] check box to remove the tick then click 

[Other] check box to select it and type a ‘|’ symbol in the ‘Other’ field.  

• The pipe symbol is usually located on the same key as the backslash key on the computer 

keyboard and is shown as a broken vertical line. When the ‘pipe’ is entered, vertical lines will 

appear in the data preview pane. Click [Next] 

• Text import Wizard – Step 3 of 3 - This step is used to mark certain fields as ‘text’ to 

preserve the format. Highlight the columns to be saved as text, change the radio button from 

General to Text and click [Finish]  

• You can save this file in any format you require e.g. Excel workbook (*.xlsx) 

 

The Pipe symbol on a keyboard (above the backslash) 

** Once the file is saved as an Excel file, it can be sorted and checked.  
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Assessing Group Reports 

Only schools or RTO’s selected as an Assessing Group by a school or schools can view Assessing 

Group reports 

Assessing Group Report 

• Select School Program > VET > Assessing Group Report 

This Report allows the user to view all Certificates where they have been selected as the 

Assessing Group. The Report details which schools have made the selection, which RTO they 

have selected, and how many students are enrolled.  

The user’s home school and current selection will be listed first where applicable and can be used 

as a point of reference.  

An Assessing Group can be: 

− Home School: where the VET curriculum and scored assessment is delivered at your 

school  

− RTO: where Students attend a TAFE/RTO for delivery of VET curriculum and scored 

assessment  

− Other: where a VET cluster agreement exists between schools where Students attend 

another school for the delivery and administration of VET curriculum/scored assessment 

or where schools have less than 5 enrolments.  

Schools which have less than 5 students in a certificate are recommended to form a partnership.   

Where you are forming a VET partnership, the partners need to decide who will be the home 

Assessing Group for moderation purposes. The school that is the home Assessing Group will enter 

‘Home’ as their assessing group selection and the ‘partner’ school/s will enter ‘Other’ and then the 

other schools’ code. 

 

 

Figure 7: Assessing Group Report 
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Assessing Groups - UOC Enrolment List 

The UOC Enrolment List Report allows the user to view students with an enrolment that is linked to 

the users Assessing Group. The students will be listed against the specific certificate/UOC’s they 

are undertaking. 

• Select STUDENT PROGRAM > VET Reports > Assessing Groups > UOC Enrolment List.  

• Select the certificate or leave as ALL.  

• Optionally enter a UOC code or click on the binoculars to select from the pick list.  

• Click [Run UOC Enrolment List Report] A list of students enrolled in the selected certificate 

and their UOC’s will be displayed.  

 

 

Figure 8: Assessing Groups – UOC Enrolment List Report 

 

The report lists by certificate order: 

• One page per UOC listing each student enrolled, their home school, RTO, student number, 

name and year level.  

• If the Assessing Group and home school are the same, the home school column is left blank  

• If the Assessing Group and RTO are the same, the RTO column is left blank  

Assessing Groups - Student VET Results 

• Select Results Admin > VET Reports > Assessing Groups - Student VET Results  

This report is used only by Assessing Groups and provides details of the results of students 

undertaking VET certificates within the Assessing Group and is generated as one report for each 

student. 
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Figure 9: Assessing Groups – VET Results Report 

Assessing Groups - Task Results Report 

• Select Results Admin > VET Reports > Assessing Groups – Task Scores 

This report lists, for each student who is enrolled into a scored stream and is part of your Assessing 

Group, the certificate name and code, stream, report order, home school, RTO and missing results 

only if option selected (one certificate per page) 

− For all students with an Assessment Plan entered; the report lists plan status, total score, 

task selected, percentage of weighted score, score, weighted score, UOC code and 

description  

− For students without a plan entered; the plan status of No Plan and the score after NA 

has been entered in the task score entry screen  

− For all students with a valid Assessment Plan, the score for each assessment task in the 

plan and the weighting of the task is reported  

− Where a student has achieved an ‘S’ result for all the units of competence (UOCs) 

assigned to the task, then a weighted score is displayed  

− Where a weighted score is calculated for each of the study tasks, then a total score for 

the student is displayed.  
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Figure 10: Assessing Groups – Task Scores Report 

 

Assessing Groups - UOC Results Sheets Report 

• Select Results Admin > VET Reports > Assessing Groups - UOC Results  

This report can be produced for all the UOC Results for the selected certificate or only the results 

for a selected UOC. The UOC Results sheets can be ordered by Home School or by Student Name 

The Display Missing Results Only? can be selected to check that all UOC results have been 

entered. 

 

Figure 11: Assessing Groups – UOC Results parameters  
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