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Schools Online Training

You must already be Schools Online user at your school when you attend the training.
Changes you make in the Schools Online training application will not affect your school data
in the production version. The training database has been recently updated to reflect the data
stored in the production Schools Online database for your school but it is a separate
database.
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Schools Online Welcome and Introduction

Welcome and Introduction

The Schools Online training is an introduction to the Schools Online
system. Participants will learn how to navigate Schools Online and how
to maintain the Schools records for their school.

Schools Online is the SACE Board of South Australia data collection software for South
Australia Certificate of Education (SACE) / Northern Territory Certificate of Education and
Training (NTCET) students, their enrolments (both VET and SACE) and Stage 1 results.

The SACE / NTCET is awarded to students who successfully complete their senior secondary
schooling in South Australia and the Northern Territory. SACE / NTCET completion is the
main way students meet university and TAFE entry requirements. It also provides options for
students who want to follow a different path into the workforce, such as:

studying a full-time program at school after completing Year 10

mixing part-time work and part-time study

completing a full-time apprenticeship

finding a full-time job with an employer, where training that meets the SACE / NTCET
requirements are arranged.

To gain the SACE / NTCET, students complete a Personal Learning Plan (generally in Year
10) which helps them review their strengths and identify skills to develop. There are two
SACE / NTCET stages: Stage 1, which most students do in Year 11, and Stage 2, which most
students do in Year 12.

Each subject or course successfully completed earns ‘credits’ towards the SACE / NTCET. A
minimum of 200 credits are required for students to gain the certificate. Ten credits equates to
a semester, or half a year of study. Students will receive a grade, from A+ to E-, for each
subject depending on the stage. For compulsory subjects, they will need to achieve a C grade
or better.

The compulsory subjects are:

e Personal Learning Plan (10 credits at Stage 1)

e Literacy — at least 20 credits from a range of English subjects or
courses (Stage 1 & Stage 2)

e Numeracy — at least 10 credits from a range of mathematics subjects
or courses (Stage 1 & Stage 2)

¢ Research Project — an in-depth major project (10 credits at Stage 2) &
(SA Only)

e Other Stage 2 subjects totalling at last 60 credits.

The remaining credits (90 in SA, 100 in NT) can be gained through additional Stage 1 or
Stage 2 subjects, or courses of a student’s choice. (In the Northern Territory 40 credits must
be at a C grade or better.) Each school decides which subjects they will offer to their
students.

SACE results are used to calculate an Australian Tertiary Admission Rank (ATAR), used by
the South Australian Tertiary Admissions Centre (SATAC) to determine a student’s course
offerings.

See http://www.sace.sa.edu.au/the-sace to find out more about the SACE and
http://www.det.nt.gov.au/parents-community/curriculum-ntbos/ntcet to find out more about the
NTCET.

The SACE Board of South Australia site for information about Schools Online is
http://www.sace.sa.edu.au/connect/online-tools/schools-online.

! SACE Board recognises learning in and beyond the classroom, including: TAFE and other Vocational
Education and Training (VET) courses; university studies; courses from interstate and overseas; courses
undertaken online or through other distance education technologies; and community learning, such as Country
Fire Service (CFS) training or the Duke of Edinburgh’s Award, work experience and other roles such as being
a caregiver or participating in a community service organisation.
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Schools Online Training Guide

Use the ‘Menu’ guide to open Schools Online to the screen as you follow this
document. The Hints and the Schools Online Help for that screen describe how to use
the screen.

e The Menu paragraphs in this training guide display the list of selections required to find a
Schools Online screen.

e Screen names and selections within a screen are displayed in bold.

e Text or graphics within the square brackets indicate actions to take within the screen.

Menu: Home > Students > Student Search > Student Search (Own School) [Enter student details] >
View Student

Training 1 Instructions to open a screen (example)

(Breadcrumbs in the Schools Online screens are very similar to the Training Guide’s Menu
paragraphs.)

To learn about topics in this Training Guide:

1. Use the menu instructions to find the Schools Online screen.

2. Read the Hints on the Schools Online screen. To read more detail about the screen you
are viewing click on the Context Help @ button and read the help topic.

3. To read about related topics and navigate the other Help topics click on the ‘Show’
hyperlink in the top left of the help window. This will display the topic tree, a table of
contents for Schools Online Help.

(=) DATEX Online start - Windows

@ https://apps.sace.sa.edu.au/datex-

[
Show

[ Show Mavigation Component }

Training 2 Show the Help Contents from a Context Help topic

Schools Online Introduction

Schools Online conventions
Schools Online displays consistent information to help you navigate the system.

er Name (School number)

User details

/ 6
Home /,Jﬂlenu Breadcrumbs Students - Context Help button ]
Help i Screen Title
Handling students in DATEX Online
Contact Us
Log OF This section contains the menu choices for managing students in DATEX Online.
The sections are..
| stupents
Student Search = Student search
» Import or create students
Create Student # Bulk transfer out
Transfers i
Group Transfer Out o bl

Training 3 Schools Online User Interface conventions

User details The User Name and SACE Board school number used to log in to Schools
Online are displayed at the top of the screen.

Menu The menu at the left of the page displays the starting points for Schools Online
activities. When you select a menu item from the list Schools Online will display the
appropriate screen and may alter the menu options available to you.
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Breadcrumbs The breadcrumbs on each screen are displayed above the screen title. This
sequence of hyperlinks indicates the sequence of opened screens. To return to a previous
screen without causing data problems, click on the breadcrumb link to that screen. (Do not
use your browser’'s Back and Forward buttons.)

Screen Title The title identifies the screen. The information displayed within a screen will
depends on the selections you make in previous screens.

Context Help button Click on the Context Help button to display the help topic relevant to
current screen.

Schools Online banner

The Schools Online banner is viewable only when you are logged in to the system and is
available from the top of the browser window.

Training 4 Right hand side of Schools Online banner

Explanation of the icons used in the Schools Online banner:

. @ - links to view the Schools Online main home page.
. - links to the Contact Us page within Schools Online.
e
e [m.ul - hides the menu and banner to make a printable view of the current page.

o @ - logs you out of Schools Online.

Searching in Schools Online
Throughout the system there are screens in which you enter search parameters.

e To go directly to the correct record enter a unique identifier, such as a Student Code,
Registration Number and / or another appropriate ID.

e When you do not have an ID, enter detail to narrow the search. A list of possible matches
will be returned for you to select from.

e Enter mandatory fields (red background) if your search requires them.

Record creation

Entering data within Schools Online follows consistent conventions. There are three levels of
helpful detail:

1. Mandatory fields are indicated by red background and labels.
2. Hints are visible on the right of the screen as you enter data.
3. Context help is available via the Context Help @ button.
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Schools Online

= Home = SACE Classes = Create SACE Class - Subjects Search = Create SACE Class
Create SACE Class

Subject Code 1AUC10
Subject Hame Auslan (continuers)
Teacher

Class Number I:l
Variant l:l

Semester v

| Create New Teacher

1. Mandatory fields have a red background
2_Hints provide helpful details
3 If you need mare detail click on the

Results Due ~ Context Help button

School Subject Name ‘ |

Estimated No. of Students l:l

Teacher Experience "

e

@ Enter class details

|
1. Enter the details ofthe
new class

2. ltemsin red are required
‘You can enter the other
details at another time

3. Click Create New
Teacher if the teacher for this
class is not yet in the
database. When you return to
this screen the new teacher
will be inserted.

4 _When the details for the
class are comect, click
Submit to create the class.

School Support v

Training 5 Schools Online Data Entry conventions

Student Code

Importing information about students, teachers, classes and enrolments from supported
administration systems? at the beginning of the year reduces the double-handling of data.

The Student Code is a student identifier that is unique within a school. Use the Student Code
to coordinate Schools Online records with the data in the school’'s administration system.

1. Enter new students into your school’s administration system.
2. Use the Student Code it generates as the Student Code when you enter the student in
Schools Online.

When Student / Candidate data is imported into Schools Online your school’s administration
system, that system’s Student Code is used in Schools Online, provided that the Student /
Candidate file is formatted correctly.

Useful task sequence

The data managed by Schools Online can be entered and updated manually as needed
during the year.

1. Update Student / Candidate, Teacher, Class structure, SACE Enrolment, VET Enrolment
and VET Qualification details, including new enrolments (supported administration
system)

2. Export the files from the administration system. If the system is not one of those
supported by Schools Online, modify the exported file structure to comply with the
specifications published in the Schools Online Help. (See ‘Data Exchange’)

3. Import into Schools Online the compliant files in the order listed within the Import Data
list.

4. Perform Group Transfers In / Out to remove students not enrolled in current SACE
classes from the Schools Online and import students new to the school.

5. Allocate students to Home Groups.

6. Update class information, variants and teacher information.

Manual processing:

Do an end of year rollover to increment student year levels, rollover classes and teacher
Add any new Teachers.

Maintain / update the SACE and VET enrolments.

Maintain / update the Students.

Enrol students in SACE and VET enrolment.

Do a Group Transfer Out of the students remaining in the Schools Online without SACE
or VET enrolments.

oghrwNE

% The supported administration systems are EDSAS in SA and SAMS in NT. The file format, for files to be imported
into and exported from Schools Online, is described in the ‘Data Exchange’ topic within the Schools Online help.
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Accessing Schools Online information

Link: http://www.sace.sa.edu.au/connect/online-tools/schools-online

On the Schools Online section (link above) of the SACE Board website it gives you
information about the system also you can download:

a Schools Online cycle

a Schools Online Training Guide

a Schools Online Release Fact sheet
the access request form.

NOTE: To arrange for access to Schools Online you must first download and fill out the
access request forms available from this section of the website.

% signIn @ Forgot Password [, Create Account

South Australian
Certificate of Education

HOME THE SACE SUBJECTS CONNECT NEWS ABOUT HELP
CONMECT 3 Onine Tools 5 Datex Online

Online Forums. Quick Link

Workshops and Meetings DATEX Online Access DATEX

Online Tools -

Gaining access Online
fatex Oniine All schaols wishing to use DATEX Online will need to fill out the following forms and
Students Online sendthemin to the SACE Board Service Deskvia fax (8115 1315) or postto gain
School Assessment Grade access to the system
Celeulator » Reguestfor Access [PDF]
SACE Schools Data
PLP Software Mote that more that one person from your school may have access to DATEX Online,

however, a Confidentiality Agreement needs to be submitted for each user, and all
DATEX Online users at your school must be listed on a single initial Request for
Other Sites. Access form. To subsequently remove or add additional users, a Request for Access
form listing only the changes may be submitted (along with Confidentiality
Agreements for each new user to be added).

‘Contact

If more than one person is to access the system, itis recommended that a restricted
number of users are assigned to the "Administrator” role, and other users ofthe
system are assigned to one of the "Data Entry”, "VET", or "Counsellor” roles (see the
Confidentiality Agreement for more information).

Ifyou have any questions on this process please do not hesitate to call the SACE
Board Service Desk on (08) 8372 7412 or email your guestions to
senicedesk@saceboard.sa qovau.

Access DATEX Online

2012 DATEX Online Fact Sheets

2012 DATEX Online Survey

2013 DATEX Online Fact Sheets

DATEX Online Cycle for 2012

| ]

DATEX Online Training Guides for 2012

Contact | Disclaimer | Privacy | Terms and Conditions | Copyright

Training 6 Schools Online section of the SACE Board Website

Logging in to Schools Online

When you log on to Schools Online you must enter your User Name, SACE Board School
Number and Password.
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User Menu

Schools Online

Link: https://apps.sace.sa.edu.au/schools-online/login.jsp

_;lr‘,

Govi
ufSouth Austmha
Login Page

DATEX is a web-based SACE
management tool supplied by
the SACE Board of South
Australia

SACE Management features are
available for school SACE
Coordinators and DATEX
Operators from this page. A
request form for access to the

here. This form can be faxed to
the SACE Board of South
Australia on (08) 8372 7438. To
contactthe helpdesk please call
(08) 83727412

system is available for download

SACE

Bn:l of SA

EX OnIir!_e,
Welcome to the SACE Board of South Australia - DATEX Online System

To gain access to the system, you must read and accept the conditions listed below.
By logging on to the System | confirm that.

® | have read and agreed to the DATEX Online User Agreement below.

® | am an authorised user of the DATEX Online system.

® | have signed and registered a confidentiality agreement with the SACE Board of South Australia.

® | will neither disclose my credentials to any other person nor use another person’s credentials to access the system

User Name
SACE Board School Number
Password

DATEX Online User Agreement

As a user of the SACE Board of South Australia

DATEX Online System I agree that I will comply with |_|
the requirements as set out in the confidentiality E
agreement as signed by me relating to the use of said | |
system, namely that: =

>

1. I will not divulge personal informatien about

students as contained in the SACE Board of South
Australia records,

2. 1 will not give any information about the
achievements of a student to any other person or

group of persons, unless formally authorised to do so

by that student,

3. T will not divulge any other confidential information

in documents, including confidential papers, to any >,
outside person or agency without permission,

Training 7 Schools Online Login Page

From the Schools Online home page you can:

check Student transfers in / out and requests
read current news items: Information about database cut off dates and Schools Online

release information

User Menu

use the menu to access the system.

Changing password
Menu: Home > User > Password Change > User Password Change

> Home = User > User Password Change

Confirm New Password ‘

User Password Change

Old Password ‘

New Password ‘

Training 8 User Password Change

Change your password when you log in to Schools Online for the first time so that only you
can log on to Schools Online with your User Name. Password requirements are described in

the Hints / Help.
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Changing user settings
Menu: Home > User > User Settings > User Settings

= Home = User Settings

User Settings

Default Settings
Gender < Female
© male
@ Eitner

SACE Enrolment Status @ gnrolled
) Froposed
VET Enrolment Status ‘ Unresulted (99) W

Registered Training Organisation (-) Mot Yet Set
Page Layoul @ pisplay Hints
© Hide Hints
Search Settings

Number of search items on a page

Training 9 User Settings

Each Schools Online user can set their own defaults for some settings, which are described in
the Hints and the ‘User Settings’ topic within Help / Hints.

School Menu

Performing a Rollover
Menu: Home > School > Rollover > Rollover

= Home = School = Rollover

Rollover

SACE Classes Information 3 Rgllover classes and attached teachers from
previous year to current year
© Do not rollover classes from previous year to
current year

Teacher Information (3} Rollover all teachers from previous vear to current
year
 Raollover teachers attached to classes taughtin the
previous year to current year
© Do not rollover teachers from previous year to
current year
Year Level @) |ncrement students’ vear level
O Decrement students’ year level
O Leave students’ year level
Clear All Home Groups

Training 10 School Rollover

Do not use the Rollover if you are importing student and class data from another
administrative system.

When you update Schools Online manually the rollover facility allows you to:

e rollover your class and teacher information from the previous year to the current year
e increment, leave or decrement a year to each student's year level
e clear all home groups

Further details are described in the Hints / Help.

Listing teachers
Menu: Home > School > List Teachers > Teachers List

From the Teachers List screen you can list current teachers, edit their name and view their
current SACE classes. If a teacher has no current SACE classes they can be selected and
deleted from the Schools Online.

Revision date: December 6, 2013 11:41 AM 9
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Editing a teacher
Menu: Home > School > List Teachers > Teachers List [Click on a Teacher Code.] > Maintain Teacher

= Home = School = Teachers List= Maintain Teacher
Maintain Teacher
Teacher Code TRAINING

Title ’Mr—
Initial IT—
Sumname [Training

Training 11 Editing Teacher

Make the necessary changes to the Title, Initial and Surname as required. Once changes
have been made, click Submit to save the changes.

HINT: To change the Teacher Code the teacher must be deleted from the database and their
record recreated with the correct Teacher Code.

Creating a new teacher
Menu: Home > School > Create Teacher > Create Teacher

= Home = School = Teachers List = Create Teacher

Create Teacher

Teacher Code
Title
Initial

Family Name |

Training 12 Create Teacher

1. Note the teacher’s unique identifier in your school administration system. Use that
identifier as the Teacher Code when you enter the teacher’s details into Schools Online.
2. Enter the details of the new teachers and click Submit to create a new teacher.

Transfers In / Out

Transferring students out of your school

Students with no current year SACE enrolments or have left your school need to be
transferred out from your school within Schools Online.

Menu: Home > Students > Group Transfer Out > Group Transfer Out Search [Select a Home Group
or enter a Year Level, then click on the Search button] > Group Transfer Out

= Home = Students = Group Transfer Qut Search = Group Transfer Out

Group Transfer Out

The following Students have no active enrolments:

Year
of

Selected Registration Student Code Student Last Status Year Level
Active
Enrolment
O 762177R 528-3 Transfer, Ethan - E il
O 818369G 528-1 Transfer, Joshua - E il
O 941499E 528-2 Transfer, Lachlan - E "
MNumber of Students: 3
Select All | Clear All
Transfer Qut

Training 13 Group Transfer Out
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Schools Online Transfers In/ Out

You may decide to process enrolments for a Home Group or Year Level and then transfer out
the students with no current enrolments for that group before processing the next group.

1. Complete all student enrolments.

a) Make sure that data imports from your administration are completed.
b) Process the enrolments for new students, as described in the ‘Students’ section from
page 12.

2. From the Group Transfer Out screen transfer the remaining students, who have no
SACE enrolments, to the SACE Board of South Australia (School 000).

Further details about Group Transfer Out are described in the Hints / Help.

Transferring an individual student out of your school
Method 1:

Menu: Home > Students > Student Search (Own School) > View Student [Click on the Transfer Out
hyperlink & Transfer Qut at the bottom of the screen.]

Method 2:

Menu: Home > Students > Transfer out Requests > Transfer out Requests [Click on the Accept
hyperlink for the student]

= Home = Students = Transfer out Requests

Transfer out Requests

Registration Student Requesting School Reason Date Requested
541988G Tranfer, Josh 528 St Training High School This student has moved to the area 15 Feb 2012 ejem

Training 14 Transfer out Requests

Transferring students to your school

You can transfer students into your school from: Other Schools Online schools, The SACE
Board of South Australia and Paper schools (which includes a manual process).

Menu: Home > Students > Students Search > [Click on the Search From Other Schools hyperlink

Q Search From Other Schools | > Student Search (Other Schools) [Enter details and click on
the Search button] > View Student (Registered Elsewhere) [Click on the Request Transfer
In hyperlink at the bottom of the screen.]

= Home = Students = Student Search (Own School) = Student Search (Other Schools) = View Student (Registered Elsewhere)

View Student (Registered Elsewhere)

Surname Tranfer Student Code - Registration 541988G
Given Names Josh Status Enrolled Contact School Registered
Title N/A Address Details Elsewhere
Date of Birth 09 Feb 1997 Suburd Not TAFEID NiA
Gender M State Shown
Declarations
Year Level 10 Postcode -
SATAC Y
Home Group MN/A Phone -
Schools Y

Registration Date 28 Feb 2011

Media Y
SACE Awarded M/A

Visa Class 571 N

QﬂIViewEnrolments 1R9GUESI&TFSHSTP[|H ﬂ.»‘\T»‘\Rl v Completion Check

Training 15 View Student (Registered Elsewhere)

To transfer in a student into your school:

1. Search other schools for the student. If you are able to enter the student’s Registration
the search will be quick.
2. Click the Request to Transfer In hyperlink.
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Students Menu Schools Online

e For Schools Online schools you will be presented with the Request to Transfer In
screen. Please be mindful that the reason you enter for the transfer will become visible
to the student’s current school.

e For students currently enrolled at the SACE Board of South Australia (School 000) the
student will be transferred immediately.

e For students enrolled at a Paper School you will be prompted to submit a paper
transfer in form to the SACE Board of South Australia, Attention: Assessment
Operations.

Action atransfer out request

Menu: Home > Students > Transfer out Requests > Transfer out Requests [Click on the Accept
hyperlink for the student]

= Home = Students = Transfer out Requests

Transfer out Requests

Registration Student Requesting School Reason Date Requested
541988G Tranfer, Josh 528 St Training High School This student has moved to the area 15 Feb 2012 ejem

Training 16 Transfer out Requests

1. Click on the Accept hyperlink to transfer the student to the requesting school if you agree
with the request.

2. You can view a student’s current enrolments in the Transfer Out Request Confirmation
screen. If any are listed you can select the enrolments that should be deleted when the
student is transferred out.

3. Click on the Transfer Out button.

HINT: If there are no enrolments, or if you have deleted those that should be removed, you
will see the Transfer Out Confirmation screen with no current enrolments.

Students Menu

Creating new students

Menu: Home > Students > Create Student > Create Student [Enter the student details and click on the
Save button.]

After the student has been created in the school’s administration system (Note the student’s
unique ID in that system) enter their details in the Schools Online Create Student screen.
Use the Student ID from the school administration system as the Student Code.

If the student details are similar to another student in the database the Check Student
Duplicate screen will be displayed.

In the Check Duplicate Student screen click on the Modify button to modify the details and
then click on the Save button.

Maintaining student information

Menu: Home > Students > Student Search > Student Search (Own School) [Enter details] > View
Student

If you wish to edit the student’s details after the record has been saved, open the View

Student screen and click on the Maintain Student hyperlink % Maintain Student at the
bottom of the screen.
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Viewing Enrolments for a student
Menu: Home > Students > Student Search (Own School) > View Student [Click on the View

Enrolments hyperlink at the bottom of the screen il view Enrolments;
From this screen you can:

delete or withdraw current year individual enrolments (SACE & VET)

view and edit individual enrolments (including proposed)

add the student to a SACE class

add Self Directed Learning

run a Completion Check

view the ATAR (Australian Tertiary Admission Rank) status for the student
confirm the student’'s VET qualifications.

NOTE: Duplicate VET Enrolments entered and resulted as P (Passed) will appear as an
example below:

= 2012 HLTHIR403C Work effectively with culturally diverse clients and co-workers 0/20 Hrs P lm

* This unit of competency has previously been recognised for this student.

Training 17 Duplicate VET enrolment appearing with the red star.

Enrolling individual students in SACE classes
Menu: Home > Students > Student Search (Own School) > View Student [Click on the View

Enrolments hyperlink at the bottom of the screen Wil view Enroiments ] > View Enrolments

[Click on the Add to SACE Classes hyperlink Addto SACE Classes above the list of classes]
> Add Student to SACE Classes

1. Enter details and click on the View button, which displays students in the Add Students
to SACE Classes screen.
2. Select the classes and click the Add to Classes button.

Adding self directed learning for an individual student
Menu: Home > Students > Student Search (Own School) > View Student [Click on the View

Enrolments hyperlink at the bottom of the screen Wt view Enroiments ]> View Enrolments

[Click on the Add Self Directed Learning hyperlink Add Self Directed Learning above the list
of classes > Add Student to Self Directed Learning

Select the Status and Credits and then click on the Add Students button.

Adding VET Enrolments

Menu: Home > Students > Student Search (Own School) > View Student [Click on the View

Enrolments hyperlink at the bottom of the screen Ul view Enrolments ] > [Click on the Add
VET Enrolment hyperlink Add VET Enralment above the list of enrolments > Add VET Unit of

Competency

The Add VET unit of Competency allows you to add one and / or multiple VET Enrolments
for the selected student.
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Schools Online

= Students > Student Search (Own School) > View Student > View Enrolments = Add VET Unit of Competency
Add VET Unit of Competency
Student Test39, Zoe TAFEID

Registration 276048R Home Group S10/M
Student Code 276048R Year Level 10

Qualification Code E ] Stage

Registered Training Organisation | B

= Students » Student Search (Own School) » View Student » View Enrolments » Add VET Linit of Compelency
Add VET Unit of Competency
TAFE 1D

Registra

Hours

VET Unit of Competency Code l— Y Hours
Year 2012
Result| Unresutted [
Apprenticeship [y E

Recenty adaed Units of Compatency Caroimeants

Recently added Units of Competency Enrolments Unit Code VET Unit of Competency Howrs  Stage  RTOD Year Hesull  Apprenboeship

Unit Code VET Unit of Competency Hours  Stage RTO Year Result

Training 19 Add VET Unit of Competenc
Training 18 Add VET Unit of Competency ning (NT) ! P y

(SA)
For each enrolment you need to:

e Select a Qualification Code from the list which will contain the 25 commonly used
qualifications. If the qualification you require isn't listed you may perform a search by
clicking on “+ icon.

e Enter a VET Unit of Competency code or you may perform a search by clicking on “+
icon.

e Check the year in the Year field. It will default to the current year. Only change this if
entering VET for the previous year.

e Select a Registered Training Organisation (RTO) from the list which will contain the 15
commonly used organisations. If the RTO isn't listed you may perform a search by
clicking on “+ icon.

e Select the appropriate Result and Apprenticeship option.

e For Northern Territory schools, you must enter a Delivery Location.

Once the required details are selected, click on Submit to add the enrolment to Schools
Online.

HINT: Once you click on Submit the added enrolment will appear listed in the Recently
added Units of Competency Enrolments so you can add another VET enrolment if
required.

Viewing Completion for a student
Menu: Home > Students > Student Search (Own School) > View Student [Click on the Completion
Check hyperlink at the bottom of the screen V' Completion Check |

A student's completion details demonstrate whether or not the subjects studied at Stage 1
and Stage 2 will allow the student to gain the SACE or NTCET and which subjects will
contribute to fulfilling the various requirements. Detailed and summary views are available.

Viewing ATAR status for a student
Menu: Home > Students > Student Search (Own School) > View Student [Click on the ATAR hyperlink

at the bottom of the screen ﬁATAR]

The ATAR (Australian Tertiary Admission Rank) status indicates whether or not a student will
receive an ATAR score. It does this by checking Stage 2 enrolments against a set of inbuilt
rules to determine whether the grouping of subjects can be used to construct an aggregate for
university entry.
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Viewing Compulsory Education Age (CEA) data for a student
(SA only)

Menu: Home > Students > Student Search (Own School) > View Student [Click on the Student CEA

Data hyperlink at the bottom of the screen % Student CEA Data

Compulsory Education Age data can only be entered / changed via Schools Online for South
Australian schools. Use this screen to maintain Compulsory Education Age (CEA) data for a
student at your school.

Further details are described in the Hints / Help.

HINT: As the student is enrolled in a SACE subject a CEA Record is added automatically in
the category of Secondary Education with the start defaulting to the date the enrolment was
entered.

Confirming VET Qualifications for an individual
Menu: Home > Students > Student Search (Own School) > View Student [Click on the View

Enrolments hyperlink at the bottom of the screen Ut view Enroiments ] > [Click on the
Confirm VET Qualification hyperlink Sonfirm VET Qualifications above the list of enrolments
> Confirm Student’s Completed VET Qualification

In order for the qualification (Certificate 11l or above) to be used for the Australian Tertiary
Admission Rank (ATAR) each student needs to have successful completion of their
qualification confirmed by the Registered Training Organisation (RTO) and verified by the
Principal and the form submitted to the SACE Board.

... = Students = Student Search (Own School) > View Student = View Enrolments = Confirm Student's Completed VET Qualification
Confirm Student's Completed VET Qualification
Student Testd1, William
Registration 584431X
VET Qualification [ cHHC30208 Certificate Il in Aged Care [+

SACE Board Verified No
AQF Certificate Level Il

Minimum Hours 455
Stage 2

Parchment Issued | g |Z|
Year Started [9p12
Year Completed (2013

Remove Confirmation ” SAVE H Print Confirmation Report ]

Training 20 Confirm Student’s Completed VET Qualification

For each qualification that requires confirmation you need to:
1. Select the VET Qualification from the drop down list.
2. Indicate whether a parchment already has been issued by the RTO by selecting Yes
(Y) or No (N) from the Parchment Issued drop down box.
3. Enter the Year Started and Year Completed for that qualification.
4. Once the details have been entered click on Save.

HINT: If the SACE Board has verified the qualification the SACE Board Verified field will be
set to Yes. Once verified details of the confirmation can’t be changed or the confirmation
removed via Schools Online.

NOTE: Each qualification has minimum hours allocated and if the hours calculated in Schools
Online is not enough it will give a warning as indicated below:
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Warning: The student has insufficient VET enrolments to meet the minimum reguirements for this qualification.

80 Hours  Click here to add VET Enrolments.

Training 21 Confirm VET Qualification Message — Not Enough Hours

HINT: If you have made a mistake and need to remove the confirmation you can click on the
Remove Confirmation button.

Each qualification entered needs to have a report signed by the principal and faxed to the
SACE Board. In order to produce the report you click on Print Confirmation Report button.
The report will show details of the student’s qualification you just entered.

Allocating students to a Home Group

Menu: Home > Students > Home Group Allocation > Home Group Allocation Search [Select a Home
Group or enter a Year Level, then click on the Search button] > Home Group Allocation

= Home = Students = Home Group Allocation Search = Home Group Allocation

Home Group Allocation
Select the students you wish to assign to this home group
Home Group lv]
Mew Home Group ’7
Select Registration sm'“ Student g::)“;s
O 9742344 100102 Test10, Dylan
O 5238091 100105 Test103, Isabella 11BL
O 518852R 080003 Test104, Daniel
O 518281F 080067 Test105, Ava
O 5078634 080066 Test107, Lily
O 503180G 030064 Test111, Jackson
O 495565W 080040 Test112, Hayley
O 494142R 020059 Test114, Olivia

Training 22 Home Group Allocation

Select the Home Group, the students to allocate, and click on the Allocate button.

Group TAFE ID Entry (SA Only)

Menu: Home > Students > Group TAFE ID Entry [Enter a Year Level and select whether you want to
include TAFE ID already allocated]

= Home = Students = Group TAFE ID Entry Search = Group TAFE ID Entry
Group TAFE ID Entry

Registration Student Code Student Home Group TAFE ID

568525W 090041 Test100, Emma 10CHE ]
517188E 090036 Test111, Ruby 10CHE ]
507230W 090075 Test113, Grace 10CHE ]
507183W 090064 Test114, Mia 11AG ]
477484% 090046 Test123, Chelsea  11AG ]
468933T 110093 Test124, Hayden 10CHE ]
463518T 090029 Test127, Olivia 11ART ]
964762E 090035 Test13, Sophia 11AG ]
437622R 090031 Test131, Ava 11AG ]
400366L 090024 Tesl137,Lachlan ~ 11PE ]

Training 23 Group TAFE ID Entry

For each student listed you can enter the TAFE ID in the field provided, and then click on the
Allocate button.

SACE Classes Menu

NOTE: When you import SACE enrolments from another administrative system they will be
added to the appropriate student’s enrolment records through the SACE class structure.
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Creating a new SACE class

Menu: Home > SACE Classes > Create SACE Class — Subjects Search [Enter a SACE Code if you
know it] > Create SACE Class — Search Results [Click on the Create Class hyperlink for the

Subject Code Subject Name Curriculum Area Name

1BIG10 Biology Sciences (Creale Classy
1BIG20 Biology Sciences Cre lass
class 2B1G20  Biology Sciences Create Class ] > Create SACE Class

On the Create SACE Class screen:

1. Enter the required fields.
2. Enter the Class Code and Accession No. (The Accession No. is a number granted on
an approved Learning and Assessment Plan).

NOTE: Entering a Class Code will make it easier to go quickly to that class in the future.

Editing a SACE class

Menu: Home > SACE Classes > List SACE Classes > SACE Class Search [Enter search details] >
SACE Class Selection [Click on a Class Code] > SACE Class Summary [Click on the Edit

SACE Class hyperlink ‘@ Edit SACE Class] > Edit SACE Class Information
In the Edit SACE Class Information screen you can:

e change the Teacher for the class
edit the Class Number and Class Code
for a stage 1 class: you can also edit the Variant, School Subject Name & Accession
No.

o for a stage 2 class: you can also edit Assessment School, Assessment Group and the
teacher information.

Viewing a SACE Class details (SACE Class Summary)
Method 1:

Menu: Home > School > List Teachers > Teachers List
[Click on the View SACE Classes hyperlink for a teacher
TEACHOO1 Mr B Brown iew SACE Classes

0 ] > Teacher Details [Click on the Class

1BIG10  Biology 1 B 1 J
Code for a SACE Class 0

Method 2:

Menu: Home > SACE Classes > List SACE Classes > SACE Class Search [Enter class details] >
SACE Class Selection [Click on the Class Code hyperlink for the subject

Class Subject Subject Class Results Student
Code Code  Name MNumber V2" SEMeSEr Tp o Teacher Count

] > SACE Class Summary

ElIG‘IU Biology 1 E 1 J Ir B Brown 3
|
B 1BUE10 Business 1 A ) WRWTRNOVSKY 5 ]> SACE Class Summary

NOTE: Details that can be modified are according to the Stage, Subject (i.e. Research
Project) or type (i.e. Compulsory).
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= Home = SACE Classes = SACE Class Search = SACE Class Summary
SACE Class Summary

Class Code Teacher Subject Class Var Resulis Due
=Mot Set= Mr J Testing 1PLP 10 Personal Learning Plan 2 1 J

Delete Selected | | Withdraw Selected

Select StudentCode Student Name Registration Status Grade Status Change Repeat Indicator
] 00006 Training, Alan 230310H E ] ©» @8 ©@c ©p @ ©On ©F Elw N[~]
[ 00021 Training, Bob 124163H E ] ©» @8 ©@c ©p @ ©On ©F Elw N[~]
[ 00001 Training, Brad  193444W E ] ©» @8 ©@c ©p @ ©On ©F Elw N[~]
[ 00015 Training, Carol  824000F E ] ©» @8 ©@c ©p @ ©On ©F Elw N[~]
00019 Training, Elizabeth 237640H E ] ©» @8 ©@c ©p @ ©On ©F Elw N[~]

[ Submit ]

MNumber of Students: &
Select All | Clear All

[ Delete Selected | [ Withdraw Selected |

@ Edit SACE Class I& Add Students to Class

Training 24 SACE Class Summary (Stage 1 Compulsory Subject)

W

Home = SACE Classes = SACE Class Search = SACE Class Summary
SACE Class Summary

Class Code Teacher Subject Class Number var Semester Results Due
=hot Set= Mr J Testing 1BIG 10 Biology 12 1 J

Delete Selected || Withdraw Selected

Select StudentCode Student Name Registration Status Grade Status Change RepeatIndicator
= 00004 Training, John 5657307 E |Z| ©OA ©g ©c ®p ODE ON [Fw NE
[ 00012 Training, Julie  245528X E ] ©a ©8 ©c ©p OE ©ON Elw N[+
B 00017 Training, Karen 704598R E |Z| @A B ®c ©®p ® ©N [y M E
B ooo18 Training, Kate  146615J E |Z| ®p &g ©&c ©p OE ©N My NE
B 00020 Training, Maria 299961J E |Z| ®p &g ©&c ©@p OE ON Ely M E

( Submit ]

Mumber of Students: 5
Select All | Clear All

| Delete Selected || Withdraw Selected |

@ Edit SACE Class |i‘ﬁ Add Students to Class

Training 25 SACE Class Summary (Stage 1 Subject)

= Home = SACE Classes > SACE Class Search > SACE Class Summary

SACE Class Summary

Class Code Teacher Subject Class Number Var Semester Results Due
=Mot Set= Mr J Testing 2 CVA 20 Creative Arts 1 1 D

Delete Selected || Withdraw Selected

Select Student Code Student Name Registration Status Details
] 00002 Training, James 146679L E m
] 00011 Training, Jane 4894904 E m
] oooos Training, Phil 5E2755E E m
] 00009 Training, Sam 456289T E m
] 00014 Training, Sue 623971X E m

[ Submit |

Number of Students: 5
Select All | Clear All

| Delete Selected || Withdraw Selected |

@ Edit SACE Class | & Add Students to Class

Training 26 SACE Class Summary (Stage 2 Subject)
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= Home = SACE Classes = SACE Class Search = SACE Class Summary
SACE Class Summary

Class Code Teacher Subject Class Number Var Semester Results Due
=Mot Set= MrJ Testing 2RPJ 10 Research Project 2 1 J

Delete Selected | [ Withdraw Selected |

Select Student Code Student Hame Registration Status  Details Version Descriptor

Max 25 chars

B 00005 Training, Michael TGE5T1E E m ’ﬁ |

B 00013 Training, Michelle 538125X E @ m |

B 00003 Training, Peter 972918F E [117] ,ﬁ |

B 00008 Training, Phil 562755E E @ m |

B 00009 Training, Sam 456280T E [117] ,ﬁ |
[ Submit ]

MNumber of Students: 5
Select All | Clear All

| Delete Selected || Withdraw Selected |

@ Edit SACE Class | ﬁ% Add Students to Class

Training 27 SACE Class Summary (Stage 2 Research Project)
From the SACE Class Summary screen you can:

e add, delete or withdraw students from the class
o for Stage 1 enrolments: you can change the Grade or Repeat Indicator
o for a Stage 2 Research Project enrolment: you can change the Version and Descriptor.

HINT: For a stage 1 subject you can click to select the ‘W’ in the Status Change column and
as you click on submit it will withdraw those students as well as saving the grades entered.

For any SACE subjects that do not have an approved learning and assessment plan will
display a warning message:

Class Code Teacher Subject Class Number Var Semester Results Due
=Mot Set= Mr.J Bond 1FOH 10 Food and Hos pitality 2 1 J

An approved learning and assessment plan for this subject does not exist for your school. For students to be resulted, please submit a
learning and assessment plan to the SACE Board.

Training 28 SACE Class Summary — Stage 1 Learning and Assessment Plan warning
message

Class Code Teacher Subject Class Number Var Semester Results Due
=Not Set= MrJ Testing 2BIG 20 Biology 1 1 D

An approved learning and assessment plan for this subject does not exist for your school. Please submit a learning and assessment
plan to the SACE Board.

Training 29 SACE Class Summary — Stage 2 Learning and Assessment Plan warning
message
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Updating SACE Class teacher information
Menu: Home > SACE Classes > Update SACE Class Teacher Information

= Home = SACE Classes = Update SACE Class Teacher Information
Update SACE Class Teacher Information

SACE Stage ,_|Z| Semester ,_|Z| Results Due ’75

[ Save H Delete Selected ][ Resel]

Class . Results Class N Is the teacher new to |s there an experienced teacher of
Select e Subject  Semester " yymper Vanant  Teacher the subject? the subject in the school?
[[] BIO-BR1 1BIG10Biology 2 D 1 B Brown, B~
Create New
Teacher
[[] =NotSet- 2RPJI0. 2 D 1 [Brown, B[] ves [ No Tl
Research Project

Create New
Teacher

Select All | Clear All

[ Save H Delete Selected ][ Resel]

Training 30 Update SACE Class Information screen

When classes are created (either via an import or rollover) you can update information
relating to that particular SACE class.

You can for each class listed on this screen:

e Delete classes with no enrolments
e Change the Teacher assigned to the class

e Change the Is the teacher new to the subject? and Is there an experienced teacher
of the subject in the school? fields.

Click on the Save button once any changes are made to save the entered information.

VET Enrolments Menu

Creating VET Enrolments

Menu: Home > VET Enrolments > Create VET Enrolments

This wizard will allow you to enrol a number of students in one or more units of competencies
at the same time. Essentially you will identify the VET qualification, the students they wish to
enrol and the units of competency in which to enrol them.

HINT: Throughout the wizard portions of the screen they can be minimised by clicking on the
icon ¥

Step One — VET Qualification

The screen will display a list of the 25 most commonly used VET Qualifications for the current
user’s school.

You have two options to select the VET Qualification:

e Click on a commonly used qualification
e Perform a search on all VET Qualifications on the Recognition Register.

HINT: Any VET Qualification added must be on the VET Recognition Register before
proceeding. If your search returns no results please ensure you have selected the option
View all qualifications in the Recognition Register.

To proceed to step two of the wizard click on the qualification either from the commonly used
or the search results.
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> Home » VET Enoiments » Asd MURpIe VET Enroiments
Add Multiple VET Enrolments

Step 1. VET Gualiicatan

Fithor seloct & commanly used VET Dualfication va
Quakfication Tie SACE Stage
Cersficate U in Christian Ministry and Theology 2
Corficate 0l in Police Sudes z
Certficate | in Automotive 1
AURIOTO5 Corficats I in Autamative Machanical H
AURZ0005 Certficabe Il in Quidoor Power Equipment 2
AURI0405 Cerficats N in Autsmatve Mechanical Techaology z
AJRIDBOS Cerficabe M in Automative Vehicle Body 2
BCG10103 Ceraficate | in General Construction 1
BOGINZ03 Carficate il in Garpentry z
CERTIFICATE W IN AGED CARE 2
CRC20208 Corficate Il in Construction Pathways 1
ICA10105 Cerficate | in information Techinalogy 1
RTEZ0103 Corficats I in Agricutture 1
RTE30103 Ceerbficate W in Agriculture 2
RTF20103 Ceraficate i in Hosticulture 1
SIR20207 Cerbficate W in Retail 1
SIT20307 Cersficate i in - fichen Operations) 1
Tuanar Cormnicate ul in Tr3 and Logistics (LoISics Cperasans) z
WREZ0204 Cernficate il in Make-Up Senices 1
O suarch for VET Qualifications e
Qualification Code SALE Stago [ =]
Qualification Tithe AGE Certificate Level [ ]
Industry Area | =]
vear GG
Student Sursame Sart Options [WT

View qualifications with student enrolments @ View all gualifications in the Recognition Register

Seramch Rosel

Training 31 Add Multiple VET Enrolments Wizard (Step 1 - VET Qualification)

Step Two — VET Units of Competency

The second step of the wizard list the commonly used 25 units of competency for the selected
qualification at the current user’s school.

The qualification selected in step one will be shown throughout the wizard and if you have
selected the incorrect one click on the Back to Previous Step button to take you back to step
one of the wizard.

You have two options to select one or more VET Unit of Competency:

e Select one or more commonly used competencies using the box alongside the unit code.
e Perform a search on all unexpired VET Unit of competency in Schools Online.

Once either selected a commonly used competency or performed a search you click on the
box alongside the VET Competencies you wish and then click on Add to Selected List below
the section of the page you have selected the VET competencies.

A VET Competency selected can be removed by click on the box alongside the competency
and then click on Remove From List button.

Once the selected list contains the competencies you wish to add to the qualification previous
select click on Next Step button.
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> Home > VET Enfeiments > Asd Muligle VET Enrolments
Add Multiple VET Enrolments
Step 2 - VET Units of Compatency o t

Either sebect from a kst of commonly used VET Units of Competency wa  Selected VET

Qualification
Unit Code VET Unit of Competency Howrs  SACE Stage r
AURGTTZ003A  IGEnlly erniranmetal reguialons/best pracics in 3 warkpka 20
AURCZTOI03A  Apply salt working pracices 20 L
— " . 0 (0] Selected VET Units
AURCZTOBSEA  Wodk sfactivaly with ohiors 20 o .
AURETIZ6TIA  Tadl andce and maintain EaBery £10rage systems 0

. ; . Seleclall Unsalec ol
AURT2001084 Carmy out SEMICING OFerabons w0
Remave From List
AURT2T02T8A Us# and maintan workplace locls & eguipment 0

BERCMN101A Prepare for work k1

34 Apply Das! shils 20
Salecta¥ Unzelectall
Add To Setected List

Or search for VET Units of Competency .

VET Unit of Compatency Name
Unit Codo voar otz
TAFE 54 Code

VET Gualification

Noaminal Howrs From [M\f T=] 1o [any = Sort Optioas [ VET Linit Name | =
Search Husul

Salecta¥ Unzelectall
Add To Sobocted List

Backto Previcus Step | | Neod Step

Training 32 Add Multiple VET Enrolments Wizard (Step 2 - VET Units of Competency)

Step Three — Students
The third step of the wizard allow you search for and select at least one student to add the

previous selected Units of Competency under the VET Qualification selected in step one of
the wizard.

You can perform a search of students by:

e anindividual student by Registration, Student Code, Givens Names or Surname
e agroup of students by Home Group or Year Level
e the members of a current SACE class

HINT: To add students who are not at your school, select Students from another school
hyperlink and enter the student’s details.

Click on the Search button. The list of matching students is displayed in the bottom portion of
the screen. Click on the box alongside the student or students you wish and then click on Add
to Selected List.

A student selected can be removed by click on the box alongside the student and then click
on Remove From List button.

Once the list contains the students you wish to add to the selected competencies and
qualification click on Next Step button.

> Home > VET Enrciments » Asd Muliple VET Enraiments
Add Multiple VET Enrolments
ts of Step 3 - Swdent
<
Search for Students wa  Selected VET Qualification
Studeat Code o
Higistration 1
Surmame 2) Selected VET Units of
Compeiancy
Grven Hames RTZ703
Dater of gartn | [
tome Grou [Tram |- Year Level
SACE Class | Tx]
Studonte st my school B Stsdents from anciber School W X e
Sanrhy| aSaas Sslociall Ungelect 3
[ Page 10 1| Ramave Fram List
Hegistration Student Hame SdeniCode  DateofBith  TAFEWD
454311E Training, Drad 00001 01 Jan 1994
523809L Training, Carol 00015 01 Jan 1994
800374% Training, Craham 00007 01 Jan 1994
258848F Training, Jane 00011 01 Jan 1994
[ Page 1ol 10|
Salecl o Unseleciall
Add To Selecied List
Back to Proviows Step || Nead Stip

Training 33 Add Multiple VET Enrolments Wizard (Step 3 - Student)
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Finish — Create VET Enrolments

The final step require you set the Apprenticeship, Result, Registered Training Organisation
(RTO), Delivery Location (NT Only) and Year fields for one or more common students.

The qualification competencies, students selected in previous steps will be shown as seen
below and if you have selected the incorrect one/s click on the Back to Previous Step to
take you back to step three of the wizard.

For any student selected either all or few as appropriate you enter or select common values:

e Check the year in the Year field. It will default to the current year. Only change this if
entering VET for the previous year.

e Select a Registered Training Organisation (RTO) from the list which will contain the 15
commonly used organisations. If the RTO you require isn't listed you may perform a
search by clicking on “4 icon.

e Select the appropriate Result and Apprenticeship option.

e For Northern Territory schools, you must enter a Delivery Location.

Once the common values are selected and the students are ticked you click on Create
Enrolments. Once an enrolment is added to Schools Online it will appear at the bottom of the
screen under the section titled Created VET Units of Competency Enrolments. Students
with all their enrolments added will be removed from the list. As soon as there are no students
to select or you have added the VET enrolments to the students required you can click on
Finish to take you to the Summary screen

NOTE: Results can be changed as often as necessary until the database Cut-Off.

HINT: Once you begin creating enrolments you can’t go back to any previous steps of the
wizard.

> Home > VET Enrolments > Acd LuBple VET Enfclmants
Add Multiple VET Enrclments
s of 1 Fmish - Create VET Enrolments
<

Setecied VET Qualifcaton

{2) Selected VET Units of Competency

Regestration
Set common values for the selected shudents

Apprenticeship Resuit Year

523809L Traiming. Carol
AR4I1E Training. Brad

Selpci 30 Ungslect 3l

Created VET Units of Competency Enrolments
Regisiration Shadent Name VET Uit of Competency Mours  Hesull  HTO  Year

Training 34 Add Multiple VET Enrolments Wizard (Final Step - Create VET Enrolments)
(SA)

> Home » VET Enrolments > Acd LuBple VET Enfolmants
Add Multiple VET Enrolmenta
i 1 t Finish . Create VET Enrolments
e

Selected VET Qualification

12) Selecied VET Units of Competency

Registration Student Name Apprenticeship  Resalt Yo

Sul commion vabues far the selected shidents Mo =] Passed

RTO
Dedevery Location
Testd, Jamie

Test1, Gadrge

Back to Previous Step | Finish

Created VET Units of Competency Enrolments
Regisiration Stmdent Name VET Unit of Competency Howrs  Resull  HTO Year

Training 35 Add Multiple VET Enrolments Wizard (Final Step - Create VET Enrolments)
(NT)
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Final Step — Summary
This summary show you all the enrolment information added to Schools Online via the wizard.

= Home = VET Enrolments = Add Multiple VET Enrolments
Add Multiple VET Enrolments

Step 1-VET Qualification Step 2 - VET Units of Competency Step 3-5Student  Finish - Create VET Enrolments Summary

Created VET Units of Competency Enrolments

Registration Student Name VET Unit of Competency Hours Result RTO Year

523809L Training, Carol (AURT270278A) Use and maintain workplace tools & equipment 20 Hrs Passed 40161 2012 Q’ﬂ
(AURT200108A) Carry out senvicing operations 20 Hrs Passed 40161 2012 m
464311E Training, Brad (AURTZ270278A) Use and maintain workplace tools & equipment 20 Hrs Passed 40161 2012 m

(AURT200108A) Carry out senvicing operations 20 Hrs Passed 40161 2012 m

Training 36 Add Multiple VET Enrolments Wizard (Final Step - Summary)

HINT: Each individual VET enrolment can be editing by clicking on the EE“J icon along the
enrolment.

Viewing VET Enrolments
Menu: Home > VET Enrolments > List Students by Qualifications

The List Students by Qualification provides the functionality to search and display student
enrolments in units of competency, grouped by VET Qualification.

> Home > VET Enrolments = VET Qualification Search

VET Qualification Search

Qualification Code SACE Stage |Z|
Qualification Title AQF Certificate Level E
Industry Area | |z| SACE Completion Requirement |z|
Year [a012
Student Surname RTO Code
VET Unit of Competency VET Unit of Competency Code

Training 37 VET Qualification Search
You can perform a search by entering/selecting one or more criteria:

e aQualification Code, an AQF® Certificate Level, a SACE Stage of the qualification as
on the Register, a RTO Code, and/or an SACE Completion Requirement,

a Qualification Title or part of the title,

select from an Industry Area,

a Year,

a VET Unit of Competency Code, or

a VET Unit of Competency title or part of a title.

Click on the Search button to view matching qualifications on the List VET Qualifications
and Students screen.

® The Australian Qualifications Framework (AQF) is the national policy for regulated qualifications in Australian
education and training. It set the certificate levels ranging from Level 1 (Certificate 1) to Level 5 (Diploma) and higher.
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# Home = VET Enrolments = VET Qualification Search
List VET Qualifications and Students
Qualification Code Qualification Title Year Stage
= AUR10105 Certificate | in Automotive 2012 1
VET Unit Code VET Unit of Competency Hours Stage Students
[ AURTZ200108A Carry out servicing operations 20 1 2
= AURCA72003A Identify environmetal regulations/best practics in a workpla 20 1 2
Registration Student Name RTO  Apprenticeship Result

[7] 464311E  Training, Brad 40181 g [Passed (20) =
[T] 523809L  Training, Carol 40161 | No E | Passed (20) |Z|

Delete Submit

AURT270278A Use and maintain workplace tools & equipment 20 1 2

AURCZ270103A Apply safe working practices 20 1 2
AUR30405 Certificate [l in Automotive Mechanical Technology 2012 2

Training 38 List VET Qualifications and Students

For each qualification that matches the search performed you see the qualification records.
Each qualification can be expanded by clicking on * to view the Units of Competency added.
Finally each Unit of Competency can be expanded to view the students enrolled in that
competency.

You can alter the Result and Apprenticeship information and then click on Submit to save
the information to Schools Online.

Confirm completed VET Qualifications

Menu: Home > VET Enrolments > Confirm Completed VET Qualifications
In order for the qualification (Certificate 11l or above) to be used for the Australian Tertiary
Admission Rank (ATAR) each student needs to have successful completion of their

qualification confirmed by the Registered Training Organisation (RTO) and verified by the
Principal and the form submitted to the SACE Board.

The report will list those qualifications currently being undertaken at the user’s school.

= Home = VET Enrolments = VET Confirmation
VET Confirmation
" . " . . Year
Qualification Code Qualification Title AQF Started
307710LD Certificate Il in Christian Ministry and Theology 3 20M Qﬂl
AUR10105 Certificate | in Automotive 1 201 Q}h
AUR20805 Certificate Il in Qutdoor Power Equipment 2 20M Q’ﬂ
AUR30405 Certificate Il in Automotive Mechanical Technology 3 20m Q}y
BCG30203 Certificate Il in Carpentry 3 20m Q'a'll
CHC30208 Certificate Il In Aged Care 3 20M Q}h
CPC20208 Certificate Il in Construction Pathways 2 20M Q}h
RTE30103 Certificate Il in Agriculiure 3 20m Q}y
SIR20207 Certificate Il in Retail 2 20m Q'a'll
l Print Confirmation Report ]

Training 39 VET Qualification Confirmation — VET Qualification Search
To enter details for each student to indicate that they have successfully completed the

qualification click on the i alongside the qualification.
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= Home = VET Enrolments = VET Confirmation

VET Confirmation
Qualification Code Qualification Title AGFLevel Year
Started
CHC30208 Certificate lll In Aged Care 3 201
Select Registration Name Course Code Completed Year Started  Year Completed Issued

B 186057H Test183, Chioe CHC320208 m 20m W W
B 405694H Test129, Charlotte  CHC30208 m 2011 W m

Select All | Clear All
[ Delete Selected | [ SAVE |[ Reset |

Training 40 VET Qualification Confirmation — VET Qualification Completion Details

For each student that requires confirmation you need to:

1. Tick the box at the beginning of each student’s name.

2. Indicate whether a student has successfully completed as deemed by the Registered
Training Organisation (RTO) by selecting Yes (Y) or No (N) from the Completed drop
down box.

3. Indicate whether a parchment already has been issued by the RTO by selecting Yes
(Y) or No (N) from the Parchment Issued drop down box.

4. Enter the Year Started and Year Completed for that qualification.

5. Once the details have been entered click on Save.

HINT: You can confirm multiple VET Qualifications at one time by repeating the above steps.

Once all qualification details have been entered. Print the report by clicking on the Print
Conformation Report button. If you have confirmed multiple VET qualification completion
these will all print on the one report.

VET Qualification Verification form
Aftention SACE Board Printed On July 04, 2013
Action Process VET Qualification Verfization form At 1:58 pm

PRINCIPAL'S VERIFICATION OF A STUDENT'S COMPLETION OF A VET CERTIFICATE Ill OR ABOVE
FOR USE IN THE CALCULATION OF THE ATAR OR TAFE SA SELECTION SCORE
The three South Australian universties, TAFE SA and Charles Darwin y. have that Studies’ may to the of this ATAR or the
TAFE SA Selection Score. For VET 10 count 2 " gnised Shudies’, VET studies must be compieled qualiications at AQF Cenificate il level or above. The
purpose of this form §s to ensure that students' VET quakfication at Certificate 11l level or above are considered when calculating the ATAR and the TAFE SA selection score
In signing this form, the principal verifies that the students who are listed below have completed a VET qualification at AQF Certificate Il level or above. In order to
verify this, the principal must confirm that:

- the Registered Training Organisation (RTO) has reported to the schaol that the students have successfully completed the VET units of competency that comprize
the relevant VET qualification
- the required number of VET units of have been as per Tralning Package Qualification Rules, in order for the VET
qualification to be issued.
For VET Certiicate 111 of above 10 be InChuded as Recognesed Studses' 1or Tertiary Entrance caloulations, this completed form must be récetved at the SACE Board by the
December VET Resulls cul-off dale. Schools are strongly advised 1o attach evidence of the completed VET qualifications bo clarily any quenies thal may ocour in processng the

werification
School . Borderiown High Schaal School Number. 528
I verify that, for the student(s) listed on this form the Registered Training Organisation advised the school that the studentis) has successtully completed the requirements for a
VET Certincate I level or above qualiication.
Signature of principal Mame of principal Date.
Student Name SACE VET VET Name g Training Student has
Regisration| Qualification| completed the | Issued by | Amached
Number Code VET RTO [yes or
Qualification | (yes or no) no)
{yes or noj
Training, Brad 1944w AHCIOND  [Certificate Il m Agriculture TAFE 5A
Traineng, Karen TOAESER SIRM207  [Cantficate Il o Retal MEDIA MAKE-UP ACADEMY & AGENCY PTY LTD
Tramng, Michele SHE1Z5X CHC30708  [Certihcate Il m Chidren's Serwoes | Regonal Skilts Trareng Pty Lid
Training, San A56789T SITI0707  [Carificate Il n Hospitality MCDONALD'S AUSTRALLA LIMITED
Total Students: 4
*** End of Report ***
DATEX Online - VET Quafification Verification form Page: 1

Seloctod critena Year. 2013

Training 41 Confirm Student’s Completed VET Qualification Verification Report that
needs to be signed by the principal

NOTE: If Certificate Il or above qualifications has been completed and is required for Tertiary
Entrance calculations, Principal’s verification must be submitted to the SACE Board by VET
results cut-off date.

e Print Confirmation Report button will populate the following report — to be printed,
verified and signed by the Principal.

e Printed, verified and signed original to be couriered or faxed to SACE Board
Assessment Operations (fax number is 8372 7509).
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Data Exchange Menu

Importing data into Schools Online

We strongly recommend that data exchanges between your administrative system and
Schools Online should be done by one staff member only. That staff member needs to have
administrative rights to the system.

You can import data into Schools Online from administrative systems that use the correct file
formats. In South Australia EDSAS, and in the Northern Territory SAMS, support file formats
compatible with Schools Online. The files and their formats are described in the Schools
Online Help. The files you can import are listed below and MUST BE IMPORTED IN THE
CORRECT ORDER.

Import File Order (South Australia)

Students (Studimp.dat*)
Teachers (Tchrimp.dat*)

SACE Classes (Classimp.dat*)
SACE Enrolments (Enrlimp.dat*)
VET Enrolments (VETRImp.dat*)
CEA Data (CEADatalmp.dat*)

* These file names refer to EDSAS users only.

oghrwNE

Import File Order (Northern Territory)

Candidates
Teachers

Class Structure
Enrolments

VET Results

VET Qualifications

ouprLNE

Import warnings
You can only import one file at a time.

e Always import students and teachers before classes and enrolments.
e Do not attempt to have two imports running at the same time.

If your student import file includes a student with a name similar to a student already in the
database, the system may assume you are trying to create a duplicate record and fail to
import it. Remove the student from the import file and try again. If the second student is
not a duplicate, you will need to enter that student manually through the Create Student
screen.

e Make sure your SACE classes exist before importing SACE enrolments.
Importing the data
Menu: Home > Data Exchange > Import > Import Data

1. Select afile to import from the Type list. (Remember to import files in the correct
sequence.)

2. Select the correct Date Format and browse to the File location, then click on the Import
button.

3. Areport will be generated, telling you if the import was successful and detailing any
import errors.

If warnings are found in the import file, the correct records will be imported and the incorrect
records will not. Errors found in those records will be reported to you in an error message.

For more details about importing data click on the Context Help button @ and read the Help
topic.
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Exporting data from Schools Online
Menu: Home > Data Exchange > Export > Export Data

You can export data from Schools Online from the Export Data screen by selecting the
Export Type, Text Delimiter, Field Separator, Date Format and Include Field Headers
option. You can view each data file on screen or save the file to disk. You can then import the
data into another administrative software system.

Reports Menu
Schools Online reports are available for Students, SACE Classes and VET enrolments.
Menu: Home > Reports > Student Reports > Student Reports Selection

The Report types are: Declarations Checklist, Potential Completion Details, Student Details,
Student Summary, Student Tracking Summary, Students without a CEA record (SA Only) and
VET Unit of Competency By Student.

Menu: Home > Reports > SACE Class Reports > SACE Class Reports Selection

The Report types are: Class Listing, Class Listing by Subject, Enrolment Checklist,
Enrolments Against Learning and Assessment Plan Status Report, Program Variant Listing,
Research Project — End of Semester, School Assessment Sample Materials Submission,
School Report for all Stage 1 Subject Enrolments, Stage 1 Result Confirmation, Stage 1
Result Sheets, Students Enrolled Elsewhere, Students Registered Elsewhere, Subject Listing,
Teacher Class Listing and Teacher Listing.

Menu: Home > Reports > VET Reports > VET Reports Selection

The Report types are: Unit By Qualifications, VET Qualification Verification, VET
Qualifications entered as completed and VET Result Sheet.

Frequently Asked Questions (FAQ)

You may find the answer to one of your questions in the FAQ (Frequently Asked Questions).
Menu: Home > Help > FAQ

Appendix A of this Training Guide has the current FAQ from the Schools Online help. You
should regularly visit the FAQ page within the help as this is updated regularly.
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Contacting the SACE Board

Contacting the SACE Board

Menu: Home > Contact Us > Contact Us

The latest contact details are available on the Contact Us screen.

= Home = ContactUs

SACE Enrolment queries
VET Enrolment queries
Assessment Plans
Status, Credit
Examination Centres
Stage1 and 2 Resulis
Clerical Checks
Eligibility

Contact Us

SACE Board of South Australia Helpdesk

DATEX Online Issues Phone: 8372 7412

Fax 81
Email:

Assessment Operations

Phone:
Phone:
Phone:
Phone:
Phone:
Phone:
Phone:
Phone:
Fax 83

151315
SenviceDesk@saceboard.sa.gov.au

83727424
83727415
83727476
83727425
83727425
83727428
83727426
83727478
727509

Training 42 Contact Us (SA)

= Home = Contact Us

NT DATEX Online Helpdesk

NTCET Certification Officer Phone: 8944 9253 /2044 9254

Clerical Checks and Phone: 5944 9253 /5944 9254
Enrolment Queries

Data Analyst Phone: 8944 9249
Fax 8999 4270
Email: ntcertification. det@nt. govau

Senior Years Team Manager

Assessment Plans, Phone: 8944 9251
Status and Fax: 8999 4270
Credit’'VET Credits

SAMS Team
DET Policy SAMS Manager

Phone: 8999 3532
SAMS Support Phone: 1800 446 961

Contact Us

SACE Board of South Australia Helpdesk

DATEX Online Issues Phone: 83727412
Fax 8115 1315
Email: ServiceDesk@saceboard.sa.gov.au

SACE Board of South Australia Assessment Operations

SACE Enrolment queries Phone: 8372 7424
VET Enrolment queries Phone: 8372 7415
Assessment Plans Phone: 8372 7476
Status, Credit Phone: 8372 7425
Examination Centres Phone: 8372 7425
Staged1 and 2 Results Phone: 8372 7426
Clerical Checks Phone: 8372 7426
Eligibility Phone: 8372 7478

Fax: 8372 7509

Training 43 Contact Us (NT)

Revision date: December 6, 2013 11:41 AM

29



Schools Online FAQ Schools Online

Appendix A
Schools Online FAQ

Student

Q. What do | do with students who have completed and / or left school in my database?

A. If they have left your school or have completed the SACE or NTCET, please transfer them
out. This will make them immediately available to other schools.

Q. How do | transfer in a student from another school?

A. Use the Student Search screen to find the student. HINT: Remember to choose Search
from Other Schools. When the student details are displayed on the View Student
(Registered Elsewhere) screen, and you are sure you have located the correct student, click
Request to Transfer In.

Q. How do I maintain completed student information when they return to do further
study?

A. Enrol them in a SACE class. This will make them active again so you can nhow maintain the
details of the student.

Q. What do | do if | find a student duplicated within Schools Online?

A. Send a fax to the 'Assessment Officer: Enrolments and Results' on (08) 8372 7509. The
fax needs to contain the following details:

e the Registration numbers of the students;
e the Name of the duplicated students;
e Date of Birth.

SACE Class

Q. How do | delete stage 1 and 2 classes from the database?
A. Follow these steps:

1. Select SACE Classes from the main menu

2. Choose List SACE Classes from the SACE menu

3. Indicate the group of classes you want to view on the SACE Class Search screen and
click View.

Select the class you want to delete and click its Class Code to open the class.

If there are students in the class, delete them. When the class is empty the Delete Class
button will appear. Click it to remove the class from the database.

o ks

Q. How do I delete a group of unwanted classes from the database in one operation?
A. Follow these steps:

1. Select SACE Classes from the main menu

2. Choose Update SACE Class Teacher Information from the SACE Classes menu.

3. Select the classes you want to delete and click Delete Selected to remove the classes in
one operation.

Q. When a student from my school studies one or more subjects at another school,
who is responsible for entering the enrolment?

A. In Schools Online the teaching school is responsible for entering enrolments for all
students they are teaching.

Q. How do I change the assessment school for students enrolled in a Stage 2 subject?

A. Follow these steps:
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Select SACE Classes from the main menu

Choose List SACE Classes from the SACE menu

Indicate the group of classes you want to view on the SACE Class Search screen and
click View.

Select the class you want and click its Class Code to open the class.

Click on Edit SACE Class.

Select the Assessment School from the school drop down list.

Click the Save button to save the change made.

wnNE

Noos

Q. I have imported grades for my Stage 1 students but no results are displayed and the
enrolment status has not changed from ‘E’ (Enrolled) to ‘C’ (Completed).

A. This is because the cut-off date for this semester has not yet been reached. You can
change results for students as many times as you need until the cut-off date has been
reached. At that time the results are taken on at SACE Board of South Australia and become
fixed. The enrolment status will become ‘C’ (Completed) and a grade will be displayed.

VET

Q. Do I need to enter VET Class Codes for my VET classes?

A. Although not mandatory, we strongly suggest you do enter VET Class Codes. They will
help you identify individual classes from a list that could grow quite large. But you must enter
VET Class Codes when you are creating your VET classes. At any time they can be changed
by maintaining the VET Class.

Q. I have got a Competency that doesn't exist in Schools Online. What should | do?

A. If the VET competency is missing from the list please forward the details to the SACE
Board of South Australia (Assessment Operations), quoting the title, code, qualification,
Registered Training Organisation (RTO) and hours. Once the information has been
verified, the SACE Board of South Australia will update the list of available competencies.

Reports

Q. Can | view reports on the screen?

A. Yes. All reports will be displayed on the screen in PDF (Portable Document Format). You
can save or print them if you wish once they have been displayed.

Q. Why can't | see any reports displayed?

A. The report may be active but minimised. Check the icons at the bottom of your screen.
Your browser may automatically block pop-up windows from all sites. More information on
allowing popup for various toolbars / browsers can be found in the help topic Allowing pop-
ups instructions within the Resources book.

Data Exchange
Q. What data can | import into Schools Online from another administrative system?

A. You can import all or part of your data from another system into Schools Online. It is
important that you should import the data in the following order:

Students
Teachers

SACE Classes
SACE Enrolments
VET Enrolments
CEA Data

Northern Territory schools should import the data in the following order:

e Candidates
e Teachers
e Class Structure
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e Enrolments
e VET Results
e VET Qualifications

Q. How do I deal with errors in the imported data?

A. If there are any errors in the imported data more information on the error messages with
imported files can be found in the Data import overview section of the help.

Q. How do I resolve errors with my data from EDSAS / SAMS being incorrect?
A. Follow these steps:

1. Check the Schools Online Import Error Report and resolve the error in the administrative
system based on Diagnosis and the Cure.

2. There may be an issue with the other administrative system and you will need to contact
the relevant Service Desk/Support for those systems.

Q. Can | import data from an administrative system other that EDSAS or SAMS?

A. Data can only be imported into Schools Online if it is in the correct order and in the correct
format.

The import format for each type of file is published in the online help. You can view the file
formats for SA and NT from the Data Exchange section of the help.

e If your administrative system produces data files in an incorrect format, you can make
changes in Excel and save the file in CSV (Comma Separated Values) format before
importing. If you attempt this, make sure:

¢ all columns containing data with leading zeros are formatted to text
e all date of birth entries are shown in one of the acceptable birth date formats.

School & Teacher
Q. Do | need to do arollover?

e If you import all your data including students, teachers, classes, SACE enrolments and
VET enrolments from another administrative system such as EDSAS or SAMS, you do
not need to carry out a rollover in Schools Online.

e If you do not import all your data from another system then you must do a rollover.

Q. Where can | see and edit the list of teachers?

A. Select Home > School > List teachers from the menu to open the Teachers List screen.
More information on the maintaining teachers can be found in the school section of the help.

Q. How can | add a new teacher to the list?

A. Select Home > School > Create Teacher from the menu to open the Create Teacher
screen. More information on adding a new teacher can be found in the school section of the
help.

Q. How do I change a teacher code for a teacher?
A. Follow these steps:
1. Remove the teacher from all classes.

a) From the Teachers List screen, click on the View SACE Classes hyperlink. The
Teacher Details screen is displayed with the list of the teacher’s current SACE
classes.

b) If the teacher has no classes assigned to them a checkbox is displayed at the
beginning of their entry. Proceed to step 2.

c) For each of the classes, click on the Class Code hyperlink. The SACE Class
Summary screen is displayed.

d) Click on the Edit SACE Class hyperlink. The Edit SACE Class Information screen
opens.
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e) Use the Teacher list or Create New Teacher hyperlink to assign the class to another
teacher temporarily.
f) Returnto step 1.a).

2. Once the teacher has no classes you can delete them from the Teachers List.

a) From the Teachers List screen, click in the teacher’s Delete checkbox.
b) Click on the Delete Selected button.

3. Create the teacher again with the new code.
4. |If classes were temporarily assigned to another teacher, re-assign those classes to the
newly created teacher.

User
Q. How do | change my user settings?

A. Select Home > User > User Settings from the menu to open the User Settings screen.
More information on the User settings can be found in the users section of the help.

Q. How do I change my password?

A. Select Home > User > Password Change from the menu. More information on the
changing your password can be found in the users section of the help.

Q. Why must | have a password?
A. Your password is very important in Schools Online.

e When you use this system, you will be viewing SACE Board of South Australia's
database. This database contains present and past information about many thousands of
students, so for security and confidentiality reasons we must be sure that only authorised
people have access.

e Your password identifies you to the system and everything you do in Schools Online is
logged. This can help us identify any problems you may be having. It can also help us
identify any changes to the data made by someone who is using your password without
authority.

e So for security of the data and to protect the rights of the students listed on the database,
you are asked to create a password that is difficult for someone else to copy, and to
change your password often. If you think that someone else may have used you
password, please contact the SACE Board of South Australia Service Desk immediately
on (08) 8372 7412.

Q. What should I do now as | have forgotten my password for Schools Online?

A. You should contact the SACE Board of South Australia Service Desk on (08) 8372 7412
and we confirm you identity using the Security Question that you answered on the Schools
Online Confidentiality Agreement.

Q. How do I arrange to change my Role (Permission) within Schools Online?

A. You will be required to have another Schools Online Confidentiality agreement filled in with
the appropriate authorisation and permission. On receipt by the SACE Board of South
Australia Service Desk and processed and you should be contacted.

Q. Why should | avoid using the back key?
Use of the Back key can cause data corruption and should be avoided. If you need to go back
a few pages you should use the bread crumbs at the top of the page. Bread crumbs appear at
the top of each page. Your will see them appearing something like this ...
..... = Students = Student Search (Own School) = View Student>= View Enrolments = Add Student to SACE Classes
Training 44 Schools Online Breadcrumbs

Click on any link between two chevron (‘>) characters to return to that page.
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General
Q. What do I do if  have missed a Schools Online cut-off?

A. You will be required to contact the Enrolment Officer in Assessment Operations
immediately. See the Contact Us page for the telephone number.

Q. How can | make Schools Online run more efficiently?
A. Within Schools Online there are a few strategies you can adopt:

e Increase the Number of search items on a page in your User Settings to 50 or more
instead of the default 12.
e Limit the number of entries in a report by choosing a smaller group of students or classes.

Should you have any ideas for improving the efficiency in Schools Online, please email the
SACE Board of South Australia Service Desk with those comments / ideas.
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