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Within this guide staff will learn how to:

Ove

Create new student enrolment
View & Manage enrolments
Create & Manage Households
Create & Manage Staff

Create & Manage Classes

Export Lists

rview

Staff will learn how to create a student in the Enrolments module.

Create Enrolments

The following procedure is to show users how to create a new Enrolment for a student.

Note:

if you are using the Admissions Module to create new enrolments, please refer to

the Admissions User Guide.

1.

2.

Select the Sentral Waffle Icon *** in the top left corner of the screen, the modules
display. Select Health under Student Admin group.

the modules display. Select Enrolments under Student Administration.

& student Admin

Enrolments

Activities

Health
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The Enrolments home screen displays.

Enrolments: NSW Master Sentral = Search Enroiments: =3
A You have 308 students without a roll class. Flags Needing Review
class. 1o aroll class.
+ Mo xpting flags
Avouhave
Expiring Student Visss
& Students @ & Households = Alumni J, Roll Classes + o expining visas
n . 12 Total Aty o Subjects
10 50 a as2 Expiring Court Orders.
. . s . Total Donatias
e = ' S
: B . . + No expiing court oders
Creats Envolmants v ‘ 7 ° 2
s 125 si0
. actve an
Panding Ereolmants . N N
1 2
Cument Evolmenms v N
1 o
Mansge Households - Kk 1
2 )
Manage stft v
Manage Classes ~ Enrolment Predictions =
Formes Studenis v
o - ? | |
. . T Ll [l londll |~ o nl
N oM m ms W7 M w5 M4 M3 Wz W1 K W2
Sentral Enrolments Rollclass Statistics @
Class Teacher M F UM F UM F UM F UM F um F UM F UM F UM F UM F UM F UM F U subTotal
CADY 1 5 0 0 1 0 1 1 o 1 1 0 n
cA02 1.5 0 2 001 100 10 1
CA03 0 3 0 T2 001 1.0 2 10 1
CAO4 1 1 0 1 1 0 0 1 o1 1 0 7
CA0S 3 0 0 1 1 e/ 1 0 0 3 00 9
CAD6 3 0 3 1 0 2 2 0 2 00 1 00 16
CAQ7 1 0 0 a 3 0,3 o 0 1 00 8
Cao8 3 1 0 T 0 1 0 o 2 2 0 n
can 1 1 o 1 3

3. From the menu on the left-hand side - click on Create Enrolments under Create
Enrolments.

Home

Create Enrolments ~

Create Enrolment

Create Enquiry

Note: The following information box displays alerting you how important it is to SEARCH
for a student before creating a new enrolment.

Creating An Enrolment X

Before creating an enrolment, staff are required to search enrolments in case

the student may already be enrolled within the system.

The search engine will look locally for existing enquiries or draft enrolments
(enrolments that are incomplete), before searching the entire enrolment
database. Results will appear in order of accuracy.

The more details that can be added, the greater the accuracy. This will not only

help to prevent duplication, but it will easily allow staff to transition a student's

enrolment and their data from school to school.
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4. Click onthe green Continue m button.

The Search Current Enrolment screen displays.

Note: You must first search for the student to check if they are already enrolled.

Search Current Enrolments

Search Type  Students v
Family Name
Legal Family Name
First Name | Jo
Middle Name(s)
Preferred Name
Gender All v

DOB

Note: You need as a minimum, to enter the Family Name (surname) and the First Name
of the student for your search.

Note: You can enter more details in other fields.

5. Click on the green Search m button.
Note: Your search will give you two options:
e No Search Results Found OR

e Search Results displays School Results.

If the student does not exist, the following screen displays.

Search Current Enrolments

Add New Student

Display Search Area A

No Search Results
Found

Add New Student

If the student does exist, the following screen displays.

Search Current Enrolments

Display Search Area~
School Results

Wayne Williams DOB:

found

Student ID: WILOD
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Student Does Not Exist

1. Click on the green Add New Student button to start creating new
enrolment.

The New Enrolment screen displays. The New Enrolment has eleven screens, requiring
data input where appropriate. The first of these are the Details Page. Refer to Glossary
of Terms for detail on each data field.

Details

New Enrolment

Title | ~tot Setected--
Family Name | Family Name
Legal Family Name
First Name *
Middie Names
Preferred Name

Email Address | Email Addres: Addifional  Delele.

Email Type | ol Selecte

Date of Birth

Gender

Car Information

Has Local Enrolment
Entitlement

Eligible for Discount

EAL Stage

EAL Receiving Support

EAL Last Assessment Date

Permission to Photograph

Include for Naplan
Background

Expected Graduation Year

Student Code

Ifthis s left blank: it wil be generated automatically

Have you been given

BOSTES before ¢, /education institufion you've attended earier.

BOSTES  EOSTES
NESA number
Barcode
Username
usl
ACARAID
CRN

Phone Number  Phone Numbe: Addmional | Delete

Residential and other contact numbers are found within the househoid area

Phone Number Start Date
Phone Number End Date

Phone Number Type
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2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

3. Click the green Next button, if you are ready to move to the next page; or click
Save Draft

Save Draft button if you wish to stop at this point.

Information

1. If you click Next, the following Information screen will display.

New Enrolment

Country of Citizenship | ot Selecied—

Nationality | Hot Selected—

Country of Birth —Not Selected—
Place of Birth
Religion

Attends Religious Classes

Student's First Language

Ethnic Group

ATSI

Language Other Than
English Spoken At Home

Student Mainly Speaks
English At Home

Other Language

LOTE Background LOTE Background Description
Description

Residential Status

Intemational Fee Paying

Has Secondary Assistance

Has Youth Allowance

Has Assistance For Isolated
Children

Has Abstudy

Previously Enrolled In Home
Education

Home Education Movement

m
o

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

MNext
3. Click the green Next - button, if you are ready to move to the next page; or click

Save Draft gl button if you wish to stop at this point or Back % button if

you wish to go to previous screen.
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Permissions

1. If you click Next, the following Permissions screen will display.

New Enrolment

Permisson 1

Permission 1 Date

remissonoene | [0

Save Draft Bacl Next

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

Next
3. Click the green Next - button, if you are ready to move to the next page; or click

Save Draft s button if you wish to stop at this point or Back “ | button if

you wish to go to previous screen.

History - Previous School

1. If you click Next, the following History screen will display.

New Enrolment

Previous School Delie  Add Pravius Schoot

I

Academic History

School Academic Period School Year Roll Class Teacher Enrolment Status Date Progressed

|

Note: As this is a new enrolment, there will be no Previous School History, so you need
to add the details.

2. Click on the green Addition Previous School button to the right of the
screen and additional previous school will display.

Previous School

Previous School Previous School
Country Country
Start Date DDMMAYYYY
End Date DODMMYYYY

Expelled or Suspended ﬁ

Records Received

Reason For Change Reason For Change
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Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

Repeat the process if there are multiple schools to enter.

Next
en Next - button, if you are ready to move to the next page; or click

Save Draft ki button if you wish to stop at this point or Back
you wish to go to previous screen.

Click the gre

button if

Ability to Print Academic History is available on this screen.

Additional Fields

1.

If you click Next, the following Additional Fields screen will display.

New Enrolment

Is Repeating Current Year

On Enrolment

Is Repeating Current Year At

Rollover

o
&
o
&

Morning Bus Number

Afternoon Bus Number

Transportation Company

Placement Tests

Has Abilities

SaveDraft | Back  Next

Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

button, if you are ready to move to the next page; or click

button if you wish to stop at this point or Back button if

you wish to go to previous screen.

Confidential

1.

If you click Next, the following Confidential screen will display.
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New Enrolment

Is Student subject to any ﬁ

Court orders.

If YES please specify

Care Of Department For ﬁ

Child Protection And Family
Support (CPFS)

CPFS Case Manager
CPFS District

CPFS Contact Number

SaveDrait | Back  Next

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

3. Click the green Next m button, if you are ready to move to the next page; or click

Save Draft s button if you wish to stop at this point or Back “| button if

you wish to go to previous screen.

Medical Data

1. |If you click Next, the following Medical Data screen will display.
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New Enrolment

Has Disability

Has Medical Condition

School Medication

Vaccinations/immunisations

Measles Exclusion

Medical Practice Details

Permission To Administer Over The Counter Medicine:

Salbutamol (Ventolin)

Paracetamol (Panadol)

Ibuprofen/Nurofen (Not for
asthmatics)

Antihistamine (Claratyne)

Date of last Tetanus injection

Medicare Number

Medicare Expiry Date . .

Medicare Position On Card

Private Medical Fund

Private Medical Fund Number

Private Medical Fund Expiry Date

Health Care Card Number

Ambulance Cover ﬁ

Ambulance Cover Provider

Private Hospital Cover ﬁ

Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

Depending on your selection of Yes/No, some further screens will open for more data
entry e.g. Has disability > Add New Disability.

Click the green Next m button, if you are ready to move to the next page; or click
Save Draft s button if you wish to stop at this point or Back “ putton if

you wish to go to previous screen.

Associated Households

1.

If you click Next, the following Associated Households screen will display.
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New Enrolment

Household Code | Household Code
Residential Household For Yes Shared No |
This Student
T gyT——" pyr——
Contact g v

- - T =

This screen details the Household information for the student. It captures a vast array of
data such as:

e Contact details

e Emergency contacts

e Residential details

e Languages spoken at home.

Note: It may seem like a repeat of the Details page and it is, but this is because you are
entering information for each family member, carer and/or guardian connected to this
student.

2. If you already have this household in your sistem from i revious / existing siblings, click
on the Add Pre-existing Household Add Pre-exisfing Household button to search for the
household and pre-fill the data fields.

The Search for Household screen displays.

Search for Household x

School | All v

Search Type | Households v
Family Name | Smith
Legal Family Name = Smith
First Name | John
Middle Name(s) | John
Preferred Name | John

Gender | All v

Phona Number

Postcode
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3. Enter any pre-filled fields and click on the Search m button to search for the
Household.

Search for Household x

-

Display Search Area A

SA 5112 Contact 1: Ola Darnell-Smith
Household Code: ARNOO3 Contact 2: Harris Darnell-Smith

it mmemer | Srew

SA 5000 Contact 1: Arlzan Fleetwood-Smith
Household Code: LEEOO1 Contact 2: Randolph Fleetwood-Smith

" Addifional Information Select

SA 5125 Contact 1: Patience Fleetwood-Smith
Household Code: LEEOO1 Contact 2: Drew Fleetwood-Smith

Additional Information Select

4. |If the household displays that you wish to add to the new enrolment, click on the green
Select button to the right.

The screen will update showing the pre-existing Household contacts.

New Enrolment

Household Code  Household Code
Residential Household For Yes Shared I|
This Student
Contact - Ola Darnell-Smith Action
Contact - Harris Darnell-Smith Action v

SaveDraft = Add Additional Contact B Next

Note: If there is no current Household, you will need to create the details.
Household Code: this code is generated by Sentral. Please leave blank.

Residential Household For This Student: select the type of residential Household for
student by clicking on button.

|' Yes Shared No

If shared is selected, you need to nominate the residential household days for this student.

Contact

Cogtact
1. To create a new contact please click on the blue Contact field. The following
fields will be displayed.
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Contact

Relationship To Student

Is an Emergency Contact

Recsives Correspondence

If Other Please Specify

Is a Primary Contact

Authorised to Pickup

Receives Absences

Receives Portal Access

Lives With

Receives Reports

Title

First Name

Middle Names

Family Name

Preferred Name

Gender

Date of Birth

Country of Birth

Ethnic Group

Phone Number

Phone Number Start Date

Phone Number End Date

Phone Number Type

Religion

Language Spoken At Home

Tertiary Education Level

Test add field Household

Language Other

School Education Level

Other Please S
[ |

»

Additional  Delele

If you did not attend school, mark 'Year 9 or equivalent or beiow

Employer

Workplace Location

Occupation

Employment Type

ATSI

Email Address

Email Type

Additional  Delele

SaveDralt | Add Additional Contact H Next

Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your

input.

Repeat the steps if you wish to add additional contacts by clicking on the blue Add

Additional Contact
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MNext
4. Click the green Next - button, if you are ready to move to the next page; or click
S ,‘._A_“DJ‘\.W-A i

)y e

Save Draft button if you wish to stop at this point or Back " button if
you wish to go to previous screen.

Associated Contacts

1. If you click Next, the following Associated Contacts screen will display.

Chris (Chris) Andrews (Enrolled - Active) ANDOO1
e e
@ Seniral has defecled that you have contacts finked to this student hich are both Primary and Emergency. Please update the contacts fo be set o Primary or Emergency or nefiher selection

FirstName  FamiyName  Relationship Household Primary Contact Emergency Cantact Authorised to Pickup Lives With Receives Absences Receives Correspondence
= 14 ne o soirs F— . . . . . «
= 2§ Canol Test Parent 20090848 v v v v v %
= 54 om - S— . . . . . «

This screen takes the information from all registered Households and compiles a list of
who is available for emergency contact and in what order.

Note: Household contacts need to be setup first.
2. To change the priority order of contact, click and drag on the handles ( E) in front of a

name to move them up or down (change the order of) that contact on this list. Family
members will be contacted by this order (first to last).

More Details
3. To view the details for the Contacts, click on More Details button to the
right of the contact.

Susan Watson

Title Mrs

Gender Female

First Name Susan

Family Name Watson
Relationship Parent

Phone numbers Phone Number
Address NA

Contact Permissions
Primary Contact
Emergency Contact
Authorised to Pickup
Lives With

Receives Absences

L L L < x <

Receives

Correspondence

<

Receives Reports

Receives Portal Access

L

‘ Close ‘
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Note: it is recommended once you have saved the enrolment record to then add the
Emergency Contacts. Please refer to Current Enrolments.

Emergency Contacts
Emergency Contacts do not need to be associated to a Household.
-
Click on the Add New Contact button, and the New Contact screen
displays. You can select either:
e Link Existing Associated Contact

e Add New Associated Contact

x

Add New Contact

Link Existing Associated Contact

Add New Associated Contact

Close

Link Existing Associated Contact

Link Existing Associated Contact

Search Filter
School

All v

Family Name

Family Mame

First Name

Middle Name{s)

Middle Name(s

Preferred Mame

Preferred Name:

Gender

All b
Type

All v
DOB

Phone Number

Posicode
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4. Enter details and click on the blue Search m button, results from your search will
display.

Link Existing Associated Contact

4 Back © Add New Contact

State Based Results

John (John) Watson DOB:

Contact 1: Susan {Susan)
Student ID: WATO001 Watson
Email: Contact 2: Matthew (Matt)
Phone: Watson

=

Susan (Susan) Watson
No primary household
information found
Contact ID: 1754
Phone:

Matthew (Matt) Watson

No primary household
information found
Contact ID: 1755
Phone:

I

5. If the Contact displays, you can click on the green Select - button beside the
Contact.

. . & Add New Contact
If the Contact does not exist, you can click on + Add New Contact .

Add New Associated Contact
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Add Associated Contact

Title

Gender
— Mot Selected — v
First Mame =

First Mame

Family Name

Family Mame

Relationship

— Mot Selacted — A

Phone Number

@ Add New Phone Number

Contact Permissions

Primary Contact
Emergency Contact
Authonised fo Pickup
Lives With

Receives Absences
Receives Comespondence
Receives Reports

Receives Portal Access

ﬂ o

6. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

7. Click on the blue Save ﬂ button.

The Associated Contacts screen will update with the new Contacts.

8. Click the green Next m button, if you are ready to move to the next page; or click

Save Draft -SE" button if you wish to stop at this point or Back _ button if
you wish to go to previous screen.

Documents

1. If you click Next, the following Documents screen will display.
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New Enrolment

Offical Documentation Sighted Date Sighted

Birth Centificate Sighted Passport Sighted
Parent Consent Form Completed

Student Health Summary Completed

Immunisation Records Provided

Travel Documents Sighted “ Publications/internet Permission Form Completed m

Please make sure to select or create a category before uploading

Category Uncategorised

_______________________________________________________________________________________________________________________________

Drop files here or click to upload

...............................................................................................................................

No documents were found

Save Draft H Next

2. Tick the toggle boxes.

3. Drop files into the available space and add to a category type for better sorting/filing.

4. Click the green Next m button, if you are ready to move to the next page; or click

Save Draft button if you wish to stop at this point or Back Msnell button if
you wish to go to previous screen.

Admission

1. If you click Next, the following Admission screen will display.

New Enrolment

Enrolment Date DDMMYYYY
Application Fee  Application Fee
Application Fee Date DDAV YYY
Approved By Principal “
Approved By Principal Date  DDMMNYYYY
Intended Start Date DDMMAYYYY
Entry Mark  Enfry Mark
Exit Date Exit Date

Exit Status | Exit Status

Previous School | Frevious Scrool
New School Name New School Name
Is Boarding n
Boarding House | Boarding House
Outof Area Reason | Out of Area Reaso
Entry Year Level —Not Selected—
Exit Year Level | —Not Selected—
Class Of
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2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your

input.

3. Click the green Next m button, if you are ready to move to the next page; or click
-,n'.\ Um — a :-_,.

Save Draft button if you wish to stop at this point or Back button if

you wish to go to previous screen.

Application

1. |If you click Next, the following Application screen will display.

New Enrolment

Alumni Attended Last Year

What prompted you to enrol | Choose a value
your child?

What prompted you to enrol at prompted
your child, Other reasons?

How did you learn about our  Choose & value
school?

How did you learn about our
school, Other reasons?

Note

SaveDran | Back

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your

input.

3. Click the green Next m button, if you are ready to move to the next page; or click
s' "jm ey ol

Save Draft
you wish to go to previous screen.

Enrolment

1. If you click Next, the following Enrolment screen will display.
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New Enrolment

Academic Period © —Not Selected-
Year Level —Not Selected-
RolllForm Class —Not Selected-
Enrolment Status ~Not Selected--

FTE Amount 1

Entry Mark Entry Mark
House —Not Selected--
Campus.
Is Boarding? n
Boarding House | Boarding House

Only applicable ifthis is a boarding student

Tutor Group

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

Start & End Date

The Start & End Date indicate what period an enrolment record is considered valid for within an Academic Period. To withdraw a student as an active enrolment, please set an end date, Save and click "Process Student Departure’ to enter in details of the students reason for leaving, new
school, efc.

Start Date *

End Date

Intended Return Date

Part Time Start Date

Part Time Schedule M

3. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

4. Click the green Save E button, if you are saving the enrolment; or click Save

=l

Draft button if you wish to stop at this point or Back “““““2l putton if you
wish to go to previous screen.
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The following screen displays confirming you wish to enrol this student.

Confirm Student Enrolment Details

The student you are enrolling will be placed into the following academic peried and status.
Flease confirm these details are correct before clicking Save and Exit. |f these details are
not correct, click Cancel and set the correct details before saving.

« Academic Period: 2020
« Enrclment Status: Enrolled - Active (Pending)

————

5. Click the green Save And Exit button.

Create an Enquiry

Schools can track student enrolment enquiries. This area allows you to insert basic
information into Sentral when parents provide an initial enquiry.

Note: this is not an actual enrolment. For those who are using admissions for new
enrolments, this section is not available in enrolments.

1. From the front screen in Enrolments home screen.

B e el e tead

[ Yy —
(Y S — - * G

v

O St

[ R p

O womr

O R — [rvpimeat Pradctiom -

P I
?'-:.7 V I I

P 0N THTHL M AL

2. From the menu on the left-hand side - click on Create Enrolments - Create Enquiry.

@ Home

(@) Create Enrolments

Create Enrolment

Create Enquiry @
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The New Student Enquiry screen displays.

New Student Enquiry

First Name

Middle Names

Family Name

Academic Period *

DOB *

Gender *

School Year *

Calender Year *

Intended Start Date *

Contact Number *

Notes

Contact Email *

2020

ddimm

2018

DDMMYYYY

Creale Enquiry

Creale Enquiry

3. Enter the details for the student enquiry, the fields marked with a red * asterisk are

compulsory fields.

4. Click on the green Create Enquiry button.

The Current Student Enquiry screen displays with the results. The screen now jumps to
Pending Enrolments > Current Enquiries Action.

Current Student Enquiries

Total Students: 1

Student Added Successfully

Student Name Family Name

clemenis

Intended Start Date Phone Email Notes Last Updated

Note: Please refer to the section on Pending Enrolments.
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Pending Enrolments

Target Audience

e Administration Staff

Content

Within this guide staff will learn how to update Pending Enrolments by looking at the
following:

e Current Enquiries

e Draft (Incomplete) Enrolments
e Transitioning Students

e Pending Approval

e Wait list Applications

o Offered Applications

e Enrolled - Active - Pending

e External Pending

e Enrolled Accepted

Overview
Staff will learn how to update Pending Enrolments and Enrolments Status.

The Pending Enrolments panel has a selection of menu options with some of these
requiring additional sub-menus for the status types.

NOTE: For those who are using admissions for new enrolments, this section is not
available in enrolments.

Enrolled - Active (Pending) Students

Total Students: 1

M Change Status.

Actions

o Student Code Student Name Family Name School Year Date of Birth Intended Start Date
O Josoot Anant Joshi 04/07/2012 29/01/2025

When you have an enrolment record on any of these screens, there are common action
buttons that can be used. They are:

o Filter (by Academic Period)
e Change Status (with Selected)
e Add A Note and Edit.
Note: Please use the following to help with the menu options.
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Filter (by Academic Period)

1. Use the dropdown menu to select the required Academic Period and click on the blue

Filter m button.

Change Status

1. Tick the box next to the student codes to select a student (or students) to a new status.

O Student Code Student Name Family Name
JOs001 Anant Joshi

2. Use the drop-down menu and select the next enrolment status you wish the enrolment
record to be.

With Selected [ Enrolled - Active (Pending) -

Enrolled - Active (Pending)
Enrolled - Active

External

External - Pending

Tested (Successful)

Tested (Unsuccessful)

Send Offer of Wait Listed
Offer of Wait Listed Sent
Offer of Wait Listed Declined

Wait Listed

Send Offer of Enrolment

Offer of Enrolment Sent

Cffer of Enrolment Declined

Enrolled - Accepted

Enrolled - Leaving A

3. Click on the blue Change Status button.
The screen refreshes and moves to the status type page that you selected.

You can view the new records in their new status type page.

Add a Note

With most enrolments, regardless of their status you can add a note. It is important to
remember that once the note has been created, it cannot be removed or edited.

1. To add a Note, click on the aqua Add a Note button to the right of the student
enrolment you wish to add a note to.
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The Add a Note screen displays.
Add a Note b1¢

Notes

2. Enter your notes and comments for the relevant enrolment.

3. Click the green Save E button.

4. The screen refreshes and you can see there is a badge in the note’s column. If you add
additional notes the badge will change as will the last column displaying the time and
date.

Notes

Enrolled - Active (Pending) (2)

5. To view the Notes, click on the green Notes badge to display.

View Notes b
MNote #  testnote 17/07/202016:23
1

Note #  Left Message for parents to call. 04/01/2021 16:55
2

Cancel

6. To go back to the previous screen once you have viewed the Notes, click on the black

Cancel
Cancel button.

Edit an Enrolment

1. You can edit an existing enrolment by clicking the Edit button.
2. button for the student you wish to edit beside the student’s name.

3. It will take you to the Student’s Overview/Summary Page.
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Melvin Argyle (Enrolled - Active)

G} Household 253 - Cleo Argyle & Melvin Argyle
Melvin Argyle No contacts Physical location address
Mr & Mrs C Argyle
& u I 1
8 €0 Arg) oJ 0299340944

B rgyo
(== 3 Asivin Argy

Des A =

ormation 8 Arg a
Permissions & Altiousehold 1730 Contacts
History A =

Additional Fields

Confidential

Medical Data

Associated Households NG

Contact Ordering

4. From here you can Set Flags and make other changes within the enrolment.

You must click on the green Save m button on each page you are on before you
move to the next page.

Delete an Enquiry/Draft Enrolment (via Current Enquiries Page)

You can delete an Enquiry or Draft Enrolment in Sentral by accessing Pending
Enrolments - Current Enquiries screen or other pending status screens.

Current Student Enquiries

Total Students: 1 00 v
Student Name Family Name Schaol Year Date of Birth Intended Start Date Phone Email Notes Last Updated
Watson J Watson 7 05/11/2005 27/11/2019 04123345 susan lenoury@gmail.com m

1. Click on the red Delete button to the right of the student enquiry you wish to
delete. The screen will be updated with the enrolment no longer displayed.
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Note: no dialog box will display to warn you about deleting the record, the deletion will be
instantaneous and irreversible.

Pending Enrolments - Current Enquiries

The Current Enquiries is a list of current enquiries pertaining enrolments recorded to
your school.

2. Select Current Enquiries from under Pending Enrolments on the left-hand menu.

Pending Enrolments ~

Current Enquiries ({1

Draft (Incomplete)

The Current Student Enquiries screen displays.

Current Student Enquiries
Total Students: 1 2050 v

Student Name Family Name School Year Date of Birth Intended Start Date Phone Email Notes Last Updated

Watson J Watson 7 05/11/2005 27/11/2019 04123345 susanlencury@gmail.com

3. From this screen you can Add a Note, create a New Enrolment or Delete the enquiry.

Note: please refer to the section of Pending Enrolments for further details on how to use
these options.

Pending Enrolments - Draft (Incomplete)

When you create a new enrolment, but it is not completed you can save it as a Draft, and
it will be displayed on this screen.

1. Select Draft (Incomplete) from under Pending Enrolments on the left-hand menu.
Pending Enrolments ~

Current Enguiries

The Draft Enrolments screen displays.

Draft Enrolments

Student Name

Jacinta Smythe Mr Sentral Helpdesk & Edit
0 Delate
smythe Mr Sentral Helpdes

2. To continue processing a draft enrolment, click the Edit button aligned with the
student name.
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Note: This will land you on the first page of the New Enrolment screen. Ideally the name
of the student (you want to edit) will be captured.

New Enrolment

Family Name Simpson
Legal Family Name Simpson
First Name * John
Middle Names
Preferred Name John
Authority For Name Change

Date Of Name Change

Date of Birth
Gender

Car Information

3. You will need to complete the Details section and click Next to progress to the
Information section and consecutive screens for the enrolment.

4. If for any reason a draft enrolment application needs to be removed, you can delete it by
clicking the Delete button aligned with the student's name.

WARNING - The deletion will be instantaneous and irreversible. There will be no dialog
box for you to click Confirm.

Pending Enrolments - Transitioning Students

When you create a new enrolment, but it is not completed you can save it as a Draft, and
it will be displayed on this screen.

1. Select Transitioning Students from under Pending Enrolments on the left-hand
menu.

Pending Enrolments ~
Current Enguiries

Draft (Incomplete)

Transitioning Students
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The Transitioning Students screen displays.

Transitioning Students

) StudentName Family Name School Year DateofBirth TransferringFrom  Siblings Enrolled  Apply ToSNU  PEA Reason For Out Of PEA  Actions

O Lashawnda  Ashby n 07/04/2008  NSW Master Sentral  Yes Yes Mark As Under Appeal Mark As Wait Listed

Pending Enrolments - Pending Applications

When you create a new enrolment, but it is not completed you can save it as a Draft, and
it will be displayed on this screen.

From here you can view the various stages of the enrolment:
o Applied
e Interview Review
¢ Interview Required
e Tested Successful
e Tested Unsuccessful

1. Select Pending Applications from under Pending Enrolments on the left-hand menu.

Pending Applications ~
Applied
Interview (Review)
Interview (Required)
Tested (Successful)

Tested (Unsuccessful)

Applied Students

Applied Students

Total Students: 1 Aca o | 2020 (01/01/2020-31712/2020)  + m With Selected | Applied B change status

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

[u] siMoo1 Bart simpson AddaNote | & Edit

Interview (Review)

Interview (Review) Students

Total Students: 1 Academic Pericd | 2020(01/01/2020-3112/2020) = m \th Selected | Applied &  change status
O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O siMoot Bart smpson
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Interview (Required)

Interview (Required) Students

Total Students: 1 resaamicpeea | 2020 ov/ovyzozo-svrzrzoeo) - [l [Yenseiects | appies B change stats |

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O swmool Bart Ssimpson [ Not Recuired AddaNote | & Edit

Tested (Successful)

Tested (Successful) Students

Total Students: 1 Academic Period | 2020(01/01/2020- 31/12/2020) -m With Seleoted | Applied B change status

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O smoo Bart simpson Mot Requirea AddaNote | SEdit

2. Once a student is listed on any of these pages, the screen will display two more buttons:

Add a Note and Edit buttons.

Note: Please refer to the Pending Enrolments section for using the buttons on this screen
(IE Filter, Change Status, Add a Note and Edit.)
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Pending Enrolments - Wait List Applications

When you create a new enrolment, but it is not completed you can save it as a Draft, and
it will be displayed on this screen. From here you can view the various stages of the
enrolment:

e Send Offer of Wait Listed
e Offer of Wait Listed Sent
o Offer Rejected

e Wait Listed

1. Select Pending Applications - Wait List Applications - Send Offer of Wait Listed
from under Pending Enrolments on the left-hand menu.

Wait List Applications ~
Send Offer of Wait Listed
Offer of Wait Listed Sent

Offer Rejected

Wait Listed
Send Offer of Wait Listed Students
O studentcode Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions
O simMoot Bart simpson AddaNote | o Edit
Offer of Wait Listed Sent Students
O Student Code Student Name Family Name School Year Date of Birth intended Start Date Notes Last Updated Application Fee Actions
o SIMO01 Bar Simpson Add a Note m
Wait Listed Students
O StudentCode Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions
O simoot Bart simpson AddaNote | &Edit

2. Once a student is listed on this screen, the screen will display two more buttons: Add a

Note and Edit.

3. Please refer to the Pending Enrolments section for using the buttons on this screen (IE
Filter, Change Status, Add a Note and Edit.)
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Pending Enrolments - Offered Applications
Offered Applications is broken into three areas:

e Offers to Sent

e Offer Sent

e Offer Declined

1. Select Pending Applications - Offered Applications - Send Offer of Waitlisted from
under Pending Enrolments on the left-hand menu.

Offered Applications ~
Offer to Send

Offer Sent

Offer Declined

Offer To Send

Send Offer of Enrolment Students

)
Total Students: 0 AcademicPeriod | 2020 (01/01/2020-3112/2020)  ~ [JEELEHN | WitnSelected | end offer of Enroiment B crangestas [ ¢ send offer v

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee

Actions
O smool Bart simpson Mot Recuieed Addanote | Qedn

You have the option to send an offer to a student.
2. Select the student you are going to send offer to and then click on the Send Offer
button and select to send via Snail Mail or Email.

EA SNAIL MAIL
@EMAIL

Offer Sent

Offer of Enrolment Sent Students

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O smool Bart simpson Mot Required ] AddaNote | & Edit

Offer Declined

Offer of Enrolment Declined Students

Total Students: 0

O student Code Student Name Family Name school Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O simMoot Bart Simpson [ ot Requirea

3. Once astudent is listed on any of these screens, the screen will display two more

buttons: Add a Note and Edit.
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Pending Enrolments - Enrolled - Active (Pending)

This will provide you with a list of enrolments that are active but require further
processing.

1. Select Enrolled - Active Pending from under Pending Enrolments on the left-hand
menu.

Pending Enrolments k4
Current Enquiries
Draft (Incomplete)
Transitioning Students

Transitioning Students - Under
Appeal

Transitioning Students -

Rejected

Pending Applications ~
Wait List Applications v
Offered Applications ~

Enrolled - Active (Pending)

External - Pending

Enrolled - Accepted

The Enrolled Active - Pending screen displays.

Enrolled - Active (Pending) Students

o Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

2. Once astudent is listed on any of this screen, the screen will display two more buttons:

Add a Note and Edit.

Pending Enrolments - External - Pending

This will provide you with a list of enrolments that are active but require further
processing.

1. Select External - Pending from under Pending Enrolments on the left-hand menu.
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Pending Enrolments

Current Enquiries
Dratft (Incomplete)
Transitioning Students

Transitioning Students - Under
Appeal

Transitioning Students - Rejected
Pending Applications

Wait List Applications

Offered Applications

Enrolled - Active (Pending)
External - Pendinggj

Enrolled - Accepted

The External Pending Students screen displays.

External - Pending Students

Total Students: 0 AcademicPericd| 2020 (01/01/2020 - 31/12/2020) -m With Selected | Offer of Enrolment Sent B Change status

O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions
O sivoot Bart Simpson [ Not Requirea AddaNote | & Edit

Next

2. Once a student is listed on any of this screen, the screen will display two more buttons:

Add a Note and Edit.

Pending Enrolments - Enrolled - Accepted

This will provide you with a list of enrolments that are active but require further
processing.

1. Select Enrolled - Accepted from under Pending Enrolments on the left-hand menu.

Pending Applications v
Wait List Applications hd
Offered Applications ~

Enrolled - Active (Pending)

External - Pending

The Enrolled - Accepted Students screen displays.

Enrolled - Accepted Students

O student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Application Fee Actions

O simoo Bart simpson Mot Requirea AddaNote | &Edit

Next
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2. Once a student is listed on any of this screen, the screen will display two more buttons:

Add a Note and Edit.
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Current Enrolments

Target Audience

e Administration Staff

Content

This area you can view lists of students in the various stages of enrolments as well as
edit individual student and household data and process student departures.

¢ Manage Students

¢ Manage External Students
e Leaving Students

e Case Management

e Quick Edit

Overview

Staff will learn how to update current Enrolments within the school.

Manage Student Details

1. Select the Sentral Waffle Icon *** in the top left corner of the screen, the modules
display. Select Enrolments under Student Admin.

& student Admin

Enrolments

Activities

Health

The Enrolments home screen displays. This landing page provides an overall view of
student number by year, staff numbers, households and roll class statistics.

Note: Red Natification bars indicate incomplete data for students that may require
attention.
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The left-hand side panel provides a snapshot of areas that may also need attention.

Enrolments:; NSW Master Sentral

& Rollover

A You have 602 students without a roll class.

‘Students without a rol class will nat be be accessible in the rest of Sentral, Click hers to sdd stusents t a roll class

Enrolment Predictions

N tick hre st of students
& students @ & star
12 o7 P 16
" i 3
o ® s
Create Enrolments B3 50 !
& 55 2
Pending Enoiments @ 7 52 o
B o s1
s 7 3
. P 127 2
3 o
~ z !
1 o
K o
= ¥
Former Studen "
stati > g
o o e 2017
1z M0 Mo Wy Ms M7

-’

the previous year,Click on the "Rollover* bution to peform a Enrolments data rollover. m

3 Wz W

3

Erm—

Q

L RollClasses

Subjects

Flags Needing Review

= Noexpiring flags

Expiring studen

* Noewpiring visas

t Visas

Expiring Ceurt Orders

orch

* No expiting court orders

2. To access the current enrolments and to manage the student details, from the menu on
the left-hand side - click on Current Enrolments - Manage Students.

Current Enrolments

o~

The current students are displayed.

Students

Total Students: 611

Code First Name Middle Name:
ABOOT ]

05134 Alexander (Alex) John

15027 Humberto (Humb) Bert

08031 Sharri (Sharri) Melissa
11022 Tamer (Tamar)

08059 Matthew (Matt) John

09072 Terrence (Temence)

BAGOOT Bilbo (Bilbo)

Family Name

A

Ackman
Andronicus
Angela
Argyle
amold
Ayers

Baggins

Manage External Students

Leaving Students ()

Case Management

Q

uick Edit

School Year

Date of Birth

11/12/1999

19/09/2009

01/02/2003

20/05/2005

23/02/2002

25/09/2003

22/09/2008

Country of Birth

Japan

Australia

Roll Class
Test 7/8

Superstars

o

+ o+ o+ o+

Linked Households

1

2+

1

1

1

2+

1

1

+ Add Student

BADARADDARMIPAR]N D
iEEEELLL

Acadermic Period | 2020 (01/01/2020 - 31/12/2020) vm Enrolled - Active

More v

More v

More v

More v

More v

More v

More v

More v

3. You can change the view of enrolments by clicking on the dropdown list in the top
right side of the screen and change the enrolment status to view a different list. Each

column is also sortable.
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The default that displays are current Enrolled - Active Students.

Enrolled - Active  w ‘

All Students

Enrolled - Active (Pending)
Enrolled - Active

External

External - Pending

Enquiry Received

Applied

Interview (Review)

Interview (Required)

Tested (Successful)

Tested (Unsuccessful)

Send Offer of Wait Listed
Offer of Wait Listed Sent
Offer of Wait Listed Declined
Wait Listed

Send Offer of Enrolment
Offer of Enrolment Sent
Offer of Enrolment Declined
Enrolled - Accepted -

4. To edit any student’s data file, click on the Edit button aligned to their name or

click on their name.

13032 Melvin (Melvin)

Argyle 5 07/01/2008 5A

The Students Overview Summary screen displays.

Susannah Cutts (Enrolled - Active)

8 student Code: 07112
Date of Birth: 04/08/2001
Age 19

[Fh AllEmergency Contacts

8  susannah cutts
Primary Contact
Student: Self
8 Ms Stefani Cutts
Primary Contact
Contact: Parent
@ All Household 1056 Contacts

&  ArchieCutts

& Susannah Gutts
Primary Contact
Student: Self

8  Ms Stefani Cutts

@ Additional Information

Country of Birth:
Religion: Church of Scientolagy
Home Language:

@@ Medical Conditions
No Recorded Medical Conditions

Q3 Permission to administer over the counter medicine
salbutamal (Ventolin/Asmol)

Paracetamol (Panadol/Herran)

[] 0412345678
5 Cannot pick up

[] 0413886955
5 susan lenoury@gmail.com
{5 Can pickup

of 029379 3952

= susan lenoury@gmail.com
{51 Can pick up

[] 0412345678

{2 Cannot pick up

[] 0413886955
= susan lenoury@gmail.com
{81 Can pick up

NO
NO

House:
Photograph Privacy: Allowed to photograph

(At Household 1056 - Archie Cutts & Susannah Cutts

Physical location address
Mr & Miss A Cutts

1 Cole st

YERONG CREEK,

NSW 2642

Australia

(&, Disabilities

Ne Known Disabilities

[~

Note: you cannot edit from this page, you need to select from the Overview Menu on the
left side of the screen what screen you wish to edit.

You can however access shortcuts - Set Flags, switch to Contacts View, Process Student
Departure, Repeat/Transfer Student, More and click on the 3 dot icon next to student name

to Mark as deceased.

Details

1. Click on Student Overview - Details.
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The Student Details screen displays.

Susannah Cutts (Enrolled - Active)

Family Name
Legal Family Name
First Name *
Middle Names
Preferred Name

Authority For Name
Change

Date Of Name Change

Email Address

Date of Birth
Gender

Car Information

Vocational Education and
Training ID

ACARA ID

CRN

Phone Number 0412345678

Cutts

Susannah

Susannah

[ i | o |

04/08/2001

Female

‘Additional

Residential and other contact numbers are found within the household area

Phone Number Start Date 20/08/2020

Phone Number End Date 27/08/2022

Phone Number Type | Mobile

Has Local Enrolment
Entitlement

Eligible for Discount

EAL Stage

EAL Receiving Support

EAL Last Assessment
Date

Permission to Photograph

Permission to Publish
Student Photograph to
Printed Material

Permission to Publish
Student Photograph to
Online Material

Permission to Publish
Student Photograph to
Media

Include for Naplan
Background

Student Code

BOSTES Number

Barcode

Username

From here data can be added or altered.

07112
If this is left blank it will be generated automatically

BOD0007112

2. Toview Primary Name Change History, click on the blue

button.

3. To view Other Names, click on the green button.

4. Click on the Save m button in the bottom-right corner after entering all the details.

Information

1. Click on Student Overview - Information.
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Susannah Cutts (Enrolled - Active)

Country of Citizenship | |
Country of Birth | Select an Option v |

Place of Birth Place of Birth
Religion | Church of Scientology x v |

Attends Religious Classes “

Student's First Language | Select an Option v |
Ethnic Group | Select an Option v |
ATSI ption v |

Language Other Than

English Spoken At Home

Student Mainly Speaks
English At Home

Specify Main Language | in Option |

Spoken At Home  This is only required if the above answer is ‘No/

Other Language | Select an Option v
Residential Status | Australian Citizen ¥s]
Passport Number Passport Number

International ~

NearestCrossroads

Permission to use
hotographs in newsletter

Permission to use
photographs on school
website

Authorised by
DropdownTest  No v

Evidence provided AT d
ENROLMENT

Value ABC  HomeTelephone Number v

Checked by

test1

‘Swimming Proficiency

TRA

Note: to expand the area use the drag handles

Passport Number

Passport Expiry

Date of Arrival

Visa Sub-class Number

Visa Grant Number

Visa Expiry Date

Visa Date Paid To

International Fee Paying

Has Secondary
Assistance

Has Youth Allowance

Has Assistance For
Isolated Children

Has Abstudy

Previously Enrolled In
Home Education

Home Education
Movement Reason

International Student

Opal card

International

% in the corner.

2. Click on the Save m button in the bottom-right corner.
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Permissions

1. Click on Student Overview - Permissions.

Susannah Cutts (Enrolled - Active)

‘Web Access Yes
N - ]
Consent to Drive Yes

Bus Service - pick one
ONLY

2. Click on the Save m button in the bottom-right corner after entering all the details.

History
1. Click on Student Overview - History.

The Students Previous School History displays.

Susannah Cutts (Enrolled - Active)

Previous School

Academic History

School Academic Period School Year Roll Class
NSW Master Sentral 2016 9 cA07
NSW Master Sentral 2017 10

NSV Master Sentral 2018 1

NS Master Sentral 2019 12

Teacher Enrolment Status

Enrolled - Active

Enrolled - Active

Enrolled - Active

Alumni

Additional Previous School

Date Progressed
15/12/2017
31/12/2019
31/12/2019

2. Click on the green Additional Previous School button to the right
of the screen and additional fields will display.

Previous School

Previous School
Country

Start Date

End Date

Expelled or Suspended

Records Received

Reason For Change Reason For Chang

3. Click on the Save m button in the bottom-right corner.

4. If you wish to print the Academic History, click on the blueprint Academic History

puton
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School

NSW Master Sentral
NSW Master Sentral
NSW Master Sentral

NSW Master Sentral

Additional Fields

Academic Period

2016

m7y

2038

2019

School Year

9

10

1

12

RollClass Teacher

CaO7

Enrolment Status

Enrolled - Active

Enrolled - Active

Enrolled - Active

Alumni

Date Progressed

15M12/2017
3Nnzn2m9

31/12/2019

Note: you can create your own Additional Fields - (Setup Enrolments - Additional

Fields).

1. Click on Student Overview - Additional Fields.

Note - depending on your setup of Additional Fields, this screen may look different.

Hannah Barkman (Enrolled - Active) }

T e

Is Repeating Current Year
On Enrolment

Is Repeating Current Year At
Rollover

Has Note

Requires Consent

Moming Bus Number foming Bus Number
Afternoon Bus Number | Afiemoon Bus Number

Transportation Company | Transportation Compar

Placement Tests.

Has Abilities n

2. Click on the Save m button in the bottom-right corner.

Confidential

1. Click on Student Overview - Confidential.
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The students Confidential screen displays.

Melvin Argyle (Enrolled - Active)

Is Student subject to any [ o ]

Court orders

If YES please specify | f VES please spe

Care Of Department For “

Child Protection And
Family Support (CPFS)

CPFS Case Manager

CPFS District | CPFS District

CPFS Contact Number

2. Click on the Save m button in the bottom-right corner.

Medical Data

1. Click on Student Overview - Medical Data.

The students Medical Data screens displays.

Melvin Argyle (Enrolled - Active)

Has Disability [ o |

Has Medical Condition

Condition Details

Provided Document Actions
Asthma Prescribed with Salbutamol (Ventolin/Asmol) Gare Plan Provided m
Yes
Severity
Mild v
Additional Information
4
+ Add New Medical Gondition v
School Medication
Medication Details Actions
Aspirin Dosage Delete
1000
Prescribed

No

Anticipated Stop Date

+ Add New Medication

Vaccinations/Immunisations “

Measles Exclusion [ o |

Medical Practice Details [ o |

Permission To Administer Over The Counter Medicine:

Salbutamol (Ventolin) es
Paracetamol (Panadol) ([

Ibuprofen/Nurofen (Not es
for asthmatics)

Antihistamine (Claratyne) es
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Note: if you select Yes, you will see a green Add New Doctor button.

Medical Practice Details

Type Details Consent To Contact Doctor/Practice

Other ~  Practice Name
Doctor's Name
Practice Phone

Practice Address

No

2. Select the type of Doctor from the drop-down list.

Date of last Tetanus injection

Medicare Number

Medicare Expiry Date

Medicare Position On Card

Private Medical Fund

Private Medical Fund Number

Private Medical Fund Expiry Date

Ambulance Cover

Ambulance Cover Provider

3. Click on the Save m button in the bottom-right corner.

Associated Households

Other e

Other
GP

Specialist
Dentist

8 d

1234567890

1 v 2024 v

No

Actions

Delete

1. Click on Student Overview - Associated Household. (If a Household is linked, it will

display).

The Students Household Details screen displays.

Melvin Argyle (Enrolled - Active)

Household Code  RGY001

Residential Household Yes Shared n
For This Student

Address

Household Residential

Address  This is only required i the mailing address differs from the residential address

Household Billing Change Billing Address
Address  This is only required if the billing address differs from the other addresses

Physical location address | SEdit Address m
Mr & Mrs C Argyle

60 Bambil Road

NSWO0

Australia

Contact - Cleo Argyle

Contact - Tamar Argyle
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Note: It may seem like a repeat of the Details page and it is, but this is because you are
entering information for each family member, carer and/or guardian connected to this
student.

If you select Shared - a pop-up area displays.
2. Click on the days of the week the student resides at this household.
Physical Location Address

3. Click on either Change Residential _ , Mailing Address

EEEEERE ) illing Address

The Add Address screen displays.

Add Address *

Country | Australia v
Address Start Date | 05/01/2021
Address End Date
Mailing Title | Mailing Title
Address Comment | Address Comment

Authority For Address | Authority For Address Change
Change

Billing Address [
Lot
Unit
Street No/PO Box | Street No/PO Bc
Street Name | Street Name
Street Type ~
House or Property Name | House or Property Name

Suburb
City

State | New South Wales hd

Postcode | Postcode
If there are no address fields for the country you are trying to add please

contact Sentral to have them populated.

4. Search Address: enter the residential address.

Note: the residential address is linked with Google Maps so as you start typing the
address it should display. The fields will be displayed below.

100 smith|
100 Smith Street Summer Hil HSW, Ausiraia Ly
100 Smith Avenue allzmbie Heights MEW, Australiz

100 Smith Street voiongang s
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5. Click on the Save m button in the bottom-right corner.

6. If you already have this household in your system from previous / existing siblings, click

on the Add Pre-existing Household button to search for the
household and pre-fill the data fields.

The Search for Household screen displays.

Search for Household x
Search Type | Households ~
Family Name | Smith
Leqgal Family Name | smith
First Name |
Middle Name(s) |
Preferred Name | J
Gender | all -
DOB | 0
Phone Number
Postcode
=3
=]

7. Enter any pre-filled fields and click on the Search m button to search for the
Household.
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Search for Household X

Display Search Area ~

NSW 0 Contact 1: Cleo Argyle
Household Code: RGY001 Contact 2: Melvin Argyle
=3
Contact 1: Melvin Argyle
Household Code: SLN test Contact 2:
=3
[=]

8. |If the household displays that you wish to add to the new enrolment, click on the green
Select @ button to the right.

The screen will update showing the pre-existing Household contacts.

Note: If there is no current Household, you will need to create the details. Refer to Add
Additional Household.

Contact
Contact - Cleo Argyle
Contact - Tamar Argyle

Add Addiional Cortact | save |

Contact - Cleo Argyle

1. To create a new contact please click on the blue Contact “= =™ fiald or click on
the blue Add Additional Contact button.
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The following fields will be displayed.

Contact - Cleo Argyle )
Ethnic Group

Relationship To Student Parent x v

P Email Address rgy001@sentral.nsw.edu.au --Delete
If Other Please Specify Phone Number | 02 95340944

Is a Primary Contact Phone Number Start Date

Ph Number End Dat
Is an Emergency Contact n one Number End Date
Phone Number Type
Authorised to Pickup Yes
Religion Sukyo Mahikar x v
Day To Day Care
Do this contact day to day care of the student Language Spoken At
Home

Long Term Care Language Other

Do this contact long term care of the student

School Education Level
Title % If you did not attend school, mark "Year 9 or equivalent or below’

. Tertiary Education Level
First Name Cleo

Employer
Middle Names
Workplace Location

Family Name Argyle
Occupation
Preferred Name Employment Type
Gender Male X v ATSI
Username

Date of Birth

Notes
Couniry of Birth " 2

Community Volunteer? K3

Contact - Tamar Argyle _“‘““'““‘ @
[ i | e

2. Click on the Save m button in the bottom-right corner.

Contact Ordering

Enrolments does not capture information based on the notion of a student and a ‘family'.
It captures information about a student and their relationship to different ‘households'.

Within each household there may be any number of contacts; for example, mother and
father, grandfather, siblings, aunt, friend etc and this arrangement allows for combinations
of family setups that exist in our modern society.

Household Contact Ordering takes the information from all registered Households and
compiles a list of who is available for emergency contact and in what order.

The only contacts that will appear in the list, are those who have been added into the
system. You can continue to add contacts and change emergency contacts in any given
household at any time.

1. Click on Student Overview > Contact Ordering, the Contact Ordering screen displays.
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Melvin Argyle (Enrolled - Active)

Household contacts are requirad for values to be displayed here.
If "Emergency Contact’ is setto "No' then the contact will not be included in the contact ordering

Emergency
Name Primary Contact  Contact

Household 253

= oo e
= Melvin Argyle “
= Tamar Argyle “

Household 1730
= Melvin Argyle “
add additional Household | save |

2. To change the priority order of contact, click and drag on the handles ( = ) in front of a
name to raise or lower (change the order of) that contact on this list. Family members
will be contacted by this order (first to last).

= 1 Densen Bamron

m
=]

Carlos Barron

3. Click on the green Save m button, and the order will change.

= 1 Carlos Barron

m
[ =]

Deneen Barron

4. Click the toggle button from Yes or No “ as to whether a person is
a Primary and/or Emergency Contact for the student.

5. Click on the green Save m button.

Documents

1. From the menu on the left-hand side - click on Student Overview - Documents.

The Documents screen displays.

Melvin Argyle (Enrolled - Active)

 Process Student Departure

Offical Documentation Sighted Date Sighted 05/01/2021

[ o | Passport Sighted
Travel Documents Sighted n icati Permission p n

Parent Consent Form Completed Student Health Summary Completed

Birth Certificate Sighted

Immunisation Records Provided

Please make sure to select or create a category before uploading

Drop files here or click to upload.

Category Uncategorised v New Category

No documents were found
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Upload Documents

2. Category: select the Category from the drop-down list for the document to be
uploaded.

Uncategorised v
Birth Certificate

Passport

Immunisation

Previous School Reports
Naplan Resulis

Ausfralian Visa

AEAS Test Resulis

Interview Questions/Answers
SpecialistDoctor Reports

Other Documents

Acceptance of Offer

Transifion Statement

Australian Citizenship Certificate

Using the Dropbox

The drop box is a device to help you attach documents to this student enrolment record
with ease.

Drop files here or click to upload.

3. Click anywhere inside the red box and an upload window will appear.

4. Either drag n drop (which is dragging the file from the window into the red box) or double
click the file name and it will 'jump' into the box itself.

DRAG ‘N’ DROP
30.4 KB

Test.png

5. You should now see the file/s uploaded are resting in the red box as well as listed
below, under the category heading you created or selected from the list.

Please make sure to select or create a category before uploading

...............................................................................................................................................................

_______________________________________________________________________________________________________________________________________________________________

Category Media Permission ~ New Category

Uncategorised

O File With selected ftems:
oo E oini | owete |

6. Click on the green Save m button.
Marking a file as Confidential
If a file is confidential, once it is uploaded it can be flagged as confidential.
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7. Select the file you wish to mark as confidential by clicking in the checkbox in front of the

file name.
O File With selected items

8. Click the Set Confidential Flag button.

9. To undo this action, select the file (by clicking in the checkbox) and click the Remove

. . fidential Fl . o
Confidential Flag button aligned with its name.

Downloading a file
10. To download a file that has been saved, click the checkbox in front of the file name and
then click the Download button aligned to that file.

11. If you need to download more than one file from the documents panel, then tick the
check boxes first, and then go to With Selected Items and click Download.

With selected items: LN GED ]

Deleting a file

12. To delete a file, simply click the Delete button aligned with the file on the right-
hand side.

13. If you need to delete files en-masse from the documents panel, then tick the check
boxes first, and then go to With Selected Items and click Delete.

With selected items: I GET]

14. Click green Save m button and the staff members (partial) record has been updated
with Documents.

15. Alternatively, if you want to start again, you can click Delete bottom-left of the
screen to wipe the existing data.

Note: Remember this deletes the entire student record.

Billing

1. From the menu on the left-hand side - click on Student Overview - Billing.
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The Billing Screen displays for the student.

Melvin Argyle (Enrolled - Active)

Billing Information
If a household is marked as a billing household it will enable options to select the members within that household who are financially responsible or if they have a fee split percentage obligation.

If a household member had a fee split percentage select then the household member will pay X percentage of the fees for that student. They will each receive individual invoice addresses to that single person based on the household members
billing address.

If no fee split percentages are set then those who are marked as financially responsible will receive a single invoice sent to the household billing address for that household.

If more than one household is marked as a ‘Responsible Billing Household" then fee split percentages must be used.

Household 253 Is Responsible Billing Household Yes
Name Contributions And Charges Billing Percentage Responsible For Billing Official Documentation To Be Sent
Cleo Argyle 0% - Yes Yes

Billing Information

Note: If a household is marked as billing household it will enable options to select the
members within that household who are financially responsible or if they have a fee split
percentage obligation.

Note: If a household member had a fee split percentage select then the household
member will pay X percentage of the fees for that student.

Note: If no fee split percentages are set then those who are marked as financially
responsible will receive a single invoice sent to the household billing address for that
household.

Note: if more than one household is marked as Responsible Billing Household then
fee split percentage must be used.

Household 3011 Is Responsible Billing Household
Name co And Charges Billing Percentage Responsible For Billing Official Documentation To Be Sent

Deneen Baron e -

e ]

2. Household Number Is Responsible Billing Household: select Yes or No

The list of the household members displays below these options.

Household 3011 Is Responsible Billing Household
Name. Contributions And Charges Billing Percentage Responsible For Gilling Official Documentation To Be Sent

[—— |-

3. Select the Contributions and Charges Billing Percentage from the drop-down list for
each household member displayed.
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100%
0%

Wk
& ®

E
=

4. Click green Save m button.

Activities Billing

If Activities Billing Information is kept same as Fees Billing - Each activity invoice would
be sent to households in the same manner as it is sent for school fees.

However, if Activities Billing Information is different to Fees Billing - Each activity invoice
would be sent to households, according to the fee split percentage defined in this section.

1. From the menu on the left-hand side - click on Student Overview — Activities Billing.

The Activities Billing Information screen displays.

Melvin Argyle (Enrolled - Active)

< Process Student Departure

Activities Billing Information
If Activities Billing Information is kept same as Fees Billing - Each activity invoice would be sent to households in the same manner as it is sent for schaol fees

However, if Activities Billing Information is different to Fees Billing - Each activity invoice would be sent to households, according o the fee split percentage defined in this section

Household 253 Is Responsible Billing Household Yes
Name Contributions And Charges Billing Percentage Responsible For Activities Billing

Cleo Argyle 0% o Yes

2. As per Billings screen update details and click on the green Save m button.

Process Student Departure

Staff can process a student departure from the Student Overview - Summary screen by
using the Process Student Departure button or from the Manage Students screen.

. - Process Student Departul
1. Click on the blue Process Student Departure kel hutton.
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The Student Departure screen displays.

Student Departure x

This student is under the age of 17, if no proof of continuing educaticn is provided or the student hasn't
been recorded as moving to an apprenticeship then the DoE must be notified.

All future enrolments record will be removed for this student. Undo won't restore this student's future

enrolment record.

Exit Date * | 11/05/2020
Exit Status * Choose Exit Stafus v
Enrolment Status * | Alumni v
Class Of

New School Name

Cancel Enrolment n

E Gancel

2. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

3. Click on the green Save m button at bottom of screen.

4. The student screen displays and will be a red button Student Departure Processed
button.

Note: if you place your mouse over this field it will display the details.

Student’s Departure has already been processed.

Exit Date: 11/12/2020

Bxit Status: Transfer to Govt School
MNew School:

Re-Enrol a Student

Staff can re-enrol students that return at your school.

1. Inthe top right-hand corner, you can search for the Student name, you need to click on
the arrow and tick Include Alumni and or Include Withdrawn.

Search On:
O &l schools

Oinclude Past Students
O include Future Students

O include Inactive Students

2. Enter the student’s name, the student will show Alumni, select the student
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Q bark -
Students

§ Alexandra Barkman Unpriown - Alumni

§ Hannah Barkman 7ITE

§ Luca Barkman 10/ 10A

§ Stella Barkman 121 12FR

;
E

§ Hunter Barkman
§ Rose Barkman

The student Summary screen displays.

“This student is not curently actively enrolled for this school and wil not show up in olher areas of Sentral. If the student has not yet started, or has now departed the school, this is expected behaviour. Review the following items if this is not what you are expecting.
= The enrolment fype must be one of the following Enrolled - Active, Enrolled - Active (Pending). External, or Enrolled - Leaving

Alexandra Barkman is under enrolled with an FTE Amount of 0.

Alexandra Barkman (Alumni) #

R - |
4 Student Code: STU_2_CHIS_STUD00043

Age: 13
i Contact 1-Adoptive Parent

Nir Hunter Barkman
Home Telephone Number 95921950

Work Telephane Number 99950363

Mobile: 0474262540

Primary: hunter barkman368-contact@data-test sentral com au

I3 Associstea Contacts

House: COCONUT
Photograph Privacy- Allowed to photograph

4 Contact2-Parent
Dr Rose Earkman
Viork Telephone Humber: 92724124
Vobi: 0401707004
Primary: rose_barkman575-contaci@data-test sentral.com au

Emerge
- Genier  PimayConet Comas | ConPiwp  Onerrags e ReionspToms Suem
Mr Hunter Barkman Male v ® v Contact Adoplive Parent

Hr Tyler Mackenzie Male x x x Contact AuntiUncle

o Rose Barkman Female v x v Contact Parent

Mrs Sienna Bruce Female x x x Contact Auntiuncle

3. Click on the Re-Enrol Student

— button.

Chris (Chris) Andrews (Former Student) 3

X Siudeni Depariure Processed x E Print Student VSN Nodific

fp Student Code: 706037

The Re-Enrol screen displays.

Re-Enroll Student

Household
Household 2_CHIS_FAMO00017
Household 2_CHIS_FAMD00017
Household 2_CHIS_FAMOO00TY

Household 2_CHIS_FAMOO00T?

nroll Stude

Return Date *
Retun Reason *
Academic Period *
Enrolment Status *
Year Level *

Old School Name
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4. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

5. Click on the green Save m button at bottom of screen.
The student is how re-enrolled.
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Manage External Student Details

1. To access the current enrolments and to manage the student details, from the menu on
the left-hand side - click on Current Enrolments - Manage External Students.

Current Enrolments ~

Manage Students

Leaving Students @)
Case Management ~

Quick Edit v

The current External Students are displayed in the following Students Screen.

Students + Add Student
Total Students: 2 Academic Period | 2020 (01/01/2020 - 31112/2020)  ~ With Selested | Enrolled - Leaving - m
O Student Code Student Name Family Name School Year Date of Birth Intended Start Date Notes Last Updated Actions

11065 Santana Bouton ] 23/09/2005 AddaNote | BTransferNote | & Edit

2. |If you have a lot of external students, you can Search for specific student names using
the search field in the top right corner.

< Search Enrolments Q

3. You can also filter the list by selecting the Academic Period from the drop-down list.

Academic Period [ 2020 (01/01/2020 - 31/12/2020

)
2015(01/01/2015 - 23/12/2015) &,
2016 (01/01/2016 - 23/12/2016)
2017 (01/01/2017 - 15/12/2017)
2018 (01/01/2019 - 31/12/2019)
2019 (01/01/2019 - 31/12/2019)
2020 (01/01/2020 - 31/12/2020)

2021 (01/01/2021 - 31/12/2021)

4. To edit any student’s data file, click on the Edit button aligned with their name.
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You should now see the Summary page for that student.

Terrence Ayers (Enrolled - Active)

§ student Code: 09072

Date of Birth: 25/09/2003
Age: 17
All Emergency Contacts

@ No contacts
(@ All Household 1170 Contacts

3] Archie Ayers
Primary Contact
Contact

i} Raphael Ayers
Student: Not provided

7] Terrence Ayers
Student: Self

8 Mavis Ayers
Student: Not provided

8 Latina Ayers
Primary Contact
Contact:

(@ Additional Information
Country of Birth

Religion:
Home Language

&2 Medical Conditions

oJ 0208442292
=3 yeroo1@sentral.nsw.edu.au
& Can pick up

(& Cannot pick up
2 cannot pick up
& Cannot pick up

oJ) 0208442202
=2 yer001 @sentral nsw.edu.au
& Can pick up

House:
Photograph Privacy: Allowed to photograph

£t Household 1170 Archie Ayers & Raphael Ayers

Physical location address
Dr & Ms A Ayers

96 Manning St

KIAMA,

NSW 2533

Australia

&, Disabilities

Note: You cannot edit directly from this page. You need to select from the Overview
menu (on the left) what category you want to edit.

5. On the left of the screen you will see the Overview menu. To edit any changes for a
student, click on the menu section you want to make changes to (for example Medical

data).

6. Make your changes to any of the data fields and click on the Save m button in the
bottom-right corner.

Leaving Student Details

The Leaving Students displays those students still enrolled but have a future leaving date.

1. From the menu on the left-hand side - click on Current Enrolments - Leaving

Students.

Current Enrolments ~

Manage Students

Manage External Students

Case Management v

Quick Edit v

The Enrolled - Leaving Students screen displays.

Enrolled - Leaving Students

Total Students: 2

O student Code
O 11065

Student Name

Santana
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2. To add a note to a student's file, click on the blue Add a Note button aligned
with their name.

3. The Add a Note screen displays.

Add a Note X

Notes

4. Notes: enter the notes in field.
5. Click on the green Savem button.
The screen refreshes and displays the Notes.

6. To Add a Transfer Note, click on the blue Transfer Note button aligned
with their name.

The Transfer Note screen displays.

Transfer Note
Print TransferNote | Move Student to Alumni

Content

- Bz soea ovee

[b]Student Identifying Information[/o] =
Student Name: {student_full_name}

Date of Birth: {student_dab}

Sex {student_gender}

Australian Citizen/Permanent Resident?: [6]Yes[/o]

VISA Info (If any): [oJN/AJ0]

Student Code: 751871

[6]Custody or Guardianship Orders{ib]

Are there any of the following legal, care and protection matters?:

*Formal legal arangements in place where parents are separated: [5]Nol/b] -
* Children and young people inthe care of the State: [oINol/o]

[oIMedical Detailsl/b]

Is the school aware of whether the child has any medical conditions? [o]Yes[/b]
Does the child have a health plan? [olYesib]

[biSchool Detailsl/o)

Name of School: Chester Hill High Schoal

School Street Address: 16 Kenward Avenue, Chester Hill NSW 2162

Gontact Person: Principal Martin Hobbs

Phone: 93474532

[blLevel of Schoolingf/o]
Vear Level: {studeni_year} Semester: 1

[oAllocation of State Educationl/o]
State Education Entitlement as at (date): 13/06/2015
* Basic Semester Allocation: 24

Note: You can edit this form to suit your school, using the formatting and merge fields
provided in the top bar.

7. Once the Transfer Note is right for your school, click on the Print Transfer Note

Print Transfer Note button to print a hardcopy letter.

Move Student to Alumni

8. Click on the Move Student to Alumni button will move them from

Enrolled - Leaving to Alumni.

Page 61 of 137



‘ SENTRAL
EDUCATION

9. To Edit Students’ files click on the Edit button. This will take you to the
Student Summary screen.

10. On the left of the screen you will see the Overview menu. To edit any changes for a
student, click on the menu section you want to make changes to (for example Medical
data).

11. Make your changes to any of the data fields and click on the Save [—] button in the
bottom-right corner.

Case Management - New Case File
Case Management is where you can set up Court Order for students.

1. From the menu on the left-hand side - click on Current Enrolments - Case
Management - New Case File.

Current Enrolments ~
Manage Students
Manage External Students
Leaving Students
Case Management v
Current Case Files

Expired Case Files

The New Case File screen displays.
New Case File
Court Order Type = Select a Court Order Type v
Title *
CaseID*
Start Date *
Review Date *
End Date *

School Notes

Order Notes

Associated Contacts * [GIEISEIIET

) ) rch f
2. Associated Contacts: click on the blue Search for Contact Search for Gontact button.
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The Search for Contact screen displays.

Search for Contact X
Family Name | Smith
Legal Family Name | Smith
First Name | John
Middle Name(s) | John
Preferred Name | John
Gender | All v

DOB | 01/01/2000

3. Enter the Family Name and First Name in the above fields for the parent and click on
the green Search m button.

The Search For Contact results screen displays.

Search for Contact

Display Search Area ~

School Results

Elouise Greville DOB: 14/08/1966
Contact 1:

Contact 2:

Madelene O'Donnell DOB: 30/10/1988

Contact 1: m

Contact 2:

4. Click on the green Select @ button aligned to the contact the Court Order is for.

o Mark Adler has been added to the case file.
A Message will display
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5. Click on the red OK “ button at the bottom right-hand of this screen.

6. The previous screen updates displaying the Associated Contacts.

Search for Contact Associated Contacts *

Mark Adler =

7. Click on the green Save m button to the bottom right-hand side of the screen.

The Current Case Files screen displays.

Current Case Files

Review Associated
Title Court Order Type Case ID Start Date Date End Date School Notes Order Notes Contacts Actions
MissSally  Apprehended 12345678 2018-10-01  2019-10-01 20191001 father allowed NO contact AVO against father for Mark Adler
Watson Violence Order with students physical abuse.
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Case Management - Current Case Files
Current Case Files contains case management list of students.

1. From the menu on the left-hand side - click on Current Enrolments - Case
Management - Current Case File.

Current Enrolments ~
Manage Students
Manage External Students
Leaving Students @)
Case Management ~
New Case File

Current Case Files

Expired Case Files

The Current Case Files screen displays.

Current Case Files

Title Court Order Type. Case 1D Start Date Review Date End Date School Notes Order Notes Assaciated Contacts Actions
Dew Other o 1510712019 2410712019 011082020 Test Test Raymundo (Raymundo) Handfeld ﬁ
ss1 Family Court Order 34545 0510772019 2400712019 011082020 Test Test Shali i E
Re Famity Gourt Order 52 0110812019 3140812019 311102013 Test Test Dean (Dean) Veale E
Test (pre
Graham (Graham) Dalziel

D222 Other o2 051072019 2800772019 27110201 tesrt Haris (Harris) Babbage ﬁ

2. Click on the blue Edit button beside the student you wish to edit.

The Case File screen displays for the student

New Case File

Court Order Type | Family Court Order
Title 551
CaselD" | 34545
Start Date * | 05072019
Review Date * | 24/07:2019

End Date* | 01082020

School Notes | Test

Order Notes | Test

Associated Contacts *

Shalinix

3. Update the fields as required and click on the green Save m button.
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Case Management - Expired Case Files

1. From the menu on the left-hand side - click on Current Enrolments - Case
Management - Expired Case File.

Current Enrolments A~
Manage Students
Manage External Students
Leaving Students @
Case Management ~
New Case File

Current Case Files

Expired Case Files

The Expired Cases Files screen displays.

Expired Case Files

Title Court Order Type Case ID Start Date Review Date End Date School Notes Order Notes Associated Contacts
fight Apprehended Violence Order 55 0110612019 2910612013 3000612013 fest tesrt fest1 test!

test 111 05/0712019 040712019 2500712019 Autumn (Autumn) David
Test Family Court Order 48456456 29/08/2019 20/082019 01/0912019 Test Test Wally Shackleton

Note: this is just a view of Expired Cases Files.

Quick Edit

Quick Edit is a fast way of being able to edit multiple records at one time by fields or
classes.

1. From the menu on the left-hand side - click on Current Enrolments - Quick Edit -
Fields.

Current Enrolments hd
Manage Students
Manage External Students

Leaving Students @)

Case Management v
Quick Edit v
Classes
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The Quick Edit screen displays.

Quick Edit
Academic Period 2015 (01/01/2015-23/12/20 +
[ student Name School Year [ student Name School Year
No search No Students Enrolled
Select Students » « De-Select Students m

2. Select the search parameters from the drop-down lists - are you looking for Academic
Period, School Years, Roll Classes, or Enrolment year. Select the Class from the
drop-down list.

School Year v
School Year
Roll Class

Enrolment Year

3. Select the Roll Class from the drop-down list in the next field.

12:12 v

12:12
11:11
10:10

ASMNWEOOO SO
o SIS ST . VI

4. Click on the Search m button to run the search.

The search results display the students on the left side of the screen.

OJ  student Name School Year [ Student Name School Year
(]  Angela, sharri 12 No Students Enrolled

] Amold, Matthew 12

] Bladen, Kendrick 12

] Bond, Jessika 12

] Buncle, Cheryle 12

T) Cambage, Katelynn 12

]  Cleary, Renato 12

) Comine, Reynaldo 12

=3

5. Select the students you want by clicking on the check box in front of their name. If you
want all the students click in the checkbox in front of the Student Name header.

Student Name ¥/ Student Name

i Butler, Mary < Butler, Mary
Coleman, Kevin i Coleman, Kevin

d Crawford, Amanda < Crawford, Amanda
Evans, Antheny < Evans, Anthony
Gonzales, Cynthia OR v Gonzales, Cynthia
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Click on the Select Students button to transfer them to the right-
hand screen.

o

a

Student Name School Year Student Name School Year
Angela, Sharri 12 Woo, Evangline 12
Amold, Matthew 12 Winsor, Stephan 12
Bladen, Kendrick 12 Wainewright, Mavis 12
Bond, Jessika 12 Vaughan, Abbey 12
Ibbott, Tamela 12 Playfair, Ned 12
Jagues, Mario 12 Papathanasopoulos, Hosea 12
Jenner, Joelle 12 Murty, Brendan 12
Johnston, Derrick 12 Mosman, Arlen 12
=3
« De-Select Students

Note: The De-Select Student button transfers the students back to
the left-hand panel.

7. Click on the Next m button (bottom-right of the screen).

The Quick Edit Field Selection screen displays.

Quick Edit Fields Selection

Students To Be Edited ® Display types act as ‘and’

Evangline Woo

Settings O Display types act as ‘or’
Stephan Winsor Fields to Edit
Mavis Wainewright O  Permission to Photograph Display all -
Abbey Vaughan
Louanne Varley O | Application Fee Amount Display all -
Raymond Tritton
O Application Fee Paid
Monte Tritton Display all M
Gabriel Tominson O Board of Studies Number Display all -
Roy Strickland
Geoff Street O Permission to Publish Student Photograph to Printed Material Display all -
Jannette Stevens
Permission to Publish Student Photograph to Online Material
Delorse St Ledger D grap Display all v
Robyn Smith [ Permission to Publish Student Photograph to Media Display all .

Ketalynn Slaats

Note: The following fields can be edited:
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O Intended Start Date
O | Enrolment Date
Settings [0  Enrclment Type
Fields to Edit

0O  Permission to Photograph O | Entry Mark

[0 Application Fee Amount O  Home Group

O  Application Fee Paid O | Previous School
O  Board of Studies Number [0  New School Name
0O | Permission to Publish Student Photograph to Printed Material 0O | Transportation Company

0  Permission to Publish Student Photograph te Online Material LIy (omina Bi=laErbey

O  Permission to Publish Student Photograph to Media O  Evening Bus Number
O | School Curriculum and Standards Authority 1D O House

O  BOSTES Number O | Practice Type

O  Agent [0  Practice Name

[0  EAL Stage O  Doctor Name

0 | EAL Receiving Support O  Practice Phone

[  EAL Last Assessment Date [0 | Practice Address

(0  Has Three Years Continuous Schooling LIpgflconsesiiolcoaiactSraviice huatug

Tick the check boxes for the Fields you want to Edit and select if you want the fields to be
‘and' or 'or'.

Morning Bus Number Display all
Display all
Evening Bus Number Display only empty fields

Display only fields with values

8. You can edit the Display all from the dropdown list or leave as the default.

Note: you can now Import/Export Fields Data ™"/ BPertFedstata\hich allows you to

export selected fields data into a csv file. Please see next section for these steps.

Users can then edit and import back into Enrolments OR Proceed to In-Page Edit

e Pl button to edit the fields selected.

Import/Export Fields Data

Import / Export Fields Data

1. Click on the Import/Export Field Data bottom of screen.
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The Import/Export Selected Field Data screen displays.

Import / Export Selected Fields Data

@ This interface allows you to export selected fields data into a csv file. Users can then edit that csv file and then import it back into Enrolments from the form below.

Only the data for the following students will be imported Only the following fields will be used in the import
= Evangline Woo AREA: STUDENT_ENROLMENTS
- Stephan Winsor = morning_bus_number
= Mavis Wainewright = evening_bus_number
« Abbey Vaughan
- Lou Varley

Please selected a csv file to import inte Enrolments: Choose file | No file chosen

Please Note:
« File being uploaded has to be in a comma separated (csv) format
« The headers in the csv export should not be modified otherwise the import will not work correctly.
= The column student_internal_id and its values for should not be modified in any way.

2. Select the File by clicking on Choose File and click on Import

button.
. . Proceed to In-Page Edit .
3. Click onthe Proceed to In-Page Edit _ button (bottom-right of the
screen).
Quick Edit Selected Students =
iPressing the arrow on the inputs below will fill the information downwards
Student Application Fee Date Intended Start Date Enrolment Date Enrolment Type
KarnalHanvel -~ 08012018 ~ | 130412016 - active -
Chang Barr - 03012018 v || 1310412016 - active -

Elvie Baragwanath - 02/01/2012 - 13/04/2016 > aclive <

Alexander Ackman = 01/01/2018 - DOMMAYYYY - aclive =

4. You can also print what you have just done by clicking on the Print ﬁ button (top-
right of the screen).
5. Enter the data for each student and click on the Save m button.

Note: If all entries are the same, enter the data in the top field and click on the arrow to fill
down.
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Manage Households

Target Audience

Administration Staff

Content

Within this guide staff will learn how to:
Manage Households

Create Additional Households

Overview

Staff will learn how to manage existing households and create additional households.

Manage Households

Households are a container of individuals residing at one address to streamline the
management of addresses and other details. Multiple households can now be linked to a
student.

The following procedure is to show users how to manage households.From the menu on
the left-hand side - click on Manage Households.

Home

Create Enrolments B4
Pending Enrolments v
Current Enrolments 4
Manage Households ~

The home screen will display giving you a list of all Households with Active Students.

Households

Total Households: 665 Housenoids with # v (LT ]
Household Code Address State Contact 1 Contact 2 Students

TOUOD1 Rifle Range Rd NSW Santana Stout Reynaldo Stout 22
EET001 129-139 Queen St NSW Valarie Beet Mabel Beet a1
uTcao1 2 Lawson St NSW Isaac Hutchens Wally Hutchens 21
AMLOD1 cnr Trevelyan & Wiggin Sts NSW Lashawnda Hamlyn-Harris Warren Hamlyn-Harris 22
ASS001 Swanbrook Rd NSW Kaley Basser Lorenzo Basser a1

6. To change the list view, select from the option you require from the drop-down list (top
right of the panel).
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Households with 2

All Households
Households with Active Students
Households with No Active Students

To view the students linked to a Household, click on the button in the Students column.

Students

22
21
a1
22

Students

« Ena Macdowell

+ Dwight Macdowell

&1
&2
P

7. To view the Household Details, click on the linked Code number in the Household

Code column.

UTcaool
AMLD%
ASS001

ORS001

The View Household details for the student displays on the following screen.

View Househeld - Basser

Household Details Change Log

Household Code: ASS001

physical location address:w
Mr & Mrs L Basser

Swanbrook Rd

INVERELL,

NSW 2360

Australia

‘Change Residential Address Change Mailing Addresses

Household Members

Title First Name Middle Names Family Name Gender
= Kaley Basser Female
= Lorenzo Basser Male
= Buck Basser Male

Primary Contact
v

v

X

Emergency Contact

x

X

x

Can Pickup
v

v

X

Edit Household

Created: 11/07/2016
Last Updated: 11/07/2016

‘Add Household Member -

Default Relationship Options
Parent Actions~

Al Actions ~

Actions ~

8. To edit any of the Household details on this page, click on the Edit Household

button in the top-right corner.
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The Edit Household Details screen displays.

Edit Household - Basser

Delete Household

Household Details Household Members Linked Students

Household Code: ASS001

Physical location address Jed TPt

Mr & Mrs L Basser
Swanbrook Rd
INVERELL,

NSW 2360
Australia

Change Residential Address Change Mailing Addresses

Delete Household

The Edit Address screen displays.

Edit Address

Country | Australia
Address Start Date | 06/01/2021
Address End Date | DD/MM/YYYY

Mailing Title
Address Comment

Authority For Address
Change

Billing Address

Lot

Unit

Street No/PO Box
Street Name

Street Type

House or Property Name
Suburb

City

State

Posicode

If there are no address fields for the country you are trying to add please

Mr & Mrs L Basser

Unit

Street No/PO Box

Swanbrook Rd

House or Property Name
INVERELL

City

New South Wales

2360

contact Sentral to have them populated.

9. To edit the existing address, click on the blue Edit Address

& Edit Address

10. Edit details to the fields and click on the green Save m button.

Household Details
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The Edit Household Members screen displays.

Edit Household - Basser

Household Details Household Members Linked Students

Household Members

Title First Name Middle Names Family Name Gender
= Kaley Basser Female
= Lorenzo Basser Male
= Buck Basser Male

Delete Household

Primary Contact Emergency Contact Can Pickup Type

v x v Contact
v x v Contact
x X X Student

SYSI  Update Household

Add Household Member ..

Default Relationship Options
Parent oo

Parent Actions v

Actions ~

SWSI  Update Household

12. To Add New Household Member or search for a pre-existing member click on the blue
Add Household Member button.

Add Household Member ..
&+ Add New Household Member ‘h

The Household screen displays.

Household Members
Back to overview
Default Relationship to No Relationship Set v

Students:

Authorised to Pickup: Yes
Is a Primary Contact: No
Is an Emergency Contact: No

Title: Title

First Name:

Middle Names:

Family Name:

Gender: -

Phone Number(s) Phone Number
Email(s) Email

SchoolEducation: Not stated/Unknown ~

Non-School Education: Not stated/Unknown .

#2% Search For Pre-existing Household Member

< Kaley Basse v

Phone Number Type Can Contact Action

Email Type Can Contact

Action

13. Add details to the fields and click on the blue Update Household

button.

Screen refreshes with and updated message and the new household member is listed in

the relevant panel.

View Household -

Family Updated Successfully
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14. Note: Each member of the Household has an Actions button that allows you to View,
Edit or Delete that person's details.

15. To edit any of the Contact details, click on the Actions AEOIS T button aligned with the
Household Contact and select Edit.

Actions v

f View
& Edit
17 Delete

The Edit Household screen displays, except the fields should be pre-populated with
existing data.

. .
Make the required changes and click Update Household button.

Change Log

The Change Log tab records all changes to household information, the date
the changes were made and the person who made the changes.
View Household - Breen

Household Detalls | Change Log

User Time Changed ci

Sentral Superuser2 03/06/2019 16:42

‘mumber- 0536073143 > 0636075 143-57567

Sentral Superuser2 03/06/2019 16:42

d

hanged Data

phone_number. type: 0358 > 1857
[ emptoyment type: 5> fblank |
[contaot_code: [blank] > BRED01
[country_of_birth 54> 1101

Add Additional Households

1. To add an additional household, go to Current Enrolments > Manage Students.

@) Current Enrolments

Manage Students

Manage External Students
Leaving Students (1)
Case Management

Quick Edit

The Manage Students screen displays listing all enrolled students.

Students

Tota Stusents: 174 Acadomi Perod| 2019 (01012019 - 23122019) ¥ | Year Level| Al ~ | cender| a1 ~ | emotea-nae v
Code s Gender  First Name 3 Middie Name + Family Neme + School Year+ Date of Birth & Country of Birth Roll Class Linked Househalds

708070 4  Rochell (Rochel) Bradford s 0300312004 Australia o & = -
708041 §  Fabian (Fabian Brahe 10 120032002 Australia 18 1 = -
707225 §  Jean(ean Brane 1 2211012001 Ausiralia ne - ﬁ More
710210 G  Alesia(Alesia Bramston s 150082004 Ausiralia 3 =1 -
709230 % Tifanie (Tiflanie) Bramston f] 170312004 Kyrgyzstan 9 ﬁ More
213080 & Comell {Comell) Breen 7 25/10/2005 Australia 72 E More
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2. Alternatively, you can search for the student using the search box in the top right-hand

corner.

NOTE: Enrolments top right search box will now support enclosing first names in quotes to
support first names that contain multiple words (e.g. "John Vega" Smith). Start the search
with a single asterisk to inform the search to look for past, present and future students (e.g.
*John Smith). Start the search with double asterisks to also search against all schools (e.g.
**John Smith).

3. Click on the Student's Name and their summary page will display.

Thomas Abercrombie (Enrolled - Active) § NMWIEZMT

& Procoss Student Departure. | = Repeat/Transfer Student m
i Student Code: STU_1_LYNH_STUO0D032

Date of Birlh: 02/02/2004 House: BANANA
Age: 16 Photograph Privacy: Allowsd to photograph

4 Contact 2- Step-Parent

e
er 93309276

/3 abercrombiedT5-contaci@data-test sentral com au

= Switch to Household View

Emergency.
Title First Name Family Name Gender Primary Contact  Contact Can Pickup Other Flags Type Relationship To This Student Household
Mr Joel Abercrombie Male v ® v Contact Parent Household 1_LYNH_f 1
i Luke i Male x x x Gontact Relative Ho 1
Miss stella Abercrombie Female v x v Contact Step-Parent Ho 1
M Alice Masters Female ® ® % Contact Grandparent Hou 1
# Household 1_LYNH_FAMOO0011 - Addresses
Physical location address Billing (Physical location) address
Mr Joel Abercs Mr Jos! Aberer
orres Strait Origin YARROW

4. Click on Associated Households - Add Additional Household from the left-hand
menu.

Associated Households

» Household 1170

» Add Additional Househo!d{}j

The Add Additional Household screen displays.

Dominic Adams (Enrolled - Active) } KP5DLVWVBW

T e

Household Code | Household Gode

Residential Housenold For Yes Shared No |
This Student
Physical locat & Mailing address: £ Billing address: &
Aad Physical I ‘Add Maling address Add Biling address
Contact pr—

Add Addilional Confact | Save

Note: please refer to the section - Students Overview - Associated Households.
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Manage Staff

Target Audience

Administration Staff

Content

Within this guide staff will learn how to:

Add New Staff - Create a new staff record

Permanent Register - Where the permanent staff of your school are listed
Temporary Register - Where the temporary staff of your school are listed
Leave Register - Who is on leave

Future Register - Future employees of the school

Casual Register - A list of casual teachers at your school

Former Register - A list of former staff of your school

Other Register — A List of staff associated to Other.

Overview

Staff will learn how to manage staff details. This is where you can Add a new Staff
member, or review the existing staff according to the register their records live in

Add New Staff

The following procedure is to show users how to add a new staff member.

1. From the menu on the left-hand side - click on Manage Staff - Add New Staff.

) Manage Staff
Add New Staff {’_’j
Permanent Register
Temporary Register
Leave Register
Future Register
Casual Register

Former Register
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The New Staff Search screen displays.

New Staff Search

School | Al

Family Name | it
Legal Family Name | Smit
First Name | Jonn
Middle Name(s) | Jorn

Preferred Name  Jorn

Note: When Adding a new Staff member, you must conduct a search first, to make sure
that their details are not already in the system.
2. Enter their First and Surname and click on the green Search m button.

New Staff Search

Display Search Arez A

No Search
Results Found
Add New Staf

3. If their name hasn't been found, you will see a blank search area and two buttons called
Add New Staff. Click on the green Add New Staff button.
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New Staff 2
Title v

Family Name Family Mame

Legal Family Name Legal Family Name
First Name * First Name
Middle Names Middle Mames

Preferred Name

Date of Birth DDA Y

Gender --MNot Selected-- v

Ethnic Group --Not Selected-- A
Residential Status --Not Selected-- A
Staff Activity --Not Selected-- v

Job Title --MNot Selected-- v

House --MNot Selected-- A

Staff Code Staff Code

4. Enter text into the text fields, tick the toggle boxes and use the drop-down lists for your
input.

5. Click on the green Save m button at bottom of screen.
The screen refreshes to the Details section of the Staff Overview panel for this

employee.

T,
pastaff Photo Jason Williams £

Jason Williams

Title Mr v

@ Staff Querview
Details Family Name Williams
Addifional Details B

Legal Family Name Williams
Contact Infermation
Emergency Contacts First Name = Jason
Cars

Middle Names Middle Names
Employment History
Professional Development Preferred Name Jason
Documents
Date of Birth 11/05/1979

Medical Data
el Gender Male v
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Additional Details

6. From the menu on the left-hand side - click on Staff Overview - Additional Details.

© Staff Overview

Details

Additional Details

Contact Information
Emergency Contacts
Cars

Employment History
Professional Development
Documents

Medical Data

Specialities

The Additional Details screen displays.
Susan Le Noury

Contract Commencement DDA Y
Date

Contract Expiry Date DDMMNYY

Code Of Conduct Date DD

Teacher Registration Teacher

Number

Working With Children
Check Completed

Working With Children
Check Number

Working With Children
Check Status

Working With Children
Check Expiry Date

Working With Children
Check Result Date

Working With Children
Check Type

Qualifications Provided

hildren Check Number

Signed

Social Networking Policy
Date Signed

Child Protection Policy Date
Signed

ICT Policy Date Signed

First Aid Expiry Date

Resuscitation Expiry Date

Public Liability Expiry Date

7. Click on the green Save m button.

Contact Information

8. From the menu on the left-hand side - click on Staff Overview - Contact Information.
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© Staff Overview

Details

Additional Details

Contact Information

Emergency Contacts

Cars

Employment History

Professional Development

Documents

Medical Data

Specialities

The Contact Information screen displays.

Susan Le Noury

Physical loc:
Add Physical

address:
on address

7 Mailing address: i
Add Maiing address

Addtional  Delete
Addtional  Delete

[ select an option )

Email Address

Phone Number | Phone Nurmbes

Phone Number Type

The Add Address screen displays.

Add Address o

Searh Address

Country

Address Stari Date

Address End Date

Mailing Title

Address Comment

Authority For Address Change

-

Australia he

237042019

DDMMAYYY

Mailing Title

Address Comment

Authority For Address Change

T A

Billing Address
Is Valid

Lot

Unit

Street No/PO Box

Sireel Name

Street Type

House or Property Mame

Suburb

City

Lot
Unit
Streef No/PO Box

Streef Name
House or Property Nam

Suburb

City

E Gance!

9. Search Address: the residential address is linked with Google Maps so as you start

typing the address it should display.
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14/20 Reid Avenue Wes]

14/20 Reid Avenue I/\\"s

14/20 Reid Avenue

14/20 Reid Avenue

14/20 Reid Avenue

14/20 Reid Avenue West
owered by Google

10. Click on the address and the fields will be updated.

11. Fill in the required fields and click on the green Save m button.

Note: You can add as many addresses as needed and allocate what type (residential,
mailing, physical location etc.), the address is.

Note: If no address has been stored for this staff member, the Address panel will be
blank. Otherwise you can expect to see something like this:

Tamra (Tamra) Clowes

Physical location address: Va Mailing address: &
Add Physical location address Add Mailing address

12. To change an address, click on the Pencil icon ¢
Email and Phone Numbers

Email Address chistine kem@sentral. com. au Additional  Delete N
Phone Number 0404047505
Phone Number Type Mobile
| Q
Home Telephone Number m

‘Work Telephone Number

Email Address: enter the email address. If you need to add another, click the
Additional

Phone Number: Enter the phone number.

button and a new field will populate underneath the existing one.

13. If you need to add another, click the Additional button and a new field will
populate underneath the existing one.

14. Click on the green Save m button.
Emergency Contact

1. From the menu on the left-hand side - click on Staff Overview - Emergency Contacts.
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@ Staff Overview

Additicnal Details

Contact Information

Employment History

Documents

Medical Data

Emergency Contacts 'J\hj

Professional Development

The Emergency Contact screen displays for the staff member.

Susan (Susan) Le Noury

Please use the "Add Emergency Confact” bution in the top right 1o add an emergency contact.

Name Relationship

Robyn (Robyn) Smith

Maribel (Maribel) Wilding

2. Click on blue Add Emergency Contact

Phone(s) Phone Alt

Add Emergency Contact

button.

The screen displays for you to add an Emergency Contact.

[ New Emergency Contact x l

Emergency Relationship:
Relationship to confact
Emergency Contact Name:
Emergency Contact Name
Emergency Phone:
Mobile Phone
Address:

Emergency Address

Emergency Alt Phone:

Home Phone

Save New Emergency Contact Cancel

Add Exisiing Confact | Add Emergency Conlact

. Save New E Contact
3. Click on the green Save New Emergency Contact button.

Tamra (Tamra) Clowes.

Please use the "Add Emergency Contact” button in the fop right to add an emergency contact

Name Relationship Phonefs)

= John Clovies. Brother 0413456789

4. Click green Save [=] button.
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When you have more than one emergency contact listeZ it may be necessary to adjust
the priority order of contact by using the drag handles.

= Robyn (Robyn) Smith

Maribel (Maribel) Wilding

Maribel (Maribel) Wilding Robyn (Robyn) Smith

5. Click green Save m button and the staff members (partial) record has been updated
with emergency contact information.

Cars
You can record the details of a staff members vehicles.

1. From the menu on the left-hand side - click on Staff Overview - Cars.
@ staff Overview
Details
Additional Details
Contact Information
Emergency Contacts
=0
Employment History
Professional Development

Documents

Medical Data
Specialities
The Car details screen displays.
car ==z
e

2. Click on the blue Car field Car to enter details for staff members car.

The Car details screen displays for you to enter the details.

ar [ ]

Number Plate
Make

Model

3. Click green Save m button and the staff members (partial) record has been updated
with Car information.
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Note: to enter additional car click on the blue Additional Car button.

Employment History
You can record the details of a staff members employment.
You can view staff employment History.

1. From the menu on the left-hand side - click on Staff Overview - Employment History.

@ Staff Overview

Details

Additional Details

Contact Information
Emergency Contacts
Cars

Employment History
Professional Development
Documents

Medical Data

Specialities

The Staff Employment History screen displays.

Tamra (Tamra) Clowes

School Name Role Employment Type Start Date End Date. Main School

Sentral 7-12 Campus permanent Ccurent

=
- - o)

Main School: select Using the toggle select Yes or No :

2. Click green Save m button.

Professional Development
You can enter staff Qualifications and Professional Learning Log.

1. From the menu on the left-hand side - click on Staff Overview - Professional
Development.
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@ Staff Overview

Details

Additional Details

Contact Information
Emergency Contacts

Cars

Employment History
Professional Develom}@
Documents

Medical Data

Specialities

The Qualifications and Professional Learning Log for the staff member screen
displays.

Tiffanie Ahem
Qualficaions
Professional Learning Log

2. Click on the blue Qualifications R — Tab to open the staff members

qualifications details screen.

Susan Le Noury

Qualifications
Qualification
Type
From rsity, Con
Date Achieved

AITSL Teacher Accreditation
Level Attained

Working towards AITSL
Teacher Accreditation Level

Professional Learning Log Ad@sons Professionsl Lesming Log | Dkl

= =

3. Click on the blue Additional Professional Learning Log Frofessional Leaming Log  ptton
to open the staff members Professional Learning Log details screen.
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Professional Learning Log

Course name*
Type | ~Not Selected—
Date Started
Anticipated Completion Date
Vendor | Universily, College, or T
Funded By School ﬁ
Focus  Focus
Key Learning Area
Number Of Hours
Number Of School Hours

Cost

= =]

4. Click green Save m button and the staff members (partial) record has been updated
with the Professional Development details.

Documents

1. From the menu on the left-hand side - click on Staff Overview - Documents.

@ Staff Overview

Details

Additional Details

Contact Information
Emergency Contacts
Cars

Employment History
Professional Development
Documents

Medical Data@j

Specialities

The Documents for the staff member screen displays.

Susan Le Noury

Please make sure to select or create a category before uploading

---------------------------------------------------------------------------------------------------------------------------------------------------------------

Drop files here o click fo uplead

_______________________________________________________________________________________________________________________________________________________________

Category Uncategorised v New Category New Categor

No documents were found

=

You must first select the category (like a folder) that you want the file to belong to, when
storing documents against a student. If you don't do this, it will go into the Uncategorised
Category by default.

Uncategorised v

Uncategorised
Sport
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Note: You cannot move documents from folder to folder, so think about where you want a
document to reside.

2. If the preferred category doesn't exist; go to the New Category field and enter a
category name. From there, use the drop box to upload a file.

New Category Legal

Using the Dropbox

The drop box is a device to help you attach documents to this staff enrolment record with
ease.

--------------------------------------------------------------------------------------------------------------------------------

________________________________________________________________________________________________________________________________

3. Click anywhere inside the red box and an upload window will appear.

4. Either drag n drop (which is dragging the file from the window into the red box) or double
click the file name and it will 'jump' into the box itself.

DRAG ‘N’ DROP

0.1 MB

Manual Stat

5. You should now see the file/s uploaded are resting in the red box as well as listed
below, under the category heading you created or selected from the list.

24.4KB

Marking a file as Confidential
If a file is confidential, once it is uploaded it can be flagged as confidential.

6. Select the file you wish to mark as confidential by clicking in the checkbox in front of the
file name.

File

rd Manual Status.docx
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7. Click the Set Confidential Flag button.

8. To undo this action, select the file ibi clicking in the checkbox) and click the Remove
Confidential Flag o button aligned with its name.

Downloading afile

9. To download a file that has been saved, click the checkbox in front of the file name and
then click the Download button aligned to that file.

8% RefDoc Dual citizenship.docx

If you need to download files en-masse from the documents panel, then tick the check boxes
first, and then go to With Selected Items and click Download.

1]
With selected items: JILTTGEG Delete

Deleting a file

1. To delete afile, simply click the Delete button aligned with the file on the right-hand
side.

Ref Doc Dual citizenship.docx Download Delete

2. |If you need to delete files en-masse from the documents panel, then tick the check
boxes first, and then go to With Selected Items and click Delete.

1
With selected items: ERLLTTIGES] Delete

3. Click green Save m button and the staff members (partial) record has been updated
with Documents.

. . . . Delet:
4. Alternatively, if you want to start again, you can click Delete bottom-left of the
screen to wipe the existing data.

Note: Remember this deletes the entire staff record.

Medical Data

1. From the menu on the left-hand side - click on Staff Overview - Medical Data.
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@ staff Overview

Details

Additional Details

Contact Information
Emergency Contacts
Cars

Employment History
Professional Development
Documents

Medical Data

Specialities

The Medical screen displays for the staff member.
Willia Andersen

Has Disabilry

Has Wedical Condiion

School Mediction

Vaceinatons/immunisations

Measles Exclusion

Medical Practice Details

Note: if you selected yes, the screen displays for you to add doctor details.

Medical Practice Details

Type Details Consent To Contact Doctor/Practice Actions

=+ Add New Doctor

- -
2. Click on the green + Add New Doctor button to enter details.

Medical Practice Details

Type Details Consent To Contact Doctor/Practice Actions
[
Type Details — Consent To Contact Doctor/Practice Actions
Other ,  Practice Name o
Practice Name

Doctor's Name
Doclor's Name
Practice Phone
Doctor's Phone

Practice Address

=+ Add New Doclor

Permission to Administer Over the Counter Medicine
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Permission To Administer Over The Counter Medicine:

Salbutamol (Ventolin)
Paracetamol {Panadol)

Ibuprofen/Nurofen (Mot for
asthmatics)

Antihistamine {Claratyne)

3. Use the toggle buttons to select Yes or No.

4. Click green Save m button and the staff members (partial) record has been updated
with Medical Data.

Specialities
1. From the menu on the left-hand side - click on Staff Overview - Specialities.

@ Staff Overview

Details

Additional Details

Contact Information
Emergency Contacts
Cars

Employment History
Professional Development
Documents

Medical Data

§pecialities®

The Staff Specialities screen displays.

Coach

Hockey

Cricket

Jass music
Administration Staff

Front Office

2. Select the Specialities for the staff member.
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Japanese
English

#  Painting
Swimming

#  Dancing

3. |If you wish to add more Specialties to staff member, click on the link Add More
Specialities r#wdmor=seecialiies gt the bottom of the list.

+ Add more specialifies

--Select Speciality Category-- o

Speciality Name: enter the Speciality Name.
Category: select the Category from the drop-down list to group this Speciality.

—-Select Speciality Category—- h T

—Select Speciality Category—
Teaching Staff

Coach

Music

Adminisiration Staff

4. Click green Save m button

Permanent Register

This is where the Permanent Employees of your school are listed as they have status
linked against their details as Permanent.

Employment Status * Permanent v

1. From the menu on the left-hand side - click on Manage Staff - Permanent Register.

Manage Staff

Add New Staff
Permanent Register @
Temporary Register
Leave Register

Future Register

Casual Register

Former Register
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The Permanent Staff Register home page displays.

Permanent Staff

Total Staff: 18

Staff Code Name Phone Email Address State Roll Class
10001 Mrs Josephine Boyd HAH11 i.boyd@sicletrial. au 2v
10015 Dr Patrick Brownlee mnmm patrick brownlee@sydney edu au 1w
10009 Mrs Elaine Burns M1 e bumns@sicle trial au 4w
10018 Ms Nina Conomos I Nina Conomos@det nsw edu au 1v
10006 Mrs Sheila Dixon HAH11 s.dixon@sicle trial.au -
10010 Ms Marjorie Gordon mnmm m gerdon@sicle trial au FRd
10012 Ms Charlotte Holmes M1 ¢ holmes@sicle trial au

10014 Mr Robert Jones I robert jones@sentral com.au 1v
10004 Mrs Thelma Kennedy T tkennedy@sicle trial au =

Note: The home page is read only except for the Edit buttons and hyperlinked staff
names.

2. Click the Edit W button aligned with a staff member or click on hyperlink

Mrs Josephine Boyd i A
on their name in blue.

The Staff Overview screen displays.
Josephine Boyd

Title Mrs >
Family Name Boyd

Legal Family Name

First Name Josephine
Middle Names
Preferred Name Josephine
Date of Birth
Gender %

3. Make any changes and click on the green Save m button at the bottom of screen.

Temporary Register

This is where the Temporary employees of your school are listed as their employment
statuses linked against their name as Temporary.

1. From the menu on the left-hand side - click on Manage Staff - Temporary Register.
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@ Manage Staff

Add New Staff
Permanent Register
Temporary Register @
Leave Register

Future Register

Casual Register

Former Register

The Temporary Staff Register home page displays.

Temporary Staff
Total Staff: 1

Staff Code Name Phone

10008 Mrs Ellen Reyes M1

Email Address state Roll Class

ereyes@sicie.trial au

Note: The home page is read only except for the Edit buttons and hyperlinked staff

names.

2. Click the Edit m button aligned with a staff member or click on hyperlink

Mrz Ellen Reyes

on their name in blue.
Ellen Reyes
Title Mrs
Family Name  Rejes

Legal Family Name

First Name * Ellen

Middle Names

Preferred Name Ellen

Date of Birth

Gender

b

3. Make any changes and click on the green Save m button at the bottom of screen.

Leave Register

This is where staff who are on leave are listed. They will have either one of these
Employment statuses linked against their details.

Employment Status * Long Service Leave M

1. From the menu on the left-hand side - click on Manage Staff - Leave Register.
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@ Manage Staff
Add New Staff
Permanent Register

Temporary Register

Leave Register @
Future Register
Casual Register

Former Register

The Leave Register home page displays.

Staff Leave

Total Staff: 1

Staff Code Name Phone Email Address State Roll Class
10005 Mrs Shannon Warren M s warren@sicle trial au

Note: The home page is read only except for the Edit buttons and hyperlinked staff
names.

Future Register

This is where staff who have an Employment Status of either Future or Pending.

Employment Status * Future v Employment Status * Pending

OR

1. From the menu on the left-hand side - click on Manage Staff - Future Register.

Manage Staff
Add New Staff
Permanent Register
Temporary Register
Leave Reqister

Future Register

Casual Register

Former Register

The Future Register home page displays.

Future Staff

Total Staff: 1
Staff Code Name Phone Email Address State Roll Class
10011 Ms Carrie Shaw LR c.shaw@sicle trial. au i

Frev
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Note: The home page is read only except for the Edit buttons and hyperlinked staff
names.

Casual Register

This is where staff who have an Employment Status of Casual.

Employment Status * Casual v

2. From the menu on the left-hand side - click on Manage Staff - Casual Register.

@ Manage Staff

Add New Staff
Permanent Register
Temporary Register
Leave Register
Future Register
Casual Register @

Former Register

The Casual Register home page displays.

Casual Staff

Total Staff: 3

Staff Code Name Phone Email Address. State Roll Class
10010 Ms Marjorie Gordon 111N m.gordon@sicle.trial.au 2
10012 Ms Charlotte Holmes TN c.holmes@sicle.trial.au

10016 Mr Danny Liu 111111111 danny liu@sysney.edu.au

Prev

Note: The home page is read only except for the Edit buttons and hyperlinked staff
names.
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Former Register

This is where staff who have an Employment Status of Left.

Employment Status * Left »

1. From the menu on the left-hand side - click on Manage Staff - Former Register.

@ Manage Staff

Add New Staff
Permanent Register
Temporary Register
Leave Register
Future Register

Casual Register

Former Register @

The Former Register home page displays.

Former Staff

Total Staff: 2

Staff Code Name Phone Email Address State Roll Class

10005 Mrs Sheila Dixon 1111 s dixon@sicle trial.au s ﬁ
10016 Mr Danny Liu NN danny.liu@sysney.edu.au ﬁ

Prev 1 Next

Note: The home page is read only except for the Edit buttons and hyperlinked staff
names.
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Enrolments - Manage Classes

Target Audience

e Administration Staff

Content

Within this guide staff will learn how to manage:
e Roll Classes

e Pastoral Care Classes

e Faculties

e Subjects

e Classes
Overview

Staff will learn how to manage classes in the Enrolments module.

Manage Classes - Roll/Form Classes
The following procedure is to show users how to view, edit and add a roll class.

1. Select the Sentral . button in the top left corner of the screen, the modules display.
Select Enrolments under Student Admin.
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The Enrolments home screen displays.

@ Enrolments: Sentral 7-12 Campus

A Vo have 63 shodents vethout 2 rot hass

A Yo ke 36 students vetbout & contactrelsonshio

e —
‘Cuttody Anangaeeets fag
wpees o3 doys

Cick here 10 3ee.

@ Crese Erolmerts A verae 57 R —

@ Penang Enroments
p—— @ © @
=

Expiring Student Visas.

+ Mo exping vsas

Expiring Court Orders
@ Manage Househokss

@ Manage St

@ Manage Cizsses

@ Fomar Students
Sentral Enrolments Roliclass Statistics

Transfering Students
@ Statatis clss Teacher " £ v | e L " e ¥ v oM F ~ F UM F U seTow
e ———— Transter requests received
@ eout 104 s Paity Vieish ' ] o 1 o o n B » t Adve Letier 3
108 s Katetn MeCamun £ T 3"
(D) 100 s Tanty Ogitoy 1 2 0
100 s Caren Onsiow " "
9 soormes 3 o3 Reemons Batty " e |0 2%
° 108 Mss Lashawnda Liiko 15 B0 »
Somi 106 s Liza Tomn " s 0
1oH N Lorie Wuncery u w0 %

2. From the menu on the left-hand side - click on Roll/Form Classes under Manage
Classes.

@ Manage Classes

Roll Classes

Pastoral Care Classes
Faculties

Subjects

Classes

The Roll Classes screen displays.

Roll Classes

Total Roll Classes: 36 Academic Period | 2020 (01/01/2020 - 31/12/2020) - [lZICH

Name Year Level For Year Students Enrolled Staff Member

104 2020 13 Mr William Angela m
108 2020 5 Ms Emily Bear m
10E 2020 4 Miss Brooke Erlikilyika m
106 2020 2 Mr Owen Goldstein m
10K 2020 1 Ms Eden Kiddle m
10M 2020 3 Mr Jaxon Metters m

3. Toview a Roll Class, you can either click on the blue Edit button to the right of
the class or click on the blue hyperlink on the Name ' .
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The first tab is the View Class details displays.

Edit Class - 12D

Class Defal | Active StudenisList | Inaclive Studenis List | Balch Envol
Name *
120
Year Level
1212 v

Academic Period

2019 (01101201910 2311272019) ¥

Staff Member Pastoral Care
Ms Letitia Wunderly v OFF
Created At Last Updated

Last Updated

[EUZW  Updale Class

The second Tab is the Active Student List.

Edit Class - 12D
Class Defal | Active Students List | Inaciive Studenis List | Bach Enrol

Student Code Student Name Family Name School Year Date of Birth

705042 Buck Aunger 2 0771172000 ﬁm
706222 Aron Blackal 12 2310112000 ﬁ m
706072 Karma. Ghinnery 2 2610712000 ﬁ m
706044 Phillp Curlewis 12 0110212001 ﬁ m
706233 Brooke Dawson 1z 231172000 ﬁm
708331 Dudley De Lissa 12 220172001 ﬁm
08178 Atton De Litle 12 240172001 ﬁ m
708137 Dean Dundali 2 1510622000 ﬁm
708082 Angeita Elphinstone 12 1911222000 ﬁ m
06223 Broderick Frater 2 23092000 ﬁ m
06278 Ward Haydon 2 060772000 ﬁm

The third Tab is the Inactive Student List.

Edit Class - 12D
ClassDefall | Active StudentsList | Inactive StudentsList | Batch Enrol

Student Code Student Name. Family Name School Year Date of Birth

708243 Guadalupe Alum 10082000 ﬁm
708287 Cherise Beimore 2 1610212001 ﬁm

L Updaic Class

The fourth Tab is for Batch Enrol.

ClassDetad | Active Stucenis List | Inactive Students st Baich Envol

Find Students

School Year v ss s

Student Name School Year
Student Name School Year
Aunger, Buck 12
Mo Search

Blackall, Aron 12
Chinnery, Kaima 12
Curlewis, Philip 2
Dawson, Brooke 12
Light, Dwight 12
Ly, Evan 2
Lyall, Marina 12
Makutz, Vianeta 12
Patterson, Andrew 12

e s
e - ... c.-.
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Add A Roll Class

1. From the menu on the left-hand side - click on Roll/Form Classes under Manage

Classes.

(@) Manage Classes

Roll Classes

Pastoral Care Classes

Faculties
Subjects
Classes
The Roll Classes screen displays.
Roll Classes

2019 1
104 10 2019 45
108 10 2019 3
100 10 2019 E3

100 10 2019

10E 10 2019 28

2. Click the blue Add Roll Class to the right of the screen.

The Add Class screen displays.

Add Class
Class Detall | Active Students List | Inactive Students List
Name *
Year Level
Academic Period
Staff Member Pastoral Care
OFF

Created At Last Updated

Note: Created At: system updates this.
Last Updated: system updates this.

3. Click on the blue Add Class iimssll button.

AddRol Class

Academic Period | 2019 (01012019 -23/1212019)  ~ EEES

seeeee ol

[=IET  Add Class

4. A message will display in green at the top of the screen stating Class Added

Class Added Successiully

Successfully.

Note: if you click back on the homepage of Roll Classes the class will be listed.
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Enrol Students into Roll Class

1. From the Roll Class screen, click on the blue Edit Iﬁi button to the right of the class
or click on the blue hyperlink on the Name 12E

Edit Class - 12E

Class Defal | Active StudentsList | Inaciive Studenis List | Bafch Enrol

Name *
12E

Year Level
1212

Academic Period

2019 (0100172019 t0 23/1212019) ¥

Staff Member Pastoral Care
Susan Janice Le Noury v OFF

Created At Last Updated
25/0912019 2510972019

[ER update ciass

2. Select the Batch Enrol Tab.

Edit Class - Year 6

Class Defail Active Students List Inactive Students List Batch Enrol

The following screen displays for you to add students to the roll class.

Edit Class - 12E
ClassDefal | Active Students List | Inactive Students List | Batch Enrol

Find Students  cco) vear

Student Name School Year
Student Name. School Vear
No Students Enrolied
No Search

[ Upcate Class

Find Students School Year v 1212 v

3. Use the Search Filters to
locate a list of students in the same year and click on the Search m button.

The list of students displays on the left side of the screen.

ClassDetal | Active Students List | Inactive Studenis List | Batch Envol

ear MIE:%") v —

Student Name: School Year

Find Students | <.,

Student Name School Year

No Students Enrolled
Abdulian, Giadis

Aunger, Buck 2
Babbage, Haris 2
Battarbee, Meridith 12
Belmore, Cherise 12
Belmors, Cherise. 2
Bidwill, Ngan 12
Blackall, Aron 12
Bonnor, Lelia 2
Bonnor, Lelia 12

4. Select the students that you need to place in the new roll class by clicking in the check
box next to their name.
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Student Name
¢ Butler, Robert
2 Cole, Shirley
v Cruz, Timothy
e Diaz, Raymond
Foster, Mark
v Gibson, Brian
¢ Hall, Shirley
Henderson, Brenda
v Hernandez, Christopher
e Hill, Cynthia

School Year

» e e @ @ @ @ e @ >

5. Scroll down to the bottom of the list and click on the green Add To Class
Add To Class »

button.

Students allocated to the new roll class will now appear on the right-hand side of the

screen.

Student Name

Hill, Cynthia

Hernandez, Christopher

Henderson, Brenda

Hall, Shirley
Gibson, Brian
Foster, Mark
Cruz, Timothy
Cole, Shirley

Butler, Robert

School Year

6

6

g

6. Click on the blue Update Enrolments button bottom right of the screen.
Note: If you need to remove students from the list, tick their names and click on the red

Remove From Class

7. |If you click on the Active Students List

Edit Class - Year 6

Class Detall | Active Students List | Inactive Students List

Student Code

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Deleta Class

The Student Code and Date of Birth columns state Refresh Page.

Student Name

Hill, Cynthia

« Remove From Class

Batch Enrol

Hemandez, Christopher

Henderson, Brenda

Hall, Shirley

Gibson, Brian

Foster, Mark

Cruz, Timothy

Cale, Shirley

Butler, Robert

Family Name

button.

School Year

6

6
6
6
6
6
6
6
6

Active Students List

Tab you will see a list of
students that you have transferred into your new Roll Class.

Date of Birth

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

Refresh Page

.
i
x
:

BEBEEBBE
dEBEHEE
HHABEERE
HIEEEULL

&View  xRemove

8. Click on the blue Update Class button bottom right of screen to refresh the
screen and bring across these fields.
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The screen refreshes and goes from Edit Class mode to View Class mode.

View Class - Year 6

Class Defail | Active Students List | Inactive Students List
Student Code Student Name Family Name School Year Date of Birth
900010117 Robert Butler 6 28/02/2006
900010214 Shirley Cole 6 0171112006
900010182 Timothy Cruz 6 18/04/2006
900010145 Mark Foster 6 22/05/2007
900010157 Brian Gibson 6 2711112006
900010003 Shiriey Hall 6 11/09/2006
900010069 Brenda Hendersan 6 1211012007
900010138 Christopher Hermandez 6 29/04/2006
900010216 Cynthia Hill 6 25/08/2006

Edit Roll Class

1. From the Roll Class screen, click on the blue Edit W button to the right of the class

Year 6

or click on the blue hyperlink on the Name

Class Defail  Active Students List  Inactive Students List | Batch Enrol

Name *

Year 6

Year Level

6.6

Academic Period

2018 ( D1/01/2018 10 31/12/2018) v

Staff Member Pastoral Care
Mrs Shannon Warren v OFF

Created At Last Updated
16/08/2018 16/08/2018

2. Click on any of the Tabs to update any details to make any changes required.

Class Detail Active Students List Inactive Students List

3. Make sure you click on blue Update Class button to save any changes
made.

Manage Faculties

Within Faculties you can edit existing faculties, staff attached to each faculty and create
New Faculties.

1. From the menu on the left-hand side - click on Faculties under Manage Classes.
&) Manage Classes

Roll'Form Classes

Faculties @

Subjects

Classes
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The Faculties screen displays.

Faculties
Total Faculfies: 1
Name Attached Staff Attached Head of Faculty
English Marvella (Marvela) Adamson Seima (Selma) Airey m
emon ona) B
aclen: lene) Bracker

Add Faculty

Add Faculty

2. To add a faculty, click on the blue Add Faculty button

The Add Faculty screen displays.

Add Faculty x

Mame

Attached Head Of Faculty

Choose a value v
Altached Teacheris)
Choose a value v

E Cance!

3. Click on the green Save m button.

The Faculties screen is updated displaying the new faculty.

Faculties

Total Facuties: 2

Name Attached Staff Attached Head of Faculty

English Sema (Selma) ey =
Raelene (Raelene) Bracker

Mathematics: Shirleen (Shireen) Amoit Susan (Susan) Le Noury

Defta (Delta) Buncle
Gade Wide

Edit Existing Faculty

1. To edit an existing faculty, click on the blue Edit button aligned to the Faculty
Name.
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The Edit Faculty screen displays.

Edit Faculty x

Name

Englizh

Aftached Head Of Faculty

Choose a value ¥ || Selma airey x

Aftached Teacher(s)

Choose a value T Marvellz Adamsan x Remona Batty x Raelena Bracker %

E Cance!

2. Click on the green Save m button and the Faculties screen is updated.

Manage Subjects
Within Subjects you can view subjects.
1. From the menu on the left-hand side - click on Subjects under Manage Classes.

@ Manage Classes

RolliForm Classes

Faculties

Subjects @

Classes

The Subject screen displays.

Subjects
Total Subjects: 3
Name Faculty
English English
English Advanced English
English Extension English

Prev 1 Next

Manage Classes
Within Classes you can create New Classes, attach students and edit existing classes.

1. From the menu on the left-hand side - click on Classes under Manage Classes.
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@ Manage Classes

RolllForm Classes
Faculties

Subjects

Classes @

The Classes screen displays.

Classes
Total Classes: 2 Academic Period | 2019 (01/01/2019 - 23/12/2019) v [EIEEEENIIeELS
Name Identifier Subject Attached Staff Attached Students

10ENG1 English Marvella (Marvella) Adamson a0
English Advanced Year 12 EAY12 English Advanced Remona (Remona) Batty &9

Prev 1 Next »

Add Class

2. To add a Class, click on the blue Add Class button

The Add Class screen displays.

Edit Class ]

Name -

ESL

|dentifier

Subject

English v

Academic Period

2018 v

Aftached Teacher(s)

Choose a value ¥ || Robert Jones %

-

3. Click on the green Save m button and the Classes screen is updated.

Edit Existing Classes

1. To edit an existing Classes, click on the blue Edit button aligned to the Classes
Name.
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The Edit Classes screen displays.

Edit Class »

MName

ESL

Identifier

Subject

English v
Academic Period

2018 A
Attached Teacher(s)

Choose a value... v

Robert Jones X

E Cancel

2. Click on the green Save m button and the Classes screen is updated.

Attach Students to Classes

1. From the menu on the left-hand side - click on Classes under Manage Classes.

@ Manage Classes

Roli Classes

Pastoral Care Classes

Faculties

Subjects

Classes@

The Classes screen displays.

Classes

Total Classes: 1

Name ldentifier Subject Attached Staff
ESL English Robert Jones

Academic Period 2018 (01/01/2018 - 31/12/2018) h@ Filter  Add Class

Attached Students

&0 # Altach Students # Edit @ Delete:

2. To add students to a class, to the right of the Class click on the blue Attach Students

el button.
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The Batch Enrol Students screen displays.

ESL: Batch Enrol Students

Find Studen gop001 vear v o33 v ﬁ Student Search

o Student Name School Year o Student Name School Year

Mo Search No Students Enrolled

Add To Class » « Remove From Class Update Changes

3. Use the Filters to bring up a list of students.

| School Year v g8
G:6

School Year « 12- 12
Roll Class 90
Enrolment Year 44

4. Click on the orange Search m button.

ESL: Batch Enrol Students

Find Studen’ gena01 vear v 1010 v Student Search

u Student Name School Year o Student Name School Year
O Barnes, Charles 10 Mo Students Enrolled
(] Bell, Karen 10

= Brooks, Nancy 10

(] Clark, Betty 10

|| Mason, Thomas 10

|+ Myers, William 10

7} Patterson, Helen 10

= Powell, David 10

|| Torres, Sandra 10

7} Turner, Richard 10

=2} West, Catherine 10

Add To Class » « Remove From Class Update Changes |

5. Tick the check box in front of the student / student's name and then scroll down and

click on the Add To Class It button.
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The names that you have selected will now be attached to the class and will show on the
right-hand side of the screen.

ESL: Batch Enrol Students

Find Studen’ gcp00/ vear

Student Name
Barnes, Charles
Bell, Karen
Brooks, Nancy
Clark, Betty
Crawford, Barbara
Crawford, Linda

Howard, Jeseph

10.10

Student Search

School Year cJ Student Name
10 rd West, Catherine
10 rd Turner, Richard
10 rd Torres, Sandra
10 rd Powell, David

10 rd Patterson, Helen
10 rd Myers, William
10 v Mason, Themas

Add To Class » « Remove From Class

School Year

Update Changes

. Update Ch .
6. Click on the Update Changes button bottom right corner of screen to
update Enrolments.

7. Toremove a student from a class, tick the checkbox in front of their name on the right

side of the screen and click on the red Remove From Class

« Remove From Class

button.

. Update Ch .
8. Click on the Update Changes button bottom right corner of screen to
update Enrolments.
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Enrolments - Former Students

Target Audience

e Administration Staff

Content

Within this guide staff will learn how to manage:
e Former Students
e Withdrawn Students
o Expelled Students

Overview

Staff will learn how to review former students.

Former Students is an enrolment status - an alternative to a leaving status. When
students leave a school at the end of Year 6 and Year 12 their status is changed from

Enrolled Active to Former Student.

Having this status allows students to keep in contact with peers, school events, fund
raising etc. Their view of the school's Portal and school data is altered automatically.

Students who have no active enrolment and no future enrolment should now be displayed as

'Former Student' in more places (e.g the household view).

Students can also opt to be excluded from the 'alumni' group via the portal.

Former Students

The following procedure is to show users how to view, edit and add a roll class.

1. Select the Sentral . button in the top left corner of the screen, the modules display.

Select Enrolments under Student Admin.
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The Enrolments home screen displays.

& Enolments Sentral 7-12 Campus

- £ eu he 63 shodents vbent o2 s
e of Senhal Cck here 1300 e o ol s

B

& ou b 36 students vethont & contact eisionsh.

@ Home

@ Crese Erolmerts Averaecs?

@ Pendng Enroments
— @) @ @
l

Expiring Student Visas

+ Mo exping vsas

Expiring Court Orders
@ Manage Housenokds

order due for

@ Manage St

@ Manage Classes

@ Former Students.
Sentral Enrolments Roliclass Statistics

Transfering Students
@ stststes. Class Teacher “ F v - F v " F

T E L LT bl U M F U swow
Transter requests recenved

@ epa oA P e |3 | w " » + Sent Advee Letier 3

105 ) 7 3 Transter requests pending
v 100 N PR z o

100 " "o =
@ snomaies

10E " |8 =

1o A 3 |8 »
@ Amendments

106 s Lica Torm " s 0 z

101 s Lo Wuncery 2 6 0 »

2. From the menu on the left-hand side - click on Former Students under Former
Students

@ Former Students

Former Students @
Withdrawn Students

Expelled Students

The Manage Alumni screen displays.

Manage Alumni

Academic Period | 2019 (01/01/2019 - 23/12/2019) - Class Of | test -

Alumni Name Family Name Exit Date Class Of Employer Occupation Notes Action(s)

wally Angelo 1011072018 [ Atumni (1) | ﬁ
Fabiola Hannaford 13/03/2018
Robyn Smith 040412018 [ Atumni (1)

Prev | 1 | Next

3. Click on a Student Name /2" ANZER o1 the Edit B558 button on the Former

student list, any the school's enrolment records and contact details for that person will
be displayed.

Note: Batch transitions of students from Year 6 and Year 12 will automatically be
changed to Alumni.

4. To add a note to an Alumni student, click on the Add a Note button aligned
with their name.
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The Add a Note pop-up window displays.

Add a Note x

HNotes -

Notes: enter any notes.

5. Click on the green Save m button.

Note: Expelled and Withdrawn Former Students are Registers showing the students in
each of these categories.
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Statistics

Target Audience

e Administration Staff

Content

Within this guide staff will learn how to view Student Statistics and School Census data.

Overview

Staff will learn how to export data in the Enrolments module.

Statistics

The following procedure is to show users how to view Statistics data.

1. Select the Sentral . button in the top left corner of the screen, the modules display.
Select Enrolments under Student Admin.

=] Student Admin

Admissions

Flags Needing Review

........ ‘Senial Cick bers 10 305 studonts 16 3 1ol

ey (

Ay
Stugents Cackhers lo 5% 3 581 of shadends withcat con rihips sot
@ Current Envciments. A You have 269 o

@ Tranater Envorments

@ Manoge Heuseheiés

@ Manage Stam

@ Manage Classes

an cvder o for

p— P
[re— y
.
[R—— C 0
Students Households Expiring Student Visas
Roll Classes
+ Ho epitng vias
(3) © E 7
U Expiring Court Orders.

@ Former Students

@ st
@ Epn
Sentral Enrolments Roliclass Stafistcs
O vsn s Teachee " LA L L e M L R A L Fou M r U s
'
@ Avomate 104 o [ o 0 ” w1 n
106 n |1 | 3
i 100 s w0 7
100 n on o x
o€ 2 %
1o s n o =
106 ")
o w0
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2. From the menu on the left-hand side - click on Statistics under Statistics.

@) statistics

Statistics

School Census

The Student Statistics home screen displays showing four columns of data:
e Year Level
e Students Count
e Totalin Area
e Total Out of Area

Student Statistics

Academic Period | 2013 (0110112013 -23/122013)  ~ [EIClll Enrolled - Acive

Year Level Students Count Total in Area Total Out of Area

At the top right, there are two fields that you can use to manipulate the data that is
displayed on the screen.

Academic Period | 2020 (01/01/2020 - 31/12/2020) - Enrolled - Active v

3. The firstis the Academic Period. Change the date range via the drop-down and click

Filter
on the Filter - button. The information displayed will change accordingly.

2020 (01/01/2020 - 31/12/2020) A

2020 (01/0172020 - 31/12/2020)
2021 (01/01/2021 - 31/12/2021)

4. The second is the Enrolment Status. Select an item from the drop-down and the
screen will automatically refresh and update. (There is no need to click the filter button).

All Students

Enrolled - Active (Pending)
Enrolled - Active

External
External - Pending

Enquiry Received

Applied

Interview (Review)

Interview (Required)

Tested (Successful)

Tested (Unsuccessiul)

Send Offer of Wait Listed
Offer of Wait Listed Sent
Offer of Wait Listed Declined
Wait Listed

Send Offer of Enrolment
Offer of Enrolment Sent
Offer of Enrclment Declined
Enrolled - Accepted -
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School Census
The following procedure is to show users how to view School Census data.

1. From the menu on the left-hand side - click on School Census under Statistics.
@ statistics

Stafistics

School Cens us&-,j

The School Census screen displays for you to filter the results you require to display.
The screen will be empty until you filter the data.

Non-Government School Census — SchoolsHUB Link

s provides the community and govemment with information about schools and students in Australia. In 2020, this Australian Government Department of Education, Skills and Employment has made substantial changes 1o the process which includes a
much richer data collection than in previous years.

To support this new process, the exports on this page wil generate the data in the correct format to match the data reguirements to be used in conjunction with the government's Census Upload Tool Excel Spreadsheet

\While Sentral makes every effort to ensure ihe accuracy of the information, schools should review the results of these exports to ensure they are consistent with their knowledge of students before submission. Due to a number of new fields added to the census whieh are not yet available
within Sentral, you will be required to fllin those missing values within the spreadsheet tool. Once you complete al the data entry and validation work, you can then quickly generate an XML file within Census Upload Tool and upload it onto SchoolsHUB site in order to complete your census
reporting this year.

For more detailed instructions on how to complete your census reporting this year, please g on fo our Sentral support site for Non-Government Schools Census Reporting 2020.

Additional Information

-Govemment School Census information

Students Export (CSV)
A5 of Date

0410112021
Census Date

0410112021

]

Student Counts

As of Date: | 04101/2021 Census Date: | 04/01/2021 School Year:  Select v

i

© No school year currently selected.

2. First select the As of Date that you require the data to be starting from. (e.g. Will the
count the students ages from today, last week, last month, 6 weeks ago, 5 months ago,
2 years ago etc?).

4444 December 2018y py
M T W T F 5

w | [k

25 27 73 79 a0 " A
i 4 5 6 7 i 9

o

=

I

o

= o

—

(45}
L@

=1

oo

o

w3 A

e

H
= e

[

[EX]

[ ]

3. Next select the Census Date that the government provided online according to:
https://ssphelp.education.gov.au/census.
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jd4d  December 2018 pp py
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4. Select the School Year that you require the statistics.

Select... "’|
Pre-Kinder
Kindergarten
Year 1
Year 2
Year 3
Year 4
Year 5
Year 6
Year T
Year 8
Year 9
Year 10
Year 11
Year 12

5. Select if you would like to include Withdrawn Students.

Inclede withdrawn students

Filter

6. Click on the Filter - button. The information displayed will change accordingly.
Screen refreshes to a new table, showing all sorts of statistics about the school's
students and ages.

School Census

Age Male Female digenous Male
0
0
0
0
0
n

In
0
0
0
0
0
[}
0
0

Field Male Female
Disability 0 0
Students On Visa 0 [}

Overseas Students 0 [}

7. Click on the blueprint m button to generate a record.
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Export

Target Audience

e Administration Staff

Content

Within this guide staff will learn how to export many kinds of data reports into MS Excel
spreadsheet as legally required within your States education body.

Data that can be exported is:
e Student and Family Data
e Timetable Data
e Student Records (SES)
e Student Records (NAPLAN)
e Students List
e Student Medical Export
¢ Adhoc Exports
e Attrition Export
e BOSTES Export (Board of Studies Teaching and Educational Standards)
e NSSAB Export (Non-State Schools Accreditation Board)
o ACARA Export (Australian Curriculum, Assessment and Reporting Authority)
¢ Rollover reports
e Address Data Collection
e Parent Education & Occupation

e Student Consents

Overview

Staff will learn how to export data in the Enrolments module. Within all the exports,
Sentral will generate an export file of the data.

Export - Student and Family Data

The following procedure is to show users how to export student and family data.

1. Select the Sentral . button in the top left corner of the screen, the modules display.
Select Enrolments under Student Admin.
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Student Admin

Admissions

Errul'nﬁ'lsb

Enrolments

The Enrolments home screen displays.

@ Enolments Sentral 7-12 Campus

A Vou have 6 students vthout a rod class. Flags Needing Review

& You have 37 students vinout 3 contact rlatonah
@ rome Stugents Cackhere 1o 396 sot

@ Current Envciments A You hirve 259 shudwets with missing vaconations. CAck here 10 see 4 kst of shadants vl rmissing vaccinaticns

expive 2.
@ Treater Envoments

Students Households Expiring Student Visas
[ — Roll Classes Rrp——

ool
@ Manage Star
Expiring Court Orders

®

@ Manage Classes 33 « Case 1D 0 has an onder doe for

@ Foamer Sudents

o s 66 9 26
© Epon
Sentral Enroiments Roliclass Stafistics
Transfering Students
@ vsn Class Teacher " ’ ) A R A 0 Fouoom . U oMor U oM r UM F U sutow
e — . 1 Transfer rewuests recerved
@ Anomates 104 M Patty Welish ' ° 0 1 0 0 7 "o 3 SR O e &
108 Ms Kateli MeCatum 2 ' 3 Tranater requesta pencing F
) ks 100 Mrs Trindy Ogity 15 2 0 o M g e
™ W Caren Orsiow n | » |6 » 2
o€ Mo Remons Batty " Y % =
107 Mas Lashaund Litco s noe »
16 Mas Liza Turn " ) 7
104 Mrs Lov Viundery 2 w0 »

2. From the menu on the left-hand side - click on Student & Family Data under Export.

@ Export

Student & Family Data

Timetabler Data

Students Records (SES)
Students Records (NAPLAN)
Students List

Staff List

Student Medical Export
Adhoc Exports

Attrition Export

BOSTES Export

NSSAB Export

ACARA Export

Rollover Report

Address Data Collection
Parent Education & Occupation

Student Consents
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The Export Household Data screen displays. Use Filters to display information required.

Export Household Data

Filter by School Year

All Years ~

3. Select the data to export from the drop-down fields.

4. Click on either Export Students or Export the Households button.

Expori Students | Export Households

The files will be created as an .xIs.

Students List

Filter by Academic Period *

2020

| student_family_dat..xls

Spreadshest Type

Basic v

Filter by Enrolment Statuses

Choose a value

Enrolled - Aclive %

= student_family_dat...xls

P

(v | oo

Student List enables users to create student lists that can be saved with details for the

student.

1. From the menu on the left-hand side - click on Student List under Export.
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The Export Student List screen displays.

Export Student List

School Name Filter by School Year Filter by Enrolment Status

Choose a value. v Choose avalue v Al Statuses v

Exit Date - Falls between Start/End Date Exit Date - Before specfied date Academic Period

i Dae Before Date 2020 v

Enrolment Date - Falls between Start/End Date

2. Use the Filters (drop-down lists), individually or combined to create the Students List
export you require.

: Export
3. Click on the green Export - button.

A report will be generated and create the file.

Staff List
Staff List enables users to create staff lists that can be saved with details for the staff.
1. From the menu on the left-hand side - click on Staff List under Export.

@ Export

Student & Family Data

Timetabler Data

Students Records (SES)
Students Records (NAPLAN)
Students List

Staff List

Student Medical Export

Adhoc Exports

Attrition Export

BOSTES Export

NSSAB Export

ACARA Export

Rollover Report

Address Data Collection
Parent Education & Occupation

Student Consents

The Staff Data screen displays.

Staff Data

Export
2. Click on the green Export - button.
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A report will be generated and create the file.

Address Data Collection

The annual collection of student residential addresses can be exported to help schools
obtain their address data from Enrolments which can be populated into a Excel document
that SchoolsHUB is providing for the address collection.

3. From the menu on the left-hand side - click on Address Data Collection under Export.

@ Export

VSIudem & Family Data
Timetabler Data

Students Records (SES)
Students Records (NAPLAN)
Students List

Staff List

Student Medical Export
Adhoc Exports

Attrition Export

BOSTES Export

NSSAB Export

ACARA Export

Rollover Report

Address Data Collection
Parent Education & Occupation

Student Consents

The Export Address Data screen displays.

Export Address Data

The export data for addre:

Student Addr ousehold configuration, the first Shared household's address is used.

Parent  Guardian tionship of Guardian 1o the student is used. Ifneither case is found, no data wi

Parent  Guardian

Parent / Guardian Gontact with the relationship of Guardian o the student is used. If neither Gase s found. no data vl be exporied

Parent  Guardian

School Name Academic Period

Choose a value, v 2020

4. The export screen will point users to settings that will need to be reviewed to ensure
you have correct data as it will be used in export calculations.

The screen outlines how the data is being generated to export.

Export
5. Click on the green Export - button.

The export from Sentral will contain the students’ address data as well as parent or
guardian details and their address details.
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1 | Student Record Number Type Education Level Address Line 1 Address Line 2 Susburh [ City State or Territory Posteode Parent/Guardian 1 First Name
2 112233440 Primary 578 Ranger Street NEW 1234 Eagle
3 11223345 D Primary 1-37 Archery Rid BOW 54 1234 Homet
4 11223346 0 Primary 34 frcher Street NSW 1234 Sharp

Sample Address Export from Sentral

Data from this export will need to be validated by the school first before copying and
pasting the data into the Excel document provided by SchoolsHUB.

Snadean

Studurn Hecerd Hursiser (06

Type || Educanion
arll | Less

Al L 1

SchoolsHUB Excel Document — Validated data can be copied into this spreadsheet provided by SchoolsHUB

Note: The SchoolsHUB Excel document contains a section which Sentral does not
provide data for as that data is sourced from the school themselves.

-] C v E F 15 H I

Generate XML | Import Xmi | =

Primary Contact
Lacation Information - this is the person whe should be contacted for all issues related to the data for the Getting Started
Lacation

Location Position Are you Whatis the

Name {anly used for display purposes) e First name Lastrame ||l e number a reportingany | education level |5t
— of this location?

SchoolsHUB Excel Document — Column A to Column | data needs to be filled out by the school

Where can | find additional information about the address collection?
Please access the SchoolsHUB website:

https://schools.education.gov.au/SchoolsHub/articlehelp/?subjectid=c8ab9cba-04fc-e811-
9158-02720401ef44

It contains information that the school will need to regards to how to populate the
ShoolsHUB Excel document and how to submit the data.
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Adhoc Exports

Adhoc Reports enables users to create school enrolment reports that can be saved,
given global access and viewed through Enquiry for all Staff.

1. From the menu on the left-hand side - click on Adhoc Exports under Export.

The Export Data screen displays.

Field List

Filters

@ Export

Student & Family Data
Timetabler Data

Students Records (SES)
Students Records (NAPLAN)
Students List

Staff List

Student Medical Export
Adhoc Exports

Attrition Export

BOSTES Export

NSSAB Export

ACARA Export

Rollover Report

Address Data Collection
Parent Education & Occupation

Student Consents

Export Type

Order By

Show only

saved Export Templates

2. Field List contains three main search areas: Students, Households and Staff.

Note: Under each of these areas is a list of search fields.

3. To open click on the triangle in front of the checkbox (

Field List

I Students
B Houssholds
I Staff

)

If you tick the checkbox in

front of the main Field Lists all the search fields will be ticked.
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Students Households
o 4 & B Households
B G 1l

e = W B General
W B Email =
W I Enroiment W Household Contacts
W W Additional Fields v B Addresses
& W Roll Class & B Additional Fields
w B Contact Relationships & B Email

Staff

tn
B F
=

Contact Id
RefId

=

Contact Code

&

Title

&

First Name

&

Middle Names

=

Family Mame

Legal Family Name

&

Pref Name

B &

Indigenous Status

=

Gender

(RO E e
=

&

Daob

4. To choose the search parameters, select a Field List using the triangle and then click
the checkboxes that you wish the search based on.

5. Show Only: select which enrolments to report on:
Show only

® Current Enrolments Only

All Existing Enrolments

Create a Filter

1. To create a Filter, right click on the name of the category - in this case Gender.

el @thGendEI
M
Y  Filter

L s

A Filter box will appear when you scroll down the screen to the Filter area.
Filters

IT you wish to use filters please night click a field in the fields list and select filter

Field Comparator Type Value Action(s)

Gender Select a Comparator v Select a Type M
i
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2. Select the Comparators and Data Types from the drop-down lists and enter the Value
in the text box provided.

Gender

Select a Comparator v
Select a Comparator
Equals
Doesn't Equals Select a Type -
Greater Than .
Less Than Select a Type
Between Text
Is Empty Mumber
Is Mot Empty Date
Field Comparator Type Value Action(s)

Gender Equals v Text v Female
i

Show Only: select which enrolments to report on:

Show only

®) Current Enrolments Only

All Existing Enrelments

3. Scroll down to the bottom of screen and click on the green Export - button.
A report will be generated and create the file.

Ammendents
Parent can make amendments to family details via their portal account.

The administrator of enrolments can then view any pending amendments and approve or
reject them. Schools need to consider how they manage updating of family details as part
of school policy.

Glossary of Terms

Sentral software contains many drop down lists and areas to add detail relevant to data entry
for admissions/enrolments. The list below provides further information on data entry fields.
Each school can configure various elements and add to the list of data entry fields, so this is
a default list of glossaries of terms.

Iltem Description Type

ACARA id Australian Curriculum Assessment and text field
Reporting Authority

Address Comment Additional address detail Text Field
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Address End Date

Address End Date if changed

calendar entry

Address Start Date

Address Start Date if changed

calendar entry

AITSL Teacher
Accreditation Level
Attained

Australian Institute for Teaching &
School Leadership

select from drop down

Ambulance Cover
Provider

Name of Ambulance Cover Provider

text field

Anticipated
Completion Date

Completion date for Staff Course

calendar entry

Antihistamine
(Claratyne)

Antihistamine (Claratyne)

Yes or No

Attached Head Of
Faculty

Faculty Head

select from drop down

Attached Teacher(s)

Faculty Teachers

select from drop down

Attends Religious Attends Religious Classes Yes or No
Classes

Authorised to Pickup | Who is authorised to pick up Yes or No
Authority For Who authorised address change Text Field
Address Change

Authority for Name Who authorised name change text field
Change

Barcode Barcode numbers text field
Billing Address Physical address for billing text field
Birth Certificate Birth certificate sighted Yes or No
Sighted

Board of Studies Student's Board of Studies Number text field
Number

Car Information Information on staff car text field
Caseid Case id number for court order text field
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Child Protection
Policy Date Signed

Staff completion of Child Protection
Policy

calendar entry

City

City based in Australia

text field

Code Of Conduct

Staff completion of Code of Conduct

calendar entry

Date Signed
Colour The colour of the car text field
Consent to Contact Has given consent to contact Yes or No

Doctor/Practice

doctor/practice

Contract
Commencement Date

Commencement date of staff
job/contract

calendar entry

Contract Expiry Date

End date of staff job/contract

calendar entry

Cost

Staff professional Learning Cost

text field

Country

Country selection

select from drop down

Country of Birth

Country of Birth selection

select from drop down

Country of
Citizenship

Country of Citizenship

select from drop down

Course Name

Professional Learning Log for Staff

text field

Court order Type

Court orders are issued in many different
types of legal proceedings, for
many different reasons.

select from drop down

CPFS Case Manager | Child Protection & Family Services Case | text field
Manager

CPFS Contact Child Protection & Family Services text field

Number Contact Number

CPFS District Child Protection & Family Services text field

District

Date Achieved

Quialification date achieved

calendar entry

Date of Birth

Date of Birth

calendar entry

Date of Death

Date of Death

calendar entry
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Date of last tetanus
injection

Date of last tetanus injection

calendar entry

Date of Name
Change

Date of Name Change

calendar entry

Date Sighted

Situation date of certificate/document

calendar entry

Day To Day Care Who has day to day care of student Yes or No
Doctor's Name Name of practitioner Text field
EAL Stage English as additional Language Stage text field
Eligible Discount Is student eligible for discount Yes or No
Email Address Email address text field
Emergency Contact Name of Emergency Contact text field
Name

Emergency Phone Phone Number of Emergency Contact text field
Emergency Type of relationship to the student/staff text field
Relationship

Employer Type the employer name for the contact | Text Field

if applicable

Employment
Classification

Staff type

select from drop down

Employment Status

Staff employment status

select from drop down

Employment Type

Employment type e.g. permanent

select from drop down

End Date

End Date

calendar entry

Enrolment Status

Enrolment status of student

select from drop down

Ethnic Group

Ethnic groups

select from drop down

Exit Date

Student Departure

calendar entry

Exit Status

reason for exit

select from drop down
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Expected Graduation
Date

Expected Graduation Date

calendar entry

Expelled or
Suspended

Has student been expelled/suspended

Yes or No

Export Type

Export of data visa report

select from drop down

Family Name

Surname

text field

First Aid Expiry Date

Staff completion of First Aid Policy

calendar entry

First Name First name text field
Focus Staff professional Learning Focus text field
From Qualification Organisation name text field
Full fee Tuition fee Yes or No
Funded By School Staff professional Learning Yes or No

Gender Gender of contact select from drop down

Has Abstudy Aboriginal or Torres Strait Islander Yes or No
approved study

Has assistance for Has assistance for Isolated students Yes or No

Isolated students

Has Disability Has Disability Yes or No

Has Local Enrolment | Has Local Enrolment Entitlement Yes or No

Entitlement

Has Medical Has Medical Condition Yes or No

Condition

Has Secondary Has Secondary Assistance Yes or No

Assistance

Has Youth Allowance | Has Youth Allowance Yes or No

Home Education Home Education Movement Reason text field

Movement Reason

Page 130 of 137




SENTRAL
EDUCATION

House or Property
Name

House or Property Name

text field

Household Code

Unique household code

Sentral generated

Ibuprofen/Nurofen
(Not for asthmatics)

Ibuprofen/Nurofen (Not for asthmatics)

Yes or No

ICT Policy Date

Staff completion of ICT Policy

calendar entry

Signed

Identifier Class Code text field
If Other, Please Specify other relationship type not listed | text field
Specify

Include for NAPLAN Include for NAPLAN background Yes or No
background

Indigenous Indigenous Yes or No
Insurer The insurer of the car e.g. NRMA text field
International Fee International Fee paying Yes or No
paying

Is a Primary Contact | Is a Primary Contact Yes or No
Is an Emergency Is an Emergency Contact Yes or No
Contact

Is Repeating Current | Is Repeating Current Year at Rollover Yes or No
Year at Rollover

Is Repeating Current | Is Repeating Current Year On Enrolment | Yes or No
Year On Enrolment

Is Student subject to | Is Student subject to any Court Orders Yes or No
any Court Orders

Is Valid validity of document text field
Job Title Title of employment or parent select from drop down

Key Learning Area

Staff professional Learning KLA

text field

Language Other

Language Other

select from drop down
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Language Other than
English Spoken at
home

Language Other than English Spoken at
home

Yes or No

Language Spoken At
Home

Language Spoken At Home

select from drop down

Last EAL
Assessment Date

Last English as additional Language
assessment date

calendar entry

Last Name Surname text field
Legal Family Name Legal Family Name text field
Long Term Care Who has long term care of student Yes or No
Lot Lot number of property text field
LOTE background LOTE background description text field
description

Mailing Title Mailing Title text field
Make The make of the car e.g. Toyota text field
Measles Exclusion Measles Exclusion Yes or No
Medical Practice Details of contact medical practice text field

Details

Medicare Expiry Date

Medicare Expiry Date

calendar entry

Medicare Number Medicare Number text field
Medicare Position on | Medicare Position on Card text field
Card

Middle Name Middle Name text field
Model The model of the car e.g. Camry text field
Name Faculty Name Text field
Name Name of Class text field
Nationality Nationality of contact text field

Page 132 of 137




SENTRAL
EDUCATION

New School Name Name of the school student is going too | text field

Number of Hours Staff professional Learning Hours text field

Number of School Staff professional Learning School hours | text field

Hours

Number Plate The car number plate/registration text field
number

Occupation Occupation if applicable Text Field

Official Official documentation sighted Yes or No

Documentation

Sighted

Order Notes Notes associated to court orders text field

Other languages

Other language spoken

select from drop down

Paracetamol Paracetamol (Panadol) Yes or No
(Panadol)

Parent Consent Form | Parent consent form completed Yes or No
Completed

Passport Sighted Passport sighted Yes or No
Pastoral Care Is this a pastoral care class Yes or No

Pay rate staff pay rate select from drop down
Permission To Permission To Administer Over the Yes or No
Administer Over the Counter Medicine

Counter Medicine

Permission to Permission to Photograph student Yes or No
Photograph

Phone number Phone number text field

Phone Number End
Date

Phone Number End Date

calendar entry

Phone Number Start
Date

Phone Number Start Date

calendar entry
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Phone number type

Phone number type

select from drop down

Physical Location
Address

Physical Location Address

text field

Place of birth

Place of birth

select from drop down

Position Number staff position number text field
Postcode Australian Postcode text field
Practice Address Medical Practice Address text field
Practice Name Medical Practice Name text field
Practice Phone Medical Practice Phone text field
Practice Phone Medical Practice alternate Phone text field
Alternate

Preferred First Name | Preferred First Name text field
Previous School Previous School text field
Previously Enrolled Previously Enrolled In-Home Education Yes or No
In-Home Education

Private Medical Fund | Private Medical Fund text field

Private Medical Fund

Private Medical Fund Expiry Date

calendar entry

Expiry Date

Private Medical Fund | Private Medical Fund Number text field
Number

Publications/Internet | Publications/internet permission form Yes or No
Permission Form completed

Completed

Qualifications Staff qualifications provided Yes or No

Provided

Qualifications Type

Certificate, experience or qualification

select from drop down

Reason for change of
school

Reason for change of school

text field

Page 134 of 137




SENTRAL
EDUCATION

Records Received

Student records received

Yes or no

Relationship To

How is contact related to student

select from drop down

Student

Religion Religion select from drop down
Requires Consent Requires Consent Yes or No

Requires Flag Student Requires Flag Yes or No

Residency Status

Residency Status

select from drop down

Residential
Household for
Student

Residential Household for Student

Yes or No

Resuscitation Expiry
Date

Staff completion of Resuscitation Policy

calendar entry

Review Date

Court order review date

calendar entry

Salbutamol
(Ventolin)

Salbutamol (Ventolin)

Yes or No

School Education
Level

School Education Level for Contact

select from drop down

School Medication

School Medication

Yes or No

School Notes

Notes associated to court orders

text field

Shared household

Primary and secondary household

Yes, shared or No

Social Networking
Policy Date Signed

Staff completion of Social Network Policy

calendar entry

Specify Main
Language Spoken at
home

Specify Main Language Spoken at home

select from drop down

Spreadsheet type

Full or Basic detail

select from drop down

Staff Code

add staff id or Sentral generate

text field

Staff Member

To apply to Roll Class

select from drop down
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State Australian States select from drop down
Street No/PO Box Street No/PO Box text field
Street Type Street Type text field

Student Code

Student Code

Text field or Sentral generate

Student Health Student health summary completed Yes or No
Summary Completed
Student mainly Student mainly Speak English at Home Yes or No

Speak English at
Home

Student's First

Student's First Language

select from drop down

Language

Subject School based subjects select from drop down
Suburb Suburb in Australia text field

Teacher Registration | Teacher Registration Number text field

Number

Tertiary Education
Level

Tertiary Education Level for contact

select from drop down

Timetable code

staff id

text field

Title

Salutation

select from drop down

Travel Documents
Sighted

Travel documents sighted

Yes or No

Tuition Type Type of Tuition select from drop down
Unit Unit/apartment number text field

usl Unique Student Identifier text field
Vaccination/lImmunis | Vaccination/Immunisations Yes or No

ations

Vendor Qualification Organisation name text field
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VSN

Victorian Student Numbers

text field

Working towards
AITSL Teacher
Accreditation Level

Australian Institute for Teaching &
School Leadership

select from drop down

Children Check
Status

Working With Checking working with children check Yes or No
Children Check completed

Completed

Working With Date the WWCC expires calendar entry
Children Check

Expiry Date

Working With Working With Children Check Number text field
Children Check

Number

Working With Date the WWCC result date calendar entry
Children Check

Result Date

Working With Working With Children Check Status select from drop down

Workplace Location

Type the workplace location if applicable

Text Field

Year Level

Student year Level

select from drop down

Private Hospital
Cover

Does the student have Private Hospital
Cover

Yes or No
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