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Part Three. How to check the status and
registration of students

3.1 Checking the status and registration of a student

Step 1. Using the menu headings you can

check the status of:

e Applications

Other Users

(50 class List

I'::J SchoolsiCorrectional Service

e Registered Students —I_ Spplications

e Non Returners

3.2 Applications

Regiztered Students
Mon Returners

T Erroimerts

EJ Providers

Logourt

Service Level Agreement
Pritnary Dual Entolment Students
Secondary Dual Enrolment Student=s
Departtnent of Corrections
Reload Wizard Request
[ cancelations
Cancel Enrollment
Cancel Subject
Cancel Application
[+ Enrolment Services

Wiesy Provider Contact Details
Request For Information
7 Request For Information

Step 1. If you select ‘Applications’, the following search criteria will display in the applications page.

Step 2. Select the parameters by which you want to search (below).

If you want to see just your current applications put “N” in the Cancelled (Y/N or ALL) box,
otherwise the list will include all students who have submitted ,then cancelled, enrolment
applications for in the current year.

Step 3. Click ‘Search’.

Applications

Person Number: 84236
Name: Aimee Lewis
School: Te Aho o Te Kura Pounamu

Note: Complete the fields below and click "Search’

Academic Year or ALL :

Student Number or ALL :

National Student Number or ALL :
Qualification Code or ALL :
Student Type or ALL :

Cancelled (Y/N or ALL) :

Admitted (Y/N or ALL) :

[ Search ] [ Clear Form ]

2013
213056612
133412098

Small Senior Classes [+]
M
Y

Continued on next page
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Part Three. How to check the status of a student continued

3.2 Applications continued

Below is an example of the search results for ‘Applications’.

You can narrow your search by using the search criteria above the fields.

Each box pertains to the field below it.

Please note: Enter the surname with a capital letter and the exact spelling although you do not need to
enter the full name e.g. for Smith you can enter ‘Sm’ then click ‘Search’.

Applications

Person Number: §1452
Name: Aimee Lewis
School: Te Aho o Te Kura Pounamu

Vs

]._

.

Student Qualification Application Application
Year Number NSN Number Student Name Code Student Type Date Status
2011 612345678 James Bond Y710 Emergency Staff Vacancy 23FEB-2012
2011 987654321 Joe Bloggs Y0-6 Gifted 23FEB-2012

Application

Cancel

Date Registered
N

N

The ‘Applications’ screen lists every student and gives the current status (blank if not yet processed,
‘Admitted’ when processed and the student is registered) and details for all enrolment applications in

the current year.

Click on the ‘Student number’ to see each student’s ‘Planned Subjects’ screen.

3.3 Registered Students

Go to this section to check the enrolment
status of your students registered in Te Kura
subjects and to see their subject teacher names
and contact details.

Step 1. Select ‘Registered Students’, the
following search criteria will display in

the Registered Students page: —l

Select the parameters by which you
want to search and click ‘Search’.

Step 2.

Searching for ‘All’ will give you all
students who have been registered for
the year including the cancelled

Registered Students

Person Number: 84236
Name: Aimee Lewis
School: Te Aho o Te Kura Pounamu

Note: Complete the fields below and click "Search’

Academic Year or ALL :|2013

Student Number or ALL :| ALL

National Student Number or ALL : ALL
Qualification Code or ALL :

Student Type or ALL :|ALL

Cancelled (Y/N or ALL): ALL

enrolments. If you want to see only
your currently registered students, put
“N” in the Cancelled (Y/N or ALL) box.

Search

Continued on next page
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Part Three. How to check the status of a student continued

3.3 Registered Students continued

November 2013

Result: Below is an example of the search results for a search of ‘ALL’ ‘Registered Students’. To view the registered subjects etc for only one student - in the ‘Student
Number or All’ box on the search screen, enter that student’s ID number and search, or enter the NSN in that search box and click search.

If you see students who do not belong to your school or if students are missing, please contact your Relationship Coordinator or Enrolment Services immediately.

Step 3. You can narrow your search by using the search criteria above the fields. Each box pertains to the field below it.

Registered Students

Marne: Amee Lewis

Ferson Mumber: 84236

School: 5t Cathernes College (Kilbimie

% Excel Format

| ]
Registration Registration
Student Teacher Teacher Teacher Bual Registration Cancel Cancel
‘ear MHurnber N&MN Mumber Surmarme  First Hames Main Subjects  Mame Ernail Extenzion Code Studert Type Diate Date Reason
013 HE03EIEE 612345678  Bond James G L3000 Gould Jan Jan. Gould (@ekura.school .nz ¥11-1%  Small Senior Classes 19-FEB-2013
013 213055365 987654321 Bloggs Joe EH3000 Thombury Shifey-#nne shidey-anne thombury @ekora school.nz ¥11-13  Small Senior Classes 13-bAR-2013
2013 213038595 612543219 McCaw Ritchie L2000 keegan Kim Kim. Kezgan@ekura school .nz ¥11-12  Small Senior Classes 22-FEB-2013
2013 211473444 912345678 Carter Daniel ZHz000 Li Ying ¥ing. Li@=kura.zchaol.nz 11-1%  Language for Bthnic 22-FEB-2013
678987654 Shelford Buck 53000 Baker John john bakerigtekura. school nz 11-1% Small Senior Classes 19-FEB-2013

To download the above list on an excel spreadsheet; click ‘MS Excel Format’.

Result: The ‘File Download’ window will appear
giving you the option to Open or Save the file.

Alternatively, select, copy and paste the Registered

screen details into a Word or different file type.

A 4

M5 Excel Farmat

Do you want to open or save this file?

lg j Mame: w2lpkg.xls
i Type: Microsoft Office Excel 97-2003 Worksheet, 2,96KE

From: tes.tekura.school.nz

» Open ] [ Save ] [ Cancel

Always ask before opening this wpe of file

F e | ‘while files from the Intemnet can be useful, some fles can potentially
d harm pour computer. IF you do not trust the source, do not open or
- save this file. "What s the nzk?

Continued on next page
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Part Three. How to check the status of a student continued

3.3 Registered Students continued

Student
‘Vear Humber
2013 213036363
2013 213054368

Step 4. To view details of a student’s latest work return dates (ie when work returned for marking was last received at Te Kura) and their subject teacher details, click
on the student’s ‘Student Number’ in the ‘Registered Students’ screen.

Result: The ‘Subjects of a Student’ screen will appear. displaying subject names, modules and the subject teacher’s name (screen shot below).

Subjects of a Student

Person Number: 84236
Mame: Aimee Lewis
[School: St Catherines College (Kilbirmie)

Date
Subject Main Last Work
Student  Student Name Coile Subject Description Subject Student Type Teacher Hame Received  Cancel Date Cancel Reason
612345678  Bond James GL3000 Classical Studies i Small Senior Classes Gould Jan
612345678  Bond James GL3001M  GLNQ3 Internal Standards N Small Senior Clagses Gould Jar 15-APR-2013
612345678 Bond James _ 7577v2 Analyse the nature of classical epic and comp N Small Senior Classes Gould Jar

Step 5. To view teacher’s telephone extension number (for 0800 65 99 88) click on the teacher’s name e.g. ‘Gould Jan’.

Result: The ‘Teacher Details’ screen appears (below), displaying the teachers name, email address and extension number.

Teacher Details

me: Aimee Lewis

erson Number: 84236
chool: St Catherines College {Kilbirnie)|

Teacher Name Email Phone Number Extension
Jan Gould Jan.Gould@tekura.school.nz 8499
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