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Getting started
VET Data Reporting in South Australia

Training organisations providing Vocational Education and Training (VET) are required to collect and
report ‘Total VET activity’ in accordance with the National VET Data Policy. The AVETMIS Standard
provides the national framework for the collection of this activity.

Government funded training organisations in South Australia, registered and non-registered, must have
an AVETMISS compliant system to collect their VET activity. This system must also meet 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.

This activity must be reported quarterly 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 AVETMISS and South Australian reporting specifications and
requirements.

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

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.

Direct Entry

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

For further information, please refer to the STELA — Direct Entry User Guide.

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 the STELA — Direct Entry User Guide provides detailed instructions for
training organisations who have chosen to upload their VET activity using NAT files.

If any support is required in using STELA NAT Upload please contact the STELA Helpdesk on 1800 673 097
(9am — 5pm CST) or email stelahelpdesk@sa.gov.au.
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System requirements

Minimum system requirements

Operating system | Any

Memory Any

Disk 20MB Free (for Zip file)
Processor Any

Browser Firefox — 38.0.5+

Google Chrome —43.0.2357.124+
Internet Explorer (Windows only) — 9+
Safari (Mac OS only) — 7.0.6+

Obtaining access

To obtain access to STELA NAT Upload 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 STELA - Obtaining access to 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. 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.

If you have not had your account details emailed to you within 5 business days check with
the nominated Delegate to see if they approved your application.

If they have not received the email have them check their ‘junk’ folder.

Sign-in

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

2. Click on the Sign-In Icon at the top right of screen

3. The Sign in to continue screen will be displayed. Enter your Username (email address) and Password
into the fields provided and click on Sign-In

Sign in to continue —
Username :/ Add the website to your list of Favourites

Password

Forgot Password?
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Changing Password

When signing in for the first time we recommend you change your password to ensure you comply with
the STELA user agreement. If you are an existing Skills and Employment Portal User and your STELA
username has been linked to your Portal account then there is no need to change your password.

1. To change your password, click on your Login Name located top right of screen

2. Click Change Password option

Change Password | Sign Out

3. Enter your new password, re-confirm with the same password and click Change Password

Change Password —_
—7 Add the website to your list of Favourites

Mew passwords require a minimum of & characters

New password

Confirm new password

Change Password

4. The following message will appear when your password has changed successfully.

Change Password

Your password has been changed successfully.
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Forgotten Password

1. If you have forgotten your password go to the STELA NAT Upload Sign-In page -
https://portal.statedevelopment.sa.gov.au/stela

2. Click on the Forgot Password? Link

Sign in to continue

Usemame

Password

Forgot Password?
3. The Lost Password screen will be displayed. Enter your e-mail address and click Send Request.

Lost Password

Please enter the username or email address associated with your account, then click Send request.

We'll email you a link to a page where you can create a new password.

Username or email

Send request

4. An email from the STELA Helpdesk titled ‘Lost Password’ will be sent to your email account. Open
email and click on the Click Here link.

5. The Change Password screen will be displayed. Enter new password and re-confirm then click
Change Password. Note: Your new password must contain minimum 8 characters and can consist of
letters, numbers and symbols (except ‘;’ semicolon)

Change Password

New passwaords require a minimum of 8 characters.

New password

Confirm new password

Change Password
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6. The following message will be displayed if the password change was successful and met the
minimum character length mentioned above.

Change Password

Your password has been changed successfully.

If your STELA account is linked to your Skills and Employment Portal account then your password

change will also be applied to your Skills and Employment Portal account.

Signing out

1. To sign out click on your Login Name, located top right of screen

2. Click Sign Out

Change Password, Sign Out

3. The system will sign you out. You will notice your username disappears from the top right of screen
and is replaced with the Sign-In icon.
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Helpdesk Support

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

STELA Helpdesk

When you contact the STELA Helpdesk for support/assistance we will ask you to provide your National
RTO 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

AVETMISS validation software (AVS) Support

If your query relates to the AVETMISS validation software (AVS) please contact NCVER’s support team on the

details below.

support@ncver.edu.au \\ 1800649 452
or 08 8230 8400
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Home Screen

Government of South Australia Show/Hide Menu
SOUTH « | Department of State Development
. Login Details

STELA NAT Upload ~

Home Upload NATData  Submission Progress  Reports ~  Organisation  Student Details ~ Users

RTO Number (TOID) and
Name

Please note that each user in your organisation MUST have i own and sharing of logins is in breach of the STELA User Agreement. New user req(y

Related Content

Newsletters

Welcome to the Student Training and Enrolment Logistics Application - NAT Upload
Version: 1.0.0

Quarterly Reporting
Requirements

PowerPoint Presentation

Quarterly Reporting Pel ) Tutorial Video

it is compulsory that all training actig ,,.mﬁged to South Australian students is submitted for each reporting quater by the specified deadline as per table STELA NAT Upload User Guide ™

below.

Quarter Dates 4 Deadline to Report U Sefu' Ll n kS

1 1 January - 31 March 28 April 2017 FAQ X

2 1 April - 30 June 21 July 2017 Links to Manuals and
3 1 July - 30 September 13 Oclober 2017 AVETMISS Standards and Data Element Defir Instructions

4 1 October - 31 December 31 January 2018 NCVER AVETMISS FAQ's

Where you are not able to meet these reporting deadlines, you are requey} STELA Helpdesk idesk on the details below

Contact Details External Systems

AVETMISS Validation Software (AVS)

STELA Helpdesk Contact Details

Telephone: 08 8226 3050 (9am - 5pm CST)

Google

E-mail dsd.sielahelpdesk@sa.gov.au

sa.gov.au

epartment of State Development | Privacy | Disclaimer
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STELA NAT Upload Menu

The STELA menu bar is viewable across the top 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 ltem

Home

Upload

NAT Data

Submission Progress

Reports

Organisation

Student Details

Users

Description

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

This section allows users to upload new NAT files and monitor the outcome via the
Import Log. Users can also view all previous upload attempts, and their outcomes
and download any NAT files associated with each upload.

This section allows users to view all NAT files associated with the last successful
upload for the provider for the chosen collection year in a user-friendly format.

This section allows users to monitor potential discrepancies with a provider’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.

This section allows users to run a range of reports relating to training activity
uploaded for the current and past collection years.

This section allows users to view a range of information relating to the organisation
they are associated with such as legal and trading names, address details and scope
of registration as listed on training.gov.au. It also contains a list of state fund sources
that the organisation can report training activity against.

This section allows users to view all students and related training activity that has
been reported by your organisation in STELA since 1 January 2014 or when you first
began uploading (whichever one is earlier).

This section allows users to view a list of other users who are registered to access the
organisation’s data. Organisations must notify the STELA Helpdesk via email
stelahelpdesk@sa.gov.au when user accounts are no longer required.
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STELA NAT Upload and Validation Process

The diagram below provides an overview of the STELA NAT file upload and validation process once you
have generated your NAT files from your Student Management System.

VALIDATE FILES USING AVS
All NAT files must be validated using
AVS and must be error free before
uploading into STELA

CREATE NEW NAT FILES
UPLOAD FILES INTO STELA When all errors / warnings have
Users attempt to upload NAT files been resolved, generate a new
into STELA set of NAT files and re-validate
using AVS.

CORRECT DATA
All errors / warnings must be
corrected in organisations’s student
management system

BASIC VALIDATION
STELA performs basic validation
of data files

VIEW ERRORS
STELA will display errors in NAT file
upload log. Errors can be exported
to Excel

ERRORS FOUND?
Upload will fail and user will be
alerted of errors

UPLOAD ACCEPTED / VIEW WARNINGS
FULL VALIDATION Users to review and action
NAT files accepted and STELA any warnings in NAT file upload log
will proceed with full validation and in submission progress area in
of NAT files. STELA
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STELA NAT Upload Validations

When NAT files are uploaded into STELA numerous validations occur to determine if the upload will be
successful or not. The validations occur in a two-step process which is explained in the table below.

Basic Validation

Stepl e Checks NAT files comply with AVETMISS and that files have been validated by AVS and are error
free.

Once completed if no errors are detected STELA will proceed to step 2 validation. If errors are detected, then
step 2 validation will not proceed and the upload will fail. The import log will capture error messaging
associated with the failed upload in STELA.

The errors will need to be fixed at the source and a new set of NAT files will need to be generated, revalidated
through AVS and re-uploaded into STELA. STELA will begin the process again from Step 1.

Full Validation

Step2 e Checks state specific validations such as Apprentice and Trainee Contract IDs are provided and
are in the correct format (where applicable) and SACE ID and School Location is provided
(where applicable).
e Checks subjects and programs are valid and on scope, enrolments relate to current collection
year, contract format is valid, and fund source is valid and linked to your training organisation.
e Checks for duplicate students and enrolments, incomplete student details, un-resulted
enrolments, actual hours and USI discrepancies.

Once validated the data will be uploaded into STELA. If any validations failed, they will be displayed as
warnings in the import log associated with the upload. These need to be resolved as soon as possible.
A full list of STELA validations can be found at https://providers.skills.sa.gov.au/reporting-requirements
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Begin the NAT file Upload Process
Generating South Australian NAT Files

First step is to ensure you have generated a set of SA NAT files from your Student Management System
(SMS). When generating NAT files please ensure that they are for the full calendar year as each time you
upload NAT files into STELA these will replace any data reported in your previous upload.

In South Australia, there are additional reporting requirements for data elements in the NAT00010,
NAT00120 and NAT00130 files. It is important when generating your NAT files from your system that you
select the option of ‘South Australia’ to ensure your files contain the additional SA specific data
elements. For further information on SA reporting requirements please visit www.skills.sa.gov.au/stela

Refer to your SMS user guide for instructions on how to generate NAT files. If you are experiencing issues
with generating NAT Files you should contact your software vendor for assistance.

AVETMISS Validation Software (AVS)

Prior to uploading your NAT files into STELA, you must validate your files using NCVER’s AVETMISS
Validation Software (AVS). This system ensures that your NAT files are AVETMISS compliant and are error
free. If you encounter errors as part of your validation process you will need to correct these in your
SMS. You will then be required to re-generate a new set of NAT files and repeat the AVS validation
process again.

Once your AVS validation is successful and error free you will receive an email from ‘AVETMISS
Validation Software’ titled ‘AVETMISS Validation Software - Successful file validation’. This email will
contain an attachment called ‘Collection Processing Summary Report’ which must be included along with
your NAT files to perform a successful upload into STELA.

You will not be able to upload your NAT files into STELA until you have an error free AVS
validation.

STELA requires the file format of the ‘Collection Processing Summary Report’ file to be .CSV. The
format of this file can be changed in the ‘Account Settings’ section of AVS once you have logged
in. For detailed instructions on AVS visit www.ncver.edu.au and click on the AVETMISS Validation
Software icon.

AVS is owned and maintained by the NCVER. If you have any questions or require any support
using AVS please contact NCVER AVETMISS support on 1800 649 452 or support@ncver.edu.au
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Zipping your NAT Files and AVS Report

Before uploading your NAT files into STELA, you will need to create a single zipped file which contains all
of your NAT files (.txt format) and the AVS ‘Collection Processing Summary Report’ (CSV format).

1. To begin the process, save all your NAT files along with your AVS ‘Collection Processing Summary
Report’ within a folder on your computer or network drive.

Unlike AVS you must include all NAT files in STELA even where they are blank. Failure to do so
will result in an unsuccessful upload.

STELA NAT Upload will only accept Zip files (these are files saved in a .zip format.)

2. Open the file that contains the NAT files and AVS ‘Collection Processing Summary Report’

3. Select all files by clicking on the first file, at the same time hold down the Shift Key and select the last
file (this should highlight all files — see screenshot below).

4. Whilst all files are highlighted right click the mouse button and select Send To then select
‘Compressed (Zipped) folder’. This will create a zipped version of the files selected in the same
folder location.

¥y CalemmionProceiingSummarnyRepsd (14,
NATD0020. TXT
MATDOO. THT

| MATDOO30,TXT
| NATDOOSD. TXT
MATOO0S0.TXT
HATDOOES, TXT
NATO00S0. TXT
NATDOL00. TXT
NATOOL20.THT
NATDOLI0. THT

o Edit with hotepads+

Ediv
W Losd in UtreCompare
0 Scan for theests.

Send to * | Comprened Gipped) folder
M Desitop (creste shortout)
#  Documents

Cut
Copy

Note: Windows will randomly give the ZIP file the name of one of the files contained in the Zipped
file (e.g. NAT00130.zip — seen in screenshot below). STELA does not require the name of the zipped
file to be named in any particular format or length as long as the extension of the file is ‘.zip’. If you
wish to rename the file, right-click on the file, click Rename and then enter the new file name.

S L P R T 8 S T B S R - = | L Fa | 1Kl
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Uploading NAT files in STELA

1. Click Upload from the STELA menu bar

STELA NAT Upload v et

NAT Data  Submission Progress Reports - Organisation Student Details Users

2. Click NAT File Upload to begin the upload process

Upload
@] Export fo Excel

Drag a column header and drop #t here 1o group by that column

Impodid | Org id Org Nama Import Status Star

MAT Data Extracts Impart from
e - a0
3. Select the required Collection Period from the drop-down list.

MAT File Upload

Organisation:
Collection Period:
| 1 Jan - 31 Dec, 2019 ~

1 Jan - 31 Dec, 2019
01 Jan - 31 Dec, 2018 (CLOSED)
01 Jan - 30 Sep, 2018 (CLOSED)

01 Jan - 30 Jun, 2018 (CLOSED)
01 Jan - 31 Mar, 2018 (CLOSED)

4. The email address associated with your login will appear in the Primary Email field. This is the
address that will be used by STELA to send an email notifying you of the outcome of your upload. If
you want the outcome email sent to a secondary email address you can enter an alternate email
address in the Secondary Email field.
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5. Click on the text ‘Click here to attach a pre-validated NAT file in .zip format’.

Cobaction Pafiod:
01 Jan - 31 Det, 2017 "

Primeary Email

Secondary Emai

NAT File (Pre-validated by AV'S and i zip formal enly) This Collection Period accepts Partial Validations

click hore to attach & pro validated NAT file in .2ip format

| Subent MAT File | | Cancel |

6. This will launch the Choose File to Upload screen. Locate the zipped NAT File on your computer or
network drive.

:% Choaose File to Upload

gﬁ- ﬂ- Desktop »

Organize » MNew folder
o = . L
4 .0 Favorites i | Libraries
B Desktop Jg}:_“l-l Systemn Folder
& Downloads

| Recent Places
, RTO FOLDERS o

) Craig Arrighi
% System Folder

e M Comniter

7. Double click the zipped folder to select for uploading.

[EL] CollectionProcessingSurmmaryRepart_TL.,
| HATOO00R0.TXT
.| HATO0020.TXT
| NATO00Z0.TXT
NATON0ENTXT
NATOO0E0. TXT
NATODOES. TXT
MATO0090. TXT
WATONLO0.TXT
NATO0L20.TXT
MATO01 30, TXT
1. MATD0120.zip
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8. The zipped file will appear as an attachment underneath the heading ‘NAT File: (Pre-validated by
AVS and in .zip format Only’.

MAT File Uplosd
DMgangation
Collection Period.

01 Jan - 31 Dec, 2017

Primary E i

Secondary Emad

HAT File. (Pre-validated by AVS and in Zip fefrmal only) This Collection Pediod accapls Panial Validations

! w4056 op
% (Comgdesssd Folded)

5473 KB

Saibmit HAT File Cancal |

9. If you accidently attach an incorrect file or wish to stop the upload, click Cancel which will take you
back to the Upload screen. You can commence the process again by starting at step 2.

10. Click Submit NAT File to begin the upload process. A message will appear “NAT File is Currently
Processing. Please check the log for progress updates”. This indicates that STELA is validating your
NAT files to ensure they meet both state and national reporting requirements.

Upload
I ——
Crgansaton
|

Colar bor Panod
O Jan - 3 s D0HE

Promary Erasl

Szorddany Ervol

m —

AT Fi: [Pri-vabemad by AVS S it 5 larat oy
| MAT File s carmently peocessing. Piagse chack te I0g 107 (eogress spdates.

There are two methods available to you to learn the outcome of your upload:

You can remain logged into STELA where you can view the results within the NAT upload
section using the import log

Once your upload is in progress you can logout and STELA will send an email confirming the
result of your upload. If the email indicates your upload has ‘Completed Successfully but with
Warnings, or Failed with Errors and/or Warnings you will need to refer to Section View NAT

Upload results including errors and warnings

If you do not receive an email within 30 minutes, please log into STELA to check the status of your
upload or contact the STELA Helpdesk on 1800 673 097.
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11. If you choose to remain logged into STELA to learn the outcome of your upload you will need to click
the Refresh Log button periodically to update the status of the upload. Uploads generally complete
within 2-5 minutes however this can vary depending on the size of your NAT files and whether other
training organisations are uploading at the same time

Upload

MUAT e Uk

Crgarsabon
o b Penod —_—
01 Jan - 30 s S

Promary Cradl

Saeondary Ermal

MAT Fiba: [Pro-sabetine by AVS ol o B vt sy

i —= /
. T Fila b covontly [eooessing, chack tha log T peeagress up-ates
| T

12. Once your upload has completed the status will update to one of the following:

a. Upload Completed Successfully, or
b. Upload Completed Successfully with Warnings, or
c. Upload Failed with Errors and/or Warnings

13. If your upload has ‘Completed Successfully’ there is no further action to take. Where your upload has
‘Completed Successfully with Warnings’, OR ‘Failed with Errors and/or Warnings’ you will need to
refer to Step 5 in the section ‘View NAT Upload results including errors and warnings’

Remember to review the submission progress section of STELA periodically to monitor the

completeness of your AVETMISS data submission to date. Your submission progress status must
show as ‘Complete’ for end of year reporting. See Submission Progress for more details

View NAT Upload results including errors and
warnings

Each time a user within a training organisation attempts a NAT file upload in STELA a log of the attempt
will be created in the NAT Upload Attempts section within STELA. Logs will begin to appear once the first
upload attempt for an organisation has been made. Logs will be viewable to all users associated with an
organisation regardless which user did the uploaded. The following details are captured:

1. the status of each upload attempt

2. the date and time of the upload attempt
3. the user who performed the upload attempt
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the collection period

number of errors and warnings (if applicable)

detailed information about errors and warnings (if applicable)

details on the numbers of records that have been created, deleted or updated for each NAT file
when compared to your previous successful upload (only where upload has been successful).
8. set of NAT files associated with the upload

Nouwuvas

1. To view NAT File Upload Attempts for your training organisation, select Upload from the STELA menu
bar. This will take you to the Upload screen which will list all upload attempts.

STELA NAT Upload v swusaien

NATData  Submission Progress  Reports ~  Organisation  Student Details  Admin - Users

Upload

(ot upoaa empts

i A B c D E

Drag a column header and drop it here o group by that column.

Imporid OrgId Org Hame Import Status Stari Time End Time: Started By Collecion Period Queue Wamigs Errors

152176

NAT 1Jan-31 Dec, 2019 24

151510

NaT x 1.Jan- 31 Dec, 2019 2

151506,

AT x 1Jan-31 Dec, 2019 2
150723 1600712019 01:42 1610772019 01:42 1.Jan-31 Dec, 2019 2

150721

1dan-31 Dec, 2019 0

149822 2810612019 0215 261062019 02:16. 1dan-31 Dec, 2019 £

149483

1Jan-31 Dec, 2019 2

2. Toview details for a specific upload attempt, search through the upload attempts (remembering
they appear in date order). The log will display information relating to a-e above. If you need to view
information relating to f-h above (such as specific errors and warnings or view the NAT files relating
to the upload) double click on the Import ID related to the upload you wish to open.

3. This will open the NAT File Upload screen where you can:

e view detailed logs relating to the upload including validation errors and warnings
e download a copy of the NAT files associated with the upload

4. If you need to download a copy of the NAT files, click on the NAT file icon to begin the download
process and follow the instructions on screen. If not proceed to the next step.

AT File Upload

Organisation

Cotiction Puriod

1-Jan - 31 March 2018

Frimary Emait

Secondary Email

HAT Pl (Pt ated B A0
g- g click on icon to
- download

Plexse teview

View Log Cancel
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5. To view the import logs associated with the upload click View Log. This will display detailed log
records including warning and error messaging (if applicable).

Upload

Ciganmabion

Coliecton Periad

1 420 - 31 Mavch 2018 W

Prisaty

HAT File: (Pre-vabdated by A5 and in 2ip fomsat onfy)

| &Emﬂ‘mﬂmd
i W b et s B e 1 s byl ol

Soares < | Meszage b Trema

Viliclan NATOO1ID The NATOOEN) secord for the Clard with 10 CELOOD00GY i Sutyect ared Progeam H.TS161T Tha Outcorras anedfor Actraty Dtas T1012000 o TUIT0TY are net vakd fo B collachon v " e

Vaikdas HATI1ZD The NATONESD secon for the Chent with I0'CELOOM0RY i Subject BSEWDR40ZA" and Progiam HLTS161Z ‘alled validation The Ouscome andior Actvity Daies THO 12017 i DID1ZT are not vakd fof this collection year Emo

6. Click on the Type column to sort and group all warnings and errors together. The log can also be
exported to Excel by clicking on the Export to Excel button in the top left of the Import Log. This is
particularly helpful where you have a large number or errors and warnings so you can easily sort and
filter the records.

By default, the log will display up to 50 records within the window. Use the left and right arrows or
page numbers at the bottom of the page to navigate to other records on different pages or use the
items per page drop down list to increase the number of records to display on the page.

The log provides in-depth information about the errors and warnings associated with your

upload and includes relevant client/subject/program Id’s to assist you with correcting any issues
in your SMS.

All errors and warnings must be corrected in your SMS. You will then need to re-generate a new
set of NAT files, re-validate through AVS and re-upload your new NAT files into STELA. This
process will need to be repeated until all errors and warnings are resolved and receive
confirmation the upload into STELA has been successful.

A comprehensive list of all STELA warnings and errors can be accessed from

roviders.skills.sa.gov.au/tools/stela-avetmiss-8-0-validations. The document contains
information on all errors and warnings by relevant files and fields. You can search/filter through
this document to find specific warning and/or error details. It describes the business rules that
trigger errors and warnings including the error and warning messages that are displayed and tips
on how to resolve the issues. Please contact the STELA Helpdesk on 1800 673 097 if you need
assistance in resolving any errors or warning.
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NAT Data

This section allows users to view NAT files associated with their organisation’s last successful upload for
the chosen collection year in a user-friendly format that can also be exported to Microsoft Excel.

View NAT files

1. To view NAT files, click on NAT Data from the STELA menu bar.

STELA NAT Upload v

Home Upload Submission Progress | NAT Data Reports -~  Student Details Organisation Users

2. Select the Collection Year that you wish to view NAT files for from the drop-down list and click Load
Organisation.

Select Collection Period for Data

Collection Year:
2018

Load Organisation

3. This will load the NAT files associated with the last successful upload for the chosen collection year.

Select the NAT file you wish to view by clicking on the name of the NAT file (identified in the yellow
box below)

NAT Data

Callection Period NAT 010/010A MAT 020 AT 030/0304 MAT 060 MAT 080 HNAT 085 MAT 080 MNAT 100 NAT 120 MNAT 130

Organisation Information (NAT010 / NATO10A)

g3 Export to Excel

Drag a column header and drop it here to group by that column

Org Id < | Training Org Name ~'| Type ~ | Address Line 1 ~ | Address

The NAT file viewing windows are limited to a maximum of 20 records per page. Use the left and
right arrows or page numbers at the bottom of the page to navigate to other records on
different pages or use the items per page drop down list to increase the number of records to

display on the page. You can also sort columns or filter records by selecting the arrow down icon
to the right of each column heading.

NAT Files can be exported to Excel by clicking on Export to Excel at the top left-hand corner of
the screen. This process will need to be repeated for each NAT file you wish to download.
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Submission Progress

The Submission Progress page in STELA allows training organisations to monitor the progress of their
reported AVETMISS data to ensure their data complies with both state and national reporting
requirements. Where discrepancies are identified with your data these will be listed as errors or
warnings in one or more discrepancy report(s).

Errors and Warnings can include:

e Duplicate Subject Enrolments

e Duplicate Students

e Not specified or potentially incorrectly reported Client Details

e USl discrepancies

e Discontinued enrolments (studies)

e Continuing enrolments (studies) where the activity end date is in the past

To view the Submission Progress section in STELA:

1. Click on Submission Progress from the STELA menu bar.

STELA NAT Upload v

Home  Upload |Submission Progress | NAT Data Reports -~  Student Details Organisation Users

2. By default the Submission Progress Page will display reports for the current collection year. If you
need to view records for a previous collection year, select the relevant year from the Collection Year
drop down box.

Submission Progress Page Explained

‘Submission Progress

‘The Submission Progress Page allows providers to monitor the completeness and accuracy of their AVETMISS data submission for the chosen collection year
‘When the status of the page is showing as ‘Complete’ no further aciion is needed.

When the status is showing as ‘Parkial errors andlor warnings have been detected within your STELA data submission and will be listed below in one or more discrep
Reports highlighted in RED contain errors and those highlighted in contain warnings The number of errors/wamings contained within the report vil be listec
Al errors (and warnings where relevan) should be reviewed and corrected as part of your quarterly reporting requirements.

" Once comected in your student management system, a new set of NAT files will need to be uploaded info STELA to resolve the erorsiwamings.
Collection year
chosenis 2019,

For any errorsiwamings that cannot be resolved, DIS will mark your submission as complets where valid reasons are provided to finalise your end of year data submi

Organisation:

Collection Year: | 2018 Vv Status:  Parfial
Coroments: 9395 No of students
omente, reported to date
"[‘;’p‘g n;’f?[’;‘éea‘:‘s Students 2,112 (NAT000DBO). Status of
AVETMISS
(NAT000120). . i n to date
Dupiicate Enrolments: 16 BS]  oremon Orce Excer orian :
Duplicate Students: 0 In this example 6 errors have
been identified in refation to
parchment numbers reported.
Aciual Hours Discrepancies: 0
Parchmen! Number Discrepancies. &
Reports are
generated in
Unique Student Identifier Discrepancies: 4 Excel. Click
icon to open.

Centinuing Studies: 721

Reports highlighted in 88 Enrolments: 304
red are potential errors
D E Reports highlighted in
yellow are possible
discrepancies with your
data.

Discontinued Studies:

Mot Specified Detail:
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Reports highlighted in RED contain errors and those highlighted in YELLOW are warnings where records
are found that may not comply with state and national reporting requirements. The number of
errors/warnings contained within each report will be appear alongside the report name and an Excel
icon allows you to view the records (to the right of the report).

The example below indicates there are 304 errors identified in relation the Academic Pass Enrolments:

. wo =  AcademicPassEnroiments xisx
o o " - -
Academic Pass Enrolments: 304 i (Microsoft Office Excel Worksheet)

To view the report, click on the Excel icon which will open the report in Microsoft Excel.
Errors should be fixed as soon as possible as these have the potential to:

a. affect payment subsidies (where applicable)
b. prevent your training activity being submitted to NCVER and the USI transcript tool.

Warnings should be reviewed regularly and actioned as necessary.

Where you have errors or warnings to resolve, the status of the Submission Progress Page will show as
Partial.

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 made amendments to your SMS to rectify any discrepancies you will
need to re-generate a new set of NAT files, re-validate through AVS and re-upload to STELA to update
your data.

For end of year reporting all discrepancies must be resolved and the submission progress status for your
organisation must show as for your AVETMISS data submission to be considered final and
complete.

We understand that some discrepancies may be permissible under the AVETMIS Standard or cannot be
corrected for various reasons. Where this is the case DIS will overwrite these discrepancies at the end of
year where valid reasons are provided.
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Submission Progress Descriptions and Actions

to be taken

Report name and description

Duplicate Enrolments - Identifies where the same
Subject and Program and a successful outcome (20,
51) has been reported multiple times for the same
student in the current and previous collection years.

Actual Hours Discrepancies — Identifies Non-
accredited modules which have been reported with
no actual hours ('Scheduled Hours' in the NAT00120
file).

Parchment Number Discrepancies — Identifies
students with different parchment numbers for the
same Program or the same parchment number for
two different students or programs.

Unique Student ID Discrepancies - Identifies students
in your data with discrepancies when matched to the
USI registry.

Discrepancies can include:

e  Missing USls,

e |nvalid USls,

e Incorrect names and/or Date of Birth

e Incorrect use of exemption codes SHORT or
INTOFF.

Continuing Studies — identifies enrolments
reported in the current collection year with an
outcome of ‘70 - Continuing Enrolment’ and where
the activity end date is equal to or less than today’s
date.
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Report name and description

Delete any genuine duplicates from your enrolment
system and re-report a new set of validated NAT files
into STELA to update your data.

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.

In some instances, this report may show records that
are valid or cannot be corrected. Where this is the
case DIS will mark the report as 'Complete' at the end
of the year where you can provide valid justification.

Update the missing hours in your enrolment system
re-report a new set of validated NAT files into STELA
to update your data.

For end of year reporting all errors must be resolved.

Update the discrepancies in your enrolment system
and re-report a new set of validated NAT files into
STELA to update your data.

For end of year reporting all errors must be resolved.

Refer to our USI fact sheet for guidance on resolving
discrepancies.

Update the discrepancies in your enrolment system
and re-report a new set of validated NAT files into
STELA to update your data.

The USI verification process in STELA is an overnight
process. Where updates have been made to your
data please check the report the following day. If the
report continues to show discrepancies that have
been resolved, please contact the STELA Helpdesk.

In some instances, this report may show records that
cannot be corrected. Where this is the case DIS will
mark the report as 'Complete' at the end of the year
where you can provide valid reasons.

Update these enrolments with a final outcome
(where applicable) or if training is still continuing,
the activity end date must be updated in your
enrolment system.

Re-report a new set of validated NAT files into
STELA to update your data.

For end of year reporting all errors must be
resolved. Where training has not yet finished


https://stela.statedevelopment.sa.gov.au/Documents/USIDiscrepanciesReportFactSheet.pdf

Academic Pass Enrolments - identifies enrolments
reported in the current collection year with an
outcome of ’70 — Academic Pass’ and where the
activity end date is equal to or less than today’s date.

Discontinued Studies - identifies training activity
reported by your organisation last year with an end
date in or after the current collection year with an
Outcome of ‘70 — Continuing activity’, but the training
activity is no longer appearing in this year’s data.

Not Specified Details — identifies students that have
been reported with a mismatch on Title and Gender
OR with a ‘Not Specified’ value for Gender or Date of
Birth.
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update the end date in your enrolment system into
the next collection year.

Update these enrolments with a final outcome
(where applicable) or if work placement is continuing,
the activity end date must be updated in your
enrolment system.

Re-report a new set of validated NAT files into STELA to
update your data.

For end of year reporting all errors must be resolved.
Where on the job assessment has not yet finished
update the end date in your enrolment system into the
next collection year.

It is expected where training activity was previously
reported as ‘Continuing activity’ that it is re-reported
in the current collection.

Review and include the missing training activity in
your next upload to STELA. If you incorrectly reported
the outcome as '70 — Continuing activity’ last year
and the student did not commence training in the
subject, please report the activity in your NAT files
with an outcome of ‘85 — Not yet started’ with an end
date in the current collection year.

Note: You will also need to remove the training
activity from the Student’s USI transcript.

Update the discrepancies in your enrolment system
and re-report a new set of validated NAT files into
STELA to update your data.

For end of year reporting all errors must be resolved.



Reports

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

Reports include:

e Program Completions
e Enrolment Summary
e Enrolment Statistics
e Enrolment Details

STELA NAT Upload

Home  Upload  Submission Progress NAT Data] Reports ~ [Student Details  Organisation  Admin -~  Users

Program Completions
Unresulted Cnrolments
Enrolment Summary

Enrolment Statistics

Enrolment Details

Program Completions

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

I Goernment of South ustralia
msou‘r“ Department of State Development
J AUSTRALIA
STELA NAT Upload

Program Completions

Certificate IV B5B41412 Certificate IV in Work Health and Saft-ly

CELOODOORK ca.uuuuszi 1402/2017
Certificate Il CHC33015 Certificate lll in Individual Support “
CELO0DO17G CEL0000473 170072017
11| CELDOOOYTE ¥ CTI7110 15/05/2017
CELO00012H Y CELD0D0259 010272017
12
13 CELO00012P ¥ CT17016 10/02/2017
FF Aci nnnnaces v rraTnET ndinamnaT
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1. To runthe report, select Program Completions from the report’s dropdown list on the STELA menu
bar. This will launch the Program Completion Report window.

Program Completion Report

From Date:

1012017 2 (=]
Date To:_
| 2410112018 3 (=]
Format:
* Excel
Word a4
PDF
Generate 5
@\ ‘Program Completions xis
= |  (Microsot Office Excel Warksheet) 6

2. Enter the From Date and To Date in the fields provided in the format DD/MM/YYYY or select the
dates by selecting the calendar icon on the right of the date fields.

3. Select your preferred report format (Excel, Word or PDF)
4. Click the Generate button to run the report.

5. Once compete the report will appear beneath the Generate button. Click on the report name or icon
to open the report.

Unresulted Enrolments

Provides a list of enrolments reported for the chosen collection year where the outcome is blank or Not
Started (85). Where the End Date has passed, enrolments will appear in red.

e =} o T = T = v T = T i v T o =1

m Government of
mSOUTH G2/ South Australia
AUSTRALIA -

STELA NAT Upload
Unresulted Enrolments

Client ID Client Name Program 1D Subject 1D Subject Name Activity Start Date | Activity End Date

1. To run the report, select Unresulted Enrolments from the report’s dropdown list on the STELA menu
bar. This will launch the Unresulted Enrolments report window.

Unresulted Enrolments

/Collection Year:
| 2ms ~

‘Format:
* Excel
Word

{ - K

I"gj"‘ Unresulted Enroiments xis 5
(Microseft Office Excel Worksheet)
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2. Select the required Collection Year from the drop down list for the period you wish to run the report
for.

3. Select your preferred report format (Excel, Word or PDF)
4. Click the Generate button to run the report.

5. Once compete the report will appear beneath the Generate button. Click on the report name or icon
to open the report.

Enrolment Summary

Provides a high-level summary of the number of students, subject enrolments, hours and parchments by
program for the chosen fund source(s) for the chosen collection year.

Government of South Australia
Department of State Development

Enrolment Summary

Collection Year: 2018

F5l Desc Purchase Program Id Program Hame Students  Subjects Parchment Actual Nominal
Contract Id Issued Hours Hours
Domestic Full Fee Paying Student 53 0 42,004
FFS 53 i 19 0 42,004
BSB41412 Certificate IV in Werk Health and Safety 1 10 ] ] 418
CHC32015 Certificate Il in Community Services Z 14 i} o 420
CHC33015 Certificate Il in Individual Support g 113 & 0 6,105
CHC43115 Certificate IV in Disability 18 248 2 o 16,075
CHC43415 Certificate IV in Leisure and Health 12 111 4 o 5,930
FNS42115 Certificate IV in Persoenal Injury Management 5 13 1 o 590
HLT33015 Certificate Il in Alied Health Assistance 1 11 i1 o 518
HLT516812 Diploma of Nursing (Enrolled-Division 2 nursing) 8 205 7 1} 10,948

Jobs First STL Projects o
o

CHC33015 Certificate Il in Individual Support 68 BB7 57 o 48 140

HLT51612 Diploma of Nursing (Enrolled-Division 2 nursing) 52 1,007 0 45 541

HLTS4115 Diploma of Nursing 18 103 0 o 5,005

1. To runthe report, select Enrolment Summary from the report’s dropdown list on the STELA
menu bar. This will launch the Enrolment Summary report window.

Enrolment Summary

Collection ‘Year
2018 2 v

Funding Source:
FFS.JFS,54AWRG
 Select All 3
FFS - Domestic Full Fee Paying Student
' JF35 - Jobs First STL Projecis
+' 54A - SKILLS FOR ALL

[7] WRG - WerkReady - General
Format:
& Excel 4
Word
PUF

;

E[’* Enrolment Summary xis
3 (Micrcsoft Office Excel Worksheet) 6
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2. Select the required Collection Year from the drop-down list for the period you wish to run the
report for.

3. Select the Fund Source(s) to be included in the report.
4. Select your preferred report format (Excel, Word or PDF)
5. Click the Generate button to run the report.

6. Once compete the report will appear beneath the Generate button. Click on the report name or
icon to open the report.

Enrolment Statistics

Provides a breakdown of student enrolments for the chosen collection year by chosen fund source(s) by
student demographic such as country of birth, indigenous status, employment status etc.

LU, Government of South Australia
ﬁl SOUTH Department of State Development
AUSTRALIA

STELA NAT Upload

. Enrolment Statistics
il FSlDesc Purchase Comiract Id Females | Total | Indigenous | Indigenous | Bom in | Born Overseas |Erglish Spoken At | Other Language | Disabled -¥ Disabled - N At School - ¥ | At Schacl - K | Employed | Unemployed [}
8 smu o t:m N Auslr«l u me spcken At Home
7| 8 Domestic Full Fes Paying Student _—n
8 54
PR s obs st rocts -m--l—-ﬂ—m—m
10
11] -n-‘---__-_--‘
12 ‘00000097
1
1

3 ﬂ---‘___-__-_
£
3

‘Do0gooe7

1. To run the report, select Enrolment Statistics from the reports dropdown list on the STELA menu
bar. This will launch the Enrolment Statistics report window.

Enrolment Statistics

Collection Year.
| 2o 2 v
Funding Source:
/ SelectAll

+/ FFS - Domestic Full Fee Paying Student 3
/ JFS - Jobs First STL Projects
S4A - SKILLS FOR ALL
/ WRG - WorkReady - General
\
Format:
® Excel
Word 4
FOE.
g
FEF Enroiment Stabstics s
™4 | (Microsoft Office Excel Worksheet) 6

2. Select the required Collection Year from the drop-down list for the period you wish to run the report
for.

3. Select the Fund Source(s) to be included in the report.

4. Select your preferred report format (Excel, Word or PDF).
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5. Click the Generate button to run the report.

6. Once compete the report will appear beneath the Generate button. Click on the report name or icon
to open the report.

Enrolment Details

Provides a detailed summary of student enrolments including names, subjects, start and end dates,
outcomes, delivery locations, scheduled hours and parchment details by program for the chosen fund
source(s) and specified date range.

Enrolment Details

Period: 1112016 - 31/122016

Clienti  Client lame  SubjectiD  Subject Name Start Date FinishDate  Outcome Del Location

National ID

4 %
£

Domestic Full Fee Paying Student 4
FFS
BSB41415 Cerificate IV in Work Heath and Safety CELOD0000U Faukner, Sharee  PUAWERD0Z Ensur ergency preventon 81102015 3812015 20 CELTIC TRANNG s
B proced and processes are
implemented
BSB4141S Cerificate 1V in Work Healh and Safety CELODDOOPU Nayior, Jule  BSBCHMADT Make a presentation 121102015 11312016 20 CELTIC TRANNG £ Wy
BSBL1415 Certifiate IV in Work Hesth and Safety CELODOOOPU Naylr, Jufle  BSBRES4D1 Analyse and present research nformation 12102015 1312018 20 CELTIC TRAINNG ) oy
BSB4141S Cerificate 1V in Work Health and Safety CELO0DO0PU Naylor, Jufe  BSBWHS402 Assist with complance with WHS lawis 120102015 11312016 20 CELTIC TRAING. @ w0y
BSB41415 Certificate 1V in Work Health and Safety CELOOOOPU Nayior, Jufe 120102015 11372016 20 CELTIC TRANNG @ oy
BSB4141S Cerificate 1V in Work Healh and Safety (CELO0DO0PU Nayior, Jue 121102015 11312016 20 CELTIC TRANNG & sy

1. To runthe report, select Enrolment Details from the report’s dropdown list on the STELA menu bar.

This will launch the Enrolment Details report window.

Program Details

From Date:

11012016 2 =)
Date Ta:
| 30082018 =)

Fund Source:

« Salect All
.+ FF5- Comesiic Full Fee Paying Student

Outcome:

4
o Selact Al
/ 20- Competency achieved/pass
o/ #1 - Incamplete due to RTO closure
+/ 53-Recagrifion of current competency - gr...
./ 81 - Superseded Subject

./ 30 - Compatency not achieved/fal

/51 - Recopnition of prior leaming - granted

./ 54 - Resogniion of current campetency - no...

./ 70 - Centinuing enralment

/40 - Withdrawn
./ 52 - Recognition of prior leaming - not granted
/B0 - Gradit transfer

./ #1-Non-assessed enroiment - Satistactoriy...

./ B2-Mon-assessad enrolment - Withdrawn .../ 85 - Not Stanted /90 - Not yet avallable
Contract:

o SskectAl

i . 323TALCITIE J FFS

Location:

 Select Al

./ 00-TRANMERE ./ 003 -OFF SITE ./ 2072-OFF SITE ./ 372- TRARMERE

\ 5000 - ADELAIDE

Program:

7

W Select All

./ CPP20212 - Certficate Il in Security Operstons

./ CPP30E0T - Certificate Il in Investigative Senices

/] CRP30411 - Cartficate Il in Security Operations
./ CPP4OTDT - Ceriificate W in Security and Risk Management
./ NN - NON Course

./ CPP50207 - Diploma of S=carity nd Risk Managemant

Format:
» Bxcal
ot 8
FOF

0

(g Envoment Detais s 10
-‘] {Micsasoft Office Excel Worksheet)
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2. Enter the From Date and To Date in the fields provided in the format DD/MM/YYYY or select the
dates by selecting the calendar icon on the right of the date fields.

3. Select the Fund Source(s) to be included in the report.

4. Select the Outcome(s) to be included in the report.

5. Select the Contract(s) to be included in the report.

6. Select the Location(s) to be included in the report.

7. Select the Program(s) to be included in the report.

8. Select your preferred report format (Excel, Word or PDF).
9. Click the Generate button to run the report.

10. Once compete the report will appear beneath the Generate button. Click on the report name or icon
to open the report.

Organisation

This section allows users to view information specific to their organisation such as:

e legal and trading name, address and contact details (as per training.gov.au)
e Programs and Subjects your training organisation is approved to deliver (as per training.gov.au)
e Fund Sources linked to your training organisation for reporting purposes.

To view this information, click on Organisation from the STELA menu bar. This will display the
Organisation page with four sub menus.

STELA NAT Upload ~

Home Upload NAT Data Submission Progress Reporis - Student Details Users

Click on the sub-menu items to view the relevant information for the chosen item. Refer below for
screenshots and descriptions of each area.
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Organisation Details

This section provides details on the organisation that the user is associated with. The details listed here
are sourced from TGA with the exception of the contract person.

Where TGA information is incorrect please contact ASQA to have your information updated. Where the
contact is incorrect please contact the STELA Helpdesk to have these details updated.

Organisation

Crganisation Details Subjects Programs Fund Source
Mationally Registered-
Registerad
Organisation id: details sourced
0178 from

training gov.au

Organization Name:
Celtic Training and Consuhancy Py Lud -

e S —
Organisation Trading Name: _—

Caltic Training
Orgarisation Type

81 - Educationtraining business or centre: privately operated registered fraining organization
Address Line1

142 Hindlay Strest

Address Line2:

Suburb Post Cade
ADELAIDE, 5A, 5000

Contact Mame:
Ann Leigh-Ewers
ot N details
Sanaan M maintained by
Contact Fax: S DSD. Contact
82117077 STELA

helpdesk

Contact Email: >
= . where incorrect

celtictraing@optusnet.com su

Subjects

Provides a list of all Accredited and Non-Accredited Modules/Units of Competency (Subjects) that exist in
STELA and may be reported against. Information includes Subject ID, Name, Type, Field of Education and
Nominal Hours.

The top section of the page displays accredited subjects whilst non accredited subjects are listed
underneath.

You will be unable to report any training activity for subjects that do not exist in STELA. Contact the
STELA Helpdesk if you cannot locate an accredited or non-accredited subject.
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You can search for subjects by name or code by using the search field identified in purple below.

Organisation

OrgarsatnDels  Sujecs Jprograms  Fund Source

[ —
[ — T

Subjectid Subject Type FoE

ver Nom Hours  Acty Supersed
os0003 Mo osto03 i 0y

25MEDTA Mode tato07 v w0y

ss Mo oscsor v @ v

ss00 Mose oansor ¥ 0y

aseo1 Modie oansor ¥ e

ss2 Nosse ostsor v v

ss4 Nodde oanzo ¥ ® v

e Wosde 120508 v oy

o Mo caoeos v v

aansz Mose caoeos ¥ v

Paae 1 o2 3 3
Subjectid SubjectType FoEl ver Nom Hours Active
o Medule 120500 3 v
194 PARTIGIPATE IN THE INVESTIGATION OF INGIDENT Made ot Y v
awooR OFF ROAD 440 Traring -2 oy edie oroxs v v
v Aavanced vasng edie o ¥ Ty
v Mede ow Ty
e Mede a7t v o
A0 Hade oo ¥ Ty
s et Tiow v Ty
e edie a7t 3 Wy
e edie a7t 3 Wy
Paoe 1 0 5 %

Programs

Provides a list of Qualifications, Accredited Courses and Skill Sets (Programs) that your organisation is
approved to deliver on training.gov.au.

You can search for programs by name or code by using the search field identified in purple below.

Organisation

Organisston Desis Susts | Progeams Fund Sourcs

ik Sesrn: | Al s

Progamid

Acoreditad Efectve From Effctve To NoNew Enrlments Minkombours  Prog Reold mizsco FoE
as0z7oLD v 12022007 002010 T e o3
3040000 v s2nac0r 082010 50 2 s o3
sostosa v 12000 0002011 [ 112 o7
sastosa v 000 082011 0w 212 oss

Fund Source

Provides a list of Fund Sources linked to your training organisation for reporting purposes. Some state
fund sources require the Purchasing Contract ID to be provided in a particular format. This can be easily
identified by referring to the ‘Contract Validation Error Message’ column to the right of the screen. If a
particular format is required, this column will specify the format. For example fund source EPA requires
the purchasing contract ID to be ‘begin with ‘JF-‘ followed by 6 numeric characters (this is highlighted in

purple below). Failure to provide the ID in this format will result in a validation error whilst trying to
upload your data.

Refer to your contract schedule for the relevant Purchasing Contract IDs that your organisation should
be reporting in STELA.

Organisation

Orgarsston Detsils  Subjests  Programs  Fund Source

State Fund Sourcas finked o this Trining Organisation

Qi Search: Al feds v e

Esi Goniract Validation Reg Ex

EPA FOSIOSIIIOST0AG I 2 l
eon JF{OS0II0-A[0-CY0ARTE
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Where you need to report enrolments against a Fund Source that does not exist in your list, contact the
STELA Helpdesk to have it added to your organisation. You will be unable to report any training activity
with fund sources that are not linked to your organisation.

NOTE: Once a new fund source has been added for your organisation there is a time lag and it will not
appear in STELA NAT Upload until the morning the following day.

Student Details

Student Details contains details on all students and relevant training activity your organisation has
reported since (a) you began uploading in STELA or (b) from collection year 2014 onwards (whichever
one is first). It allows you to search for students and view reported student profile information including
subject enrolments and program completions.

For security purposes the screenshots listed below have had sensitive information removed.

By default, the Student Details window will display all Students your organisation has reported in
STELA. Where this exceeds 50 you will need to use the left and right arrows or page numbers at
the bottom left of the page to navigate to different pages. You can also sort columns or filter

records by selecting the arrow down icon to the right of each column heading.

Student details can be exported to Excel by clicking on the Export to Excel at the top left hand
corner of the screen.

Search for a Student

1. To search for a Student, select Student Details from the STELA menu bar which will display the
Students screen.

STELA NAT Upload +

Home Upload MAT Data Submission Progress Reports - Qrganisation Student Details Users

2. To search for a student enter one of the following values into the Quick Search field:

e US|,

e ClientID,

e First Name

e Family Name

3. Click Search which will display any matching records.

Student Details

Dot double click to open student
record

ssssss oo azurezsk Famse s EVERARD PARK 7y 0
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4. To open the student record and view their student profile and training history double click on the
relevant record to open the Student Details Screen.

The top section of screen (Student Details) will display profile information for the chosen student record
which includes name, USI, Contact Details and other demographic information as per screenshot below.

Student Details

First Nama Family Name

Gender noe

ust Disability

Indigenous Status Home Country
Language Year School Completed
Employment Status Currently At School

Hinhest Schnnling | sval Survey Contact Stahis

The middle section of the screen (Student Completions) will display any Program Completions reported
for the chosen student and includes relevant parchment details as per screenshot below.

The bottom section of the screen (Student Enrolments) will display any enrolments reported for the
chosen student and includes subject name, start and end dates, outcome and other relevant details as
per screenshot below.

To search for another student or return to the list of students in your previous search click Back to
Students at the bottom left of the screen.

Note: Student completions and enrolments can be exported to Excel by clicking on the Export to Excel at
the top left-hand corner of the screen.

Users

The Users section provides a list of staff in your organisation that have STELA access.

For security purposes the screenshots listed below have had sensitive information removed.

1. To see the STELA users for your organisation, select Users from the STELA menu bar.

STELA NAT Upload ~

Home Upload NAT Data Submission Progress Reports »  Organisation Student Details
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A list of users will be displayed as per screenshot below:

2. To request the deactivation of a user please email the STELA Helpdesk stelahelpdesk@sa.gov.au with
the user details and request the account be deactivated.

3. To request a new user account please complete the Online STELA application form. For more
information refer to the section ‘Obtaining access’.
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