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Tip Sheet

Managing an Existing Enrolment
Pattern

1. on the Select Existing Pattern button.

' Select Pattern ™ 5 |

Find | Closs |

Step 1. Choose yvour =election order.
— Select by
¢ Code O Tite

Step 2. Make vour 2election from the available records within the dropdown.

— Selection
Code [ Title i
ads dz
AP | Azzessing Perfarmance

E nralment Pattern

2. Select the required pattern from the drop down box.

3. The details of the pattern will appear.

& Pattern [ ID: 3 J: EP, Enrolment Pattern =] < |
Select Pattern | Close |
Add | Edit | Cance | Save | Delete | Print | 4= | e |
Internal Code: !EP
Title: !Enrnln‘ent Pattern Total Unit Standard Credit Value:

Cualification | Unit | [E]- EP : Enrolment Pattern

- Offered Qualification

Single Seiec‘t:l vI " Offered Unit

Code [ Title [ select
National Certificate in Adult Education and Trai
Assessing Performance

| sortby: & cooe © 'I'rtle|

Record Created: 27/02/2005 Web Links: Mew Fealand Qualifications Authority Showing: All Patterns
Record Updated: 27/02/2008 National Student Index #3073

4. From here changes can be made to your enrolment patterns.
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Changing the Internal Code and Title

1. Click on the Edit button.

& Pattern [ ID: 3 J: EP, Enrolment Pattern ' "=JoE
Select Pattern | Close |

Add | Edit |-j.::-'-:-_--| Save | Deletel Print | + | =» |

Internal Code: !EP

Title: iEanIrnent Pattern Total Unit Standard Credit Value: I

El- EP : Enrolment Pattern
i Dffered Qualification

Qualification |Unit I

2. Change the required text in the Internal Code and Title fields.

3. Click on the Save button to save the changes.

Modifying the Qualifications and Units in the Pattern

1. Click on the Edit button.
2. [Click on the Qualification tab.

Internal Code: iAP

Title: iAssessing Performance Tote

Qualification IUnn I

Single Select: ] |
| Sortby: & Code € Tite | Selecied: 0
Code [ Title [ Sselect
L 0378.4.00 National Certificate in Adult Education and Trai [}
AP Aszsessing Performance [

3. Select the new qualification if required.

4. (Click on the Unit tab.
Internal Code: l,-c\li'—~

Title: !Assessing Performance Toti

Qualification  Unit |

~Sort by — SIEEd ! ‘v‘!
& Untt Standard Number ¢ Code ¢ Title | Selected: 8
Code [ Title [ Select

UNS6.5 | Attend to customer enquiries face-to-face anc [m]
] UNST.5 | Provide customer service in given situations |
| UNS8.4 .Cumplete a =ales transaction in a given s'rtuatit.
| |une1s Sell goods andlor =ervices on a consultancy b
: UNE2.4 .f.|a.ir.|tain personal presentation in the wurkplat.

= P R T Ve ey =

5. Select the new units if required.
6. CIick\ on the Save button to save the changes.

7. [Click on the Save button.
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Deleting an Enrolment Pattern

NOTE: Deleting an enrolment pattern does not delete the actual student enrolments

themselves — in fact it is recommended that any old enrolment patterns which are no longer
used are deleted.

1. Click on the Select Pattern button.

Select Pattern E] [

Find Close

Step 1. Choose vour selection order.
Select by

{+ Code  Title

Step 2. Make your =election from the available records within the dropdown.

Selection

Code [Title ]
ads ds

AP Aszzessing Performance

Enrolment Pattern

2. Select the pattern to delete.

3. [Click on the Delete button.

Pattern [ ID: 3 ]: EP, Enrolment Pattern

Zog
Select Pattern Close

Add ‘ Edit | ‘ |DelEte| Print | + | ‘

Internal Code: EP

Title:

[Enroiment Pattern

Total Unit Standard Credit Value:
Qualification IU"" |

=~ EP : Enroiment Pattern

— | Offered Qualification

4. A confirmation box will be displayed asking if you are sure you want to delete the current record.

¥

Delete Record

9

1,/ Are you sure you want to delete the current record?

5. (Click the Yes button to delete the pattern.



