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Introduction

About this user guide

This user guide is for users of the Gateway version of the Electronic Receipting computer system
(ERS). There are two versions available:

= this version for Gateway programmes; and

s a separate version for Training Opportunities and Youth Training programmes.

Both are downloadable from TEC website or from the ERS online help (see Help for instructions on
accessing it).

Getting help
Use the following table to decide where to get help:
STEP COMMENTS
1. Check the user The information you need is probably available in this user guide.
guide
2. If you still need help |If you cannot find what you need in the user guide, then contact one of the
following:
IF THE PROBLEM RELATES TO ... THEN ...

Queries around enrolment Refer to the Gateway Handbook for Schools
issues and funding rules available from the TEC website or

Contact the TEC Service Centre on 0800 601
301 or servicecentre@tec.govt.nz

Technical problems using Contact the TEC Service Centre on 0800 601

ERS 301 or servicecentre@tec.govt.nz

Technical problems with Contact the Ministry of Education Sector Service
ESAA login or the National | Desk at 0800 422 599 or

Student Index sector.servicedesk@minedu.govt.nz
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Getting started

Obtaining username and password

You cannot access ERS until you have been set up in ESAA'. Using your ESAA user id and
password also gets you into ERS.

Contact the Ministry of Education Sector Service Desk (0800 422 599 or send an email to
sector.servicedesk@minedu.govt.nz) if you need help getting set up in ESAA.

Logging in

You can log into ERS once you have an ESAA username and password. The Login screen
describes how to do this.

Notes:
= You will be automatically logged off if ERS has been inactive for 30 minutes.

s Access to ERS is subject to the privacy conditions described in the Gateway Handbook for
Schools (available on the TEC website here). Each school using ERS is responsible for
advising the Ministry of Education Sector Service Desk sector.servicedesk@minedu.govt.nz
when a staff member leaves their employment, or moves from the ERS role.

Using ERS

You can start using ERS once you are logged in. The screens are described under the following
groupings:

TYPE OF SCREEN PURPOSE

Programme screens | There are two screens dealing with programmes:

o The Programmes List screen lists all the programmes the school is
authorised to provide.

@ The Programme Details screen lists the students enrolled in a particular
programme.

These are the main screens you will use and you will keep returning to them.

Enrolment screens You will use this series of screens when enrolling a student on a programme. They
are accessed via a programme screen.

Other action screens |These are all the other action screens (eg. amend student details). They are also
accessed via a programme screen.

Security screens This group of screens help protect ERS from unauthorised use.

An overview chart is available showing how the screens all fit together.

Logging out

Remember to log out when you have finished.

' ESAA stands for “Education sector authentication and authorisation”. It is a web-based service that controls access to

many education sector computer systems.
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General techniques

Mandatory fields

Mandatory fields are marked with a red asterisk. For example, in the screen below both National
Student Number and Date of birth are mandatory.

National Student Index Details

Mational Student Mumhber |D1094?1904 i
Date of birth iz o7 |Jress  |» Lookup er [ clearnsn |

day marth wear

Use the ERS buttons

It is very important to use ERS’s buttons. For example:

£ Windews Intermet Explorer

Programme List 244 - Chanel College

Programmes

Seachy  tomoer | tiame [ Seareh | _ Resetsearen
Fter Listby  drea | I Rl | =] | Resstpiner |

Mo, Hame Fund Start Stamo) Active Leamers Maximum Leamners

...not the browser Back
Parkod Enrolmants button...
nsh First Name Last Rams Programme Bumber Commant Dt Park s b

Tho ore 0 parknd orris ...and not the X button.

|
7}

oene T T T T Rvecaiinivanes B

BE WARNED: Using the browser to navigate or close screens will lose all your data entry in some
situations.
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Menus

Menu items are listed across the top of most of the screens like this:

Electronic Receipting System

You are logged in as

Programmes List

Programmes

| U=er Services | Help | Logout

These are the
menus.

Search by Humber I Hame I

Filter List by Area

ICanterbury LI Fund I j Statuz IE

This describes those menu items:

MENU ITEM

COMMENTS

Home

Clicking the Home menu returns you to the Programmes List screen.

User services

Click the User Services menu to change any of the following:
@ Your password.
@ Your challenge response questions.
= Your ESAA profile (see note below).
= Change organisation (only appears if you have authorisation to act on behalf of more
than one organisation).

NOTE: “ESAA stands for Education sector authentication and authorisation”. It is a
web-based service that controls access to many education sector systems. You cannot
access ERS until you have been set up in ESAA.

Help Clicking the Help menu displays a page from which you can download this user guide.

Make sure you choose the ERS Help menu like this:

/A Trainees List - Microsoft Internet Explorer provided

J File Edit Wiew Favorites Tools  Help ~_ Click ERS help...

| wBak ~ = - @D i} | Qusearch [GIFS

Electronic Receipting Sys
- ...not the browser help
| Uzer Services | Help | Logout

Log out Clicking the Log out menu logs you out of ERS. See Logout screen for more detail.

IMPORTANT: Always log out when you have finished to avoid unauthorised access to
ERS.

ERS User Guide for Gateway programmes Page 6 of 36




Screens: Overview chart

This shows how the various screens link together:

Login to ERS

4

Choose
Organisation
(If you have access
to other Schools)

Programmes List

Enrol Students

Programme Details

»

Park Enrolment

Amend Student
Details

Withdraw Student

Record Outcomes
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Screens: Programmes

This section describes the two screens that list programmes and their details. They are the main
screens you will use.

Programmes List screen
Use the Programmes List screen to display:
s All the programmes the school is authorised to provide.

= All “parked” enrolments. (You can park an enrolment partway through data entry if you
need to clarify data or obtain missing data before continuing. Everything you have entered
so far will be saved).

The Programmes List screen first appears on logging in (see Login screen). In many situations,
you will return to it after using making changes via the Action screens. Either:

s Search: Enter the Programme number or programme name or part of the name

o Filter the list: Limit the display by selecting filters from the drop down lists

Always check that you have

Most schools have only one programme. However, if you have
the correct school.

more than one, you can use this area to SEARCH for a
programme, or to FILTER the display to restrict the list to
programmes meeting certain criteria.

Electronic Receipting System

| User Serices | Discretionary Approval | Help | Logout

fou are logged in as helpdesk

Programme List 3J - Kaitaia College*

Programmes
Search by Humber Mame I Search I Resat Search I
Filter Listby  frea | =] Fund [ 7] stetus | =] Fiter | Reset Filter |
No. Name Fund Start Status Active Learners Maximum Learners
21060037 Gateway GATEW OB/02/2006 Active b5 95 Enral

This area lists all programmes the school is approved
Parked Enrolments

for. You can make it shorter by searching or filtering.

HSN First Programme Comment Date Parked User Id
Name Name . .
This area lists any
1234567090 Joe Blows witthle ?%E?QDD?. helpdesk Select  Delg parked enrolments.

1234567391 Fred Blows fihzadklfh 01,/05/2007, helpdesk Select Delete

1111

NOTE: You can display a programme’s
details by clicking its number.

Clicking on the programme number (on the left) displays the Programme Details screen where you
can:

= View detailed information about a programme (start and end dates, number enrolled and
maximum permitted and list of students).

o Enrol a new student in a programme.

= Resume data entry for a parked enrolment.
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FIELD, BUTTON, LINK

COMMENTS

SEARCH AREA

Number

Programme number.

Name

Part or all of the programme name.

Search button

Click this to execute the search. The programmes list changes to reflect the search
criteria.

NOTE: ERS will take you directly to the Programme Details screen if there is only one
programme in the search result.

Reset button

Click this to clear the search fields.

FILTER AREA

Area Eg. Northland.

Fund Gateway.

Status Active / Pending / Complete.

Filter button

Click this to execute the filter. The programmes list changes to reflect the filter criteria.

Reset button

Click this to clear the filter fields.

PROGRAMMES LIST

Number List of all programmes you are approved for. You can make it shorter by searching or

Name filtering.

Number link The programme number is also a link. Click it to see detailed information about the
programme. The Programme Details screen appears.

Enrol link Click this to enrol a new student in the programme. The Student Details screen will

appear.

NOTE: Remember to take parked enrolments into account when deciding whether to
accept additional enrolments.

PARKED ENROLMENTS

NSN List of all parked enrolments.

First name

Select link Click this to restart enrolment of the new student. The Student Details screen will
appear.

Delete link Click this to delete a parked enrolment started in error. You will be asked to confirm the

deletion. If you delete the enrolment all of its data will be lost.

ERS User Guide for Gateway programmes
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Programme Details screen

Use the Programme Details screen to display detailed information about a particular programme
including:

o Fund, start and end dates, and programme status.

Number of students currently enrolled in the programme and the maximum permitted.

o List of students.
Starting at the Programme Details screen, you can:
o Enrol a new student.
= Amend a student’s details.
o Delete a student when it is the same day as the student was enrolled.
= Withdraw a student from the programme.

o Record the outcome for a student.

The Programme Details screen appears after clicking the programme number in the Programmes
List screen.

/2 Programme Details - Windows Internet Explorer

=TS
@: - |g httpiffeerx-uat-app2.tec, govt.nz/self-service/listCourses do?method=list Traineestid=35100032 j (X ILive Search |-
— - »
W 88' '| (& httpiffintranet/pagesidefaul.., |§ERS for Targeted Training a... |$Tarqetgd Training ~ Tertiary... | &5 Programme Detalls x | | 5+ Bl - o= - [2bPage - {0 Todls -

Electronic Receipting System Always check that you have
the correct programme.

| User Semvices | Help | Logout

You are logged in as tecperfuser102

Programme Details 35100032 - Gateway Course for Buller High

Fund Programme Start Date

Programme End Date Status Payment Cycle
e i { Click this link to enrol " .
a new student.
There are no recesses. I~
Learners ...or click one of these links to
amend student details, withdraw or

Number of learners currently enrolled is 2 out of a maximum of 12 delete them or record an outcome. Enrol
HSH First Hame Last Name Start Date End Date nm\ :

0132830638 Peter Jones 10/02/2010 \ Amend Delete Placement
0133612981 Janele Smith 0810272010 Amend Delete Placement

Build version:2.1.0

Datsbsse URL: jobcisybase: Tdsisybust04:50 10/4op_test, user=dbo
NSI URL: https://ppnsi.nsi.govt.nz/intarfaceinsi_xml.asp
Authentication Provider URL: htps://security education.org.nz

s

[T T [ [N tocalintranet H100% -
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FIELD, BUTTON, LINK

COMMENTS

SUMMARY DETAILS (AT TOP)

Fund
Programme start date
Programme end date

High-level details about the programme.

STUDENTS

Number of students
currently enrolled

Number of students currently enrolled in the programme and maximum permitted.

Enrol link

Click this to enrol a new student in the programme. The Student Details screen will
appear.

NOTE: Remember to take parked enrolments into account when deciding whether
to accept additional enrolments.

LIST OF STUDENTS

NSN List of all students enrolled in this programme.

First name

Last name

Amend link Click this to amend student details. The Amend Student Details screen will appear.

Delete Placement link

Click this to delete a student enrolled in error. The Delete Placement screen will
appear.

Notes:
= The option of “deleting” a student is available only if the programme has not
yet started OR the student was enrolled today. (Otherwise you are given the
option of “withdrawing”).

= After deleting a student from a programme the student will no longer show
as an active enrolment.

Withdraw link

Click this if the student is withdrawing from a programme before the programme-
end date. The Withdrawal screen appears.

IMPORTANT: Complete a “Placement in error” form if you are withdrawing a
student as the result of a placement error. The TEC will use the information you
provide to help identify any payment adjustments that may be needed. (The form is
available on the TEC website here).

NOTE: The option of “withdrawing” a student is available only if the programme has
started AND the student was enrolled before today. Otherwise you are given the
option of “deleting”.

Record Outcome link

Click this to add an outcome for the student. The Record Outcome screen will
appear.

Notes:
o This cannot be done until three months after withdrawal.

= Only TEC will be able to change the outcome after it has been submitted.

ERS User Guide for Gateway programmes
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Screens: Enrolment

This section describes the enrolment screens. These are the series of screens that appear when
you enrol a student in the Gateway programme.

NOTE: The screens are described in their order of appearance.

-Student Details screen

Use the Student Details screen to:
o download student details from the National Student database; and
o enter student contact details.

Display it by:

o clicking an Enrol or Select link in the Programmes List screen; or

o clicking the Enrol link in the Programme Details screen.

Electronic Receipting System

| User Services | Discretionary Approval | Help | Logout
You are logged in as helpdesk
Gateway Enrolment - Student Details

. Enter the National Student
Number and date of birth.

2. Click the Lookup NSN
button.

National Student Index Details

MNational Student Mumber 1234567890 d Found NSN

Date of birth I . 5 I anE =
1 12 1982 Lookup i |[clearnsn |
w2 Joe Blows 3. The remaining fields update automatically (if
S e Joseph Blows the information is available in NSN). Modify
anything that has changed.
Gender female
Address
Strest [1Penny Lane
| 4. Click the Next button.
Suburb [Karari

Town/city |Gish0rne

Contact phone number

Other phone number

_Med | park| cancel |

FIELD, BUTTON, LINK COMMENTS

National Student Number |You cannot enrol a student without the NSN.

Date of birth Fields will automatically populate when you click the Lookup NSN button if the
Name information is available in the National Student Index.
Gender
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FIELD, BUTTON, LINK

COMMENTS

Lookup NSN button

Click this after entering the NSN and date of birth. The remaining fields will
automatically fill if the information is available in the National Student Index.

Clear NSN button

Click this to clear the NSN and start again.

Street

Suburb

Town / City

Contact phone number
Other phone number

Information will automatically populate when you click the Lookup NSN button if
the student has previously been enrolled on a TEC funded programme.
Amend as appropriate.

Next button

Click this to move to the next screen.

Park button

Click this if you need to “park” the enrolment while you clarify details or obtain
missing information. The Parking screen will appear.

NOTE: Parking an enrolment saves data from all four of the enrolment screens
not just the one you are looking at.

Cancel button

Click this to cancel the enrolment. All information entered will be lost.

ERS User Guide for Gateway programmes
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Statistical Information screen

Use the Statistical Information screen to enter statistical information such as ethnic group,
employment history and so on. The screen appears after clicking the Next button in the Student
Details screen:

Select the student’s
school year.

Electronic Receipting System 1.

| User Senvices | Discretionary Approval | Help | Legout
You are logged in as helpdesk
Gateway Enrolment - Statistical Information

2. Select one or more
ethnic groups.

2.

Statistical Informaticn If your selections include New Zealand Maori

Year at Schoal 127" you must also specify a main tribal group...
| _
_E_tn=|_1i£|-;3_r_-3=q|i__=_ §a|1lcla|? e o ...plus any other tribal affiliations.
- 'Fcng‘an o
Miugan
Tokelauan |
Main tribal group Hauraki (Coromandel) Region, not further defined j 4. Then click the
: / Next button.
Aotea s,
Dont Know name of Iwi
Cther tribal affiliations |Hapu Affiliated to More Than One Iwi
ay select more than ane :Hauraki (Coromandel) Region, not further definzs
Hauraki / Pare Hauraki
Horouta lwi na gron unspecified
; = -l
[Bscx] et Park| _cancel |
FIELD, BUTTON, LINK COMMENTS
Year at school Select the student’s school year.
Ethnic group Select one or more by holding down the Ctrl key.
Main tribal group Select from the drop-down list (only if your selections included New Zealand Maori).
Other tribal affiliations | Select any other tribal affiliations. To select multiples:
= select the first one;
o press the Ctrl key and keep holding it down while you click your second
selection;
o keep doing this until you have selected all the required affiliations.
WARNING: You will have to start again if you forget to hold the Ctrl key down.
Back button Click this to return to the previous screen. (You will not lose what you have entered.)
Next button Click this to move to the next screen.
Park button Click this if you need to “park” the enrolment while you clarify details or obtain
missing information. The Parking screen will appear.
NOTE: Parking an enrolment saves data from all four of the enrolment screens not
just the one you are looking at.
Cancel button Click this to cancel the enrolment. All information entered will be lost.
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Placement Details screen

Use the Placement Details screen to enter information about the placement. The screen appears
after clicking the Next button in the Statistical Information screen:

Electronic Receipting System \\X/f byl

| User Services | Discreticnary Approval | Help | Logout

: 1. Select the employer and their industry.
You are logged in as helpdesk - (NOTE: Also see “To add, edit, delete...” in
Gateway Enrolment - Placement Details the table below).

Placement Employer

" qwarts S Wi d Wizardry =] *
Employer |Hng.,arts School of Witchcraft and Wizardry J Choase an employer from the dropdown to use the
Industry IBcat building j & employer details for this enrolment
NOTE: Exiting these fislds will change the employer detais forthis placement only 2. On selecting the employer, their details
Employer Contact IPrUfesaurDumhledure ﬁgz::;ah;re Make any corrections as
Contact Phone (|oe )|9999090 A '
Address |H0g'-.-varts Castle P
| 3. Complete these
I details.
ISome'-.vhere near Hogs

Duration of Placement

I 3 I 3 :
Learner Start Date 1 o or
Proposed Duration (VWeeks) 12

Proposed Hours Per Week

4. Then click the
Next button.

FIELD, BUTTON, LINK COMMENTS

Employer Select the employer.

Industry Select the industry the employer fits within.
To add, edit, delete ... Sometimes you will need to:

o add a new employer to the list; or
= edit employer details; or

o delete an employer.

To do this, click the red link on the right of the screen:

\itchcraft and Wizardry =

Choose an employer from the dropdown to use the Click the red link.
vl : employer details for this enrolment.

The Maintain Employers screen will appear.

Employer contact This information is automatically filled when you select the employer / industry if
Contact phone previously entered. (See page 22) Amend as appropriate.

Address

Student start date Date the student started the employment.

Proposed duration Proposed duration of the employment (in weeks).

Proposed hours per week |Proposed hours per week during the employment.
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FIELD, BUTTON, LINK COMMENTS

Back button Click this to return to the previous screen. (You will not lose what you have
entered.)

Next button Click this to move to the next screen.

Park button Click this if you need to “park” the enrolment while you clarify details or obtain

missing information. The Parking screen will appear.

NOTE: Parking an enrolment saves data from all four of the enrolment screens
not just the one you are looking at.

Cancel button Click this to cancel the enrolment. All information entered will be lost.
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Learning plan

The Learning Plan screen looks like this if nothing has been added to the indicative learning plan:

Education Comn

You are logged in a

Gateway Enrolment - Learning Plan

Fl'he empty screen
uooks like this.
Indicative Learning Plan
Humber Title Level CreditValue Assessment
Add Unit Standards . _.I\
Backl Finish | F'a.r‘kl Cancel | Click this button to add a

unit standard to the list.

It looks like this after adding unit standards:

Education Comr

Yo & e
Gateway Enrolment - Learning Plan

rAfter adding unit standards,

the screen looks like this.
Indicative Learning Plan
Number Title Level CreditValue  Assessment
231 Explain the operation of two and four stroke petrol and diesel engines 2 4 Im * Remove
508 Test a two stroke and a four stroke diesel engine to determine their 4 4 -
condition ISchool I Remove
2313 Repair fuel injection pump drives on diesel engines 4 4 IShared vl * Remave

Add Unit Standards... | /

To remove a unit

Back | Finish | Park| Cancel | slt'arlld'?r(é{ from theb Iitstt
click its Remove button.

FIELD, BUTTON, LINK COMMENTS

Assessment column Select “Work”, “School”, or “Shared” from the drop-down list to indicate where
the assessment is most likely to occur.

Remove button Click this to remove a unit standard from the list.

Add Unit Standards button | Click this to add a unit standard to the list. The Find Unit Standards screen will
appear.

Back button Click this to return to the previous screen. (You will not lose what you have
entered).

Finish button Click this to move to the next screen.
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FIELD, BUTTON, LINK COMMENTS

Park button Click this if you need to “park” the enrolment while you clarify details or obtain
missing information. The Parking screen will appear.

NOTE: Parking an enrolment saves data from all four of the enrolment screens
not just the one you are looking at.

Cancel button Click this to cancel the enrolment. All information entered will be lost.
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Confirmation screen — number one

The second to last

screen for an enrolment is the confirmation screen number one. This screen

provides a last chance to check everything you have entered and certify that it is correct. The
screen appears after clicking the Next button in the Learning Plan screen and lists all the
information entered on the four previous screens:

Electronic Receipting System

| User Services | Discreticnary Approval | Help | Logout

You are logged in as helpdesk

Gateway Enrolment - C

Personal and Contact Info
MNSN

Mame

Date of birth

Gender

Address

Contact phone number
Other phone number

Ethnicity
Ethnic Groups

Provider Declaration
| confirm that:

1. | have completed and signed the declarations requi

2. The information | arm subrmi

of any obvious typographical errar;

Please declare the above to be true: 17

Completed by: 779646
Completed on: 7A7/07 11:

onfirmation Page

1. Check all your data entry
against the original
enrolment form.

rmation
1234567280

Joe Blows
14/12/1985
female

1 Penny Lane

Karori

2. Complete the declaration by
clicking (putting a tick in) this
box if evervthina is correct.

Gishome
(06) 1112223

Maaori

3. Then click the Submit button.

e learner's enralment farm.
T exactly as it appears on the learner's enraln
have been noted an the enralment form).

tting is comple

[ submit ][ pack | [ Park ] [ Cancel

FIELD, BUTTON, LINK

COMMENTS

Please declare the
above to be true

Select this field only if all the data entry is correct.

Submit button

Click this to submit the enrolment.
Notes:

= The screen will not appear to change however the top and the bottom of the page
has. Refer to Confirmation Screen — number two

Back button

Click this to return to the previous screen. (You will not lose what you have entered).

Park button

Click this if you need to “park” the enrolment while you clarify details or obtain missing
information. The Parking screen will appear.

NOTE: Parking an enrolment saves data from all four of the enrolment screens not just the
one you are looking at.

Cancel button

Click this to cancel the enrolment. All information entered will be lost.
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Confirmation screen — number two

The last screen for an enrolment is the confirmation screen number two. The screen appears after
clicking the Submit Button. The content of the enrolment details remains the same however the top
and bottom of the page has changed.

The top of the page instructs you to print the screen for audit purposes and allows you to close the
enrolment screen or enrol another student on the same programme.

At the bottom of the screen the Submit, Back, Park and Cancel buttons have been replaced by the
options to close the enrolment screen or enrol another student on the same programme.

| /2 Gateway Enrolment - Confirmation Page - Windows Internet Explorer 1. Print the screen.

2 = |2 htp:Jlesrs-uat-appz.tec. govt nejself-servicelpreparesatenay.do |

| THIS IS IMPORTANT. See
“Printout for audit nurnoses”

!ﬁ i 88| -| (& student Search

| (@& Gateway Enrolment - Co... X |

i Electronic Receipting System

| User Services | Help | Logout

You are logged in as tecperfuser102
Gateway Enrolment - Confirmation Page

Nilliam Smith 3

2.Click this to enrol another student
on the same programme

Please ensure#rdt this page is printed and is retained on the student's file.

cuse

Personal and Contact Information
NSM 128999691

Enrol Another Student On Same Programme |

Contact phone number
Other phone number

Ethnicity
Ethnic Groups

General Information
School Year

Placement Details

Careersville
(03) 789 1415

N Z European/ Pakeha

MName Oliver William Smith . .

. R 3. Click this to return to the
Gender male Programme Details Screen
Address 15 Happy Place

Employer Smiths Electrical
Industry Electrical
Contact Bill Smith
Contact Phone (03) 789 1478
| Student Start Date 09/02/2010
Proposed Duration 10 weeks
Proposed Hours Per Week 10 hours
Learning Plan
i Number Title Level Credits Assessment
e Identify basic employment rights and responsibilities, and . . P LI

/+.| Done, but with errors on page.

[| = Gatevay Corol

Page - Windowrs Internet Explorer

[ [ N3roealintranet Tioow -

— =<

o = [&] nepiresrxuat-
S5r <tr g -] 48 studens search

k.nz/ self - da

| & Gatewsy Enrolment - Co.

=l *2|] x| [uive search o[-

- B - e v - mase - 0 Tass - 7

Ethnicity =l
Ethnic Groups N Z European’ Pakeha
General Information
Placement Details
e Srmiths Flactricat
Industry Electrical . .
e 21 @mn 4.Click this to enrol another student
Contact Phone (03) 789 1478
Student Start Date 090272010 on the Same Droqramme
Proposed Duration 10 weeks -
Proposed Hours Per Week 10 hours
Learning Plan
Identify basic employment rights and responsibilities, and
2 sources of information and assistance g = Frrrel
= Demonstrate knowledge of electrical test instruments and take o .
EEETEE
15844 Select and install flexible cords 2 3 Work
15845 Draw and explain simple electrical diagrams 2 4 Shared . .
roosn S o e e T e mirde R R ETESE 2 5 e 5. Click this to return to the
= electrical appliances R
15840 Perform manual soldering and de-soldering procedures for 2 » - Programme Details Screen
electrotechnology work
Provider Declaration
1. 1 have completed and signed the declarations required by the student’s enrolme
have been noted on the enrolment form).
Please declare lhe above o be bue. = 7
Completed by- tecperfuser102
| compienea on wivarate
Close i e N T ErT
nsi urL: nite: —
[ Done, but with srrors on page. [ [ [ [ [ [N3ocalintranst Foioow -
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Printout for audit purposes

Printing is a crucial step and mandatory for auditing purposes so ensure you keep the printout on
your Gateway files. This is how you print the screen:

File Edit View Favorites Tc

New

Cpen... Ctrl+0
Edit:

Save Chtl45
Save As...

3

Page Seh_lp,//

Print... Cirl+P
Print Preview...

Send
Import and Export...

Properties
work Offiine
Close

Click the File menu
and select Print.

NOTE: The File menu may look slightly different if you are not using Microsoft Internet Explorer.

FIELD, BUTTON, LINK

COMMENTS

Enrol Another
Student

Click this return to the Student Details Screen enrolment.

Close

Click this to return to the Programme List
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Screens: Other actions

This section describes the screens you will use to take other actions (such as amending student
details). The screens are listed in alphabetical order.

Add / Edit Employer screen

This section describes two nearly identical screens, as follows:

SCREEN

NOTES

Add Employer

Use the Add Employer screen to enter a new employer’s details. The screen will appear

after clicking the Add New Employer button in the Maintain Employers screen.

Edit Employer

Use the Edit Employer screen to modify an existing employer’'s details. The screen will
appear after clicking the Edit Employer button in the Maintain Employers screen.

The Add Employer screen looks like this (the Edit Employer screen is nearly identical):

Electronic Receipting System

| User Services | Discretionary Approval | Help | Logaut

You are logged in as helpdesk
Gateway Enrolment - Add Employer

Employer Name
Contact
Caontact Phone
Address Line 1
Address Line 2
Suburb/Locale
Town/City

Industries this Employer provides
E

Gatey training ir

Cance

Save Employer

|The Galactic Empire

|Darth Vader

(|os ) |9999300 :
The Death Star :
High Orbit

Alderaan N

Agriculture
Aluminium Joinary (architectural)

Contracting
Dairy manygs>

LR, Ter
& )

N T

1. Enter or correct employer details.

*  Add Employer allows you to add the details of a

placement employer that you want to store, for use
in Gateway enrolments and amendments.

2. Click the Save Employer button.

FIELD, BUTTON, LINK

COMMENTS

Employer name

The employer (company) name.

Contact

Contact person.

Contact phone

Phone number of the contact person.

Address Line 1

Address Line 2

Suburb / Locale
Town / City

Address details.

Industries this employer
provides Gateway training in

Select one or more industries.

Save Employer button

Click this to save employer details.

Cancel button

Click this to cancel your data entry. All information you have just entered into
the screen will be lost.
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Amend Student Details screen

Use the Amend Student Details screen to modify a student’s previously-entered details (which
were first entered when enrolling the student into this particular programme). Display the screen by
clicking an Amend link in the Programme Details screen.

Amend Learner

Personal Details

NSN 1234667200 1. Add information and amend
Mame Joe Blaws the screen as appropriate.
Address

Street 1 |1 Penny Lane ’

Suburh |karori

Town/city |Gisb0rne !

Contact phone number (|08 1112223 .

Other phone number (| )l

Gateway Placement Details

Select Employer IHUgwarla School of Witchcraft and Wizardr\;j Choose an employer from the listto use the
employer details for this amendment.
Industry IDEiI"f manufacturing j : To Add, Edit or Delete Employers, click here

MOTE: Editing these fislds will change the employer detsils for this placement only .

Employer Im .
Employer Contact lm :
Contact Phone HE I EEEEEEE
Address Line 1 W :
Address Line 2 I—
Suburb/Locale l—
Town/City lm :

Indicative Learning Plan

2. Select (tick) this field to certify that all
information entered is correct when
you are ready to save.

Number Title Le CreditValue  Assessment

656

@

Prepare and present basic baking, pastry, and dessert items 10 Work | Remaove |

6570 Prepare and present baking, pastry, and dessert tems // 25 Work | Remaove |
Add Unit Standards.. /

Provider Declaration
| confirm that:
1.1 have completed and signed the declarations require

3. Click Save Amendment to
save the changes.

the leamer's enrolment form_

actly as it appears on the learners enrolment form and suppoerting docu
have been noted on the enrolment form).

2. The information | am submitting is complete and i TTTTE

correction of any obvious typographical errors (whi

Please declare the above to be true: r-
Completed by: helpdesk
Completed on: Thu Jul 26 12:03:26 NZST 2007

Save Amendment Cancel |

NOTE: Once a student has been withdrawn from a programme it is only possible to the amend
address and phone number.
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FIELD, BUTTON, LINK

COMMENTS

PERSONAL DETAILS

Contact phone number
Other phone number

NSN Use this information to confirm you have selected the correct
Name student.

ADDRESS

Street Student address and contact details.

Suburb

Town / City

GATEWAY PLACEMENT DETAILS

enrolment screens).

This section of the screen works exactly the same way as the Placement Details screen (one of the

INDICATIVE LEARNING PLAN

screens).

This section of the screen works exactly the same way as the Learning Plan screen (one of the enrolment

BOTTOM OF SCREEN

Please declare the above to be true

Select this field only if all the information is correct.

Save Amendment button

Click this to save the changes.

Cancel button

Click this to cancel the amendment. All information entered will be
lost.
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Delete Placement screen

The Delete Placement screen is used to confirm a deletion. An enrolment may only be deleted if
the student has been enrolled on the same day as you are deleting the enrolment or when the

programme has not started.

The screen appears after clicking a Delete Placement link in the Programme Details screen:

28060068 - Delete Placement for Joe Blows

Are you sure you want to delete the placement for Joe Blows on course 280600658 ?
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Find Unit Standards screen

Use the Find Unit Standards screen to select unit standards to add to the indicative learning plan.
Display the screen by clicking the Add Unit Standards button in one of the following screens:

s Amend Student Details
= Learning Plan (one of the enrolment screens)

Use the Find Unit Standards screen like this:

Electronic Receipting System

1. Enter the unit standard id

OR...

| User Services | Discreticnary Approval | Help | Logout
You are logged in as helpdesk
Gateway Enrolment - Find Unit Standards

...enter search criteria in this
area of the screen.

Unit Standard Id |

2. When you click the Search
button...

OR
Title Keywords  [diesel engine C Any @Al © Ex;
Min Credits |4— Max Credits l_
Min Level l— Mazx Level

Field |EIIGH & AND TECHNOLOGY j Sub-Field
Search Reset Search | Cancell /

- 3. Select (tick) the unit standards
Add Unit Standards _| e
: you want to add to the indicative
14 matching standards found -
training plan.

...the results are listed here.

Id Title

Excellence Field

two and fou

and diezel engines

4. Click the Add Unit Standards
button to return the screen you
came from when ready.

ERS will add the standards you
selected to the indicative
training plan.

Retrofit a turbocharger to 5 4 N N ENGINEERING Motor AUTOMOTIVE
a dizsal annina AMD Indietre FIIFl ewaTEL

FIELD, BUTTON, LINK COMMENTS

Unit standard id The unit standard id.

Title keywords One or more words to search for in the title of the unit standard.

Min credits Use these to limit the search to unit standards with a certain number of
Max credits credits.

Min level Use these to limit the search to unit standards at a certain level.

Max level

Field / Sub-field / Domain Select from the drop-down lists.

Search button Click this to execute the search.
Reset Search button Click this to clear all the search fields.
Cancel button Click this to cancel the search. You will be returned to the screen you came

from and nothing will be added to the indicative learning plan.

Add Unit Standards button | Click this to add the standards you selected to the indicative training plan.
You will be returned to the screen you came from.
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Maintain Employers screen
Use the Maintain Employers screen to:

o add a new employer to the list; or
o edit an existing employer’s details; or
o delete an existing employer.

Display the screen by clicking the “To add, edit, delete...” link in one of the following screens:
= Amend Student Details

s Placement Details (one of the enrolment screens).

Use the screen like this:

Gateway - Maintain Employers Click this button to add a new
employer...
Batman Add New Employer.. | . . i
g s oo » . Maintain employers will allow you to add, edit,
:Hogwarts School of Witchcraft and Wizardry Edit Emplayer ' %R click on one of the employers
Delete Employer | Seools students aiEp in the list THEN click this button
NOTE, deleting the details for an to edit their details...
employer will nat igiing placements fi
employer; only subseque
amendments.
ﬁclick on one of the employers in
Backl the list THEN click this button to
delete that employer.

Click the Back button to return to the screen you came from
when you have finished.

ERS User Guide for Gateway programmes Page 27 of 36



Parking screen

Use the Parking screen to “park” an enrolment partway through data entry. You would do this if you
need time to clarify data or obtain missing data before continuing.

The screen appears after clicking the Park button on any of the enrolment screens:

Electronic Receipting System

1. Explain why you are
parking the enrolment.

2. Then click the “Park
this form” button.
Comment (why you are parking the form): |\aiting fGM

Fark this form :|-em:r|"

| User Services | Discretionary pproval | Help | Logout
You are logged in as helpdesk
Gateway Enrolment - Parking

Notes:

s Parking an enrolment saves information you have entered on all four of the enrolment
screens not just the one you clicked the Park button in.

= Remember to update the student start date when you “un-park” an enrolment.

FIELD, BUTTON, LINK | COMMENTS

Comment Explain why you are parking the enrolment (eg. Waiting on confirmation from employer).

Park this form | Click to confirm that you want to park the enrolment. The screen you originally came from
button will appear (Programmes List or Programme Details).

Cancel button | Click to cancel the “parking”. All information entered into this screen will be lost.
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Record Outcome screen
The Record Outcome screen is used to record each student’s labour market outcome.

NOTE: ERS will not allow you to do this until three months after withdrawal.

The screen appears after clicking a Record Outcome link in the Programme Details screen.

Electronic Receipting System

| User Services | Discretionary Approval | Help | Logout

You are logged in as helpdesk

Record Qutcome

Personal Details ]
1. Enter all relevant data into the screen.

MNSM 0113596466
Mame Shay Wilfred Wright
IMPORTANT: Make sure vou complete the correct tab.

Learner start date 12/4/2006

Learner end date

Learner Destination

Employment | et Training. | | Gther | 2. Click this button if there is more than one employer and
. then complete the additional fields that appear.
Employment Outcome I% -
Employer Details
Employer name I :

Contact person I :

Contact phone number

3. When you finished entering everything

click the Save Outcome button.
Fax number

E-Mail

Comments

Add Anather Emplayer |

e

Save Outcome | Cancell

NOTE: Which fields are visible depend on which tab you select (Employment / Further training /
Other).

FIELD, BUTTON, LINK COMMENTS

TOP OF SCREEN

NSN Use this information to confirm you have selected the correct student.
Name

Student start date
Student end date

EMPLOYMENT TAB

Employment outcome Select the labour market outcome from the drop-down list.

Contact person Contact person at the employer and their contact details.
Contact phone number
Fax number

Email
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FIELD, BUTTON, LINK

COMMENTS

Comments

Any additional comments you would like to make about the outcome.

Add Another Employer
button

Click this if there is more than one employer. More fields appear allowing you to
enter the second employer.

Remove button

Only visible if more than one employer has been entered. Click this button to
remove the employer.

FURTHER TRAINING TAB

Training outcome

Select from the drop-down list.

Name of training
organisation

Name of the training organisation.

Contact person
Contact phone number
Fax number

Email

Contact person at the training organisation and their contact details.

Comments

Any additional comments you would like to make about the outcome.

OTHER TAB

Other outcome

Select from the drop-down list.

Comments

Any additional comments you would like to make about the outcome.

BOTTOM OF SCREEN

Save Outcome button

Click this to save the outcome.

Cancel button

Click this to cancel the outcome. All information entered will be lost.
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Withdrawal screen

IMPORTANT: If you are using this screen to withdraw an enrolment made in error you must also

send a “Enrolment in error” form to the TEC Service Centre.

Use the Withdrawal screen if a student is withdrawing from a programme before the programme
end date. The screen appears after clicking a Withdraw link in the Programme Details screen.

Electronic Receipting System

| User Services | Discretionary Approval | Help | Logout

You are logged in as helpdesk

Gateway Withdrawal r
1

. Enter all relevant data

L into the screen.

Personal Details

NS 1234567890
MName Joe Blows
Leamer start date 25/07/2006

Withdrawal Details

Withdrawal date Izg— IW— IEIE— N

day manth year

Warkplace leaming placement proceeded ygg & g O °

as anticipated?

If No, reasen placement did not pro. ACipated:

. Click the Save Withdrawal button when
you have finished entering everything.

Save Withdrawal | Cancel |
FIELD, BUTTON, LINK COMMENTS
NSN Use this information to confirm you have selected the correct student.
Name
Student start date
Withdrawal date Date of withdrawal.

Workplace learning placement | Select Yes or No.

proceeding as anticipated If No enter the reason.
Save Withdrawal button Click this to save the withdrawal.
Cancel button Click this to cancel the withdrawal. All information entered will be lost.
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Screens: Security

This group of screens help protect ERS from unauthorised use. The screens are listed in
alphabetical order.

Choose Organisation screen

This screen only appears if the user has authorisation to act on behalf of more than one
organisation. For those users, the Choose Organisation screen appears after clicking the Login
button in the Login screen:

Electronic Receipting System l

Homme | Uset Services | Help | Logout

You are logged in as

Choose Organisation

Choose the organisation that you wish to service

Gulliver's Training Chaose |
Captain Training Chooge |

Click the Choose button next to the school you want to work as. The Programmes List screen
appears.

NOTE: You can only be logged in to one school at a time.

Change an organisation when already logged in
To change school when you are already logged in:
s Click the User Services menu

= Select “Change your currently selected organisation”
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Login screen

Use the Login screen to log into ERS. Enter the following address in your web browser (Internet
Explorer or similar) to display it: http://service.tec.govt.nz

The login screen appears like this:

Electronic Receipting System

Login
Username I

Pazsward

o]

Forgotten Password

1. Enter your username

//)‘&\ Tertiary Education Commission
OSSP vo Amsioemnt Mhibacicannn Matua

and password.

2. Then click the

Login button. ]

FIELD, BUTTON, LINK

COMMENTS

Username Enter your username. (Obtaining username and password describes how to
obtain a username and password.)
Password Enter your password.

Notes:
= See Obtaining username and password if you do not have a username and
password.

= Use the Forgotten Password link (see below) if you have a username but
have forgotten your password.

Login button

Enter your username and password and then click to log in.

Notes:
o For users set up to work on only one school, the Programmes List screen
appears. But for users set up to work on multiple schools, the Choose
Organisation screen appears.

= You will be automatically logged off if you stop using ERS for 30 minutes.
You will lose any information you have not parked.

Clear button

Click to remove all text from the Username and Password fields.

Forgotten Password link

Click if you have forgotten your password. The Forgotten Password screen
appears.
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Logout screen

Log out of ERS like this:

ACTION

COMMENTS

1. Click the Logout menu item

Programmes List

Click Logout.

Programmes

Search by Humber I— Name I—

Filter List by Area |Camerbury j Fund I LI Status IAC

2. Logout screen appears

After clicking the Logout menu item the Logout screen appears:

NOTE: If you click the “Back to ERS”
You are logged out. link, the Login screen will reappear.

Back to ERE

IMPORTANT: Always log out when you have finished to avoid unauthorised access to ERS.
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Quick reference

This summarises how to carry out various tasks in ERS:

ToPIC ACTION How TO DO IT
Challenge Change Click User Services menu, then click “Change your challenge phrase”.
phrase
Enrolment Amend student |Click Amend link next to the student (in the Programme Details screen).
details
Delete Click Delete Placement link next to the student (in the Programme
placement Details screen). You may only delete an enrolment the same day or
when the programme has not yet started.
If parked, click Delete link next to the parked enrolment (in the
Programmes List screen).
Enrol Click Enrol link next to the programme (in the Programmes List screen);
OR
Click Enrol link in the Programme Details screen.
Park Click Park button on any of the Enrolment screens:
Personal Details
Statistical Information
Placement Details
Learning Plan
Confirmation
Record outcome |Click Record Outcome link next to the student (in the Programme
Details) screen.
Resume after Click Select link next to the parked enrolment (in the Programmes List
parking screen).
Switch to If you are in the Programme Details screen and want to start enrolling
different students in a different programme, click the Home menu and return to the
programme Programmes List screen.
Withdraw Click Withdraw link next to the student (in the Programme Details screen)
If the enrolment was made in error, also send an “Enrolled In error” form
to the TEC.
Log in See descriptions under Logging in and Login screen.
Log out Click Log out menu.
Organisation |Change See description under Change organisation when already logged in.
Outcomes See relevant entries under “Enrolment” in this quick-reference.
Park See relevant entries under “Enrolment” in this quick-reference.
Password Change Click User Services menu, then click “Change your password”.
Password Obtain See description under Obtaining username and password.
Placement See relevant entries under “Enrolment” in this quick-reference.
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TorIC ACTION How TO DO IT

Programme List all Display Programmes List screen.

View details Display Programme Details screen.

Security See entries in this quick-reference under:

Challenge phrase
Login

Log out
Organisation
Password
Username

Student See relevant entries under “Enrolment” in this quick-reference.

Username Obtain See description under Obtaining username and password.
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