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Tip Sheet

Submitting a Enrolled Student
(ERS)

1. In the Main Module on the Student Management button.
2. on the Students button.

3. Select student which we had enrolled earlier

4. Select the enrolment from the Trainee Enrolments.

B3 Trainee Enrolments I x|
Hame: |Guff, Phil D |11497 N5|,|13. = TEC Din S‘landarﬁViewl Close
Select

TEC Contract Number Title | start Date [ Enrolment Status | Finish Date [ ERS Status
| 300812008 [C e
30/082006 |C P

Record: I 1| 1] PIDI D*I of 2

5. If there is only one enrolment the Trainee Enrolments form may be bypassed directly to the ERS
Students Form.

B9 ERS Students Form B =]
Name: Ianf‘ Phil 'n-| 11487 n5|| BT mcni 0 Standard View | Close |
Start Date: [ 20082008 ERS Status:[P | Submitted Date: TEC Contract Number: [23080152

Title: ITD 3

Edit |Cancs| Save | Print | [ielete | Amend | Submit |'u'u'i%h:|raw| Dutcnmsl

 Basic Detalls I NSL | Eligibility Details | Travel Costs |

First Name o emicty: [ o] o-]| o=
Family Name: [ v [ = = =
Date of birth: [ 1erioneTa] Age: 38 EmpoymentHistory: [ -]
Gender: o - Prior Activity: |
Address Literacy Needs [ ]
Street: I Format |

|
Suburb: |

TowniCity: I
Contact Phone Number: I
Other Phone Number: I

6. Complete the applicable details in the ERS Students form.

7. on the Submit button to submit the data to TEC.

NOTE: If you have used the ERS website to submit student details previously, you will need
to do a manual ERS submission in Take2. This will mark the enrolment in Take2 as already
have been submitted to TEC but will not submit it again a second time. By doing this you will
then be able to complete the other transactions.
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& D|rec;1 ' Manual

| confirm that:

1. 1 have completed and signed the declarations required by the learner's
enrolment form.

2. The infermation | am submitting iz complete and iz exactly a= it appears
on the learner's enrciment form and supporting documentation, sxcept for
the correction of any obvious typographic errors(which have been noted
on the enrolment form).

Please declare the above to be true: [

Commit |

This will give you two options;
» Direct Submission
This will submit the information to TEC and request that this learner be placed on the
programme.
= Manual Submission
This will mark the enrolment as having been submitted, but will NOT actually submit
the enrolment.
If you have chosen to do a direct submit, you will be prompted for your SIA login.
8. Click on the Direct radio button.

9. Select the checkbox declaring the above to be true.

10. Click on the Commit button.

Electronic Receipting System (ERS) Login

User name: [I

Password I

Login I Clozge

If you have problems legging in with your username or

password =end an email to: tertiary. help@minedu.govt.nz

11. Enter your user name and password for the ERS.

12. Click on the Login button.

13. The details will be submitted and confirmation will be displayed in the panel below.
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Contact Phone Number: I

Other Phone Number: I

SUCCESS (06/06/2006 4:19:43 p.m.)

Unsubmitting a enrolled student

If your submission has been successful, the Submit button will then become the Unsubmit button.

E3 ERS Students Form K |

Name: IGr\gg.DanieI u):l 11492 NSI:! 10-341-3440) TEC Di 0 Standard\a’»ewl Close
Start Date:l 20/05/2006 ERS Status:[4 | Submitted Datel 07/06/2006 TEC Contract Number:lzauemgz
Select Enrolment

Title:  |TOPS
Edit | l'jsnt.&!l Save | Print | Delete | Amend | Unsubmit | Withdrawl Outcome |

Basic Details INSI | Eigibility Details | Travel Costs | Withdraw/Outcome |

Firzt Name: |m Ethnicity: | 381 =] | ;” [=]
Family Name: IGrigg i I ;” ;” ;I
umcatm record zl
<2 Are you sure that you really want to unsubmit this record? Daing so will allow the record to be re-submitted which could cause problems if TEC still has
‘--.'() the record in its system,

Clicking on Unsubmit will not result in the enrolment being removed from the ERS system - it
will only change the status recorded in Take2. If you have enrolled a student in error and submitted
this to TEC, you should instead use the Delete transaction, documented below, to remove the

enrolment.
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