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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
Australian reporting requirements. 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 Regulator 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.

LIf delivering government funded training activity
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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 providers.skills.sa.gov.au/tools/help-using-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 Hame:

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

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

Please do not use [\ * 5. | ?* + () characters.

Old Fassword:

|
Mew Password: | |
Mew Password Again: |
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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 successful 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.

M stelahelpdesk@sa.gov.au (g \\ 1800 673 097
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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

Home

Students / Enrolments - <
+BTELA allows you to

» Students i,
»  Enrolment Templates * View Training such as Q and Ci
* View your Training Scope
AR BUKE nckment * Report student training activity and view data and error reports
»  Bulk Resulting
»  Repors For additional news, publications and latest information, please click here

2017 End of Year Reporting
The collection window for reparting your final 2017 AVETMISS training activity is now open and will close on Wednesday 31 January 2018,

»  Submission Progress
»  Additional Commonwiealth 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 period 1 January - 31
December 2017. Please advise us via email when your data submission is complete and error free.
Requirements
— AVETMISS Quarterly Reporting Periods
“‘m' DSD requires all training providers to report their VET Training Activity for South Australian students in STELA
»  Ouganisation Information on a quarterly basis. The dates below identify the quarter period and the deadline to report for each quarter:
»  Qualfication/Course/Skill Set Quarter Date Deadline to Report
Scope Quarter 1 1 January - 31 March 28th April 2017
»  Competency/Module Scope Quarter 2 1 April - 30 June 21st July 2017
Ili Quarter 3 1 July - 30 September 13th October 2017
Quarter 4 1 October - 31 December J1st January 2018
b Cualifications
» Courses The VET Training Activity fo be reported includes Govemment funded fraining, Fee for Service training and VET in
Schools training. If you are not able to meet these quarterly requirements you need to advise the STELA helpdesk
P Skill Sets when you will be ready to meet the requirements
%R ke Stela Online Manual, Provider Reporting Guidelines
W Useful information to assist you to meet your reporting requirements
User Account Management
T | | - st vt Manual - ass e STELA Mana nine
b Maintain User
‘Change My Password | * Provider Reporting Guidelines (pdf)
Change Password

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

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

This system contains that is

viewing, or copying of this information is stricth prohibited.
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‘Welcome Ben Abdilla
Planning & Evaluation Training, STELA ID = 40689

Login Details
including STELA ID

-date as they still have access to your data_ Please email STELA helpdesk on

= g
Ben Abdilla ben.abdilla@sa.gov.au 82263228
Craigus Maximus craig arrighi@sa gov.au 45734578
Kymbo Arrighi craig armighi@sa gov.au B7457874

Each Training Or needs to that they the uses of VET data reported through STELA. The
D of ion 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.

http:itwww gov_auh

1. 1am hereby authorised to submit data on behalf of this organisation. The data submitted is true and correct to the best of my
Kknowledge
Z. 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.
v

List of Users Data Usage Agreement that

must be acknowledged on an
annual basis

for your
training
organisation

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

Home |
Students / Enrolments
¢ Students
¢ Enrclment Templates
¢ Bulk Enrolment
¢ Bulk Resulting
¢ Reporis

AVETMISS Submission

¥ Submizsion Progress

¢ Additional Commonwealth
Requirements

Organisation
¢ Crganisation Information

¢ Cualfication/Course/Skill Set
Scope

¢ CompetencyModule Scope

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.

This section allows users to:
e Create, Modify and View Students and Enrolments

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.

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

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

This section allows users to monitor potential discrepancies with an
organisation’s AVETMISS data submission to date. Discrepancies can
include duplicate students, duplicate 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
The section is made up of four sub tabs:

Organisation tab - displays organisation details 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 personin a
training organisation in relation to any AVETMISS reporting
issues. Communication is now sent to all active users in
STELA.
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Training Information
¢ Cualfications

b Courses

b Skill Sets

b Competencies

F  Modules

User Account Management

Maintain User

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.

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.

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.
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2. Students and Enrolments in STELA

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

STELA V2 Enrolment Process

[ Start STEP 1A — Add Training Location

Contact STELA
STE.P 1A- Ad.d No |—>| Helpdesk to have
Training Location
added

|
|
:
Yes :
|
|
:
1
STEP 2 — Add / Update Student € - —mmmmmm———

STEP 3 — Determine Enrolment Method

Enrol using a
template?

No |

Y

Yes STEP 4C - Individual Student Enrolment

STEP 3A - Create Enrolment Template

STEP 4A — Bulk Enrolment using a Template STEP 4B — Individual Enrolment using a 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

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

¢ Qualification/Course/Skill Set
Scope

¢ Competency/Module Scope

|Drganisaiinn " 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.

Orga nisaiin:-._'[ Training Lnl:atinns_'lL-Cnnhcis | Funding Types

Click on a Training Loc ation's name to view [ edit its details.
Click on "New Location” to create a2 new Training Loc ation.

| New Location
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Mew Training Location for: Planning & Evaluation Training

Enterdetails forthe newTraining Lecation.

Location N ame:| | ‘Location Name® must not be leftblank.
Address 1:| |
Address 2 |
State:| Not Specified hd
Suburb / Town: |Suburb name or post code, min 3 character Must enter a valid suburb

Telephnne:| |

Fax| |

Emai:| |

Save 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

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:

e Domestic Full Fee Paying Student
e International On-Shore full fee paying student
e Qverseas 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

b Qualification/Course/Skill Set
|

|Drganisaiinn || Training Locations | Contacts | Funding Types
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2. Select the Funding Types tab to view all fund sources linked to your organisation.

Organisation || Training Locations || Contacts | Funding Tvpesh
e —

Funding Types

This Organisation is registered for the following Funding Types.

Funding Type AVETMISS Code

Dom estic Full Fee Paying Student FFS Planning & Evaluation Training
EmplaymentProjects - Non-accredited EPN Planning & Evaluation Training
Foundaticn Skills Accredited FSA Planning & Evaluation Training
Foundation Skills N on-Accredited FSN Planning & Evaluation Training
International OnShore full fee paying student FFI Flanning & Evaluation Training
Jobs First Employment P rojects - Non-accredited JEM Planning & Evaluation Training
Jobs First EmploymentProjects - Qualifications JECQ PFlanning & Evaluation Training
Overseas OffShore fee paying student OFF 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 1800 673 097.
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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. On the STELA Menu Bar under the heading Students / Enrolments, click Students to open the
Student Search screen.

Home

Students / Enrolments
L Students

» Enrolment Templates
¥ Bulk Enrolment

¥ Bulk Resulting

* Reporis

Student Search

Search Criteria: |
(Type either State Student /D, Apprentice Trainee ID, Organization Student |0, Sumame, First Name, Unigue Student ldentifier]

| Search | | Clearl | Cancel |

Add Mew Student

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

Student Search

|clizen |
(Type sither State Student D Apprentice Trainee ID, Crganization Student D, Sumame, First Name, Unique Student identifisr)

Search Criteria:

|Seach| CIea!||Ca"|oeI|

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

22222522
Student Search

‘CI\ZM |
(Type sither State Studant [, Apprentics Traines ID, Organisation Student ID, Sumane, First Name, Unique Student ldentier)

Search Criena

=
Add NewStudent
. mwe | Sumame | fsiWame | OtherMames | Geder | DB |
968001 Dr Cifizen John Male 31/03/1977

Note: To clear your search criteria, select the Clear Button
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If the Student does not exist proceed to 2B - Add a new Student. If the student is found proceed to 2C
— Update an Existing Student.

2B - Add a new Student

Note: Once confirmed that the student does not already exist (See 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

4 Students|

} Enrolment Templates
» Bulk Enrolment

¥ Bulk Resulting

» Reports

Student Search

Search Criteria: |
[Type either State Student |0, Apprentice Trainee D, Organization Student ID, Sumame, First Name, Unigue Student identifier])

| Sean:hl | Clear| | 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.

Enter Student details below and click Save.

Tite:
Surmname: |«

First Name: | |«

Other Name (s} |
Date of Birtn: [DD/MMAYYYY
Gender[Male |-
ppprentice I TraineetD: |

Unique Student Identifier
(usiy

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.
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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.

watched Students

Please select your student if he or she is in the list below, or click "o Match” if the Student does not appear on the list.

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

hir Biggs Ronald Male 20/04/1950 WMACCLESFIELD 5153 MATCH

Total Records Found: 1 Page 1 of1  (Records 1-1)

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 StudentID: 0

Surnam e: | Citizen

FirstName:|John

Other Name (s)|
Date of Birth /031977 B8

Gender| Male v

Apprenfice /Trainee ID | |

Unigue Student kentifier |
usIy

Residential Address

BuildingProperty N ame| |

Street M am e | *
|:| Oherseas
Suburb Name /Post Code |Enrersuburb name or postcode, click search Search
Postal Address

[¥same as thow

BuildingProperty N ame| |

Street M am e: | |

[Jowrseas
SuburbMame /Post Code |Enrersuburb name or postcode, click search
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Contact Details

Home Phane:|

Work Fhone:|
Mobils Phone: |
Email;|
Hematie Email:

Emergency Contact Details

Nane:| |

Relations hip 1o Student |

Home thne:| |
Work thne:| |

Mo bil= Phane:| |
Address Line 1 |

Address Line Z. |
|:| nerseas
Suburh Mame / PbE»tCode|Ern‘Ererbwb nam e or postoode, click search | Search |

P rofile Infomation
Countryof Birt:| v

Main Language Spoken a‘t| Vl'
Home:

Indigen ous: 5ms:| V| -

e —
[ HeasingDeaf
[ Physical
[ Intelizclual
[JL=arning
Di= shilite=: DMI =e
[ Acquired Brain Impaiment
[wision
[ Medical Condition
[ Other
[INetSpedied
AtSchool ?: v-

Highest SchoolLewl ———)
T I—

I Bachelor Degres or Higher Degres lewel
[Jadenced Diploma or Ass odat Degres Level
[ Diploma Lewel
) P';Efoﬁi::‘: O Gerfifise IV
School); [ Cerfficatz |
O Cerbificate 11
O Cerfificate |
[ Othver Education {Ind cerliicates or owerseas qualifica fions notalreadylised)
Labowr Foree Stts: W=

SuneyContsct StEtus: | Avsilable for suney = o |-

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:
www.ncver.edu.au/rto-hub/statistical-standard-software/standard-enrolment-questions-

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

7. 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
discrepancies must be fixed before you can save the record.

8. Once the record has been saved successfully 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 Enrolment | Enrol using a Template

i

View and Update Student Information.

State Student ID:

UHI(IUQ Student Idertifier *

Surname: [Citizen B

First Name: ‘John ‘*
Other Name (s): | |

Date of Bith 31031977

Gender. | Male hd b

Apprertice / Trainee ID;
0 Student ID:

Notes

Notes are opional. Maximum 500 characters

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.

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

| Suad wak Camladly Stk oy Fiwdasi Cwisds | Fidmi Leryleanis | Bew Derefemel | Deeel weing ¢ Templabe

Whew anad Update Student Information,

Rate Sttt O
iy T L KM =
Tha [Dn W
Suras (e
Firs Mams | o
CHbwir Rl (3}

T L L

Ganser | Mk Wi
Apirenica | Towes D
Drpmination Skt Ot

o

Bkt arm o’ Mims e WA s
| Er -2 (50 H]

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

State Student ID: 968001
Student: Dr Citizen, John

1. Residential Address

5. Profile Information
BuildingiPropemt| Courtry of Birth |Au5tra||a hd
Name:

Main Language Spoken -

Street Name |C|t|zen * Indigenous Siatus |Nut Specified W

Proficiency in English v

State: | Other (Overseas but not an Australian Terrtory or Dependency ) ™

Disabilties:
Overseas Surmmfl:l [ Hearing/Deaf [ 1Physical [lintellectual
Town

[ Learning [CIMental lliness [[] Acquired Brain Impairment
Owerseas Post Code: I:l [vision [IMedical Condition [] Other

|Auslraha

Country [INot Specified

[¥15ame as Above

At Scnool?|\‘es -the client is still attending secondary school |+

2. Postal Address

e pictag Mot Speciied V]
Mot Specified hal b
DeiveBox:[ Jor Compleled ===

(o]
o Y ear Highest School
Building/Pro v
d NS‘;"; Level Completed
Prior Educational
Bachelor Degree ] !
Street No Achievements (other than EH\ her D r:g ] Advanced Diploma or [ Diploma
School} | Ig g Associate Degree Level Level
Street Name |Citizen evel
" Centificate
State: | Other (Overseas but not an Australian Territory or Dependency ) V| [ Certificate IV [ Cerificate IIl U

Overseas Surburb /
| ) other Egucation e
[ Certificate | certificates or overseas
e

qualifications not already listed)

Country [Australia
Labour Force Status: |Fu\|—t\me employ ee ME
3. Contact Details i
Survey Contact Status |Ava|lablefor5uwey use 4
Home Phone: 0812341234
Work Phone: |0812341234

Mobile Phone: |0404040404

Emeul:hohn citizen@citizen.com |

Altemative Email: |

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

Note: Fields that appear shaded in grey cannot 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 IV 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’:
. Course/qualification (hereinafter referred to as ‘Program’)
. Unit(s)/module(s) (hereinafter referred to as ‘Subject(s)’)
. Funding types
. Modes of delivery
. Delivery locations
. Purchasing contract ID (where government funded)
. 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 3A — Create a New Template or 3B — Update an Existing Enrolment 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 4A — Enrol a Single Student Using a Template or 4C - Individual Student Enrolment
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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 — Update an Existing Enrolment Template.

3A — Create a New Template

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

Students / Enrolments

b Students

¥ Enrolment Tem plates
¥ Bulk Enrolm ent

F Bulk Resulting

F Reports

2. Click on New Template link.

|
Enrament Template ( Group of Competency f Module ) List

T&mplateName:| |

Qual!(}nurser-lame:| |

|Sea’ch‘ Clear|

Click on an Enrclm ent Template’s name o view /edit its details.
Click on "New Tem plate” to create a new em plate.

NewTem 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.

Qualification / Course |
Enrolment - Choose Qualification or Course

Template : < New Template >

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

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

Qualification'Course Name {click to select)
I Cerfificate | in Work Preparafion (C om munity senices) CHC 10108
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For accredited training that leads to a nationally recognised qualification select the program from
the list available.

Qualification / Course |
I Enrolment - Choose Qualification or Course

Template : < New Template >

Search Qualification/Course/skillset: |Ty'pe Qualification/Course/Skill Set Code or Name (minimum three characters) Select
Click on the Qualific ation / Course to be studied, orif None, click Here.

Qualification'Course Name (clic k fo select)
I | Cerfificate | in Work Preparation (C om m unity senvices) 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.

i ion / Course ies |
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.

- —
(Ato Z qualifier) Assem ble/disassem ble electicalielectronic com ponents UTENES202C
{Ale Zgualifier) Assem i ble e It UTEMES202C
(Ate Zqgualifier) Perorm basic repair i apparatus UTEMES201C
{Ate Zqualifier) Perfarm basic repair f i ic apparatus UTEMES201C
(Ato Zqualifier) Perbrm functional 1 heck: UTENES401C
(Ate Zqualifier) Perorm functional apparatus checks UTEMES401C
0030 F 4A4B| Spotweld ABS3029
010 B 1ASMW AUBS1010
010 B 3EL SMW. AUBS1015
010 B 3ER SW AUBS1016
<< 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.
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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 Competency to add it to your Enrolment below.

o r—

CHCPOLSO1A
CHCCHG20D
CHCGHZ0A
CHCCH20¢
CHCSOHO1Z
CHCORGE21D

CHCORG21A
CHCORG21B
CHCORGE21C
CHCSD512¢

First < Previous Mext > Last >>

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

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|NFSKOCN02 |

T —
Search 1

Hame {click to select)

Engage in basic spoken exchanges atwork NFSKOCM02

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 | NFSKOCMO02

Engage in basicspoken exchanges alwork 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.

Remave

=ngage in basic spoken exchanges a work NFSKOCM02

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.
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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 NFSKOCM 02 " Remave |
Locate, compare, measure and use highly familiar measurements for work NFSKNUM 04 Remove
Participate in highly familiar spoken exchanges NFSKOCOMO1 Remove

o

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 I in Work Preparation (Com munity services)

Competency Funding Type Mode of Delivery Predominant Delivery Mode o ‘Study Reason

Schools
NFSKOCMO2: Engagein basic | Domestic Full Fee Paying Studert v | < O v
spaken exchanges al work v g g
NFSKNUMO4 : Locate, compare,
measwre and use highly familiar | | Domestic Fuil Fe Paying Student M| v)*“ M o vl
measurements for work
NFSKOCOM 01 : Participate in highy | Domestic Fuil Fee Paying Student M| VH “ o v
familiar spoken ex changes E g
Notes:
e [f the funding type you required is not in the list contact the STELA helpdesk to have it

added.

e 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.

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

e 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 STELA Predominant Delivery Mode for 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- based

“Internal delivery” OR “Workplace-based delivery”

Combination of external and workplace- based

“External delivery” OR “Workplace-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”
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10. Once you have entered the required information for each subject click Next to go to the
‘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)

VETIn
Schools:

NFSKOCMO2: Engage in basic Domestic Full Fee Paying Student [ internal oty ¥ [ntema saary 9 O v

spoken exchanges a work
NFSKNUMO4 : Locate, compare,

measure and use highly familiar | [ Domestic Full Fee Paying Student ~ [ External only V),lfmmal delivery v/
measurements for work

NFSKOCOM 01 : Participate in higl ly | Domestic Full Fee Paying Student ~ | workplace-based only v Workplace based deivery v O v

familiar spoken exchanges

Study Reason

Funding Type Mode of Delivery Predominant Delivery Mode

o vh

11. 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 Compatendies | Funding Type | Competency Details | Confirm Enrolment |

Enrolment - Competency Details

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

sartDate. Finish Date.
(admmiyyyy) | (ddimmiyyyy)

[=] e R City Central v Banksia Park International]

Contract Stugy Reason School Lecation

Predominant Defvery Mode.

CHECHOI00] foqure FFS:Dom esticFull Fee

pmveresbysurnassor | £E5: 0o r— namaldeivory Yos =
04/01/2018 | 08/02/2018

CHOORGE2D Adtasa | FFS DomestoFul Fee )

resaumes o clhr enices | Paeg Stadent Evemal oty Eternal deery e [ & Ci Certl v

CHCSD512C s Actas a FFS:Dom esticFull Fee External ony External delive! o Q40112018 08/02/2018] City Central Ve

Tes o o varers Pogng Stusent y v ] i i Canta

T

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

e [fthe 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.

lification / Course | ies | Funding Type | Competency Details [ Confirm Enrolment |

Template:
Course: CHC 10108 Certificate Iin Work Preparation (Com munity 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.

PredcmirantDeiver Mode AP ] ] p— v

e N —

Sropricsoypurnase o P— JH—— e i snow ccens msionain
e e

i e

CHEORGE2ID ctssa S :Domeste ulfes .

uconcc Pl i R | b — [— o i sz omoens

cHosOsIC dedsa | FES DamesieRFeE | cgna gy [— o wiee sz cmcens

Enrolment Temp late
TempiteName| ]

< Back | | Finish | | cancel
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13. Once satisfied the details are correct enter a template name and click Finish to Save the

Enrolment

Note: Tem

Template.

plate 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:

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

e Senior First Aid 2018

e 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 Enralment details. To save this enrdment as a templat

Competency Funding Type Mode of Delivery
CHOCHE2OD : hequire FFS :Domestic Full Fee
properties bypurchase or N Internal only

Paying Student

trans®r
CHCORG6E21D : Actas a FFS :Domestic Full Fee Extemalloni
resource lo other senices Paying Student y
CHCSD512C : Actas a FFS Domestic FullFee Exdernal onl
resource to workers Paying Student o

Enrolment Temp late

Template Name: |CHC10108 | x|+

14. Once the t
where you

< Back | | Finisn | [ cancel |

emplate has been saved you will be taken back to the Enrolment Template Screen
r template will appear in the list of ‘Existing Templates’.

I
Enrdiment Template ( Group of Competency / Module } List

Tem plate Name:

Qual i Course Name:

Soarch | [ Clear|

Click on an Enrolm ent Template’s name i view /edi its details.

Click on "New Tem plate” o
NewTemplate

Existing Te

create a new tem pl

te { Group of Competency. Module }-{ clck to edit Qualification! Course. L ] Qualfication/ Course Codel

AGHC10108

in Work Preparati y GHG 10108

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

16. End of pro

cess. To enrol a student using a template refer to Step 4 — Student Enrolments.
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3B — Update an Existing Enrolment Template

1. On the 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 Resulfing

* 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.

Enrolment Template { Group of Competency / Madule ) List

TemplataName| \

Qual (Course am e |

Search Clear

Click on an Enrolm ent Template’s name o view feditits deails. ;
Click on "N ew Tem plate” to create a newtem plate  _

NewTemplate &

. owematomiCose
Cerificate | in Work Preparation (Community senices)

CHC10108

CHC 10108
CHC 10108
CHC20108

- |
{'CHC10108 Cerfificate | in Work Preparafon (C om munity senvices) 2013

Cerfificate | in Work Preparation (Community senices)
|'CHE20108 Cerlificate 1 in € om m un 22012)

Cedificate Il in Community Senices

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:
e 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. Enrol a Single Student Using a Template

B. 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

P Enrolment Templates
¥ Bulk Enrolment

» Bulk Resulting

» Reports

Student Search

Search C—ri’eria:|
[Type either State Student ID Apprentice Traines I, Crganisation Sfudent D, Sumame, Firgt Name, Un

| search | CIear||Ca’10el|

2. Search for the Student you wish to create an enrolment for. For instructions on how to search for
a student refer to 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 Enralment | Enrol using a Template | Ac

Student Detail

View and Update Student Information.

State Student ID: 252007

Unique Student Idertifier: |:| .

Title:
Family Name:|Citizen |,
First Name: |John |,
Other Name (s): | |
Date of Bitth:

+

e ——r

> STELA Direct Entry User Guide — Version 4.3, December 2022 | 28



4. Click on the Enrol using a Template 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 Enrolment details.
Student: Dr Citizen, John

State Student ID: 968001

Enrolment Templae.‘2015 Cooking for Health Term 1

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 Enrol

| Mew Enrol |[ Enrcl using a Template ]

Template Enrolment

Select an Enrdment Template and click Next to verify the Enrolment details.

Student: Dr Citizen, John

State Student ID: 968001

'l Enrolment Template: |[E0SERe LT EG R EE R v )

([hext> ) [cacet

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.

son / Course | c

| Funding Type & Delivery Method | Competency Details | Confirm Enrolment |

Enrolment - Select Funding Type and Delivery Mothod

Student: Citizen, John

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

Training Contract ID: I:l

Competency Funding Type Mode of Delivery Predominant Delivery Mode N o Study Reason

CHCCHGB20D : Acquire properties by | Domestic Full Fee Paying Student W | Not applicable (RPL or credil transfer) v |Nm applicable (RP L or credt transfer) v), To develop my existing business ».

purchase or fransfer B B P

CHCORG621D : Act as a resource to ) |Extemal delivery v‘ 2

iiovsenies [ Domestic Fuil Fee Paying Student [ External ony viL 1 [To develop my existing business Vi
CHCSDS512C : Act as aresource to | Domestic Full Fee Paying Student v | Externat oniy v [Exterma deiw S 10 52 m own busiress ~

workers B = ey B

o]

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

son / Course |

ies | Funding Type & Delivery Method |

Details | Confirm Enrolment |

Student: Citizen, John

Course: CHC10108 Cetificate I in Work Preparation (Community services)
Trainee Apprentice 1D: 54545
Training Contract ID:

Predominant Delivery Mode

) Contract Study Reason
[ osiozrz01g] A0y oo

cHooHEz00: Auute | g Fee f— T ouoizoie] [__osoazons] = Todewioomy Barksia Pak Intendtional |
propertcs byp Pamo Student vansrn) vanster = = coming business
CHCORG621D :Actasa FFS:Domestic Full Fee External only External deliver No L liliul 080212018 City Central v« Todewelop my
Tesourts o ohersenices | Payng Stiert y v = = coing busiess

04/01/2018 | 08/02/2018
GHOSDSI2G Atasa | FFS:DomestcrulFee L Tosurtnyom
it vt Poing Shodent Extemalonly st deivery o E B Ciy Central 9. i
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8. 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.

Qualification | Covrse | Enrolment Competencies | Funding Type & Dafivary Hethod | Competency Detais | Confirm Enrolment
Enrolment - Confirm Enrolment Detail

Student: Abdilla, Ben

Course: CHC1D108 Certificate Tin Work Preparation (Community services)

Traines Apprentice 10:
Training Contract ID:

Review and Confimy the Enrolment details. To save this enraiment as a template for other student enrolments, chack “Save as Envolment Template” and enter a Template Name. Click Finish™ to finalise this Enroiment.

Mot of Delivery. Predomimnt Defrvery Made

VETIn Start Date
Schaols? | {ddinmiyyyy)

CHCCHEZOD : dequire

FFS -Dom estic FullF Banksia Pak

prperies bypurchase or DomesicFullFee | intemal only Imtemal deliery es 4012018 8020018 CityCentral Tagetajob Intemationai High
Faying Student

transir Sehool
CHCORGEZ1D Actasa  FFS :Domestc FulFee 4
Ao i sk | | i g Extma only Extemal defaery He 4012018 8020018 | CityCeniral Tagetaib
CHESDS12C Actas a FFS :Damesic FullFee
resource ta workers Paying Student Eximal anly Exiemal delamry Ho 4012018 BO22018  CityCentral Tagetajon

Enrolment Template

Save this Emvolment asa
Template?

Terplate Name:| |-
 p—

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

Student Details | Other Student Dgnisj StudentEnrolments | 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 : Certificate IV_in Small Business M anagement CHCPOL501A Access evidence and apply in practice 5012017 5/012017
BSBCCO201A Action customer contact 1710712017 17072017
BSBCMN418A Address customer needs 710712017 ATI072017
BSBCUE407 Administer customer engagement technology 170712017 170712017
BSBLEG509A Administer inhouse mortgage practice 1710712017 71092017
BSBADM40TB Administer projects 170712017 170712017

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.

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

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

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

Student Detail

View and Update Student Information.

State Student ID: 262001

] E—

Family Name: |Citizen

First Name: |John

Other Name (s | |

Date of Bith: 103n9TT

*

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

Student Details | Other Student Detaili; | Student | New | Enrol using a Template | demic Transcript | UAN and ys Outcome for C: i ion |
Student Enrolments.

Current and past Student Enrolments.
To view an Enrolment in detail or modify it, click on the Course name.
@]ick ‘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

Course (click to view / modify Enrolment)
ESE40407 - Certificate 1V in Small Business Management TCHCPOL501A 0112019 1/01/2019
BSBCCO201A TRTR2017  25/03/2021
BSBCMN418A 70712017 28/04/2021
BCL . f1072017 1710702017
) - 7073017 Ti09S077
- B 10712017 1710712017
X BSBOHSB0TA 710712017 1710772017
BSBWHSE09 7i07/2017 170072017
Advocate and present cases for members FI0712017  T/092017
Agricultural Aviation Operations. TI07/2017 1T/07/2017
e mal it 710712017 1710772017
hesr et 707017 171072017
Appear in ct 110712017 17 017
Complete simple workplace formatied texts 700712017 1710772017
M Engage in basic spoken exchanges at work 710712017 1710772017
Iden tore to 10712017 1710712017
y Identify, measure and estimate familiar quantities for work FI072017 7109201
F Locate compare and use highly familiar measurements for work FIO72017 17072017
M FSKCOMO1 Participate in highly familiar spoken exchanges 7/07/2017__17/07/2017
Results for this Enrolment
>
CHC10108 ; Certificate | in Work Preparation (Community services) AUBS1016 010 B 3ER S/W 17/07/2017 _31/07/2018
Results for this Enroiment
NON . Non Course INFSKOCMO0Z Engage in basic spoken exchanges ai work 408/2017  4/0812017
NFSKLRGO2 Identify sirategies to respond to basic workplace problems 4/08/2017  4/08/.
Results for this Enrolment
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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.

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

ificati Il ies || Funding Type & Delivery Method | C Details || Confirm L
Enrolment - Confirm Enrolment Details

Student: Citizen, John
Course: CHC10108 Certificate I in Work Preparation (Community services)

Trainee Apprentice ID:
Training Contract 1D:

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

= Enrolment - Delete
Competency Funding Type Mode of Delivery P"’"""'"“" Defivery "Er 'I';.,

.guwssmwa 010 B 3ER. ;:yswbgm:;:i Full Fee Internal only Internal delivery No You have selected the following Enrolment to Delete.

Student: Citizen, John

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

Enrolment Template Competenciss: s
Save this Enrolment as a
Tomplate? [m] AUBS1016 010 B 3ER S/W
Template Name: L r Are you sure you want to Delete?
Yes, Delete | [ No, Don't Delete

o (lick Yes, Delete to delete the record.

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

| Qualification/Course ﬁ:Gnmpeten:iﬁ."_Fund-ing Type & Deli\;err Method " Cc-n.mpe‘l_:ency Details.]fiCunfirm Enrclment _.
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 enrclments, ck

Competency Funding Type Mode of Delivery Predumirnnt L sl SI Il';., E

AUBS1016: 010 B 3ER FF5 : Domestic Full Fee
SwW

Paying Student Internal cnly 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

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

Enrolment - Confirm Enrolment Details

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

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 enrolme

Competency Funding Type [FE—— Predominant Delivery VETIn
AUBS1016:010B3ER | FFS: Domeslic Full Fee
. W Paying Student Internal enly Internal delivery Mo

Enrolment Template

Save this Enrolment as a In}
Template?

{Frvsn ) Cancer ) (ot
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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. On the 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 Update Bulk Enrolment)

Students | Enrolments

P Students

P Enrciment Tem plates
¥ Bulk Enrelm ent

F Bulk Resulting

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:
e 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.
e A maximum of 15 templates are shown on each page.

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

Please select a 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 enrolmenis for a delefed tem plate you can rem ove students and resultthe enrolments.

Templates ( Group of Competency / Module ) ‘Qualification Course Name E;
Em ployability Skills Term 1 2012 Mon Course Em ployability Skil
Health and Lifeshie Course Term 1 2012 Han 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 Wark Preparation (Commurity services) : CHC10108

04012018 08-02-2016 FFS :Dom estic Full Fee P aying Student
04012018 08022018 No FFS :Dom estic Full Fee P aying Student
04012018 08022018 No FFS : D om estic Full Fee P aying Student

Suname | ]

T ]
Dateofminn:| |
Gender:| |
Owanisaion Stwdentin:[ |
spprentice Traineei0:[ |
TainngConracin: |
I

StudyReason vl

Please select a StudyReason fr this student The selected study reason applies for all units of com petencyim odules.
Ifyou need to change ‘or each unit te: e page and
change itthere

Back
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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.

Bulk Enrolments Template { Group of Competency f Module ) for : CHC10108

Certificate | in Work Preparation (Community services) : CHC10108

ShowHide Compe®ndes

StudentSearch € rite ia:john| x]

StudentID : \ablett, John

Biggs , Johny

Surnam e :
Citizen , John
FirstName : lohn  Howard
Date of Birth : Honh  Johns
Gender: :Smlth,.mhn

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 | 968001

Surnam e : | Citi |

FirstName :

Date ofBirth ;| 31/031977

Gender:

Organisation Student 1D :
Apprentice Trainee 1D :
Training Contract 1D :

SACEID :

LR

StudyReason :| v

*
Please select a Study Reason ©or this student. The selecied study re
Ifwu need to change the studyreason for each unit ofcom petencyin
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.

[T [

Training
bl ContractID

Citizn John Male 31/03/2004 40689

Heroux Melanie Female 16/03/1974 40689

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.

[ #0d | cea |[ Back |

Training
Contract D

Student ID

31/03/2004 40689
963002 Heroux Melanie 16/03/1874 40689
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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:

e (CHC10108 Semester 1 2018

e 2018 —Work Readiness Term 2

e Senior First Aid 2018 Wk1 evening class

Training
ContractiD

StudentiD

Citizen

Heroux

John
Melanie

31/03/2004 40689
16/03/1974 406389

BulkEnrolmentName : 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 X

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 Update Bulk Enrolment.

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

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

Students | Enrolments

P Students
P Enrclment Tem plates
P Bulk Resulting

P Reports

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

Notes:
e 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.
e A maximum of 15 templates are shown on each page.

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

Please select a 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 enrolments fora delefed em plate you can rem ove students and result the enrciments.

Templates { Group of Competency / Module ) Qualification Course Name
mploﬁhiimskillsTerm 12012 MNon Course Em ployability Skil
t Health and Lifestde Course Term 1 2012 Non Course Health and Likst
=

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

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

Please select a Template for Bulk Enrolment or selectan Existing Bulk Enrolment for editing.
Bulkenrolmenls cannot be m ade fom deleted tem plales, ifinere are any bulk enrolmenis for a deleted fem plate you can rem ove students and resuft the enroiments

Qualification Course Name Existing Bulk Enrolments Name

Templates ( Group of Competency /Module }

Employability Skills Tem 1 2012 Non Course Employability Skills Term 1 2012
calth and Li ourse Tel

Health and Lifestyle Course Term 12012 Non Course
Finess and Work Term 22012 Non Course ~
Filness and Work Non Course Filness and Work

Note: where multiple bulk enrolments exist click on the dropdown list to select the correct one.
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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 EEEEEEEEEEE——
Bulk Envolment s Template { Group of Competency / Hodule ) for : CHC10108.

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

{ showtiide compeenaes

04012018 03022018
04012013 08022013 No
04012018 08022018 No

CHE10108
CHC10108
CHEC10108

CHCCHB20D : Acqu
CHCORGE21D : fct
CHCSD512C : Acta

Student Search € riteria: [Search critena

StudentID -

Sumame ]

FirstNam e[ |
PO —————
Gender| |
OmanisatonSdentin: |
]
TminingContractp: |
B

StugyReason

reason applies for all units of com petencyin odules
snrolm ent page and

s
o
Baok

5. Toadd a student to the bulk enrolment, repeat steps 4-6 above under 4B — Bulk Enrolment.

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.

[ A || clea | Back |

Training
sl ContractiD
Citizn John Male 3100372004 40639

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.

Message from webpage *

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

QK Cancel

9. Upon clicking OK the record will save and take you back to the Bulk Enrolment screen.
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4C - Individual Student Enrolment

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

Home

Students / Enrolments
P Enrolment Templates
¥ Bulk Enrolment
» Bulk Resulting
» Reports

Student Search

Search Criteria: |
(Type either State Student ID Apprentice Trainee D, Crganizstion Student D, Sumame, Firgt Name, Un

|Seach||Clear||Cmoel|

2. Search for the Student you wish to create an enrolment for. For instructions on how to search for
a student refer to 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 Enrol, ts | New Enrol t | Enrol using a Template ||;

Student Detail

View and Update Student Information.

State Student 1D 252007

Unique Student Idertiﬁer:|:|*

Title:
Family Name:|Cit\zen |*
First Narme: [John |+
Other Name (s} |
Date of Bith:

+

e T —r

4. Click on the New Enrolment tab. The Enrolment — ‘Choose Qualification or Course’ screen will
open.
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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 Quaiification/Course/Skill Set Code or Name (minimum three characters) Select

Click on the Qualific ation / Course to be studied, or if None, clig

Qualific ation/Course Name (click to select)
Certiicate | in Work Preparafion (C om m unity senices) CHC 10108

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

Qualification / Course
I Enrolment - Choose Qualification or Course

Template : < New Template >

Search Qualification/Course/SkillSet: |Type Qudlification/Course/Skil Set Code or Name [minimum three characters)

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

Qualification/Course Name {click to select)
I Cerfificate | in Work Preparation (C om m unity senices) CHC 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.

Qualificationf Course | Competencies
Enrolment - Select Competencies

1hC0urse: CHC10108 Certificate Iin Work Preparation (Com munity senﬂ'ces})

Search for and Select Competencies

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

-~
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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.

. . _______________________________________________]
[ i ion/ Course ies |

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.

{Ato Zqualifier) Assem ble/di ble i i UTENES202C
(Ato Zqualifer) Assem ble/di ble i UTENES2020
{Ato Zqualifier) Perbrm basic repair t i iic apparatus UTENES201C
(Ato Zgualifer) Perbrm basic repair i lic apparalus UTENES2010
{Ato Zqualifier) Perbrm functional apparatus checks UTENES401D
{Ato Zqualifer) Perbm funclional apparalus checks UTENES401C
0030 F 4ABL Spotveld AIBS3029
010 B 1ASMW ABS1010
010 B 3EL SMW ABS1015
010 B 3ER S AUBS1016
<< First < Previous Next > Last >>

7. Search for the subject you wish to attach (refer to Step 5 in 3A — 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
. —

Name {click to select)

Engage in basic spoken exchanges atwork NFSKOGMO0Z

< First < Previous Next > Last >>

Displaying Page 1 of 1 Pages. Tetal 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 NFSKOCM 02 Remave

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 2 Competency. When vou have selected the required Competencies, click 'Next' to continue.

Name Code

Engage in basic spaken exchanges at work NFSKOCM 02 Remave
Locate, compare, measure and use highly familiar measurements for work NFSKNUM 04 Remove
Participate in highly familiar spoken exchanges NFSKOCOMO1 Remave

o]
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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.

Guadils ban/ Lovme Compsmamoss  Fesdiog Typs & Dalipary Hathed
Trwmbren - Sk | § smvdivng Ty madd Dilrer y bt buind

i CRizes, lohs

Comrms: CHC B0 0% Corficate 1in Work Peeparatian [Communiy Lendoe]
NS AQCTEEES WL SA0AD

Tirsining Canbracf 10

v ey o g e Wiy al Brkrog Piodaminan | Debry Bods Sehogag Y lmases
CHOOREI TR AC| & B e e | Krvess Foll Fas Paing S w w ot v
ol G : E .
CHODHGTR, - A couime popsartes by - L w |
e — Darvester F ol o Pining Shader] b - -
CHOPOLS0IA | Ao evidercs ared | Dorrantic Foll Fes Pay g Shudert - “ re- | v
ok hpxike
Euch =l v it
Notes:
.

e [fthe funding type needed is not in the list contact the STELA helpdesk to have it added.

e 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.

e 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 STELA Predominant Delivery Mode for 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-based “Internal delivery” OR “Workplace-based delivery”

Combination of external and workplace-based | “External delivery” OR “Workplace-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”
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12. Once you have entered the required information for each subject click Next to go to the
‘Competency Details’ tab.

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

Enrolment - Select Funding Type and Delivery Method

Student: Citizen, John
Course: CHC10108 Certificate 1in Work Preparation (Com munity services)
Trainee Apprentice ID: 54545

Training Contract ID: |:|

- - - VET In
Funding Type Mode of Delivery Predominant Delivery Mode Schools?

CHCORG21B : Act as aresourceto | Domestic Full Fee Paying Student || Internal only v " To get ajob
other senices E L ‘Intemal delivery v}a

Study Reason

CHCCH20A : Acquire properties by

" " ‘Intemal delivery v‘ "
porchase of fander | Domestic Full Fee Paying Student [ Internal only L O [Tocetajob
CHCPOLB01A : Access evidence and| Domestic Full Fee Paying Student [ Internal only v [inemal dane 9 0 To get ajob
apply in practice - B il =

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 & Dalivery Methad | Compatency Datails |

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

| contract stugyReason |

123456GF
CHCORG21B: fctas a FFS : Dom esticFull Fee 10/01/2018] 1410212018
Internal onty = ]

Aberfoyle Park High Schoc V.
nemal dok ve i Togetain [#vetote Parcigh serox v
resource fo other senvices Paying Student ntemal defery o oy, Centeat ogetalol
: o
CHCCH20A: Acquire - 10/01/2018| 14/02/2018|
% FFS : Dom esficFull Fee N
properties bypurchase or Pasing Student Internal only Intemal defivery Ne 1 B City Central V| Togeta job
e . ;
CHCPOLS01A: Access FFS : Dom esticFull Fee 10/01/2018| 14/02/2018
s 5,00 pr—— ematdesiery o &= = Cty ol V]« Togetaiop

T )

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

e [f you the training location is not in the list, you will need to exit out of the enrolment and
add the location. See 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.

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

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

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

Predominant Deiivery Mode

Contract StudyReason

FFS :Domestic Full Fee

properties bypurchas Poyine Stndont Internal only Internal defivery ves 4012018 B022018 | CityCentral
transer

CHCORGS210 :Actas a FFS :Domestic Full Fee " ’
A pRET0 . | S External only Extemal deliery No 4DA0ME 8022013 CityCentral
CHCSDS12C : Actasa FFS :Domestic Full Fe:

it Poying Stndent External only Extemal delnery No 4012018 8022018 | CityCentral

Enrolment Template

<Back | [ Finish | [ Cancel
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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.

GEshtes e toorss [ Gempisesics | Fesdios Time & Dby Hathad | Compeionsy Bt | Somir Exraimess

Student: Chizen, John

Course! CHC Tin pa («© )
Trainee Apprentice [0: 54545
Training Contract ID:

Reviaw and Conflm the Ervolment datalls. To save this enrolment as 3 template for other student enmiments, check "Save as Envolment Templats” and entsr 3 Template Name. Click “Finish” to finalise this Enolment.

stnDste | Fnshoate
wrvyyyy) | {admmypry)

1ZM56

DTS iy —— wiaote | waaams | Ciycans ek e non

CHECHI0A. doguire

FFS :Domaske FullFeo.
dent

e i — — "e SR oo S
e

PRI M—

|cHcrotsote s | rrs domest — R ue SR P P S,

Enrolment Template

Swe s Enoiment asa
Template?

B
g,
.,,..,{ [Fin | [ conca |

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 Mathod | Competency Details | Confirm Enrolment |

Enrolment - Confirm Enrolment Details

Student: Citizen, John

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

Training Contract ID:

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

startDate | FmishDate
{ddimmiyyyy) (dd'mmiyyyy)

123456F

CHOORGMB /ctiss | [TSDAMEHCTUITCE |\t any p—— ves tomizots  1pzaots | cibcensa Togeta b oeriePark Hign

resource to other services  Paying Studen!

CHCCH20A: Aoquire

FFS :Domestic Full Fee
properties bypurchase or

ooty Internal only Internal deliery. to 10012018 | 140022018 | CityCentral Togetajob

transer
CHCPOLSO1A: Access FFS :Domestic Full Fee
cvitiehos and anply s prctce | Payied Student Intemal only Internal deliery tio 10012018 | 140222018 | CityCentral Togetajob

Enrolment Template

Save this Envolmert 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 detail or modify it, click on the Course name.

Click 'Mew Enrclment’ to start a new Enrolment, or 'Enrol using 2 Template' to enrol student in a pre-defined Enrolment Template.
Student: Dr Citizen, John

State Student ID: 968001

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

CHC10108 ; Cerlificate | in Work Preparation (Community senices’ CHCPOL501A Access evidence and apply in practice 10012018 14/02/2018
CHCCH20A Acquire properties by purchase or fransfer 10012018 14/02/2018
CHCORG21B Act as a resource to other services 10012018 1410212018

Results for this Enrolment

17. End of Process.
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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

2. Search for the Student you wish to edit/delete an enrolment for. For instructions on how to
search for a student refer to 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: 968001
Unique Student Identifier:

'H

Title: | Dr

Family Name: |szen

First Name: |.John

Other Name (s): | |

Date ofBirth:* 31031977
T

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

Student Details | Other Student Detailis | Student | Mew | Enrol using a Template | Academic Transcript | UAN and Pathways Outcome for ity Education |
Student Enrolments.

Current and past Student Enrolments.
To view an Enrelment in detail or modify it, click on the Course name.
§lick "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

{ESBA0407 - Ceftificate |V In Small Business Management CHCPOL501A Access evidence and apply In practice 107 o010
BSBCCO201A Action customer contact 7072017 250372021
BSBCMINA1BA Address customer needs 7107 0412021
BsecUE)T Adminiler cuslomer technology 7107 70712017
b BLEGH09A minister inhouse mortgage practice 7107
- BSEADMdD?B nister projects i 7107

=
S
=
0 i

y 7107
7107
. 9 7on 2
KN M04 Locate compare and use highly familiar measurements for “WOTK 1107 T7R01T
Participate in highly familiar spoken exchanges 10 TO72017
ESLIIIS !Drlms Enroiment
-
‘CHC 10108 ; Certificate | in York Preparation (Community services! AUBST: 010 B 3ER SW 170072017 31/07/2018
Results Iorlhls Enroiment
SNON Non Coiirsa NFSKOCMOZ Engage in basic spoken exchanges at work 40672017 410812017
H NFSKLRG02 Identify strategies to respend to basic workplace problems 4/068/2017  4/08/2017

Results Tor this Enroiment
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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.

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

Qualificati ourse | C ies | Funding Type & Delivery Method | Competency Details | Confirm
Enrolment - Confirm Enrolment Details

Student: Citizen, John

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

Training Contract ID:

=

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

E Enrolment - Delete
Cometrr | e | en e =

AUBS1016 - 010 B 3ER FFS - Domestic Full Fee
=

You have selected the following Enrolment to Delete.
Paying Student Internal only Internal delivery Mo g

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

Enrolment Template

Save this Enrolment as a |
Template?

Competencies: I}
AUB51016 010 B 3ER 5/W

Are you sure you want to Delete?

Cancel| [ Yes. Delete | [ No, Don't Delete

e C(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 }’,:Cnmpe‘lem:iu-”_Fund-ing Type & Deli\;err Meth-nd-” Er:t-mpel_:em Details.]fiCunfirm Enrclment _.
Enrelment - Confirm Enrolment Details

Student: Citizen, John

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

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

Competency Funding Type Mode of Delivery IR R | E

AUBS1016: 010 B 3ER FFS : Domestic Full Fee "
SV Paying Student Internal only Internal delivery Mo 170

Competencies — will let you add or delete subjects associated with the enrolment
Funding Type & Delivery Method — will let you update the funding type, mode of delivery
and study reason

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

Enrolment - Confirm Enrolment Details

1 ification/Course | C ies | Funding Type & Delivery Mathod | C D.uif" Confirm Enrolment,

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 enrolme

Competency Funding Type Mode of Delivery WELELEY | GAT

AUBS1016-010B3ER  FFS - Domestic Full Fee :
ot Faying Stugent Internal only Internal delivery No

Enrolment Template

Save this Enrolment as a =]
Template?

(Fnen | el (Dol
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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

P Students

¥ Enrolment Tem plates
¥ Bulk Enrclm ent

P Bulk Resulting

F Repors

Notes:

e 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.

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

e 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 resuling.

Templates ( Group of Competency | Module } Qualification Course Name

E mployability Skills Term 12012
Health and Lifestyle Course Term 1 2012

Fitness and Work Term 22012 Hon Course v

Fitness and Work Hon Course Fitness and Work

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

e QOutcome (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.
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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)

I EEEEEEEE———
Certificate | in Work Preparation (Community services) : CHCI0108 - CHC10108

Update Results fora Student Enrolm ent

Nole that the Oulcomes available ©r a Com petency are dependanton the Mode cfDelivery selected during the Enrolm ent process.

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

Date P rogram DDIMMIYYYY

Completad ]

) DOMMYY Y

Student Heroux, Melanie Student D 968002 P archm ent llo I:l Issue Date —

) i
Outcome Actual Hours Start Date Finish Date
CHCCHE20D : Acquire properties bypurchase or transfer “C’e‘m UBiie ] 0 kAL L) 00212018 |
CHCORGAE21D - fot as a resourcs to other senices “C"mp‘*e”‘:y echiovedipess Mg 04012018 | BB ox/022013 | Bl
CHCSD512C : Actas a resource to werkers “ vl 0 04012018 | BE 03022018 | &1

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

Date Program DDIMMIYYYY

Completed =
- DO/MMIYY Y'Y
Student citizen, John Student ID 968001 Parchment No |:| Issue Dale 0

—

Start Date Finish Date

CHCCHG620D : Acquire properties bypurchase ortransfer “Con{mumg emolment vl 0 040172018 | B 08/02/2018|

CHCORG621D - At as a resource to other senices “thdrawn ¥ | 04/01/2018 08/02/2018 | [

CHCSD512C - Actas a resource 1o workers ‘ v| 0 040172018 | EE oa/02/2018 | B
Save I 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:

e 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

e 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

‘ Updste Res ults for 3 Studant Enrolment.

Not avsilsble for & the Made of Deli during the Enrolment process

Pleas e enter parchment information where you have ssusd s s lete and scoredited qusli only.
Sistemant of Atlainment inform stion s hould nat be entered hare,

Dst Program __4!1/2D1S
Completed ]

Parchment No : 127T7FHAZW lssuaDate

Student: Heroux, Melanie Student ID: 988002

Start Date

CHCCHB20D : Aoquire proparties by purchas e or trans fer _Cm'“"a”se' ™ 04/01/2018 | R 080212018 |
CHOORGA210 - Adtas & res ource to ather s enices [Competency adveweipass ] 0 04/01/2018 | B 08/02/2018 | [

le :
CHCSD512C : Actas s res ource o workens & ] 0 04/01/2018 | BB 08022015 | BE

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.

Message from webpage >

| Allthe enrolments updated successfully.

OK

6. End of process.
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Update Bulk Resulting

To make any changes to an existing bulk enrolment follow steps 1 — 6 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.

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

P Enrolment Tem plates
P Bulk Enrolm ent

F Bulk Resulting

P Repors

2. Search for the student using the search option. Refer to 2A — 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 Stafe Student ID. Apprentice Trainee ID, Crganization Student [0, Sumane, Firgd Name, Unigue Student ldentiien

Search Criteria:

[ searcn | mear||t:moe||

Add NewStudent

__Stata Studdentip | H
| 963001 Or Cifizen John
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4. Select the Student Enrolments tab to display all enrolments associated with the student.

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

Student Detail

View and Update Student Information.

State Student ID: 962001
Unique Student Identifier: (345, 5y 57p

-

Title: |[Dr v
Family Name: ‘Cit\zen |*
First Name: [John |+
Other Name (s | |

Date of Bith - 31/03/2004
oence iz -

Apprertice / Trainee ID: 54545

Organisation Student ID:
Notes:

Motes are optional. Maximum 500 characters.

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) Competency Code Competency Name Start Date Finish Date

CHC10108 : Certificate | 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. 14/0212018
cuooReMD 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 A dvocate for clients 16/02/2018 16/02/2018
Results for this Enroiment

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

e Qutcome (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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Enralment Results

Update Results fora Student Enrolm ent.

Note that the Outcomes available bra Com petency are the Mode during he Enroim ent process.

Student: Dr Citizen, John

State Student ID: 968001

CHC10108 Certficate in Work Preparation (Community services)

Dake Program Gompleted: | DOMM Y yYY B
Please enter parchment i ion where you i a parchm ent for a com plete and accredited qualification only. Statem ent of Atainm entinform ation should not be entered here.

Issue Date: | DOMMY YYY B

Competendes

Start Date FinishDate |

CHCPOLS01A: Access evdence and applyin pracice [ competency achievedrpass v]- |fo 10012018 | BB 140212013 BE

e ——— I G [ romzon] &8 ravanou]
A e A | T - | [ tonovzos] g [ rozrotc] g
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:
e 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
e forastudent 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.

Certificate | in Wark Preparation (Commurity services) : CHC10108 - CHC10108,

Update Results fora Sudent Enrolm ent.

Hote that available bra the Mode during the Enrolm ent process.

Please enter parchm entinformation where you have issued a parchm ent or a com plete and accredited qualification only.
‘Statem ent of Atiainm ent inform afion should not be entered here. =

Daie P ogram 04012018

Completed

08/0212018
Student: Heroux, Melanie StudentD 968002  I'archm ent Ho 1277FHAZW Issue Date -

CHCCHB20D : Acquire properies bypurchase or trnster |Creiencie 040172018 | B8 020212018 [

CHCORGO21D - Act a5 2 es0urce 1o other senices [Competoncy acnoicalpass 3 [ owoi0ts] BB [ ozoz2018] B

CHESDS12C  Actas a resource to workers |Comiteny i pee ( [ ow0120%] BB [ omo2201e| @

Please enfer parchm entinformation where you have issued a parchm ent br a complete and accredited qualification ol
Statem ent of Aiainm ent inform afion should not be entered here. ’

Date Program 16/0212018
[

Completed:
” 16/02/2018|
Student: Citizen, John Student ID 968001 ParchmentNo 12121F lssue Date ]
‘CHCDSPO02 : Adhere to ethical standards in fam ilydispute Competency achieved/pass v D 16/02/2018| FB 16022018 | B
resoluion + - =
CHOADTA. Avocate for dienis ‘cm:mgnp achieved/pass. vl g [ 1022018] BB [ 15022018]

Sare Back
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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.

E

| Allthe enrolments updated successfully.

oK

9. End of process.

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 Outcome Name Availableto use where | Business Rules (when to use)

Codes Predominant Delivery
mode in STELA is

20 Competency Internal, External or To be used for accredited training where a student has been assessed and satisfied all of the
achieved/pass Workplace requirements in a unit or module.

30 Competency not Internal, External or To be used for accredited training where a student has attempted all of the requirements for
achieved/fail Workplace 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 To be used when a student has engaged in learning activity in a unit or module but has either
Workplace formally withdrawn, has stopped attending class or does not attempt all assessments for the unit
or module. Do not use for students who did not commence training, instead use 85 Not Started.

41 Incomplete due to RTO Internal, External or To be used when the training organisation ceases operations while training activity is still in
closure Workplace or Not progress and a final result for the training activity is not available.
Applicable
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.

RPLis 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.
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AVETMISS
Codes

Outcome Name

Available to use where
Predominant Delivery
mode in STELA is

Business Rules (when to use)

61

70

70 - AP

81

82

85

Superseded Subject

Continuing Enrolment

Academic Pass

Non-Assessed enrolment -
satisfactorily completed

Non-Assessed enrolment -
withdrawn or not
satisfactorily completed

Not Started

Internal, External or
Workplace

Internal, External,
Workplace or Not
Applicable

Internal, External or
Workplace

Internal, External or
Workplace

Internal, External or
Workplace

Internal, External or
Workplace or Not
Applicable
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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.

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.

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 - providers.skills.sa.gov.au/tools/academic-pass-70-approved-
units-of-competency

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.

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.

To be used where a student has enrolled in a subject, but has not yet commenced activity OR
where a student was enrolled but will no longer start training.


https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fcms.skills.frame.hosting%2Fassets%2Fuploads%2Ftoolkit%2FsupportingSkilledCareers%2FGuiding-Principles-Result-Code-70-Academic-pass-version-2.0.docx&wdOrigin=BROWSELINK
https://providers.skills.sa.gov.au/tools/academic-pass-70-approved-units-of-competency
https://providers.skills.sa.gov.au/tools/academic-pass-70-approved-units-of-competency

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:
e Duplicate Students
e Duplicate Subject Enrolments
e Parchment Discrepancies
e  Missing Details
e USl 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

e Resulted as Academic Pass

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

AVETMISS Submizsion

¥ Submizsicn Progress

¥ Additional C om monwe akth

Requirements

Submission Progress Page Explained

AVETMISS Submission Progress

This screen allows you to moniter the pregress of your organisation's AVE TMISS data subm ission throughout the Collection year.

Reports highlighted in RED are petential errors againstthe AVE TMISS standard and can impact on payments until corrected,

Reporis highlighted in are designed te assist you b monitor your data quality against the AVE TMISS standard throughoutthe colecion year.
Each reporishould be reviewed and acted on as necessary For'End ofYear reporting ALL reperts need to show: ‘1 setthe repors 'C om plete’ where you can confirm the discrepancyis permissible under the standards
Formore inform ation regarding this process please contactthe Stela Helpdesk on: 08 8226 3050 S'ﬂtl.l? Of LEELL SR
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 | AVETHISS Requirements /‘_ and may impact payments.

name to open. Overall AVETMIS S Submission Completion Status Partial *
Data Entered into Stela Partial o )
Complele Reports highlighted in yellow
need to be monitored and

Duplicate Studernts Report Partial (13 ) e
Unique Student Identifier Report Partial -
Complete

3 In this example 2

Continuing Studies Report y Partial i continuing
/ Complete enrollments have
(ORISR S ool 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.
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3. 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 are possible data discrepancies in your submission and may 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 Please delete any genuine duplicates from STELA.
same Subject and Program has been reported
multiple times for the same student in the
current and previous collection years.

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 | Contact the STELA helpdesk to have these records merged in
student has been reported in STELA with a STELA.
different Student ID.

Report name and description Action / Notes

Continuing Studies - Identifies enrolments Where the End Date has passed, enrolments will show in red.
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reported with an outcome of Continuing
Enrolments. It does not include those reported
with outcomes of Academic Pass (See the
Academic Pass report).

Academic Pass Enrolments - Identifies
enrolments reported with an outcome of 70 -
Academic Pass. It does not include those
reported with outcomes of 70 - Continuing

Enrolment (See the Continuing Enrolment report).

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.

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

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."

Where the Finish 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 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."

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.

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.
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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

P Students

P Enrclment Tem plates
} Bulk Enrolm ent

} Bulk Resulfing

P Reporis

*** |mportant Information ==

The ©llowing reporis are for the enrolm ents done through STE LA eitherbydata entry or NAT fle upload.
Ml reports openin a pop-up wind ow. Ifa newwindowdoes not appear, itis possible that a pop-up blocker is preventing the wind owfrom opening.
HAways allowing pop-ups from the stela.d&estsa.govau website will stop this from occcuring.

# Enrolm ent Reports - To generate enrolm ent reports based on Confacts, Funding Types, Funding Types & DeliveryLocations, Program s & Subjects and Bulk Enrolm ent.
o Enrolment Summ ary Beport -To generate a report about enrolment summ ary.

# Enrolm ent Stafisfics Togenerate a report about numbentype ofstudents enrolled in various units ofcompetencyin a reporing perod.

# Program Com pletion Report -To generaie a report of program completionin STE L&

# Student Details Report - To generate a reportof studentdetails in STELA who hawe enrolments 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.
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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. Torunthe report, click on Enrolment Reports from the reports window where you will need to select
the report type:

Enrolments Reports

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

Enrolment Report By
Funding Ty pe

Funding Ty pe and Location
Program

Bulk Enrelment Name
Funding Ty pe and Outcome

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.

Enralments Reports

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

Enrolment Report By:| Funding Ty pe and Outcome ™

Entera date range then click the report type you wigh o run.
e —
T

Run Repot | | 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.

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

Funding Type [ gees I View Report |

DPE - Productivity General Existing Worker
FFS - Domestic Full Fee Paying Student ——
OCF - Other Commonwealth Funding

RBR - Regions Barossa

RNF - Regions Northern Futures

S4A - SKILLS FOR ALL

SWQ - Skills in the Workplace - Qualifications
SWS - Skills in the Workplace - Skil Sets
TGS - 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.
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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 - Internet Explorer

Funding Type |WRG - WorkReady - General v

1. - N Government of South Australla
S\ ] \.I '?,] ,Z—\\ Enrolment Reportby Funding type R et Lo
Period: 01/01/2015 - 01/01/2017

Selection of enroiments in the report iz based on subjectz with 5 Start Dste before the Date To'or s Finizh Date sfter the Date
From " by spacific state fund fype. Enrclm ents resuited 5= Not Started are excluded.

Fleaze click on the Program to view list of enraiied =tugentz.

Fund Source WRG- WoikReady - General

Contract Mo |Program Program Name Students | Subjects | Parch | Actual | Nominal
Code Issued | Hours | Hours
WRG
CRC30111 Cartifieate Il in 2 30 o 880 880
Bricklay ing/Blocklsy ing
CRC30211 Cartifieste Il in Carpantry 44 44 o 5728 11560
CRC30811 Cartifieate Il in Painting snd 12 83 o 1,888 2834
Decorating
CRC32413 Cartifieata Il in Plumbing Y] 454 o 5234 7851
MEMBO205 Cartificate Il in Engineering - 10 138 [} 3.220 4180
Mechanical Trade
MEM0305 Cartifieate Il in Encineering - " 128 o 1.830 3020

Screenshot below demonstrates how the report can be drilled down further to display detailed
information on CPC30111 Certificate Ill in Bricklaying/Blocklaying.

Date From [vovzois |5 DateTo [Uov2017 |

Select Program [CPC30111 - Certificate 11 in Bri ¥

Mo @ [100% v |Find Inet B+ @ &

] ~ — - ot Government of South Australla

IC: —I ] < ] P {_\‘ Enrolment Report by Program @ epartment of Sats Deee opn e
_— — — —_— i

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

Selection of enrolments in the repaort is based on subjecte with s Start Date before the ‘Date To” or aFinish Date after the ‘Date From” by epecific
program . Enrolin ents resulted as not started are excluded.

Flease click on the Stident Nam e to view subject envaim ente details in the separate report or olick on the plus sign near the StudentiD o expand
subjest envolments on the same page.

Program CPC30111 - Certificate 11l in Bricklaying/Blockiaying 960
Fund Source WRG - WorkReady - General

Contract No WRG [ Show subject m eny
StudentlD Student Name Org Student ID|Trainee ID | Subjects | Actual |Nominal |lssue |Farchment |lssue
Hours | hours | Flag |No Date
755151 22986 623957 [ 232 232
[ 817109 35628 646504 9 242 242
[ 883026 37737 641737 4 78 78
o054 34982 632802 11 230 230
Contract No | WRG 4| 4 30 280 880 [
Fund Source | WRG- WorkReady - 4| 4 a0 280 280 0
General
[rota [crcantie [ < IEENEEERER

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.

Date From [voy2015 |Z pateTo [wowzo17

Select Program [CPC30111 - Certificate 111 in Bri] ¥

[100% vl | Find | next

F| XML file with report data a
B
CSV (comma delimited) |

Enrolment Report by Program

PDF
Feriod: 01/01/2015 - 01/01/2017 MHTML (web archive)
Excel
by Students
TIFF file
Selection of enroiments in the report iz based on subjects with 3 Siort Date before the Date To" or a Fimish
program . Enrolm entz resulted as not started are exciuded. Waord

Flease click on the Student Nam e to view subject enrolm ente details in the separate report or click on the pius sign near the Student D fo expand
subject enrolmentz on the =ame page.
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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. Torunthe 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 B -

Date From [01/01/2015 |Z  pate o [owowzoiz |G |_view Repart_|

2. Once the From and To dates have been entered, click View Report to the right of screen.
3. Oncethe 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.

@& Enrclment Summary Report - Internet Ex

Date From [1/01/2015 |E pateme [vor/zo17 |

4 4 [t Joft b bl & [100% v | [Find Inext b~ @ &

Government of South Australia
oy Teper e State Doadusee

S'L‘ :,L,Z\j_ Enrelment Summary Report

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

Selection of enrcimentz in the report is based on subjeciz with Start Date before Date To" or & Finl
Enroimentz sre grouped by State fund zources and Program. Enrolmentz rezulied sz Nof Sterted s

Date after the Daie From*.
fuded.

Flesze click on the Program to view list of enrofied sfudentz under zpecific Frogrsm . Click on the Confrset No fo get sil progrsm =
enrclmeniz sssocialed with thiz contract.

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

Source Code Issued Hours Hours
[ DPE - Productivity Genersl Existing Worker 1 2 1 40 BDI
[ FFS - Domestic Full Fe= Paying Student 2181 122322 424 285,870 464,384
[E OCF - Other Commonw eakh Funding ) 84 ) 1,370 1,810
RBR - Regions Barossa 1 1 o 20 40
RNF - Regions Morthemn Futures 18 35 o 280 210
S4A - SHILLSFOR ALL 1,580 18517 582 483,141 835,103
SWQ - Skils in the Workplace - Qualfications a 14 o 540 580
E 3WS- Skils in the Workplace - Skil Sefs e 20 o 380 800
[ TES - Training Guarantee for SACE Students 4 a5 o Tes 2964
[ USC - User Choice 2 2 o 55 58
VIS - VET in School Zrn 200 28 50,517 58,788
WRG - WorkReady - General 218 1778 h 32,605 48,433
Total I | | Reconciled | a,assl 3&,739' 1,061 | 975,4u7] 1,213,009

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

Date From |1/01/2016 |Z  pateTe [svoszow | EH

WA [L Jerr b oh ¢ [100% v |Find | next (B | @

l(:;l]__‘.]j::L,A_ Enrolment Summaw Repnrt @ XML file with report data

-

CSV (comma delimited)

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

| Exrel
Selection of enroimentz in the report iz bssed on subjectz with Star Date before Date To' or 8 Finizh Date
Enrociments sre grouped by State fund sources and Program. Enrolments rezulied a2 Not Started sre x ciud TIFF file
Flesse click on the Program fo view list of enralied shudents under speeific Program. Click on the Contrset i Word |

arrnimonfe coomnizsiod with thio nrntraond
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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 ! ] M
[ Government of South Australia
. 9']_-‘] :",LA_ Enrolment Summary Report b ? =
3 Period: 01/01/2016 - 31/05/2017
=

Selection of enrciments in the report is based on subjects with Start Date befo

6 Enrolments are grouped by State fund sources and Program. Enroiments h

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

Fund Contract Ho | 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
51 | 544 - SKILLS FOR ALL 785 4,380 141 181,781 158,791
75 | SWQ - Skills in the Workplace - Qualifications 1 5 o 200 200
77 |TGS - Training Guarantee for SACE Students 4 35 o 768 954
79 | VIS - VET in School 160 641 10 20,470 21,566
89 |WRG - WorkReady - General 27 1,616 " 31,148 46,092
105/ Total | | | Reoonclled| 2.335| 11.4ﬁo| 243| 351.245| 402,159

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

B = D E F H I J
NS TN Governmant of South Australia
5 ] ] M, ,A_ Enrolment Summary Report @ Den Dever
1 B Bl s 7
3 Period: 01/01/2016 - 31/05/2017
=]
Selection of enroim: 1 Start Date before ‘Date To' or & Fil ter the ‘Date From
5 |Enrol grouped by d Program. Enroim t of Started &re ex d.
Please click on the Program to view list of enrolled students under specific Program. Click on the Contract No to get all programs
7 |enrclments associaled with this contract.
Fund Contract Ho | Program Program Name Students | Subjects | Parch | Actual | Nominal
8 Source Code Issued Hours Hours
E g |FFS - Domestic Full Fee Paying Student 1,267 4783 94 152,878 174,545
E 51 |54A - SKILLS FOR ALL 735 4,380 141 151,781 158,781
E 75 |SWQ - Skils in the Workplace - Qualifications 1 5 0 200 200
E 77 | TGS - Training Guarantee for SACE Students 4 35 0 768 954
?_| 79 |VIS - VET in School 160 641 10 20,470 21,566
1 80 BSB30115 Certificate lllin Business. a5 267 ] 10,985 11,075
81 CPC10111 Certificate | in Construction 18 83 0 2,054 2,060
82 CPC20112 Certificate Il in Construction 5 64 2 806 1,976
83 MEMZ0105 Certificate Il in Engineering 4 5 0 150 150
MEM30305 Certificate Il in Engineering - 1 1 0 20 20
B84 Fabrication Trade
85 MSF20313 Certificate Il in Furniture Making 6 21 0 590 580
86 SIR10112 Certificate | in Retail Services 18 a5 8 2,510 2,510
87 SIRZ0212 Certificate Il in Retail Services 30 99 0 2,865 2,665
UEEZ2011 Certificate | in Electrotechnology 4 12 0 400 320
(Career Start)
88
E| 89 [WRG - WoerkReady - General 217 1,616 1 31,148 45,082
105 Total ‘ | ‘ ReDonciIed| 2,355| 11,460| 243| 357,245| 402,159

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

=y A B c D E F H 1 J M
mUn e ph
., 5 -|_ l ,] ,A_ Enrolment Summary Report
3 Period: 01/01/2016 - 31/05/2017
Selection of enrolme: sed on subjects with Start Date before ‘Date To' or & Fil Date after the ‘Date From’
6 Enrols are groupsd by State fund rees and Program. Enrolm: ted as Not Started

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
E| g |FFS - Domestic Full Fee Paying Student 1,267 4783 94 152,878 174,545
10 FFS BSB30112 Certificate Il in Business 2 15 1 620 620
11 FFS BSB30115 Certificate Il in Business. 58 308 0 11,305 11,575
FFS BSB30412 Certificate Il in Business. 3 19 2 720 720
12 Administration
FFS BSB30415 Certificate Il in Business 63 267 17 10,780 11,145
13 Administration
FFS BSB40312 Certificate IV in Frontline 2 5 1 250 250
14 WManagement
FF5 B5B41412 Certificate I in Work Health and s 16 1 396 651
15 Safety

1
1
H

STELA Direct Entry User Guide — Version 4.3, December 2022 | 64



Program Completion Report

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

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

Program Completion Report
Program Completion Report.

Enter a date range then clic k the Run Report button to view.

From:| 54/91/2015 B
To:l 34052017 B

| RunRepot | | Back |

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

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

i quzs boobi s [1oow M |Find | Nt b= @) &

Program Com pletion Report m Government of South Australia
S I E LA »ﬁ?\: Deprar brrenl al Slale Develapmenl
Period: 01/01/2015 - 311052017 Ja

Frogram can pistion in this repart displayed bssed on the issus date within the period or when Qusl Issue Flag = W' on Yesr Gom pleted sisction.

| LOEDesc Student 1D Organisation Student Nam e Program Program Nam e Qual Parchm ent No Issue Date Year
Student 1D Code Issued Completed
B5B20112 | Certificate Il in Business 2
Certificste I 20022 34802 BSB20112 Certificate Il in Business A 28212 14072015 2015
Certificate I 200181 34803 BSB20112 | Certificate Il in Business A 25835 25/08/2015 2015
BSB20115 Certificate Ilin Business | T |
Certificate I 831837 38465 BSB20115 | Certificate Il in Business A 28215 28/08/2015 2015
Certificate I 831858 38468 BSB20115 | Certificate Il in Business A 28073 020725 2015
Certificste |l 231737 38453 BSB20115 Certificate Il in Business A 28072 28/08/2015 2015
Certificate I 831750 38454 BSB20115 | Certificate Il in Business A 28129 10/07/201 5 2015
Certificste I 821758 38457 BSB20115 Certificate Il in Business Al 28071 28/08/2015 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 4 ufzs bobl @ 100% v | | Find | nest (-] 2 &
TE Program Completion R B D g b o m Government of South Australi

CSV (comma delimited) oy Departmenl ol Slale Develop mer
Period: 01/01/2015 - 31/04 POE

Program cam pletion in this report displayed based on the izsue date within the period or when Qusl lszue Fig MHTML (web archiva)
LOEDesc Student 1D ‘Organisation Student Nam e Program Exccel al Parchm ent No Issue Date Year
Student ID Code TIFF file red Complete
BSB20112 Ce(tﬁc% Word
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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 ACE Program 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 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

4 Students

* Enrolment Templates
» Bulk Enrolment

P Bulk Resulting

* Reports

Student Search

Search Criteria:

(Type either State Student ID, Apprentice Trainee ID, Organization Student iD, Sumame, Firsf Name, Unigue Student idenfifisr)

Search | | Clear | | Cancel

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

Student Search

|clizen |
(Type sither Stafe Student ID, Apprentice Trainee ID, Crganization Student D, Sumame, Firgt Neme, Unigue Student identifien

Search Criteria:

| Search | Clear | | 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.

| Wwwnk Hﬂh‘,-_;l!lw Shudmnt Calgds | Lhdenh Lemisasis Bew Larsimant  dnrsl gy s Tesplals
e

Whew and Update Student Infamation

Sate Sttt £
[
T [w -
e |
Farst Mama | Jons
it b (s |

Doce ofgarm L O

Gnde Maie i b
Apgrenks e | Torws 0
Drganigation Shsdent O

Frsiay arn oploris Misvemr W00 rhm arer

| Gaww Bak Lt

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 enly 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 cutcomes can be recorded below.

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

Financial Year. [ ~|
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6. Select the relevant financial year from the drop-down list which will allow you to enter UAN details
for the chosen financial year.

Student Details | Other Student Details | Student Enrolments | Mew Enrolment | Enrol using a Template | Academic Transcript UAN and Pathways Outcome for C ity 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 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. (2021722 - 1 Jul 2021 to 30 Jun 2022 v |
Upfront Assessment of Need
Contract ID: [ JegAcFsni2sds
Has the student ) T
undertaken an UAN UAN Date. =
process:

DObsewed measured improvement in participant foundation skills
[ Transition from a Level 1 1o a Level 2 Project
What pathway outcome [ Enrolled ina VET course
has the student [ Supported a VET course completion
:fgﬁﬁﬁé?gﬁgﬁ‘g?e O [ commenced employment or self-employment
[ Enrolment in a Skilling South Australia project. Jeb Trainer funded VET course, of transition to a project in another TPP stream
[J Enrolment in higher education
[ No outcome achieved

7. Enter the following details:
e Contract ID (as per attachment 4, Item 16 of your Funded Activities Agreement - begins with
TAFSN followed by 5 numbers e.g. TAFSN01234)
e Select the tick box to indicate a UAN has been undertaken
e Date in which the UAN for the student was undertaken

8. 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 - 2A — Search for a Student.

2. 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.

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

4. 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 - 2A — Search for a Student

2. 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.

3. Update details as required.

4. Click Save to complete the process.
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