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SECTION 1 -OVERVIEW AND ACCESS

VET Data Reporting in South Australia

Training organisations providing Vocational Education and Training (VET) are required to
report all VET activity data that has occurred in each calendar year. The AVETMIS Standard
provides the national framework for the collection of VET activity.

South Australian training organisations, registered and non-registered?, must have an
AVETMISS compliant system to collect their VET activity. This system must also meet the
requirements of South Australia’s reporting specifications. Training organisations may
purchase commercial software systems that are AVETMISS compliant. A list of compliant
systems is available from the National Centre of Vocational Education and Research
(NCVER) website at www.ncver.edu.au .

From 1 January 2014, all training organisations delivering nationally recognised training,
except as exempted by regulators, are required to report all of this training (referred to as
Total VET Activity) to NCVER under the authority of the Data Provision Requirements under
the National Vocational Education and Training Act 2011. South Australian providers
receiving state government funding must report this activity into the Student Training
Enrolment Logistics Application (STELA). STELA is an online application enabling training
organisations to report their VET activity in a format that complies with both National
AVETMIS and South Australian reporting specifications and requirements.

There are two ways to submit your South Australian Total VET activity into STELA:

DIRECT ENTRY

Training organisations can report their VET activity by directly entering data into STELA
Direct Entry (V2) which fully complies with the AVETMIS Standard. AVS validation is not
required for organisations choosing this method of submitting their data.

NAT UPLOAD

Training organisations using AVETMISS compliant Student Management Systems (SMS)
will need to produce a set of NAT Files from their SMS, validate them using the NCVER
online AVETMISS Validation Software (AVS), and upload error free NAT Files into
STELA.

All finalised training activity reported through STELA will be submitted to NCVER for
inclusion in the National VET Data collection. In the event that the Department has identified
issues with a training organisation’s submission, they will be individually contacted for
resolution of these issues.

The following information in this STELA Direct Entry V2 User Guide provides detailed
instructions for training organisations who have chosen to direct enter their VET activity
rather than using NAT files.

If any support is required in using STELA V2 please contact the STELA Helpdesk on 08
8226 3050 (9am — 5pm CST) or email stelahelpdesk@sa.gov.au .

1 If delivering government funded training activity



http://www.skills.sa.gov.au/for-training-providers/workready-provider-resources/access-our-sites/stela#reportsguide
http://www.ncver.edu.au/
mailto:stelahelpdesk@sa.gov.au

Obtaining access

To obtain access to STELA V2 each user_in your organisation is required to have an
individual STELA login and email address.

To request access to STELA new users will need to complete the “Online STELA application
form” which can be accessed at www.skills.sa.gov.au/stela . When completing the form
new users will need to provide details of a Delegate within their organisation who can
approve the access request. When the application has been submitted, an email will be sent
to the Delegate requesting their approval. We suggest check with the nominated Delegate to
see if they have received your application. If they have not received the email have them
check their ‘junk’ folder. Once approved the request will be forwarded to the STELA
Helpdesk for processing. Account details will be forwarded to the user via email within 5
business days of receiving the approved request.

Sign-In

1. Open your web browser and type in https://stela.statedevelopment.sa.gov.au

2. The Account Login screen will open. Enter your User Name and Password into the
fields provided and click Sign In

Welcome fo the Student Training Enrolment Logistics
Please log in with your User Mame and Password bel

User Mame:

Password:

Changing Password
When signing in for the first time we recommend you change your password to ensure you
comply with the STELA user agreement.

1. To change your password, click on Change Password located bottom left of screen



http://www.skills.sa.gov.au/stela
https://stela.statedevelopment.sa.gov.au/

Enter your current password, then the new password you want fo change it to.

Please do not use [\* % . |7 *+ () characters.

Old Password: | |

Mew Password: | |

Mew Password Again: | |

| Save || Cancel |

2. Enter you Current Password in the Old Password field. Enter a new password and re-
confirm the new password and click Save. If your password change was sucessful you
will be taken to the STELA home page.

Forgotten Password
If you have forgotten your password, please contact the STELA helpdesk (details below) to
have your password re-set.

Logout
1. Tolog out of STELA click on the word Logout located top right of screen or simply close
your internet browser.

Note: STELA will automatically log you out where the system remains idle for 20
minutes.

Helpdesk Support

The STELA Helpdesk can assist you with questions about the STELA system and complying
with the AVETMISS and South Australian reporting requirements.

When you contact the STELA Helpdesk for support/assistance we will ask you to provide
your STELA ID Number to assist us with your enquiry. When logged into STELA this can be
found in the top right hand corner of STELA.

STELA Helpdesk

@ stelahelpdesk@sa.gov.au (08) 8226 3050



mailto:stelahelpdesk@sa.gov.au

Home Screen

Upon successful login to STELA, your login name will appear top right of screen (along with your STELA Organisation ID) and you will be directed to the

Home page (see image below).

STELA Menu Bar

Students / Enrolments: ~

»  Qualfication/'Course/Skill Set Quarter Date Deadline to Report
Scope Quarter 1 1 January - 31 March 28th Apnl 2017
» Competency/Module Scope Quarter2 1 April - 30 June Z1st July 2017
Quarter 3 1 July - 30 September 13th October 2017
Quarter 4 1 October - 31 December 31st January 2018

Home

Students / = 5TELA allows you to

= View Training such as Q and C:
= View your Training Scope

* Report student training activity and view data and error reports

Enrolment Templates

»

»

»  Bulk Enrolment
»  Bulk Resulting
3

Reports For additional news, publications and |atest information, please click here.

2017 End of Year Reporting
The collection window for reporting your final 2017 AVETMISS training activity is now open and will close on Wednesday 31 January 2018.
»  Submission Progress

»  Additional Commonwealth
Requirements

December 2017. Please advise us via email when your data submission is complete and error free.

AVETMISS Quarterly Reporting Periods
DSD requires all training providers to report their VET Training Activity for South Australian students in STELA

»  Organisation Information on a quarterly basis. The dates below identify the quarter period and the deadline to report for each quarter:

b Qualifications
The VET Training Activity to be reported includes Govemment funded training, Fee for Service training and VET in

b Courses
Schools training. If you are not able to meet these quarterly requirements you need to advise the STELA helpdesk
»  Skill Sets when you will be ready to meet the requirements.
»  Competencies Stela Online Manual, Provider Reporting Guidelines
»  Modules

Useful information to assist you to meet your reperting requirements

* Stela Online Manual - access the STELA Manual online

»  Maintain User

= Provider Reporting Guidelines (pdf)

» Change Password

Experiencing issues with STELA or have a question? Please contact us on the details below:

Telephone: (08) 8226 3050
E-mail: DSD.StelaHelpDeski@sa gov.au
that is

This system contains or copying of this information is stricth prohibited

viewing, di

Please refer to the 2017 Checklist which outlines all the necessary steps you need to take to ensure your data is complete and accurate for the r2porting peried 1 January — 31

‘Welcome Ben Abdilla
Planning & Evaluation Training, STELA 1D = 40689

Login Details
including STELA ID

[RTO User List
It is essential you keep your us

p-to-date as they still have aceess to your data. Please email STELA helpdesk on

T T e i o
Ben Abdilla ben.abdilla@sa gov.au 82263228
Craigus Maximus craig arnghi@sa gov.au 45784578
Kymbo Arrighi craig.arrighi@sa.gov.au 87457874

Each Training Or needs to that they the uses of VET data reported through STELA. The
D of and Training require one person from each i to make this

Please read the Statement at the below link and then the two statements below and tick the box on behalf of your organisation.

hittp fheww.

gov aulvet-d

1. 1 am hereby authorised to submit data on behalf of this organisation. The data submitted is true and correct to the best of my
knowledge
2. I have read the VET Data Use Statement at the link provided.

This acknowledgement will be recorded and reported to the Department of Education and Training
ol

List of Users
for your
training

organisation

Data Usage Agreement that
must be acknowledged on an
annual basis

News items including reporting
deadlines and STELA helpdesk
contact details




STELA NAVIGATION MENU BAR

The STELA menu bar is viewable across the left section of STELA. Clicking on a menu item will
take you to that section of the system. A summary of each section and the functionality can be
found below:

Menu Item Description

This section is the default landing page for users and
contains a range of useful support tools and information to
assist users meet AVETMISS reporting requirements in
SA.

Home:

This section allows users to:

Students f Enrolments

Sfudents e Create, Modify and View Students and Enrolments

Bl e e Create, Modify and View Enrolment Templates
which can be used to enrol students

e Create new Bulk Enrolments using an existing
Enrolment Template or make changes to an
existing Bulk Enrolment.

¢ Run arange of reports relating to training activity
entered by your organsiation for the current and
past collection years.

Bulk Resulting

]

]

¢ Bulk Enrolment
[ ]

k  Reporis

More information on these sections are covered in this user

guide.
AVETMISS Submission This section allows users to monitor potential discrepancies
b  Submission Progress with an organisation’s AVETMISS data submission to date.
b Additional Commomwesiih Discrepancies can include duplicate students, duplicate
Requiremenis enrolments, parchment numbers and actual hours. All

discrepancies must be resolved for end of year reporting.

More information on these sections are covered in this user
guide.

Organisation Information

¢ Organization Information

The section is made up of four sub tabs:
F  CQualfication/Course/Skill Set

Scope Organisation tab - displays organisation details

b CompetencyModule Scope specific to the organisation your login is linked with.
This information is sourced from training.gov.au for
RTOs and where incorrect you should contact ASQA to
have these details updated. For non-registered
organisations, these details are maintained by STELA
help desk. If incorrect, please contact the STELA
helpdesk to have this information updated.

Contacts tab — this area is obsolete and was used for
the purposes of communicating with a key contact
person in a training organisation in relation to any




AVETMISS reporting issues. Communication is now
sent to all active users in STELA.

Training Locations tab — this area is used to
add/maintain delivery locations where training is
delivered by your organisation. More information on
how to add/modify training locations is covered in this
user guide.

Funding Types tab - lists all available funding types
linked to your organisation. More information on funding
types is covered in this user guide.

Qualification/Course/Skill Set Scope and Competency
Module Scope

This section allows Registered Training Organisations
(RTOs) to view their scope of registration as listed on
training.gov.au. STELA will only allow training activity to
be reported where it is on your approved scope of
registration. This section will appear blank for users who
are linked to a non-registered training organisation.

Training Information

[

k
3
3
k

Qualifications
Courses

Skill Sets
Competencies
Modules

This section allows users to view a list of all accredited and
non-accredited training products in STELA. All accredited
training information is sourced from training.gov.au.

Uszer Account Management

b

Maintain User

This section allows users who are ‘Training Organisation
Administrators’ to update the email and phone numbers for
users associated with their organisation. Organisations
must notify the STELA Helpdesk via email
stelahelpdesk@sa.gov.au when user accounts are no
longer required so they can be deactivated.



http://www.training.gov.au/
http://www.training.gov.au/
mailto:stelahelpdesk@sa.gov.au

SECTION 2 =STUDENTS AND ENROLMENTS IN STELA

This section outlines the steps required to create and result student enrolments in STELA.

STELA V2 Enrolment Process

STEP 1A
Add Training
Location

STEP 1B Contact STELA
Funding Type 0 Helpdesk to have
Exists? added

STEP 2
Add/Update
Student

STEP 3
Determine
Enrolment Method

STEP 3A
Create Enrolment
Template

Enrol using a
template?

STEP 4C STEP 4B

STEP 4A

Individual Student Indivdual Bulk e .
Enrolment Enrolment using a LSRR T
using a Template
Template

STEP 5B
Individual Student
Resulting

STEP 5A
Bulk Student
Resulting

End of Process
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STEP 1 - Training Locations and Fund Types
Before creating student enrolments in STELA, you must ensure the delivery location of where the

training is taking place exists and that the correct funding type for the training is linked to your
organisation in STELA.

1A - Training Locations are the physical location of where training delivery takes place for your
organisation. This may be at one site or numerous sites. A delivery location must exist for all
delivery sites. Where training is online or via correspondence the delivery location would be the
site where the assessment/administrative processing occurs at. Examples of names could be ‘ABC
Institute’, ‘XYZ Campus’, ‘Civic Park’ or ‘Adelaide City’.

Below are the steps needed to add, modify or delete a training location. Skip this step and proceed
to 1B - Funding Types if the delivery location already exists.

1. Onthe STELA Menu Bar under the heading Organisation click Organisation Information to
open the Training Organisation screen which has four sub tabs.

P Organisation Information

¥ CQualification/CoursefSkill Set
Scope

¢ Competency/Module Scope

| Organisation || Training Locations | Contacts | Funding Types

2. Select the Training Locations tab

Create New Location

Click the New Location link to open the ‘New Training Location’ screen.

Organisa iinl.._'[ Training Location 5-'||_ Contacts | Funding Types
Training Locations

Click on a Training Loc ation's name to view [ edit its details.
Click on "Mew Location” to create a new Training Loc ation.

|| New Loc ation

11




MNew Training Location for: Planning & Evaluation Training

Enterdetails forthe newTraining Lecation.

Location N ame:| | ‘Location Nam e’ must not be left blank.

Address1:| |

Address 2: |

State:| Not Specified A

Suburb / Town: |Su.‘:ur.‘: name or post code, min 3 character Must enter a valid suburb

Telephnne:| |

Fax| |

Emai:| |

Cancel

Complete the required fields, click Save. Once saved you will be returned to the ‘Training
Locations’ tab where your new location will be listed.

Note: As a minimum you must enter Location Name, State and suburb to create a new
location.

Modify/Delete Training Locations

Select the Location you wish to edit or delete by clicking on the name.

a. To Modify - edit the fields as required then click Save, OR
b. To Delete — click Delete

1B - Funding Types tab — lists all available funding types in which a training organisation can
report against. By default, your organisation will have the following ‘fee for service’ fund types to
use:

o Domestic Full Fee Paying Student
o International On-Shore full fee paying student
o Overseas Off Shore fee paying student

Where your organisation receives government funding you will be required to report your funded
enrolments against a specified state fund type as outlined in your contract schedule.

Below are the steps needed to check the funding type available to your organisation. Skip this step
and proceed to Step 2 Students if the fund type is already linked to your organisation.

1. On the STELA Menu Bar under the heading Organisation click Organisation Information
which will open the Training Organisation screen which has four sub tabs.

P  Organisation Information

¢ CQualification/Course/Skill Set
Scope

¢ Competency/Module Scope

| Organisation | Training Locations | Contactks | Funding Types

12




2. Select the Funding Types tab to view all fund sources linked to your organisation.

| Organisation | Training Locations | Contacts Irzmd'ing Tvpe:l

This Organisation is registered for the following Funding Types.

Funding Type AVETMISS Code
Dom estic Full Fee Paying Student FFS Planning & Evaluation Training
EmploymentP rojects - Mon-accredited EPN Planning & Evaluation Training
Foundation Skills Accredited FSA Planning & Evaluation Training
Foundation Skills M on-Accredited FSN Planning & Evaluation Training
Internatienal OnShare full fee paying student FFI Planning & Evaluation Training
Jobs First Employm entP rojects - Mon-accredited JEN Planning & Evaluation Training
Jobs First Employm entP rojects - Qualifications JEQ Planning & Evaluation Training
Overseas OffShore fee paying student QOFF Planning & Evaluation Training

If this fund type does not exist in your funding type list or you are unsure of the correct fund type

to use, contact the STELA Helpdesk on 08 8226 3050.

13




STEP 2 - STUDENTS
Before you create an enrolment in STELA the student(s) must exist in STELA. Below are the steps
required to add or update student(s) in STELA.

2A — Search for a Student
1. Onthe STELA Menu Bar under the heading Students / Enrolments, click Students to open
the Student Search screen.

Home

4 Students
} Enrolment Templates
» Bulk Enrolment

} Bulk Resulting

} Reports

Student Search

Search Criteria: |
(Type either State Student /D, Apprentice Trainee (D, Organization Student ID, Sumame, Firsf Name, Unigue Student Identifier)

| Sean:hl | Clear| | Cancel |

Add New Student

2. Enter one of the following search criteria into the search field:
e State Student ID
e Apprentice/Trainee 1D
e Organisation Student ID
e Surname
e First Name
¢ Unique Student Identifier

Student Search

|clizen |
(Type sither State Student ID, Apprentice Trainee ID, Crgsnization Student D, Sumame, First Name, Unigue Student ldentifier)

Search Criteria:

|Searcn| Cbea!||0moei|

3. Click Search to execute search. If any students are found matching your search criteria they
will appear in the results screen.

‘ci\zen |
(Type sither State Sudent [0, Apprentice Trainee ID, Organization Student D, Sumane, First Name, Unique Student fdentifier]

Search Criteria:

o
Add NewStudent
| stateStudent0 | Twe | Sumeme | FistWame | OtherMemes |  Geder | 005 |
963001 Dr Cifzen John Male 310031977

Note: To clear your search criteria, select the Clear Button

4. If the Student does not exist proceed to Step 2B Add a new Student. If the student is found
proceed to Step 2C Edit an existing student.

14




2B - Add a new Student
Note: Once confirmed that the student does not already exist (See Step 2A Search for a Student)
proceed with steps below to add a new student.

1. On the STELA Menu Bar, from the Students / Enrolments heading click Students to open
the Student Search screen.

Home

L Students

¥ Enrolment Templates
» Bulk Enrolment

¥ Bulk Resulting

¥ Reports

Student Search

Search Criteria: |
(Type either State Student /D, Apprentice Trainee ID, Crganizafion Sfudent D, Sumame, First Name, Unigue Sfudent ldentifier]

| Search | | Clearl | Cancel |

Add New Student

2. Click the Add New Student link under the Student Search screen.

3. Enter all mandatory student details (marked with a red asterisk) and click Save.

Note: Unique Student Identifier (USI) is not required where a student is undertaking non-
accredited training. However, if provided by Student at time of enrolment you can still
enter the details in STELA.

Enter Student details below and click Save.

Titl:
Surmname: |-

First Name:| |-

Other Name (s}:\ ‘

Date of Birth: [DD/AMMYYYY =+
GenderMale |
Apprentice/Trainee: |
Unique Student \dentlﬁerl:l .

(sl

4. Upon saving, STELA will check to see if the Student has been reported previously to the
department by your organisation or another. If a match is found on Surname, First Name,
Gender and Date of Birth (DOB) you will be presented with possible matches.

Matched Students

Please selectyour student if he or she is in the list below, or click "Mo hatch” ifthe Student does not appear on the list.

Family Name First Name Other Names Gender Date Of Birth Suburh PCode Trainee Apprent. ID

hir Biggs Raonald Male 20/04/1850 MACCLESFIELD 5143 MATCH

Total Records Found: 1 Page 1 of 1 {Records 1-1)

15




5. Check the details in the Matched Students screen to see if there are potential matches.
Where an exact match exists on Name, Gender and DOB click Match which will link the
student record you are adding with other instances of the student in STELA. This allows us
to link training activity for the student across multiple training organisations. Where no match
exists click No Match.

6. You will be now prompted to enter the remaining student profile information to create the
student in STELA.

Note: Mandatory fields are marked with a red asterisk.

Enterrem aining Student details belowand click Save.

Mandatory inform ation is indicated with a red asterisk *

State Student1D: | 0

Title:

Surnam e: | Ciizen

First Mam e: John

Other Hame (s)l

Date of Birth: /031977 | B

Gender | ale W

Ppprenic:&!TraineelD:l |

Unigue Student entifier |
(USIy

Residential Address

EuildingPrnpedyName:| |

Flat/U nitDeﬁiIs:I:l

Street M am e:l *
D Oherseas
Suburk Mam e/ Post Code |Enfer suburb name or postcode, click search Search
Postal Address

ESam& as fbowe

BuildingPrupBrlyName:| |

Flat/U nitDemiIs:I:l

Street M am e:l |

[Jowerseas

Suburb N am e /PostCode |Enrer suburb name or postcode, click search

16




Contact Details

Home P'hme:l
Wark Phone:
Mobile Phone: |
Email|
Aematie Email:

Emergency Contact Details

Nane:l

Relations hip 1o Student
Home P'hnne:l

Work Phone:

Mobile Fhone: |

Address Line 1|
Address Line 2:|

[ nerseas

Subwb Name / Post CﬂdelElTl'er zuburh nam e or postcode, click zearch | Search |

P rofile Information

Countryof Birth: |
Msin Langusge Spoken at

Home:

Indigenous Enus:l

S —

Diz abilibe s:

AtSchool 7:|

Highest School Lewel
Compleied:

[ HearingDeaf

[ Fhysical

O intelieclual

[l Learning

CMental linexs

[ Acquire d Brain Impairm ent
Ovizion

[ Medical Condition

O other

[ NotSpedifed

v|-

N —

Pricr Educafional
Achiswements (ofher fian
School):

Labowr Foroe Sttus:
SuneyConad SEts:

[JBachelor Degree or Higher Degree level

[ adwanced Diploma or Assodake Degree Lewel

[ Diploma Lexwe

[ Certfica = IV

O Cerfificate 11l

O Cerfificate 11

O certificate |

[ Otver Education {ind certiicate s or owerseas qualificafions notalreadylisied)

| &

Anailable for suney 1=e Vlv

Sae| | Cancel

Note: For AVETMISS compliance, training organisations must collect student profile information

as outlined in the AVETMISS 8.0 student enrolment form which can be downloaded from:

17




https://www.ncver.edu.au/publications/publications/all-publications/statistical-standard-
software/standard-enrolment-questions-example-forms

You can add additional details to the enrolment form to meet the needs of your organisation;
however, you can not modify or remove any of the AVETMISS fields specified on the form.

8. Click Save when complete. If any mandatory fields are missing or data has been entered in

an incorrect format, an error message will appear highlighted in red next to the relevant
field(s). All discrepencies must be fixed before you can save the record.

9. Once the record has been saved sucessfully a new State Student ID will be created and you

will be taken to the Student Details Screen.

Student Details | Other Student Details | Student Enrolments | New

[Stamipen e

View and Update Student Information.

Enrol using a

State Student ID:

Unique Student Idertifier: -
Title:[Dr v

Surname:
First Name:
Other Name (s):

Date of Birth:

Gender:
Apprertice / Trainee ID:
Organisation Student ID:

Citizen B
|.John \ *
| |

Male b

1
L 1

Notes:

Notes are opfional. Maximum 500 characiers.

Note: It is recommended you record the State Student ID on the Enrolment Form as this will
be required for enrolment purposes and allows you to search for the student by their unique

ID.

10. Repeat the above process for each new student you need to add.

18
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2C - Update an Existing Student

1. Search for the student — see Step 2A ‘Search for a Student.

2. Select the student from search results by clicking State Student ID. This will open the

Student Details screen.

Wtwdent Colaily | Giher Sydeat Geledy | Shedenf [ergimaaty  Bew [arslmeni Lol sy o Templabs

Whew and Update Student Infarmation

HRata Sttt O
o Aol Blerl ey
T e
SuraTE | 2

Firm Mamw | o

P T [
T
o B L Uy
Gendar | M aie bt

Apimenica | Towes I
Drpanina in Shudant IO
o

Birkars arw ophores Mim e WO rhmasry

Saww  Back  Dudele

Enrol using a Template

Student Details | Other Student Details | Student Enrolments | New Enrolment

Academic Transcript

State Student ID: 968001
Student: Dr Citizen, John

1. Residential Address

Building/Property ‘
Name:

Street Name : ‘Citizen

State:‘ Other (Qverseas but not an Australian Territory or Dependency) v
Overseas Surburb /

o
L]

Overseas Post Code:

Country: AuStalia
¥ same as Above
2. Postal Address
Delivery Box : OR
Building/Property
Name:

Main Language Spoken,

5. Profile Information
Courtry of Birth | Australia v

at Home: | EN9IEN

Proficiency in English: v

Indigenous Stenus:| Not Specified v

Disabilties [ yearing/Deat [ Physical [ Intellectual

[ Learning [IMenrtal lliness [] Acquired Brain Impairment
[Jvision [[Imedical Condition [] Other
[I ot Specified

At SchooI?.|Yes -1he client is still attending secondary school W =

e e eag Mot Specified ]+
Completag 1 Specied

Y ear Highest School ~

Level Completed:

Prior Educational

Bachelor Degree
Street No: Achievements (other than EH\ her D r;g,n [ Advanced Diploma or [ Diploma
school) o o Associate Deoree Level Level
Street Name : | Citizen el
Certificate
State:‘ Other (Overseas but not an Australian Territory or Dependency ) v‘ [ certificate Iv [ certificate I IF‘
Overseas Surburb /
bt [———————— Clother Educaton tnt
[ Certificate | cerificates or overseas
Overseas Post COUB-I:| qualifications not already listed)
Country: AuStrlia
Labour Force Status: | Full-time employ ee W=
3. Contact Details Available for survey use v

Home Phone: |0812341234
Work Phone: |0812341234
Mobie Phone: |0404040404

Emaul"mhn citizen@citizen.com ‘

Altemative Email:| |

Survey Contact Status:

3. Update the student details as required on the ‘Student Details’ tab and/or the ‘Other Student

Details’ tab.

Note: Fields that appear shaded in grey can not be modified.

4. Click Save to save any updates. Repeat the above process for each student record you need

to update.
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STEP 3-ENROLMENT METHODS
There are two ways of creating student enrolments in STELA:

1. Using an Enrolment Template which can be used to enrol one or multiple students at a
time.
2. Individual Student Enrolment.

Enrolment Templates

The Enrolment Template feature in STELA allows users to create a series of templates for each
different ‘course offering’ an organisation provides such as ‘Certificate 1V in Accounting’ or short
courses such as ‘Workplace Health and Safety’ or ‘Senior First Aid’.

An enrolment template contains the following key enrolment information relating to the ‘course
offering’:

e Course/qualification (hereinafter referred to as ‘Program’)
o Unit(s)/module(s) (hereinafter referred to as ‘Subject(s)’)
¢ Funding types

e Modes of delivery

e Delivery locations

e Purchasing contract ID (where government funded)

e Start and end dates

Once a template is created it can then be re-used on an as needs basis to enrol one or multiple
students without needing to re-create all the enrolment details individually.

Where your organisation provides ‘offerings’ that contain different electives, delivery locations,
modes of delivery or funding types it is recommended that a different template be created for
each ‘course offering’ to avoid having to customise templates each time prior to use.

This enrolment option is recommended where your organisation runs the same or similar
offerings throughout the year to multiple students.

See Step 3A Create a New Template or Step 3B Update an Existing Template.

Individual Student Enrolment

Individual enrolment is where users create individual student enrolments without using an
Enrolment Template. Each enrolment requires users to manually add course offering details
including individual subjects, funding types, modes of delivery, delivery locations, etc.

This enrolment option is recommended where an offering is unique to an individual
student as opposed to a group of students.

See Step 4C Enrol a Single Student
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Create/Update Existing Enrolment Template

Before you enrol students using a template you need to create an enrolment template or utilise
an existing template (which may or may not require updating). Below are the steps needed to
create a new template or search and update an existing template in STELA.

Skip this step and proceed to Step 4 Student Enrolments if the template already exists and does
not require any updating.

Refer to 3B if needing to Update an Existing Enrolment Template

3A Create a New Template

1. Onthe STELA Menu Bar under the heading of Students/Enrolments, click Enrolment
Templates to open the Enrolment Template screen.

Students / Enrolments

b Students

¥ Enrciment Tem plates
¥ Bulk Enrolm ent

F Bulk Resulting

* Reports

2. Click on New Template link.

|
Enralment Template { Group of Competency / Module § List

Tem plateName:| |

QualrﬂuurseNam&:| |

|Search| Clear|

Click on an Enrolm ent Tem plate’s name to view /edit its details.
Click on "Mew Tem plate™ to create a new em plate.

MNewTem plate

3. The Qualification / Course tab will open.

For non-accredited training or accredited training that leads to a Statement of Attainment
only, click on the Here option.

|Qualificaﬁon / Course |

Enrolment - Choose Qualification or Course

Template : < New Template >

Search Qualification/Course/SkillSet: |Type Qualification/Course/Skill Set Code or Name (minimum three characters) Select

Click on the Qualification / Course to be studied, orif None, click Here.

Qualification'Course Name {clic k o select)
I Cerlificate | in Work Preparation (C om munity se nvices) CHC 10108

For accredited training that leads to a nationally recognised qualification select the program
from the list available.
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\ Qualification / Course |

Enrolment - Choose Qualification or Course

Template : < New Template >

Search Qualification/Course/SkillSet: |T3f.06‘ Qualification/Course/Skill Set Code or Name (minimum three characters) Select

Click on the Qualification / Course to be studied, orif None, click Here.

Qualification/Course Name {click i select)
‘ Cerfificate | in Work Preparation (C om m unity senices) CHC 10108

Note: The list of programs is obtained from your scope of registration listed on
training.gov.au. Where any programs are missing please contact the STELA helpdesk

If you have many programs on scope, you can use the search function to locate the
relevant program or click on the page numbers beneath the list to scroll through your list
of available programs.

4. The ‘Enrolment Competencies’ tab will open which will allow you to attach the relevant
subjects to the enrolment template you are creating for your offering. By default, a list of
every subject that exists in STELA will be listed in alphabetical order.

Qualification / Course | Enrolment Competendies |

Enrolment - Select Competencies

Template:
Course: CHC10108 Certificate Iin Work Preparation (Com munity services)

Search for and Select Competencies

Search for and select the Competency to add it to your Enrolment below.

Name (click to select)

{Ato Zgualifier) Assem i ble i i nis UTENES202C
{Ato Zgualifier) Assem i ble i i s UTENES202C
(Ato Z qualifer) Perbrm basic repair i ic apparatus UTENES201C
(Ato Z qualifer) Perbrm basic repair i iic apparatus UTENES201T
(Ato Z qualifer) Perbrm functional apparatus checks UTENES401T
(Ato Z qualifier) Perbrm functional apparatus checks UTENES401C
0030 F 44BL Spotweld AIB53029
010 B 1ASMW AIBS1010
010 B 3EL SM ABS1015
010 B3ER SMI AIBS1016
“First < Previous Next > Last >>

5. Search for the subject you wish to attach to your template (see search tips and examples
below)

Search tips: Relevant subjects can be found by searching on code or name. We
recommend using the code field to search as it allows you to better narrow your search
results. Searches can be executed using exact or partial combinations.

Example 1: - Partial Search - If you want to see a list of all subjects that belong to the CHC
training package, enter CHC in the code field and click search.

Search for and Select Competencies

Search for and select the Compstency to add it to your Enrolment below.

o r—

CHCPOLSO01A
CHCCHB20D
CHCCH20A
CHCCH20¢
CHCSOHD12
CHCORG621D
CHCORG21A
CHCORG218
CHCORG621C
Adias a resource o workers CHCSD512C

First < Previous Next > Last >>

Displaying Page 1 of 195 Pages. Total Records found: 1950

This search method will return a list of subjects that contain CHC in the code.
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Example 2: Individual Subject Search - If you want to find a particular subject for example
NFSKOCMO02, enter NFSKOCMO?2 into the code field and click search.
Search for and Select Competencies

Search for and select the Competency to add it to your Enrolment below.

Code |NFSKOCM02 |

T —
Search 1

Name {click to select)
Engage in basic spoken exchanges atwork NFSKOCMO2

This search method will return one subject at a time. Repeat this search for all
competencies you wish to add to your template.

6. Click on the name of the subject to attach to the template. Once attached to the template the
subject name will be ‘greyed out’ and will appear in the bottom section of the Enrolment
screen.

Search for and Select Competencies

Search for and select the Competency to add it to your Enrolment below.

Code|NFSKOCM02

Mame (click to select)

Engage in basic spoken exchanges atwork NFSKOCMO2

First < Previous Next > Last >>

Displaying Page 1 of 1 Pages. Total Records found: 1

Competencies Selected in Enrolment

Below is a lising of Competencies in the Enrolment. Click ‘Remove' to remove a Competency. When you have selected the required Competencies, click 'Next' to continue.

=ngage in basic spoken exchanges at work NFSKOCM02 Remove

7. Repeat steps 5 and 6 for each subject that needs to be attached to the template. If you
select an incorrect subject, click on the remove button against the subject and it will be
removed from your enrolment template list.

8. Once all subjects have been attached click Next.

Competencies Selected in Enrolment

Below is a lising of Competencies in the Enrolment. Click 'Remove' to remove a Competency. When you have selected the required Competencies, click ‘Next' to continue.

Name Code

Engage in basic spoken exchanges at work NFSKOCM02 Remave
Locate, compare, measure and use highly familiar measurements for work NFSKNUM 04 Remave
Participate in highly familiar spoken exchanges NFSKOCOMO1 Remave

<ol

9. The ‘Funding Type’ tab will open where you need to select the Funding Type, Mode of
Delivery, Predominant Delivery Mode and flag if the training in your template relates to VET
in Schools.

| Qualification / Course | ies | Funding Type |

Enrolment - Select Funding Type and Delivery Method

Template:
Course: CHC10108 Certificate Iin Work Preparation (Com munity services)

VET In

Competency Funding Type Mode of Delivery Predominant Delivery Mode Schools] Study Reason

NFSKOCMO2 ! Engage in basic Domestic Ful Fee Paying Student v V| % o

spoken exchanges a work = g

NFSKNUMO4 - Locate, compare, ‘ Vl

meastre and use highly familiar | Domestic Fuil Fee Paying Student ~| vl [} wh
measurements for work

NFSKOCOM 01 : Participale in highy | Domestic Full Fee Paying Student M v ‘ < o v
familiar spoken exchanges B g =

< Back Cancel
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Notes:

- If the funding type you required is not in the list contact the STELA helpdesk to have it
added.

- VET in Schools should only be selected where the training is accredited and is being
counted towards a student’s senior secondary certificate known as SACE in SA.

- Study Reason is provided at a later stage when attaching students to the template.

- Predominant Delivery Mode is a mandatory field that identifies which delivery mode is the
largest or only component of delivery for each subject enrolment. STELA requires
Predominant Delivery Modes to align with at least one of the reported values under ‘Mode of
Delivery’. See the table below for guidance on selecting the correct Predominant Delivery
Mode.

Mode of Delivery selected in Predominant Delivery Mode for

STELA STELA (one of the following must be
chosen as the largest component of
delivery)

Internal only “Internal delivery”

External only “External delivery”

Workplace-based only “Workplace-based delivery”

Combination of internal and external “Internal delivery” OR “External delivery”

Combination of internal and workplace- “Internal delivery” OR “Workplace-based

based delivery”

Combination of external and workplace- | “External delivery” OR “Workplace-based

based delivery”

Combination of all modes “External delivery” OR “Workplace-based
delivery” OR “Internal delivery”

Not applicable (RPL or credit transfer) “Not Applicable — Recognition of Prior
Learning/Credit Transfer”

10. Once you have entered the required information for each subject click Next to go to the

11.

‘Competency Details’ tab.

ion / Course ies | Funding Type

Enrolment - Select Funding Type and Delivery Method

Template:
Course: CHC10108 Certificate I in Work Preparation (Community services)

Competency Funding Type Mode of Delivery Predominant Delivery Mode Study Reason

NFSKOCMO2 : Engage in basic Domestic Full Fee Paying Studert | internai only v v
spoken exchanges at work * G ‘ Internal delivery V)* O It

NFSKNUMO4 : Locale, compare,

measure and use highly familir | Domestic Full Fes Paying Student | External only VF‘,E”‘Q"'E' delivery ¥ g v
measurements for work

NFSKOCOM01 : Participate in highly | Domestic Full Fee Paying Student | W orkpiace-based only v W arkplace based deivery ) o v
familiar spoken exchanges B B -

Enter the approximate start and finish dates for each subject and select the relevant training
location. Where the subject is ‘VET in Schools’ select the School Location. Click Next when
completed to take you to the ‘Confirm Enrolment’ tab.

Qualification / Course | Enrolment ies | Funding Type | Details || Confirm Enrolment

Enrolment - Competency Details

Template:
Course: CHC10108 Certificate I in Work Preparation (Community services)

- 1
. SartDat Finish Date .
PredominantDeivery Mode Location Contract Stuy Reason SACED Schodl Location
2 2| | (ddimmyyyy | (ddmmiyyyy) -__

CHCCHB20D : Aequire 04/01/2018 08/02/2018] =

properiies bypurhaseor | Lo Dom esticFull Fee Intemal only Intemal deivery Yes = ] City Central v]. [Banksia Park International [
i Payng Stuen ! I

CHCORGS21D :Actas a FFS: Dom estic Full Fee € dornal o Eternal den . 040172018 08102/2018; oy Cem <.

resource [o olher senices | PayngStudent  Eemalon y tem.al delivery o ] =]

CHCSDS512C : Actas a FFS:DomesticFull Fee External on External delive: No o4/01/2018 08/02/2012 ity Contrl <.

fesource 1o workers Paying Studen v v [ [] ity Central

Next> | | Gancel
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Notes:

- Start and finish dates can be adjusted at time of resulting to reflect the actual start and
finish dates of the training.

- If the training location you require is not in the list, you will need to exit out of the template
and add the location. See Step 1 Check Training Locations and Fund Types

12. Review your template for accuracy before saving. If any details are incorrect use the Back

button to make any necessary changes or Click on the relevant tab(s). Once changes have
been made click Next until you return to the ‘Confirm Enrolment’ tab.

[ Qualificaton / Course |

ies | Funding Type | Details | Confirm Enrolment |

Template:
Course CHC10108 Certificate Iin Work Preparation (Community services)

Review and Confim the Enrolment details. To save this enrolment as a template for other student enrolments, check “Save as Enrolment Template” and enter a Template Name. Click ‘Finish” to finalise this Enrolment.

. VETn | Startate | Fmishpate .
funda e Meseateien: FEdammnRShEn e Schools? | (ddimmlyyw) | (ddmmiyyyy) m St “
Yes

CHCCHE20D : fequire
propertics bypurchase or
transer

FFS :Domestic Full Fee.

Paying Student Internal only. Intemal defivery 4012018 8022018 CityCentral

CHCORGS21D :Actasa  FFS :DomesticFullFee

rconcssmi et | s 0 e - — o wrn o | |
CHOSOSIZC Mtma EESDumemCRE ¢y oy —— uo s |wzaow | cmycenra \
Enrolment Template

<Back | | Finish | [ cancel

13. Once satisfied the details are correct enter a template name and click Finish to Save the
Enrolment Template.

Note: Template names are for your reference only and are not used by the Department for
reporting purposes. We suggest using naming conventions that will allow you to easily identify
the course offering. Examples may be:

- 2018 - Certificate | in Work Preparation (Elective Stream 1)

- 2018 — Work Readiness

- Senior First Aid 2018

- 2017 - CHC10108

Qualification / Course | Enrolment Competencies ‘ Funding Type | Competency [

Enrolment - Confirm Enrolment Details

Template:
Course: CHC10108 Certificate I in Work Preparation (Com munity services

Review and Confirm the Enrolment details. To save this enrolment as a templat:

fnding Bes MedeetBeinery I

CHCCHE20D : Aoquire FFS : Domestic Full Fee
properties bypurchase or

i Internal only
tfrans&r Paying Student

CHCORG621D : Actasa FFS :Domestic Full Fee Exdernal onl
resource to other senices Pavying Student e
CHCSD512C ' Actas a FF5 . Domestic Full Fee

_ Exdernal only
resource to workers Paying Student

Enrolment Template
Template Name: |CHC10108 | x|+

< Back | | Fiish | | cancel |
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14. Once the template has been saved you will be taken back to the Enrolment Template Screen
where your template will appear in the list of ‘Existing Templates’

Enrdment Template { Group of Competency / Module ) List

Tem plate Nam e: |

Qual /Course Nlame: |

Search Clear

Click on an Enrolm ent Template’s name 1 view /edit its details.
Clickon "New Tem plate” to create a new fem plate.

NewTemplate

Existing Te te { Group of Competency I Module )-{ click to edit
\CHC10108

15. Repeat the above steps for each template you need to create.

e oumeron comecood
Certificate | in Work Preparation Community senvices)

CHC10108

16. End of process. To enrol a student using a template refer to Step 4 — Student Enrolments.;

3B Update an Existing Enrolment Template

1. Onthe STELA Menu Bar under the heading Students/Enrolments, click Enrolment

Templates which will open the Enrolment template screen and list all available templates in
alphabetical order by template name.

Students / Enrolments

b Students

¥ Enrciment Tem plates
¥ Bulk Enrolm ent

b Bulk Resulting

* Reports

2. To edit a template, use the search feature to locate your template or simply select from the
list of available templates. Once found click on the template name to commence editing.
1

Tem :Ia!aName" |

QualtCuursENamE‘ |

(oun

Click on an Enrolm ent Tem plate’s name to view / edit its details.
Click on "New Tem plate” 1o create 2 new tem plate »

NewTemplale & &
Existing Template { Gioun of Competency / Mochie &% Lickloedit) | Qualficason! Course -
CHC10108 Certificate | in Work P reparation (C ommunity services)
[CHCTD in Work Certificate 1 in Work Preparation {C ommunity senvices)
Cetificate Il in Comm unity Senvices

CHC 10108
CHC 10108
CHGC20108

—
fCom munity service s} 2013

' CHC20108 Cerfificate Il in C om munity Senvices (Sem ester? 2012

3. The template will open onto the ‘Confirm Enrolment’ tab. Use the Back button or click on
the various tabs to make amendments as required. When updates have been made use

the Next button until you return to the ‘Confirm Enrolment’ tab. Enter a template name and
click Finish to update the Enrolment.

Notes:

- You can use the same template name as used previously or you can update the name if
necessary.

- If you need to add or remove competencies refer to relevant instructions in Step 3A Create
a New Template.
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STEP 4 — STUDENT ENROLMENTS
Below are the steps for enrolling students in STELA using the various enrolment methods:

A. Using an Enrolment Template to enrol a single student
B. Using an Enrolment Template to enrol multiple students at a time (known as Bulk

Enrolment)

C. Individual Student Enrolment

4A Enrol a Single Student Using a Template

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Students which will
open the Student Search screen.

Home

4 Students|

» Enrolment Templates
} Bulk Enrolment

» Bulk Resulting

» Reports

Student Search

Search C—ri’eria:|
(Type either State Sftudent ID Apprentice Trainee D, Organization Student D), Sumame, First Name, Un

| search | CI.ea:||Ca’1ceI.|

2. Search for the Student you wish to create an enrolment for. For instructions on how to
search for a student refer to ‘Step 2A - Search for a Student’

3. Once you have found the Student click on the State Student ID to open the student record.

|St||del|t Details || Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template ‘ Ac

Student Detail

View and Update Student Information.

State Student ID: 965001

Unique Student Idemﬁer:|:|,

Family Name: |Citizen ‘ N

First Name: |.John ‘ *

Other Name (s): | |

Date of Birth: 310397

=

S T —

4. Click on the Enrol using a Template tab.
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| Student Details \ Other Student Details \ Student Enrolments | New Enrolment ]| Enrcl using a Template [

Template Enrolment

Select an Enrolment Template and click Next to verify the Enrolment details.
Student: Dr Citizen, John

State Student ID: 968001

Enrolment Template: |2015 Cooking for Health Temn 1 v

5. Using the Enrolment Template dropdown list select the template you wish to use for
enrolment. Click Next This will take you to the ‘Funding Type & Delivery Method’ tab.

| Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template [

Template Enrolment

Select an Enrolment Template and click Next to verify the Enralment details.
Student: Dr Citizen, John

State Student ID: 968001

Enrolment Template: |E0RERe LRGSR i v

6. Enter the Study Reason for each subject enrolment as specified on the student enrolment
form. If required update the Funding Type, Mode of Delivery and VET in Schools fields.

| tion / Course | ies | Funding Type & Delivery Method | Competency Details | Confirm Enrolment

Enrolment - Select Funding Type and Delivery Method

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Com munity services)
Trainee Apprentice ID: 54545

Traiing Contract 0]

Competency Funding Type Mode of Delivery Predominant Delivery Mode VS‘E::lglﬂ Study Reason

CHCCHE20D : Acquire properties by | Domestic Full Fee Paying Student | Mot applicable (RPL or crecit transfer) > (et RPL or credt transter) v} To develop my existing business v
purchase or transfer G G e G

CHCORGE21D - Act as a resource to [Exteral delivery v

ather somiees | Domestic Full Fee Paying Student | External only v (] [To develop my existing business vl
CHCSDS12C : Act as aresource to | Domestic Full Fee Paying Student | External only v To Start my own business v
. U A [External detivery vhboo

3

7. Click Next which will take you to the ‘Competency Details’ tab. Where any subject
enrolments are marked Vet in Schools’ you will need to enter the SACE ID for the student

(e.g. 456121F) and the School Location. If required update the Start Date, Finish Date,
Location and if applicable Contract ID.

| Qualification / Course | Enrolment Competencies | Funding Type & Delivery Method | Competency Details | Confirm Enrolment

Enrolment - Competency Details

Student; Citizen, John

Course: CHC 10108 Certificate T in Work Preparation (Community sarvices)
Trainee Apprentice ID: 54545

Training Contract 10:

. SeartDate Finish Date
Predominant Delvery Mode:
— chools? | (ddimmiyyyy) | _(ddimmiyyyy)
23456y Type lo searh
CHCCH 8200 : feauire FFS DomestcFull Fee  Notapplicable (RPL or credit | Notappiicable (RPL orcredit OUON2018] | 0810212018 Todeselop my Banksia Park Intemnationai i
properties bypurchase o es = = Ciy Central vl
Paying Studen transien ransier) exisiing business

trans&r h .
CHCORGS21D ‘Actasa  FFS:DomestoFulFee | L. el deine: o |__ououzois] | osnaizos] Gt Contal <. Tode:
resource 1o ofter senvices | Paying Student Y g =] = exisiing busine:
CHESDS126 : Actas a FFS:DomestoFulFee oo Ertornal delive Mo |__owonzots] [ oanarzoig Gy Gortml vl Tostartmy own
I workers Paying Student v v i o ety Contal V] business

17. Click Next which will take you to the ‘Confirm Enrolment’ tab. If any details are incorrect use
the Back button to make any necessary changes. Once changes have been made click

Next until you return to the ‘Confirm Enrolment’ tab. Once satisfied the details are correct
click Finish.
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Qualificaion [ Course | Enrolmant Funding Type & v Competancy Datails | Confirm Enrolment

Ensolment - Confirm Enrolment Detail

Student: Abdilla, Ben

Course: CHC10108 Certificate Tin Work Preparation (Community services)
Traines Apprentice 10:

Training Contract ID:

Review and Confim the Enrolment details. To save this enrdiment s a template for other student enrolments, check "Save as Envolment Template” and enter a Template Name. Click ‘Firish to finalise this Enrolment.

CHECHE20D : Acquire
properiies bypurhase or
banskr

Banksia Part
FFS Domestc Full Fee

internal onl Intemal delive Yes A0IZ0IE BO22016  CityCeniral Togeta ob International Hi
Paying Student o i by gete o iy -

CHCORGE21D -Actaza  FFS :Domesic FullFee

Creiret, == Estemal only Edemaldeinery Ho A0IZ0NE BO20016  GityCeniral Togeta ob

CHOSDSIIC a8 DOMEMERIEES oy [—p— " iz oo e Togeta o

Envolment Template

Sasehis Eolment asa
Template?

Tempiate Name: | .

<Back]| | Finish | | cancel

18. This will save the enrolment and you will be returned to the ‘Student Enrolments’ tab with the
enrolment details listed.

| Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript

Student Enrolments

Current and past Student Enrolments.
To view an Enrolment in detail or modify it, click on the Course name.
Click 'New Enrolment’ to start a new Enrolment, or 'Enrol using a Template' to enrol student in a pre-defined Enrolment Template.

Student: Abdilla, Ben

State Student ID: 962420

Course (click to view / modify Enrolment) Competency Code Competency Name Start Date  Finish Daig

BSB40407 ; Cedificate IV in S mall Business Managament CHCPOLS01A Access evidence and apply in practice 5012017 5/01/2017
BSBCCO201A Action customer contact 710712007 1072017
BSBCMN418A Address customer needs 170712017 171072017
BSBCUE407 customer T 70712007 1HOT2017
BSBLEGS509A Administer inhouse mortgage practice 1710712017 7109/2017
BSBADM407B Administer projects 170712007 1072017

Note: If you need to make any amendments to the enrolment, click on the course name (appears
in blue) on the left of screen which will open the enrolment allowing you to make amendments as
required.

19. End of Process. To result student enrolments, refer to Step 5 - Resulting

Update/Delete Student Enrolment

Note: You cannot edit enrolment records where they have a outcome/result code and the finish
date is less than the current year. Contact the STELA helpdesk to update where required. Where
updates are required to subject results/outcomes, refer to Step 5 - Resulting.

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Students which will
open the Student Search screen.

Home

4 Students|

» Enrolment Templates
» Bulk Enrolment

» Bulk Resulting

* Reports

2. Search for the Student you wish to update/delete an enrolment for. For instructions on how
to search for a student refer to ‘Step 2A - Search for a Student’
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3. Once you have found the Student click on the State Student ID to open the student record.

Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Ac

View and Update Student Information.

State Student ID: 265007

] —

Title:
Family Name:|Citizen ‘,
First Name: |Jonn ‘,
Other Name (s): | \

Date of Birth: 3io3/er

*

T —

4. Select the Student Enrolments tab which will list all enrolments for the student

Student Details | Other Student Detail$: | Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript | UAN and ¥s Outcome for i ion |
Current and past Student Enrolments.
To view an Enrolment in detail or modify it, click on the Course name.
@Iick "New Enrolment’ to start a new Enrclment, or 'Enrol using a Template’ to enrol student in a pre-defined Enrolment Template.
Student: Dr Citizen, John
State Student ID: 962420
BSEB40407 ; Certificate IV in Small Business Management o CHCPOLBOTA ‘Access evidence and apply in practice /01,201 1/01/2019
BSBECCO201A ‘Action customer contact 10772017 25/03/2021
LBSECMNAIEA | Ad customer needs , 072017 810412021
BSBECUEA407 ‘Administer customer engagement technology 10712017 17072017
. BSBLEG509A ~~  Ad ter inh: morigage practice 700772017 71092017
- 2017 17072017
h B07TA ‘Advise on application of safe design principles to control OHS risk 710772017 1770772017
1 e DSBWHS003 | Advise on the application of safe desion principles to control WHS risks 272017 A7T07/2017
b BSBUNS04A ‘Advocate and present cases for members 710772017 7109/2017
e BEBB e STCURUR] Aviation Operations 10772017 17072017
b BSEMKG403A ‘Analyse market dafa 710772017 1710712017
- ESBUN09A ....4wppear before tribunals and represent members LOP2017 47072017
h Appear in court 710772017 1710712017
072017 ATOTR0T
A FI0F30T7 T 1FI0T3017
/z. GO dentify sirateoies 1o respond to basic workplace problems LOr2017 10072017
Y FSKMUMDG dentify, measure and estimate familiar quantities for 710712017 7/09/201
y. ESKMUMO4 Locale compare and use nighly familiar measurements for work LOr2017 17072017
A FSKCOMO1 Participate in highly familiar spoken exchanges TI0T2017 7072017
Results for this Enrolment
‘CHC10108 ; Certificate | in Work Preparation (Community services AUBS1016 010 B 3ER S 1700772017 31/0772018
Results for this Enroiment
NON : Non Course NFSKOCMO02 Engage in basic 3 41082017 41082017
NFSKLRGOZ Identify strategies place problems 41082017 4/08/2017
Results for this Enrolment

5. Click on the relevant course name to the left of the screen in which you want to edit/delete.
This will open the relevant course enrolment.

6. To delete the course enrolment go to Step 6a. To update the course enrolment go to step 7.

a. scroll to the bottom of the screen and select the Delete button.

Quali ion/Course | Competencies | Funding Type & Delivery Mathod | C Details | Confirm Enrolment L

Enrolment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Rlview and Confirm the Enrolment details. To save this enrolment as a template for other student enrclment

= Enrolment - Delete
s |

AUBS1018: 010 B 3ER FFS : Domestic Full Fee You have selected the following Enrolment to Delete.
s

Paying Student Internal only Internal delivery No
Student: Citizen, John

Course: CHC10108 Certificate | in Work Preparation (Community services)

Enrolment Template Competencies: I/\\’

?:;%msoﬁmlmem asa AUBS1016 010 B 3ER 5/W

Template Name: |:| : Are you sure you want to Delete?

[cancel] [ Yes. Delete | [ Mo, Don't Delete
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b. Click Yes, Delete to delete the record.

7. To update the enrolment, select the relevant tab at the top of the course enrolment.

Qualification/Course | Competencies I Funding Type & Delivery Method I Competency Details || Confirm Enrelment

Enrolment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Review and Confirm the Enrolment details. To save this enrolment as a template for other student enrolments, ck

Competency Funding Type Mode of Delivery = e R O ﬁ

AUBS1016 - 010 B 3ER FF5 - Domestic Full Fee "
S Paying Student Internal only Internal delivery Mo 170

e Competencies — will let you add or delete subjects associated with the enrolment

e Funding Type & Delivery Method — will let you update the funding type, mode of delivery and
study reason

e Competency Details tab — will let you update the start date, finish date, location, contract ID,
SACE ID or school location

8. Once you have updated the enrolment, keep clicking the Next button at the bottom of the
page until you reach the Confirm Enrolment tab and click Finish to save your changes.

Qualification/Course | Competencies | Funding Type & Delivery Method | Competency Details | Confirm Enrolment.
Enrolment - Confirm Enrclment Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Review and Confirm the Enrolment details. To save this enrclment as a template for other student enrolme

Competency Funding Type Mode of Delivery Predominant Delivery VET In
AUBS1016:010B 3ER | FFS: Domestic Full Fee
l W Paying Student Internal enly Internal delivery Mo

Enrolment Template

Save this Enrolment as a o
Template?

4B Bulk Enrolment
This feature allows you to enrol multiple students into an existing enrolment template at one time.

Create Bulk Enrolment Using a Template

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Bulk Enrolment
to open the Bulk Enrolments screen whereby you can create new bulk enrolments and edit
existing bulk enrolments. To edit an existing bulk enrolment, refer to Edit Bulk Enrolment)
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Students | Enrolments

b Students

¥ Enrolment Tem plates
¥ Bulk Enrolm ent

P Bulk Hesulting

P Repors

2. Click on the name of the relevant template from the list on the left of screen under the
heading ‘Templates’ to create a new bulk enrolment.

Notes:

- Templates appear in order of date in which they were created. The first template created
will appear at the top of the list with the latest one appearing at the end.

- A maximum of 15 templates are shown on each page.

Bulk Enrolment based on a Template ( Group of Competency / Module )

Please selecta Template for Bulk Enrolment or selectan Existing Bulk Enrolment for editing.
Bulk enrolments cannot be m ade fom deleted tem plates, ifthere are any bulk enrolm ents for a deleted t£m plate you can rem ove students and result the enrolments

Templates ( Group of Competency ! Module ) Qualification Course Name [3

Em plovability Skills Term 12012 Mon Course Employability Skil

l Health and Lifestyile Course Term 1 2012 Nen Course Health and Likst
¥ £

=]

3. The ‘Bulk Enrolment Template’ screen will open. Click on the Show/Hide Competencies
link to reveal the enrolment details for the chosen template. Click Back if the incorrect
template has been chosen and repeat steps 1 and 2.

Bulk Enrolments Template ( Group of Competency / Module ) for : CHC10108

Certificate | in Work Preparation (Commurity services) : CHC10108.

ShowHide Compekndes

04012013 08-02-2018
04012018 08022012 No

CHCCHB20D : Acquire
CHCORE621D : Actas.
CHCSDS512C : Actas a resource lo workers CHC 10108 Extemal only Extemal defivery 04012018 08022018 No FFS :Dom estic Full Fee P aying Student

Student Search C ileria: [Search crtena

StudentID

Sumame:| |

Frsthane | |

Date of Birth
,

—— |
e —

a Br this student. study reason applies for all units of com petencyf odules.
Ifyouneed to change for each unit please use page and
change itthere.

Back

4. To add a student to the bulk enrolment, enter their Student ID, First Name or Surname in the
Student Search Criteria field. Once you have entered the first three numbers of the student’s
ID or the first three characters of the name a list of possible matches will begin to appear. At
this point you can select the student from the list by clicking on their name. If multiple students
with the same or similar names are listed, continue entering the remainder of their student ID
or Surname which will further refine the search results.
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Bulk Enrolments Template { Group of Competency / Module ) for : CHC10108

Certificate | in Work Preparation (Community serices) : CHC10108

ShowHide Compeiendes

StudentSearch C rite ia: [john] x]

StudentID : |Ablett, John

Biggs , Johny
Surname : ™
Cilizen , John
FirstName : Hehn , Howard
Date of Birth : Honh, Jehns
e iSmith , John

5. Once the student has been selected from the list their profile details will pre-populate the
Student ID, Surname, First Name, Date of Birth and Gender fields.

StudentSearch Criteria: | Citizen , John

StudentID ;| 953001

2]
5]
g
X

Surnam e : | Citi |

FirstName:|J0hr1 |

Date of Birth ;| 31/031977

Gender:

Organisation StudentID :
Apprentice Trainee ID :
Training Contract 1D :

SACEID :
Study Reason:

1]

V]
Please select a Study Reason Brthis student. The selected study re
Ifwu need to change the studyreason for each unit ofcom petencyn
change itthere.

Add || cear || Back |

6. Add the Students Training Contract ID and SACE ID (where relevant) and select the
appropriate Study Reason. Click Add to link the student to the template. This will add the
student and their enrolment details beneath the bulk enrolment.

[[Ad ][ cear || Bak |

Training
SHuGSnEn ContractiD

Citizen John Male 31/03/2004 40689

Heroux Melanie Female 16/03/1974 40639

7. Repeat steps 4-6 for each student you wish to add to the bulk enrolment. If you have added
a student in error, click on the Remove link to the far right of the student’s enrolment.

[as ][ cear || Bak |

Studsntib ContractiD

Citizen John Male 31/03/2004 40689

Heroux Melanie Female 16/03/1974 40639

8. Once you have added all students to the enrolment template, you need to provide a name
for the Bulk Enrolment. Enter the name and click Save Enrolment.

Note: Bulk enrolment names are for your reference only and are not used by the Department
for reporting purposes. We suggest using naming conventions that will allow you to easily
identify the course offering. Examples may be:

- CHC10108 Semester 1 2018

- 2018 — Work Readiness Term 2
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- Senior First Aid 2018 WK1 evening class

Training
ContractID

Student ID

Citizn

Jehn
Melanie

Male

31/03/2004 40639

Heroux Female 16/03/11974 40689

BulkEnmimentName : CHC10108 2018 Sem 1

Save Enrolment | | Back |

9. You will be asked to confirm if you wish to save the enrolment. Click OK to confirm and save
the Bulk Enrolment or click Cancel to allow you to make further changes before saving.

Message from webpage >

o Do you want to enrol these student(s)?

QK Cancel

10. Upon clicking OK the record will save and you will be returned back to the Bulk Enrolment
screen.

Note: you can add or remove students at any time from a saved Bulk Enrolment (unless you
have already provided a final result for the student). See Edit Existing Bulk Enrolment.

11. End of Process. To result student enrolments, refer to Step 5 - Resulting.

Update Bulk Enrolment

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Bulk Enrolment
to open the Bulk Enrolments screen.

Students | Enrolments

P Students

P Enrciment Tem plates
} Bulk Enrclm ent

P Bulk Resulting

b Repors

2. To edit a bulk enrolment, find the enrolment template name in the list on the left of screen
under the heading ‘Templates’.

Notes:
- Templates appear in order of date in which they were created. The first template created
will appear at the top of the list with the latest one appearing at the end.

- A maximum of 15 templates are shown on each page.

34




Bulk Enrolment based on a Template ( Group of Competency / Module )

Please selecta Template for Bulk Enrolment or selectan Existing Bulk Enrolment for editing.
Bulk enrolments cannot be m ade fom deleted tem plates, ifthere are any bulk enrolm ents for a deleted tem plate you can rem ove students and result the enrolm enis

Templates ( Group of Competency / Module ) Qualification Course Name E]

Emplovability Skills Term 1 2012 Hon Course Employability Skil

Health and Lifestyie Course Term 1 2012 Mon Course Health and Liest
L

Once you have found the required template, select from the far right of screen the Bulk
Enrolment associated with the Template.

Bulk Enrolmert based on a Template ( Group of Competency / Module )

Please select a Template for Bulk Enrolment or selectan Existing Bulk Enriment for editing.
Bulk enroiments cannot be m ade fom deleted tem plates, ifthere are any bulk enrolments fora deled £m plate you can rem ove students and result the enrolments.

Qualification Course Name: Existing Bulk Enrolments Name

Tempiates { Group of Competency Module )
Employability Skills Tem 12012 Non Gourse
Health and Liestye Course Ter 12012 Non Course

Employabiity Skills Term 1 2012
Health and Ligstie Course Term 12012
\ vl

Filness and Work Term 22012 Mon Course.

Hon Course || Fitness and work

Fitness and Work

Note: where multiple bulk enrolments exist click on the dropdown list to select the correct
one.

4. Click on the Show/Hide Competencies link to reveal the enrolment details for the chosen
bulk enrolment. Click Back if the incorrect one has been chosen and repeat steps 1 and 2.

I E—
Bulk Enrolments Template ( Group of Competency / Module ) for : CHC10108

Certificate | in Work Preparation (Commurity services) : CHC10108.

ShowHide Compeendes

04012013 08-02-2018
04012018 08022018 No

04012018 08022018 No

CHC 10108 Internal only.
CHC 10108 Exdemal only
CHC 10108 Extemal only

CHCCH620D : Acqu
CHCORGE21D : Act
CHCSD512C : Acta

Student Search C riteria:[Search criteria

StudentID

— ]

FirstName | |
p—
Gender:| |
Omanisaon Studentn | |

PApprentics Traince ID

Training Contract ID

SAGE ID

StudyReason vl

or this student study reason applies for all units of com petencyi odules
for each unit ple: page and

a
Ifyouneed to change
change itthere.

s

5. To add a student to the bulk enrolment, repeat steps 4-6 above under Create Bulk Enrolment
Using a Template.

6. To remove a student from the bulk enrolment, click on the Remove link to the far right of the
student’s enrolment you wish to remove. Repeat for each student you wish to remove.

[ aad ] cear || Back

e ContractiD
Citizn John Male 3103/2004 40688

Heroux Melanie Female 16/03/1974 40689

7. Once all amendments have been made click Save Enrolment.

8. You will be asked to confirm if you wish to save the enrolment. Click OK to confirm and save
the Bulk Enrolment or click Cancel to allow you to make further changes before saving.
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Message from webpage et

o Do you want to enrcl these student(s)?

QK Cancel

9. Upon clicking OK the record will save and take you back to the Bulk Enrolment screen.

4C - Individual Student Enrolment

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Students, to
open the Student Search screen.

Home

4 Students|

» Enrolment Templates
» Bulk Enrolment

* Bulk Resulting

» Reports

Student Search

Search C—ri’eria:|
(Type either State Student ID Apprentice Trainees D, Organization Student D, Sumame, First Name, Un

| search | Clear||[:a'1oel|

2. Search for the Student you wish to create an enrolment for. For instructions on how to
search for a student refer to ‘Step 2A - Search for a Student’

3. Once you have found the Student click on the State Student ID to open the student record.

Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Ac

Student Detail

View and Update Student Information.

State Student ID: 265007

] —

Tile:
Family Name:|Citizen ‘,
First Name: |Jonn ‘,
Other Name (s): | \
Date of Bitth:

*

T —
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4. Click on the New Enrolment tab. The Enrolment — ‘Choose Qualification or Course’ screen
will open.

For non-accredited training or accredited training that leads to a Statement of Attainment
only, click the Here option.

Qualification/ Course |
Enrolment - Choose Qualification or Course

Student : Dr Citizen, John

Search Qualification/Course/skillSet: |Type Qualification/Course/Skill Set Code or Name (minimum three characters) Select
Click on the Qualification / Course to be studied, orif None, click Here.

Qualification’Course Name {click to select)
Cerfiicaie | in Work Preparation (C om munity se nices CHC 10108

For accredited training that leads to a nationally recognised qualification select the program
from the list available.

Qualification / Course |

Enrolment - Choose Qualification or Course

Template : < New Template >

Search Qualification/Course/SkillSet: ITy',De Qualification/Course/Skill Set Code or Name (minimum three characters) Select
Click on the Qualification / Course to be studied, orif None, click Here.

Qualification/Course Name {click i select)
I ‘ Cerfificate | in Work Preparation (C om m unity senices) GHGC 10108

Notes: The list of programs is obtained from your scope of registration listed on
training.gov.au. Where any programs are missing please contact the STELA helpdesk.

If you have many items on scope you can use the search function to locate the relevant
program or click on the page numbers beneath the list to scroll through your list of available
programs.

5. Once the program has been selected, the ‘Competencies’ tab will open with the name of the
program selected beneath the student name.

| Qualification/ Course | Competencies |
Enrolment - Select Competencies

Crudont: C#iznn Tohe
2R e I R Bl B

1! Course: CHC10108 Certificate Iin Work Preparation (Com munity services)

Search for and Select Competencies

Search for and select the Competency to add it to yvour Enrolment below.

-~ 1
6. This tab allows you to attach the relevant subjects to the enrolment you are creating for the

chosen student. By default, a list of every subject that exists in STELA will be listed in
alphabetical order.
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Qualification/ Course | Competenciy

Enrolment - Select Competencies

Student: Citizen, John
Course: CHC10108 Certificate Iin Work Preparation (Com munity services)

Search for and Select Competencies

Search for and select the Competency to add it to your Enrolment below.

Name (click to select)

(Ato Zqualifer) Assem bleid; ble ele cli UTENES202C
(Ato Zqualifer) Assem ble/d: ble electr UTENES2020
(Ato Zqgualifer) Perbrm basic repair to i ic apparatus UTENES201C
(Ato Zqgualifier) Perbrm basic repair to i ic apparatus UTENES201D
{Ato Zqualifer) Perbrm functional apparatus checks UTENES401D
(Ato Zqualifer) Perbrm funcfional itus check: UTENES401C
0030 F 4ABL Spotweld AUBS3029
010 B1ASM AUBS1010
010 B3EL SM AVBS1015
010 B 3ER S AIBS1016
First < Previous Next > Last >>

7. Search for the subject you wish to attach (refer to Step 5 in Create a New Template for
search tips)

8. Once you have found the relevant subject, click on the name to attach to the enrolment.
Once attached to the enrolment the subject name will be ‘greyed out’ and will appear in the
bottom section of the Enrolment screen.

Search for and Select Competencies

Search for and select the Competency to add it to your Enrolment below.

Code|NFSKOCM02

Search

Mame (click to select)

Engage in basic spoken exchanges atwork NFSKOCMO2

<< First < Previous Next Last >>

Displaying Page 1 of 1 Pages. Total Records found: 1

Competencies Selected in Enrolment

Below is 2 lising of Competencies in the Enrolment. Click 'Remove' to remove 2 Competency. When you have selected the required Competencies, click 'Next' to continue.

=ngage in basic spoken exchanges at work NFSKOCM02 Remaove

9. Repeat steps 7 and 8 for each subject that needs to be attached to the enrolment. If you
attach a subject incorrectly, click the Remove button (located far right) against the relevant
subject and it will be removed from your enrolment.

10. Once all subjects have been attached click Next.

Competencies Selected in Enrolment
Below is a lising of Competencies in the Enrolment. Click ‘Remove' to remove a Competency. When you have selected the required Competencies, click "Next' to continue.

Name Code

Engage in basic spoken exchanges at work NFSKOCMO02 Remave
Locate, compare, measure and use highly familiar measurements for work NFSKNUM 04 Remave
Participate in highly familiar spoken exchanges NFSKOCOMO1 Remave

11. This will open the ‘Funding Type and Delivery Method’ tab where you need to select the
Funding Type, Mode of Delivery, Predominant Delivery Mode, Study Reason and indicate if
any of the enrolments are VET in Schools. If the student is undertaking the training as part of
an apprenticeship or traineeship enter the Training Contract ID.
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- If the funding type needed is not in the list contact the STELA helpdesk to have it added.

- VET in Schools should only be selected where the training is accredited and is being
counted towards a student’s senior secondary certificate known as SACE in SA.

- Predominant Delivery Mode is a mandatory field that identifies which delivery mode is the
largest or only component of delivery for each subject enrolment. STELA requires
Predominant Delivery Modes to align with at least one of the reported values under ‘Mode of
Delivery’. See the table below for guidance on selecting the correct Predominant Delivery
Mode.

Mode of Delivery selected in Predominant Delivery Mode for

STELA STELA (one of the following must be
chosen as the largest component of
delivery)

Internal only “Internal delivery”

External only
Workplace-based only

“External delivery”
“Workplace-based delivery”

Combination of internal and external

“Internal delivery” OR “External delivery”

Combination of internal and workplace-

“Internal delivery” OR “Workplace-based

based delivery”
Combination of external and workplace- “External delivery” OR “Workplace-based
based delivery”

Combination of all modes “External delivery” OR “Workplace-based
delivery” OR “Internal delivery”
“Not Applicable — Recognition of Prior

Learning/Credit Transfer”

Not applicable (RPL or credit transfer)

12. Once you have entered the required information for each subject click Next to go to the
‘Competency Details’ tab.

| i ion/ Course | G

Enrolment - Select Funding Type and Delivery Method

Student: Citizen, John
Course: CHC10108 Certificate Iin Work Preparation (Com munity services)
Trainee Apprentice ID: 54545

Traing Contract1o:[ ]

| Funding Type & Delivery Method | Competency Details

VET In
Schools?

Funding Type

Mode of Delivery Predominant Delivery Mode Study Reason

CHCORG21B : Act as aresource to | Domestic Full Fee Paying Student W [ Internal only v ‘Imemal deliver Vlk To gel a job

other senices B E v B

CHCCH20A : Acquire by - - ‘Imemal delivery Vl I:
purchase or ransfar ‘Dﬂmsst\c Full Fee Paying Student " Internal only h [} To gel a job
CHCPOL501A : Access evidence and| Domestic Full Fee Paying Student V" Internal only V‘ ‘Imemal deliver V|* O To get a job

apply in practice * * i *

| Cancel ‘

< Back [ Next = W
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13. Enter the approximate start and finish dates for each subject and select the relevant training
location. Where the subject is ‘VET in Schools’ enter the Students SACE ID and select the
School Location. Click Next when completed to the ‘Confirm Enrolment tab’.

| Qualification/ Course | Competencies | Funding Type & Delivery Method | Competency Details |

Enrolment - Competency Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice 1D: 54545

Training Contract ID:

Predominant Delivery Mode ( Shnnie Emeh, lhl:) Location ‘Confract Study Reason SACE ID School Location ‘

[z [ ravzzo esor
CHCORG21B: Actas a FFS:Dom estic Full Fee = 10/01/2018) E] 1410212018

. Aberfoyle Park High Schoc v
resource lo other serdces | Paying Student Intemal onby Intemal deinery Yes City Central hd Togetajob

CHCCH20A: Acquire om estic Full Fee 10/01/2018| 14i02/2018
[ TR =] ] City Central V- Togeta job

properties bypurchase or > Interal onty Infemal defvery No.

e Paying Student L I

CHCPOLS01A: Access FFS - Dom esticFull Fes 10/01/2018] 14102/2018|

s:lndenue and applyin Pang student Intemal only Intemal deivery No. ) ] City Central v Togeta job

Notes:

- Start and finish dates can be adjusted later when resulting the enrolment to reflect the
actual start and finish date of the training.

-If you the training location is not in the list, you will need to exit out of the enrolment and add
the location. See Step 1A - Training Locations

14. The ‘Confirm Enrolment’ tab allows you to review your enrolment for accuracy before saving.
If any details are incorrect use the Back button to make any necessary changes. Once
changes have been made click Next until you return to the ‘Confirm Enrolment’ tab.

| Qualification / Course | ies | Funding Type Details || Confirm Enrolment ‘

Template |
Course: CHC10108 Certificate Tin Work Preparation (Community services)

Review and Confimm the Enrolment details. To save this enroment as a template for other student enrolments, check "Save as Enrolment Template” and enter a Template Name. Click 'Finish” to finalise this Enrolment.

PredomirantDelivery Mode

CHCCH 620D : fcquire

FFS :Domestic Full Fee BanksiaPak
bpenesaypinamaor | 1FS Damestc merma any J— - s |smzooms | oryosmn e msaoraion
transer 2ving Studen School ‘
CHOORSE2ID Acasa | FFS DomesterulT :
TEDeos (@0 Eremaony [— o iz son0s ciycen ‘
CHoSoSIzC ctsx TS Dunescrres gy oy [— o iz o200 omosn \

Enrolment Template

< Back | | Finish | | cancel

15. You now have two options available for saving the enrolment:
A. Save the student enrolment only, OR
B. Save the student enrolment and create a template which can be used at a later stage
to enrol other student(s) undertaking a similar course offering.

To save the student enrolment ONLY select Finish to Save.

Quskificaon Courss | Compatancias | Funding Typs & Dalivary Nethed | Compstuncy Detata | Confrrs Earolment
Enrolment - Confirm Enrolment Detalks

Student: Cltizen, John

Course: CHC10108 Centificate Tin Work Preparation (Community services)
Trainee Apprentice ID: 54545

Training Contract ID:

Review and Confinm the Enrolment detalls. To save this enrolment as a template for other student enrolments, check "Save as Enrolment Template” and enter a Tempiate Name. Click Finish” to finalise this Enrolment.

T2user
pr— —— e sz | cycas Togstonn foerbe o

CHCORG21E Actas & FFS D omeskc Full Fee
ressurce to omeraeraces Pajng Student

€HECH DA  Acquire
F3 Do ull Fe
Sbn FFS :Domeske Full Fee

e w | e Shudemt Intermal soly Inkemal deliery He 0201 14022018 | CityCeniva Tagetajpb
ansur

CHCPOLSDIA - fesess FFS Demesbe Full Fee

e ant somme e racics posns awaent TS imteral oo ¥ intemal deivery He 1012018 140202018 | GityGemira Tageta s

Enrolment Template

Save this Envolment asa |
Tempiata?

Terrplate Name .

[<8ead | [Fon ] || Gonct
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To Save the enrolment AND create a new template select the tick box adjacent to ‘Save the
Enrolment as a Template’ and enter a name for the template. Click Finish to save both.

| Qualification/Course | Competencies | Funding Type & Delivery Method | Competency Details | Confirm Enrolment |

Enrolment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC 10108 Certificate I in Work Preparation (Com munity services)
Trainee Apprentice ID: 54545

Training Contract 1D:

Review and Confim the Enrolment details. To save this enroiment as a template for other student enrolments, check “Save as Enolment Template” and enter a Template Name. Click ‘Finish” to finalise this Enrolment.

Predominant Delivery Mode

123456F
CHCORG21B: Actas a FFS :Domesfic Full Fee

Poerbyle Park High

s |y ameste Intemal only Ilernal delivery Ves 10012018 | 14022018 | CityCentral Togetajob toerhy
e FFS :Domestic FullFee ; ; ;

propertes bypurchas g Intemal only Ilernal delivery No 10012018 | 141022018 | CityCentral Togetajob

Paying Student

tanser

CHCPOLSO1A: Access FFS :Domesic FullFee

ot ko) P S Intemal only Ilernal delivery No 10012018 | 14022018 | CityCentral Togetajob

e e
Saethis Envolment as a

Template?

Template Name: [CHC10108 Sem 2 -

=

16. Upon saving you will be returned to the ‘Student Enrolments’ tab which will list the enrolment

you just created for the chosen student as well as any other existing enrolments that existed
for them previously.

| Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript

Student Enrolments

Current and past Student Enrolments.
To view an Enrolment in detai or modify it, click on the Course name.
Click New Enroiment’ to start a new Enrolment, or 'Enrol using a Template' to enrol student in a pre-defined Enrolment Template.

Student: Dr Citizen, John

State Student ID: 968001

Course {click to view | modify Enrolment) Competency Code Competency Name Start Date Finish Date

CHC10108 - Certificate | in W ork Preparation (Community senices) CHCPOLS01A Access evidence and apply in practice 10012018 1410212018
CHCCH20A Acquire propeies by purchase or transfer 10012018 1410212018
CHCORG21B. Act as a resource to other services 10012018 1410212018

Results for this Enrolment

17. End of Process.

To Result the student enrolment, see Step 5 - Resulting.

To use the Template to create further enrolments see Step 4 — Student Enrolments.

Update/Delete Student Enrolment

Note: You cannot edit enrolment records where they have a outcome/result code and the finish
date is less than the current year. Contact the STELA helpdesk to update where required. Where
updates are required to subject results/outcomes, refer to Step 5 - Resulting.

1. Onthe STELA Menu Bar, under the heading Students / Enrolments click Students which will
open the Student Search screen.

Home

4 Students|

» Enrolment Templates
» Bulk Enrolment

* Bulk Resulting

» Reports
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2. Search for the Student you wish to edit/delete an enrolment for. For instructions on how to
search for a student refer to ‘Step 2A - Search for a Student’

3. Once you have found the Student click on the State Student ID to open the student record.

| student Detail

|| Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template ‘ Ac

Student Detail

View and Update Student Information.

State Student ID: 962007

Unique Student Identiﬂef:l:l*

Title:

Family Name: |Citizen

First Name: |.John

Other Name (s}:| ‘

Date of Birth: = 31o3narr
T —

4. Select the Student Enrolments tab which will list all enrolments for the student

Student Details | Other Student Detailé | Student Enrolments  New Enrolment | Enrol using a Template | demic T ipt | UAN and ¥S Outs for C i ion |
Current and past Student Enrolments.
To view an Enrolment in detail or medify it, click on the Course name.
@Iick "New Enrolment’ to start a new Enrolment, or 'Enrol using a Template' to enrol student in a pre-defined Enrolment Template.
Student: Dr Citizen, John
State Student ID: 962420
BSB40407 : Certificate IV in Small Business Management CHCPOL501A Access evidence and apply in practice /011201 1/01/2019
. BSBCCO201A Action custe contact 7072017 2
BSBCMN418A Address customer needs 10712017
71072017
- ngag 0712017
- BSBADMADTB Administer projects 70772017
BSBOHSEOTA . Advise on appication of safe desian principles to contral GHS i 70712017
BSBWHS609 Advise on the application of safe design principles to control WHS risks 10772017
.. BSBUNS04A £dvocate and present cases for members Zor2017
BSBB Agricultural Aviation Operations 072017
BSBMKGAGIA | T Analyse market data 70772017
BSBEUN409A ‘Appear before tribunals and represent members 072017
Appear in court 1072017
Co 10712017
Engag! 7072017
dan 10712017
den 70712017
N Loc work 1072017
NFSKCOMO1 Participate in highly familiar spoken exchanges 70772017
Results for this Enroiment
-
CHC10108 : Certificate | in Work Preparation (Community services) AUBS1016 010 B 3ER SW 17/07/2017 _31/07/2018
Resuits for this Enrolment
NON ; Mon Course NFSKOCMO02 Engage in basic spoken exchanges af work 410812017 410872017
NFSKLRGO2 Identify strategies to respond to basic workplace problems 4)08/2017 _ 4/08/2017
Results for this Enroiment

5. Click on the relevant course name to the left of the screen in which you want to edit/delete.
This will open the relevant course enrolment.

6. To delete the course enrolment go to Step 6a. To update the course enrolment go to step 7.

a. scroll to the bottom of the screen and select the Delete button.
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Quali ian/Course | Competencies | Funding Type & Dalivery Method | C Details | Confirm Enrolment L
Enrolment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Rlview and Confirm the Enrolment details. To save this enrolment as a template for other student enrolment

- Enrolment - Delete
Comeeer o e e =

AUBS1016 - 010 B 3ER FFS - Domestic Full Fee You have selected the following Enrolment to Delete.
=W Paying Student Internal only Internal delivery Mo

Student: Citizen, John
Course: CHC 10108 Certificate | in Work Preparation (Community services)
Enrolment Template

?:;%‘lgeﬁfnmlmém asa AUBS1016 010 B 3ER 5/W

Competencies: I})

Are you sure you want to Delete?

(Cancel] [ ves, Delete | [ No, Don't Delete

b. Click Yes, Delete to delete the record.

7. To update the enrolment, select the relevant tab at the top of the course enrolment.

Qualification/ Course J| Competencies H Funding Type & Delivery Method H Competency Details || Confirm Enrolment |

Enrelment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC10108 Certificate I in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Review and Confirm the Enrolment details. To save this enrolment as a template for other student enrolments, ck

Competency Funding Type Mode of Delivery s ﬁ

AUBS1016 - 010 B 3ER FF5 - Domestic Full Fee

Paying Student Internal only Internal delivery Mo 170

e Competencies — will let you add or delete subjects associated with the enrolment

e Funding Type & Delivery Method — will let you update the funding type, mode of delivery and
study reason

e Competency Details tab — will let you update the start date, finish date, location, contract ID,
SACE ID or school location

8. Once you have updated the enrolment, keep clicking the Next button at the bottom of the
page until you reach the Confirm Enrolment tab and click Finish to save your changes.

Qualification/Course | Competencies | Funding Type & Delivery Method | Competency Dehil;\ Confirm Enrolment.
Enrolment - Confirm Enrolment Details

Student: Citizen, John

Course: CHC10108 Certificate T in Work Preparation (Community services)
Trainee Apprentice ID:

Training Contract ID:

Review and Confirm the Enrolment details. To save this enrolment as a template for other student enrolme

Competency Funding Type Mode of Delivery P"""“""'“"‘ Delivery "Er :I:
'SU,W551°16 (010B 3ER E,Ean:gngmsgﬁ FullFee | ntemal onty Internal delivery No

Enrolment Template

Save this Enrolment as a In}
Template?
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STEP 5 - RESULTING
There are two methods you can use to result students who are enrolled within STELA:

Bulk Resulting is used to result multiple students and associated enrolments at one time. This
feature can only be used where the enrolment was created using the Bulk Enrolment function.

Individual Student Resulting is used to result an individual student and associated enrolments.

5A Bulk Resulting
Once a Bulk Enrolment has been created you can result students at any time and do not have to
wait until all students and associated enrolments have been completed.

1. On the STELA Menu Bar under the heading Students/Enrolments, select Bulk Resulting
which will open the Bulk Enrolment screen with a list of existing bulk enrolments created for
your organisation.

Students / Enrolments

b Students

P Enrciment Tem plates
P Bulk Enrolm ent

} Bulk Resulting

P Repors

Notes:

- Bulk enrolments will appear in the order of when the template they have been associated
with were created. The first template created will appear at the top of the list with the latest
one appearing at the end.

- A maximum of 15 templates are shown on each page.

- Where more than one bulk enrolment exists for a template use the Bulk Enrolment drop
down list to select the relevant Bulk Enrolment.

2. Select the relevant ‘Bulk Enrolment’ you wish to begin resulting

Bulk Enrolment based on a Template ( Group of Competency / Module )

Please select an existing Bulk Enrolment for resulfing.

Templates { Group of Competency / Module } Ik Existing Bulk Enrolments Hame:

Employability Skills Term 1 2012

Lifestye Course Term 12012
55 and Work Term 22012

Filness and Work

z| z [z]=

o o oo

SR H
<

3. Update the relevant details for each completed student enrolment listed in the bulk

enrolment which includes:

o OQutcome (refer to Resulting Codes, Descriptions and Guidance for Correct Use).
Note: Once an outcome has been recorded and the finish is less than the current year you
will be unable to make any changes to the enrolment once the record has been saved.
Contact the STELA helpdesk to update where required.

e Actual Hours (only required where subject is non-accredited training. Must be entered as
full hours and not half e.g. 2 and not 2.5)

e Start and finish dates (these should reflect the actual dates the student commenced and
finished training)
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L ———————— ]
Certificate | in Work Preparation (Community services) : CHC10108 - CHC10108

Update Results fora Student Enrolm ent
Mote that the Outcomes available for a Com petency are dependanton the Mode ofDelivery selecied during the Enrolm ent process.

Please enler parchm ent inform afion where you have issued a parchm ent Br a com plete and accredited qualification only.
Statem ent of Atlainmentinform ation should not be entered here

Date Program DOYMMIYYYY

Completed ]

DD/'V‘/’./’VYVV
Student Heroux, Melanie Student ID 968002 Parchment No l:l Issue Date

CHCCHB20D : Acquire properties bypurchase or transfer |Cred\l transfer | 04!014'201I| B | 03f02f2013| E
CHCORG6210 : Act as aresource to other senices [COmpaency achieved/pass vl 0 | 04!014'201| @ | 08"022018| @
CHESD512C - Actas a resource to workers |‘ v 0 [ owo1z01s] EB [ omoz201e] EE

Please enter parchm ent inform ation where you have issued a parchm ent ©or a com plete and accredited qualification only.
Statem ent of Aiminmentinform aticn should not be entered here.

Date Program DDYMM/YYYY

Completed =
iti DD/MMIYYYY
Student Citizen, John Student ID 968001 Parchment No : l:l Iszue Date @
Start Date ~
CHCCHB20D - Acquire properties bypurchase or tansier [Continung enrolment 0 [ osowz018] B [ oso22018] [
5 B s
CHCORGG21D : Act as a resource to other senices [W‘t”dra‘”’” v g [ 040172013 B |‘ o&/0212018| ]
CHCSD512C : Actas a resource to workers | M 0 [ owo1018] BB [ omoaz0s] B
B . .
Save [ Back ‘

4. Where the enrolment is for an accredited program and the Student has completed all
requirements of the program you can also enter:
e Date Program Completed
e Parchment Number and Issue date (only once parchment has been issued)

Notes:

Once completion details have been entered (Parchment Number and Issue date) you will
be unable to make any changes to these details once the record has been saved. Contact
the STELA helpdesk to update where required.

Date Program Completed and Parchment Number and Issue Date can only be
entered:

o for accredited training attached to an AQF qualification. Do not use this section to
record details relating to a Statement of Attainment.

e where the student has a valid USI

o for a student where all subject enrolments have been resulted with an outcome and
at least one outcome must have a pass mark (Competency Achieved, RPL, Credit
Transfer)

Date Program Completed can be entered at the time the student has completed the
requirements of the program. Parchment Number and Issue date can only be entered
once the parchment has been issued.
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Certificate | in Work Preparation (Community services) : CHC10108 - CHC10108

‘ Updsie Results for a Student Enrolment.

Motz thatthe Gut availsble for & the Mode of D during the

Pless = enter parchment information wher you have iss ued s parchment for s complete snd socedited quslification orly.
hera.

Dste Program __4!1!2013

Completed: B

Student Heroux, Melanie Student D 568002 Parchment No. [127TFHA2W lssueDate: W”Mg
i Outsome Actual Hours, Start Date FinishDate

CHCCHE20D : Amquirs propartiss by purchss & or frans far Credit transfer ~ il 04/01/2018 | [ER 08/02/2018| [l

CHCORGA21D : Actas ares ource fo other s ervices [Competancy achiewedipass ] ) [ oanuzos| R [ oso2i2018]

CHOSD12G : Aot es & res ource b workers [Competency achiewed/pass v @ [ osmvzis| B [ osrziz018] B8

5. Click on the Save button to save the results. If any completion rules are not met relevant
messaging will appear in red. These will need to be corrected before you can save the
changes. Once saved the following pop-up message will be displayed.

Aessage from webpage > i

| = Allthe enrolments updated successfully.

OK

6. End of process.

Update Bulk Resulting
To make any changes to an existing bulk enrolment follow steps 1 — 6 above.

Notes:

¢ You cannot make edits to any enrolment records where they have an outcome/result code
and the finish date is less than the current year. Contact the STELA helpdesk to update where
required.

e Once completion details have been entered (Parchment Number and Issue date) you will be
unable to make any changes to these details once the record has been saved. Contact the
STELA helpdesk to update where required.
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5B Individual Student Resulting

1. On the STELA Menu Bar under the heading Students/Enrolments, select Students which
will open the Student Search screen.

Students / Enrolments
- (¥ Students

F Enrolment Tem plates
P Bulk Enrolm ent

b Bulk Resulting

* Reports

2. Search for the student using the search option. Refer to Step 2 A — Search for a Student

3. Open the Student record by clicking on the State Student ID to the left of the Student Search
screen which will open the ‘Student Details’ tab for the selected student.

Student Search

|ciizen
(Type sither Stafte Student ID Aporentice Trainee ID, Crganization Studgent D, Sumame, First Name, Unigue Student ldentiier

Search Criteria:

[ search | CIearHCa‘loel‘

Add NewStudent

T |
| 968001 Dr Cifizen Jahn

4. Select the Student Enrolments tab to display all enrolments associated with the student.

Student Details | Other Student Detail; | Studant Enrol ts | New Enrol t | Enrcl using a Template |

Student Detail

View and Update Student Information.

State Student ID: 252001

Unique Student [dertifier: (345, 5y 570 -

Title: |Dr v

Family Name: [Gitizen

First Name: |John

Other Name (=) |

Date of Birth: 31/03/2004

*

T

Apprentice / Trainee ID: (54545

Organisation Student ID:
Motes:

Notes are apfional. Maximum 500 characters.

[sare] [oack | [ oot

47




5. For the program enrolment you wish to result, select the Results for this Enrolment option
located beneath the last subject for the enrolment. This will open the Enrolment Results
screen.

Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript

Student Enrolments

Current and past Student Enrolments.
To view an Enrolment in detail or modify it, click on the Course name.
Click 'New Enrolment' to start a new Enrolment, or 'Enrol using a Template' to enrol student in a pre-defined Enrolment Template.

Student: Dr Citizen, John

State Student ID: 968001

Course (click to view | modify Enrolment) Compelency Code Competency Name Start Date Finish Date

CHC10108 - Centificate | in W ork Preparation (Community senices) CHCPOL501A Access evidence and apply in practice 10/01/2018 14/02/2018
CHCCH20A Acquire properties by purchase or transfer 10/01/2018 1410212018
CHeeRCME Act as a resource to other senices 10/01/2018 1410212018

Results for this Enrolment

NON : Non Course CHCDSP002 Adhere to ethical standards in family dispute resolution 16/02/2018 16/02/2018
CHCAD1A Advocate for clients 16/02/2018 16/02/2018
Results for this Enrolment

6. Update the relevant details for each completed student enrolment listed in the enrolment
which includes:

e Outcome (refer to Resulting Codes, Descriptions and Guidance for Correct Use)
Note: Once an outcome has been recorded and the finish is less than the current
year you will be unable to make any changes to the enrolment once the record has
been saved. Contact the STELA helpdesk to update where required.

e Actual Hours (only required where subject is non-accredited training. Must be
entered as full hours and not half e.g. 2 and not 2.5)

o Start and finish dates (these should reflect the actual dates the student commenced
and finished training)

Enrolment Results

Update Resulls fora Sudent Enrelm ent,

Note that the Outcomes available or a C om petency are the Mode ofD during the Enrolm ent process.
Student: Dr Citizen, John

State StudentID: 963001

CHC10108 Certificate |in Work Preparafion (Community services)

Dat Program Completed: | DOMMYYYY B

Please enter parchment i lion where you have issued a parchm ent for a com plete and aceredited qualification only. Stalem ent of Attainm ent inform atien should not be entered here.

Issue Date: | DOMM/YYYY [

Competendes

Quicome Actual Hiours Start Date Finish Date
CHCPOL501A: Access evdence and applyin pracice [ Competency achievedpass v o 10i0112018| 5 14022018 | B2
CHCCH20A: Acquire properties by purchase ortransfer [witnarann v |[o 100172018 | B 14022013 | B
CHCORG21B : Actas a reseurce lo other senices Conlinuing enrolment v]- |[o 1000172018 | B 140202012 | B

Save | Cancel

7. Where the enrolment is for an accredited program and the Student has completed all
requirements of the program you can also enter:
e Date Program Completed
e Parchment Number and Issue date (only once parchment has been issued)

Notes:

Once completion details have been entered (Parchment Number and Issue date) you will
be unable to make any changes to these details once the record has been saved. Contact
the STELA helpdesk to update where required.

Date Program Completed and Parchment Number and Issue Date can only be entered:
o for accredited training attached to an AQF qualification. Do not use this section to
record details relating to a Statement of Attainment.
e where the student has a valid USI
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o for a student where all subject enrolments have been resulted with an outcome and
at least one outcome must have a pass mark (Competency Achieved, RPL, Credit
Transfer)

Date Program Completed can be entered at the time the student has completed the
requirements of the program. Parchment Number and Issue date can only be entered once
the parchment has been issued.

L ——————————— ]
Certificate | in Work Preparation (Community services) : CHC10108 - CHC10108.

Update Results fora Student Enrolm ent.

Hole that the Oulcomes available for a Com petency are dependanton the Mode ofDelivery seleced during e Enrolm ent process.

Please enter parchm ent inform ation where you have issued a parchm ent br a com plete and accredited qualification only.
Statem ent of Atainm ent inform ation should not be entered here

DateProgram | 04012018
B3

Completed:

toue Date 080272018
sue Date :
B

Student: Heroux, Melanie StudentiD : 968002 I'archmentNo : 1Z7TTFHA2W

A il Hours it Date Fi K
—_—
Credit transfer v . 04/01/2018 08022018 |

CHCCHG620D : Acquire properties bypurchase or transfer 5 0

Comp . vedlp m
CHCORGE21D : Act as a resource fo ofher senices ‘_c\ﬂ\,ete\m acheved/pass ~ 0 L 04/01/2018 | E3 L 0800212013 | [
CHCSDS12C : Actas a resource lo workers ‘Cnm‘jmm" acheved/pass A7 0 L 040172018 | &3 L 08022018 | [

Please enter parchm ent inform ation where you have issued a parchm ent br a com plete and accredited qualification only:
Statem ent of Atinm ent inform ation should not be entered here.

Date Program 160212018
Completed: [
16/02/2018

i

Student: Citizen, John StudentiD : 968001 ParchmentNo : 12121F Issue Date ©

Finish Date

16/022018 | B
160212018 | [

Actual Hours

CHCDSP002 : Adhere to ethical slandards in fam ilydispute Competency achieved/pass v 0 16/02/2018 | EH
resolufion B h
Competency achieved/pass v 0 16/02/2018 | BH

CHCAD1A: Advocale for dients

8. Click on the Save button to save the results. If any completion rules are not met relevant
messaging will appear in red. These will need to be corrected before you can save the
changes. Once saved the following pop-up message will be displayed.

Message from webpage >

|  Allthe enrolments updated successfully.

OK

9. End of process.
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Update Individual Student Resulting

To make any changes to results for an individual student enrolment follow steps 1 — 9 above.
Notes:

e You cannot make edits to any enrolment records where they have an outcome/result
code and the finish date is less than the current year. Contact the STELA helpdesk to
update where required.

e Once completion details have been entered (Parchment Number and Issue date) you
will be unable to make any changes to these details once the record has been saved.
Contact the STELA helpdesk to update where required.
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Resulting Codes, Descriptions and Guidance for Correct Use

Notes: All result codes can be used for accredited training (where relevant). Non-Accredited training can only be reported with outcomes highlighted in grey.

AVETMISS
Codes

20

Outcome Name

Competency achieved/pass

Available to use where
Predominant Delivery
mode in STELA is

Internal, External or Workplace

Business Rules (when to use)

To be used for accredited training where a student has been assessed and satisfied all of the
requirements in a unit or module.

30

Competency not achieved/fail

Internal, External or Workplace

To be used for accredited training where a student has attempted all of the requirements for
assessment and has been deemed not yet competent or as not satisfying one or more of the
requirements for the unit or module.

40

Withdrawn

Internal, External or Workplace

To be used when a student has engaged in learning activity in a unit or module but has either
formally withdrawn, has stopped attending class or does not attempt all assessments for the
unit or module.

41

Incomplete due to RTO closure

Internal, External or Workplace
or Not Applicable

To be used when the training organisation ceases operations while training activity is still in
progress and a final result for the training activity is not available.

51

RPL - Granted

Not Applicable

To be used when a student has undergone a Recognition of Prior Learning (RPL) process and
has been granted RPL.

RPL is an assessment process that assesses the competency of an individual that may have
been acquired through formal, non-formal (such as previously unrecognised skills and
knowledge), or informal learning.

This outcome should also be used for Recognition of Current Competencies (RCC). RCC
applies if a client has successfully completed the requirements for a subject previously and is
now required to be reassessed to ensure that the competence is being maintained.

52

RPL - not Granted

Not Applicable

To be used when the student has undergone an RPL assessment process and RPL is not
granted.

60

Credit Transfer

Not Applicable

To be used where a student has successfully completed training in a subject and credit or
mutual recognition is to be granted. This is an administrative process and requires no formal
enrolment or training or assessment of the students’ knowledge.

61

Superseded Subject

Internal, External or Workplace

To be used when a student has enrolled into and commenced training in a unit or module which
is superseded by another, part way through. The final outcome for the student should appear
against the replacement unit or module.
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AVETMISS
Codes

70

Outcome Name

Continuing Enrolment

Available to use where
Predominant Delivery
mode in STELA is

Internal, External, Workplace
or Not Applicable

Business Rules (when to use)

To be used when a student has commenced training in a module or unit but will not receive a
final outcome before the end of the Collection year and will continue study in the following year.

70 - AP

Academic Pass

Internal, External or Workplace

To be used only when a government funded student has completed the off-job component in an
approved* AP accredited subject. Once the on-job component has been assessed the
outcome should be updated to a 20 — Competency Achieved/Pass, 30 Competency Not
Achieved/Fail or 40 Withdrawn (where student fails to complete work placement).

* refer to approved list of subjects - http://skills.sa.gov.au/for-training-providers/workready-
subsidies/subsidised-training-list/subsidy-payments#70AP

81

Non-Assessed enrolment -
satisfactorily completed

Internal, External or Workplace

To be used when a student has completed the program of study in a way that satisfies the
requirements of the training organisation. Not to be used against accredited subjects which are
government funded.

NOTE: Non-assessable activity is reported when training activity in a program is designed so
that the client is not required to undertake an assessment or the client has elected by
agreement with the training organisation at enrolment not to be assessed.

82

Non-Assessed enrolment -
withdrawn or not satisfactorily
completed

Internal, External or Workplace

To be used when a student has not completed the program of study in a way that satisfies the
requirements of the training organisation or the client has withdrawn after engaging in the
program’s activities. Not to be used against accredited units or modules which are Government
funded.

85

Not Started

Internal, External or Workplace
or Not Applicable

To be used where a student has enrolled in a subject, but has not yet commenced activity.
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Section 3 - SUBMISSION PROGRESS REPORTS

The Submission Progress page in STELA allows training organisations to monitor the progress of
their reported AVETMISS data (for the chosen collection year) to ensure their data complies with
both state and national reporting requirements. Where potential discrepancies are identified with
your data these will be listed on this page for you to review and action as necessary.

Discrepancies can include:

o Duplicate Students
Duplicate Subject Enrolments
Parchment Discrepancies
Missing Details
USI discrepancies

In addition to the above discrepancies you will also be able to identify and monitor any enrolments
you have reported for the collection year that are:

e Un-resulted
e Continuing
¢ Resulted as Academic Pass

1. To view your Submission Progress page, under the heading AVETMISS Submission select
Submission Progress.

AVETMIS S5 Submizsion

¥ Submission Progress

b Additional C om monwe alth
Requirements

Submission Progress Page Explained

AVETMISS Submission Progress
This screen allows you to monitorthe progress of your organisation's AVETMISS data subm ission throughout the Collection year

Reparts highlighted in RED are potential errors againstthe AVE TMISS standard and can impact on payments unil cormected

Reports highlighted in are designed to assistyou i monitor yourdata quality against the AVE TMISS standard throughoutthe colecton year

Each reportshould be reviewed and acled on as necessary. For'End of Year reporfing ALL reporis need fo shov. 2 setthe reports 'C om plele’ where you can confirm the discrepancyis permissible under the standards

. . Status of AVETMISS data
Formore inbrm ation regaming this process please contactthe Stela Helpdesk on: 08 8226 3050 submission to date. Must
be complete for end of Reports highlighted in red are
AVETMISS Submission Progress 2018 year reporting. potential errors with your data
- and should be actioned ASAP
Click on report AVETMISS Requirements

and may impact payments.

name to open. Overall AVETMISS Submission Completion Status Partial * .
. Data Entered into Stela Partil o .
N\ Complete Reports highlighted in yellow

Duplicate Students Report Partial (13) M=CE) = (R ment 2ree)
actioned as necessary.
Unique Student Idertifier Report Partial
Complete )
ol Studies Report / - r‘p‘ 3 In this example 2
g 10 e
ontinuing Studies Rey / artial L G

/ Complete enrollments have

..... s O been

Status of reports. Where 'Complete’ no
action is required. Where status is
'Partial' potential discrepancies have
been identifed

—_———

2. Where any data discrepancies or un-resulted, continuing or academic pass enrolments are

identified, the number of affected records will appear on screen. To view the report, click on
the report name.

Reports highlighted in Red are potential errors with data in your submission and should be

fixed as soon as possible. Where your organisation receives public funding these errors have
the potential to affect payments until resolved.




4. Reports highlighted in

require fixing by the end of the annual collection period.

Notes:

Refer to the table below for a description of each report and an explanation of the action you

need to take.

Remember that where you have applied a final outcome to an enrolment you will be unable to
make any changes to the enrolment. Contact the STELA helpdesk for assistance.

For end of year reporting all discrepancies must be resolved and the Overall AVETMISS
Submission Completion Status for your organisation must show as ‘Complete’ for your data

submission to be considered final.

In some cases, discrepancies that appear on the submission progress page are
permissible under the AVETMIS Standard and do not require your organisation to take any

further action. Where this is the case contact the STELA Helpdesk and the report can be
overwritten where valid reasons are provided.

Submission Progress Descriptions and Actions to be taken:

Report name and description

Action/Notes

Duplicate Enrolments - Identifies where the same
Subject and Program has been reported multiple
times for the same student in the current and
previous collection years.

Please delete any genuine duplicates from
STELA.

Duplicate enrolments are permitted where
industry requires regular refresher training to
maintain competence. Where this is the case
the enrolment should be reported as a subject
only enrolment.

This report will never show as ‘Complete’
where possible duplicate enrolments have
been identified. The STELA help desk will mark
this report as 'Complete’ at the end of the
year where you can verify the enrolments are
not duplicates.

Duplicate Students - Identifies where the same
student has been reported in STELA with a
different Student ID.

Contact the STELA helpdesk to have these
records merged in STELA.

Continuing Studies - Identifies enrolments
reported with an outcome of Continuing
Enrolments. It does not include those reported
with outcomes of Academic Pass (See the
Academic Pass report).

Where the End Date has passed, enrolments
will show in red. Review the report
periodically and where relevant, provide a
final outcome for any completed enrolments.

For end of year reporting where training is
continuing update the finish date in STELA into
the next collection year.

Note: This report will never show as
‘Complete’ where you have reported
Continuing Enrolments. The STELA help desk
will mark this report as 'Complete' at the end
of the year where the finish date for all
enrolments is in the following collection year."

Academic Pass Enrolments - |dentifies enrolments
reported with an outcome of 70 -Academic Pass. It

Where the Finish Date has passed, enrolments
will show in red. Review the report

are possible data discrepancies in your submission and may
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Report name and description

Action/Notes

does not include those reported with outcomes of
70 - Continuing Enrolment (See the Continuing
Enrolment report).

periodically and where relevant provide a final
outcome for any completed enrolments.

For end of year reporting where training is
continuing update the finish date in STELA into
the next collection year.

Note: This report will never show as
‘Complete’ where you have reported
Academic Pass Enrolments. The STELA help
desk will mark this report as 'complete' at the
end of the year where the finish date for all
enrolments is in the following collection year."

Not Specified Details - Identifies student
demographic information that is missing or
reported as ‘not specified’.

This data is required by NCVER, State and
Commonwealth departments for national
reporting and decision making.

‘Not specified’ values can only be provided where

a student has NOT given this information at time of
enrolment.

Please review the Information to ensure the
details you have reported matches the
information provided by the student on their
enrolment form and update where necessary.

Amend the identified records in STELA.

Note: This report will never show as
‘Complete’ where you have reported ‘Not
specified’ values. The STELA help desk will
mark this report as complete at the end of the
year where you can confirm the student never
reported these values at time of enrolment.

Unique Student Identifier - Identifies where the
same student has been reported in STELA across
multiple training organisations and there is a
discrepancy between the USI, First name, Last
Name or Date of Birth

Verify the student against the USI registry to
ensure the Student Details match.

Amend the identified records in STELA.

Please note that if you have verified this
information is correct, the student will
continue to appear on the report until the
training organisation who has reported the
incorrect details resolves the discrepancy in
their SMS. This is due to STELA not knowing
which organisation has reported the correct
details.

55




Section 4- REPORTS

The reports section allows users to generate a range of reports relating to training activity
reported for an organisation within a specified time period.

To view available reports in STELA, under the heading Students / Enrolments click on Reports
to open the reports window.

Students | Enrolments

b Students

P Enrolment Tem plates
b Bulk Enrolm ent

b Bulk Resulting

P Reports

Reports
== |mportant Information ==

The ©llowing reports are for the enrclments done through STELA eitherbydata entry or NAT fle upload.
Al reports openin a pop-up window. Ifa newwindowdoes not appear, it is possible that a pop-up blocker is preventing the wind owfrom cpening.
Hways allowing pop-ups from the stela deest.sa.govau website will stop this frem occuring.

# Enrolment Reporis - To generate enrolm ent eports based on Contacts, Funding Types, Funding Types & DeliveryLocations, Program & & Subjects and Bulk Enrolm ent.
o Enrolment Summ ary Report -To generate a report about enrolment summary.

» Enrolm ent Statisfics To generate a reportabout numbertype ofstudents enrolled in various units ofcompetencyin a reporing period.

» Program Com plefion Report -To generate a report of program com pletion in STELA.

» Student Details Report - Togenerate a reportofstudent details in STE LA who have enrclments within the specified period.

Note: STELA reports will appear in a new window. Depending on your security settings for your
internet browser it may be set to block pop-ups from automatically showing on your screen. If the
reports window fails to appear, it is most likely being blocked by your browser. We recommend
that you adjust your browser to allow pop-ups or add stela.statedevelopment.sa.gov.au as a
trusted website. You may need to seek assistance from your ICT department.

Enrolment Reports

Provides a detailed summary of student enrolments including names, subjects, start and end
dates, outcomes, scheduled hours and parchment based on:

e Contract

e Funding Type

e Funding Type and Location

e Program (Course/Qualification)
e Bulk Enrolment Name

e Funding Type and Outcome

1. To run the report, click on Enrolment Reports from the reports window where you will need
to select the report type:
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[T

Funding Types, Funding Types and Delivery Locations, Contracts, Programs and Subjects & Bulk Enrolment.

Enrolment Report By:
Funding Ty pe
Funding Ty pe and Location
Program

Bulk Enrolment Name:
Funding Ty pe and Qutcome

2. Select the relevant report option from the drop-down list. Depending on the report option
chosen you may be asked to specify a date range.

I ——
Enrdiments Reports.

I Funding Types, Funding Types and Delivery Locations, Contracts, Programs and Subjects & Bulk Enrolment.

Entolment Reportt By: | Funding Ty pe and Outcome v

Entera date range then click the report type you wish fo run

s —
p—

Run Report Back

3. Click Run Report will open a new window. Depending on the report type selected in step 2
you will need select the required Contract No, Funding Type, Funding Type and Location,
Program, Bulk Enrolment Name or Funding Type and Outcome that you wish to run the
report by.

E.g. where report option ‘Funding Type’ was chosen you will need to select the funding type
you wish to report against.

Funding Type [EEloa TR I View Repart
DPE - Productivity General Existing Worker

FFS - Domestic Full Fes Paying Studant

OCF - Other Commenwealth Funding

RER - Regions Barossa

RNF - Regions Northern Futures

544 - SKILLS FOR ALL

SWQ - Skills in the Waorkplace - Qualifications
SWS - skills in the Workplace - Skill Sets
TES - Training Guarantee for SACE Students
USC - User Choice

VIS - VET in Schoal

WRG - WorkReady - General

4. Select the required option from the drop-down list, then click View Report to the right of
screen.

5. Once the report has run the report results will appear within the report window.

Screenshot below is an example of report: Enrolment Report by Funding Type.
Note: Where fields appear in blue click on the link to drill down to a lower level.

= Enrolment Report by Funding Type - Intemnet Explorer

Funding Type |WRG - WorkReady - General v|

[§ lDFl kool ¢ ‘mu% V‘ | ‘Fmd\l‘lact - 3 &

Government of South Australla

l(;“—l T| -?,] [ )Z_\‘ Enrolment Reportby Funding type @ et rentof s Coatlrrmar

Period: 01/01/2015 - 01/01/2017

Selection of enrolments in the re)
From " by epecific state fund type.

iz bazed on subjects with & Stert Date before the Date To'or 5 Finizh Date sfter the Date
wolm ente resulted se Not Started are exciuded.

Fleaze ciick on the Program to view list of enrolied students

Fund Source WRG- WorkReady - General

ContractNo | Program Program Name Students | Subjects | Parch | Actual | Nominal
Code Issued | Hours | Hours
WRG
CRC30111 Gartificate Il in 4 30 0 830 280
Bricklsy ing/Blocklsying
CRC30211 Gartificate Il in Garpentry 44 414 0 5728 11.560
CRC30811 Cartificate Il in Painting and 12 a3 0 1,888 2634
Decorsting
CRC32413 Cartificate Il in Flumbing a1 454 0 5,234 7.851
MBM30205 Gartifieate Il in Engineering - 10 138 0 3.0 4,180/
Wechsnical Trade
MEM30305 Cartificate Il in Enaineering - 11 128 0 1.820 2020
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Screenshot below demonstrates how the report can be drilled down further to display detailed
information on CPC30111 Certificate Il in Bricklaying/Blocklaying.

Date From [vo1/z015 | DateTa [1/01/2017 |E

Salect Program |CPC3EI 111 - Certificate III in Elrll i

M 41 Jofz b M & [1o00% v [Find |nse B - 3 &

1! - Government of South Australla
Q —I _‘] :.;j-l ,Z_\‘ Enrolment Report by Program

Period: 01/01/2015 - 01/01/2017
by Students

Selection of enrciments in the report iz based on subjects with a Siart Date before the Date To' or aFinish Date after the Date From* by specific
program _ Enroim entz rezulted 52 not efarted sre excluded

epart-nert of State Deve opneent

Flesse click on the Student Nam e to view subject snroim entz defails in the separate report or ciick on the pius sign near the Student ID o expand
subject enrolments on the zam e page.

Program CPC30111 - Certificate 11 in Brickiaying/Blockiaying 960
Fund Source  WRG - WorkReady - Geners!

Contract No WRG Show subject m enu
StudentlD Student Name Org Student ID| Trainee ID | Subjects | Actual |Nominal |Issue |Parchment |issue
Hours | hours | Flag |No Date
B 755151 32986 623997 6 232 232
[ 817109 35628 646504 3 242 242
[ 883026 37737 641737 4 76 76
B 901540 34983 633802 11 330 330
Contract No WRG 4| 4 30 880 880 1}
Fund Source |WRG- WorkReady - 4| 4 30 880 880 1}
General
[Total |cPecantii 4 4] a0 [ s [ mo [ o |

Notes:

To print the report, click on the printer icon from the reports window.

To export the report and save in a different format, click the disc icon and select the required
format.

Diate From |L"DL"2DL5 | j Date To |[1/01/2017 | j

Selact Program |CPC30111 - Certificate 111 in Bri| ¥|

Export

4 4 [t Jofz b b @ |1o0% v |Find | neet (B - 3 S
| XML file with report data |a

1 - IR P
Q -I '\.‘I :';':'I ,Z_\\ Enrolment Report by Program ‘g,, CSV (comma delimited) [t

P E

PDF
Perod: 01/01/2015 - 01/01/2017 MHTML (veb archive)
Exxrel
by Students

TIFF file

Selection of enrolmentz in the report iz based on subjectz with 8 Sisrt Date before the Date To'or 5 Finizh

program . Enrolm ente resulfed 52 not etarted are excluded. Word

Fisgee click on the Student Nam e fo view subject enrolm enfz detaiz in the sepsrafe report or click on the plus =ign nesr the Sfudent /D fo expand
subject enroiments on the same psge.
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Enrolment Summary

Provides a high-level summary of the number of students, subject enrolments, hours and parchments by
fund type for the chosen time period.

1. Torun the report, click on Enrolment Summary Report from the reports window where you
will need to specify a date range.

(2 Enrolment Summary Report - Internet Explorer

Date From (01/01/2015 | j Date To (01/01/2017 |:m I View Report I

2. Once the From and To dates have been entered, click View Report to the right of screen.
3. Once the report has run the report results will appear within the report window.

Screenshot below is an example of the Enrolment Summary Report.
Note: Click on the plus icon that appear to the left of the report to drill down to a lower level.

Date From [1/01/2015 | Date To [1/01/2017 | G

M 4 [z _Jofr b b & [100% M |Find |net - @ &

Gavernment of South Australia

S'l‘ :’L,Z%_ Enrclment Summary Report @m

Period: 01/01/2015 - 01/01/2017

Belection of enrolments in the report iz based on subjectz with Stant Date before Date To' or 5 Finish Date sfter the Date From '
Enroimentz sre grouped by Stafe und zources snd Program. Enrolmentz resulied sz Nof Sisrted sre excluded.

Flesze click on the Program fo view lizt of enrolled =fudente under zpecific Progrsm. Click on the Confract No fo get sil program =
enrolmentz sezocisled with this contract.

Fund Contract No Program Program Mame Students | Subjects Parch Actual Nominal

Source Code Issued Hours Hours
[ OPE - Productivity General Ex isting Waorker 1 2 1 40 6{?‘
[ FFS - Domes tic Full Fes Paying Student 2,181 13322 424 385,670 484,364
[ OCF - Other Commonw eath Funding 5 84 5 1,370 1810
RER - Regions Barossa 1 1 0 Y] 40
RMF - Regions Northern Futures 18 a5 1] 280 310
S4A - SHILLSFORALL 1,580 18517 5a82 482,141 835,103
SWQ - Skills inthe Workplace - Qualifications a8 14 o 540 5680
[ 5WS- Skills inthe Workplace - Skil Sats ] 20 o 380 800
[ TGS - Training Guarantee for SACE Students 4 a5 1] T88 o84
[ USGC - User Choice 2 2 o 568 58
VIS - VET in School ey | 2,001 28 50,517 50,780
WRG - WorkReady - General 218 1778 1 32,605 49,433
Total I | | Reconciled | a,assl 3&,739' 1,061 | 9?5,4117‘ 1,213,099

4. To view the detailed information for each fund source, select the disc icon and export the
report to excel.

Date From [1/01/2016 | Date To |31/05/2017 |

i lnfl. i ¢ [1o0% v |Find [nest (B -] @ &

XML file with report data

NNy
|(D_, —I._ J-]._’Z_\_\_ Enrolment Summary Repnrt @ CSVY [comma delimited)

PDF
Period: 01/01/2016 - 31/05/2017
MHTML (web archive)

| Exral
Selection of enrolmentz in the repaort iz bszed on subjectz with Start Date before Date To'or 5 Finish Date
Enrolmentz sre grouped by State fund =ources snd Program. Enrolments rezuifed se Nof Sierted sre exclud TIFF file
Fesze click on the Program fo view list of enrofled studente under 2 pecific Program. Click on the Contract Word

arr~lmant zoomniziod with thio ~ambroad
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5. To view detailed information relating to a specific fund source click on the + button to the left of the

line.
A B c D E F H | J M
[ ™, Government of South Australia
. (_;']_TI _:_,Z;\‘_ Enrolment Summary Report @
3 Period: 01/01/2016 - 31/05/2017

Please click on the Program to view list of enrolled students under specific Program. Click on the Contract No to get all programs
7  enrolments associaled with this contract.

Fund Contract No Program | Program Name Students | Subjects Parch ‘ Actual Nominal

8 Source Code Issued | Hours Hours
g | FFS - Domestic Full Fee Paying Student 1,267 4783 94 152,878 174,546
5] [S4A-SKILLS FOR ALL 785 4,380 141 151,781 158 791
75 | SWQ - Skills in the Workplace - Qualifications. 1 5 ) 200 200
77 |TGS - Training Guarantee for SACE Students. 4 35 ) 768 954
79 |VIS - VET in School 160 841 10 20,470 21,566
89 |WRG - WorkReady - General 217 1616 1 31,148 45,082
105 Total | | | Recon cwled| 2.335‘ 1 4-&0| 243‘ 357.245| 402,159

107

Screenshot below demonstrates fund source VIS = VET in School in more detail after selecting the +
button.

B C D E F H I i)
NI T [Ty Sovemment of south Australia
. 5 ]_ ll ,A Enrolment Summary Report &’/ Dep "
3 Period: 01/01/2016 - 31/05/2017
=]
6
Please click on the Program to view list of enrolled students under specific Program. Click on the Contract No to get all programs
7 |enrolments associaled with this contract.
Fund Contract No | Program Program Name Students | Subjects | Parch | Actual | Nominal
3 Source Code Issued Hours Hours
EI g |FFS - Domestic Full Fee Paying Student 1,267 4783 94 152,878 174,548
E| 51 |54A - SKILLS FOR ALL 785 4,380 141 151,781 158,791
E| 75 |SWQ - Skil in the Workplace - Qualifications 1 5 o 200 200
E| 77 | TGS - Training Guarantee for SACE Students. 4 35 o 768 954
?_| 79 | VIS - VET in School 180 841 10 20,470 21,588
20 BSB30115 Certificate lllin Business 85 267 o 10,985 1,075
a1 CPC10111 Certificate | in Construction 18 83 o 2,054 2,060
22 CPC20112 Certificate Il in Construction 5 64 2 896 1,976
83 MEM20105 Certificate Il in Engineering 4 9 o 150 150
WMENM30305 Certificate lllin Engineering - 1 1 o 20 20
B84 Fabrication Trade
25 MSF20313 Certificate Il in Furniture Making [ pal i} 590 590
26 SIR10112 Certificate | in Retail Services 18 85 ] 2,510 2,510
87 SIRZ0212 Certificate Il in Retail Services 30 99 o 2,865 2,665
UEEZ2011 Certificate Il in Electrotechnology 4 12 o 400 320
(Career Start)
28
:| 29 |WRG - WorkReady - General 27 1,616 hi 31,148 45,092
105/ Total | | | Reconciled| 2,335‘ 11,m| 243‘ 357,245| 402,159

To view details for all fund sources, click on button 2 located top left of the worksheet.

=) A B c D E F H 1 ) M
Governmant of South Australia
Enrolment Summary Report i "
1
3 Period: 01/01/2016 - 31/05/2017
2
6

Please click on the Program to view list of enrolled students under specific Program. Click on the Contract No to get all programs
7 |enrolments sssocialed with this contract.

Fund Contract No Program Program Name Students | Subjects | Parch Actual Nominal
8 Source Code Issued Hours Hours
E g |FFS - Domestic Full Fee Paying Student 1,267 4733 94 152,878 174548

10 FFS BSB30112 Certificate lllin Business s 15 1 620 820
11 FFS BSB30115 Certificate llin Business 59 308 o 11,305 11575

FFS BSB30412 Certificate lllin Business 3 13 s 720 720
12 Administration

FFS BSB30415 Certificate lllin Business 63 287 17 10,780 11,145
13 Administration

FFS BSB40812 Certificate IV in Frontline 2 5 1 250 250
14 WManagement

FFS BSB41412 Certificate IV in Work Health and s 18 1 396 651
15 Safety

1
1
bl
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Program Completion Report

Provides a list of program completions including parchment details for students by program within a
specified date range.

1. Torun the report, click on Program Completion Report from the reports window where you
will need to specify a date range.

|
Program Completion Report.

Entera date range then click the Run Report button to view.

From: 5401/2015 B
Te: 3905/2017 E

| RunRepot | | Back |

2. Once the From and To dates have been entered, click Run Report

3. Once the report has run the report results will appear within the report window.

4 [t__ofzs b bi & [1o0% v | [Find | nest b~ @ &
ql—l ‘-I 7] - [\ Program Completion Report
»
[ e T Period: 01/01/2015 - 31/05/2017

Frogram can pistion in this report displeyed besed an the issue date within the period or when Qual lssus Flsg = N’ on Year Com pisted ssisction.

Government of South Australia

Ceparbrrenl ol slale Developiment

| LOEDesc Student ID | Organisation Student Name Program Program Name Gual | ParchmentMo | Issue Date | Year
Student ID Code Issued Completed
B5B20112 | Certfficate Ilin Business 2
Certificate I 200122 3ag02 BSB20112  Certificate Il in Business ¥ 26212 14072015 2015
Ceriicste I 200181 34803 BSB20112  Certificate Il in Business ¥ 25035 25/08/2015 2018
BSB20115 | Certificate llin Business | 7 |
Certificate I 231837 38455 BSB20115  Certificate Il in Business ¥ 28215 280082015 2015
GCediicate I s31a5a 38458 BSB20115  Cestificate Il in Business ¥ 26073 02072015 2015
Cerificste I a7y 38453 BSB20115  Certificate Il in Business ¥ 26072 281082015 2015
Certificate I 231750 Ba54 BSB20115  Certificate Il in Business ¥ 28120 100072015 2015
Certificate I 231750 w457 BSB20115  Certificate Il in Business ¥ 28071 280082015 2015
Notes:

To print the report, click on the printer icon from the reports window. @

To export the report and save in a different format, click the disc icon and select the required
format.

4 [r Jofzs b M & [100% v | |Find | next  |Bb-| @ &

~NITNT T - Program Completion R XML file with report data Government of South Australi
'&' —| -I '{f-l p Z_\‘ CSV (comma delimited) Depar lreen L al Slale Developrmer
_t = s f 2 Period: 01/01/2015 - 31/05/ POF
Frogram com pletion in thiz report dizplayed bazed on the izsue dafe within the period or when Qusl lzzue Fis MHTML (web archive)
LOEDesc Student 1D Organisation Student Name Program Excel al Parchm ent No Issue Date Year
Student 1D Code TIFF file ed Complete
BSB20112 Certfic% Word
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Section 5 - Record Upfront Assessment of Need (UAN) and Pathway
Outcomes

NOTE: The requirement to record UAN and student pathway outcomes in STELA only applies
to Community Education Providers who are in receipt of funding for Foundation Skills
Projects. Whilst RTOs are required to also undertake a UAN process, they are not required to
record the results in STELA.

As per the Foundation Skills Guidelines training providers must undertake a UAN process prior to
each participant commencing training to ensure students get the support they need to
successfully complete their subsidised training. This process must be undertaken for each
financial year a student participates in subsidised training.

Providers must record the date the student undertook the UAN at the time of creating the student
enrolment in STELA. Refer to Section 2 STUDENTS AND ENROLMENTS IN STELA for
information on creating Students and Enrolments.

At the conclusion of training, providers are also expected to report relevant pathway outcomes for
each participant in STELA.

Instructions on how to record/view/edit UAN and student pathway outcomes in STELA can be
found below.

Record UAN details for a Student

Search for a Student
1. Onthe STELA Menu Bar under the heading Students / Enrolments, click Students to
open the Student Search screen.

Home

Students /Enrolments \ |
 Students

} Enrolment Templates

¥ Bulk Enrolment

» Bulk Resulting

} Reports

Student Search

Search Criteria:
(Type either State Student /D, Apprentice Trainee (D, Organizafion Student ID, Sumame, Firsf Name, Unigue Student ldentifier)

| Search | | Clear | | Cancel |

Add New Student

2. Enter one of the following search criteria into the search field:
e State Student ID
e Surname
e First Name

62



https://providers.skills.sa.gov.au/DMX?Command=Core_Download&EntryId=1031

Student Search

|clizen |
(Type sither State Student ID, Apprentice Trainee ID, Crgsnization Student D, Sumame, First Name, Unigue Student ldentifier)

Search Criteria:

| Search | Clearl | Cancel |

3. Click Search to execute search. If any students are found matching your search criteria they
will appear in the results screen.

4. Select the student from search results by clicking State Student ID. This will open the
Student Details screen.

| B3wduak Calaily | Gihar Stedeal Galads | Elduab Darsimants  Hew lacsimant  Larsl ssng o Teeplats
| e

View and Update Student Information

Rafa Shsdet O
I Aukird Kerl b
Ths |8 W
Surate Ol

Fiist b | Jons

O KT (5]
T
Dt of B LT
Oandar N ake L

Apranbsy | Toyres 0
Crprins ion Shudent D
.t ]

Birkars arw ophores Mim e WO rhmasry

| e Back | Dedde

5. Click on the UAN and Pathways Outcome for Community Education tab. This will open
the following screen:

Student Details | Other Student Details | Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript | UAN and Pathways Outcome for Community Education |
Upfront Assessment of Need and Pathway Outcomes

This information below is only to be completed by Community Education Providers who are in receipt of funding for Foundation Skills Projects.

Each financial year a student is participating in a foundation skills project, training providers must undertake an Upfront Assessment of Need (UAN) and record the date of the assessment below.
At the conclusion of training, providers are also expected to report pathway outcomes for each participant (where applicable). These outcomes can be recorded below.

You can provide a record for each student each Financial Year.

Financial Year: [ ~|

6. Select the relevant financial year from the drop-down list which will allow you to enter UAN
details for the chosen financial year.
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Student Details | Other Student Details = Student Enrolments | New Enrolment | Enrol using a Template | Academic Transcript UAN and Pathways Outcome for C ity Education |

This information below is only to be completed by Community Education Providers who are in receipt of funding for Foundation Skills Projects.
Each financial year a student is participating in a foundation skills project, training providers must undertake an Upfront Assessment of Meed (UAN) and record the date of the assessment belo
At the conclusion of training, providers are also expected to report pathway outcomes for each participant (where applicable). These outcomes can be recorded below.

You can provide a record for each student each Financial Year.

Financial Year. [2021/22 - 1 Jul 2021 o0 30 Jun 2022 v |

Upfront Assessment of Need
Contract ID [ JegAcFsnizs

Has the student i
undertaken an UAN UAN Date L

process:

DObsewed measured improvement in participant foundation skills
[ Transition from a Level 1 to a Level 2 Project
VWhat pathway outcome [ Enrolled in a VET course
has the student [ Supported a VET course completion
ﬁfgﬂ?‘ig&gmﬁ?ﬂ";‘e 0F ) Commenced employment or seli-employment
9 [ Enrolment in & Skilling South Australia project. Job Trainer funded VET course, or transition to a project in another TPF siream
[J Enrolment in higher education
[*) No outcome achieved

7. Enter the following details:

8

o Contract ID (as per attachment 4, Item 16 of your Funded Activities Agreement -
begins with TAFSN followed by 5 numbers e.g. TAFSN01234)

o Select the tick box to indicate a UAN has been undertaken

o Date in which the UAN for the student was undertaken

. Click Save to complete the process.

Record Pathway Outcomes for a Student

1.

Undertake steps 1-5 above under Record UAN details for a Student - Search for a
Student.

Select the relevant financial year from the drop-down list. This will display the UAN and
pathway outcomes details relevant to the chosen financial year.

Select the appropriate pathway outcome(s) from the list (multiple can be selected where
relevant)

Click Save to complete the process.

Edit/View UAN and Pathway Outcomes for a Student

1.

Undertake steps 1-5 above under Record UAN details for a Student - Search for a
Student.

Select the relevant financial year from the drop-down list. This will display the UAN and
pathway outcomes details relevant to the chosen financial year.

Update details as required.

Click Save to complete the process.




