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Overview 
 

The Department of Education and Early Childhood Development (DEECD) is responsible for the processing 

and distribution of an Education Maintenance Allowance (EMA) payment which is available to the following 

recipients, provided that they qualify on the first day of the first and/or third terms of the school year and 

have children under sixteen years of age who are attending a registered Victorian school: 

�  Parents who are a recipient of an eligible CentreLink pensioner concession or Health Care/Benefit, 

or  

�  Veterans Affairs card holders, or  

�  Foster parents 

The purpose of the EMA payment is to assist low-income families with the general costs of education for 

their children. The EMA is indexed annually to the Melbourne Consumer Price Index (CPI) to ensure that 

the payments reflect the increase in the cost of living. The payment amounts for primary students and 

secondary students are listed on the EMA Home page. Students who turn 16 during the period receive a 

pro-rata payment. 

The Department pays the EMA in two half yearly instalments, with 70% being paid in first term and the 

remaining 30% being paid in third term. Half of each instalment is paid to the parent either by Electronic 

Funds Transfer (EFT) into a nominated bank account or by cheque. The other half is paid electronically 

directly to the school, to be spent on approved expenses for that child. 

The School Start Bonus (SSB) is now administered th rough the EMA system.   

The SSB is paid once only to parents of prep students and once only to parents of year 7 students. The 

same student can be eligible for a SSB payment when in prep and again when in year 7. 

SSB payments are made to parents through Electronic Funds Transfer (EFT) only. This is reflected on 

the EMS/SSB application form.  

 

Applications that include prep or year 7 students MUST have a BSB and Account entered in order for 

parents to receive their SSB payment. The SSB payment is paid to parents just before the start of the 

first term of a school year, with follow up SSB-only payment run dates for later applications and after 

errors have been corrected. 

Payments can be made throughout the year if necessary, on the specified payment run dates in 

January and February.  

SSB EFT payments that are rejected can be corrected and resubmitted for EFT payment in the same 

manner as for rejected EMA EFT payments. 

To enable the SSB payment to be made before the start of term 1, at the start of term 4 each year EMA is 

closed for new applications for the current year and opened for the next year. 

This allows any applications, but primarily those that include prep or year 7 students, to be entered into 

EMA  
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Comprehensive Online Help  is available in the system (typically on the Main Menu) and contains detailed 

explanations and descriptions of EMA functions. 

The Home page and Application View pages also contain a Quick Reference section that can assist with 

working out how to do something in the system. 

The following outlines the typical EMA processes from start to finish:  

Getting started each year 

At the start of term 4 the EMA system will close (to adding applications for schools) for the current year and 

open for the next school year. Subsequent new current year applications must be handled by the EMA 

Business Administrator. 

Schools with Prep or year 7 enrolments should obtain completed EMA applications for the coming year from 

parents of prep and year 7 students as early as possible in term 4. The applications should include students 

in all year levels in a family, and should be entered into EMA as a whole. 

Limitation of downloading prior to promotion of students: Government schools with new students in year 

levels other than prep and year 7 will have to either delay entry of applications for these families until 

after they promote their students in CASES21, or add the applications with just the prep and year 7 

students for the SSB payment, and subsequently complete the applications after promotion. 

If schools have the capacity to first promote their students and then enter their EMA applications (or just 

those with prep or year 7 students) before the SSB eligibility date for the coming year, this would be the 

best approach. 

Optionally, School can choose to obtain applications for all students and take advantage of the early data 

entry period.  

The EMA application form incorporates SSB-related information. 

For families with prep or year 7 students, the application MUST include BSB and account details for EFT 

payment of the School Start Bonus. No BSB and account – no SSB payment. 

The requirement for bank account details for SSB payment does NOT mean that parents must also receive 

their EMA payment portion via EFT. Parents still have the choice  of getting their EMA portion paid via 

cheque or EFT, and signing over cheques to their school. 

Applications for the next EMA year entered during term 4 of the current year will have any CentreLink 

validation deferred until: 

a) The SSB eligibility date as shown on the EMA home page for applications with prep or year 7 students. 

b) The Period 1 eligibility date as shown on the EMA home page for applications with no prep or year 7 

students. 
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The School Start Bonus payment 

For applications that include prep or year 7 students, CentreLink validation will commence on the SSB 

eligibility date shown on the EMA home page. 

The EMA Home page will also show the next three payment run dates. On the dates marked as ‘SSB Only’ 

any outstanding SSB payments will be processed. On payment run dates with no such notation both 

outstanding SSB and outstanding EMA payments will be processed. The timeframes for EMA payments are 

unchanged.  

There will typically be at least two SSB-only payment run dates before the start of term 1 to maximise the 

number of SSB payments completed before then.  

SSB EFT payments that are rejected can be corrected and resubmitted for EFT payment in the same 

manner as for rejected EMA EFT payments, except that there is no option to redirect it to a cheque 

payment.. 

The EMA Business Administrator should be consulted if an EFT rejection cannot be resolved. 

Period 1 - Instalment One (P1) 

At the start of term 4 of the current year, Schools can distribute EMA application forms to parents for the 

next  school year to complete and return by the due dates. This is primarily to gather applications for the 

next year that include prep or year 7 students and enter them before the end of term 4 so that the SSB 

payment can be made to parents before school starts in the next year. 

Schools can opt to gather applications for the next year for all students if they wish, or use other timeframes 

as they see fit.  

Applicants who are claiming as Foster Parents or Veteran Affairs Pensioners must show proof of this status 

to the school. 

Schools then enter the information into the EMA web system.  

·  This can be done at any time after  the start of term 4 of the current year, for the ne xt school 

year . Applications from a prior EMA year can be copied to assist with data entry. 

·  Students can be set as being eligible for both period 1 and 2 payments, or for just one of the periods. 

·  Applications added after the school close date for a period may be flagged as either late or special 

consideration applications and must be approved by DEECD Head Office before being eligible for 

payment. 

Applicant details are validated by CentreLink where a CRN is entered, on or after the SSB eligibility date for 

applications with prep or year 7 students, or on or after the Period 1 (P1) eligibility date for other 

applications, to ensure the CRN is valid as at the P1 eligibility date.  

Applications added before the SSB/P1 eligibility date will be marked to have validation performed on the 

SSB/P1 eligibility date as appropriate. The validation will be deferred until the SSB/P1 eligibility date.  

The CRN is mandatory for normal applications (application type 'Parent has CRN').  
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CRN failures can be identified in EMA through the Home page Status Summary section.  

Applications with CRN failures will be placed 'on hold by system'.  

Any applicants that have CRN validation failures will not have the EMA paid - therefore schools need to look 

into why it had failed and rectify them if possible.  

Schools will receive email reminders when CRN validation failures have occurred on the prior working day 

and are still outstanding.  

Applications successfully validated by CentreLink that are Active and have prep or year 7 students will have 

their SSB payment processed on the next payment run date. 

Applications successfully validated for period 1 by CentreLink are ready to be endorsed for EMA payment.  

Authorised users (School Approvers in EMA) at the school can endorse applications so the EMA payment 

can be made.  

Applications successfully validated by CentreLink that are Active and have been endorsed will have their 

Period 1 EMA payment processed on the next payment run date (excluding those marked as SSB Only).  

Parents’ portion of the EMA payments are made via EFT, or cheques sent to schools for distribution, in 

accordance with the application form.  

Schools’ portions of the EMA payments are paid to schools electronically into the school bank account(s) 

and identified with invoice numbers.  

Period 2 - Instalment Two (P2) 

All applications that were submitted in period 1 and also apply to period 2 do not need to be re-entered, 

only any updates need to be made as required.  

Schools update any changes to existing application or add any new applications (following the same steps 

as period 1) for period 2. The application’s Applies to Periods setting and student Eligible Periods settings 

must be set to reflect whether the new application applies to period 1 and/or period 2.  

Once this is been completed and before the first period 2 pay run date, school performs period 2 

authorisation, and endorsement of any new applications.  

After authorisation, any applications with CRNs that have not had period 2 CRN validation performed will 

have the CRN validation performed automatically.  

Any applicants that have CRN validation failures will not have the EMA paid - therefore schools need to 

look into why it had failed and rectify them if possible.  

Schools will receive email reminders when CRN validation failures have occurred on the prior working day 

and are still outstanding.  

Authorised applications successfully validated by CentreLink that are Active will have their payments 

processed.  



EMA School User Guide 8

 

Parent EMA Payment choices 

Parents have the option of receiving the 50% parent portion of their Education Maintenance Allowance 

(EMA) by either: 

�  Electronic Funds Transfer (EFT) directly into the parent’s nominated bank account  

OR  

�  Cheque payment – cheques will be sent to the school for distribution. 

The EMA application form includes a section for parents to indicate whether they wish to receive their EMA 

payment by EFT directly into their nominated bank account or  by cheque payment.  

�

Parents who choose the EFT payment option also need to include on the form their BSB number and bank 

account number for payment. The EMA School Administrator will then be required to enter these bank 

account details into the EMA web system. 

Parents choosing the cheque payment option will receive their payment via a cheque which will be mailed to 

the school. 

The use of the option of EFT payments to parents is expected to save schools time, alleviate paperwork and 

help reduce the administrative burden associated with the distribution and follow up of cheques. In addition, 

parents who choose the EFT payment option will benefit from a more convenient payment method and 

receive their EMA payments approximately 2 - 3 weeks sooner than they do under the current cheque 

based system. 
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Getting Started 
 

The EMA web system 
 

The EMA web system is a web based system that provides: 

�  a consistent method of registering applications across all government and non-government schools;  

�  an automated interface with CentreLink for the validation of applicants  

�  the ability for all schools to review and modify applications with strongly defined workflows; 

�  the ability to perform a central review of applications for corporate reporting;  

�  cheque and payment reconciliation;  

�  reporting, security and audit facilities;  

�  Minimal human involvement in the generation and distribution of payments.  

The EMA web system can be accessed at the following link: www.eduweb.vic.gov.au/ema.  

The system has been optimised to a screen resolution  of 1024 x 768. This is the minimum resolution 

required in order to avoid unnecessary scrolling. A higher resolution will display more of the typical EMA 

web page at once. 

Prior to accessing the system for the first time, new users are required to be assigned a role in the 

system (see next page for role details).  

School users who are School Approvers can maintain user access in either the School Administrator or 

School Approver role for their School without having to complete an EMA access form, using the 

Administration menu on the EMA home page. 

DEECD Head Office users and schools with no current School Approver must complete a User Access 

Request form.  

New non-Government school users will first also need an eduWeb account in order to log in. 

Go to http://www.education.vic.gov.au/management/financial/ema/documents.htm to obtain the eduWeb 

and User Access Request forms. 

The EMA web system includes: 

�  a web based application that is available to all schools and Head Office authorised users (i.e. the 

Family Payments Unit); 

�  an automated CentreLink validation process to validate the applications more efficiently; 

�  a financial model where the payment detail is held in the EMA web system, visible to all school 

administrators, and appropriate summary level information is passed to Oracle Financials, resulting 

in significantly less effort in the delivery and management of payments.  

When you log into the new EMA system for the first time , you may be presented with the Edit School 

Details  page so that you can enter any missing school email address. Please check that the address  
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settings and email  settings are correct, then click Save. You will not be asked to do this again, but you 

can update the information at any time using the Edit  link under your school’s address on the left side of 

the Home page.  

The EMA web system uses Roles  to determine what functions a user can access in the system. 

�  A user must be assigned to a Role in the system in order to access it. 

�  For schools, a user can be assigned to the School Administrator role, or the School Approver  

role, or both.  

School Administrators do most of the day to day tasks in the system.  

The School Approver role is used primarily to endorse and authorise applications.  

�  The same User can be assigned to both roles where necessary. 

�  A User can be assigned to more than one school where necessary. (They will be presented with a 

school selection option on the Home page.) 

�  The EMA Coordinator at DEECD Head Office will operate in the role of Business Administrator. So 

references to EMA Coordinator and Business Administrator refer to the same person. 

The EMA web system is available to all Victorian schools who handle EMA applications. This includes:  

�  Government Schools   

·  Primary, Secondary and P12 schools   

·  Ungraded schools   

·  Distance Education Centre(s) 

�  Non-Government Schools (Independent and Catholic) 

·  Primary, Secondary and P12 schools   

·  Ungraded schools   

·  Distance Education Centre(s) 
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The EMA web system pages and terminologies 
 

The EMA web system has various pages that School Approvers/Administrators will need to be familiar 

with. The most used pages are: 

Home page � 

This page is the first page you will see (other than when you use the system for the first time). It displays 

the ‘Main Menu’ that provides access to system functions; the available options will vary according to your 

assigned role.  Other useful information is also displayed. 
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(*) The information area may also include notifications such as the last CASES21 upload, and whether 
you need to endorse applications. 
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Search Applicants page ��
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������� which by default will 

automatically list applications for your school for  the current year.  You can further refine your 

search, including searching applications in other years and across years.�

�

�

�

Key points: 

��� �  You can search in prior recent years, particularly if you wish to copy an application to be added . 

Use the Years drop down selection list. Recent years include the current year and the two prior 

years.  

��� �  This page uses typical Next/Prev navigation  to move through sets of 100 results. You should 

refine your search if you have too many results or more than a few pages. 

75% of schools have 100 or fewer applications in a year, and 92% of schools have 200 or fewer 

applications. The former will see all their application listed at once. The latter will only have to 

navigate to a second page or use more criteria. 

��� �  Remember to click the Search button  to perform a search after setting any criteria. 

��� �  The Search by Student page is similar in operation, but uses slightly different selection criteria. 

��� �  Click Help  in the menu to find out more. 
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�

Add Application page   

This page is where new applications are entered for the current EMA year.  

Government School MUST have completed a CASES21 dow nload (scheduled through EMA via the 

Applications | Download CASES21 Students option) fo r the current EMA year before being able to 

add or copy applications – they will be redirected to the Download page automatically if a 

download is required.  

�

�

�

Key points: 

��� �  YOU MUST SAVE THE APPLICATION BY CLICKING THE SAVE BUTTON TO COMPLETE THE 

ADD PROCESS. 

��� �  If you decide not to proceed with the new application, click the Close  button.  

 You will receive a warning about moving away from the page when there are changes outstanding. 

Click OK to continue and abort the add, or Cancel to return to the Add page. 

��� �  You can only add an application to the current EMA year. 
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��� �  You can add an application from the start of term 4 of the current year, for the next EMA year. CRN 

validation will be deferred until either the SSB eligibility date for applications that include prep/year 7 

students, otherwise the period 1 eligibility date. 

��� �  The system will determine of an application is deemed to be late or special consideration when it is 

entered later than specific dates. You will see clear messages to indicate if this is so. 

��� �  If student data is copied from an application in a prior year, non-Government schools will have to 

enter the Year Level for the students, as this is not copied across.  

For Government schools, student information will be obtained from the latest CASES21uploaded 

data.  

��� �  Click Help  in the menu to find out more. 
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�

Application details page ��������

This is where applications can be viewed or changes to applications applied.  

This page is made up of a number of areas and requires scrolling or use of the Go To links to navigate to 

the required area. 

Use the Back to top links at various points at the right of the page to go back to the top of the page. This 

saves you having to scroll up. 

Application and Parent details  

�

�

�

�

�

 

Key points: 

��� �  YOU MUST SAVE CHANGES TO THE APPLICATION BY CLICKIN G THE SAVE BUTTON TO 

COMPLETE THE PROCESS. 

��� �  If you decide not to proceed with changes, click the Close  button.  

 You will receive a warning about moving away from the page when there are changes outstanding. 

Click OK to continue and abort changes, or Cancel to return to the View page. 
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��� �  Applies to Periods CANNOT be changed.  

��� �  Most actions are applied using the Next Action selection. The actions are tailored to the current state 

of the application and its EMA and SSB payments, and your role. 

��� �  Click Help  in the menu to find out more. 

��� �  Applications older than the prior school year will be displayed in view-only mode. 

 

Students area  

 

 

 

 

 

 

Key points: 

��� �  Students can only be deleted at any time but where no payments have been made, adjustment 

payments may be created.  

To stop a period 2 payment for a student who has had a period 1 payment made, set their Eligibility 

Periods to ‘P1 Only ’. 

��� �  Click Help  in the menu to find out more. 
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Payments area  

�

�

�

�

�

Key points: 

��� �  The EMA system now shows all EMA and SSB payment details , including school payments and 

cancelled or replaced parent payments. Refer to the EMA Help ‘Payment Status and Life Cycle’ topic 

for information on the payment life cycles and status values.  

��� �  All actions for EMA and SSB payments are carried out using the Next Actions  drop down list at the 

top of the page. Eg. Mark a cheque lost or returned, resubmit a rejected EFT payment, etc 

��� �  Click Help  in the menu to find out more.  
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Notes and History area  

�

 

Maintaining your school ����s information 

 

You can edit key information about your school: 

·  Addresses (up to 2 can be entered) 

·  Address to use for cheque posting  

·  Your school’s email address (this is mandatory) 

·  Email notification selection (system generated emails will be sent to any combination of the school 

email address and/or the EMA school Administrators for the school) 

To change any details, click the edit  link at the left of the EMA Home page where your current school 

information is shown. 
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Processing Period 1 Applications 

Overview 
 

The diagram below illustrates the typical workflow you will follow with most of your applications, as long 

as you enter them on time and they do not require correction for things such as CRN validation failures. 

�

EMA will be opened for the next school year early in term 4 of the current calendar year. This will be 

reflected on the EMAS Home page at the top right where the current EMA year is shown. 

All schools can enter new applications at any time from early in Term 4 of the current calendar year, for 

the next year (EMA current year).  

Before entering any applications, Government schools MUST first schedule a CASES21 download using 

the Applications | Download CASES21 Students option. Schools can no longer run any export in 

CASES21. 

CRN validation will be deferred until the SSB eligibility date for applications with prep or year 7 students, 

or the period 1 eligibility date for other applications. 

To avoid having applications considered as late applications , you must enter your applications before 

the school applications close date. 
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If you enter an application after the school applications close date but before the period 1 close date, and 

it has students who are eligible for period 1 payments, the system will tell you that it will be added as a 

Late application and you must enter an explanatory note at the time you add the application. 

Late applications will have a status of Late Application Requested and must be approved by 

Head Office in order for it to become Active and be eligible for payments. 

 

CASES21 Student data download ����

 

Non-Government schools – please disregard this sect ion. 

Before Government schools  start entering EMA applications for a new year, they MUST schedule at 

least one download from within EMA via the Applications | Download CASES21 Students option. 

If a school that has not scheduled a download for the current EMA year attempts to add an application, 

they will be redirected to the CASES21 Student Download page. 

Otherwise a school can select the Applications | Download CASES21 Students option. 

 

 

Due to the complexities of the CASES21 system, there two types of downloads available, which you 

would use depending on when you are performing the download. 

If schools have the capacity to first promote their students and then enter their EMA applications (or just 

those with prep or year 7 students) before the SSB eligibility date for the coming year, this would be the 

best approach. 

Type 1: Students HAVE NOT been promoted for (the cu rrent EMA year) as yet. 
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This option should be used when you initially schedule a download in term 4 of the current 

calendar year after EMA has been opened for the next year. 

Eg. We are in term 4 2011 and entering 2012 EMA applications. 

This option is used primarily to allow ‘future’ prep and year 7 students (and year 6 students 

assumed to be moving to year 7 in a P12 school) to be downloaded. For all students other than 

those mentioned, the details from the latest download (for the current calendar year) will be 

used with their year level incremented.  

For the 2012 EMA year this approach has the limitation that ‘future’ students not in prep or year 

7 will NOT be downloaded. Therefore new students other than prep or year 7 cannot be added 

to applications until after student promotion has been done (covered by the next option). 

For applications with both ‘future’ prep or year 7 students, and also ‘future’ students in other 

year levels, a school will only be able to enter the prep and year 7 students when using this 

download option.  

The school must decide whether to defer entry of these applications until after students have 

been promoted in CASES21, or whether to partially enter the application in order for SSB 

payments to be made, and then add other students later after students have been promoted in 

CASES21. 

Improvements to this method will be investigated and implemented in 2012 for the 2013 school 

year.  

This option can be repeated as needed, but cannot be used once you have run a download 

using the 2nd method discussed below (this option will be disabled).  

Type 2: Students HAVE been promoted for (the curren t EMA year). 

This method assumes students have been promoted in CASES21. 

Current student data is downloaded from CASES21 and replaces all downloaded CASES21 

student data for the school and EMA year. 

This method should be used as soon as you promote students to ensure applications are up to 

date. 

Once you have used this method you cannot then schedule a download through method 1. 

You can repeat downloading using this method as needed, and should do so as per current 

instructions close to the period 1 and period 2 census dates. 

 

�

Once the enrolment details are complete in CASES21, basic student 

enrolment details are transferred to the system using the procedures set out 

above. EMA applications can then be processed for students who are 

registered on the system and who meet EMA eligibility criteria. 

The EMA Home page  will indicate when the last CASES21 upload into EMA 

was done. 

Applications may be systemically placed on hold where discrepancies  
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between CASES21 and existing EMA student data are found. Refer to 

‘Fixing CASES21 discrepancies’ later.�

�
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�

Creating Applications 
 

You can create new applications by adding them from scratch, or copying an existing application from a 

prior year. 

Copying Applications from a previous year  
 

Government schools note: where possible you should complete a CASES21 Student upload 

before attempting to add applications either from s cratch or by copying prior year applications. 

Failure to do so may result in out of date student data being loaded. Refer to the preceding 

section for more details. 

An effective method for adding new applications for the current year is to copy  the applications from the 

previous year where appropriate. To do this: 

1. Select  ‘Applications’, then ‘Search by Applicant’ from the Main Menu. The current year’s 

applications for your school will be listed. 

2. Select  the year (in the search criteria area) applicable to the application to be copied, from values 

in the drop down list. You can only choose either of the two prior years.  

 

Optionally also enter the parent surname (useful if your school has more than 100 applications in 

the year, to avoid having to scroll through pages).  

 

3. Click  ‘Search’. 

4. Locate  the application to be copied, and then click the Copy  link against it. 

 

This takes you to the Add  Application  page with the parent and student information populated 

from the ‘copied’ application.  

5. Check  all details are correct for the parent and students (you can add or delete students).  

For non-Government schools , you must select the appropriate Year Level  for each student. This 

is not copied over. 
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For Government schools , student information will be obtained for a student from the latest 

uploaded CASES21 data for your school. Students will not be copied if they do not exist in the 

latest CASES21 data. 

6. Click  the ‘Save Application’  button.  YOU MUST DO THIS TO VALIDATE AND CREATE THE 

NEW APPLICATION.   

If you do not wish to complete the add , click the Close button. You will receive a warning about 

moving away from the page when there are changes outstanding. Click OK to continue and cancel 

the add, or Cancel to return to the Add page.  

If successfully added, the application will be displayed in View mode.  

7. Click the ‘Back to Search’ button if you wish to return to the search page to continue with more 

copying. 

The EMA web system will immediately validate a CRN with CentreLink when you save the application 

once you are past the SSB eligibility date for applications with prep or year 7 students, otherwise once 

you are past the period 1 eligibility date.  

CRN validation is also carried out in the background every half an hour or overnight if for some reason the 

validation could not be completed immediately.  

Once the application(s) has been validated you will need to endorse  the ‘Application’ (see Endorsing 

applications) before the first EMA payment run date (NOT SSB-Only run dates). 

Adding new applications from scratch  
 

Government schools note : you should complete a CASES21 data upload before attempting to add 

applications. 

To add a new application: 

1. Select  ‘Applications’ then ‘Add Application’ from the Main Menu.  

2. Select  the Application Type. By default, the value is set to ‘Parent has CRN’.  

“Foster Parent’  or ‘Veteran Affairs’ applications:  Select the appropriate Type: 

 

Special consideration applications are discussed later. 

3. If the application is being added in period 1, the Applies to Periods is not shown and will default to 

P1 and P2  (Student level Eligible Periods can still be used to refine eligibility). 

If adding an application in period 2, “Applies To Periods ” will default to P2 Only but can be 

changed.  

Once you save the new application, this value CANNOT BE CHANGED. 
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4. Enter  the parent (or guardian) surname and first name. You do not have to worry about upper or 

lower characters; the system will set the surname to all upper case and the first name to normal 

case automatically. Optionally enter a school reference for the parent. 

5. Enter the CRN of the applicant as per the application form or Health Care Card provided where 

applicable. This is mandatory for application type ‘Parent has CRN’. The CRN is made up of 3 sets 

of 3 digits and a letter. The same CRN cannot appear on more than one active application at a 

school in the same year.  

6. Set the preferred payment methods in accordance with the application form. If EFT is chosen, you 

must enter the applicable BSB and Account details. If Cheque  is chosen, you can choose to 

indicate whether the cheque has been signed over. The preferred payment method is used for all 

parent payments other than those that are for EFT payments that are redirected to be paid by 

Cheque. After payment by Cheque, the ongoing payment method will be reset to the preferred 

payment method. 

7. Enter BSB and Account details if the application includes prep or year 7 students or the selected 

Preferred Payment Method is EFT. BSB and Account are mandatory for the latter. 

8. Enter up to six students.  

Refer to the section earlier in this manual headed “Adding Students - differences between 

Government and Non-Government Schools” for information on adding students, or view the online 

Help. 

9. Remember to choose the Eligible Periods setting tha t is appropriate for each student.  If a 

student should only receive a payment in one particular period, choose ‘P1 Only’ or ‘P2 Only’ as 

required. 

10. Click  the ‘Save Application’ button (top right of page) to validate and add the application.  

 YOU MUST DO THIS TO VALIDATE ANDCREATE THE NEW APPL ICATION. 

Validation error messages will appear at the top of the page in red text. 

If successfully added, the application will be displayed in View mode.  

If you do not wish to complete the add , click the Close button. You will receive a warning about 

moving away from the page when there are changes outstanding. Click OK to continue and cancel 

the add, or Cancel to return to the Add page. 

 

The EMA web system will immediately validate a CRN with CentreLink when you save the application. 

CRN validation is also carried out in the background every half an hour or overnight if for some reason the 

validation could not be completed immediately.  

Once the application(s) has been validated you will need to endorse  the ‘Application’ (see Endorsing 

applications). 

Click Help  in the menu to find out more about adding an application, particularly about when the system 

determines that applications must be added as late  or as special consideration  applications. 
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School Start Bonus payments  
 

Where an application includes prep or year 7 students who have not previously received the SSB in the 

same year level, the parent should have supplied their BSB and account number no the EMA/SSB 

application form. If so, the School EMA Administrator will need to enter the BSB and Account number  

provided, to ensure the parent receives the SSB payment. 

EFT method for EMA parent payments  
 

For those parents who have chosen the EFT payment option, the School EMA Administrator will need to 

specify that the Preferred Payment Method is EFT and then enter the BSB and Account number  

provided on the application form.  

The Account number is typically between 6 and 9 digits, and varies across Financial Institutions. 

 

The bank name and branch should be displayed below the BSB and Account numbers once the 

application is saved.  

 

����

Schools cannot enter  the school’s bank details on a parent’s application in the 
EMA web system. It must be the parent’s nominated bank account 
details. 

 

If the BSB number is not on the EMA database, the bank and branch will be shown in the Application 

details page as unknown: 
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�

Foster Parents/Veterans Affairs applications  
 

Creating Foster Parents/Veterans Affairs applications is identical to adding normal applications, except 

that you choose the appropriate Application Type. 

 

Enter  parent and student information as normal. 

Do not  enter a CRN number (Foster Parents and TPI Pensioners do not require a CRN). If you enter a 

CRN, it will be validated and may hold up payments for the application. 

Click  Add Application to create the application. 

�

Adding ‘Special Consideration’ applications  
 

These are applications that do not meet  the eligibility criteria in the Education and Training Reform 

Regulations 2007, but may have exceptional circumstances that would justify their receipt of the EMA 

Payment. The applicant must  explain the situation and why they feel they should receive the EMA 

benefit, and the school principal must  supply a letter supporting the applicant’s situation and adding any 

further details. 

To seek consideration for the special consideration(s), schools will need to: 

1. Obtain a letter from the applicant explaining the reason/situation for applying for the special 

consideration 

2. If the reason is supported by the school, provide a ‘supporting letter’ from the school Principal 

clearly  outlining the circumstances as to why the application is special and why they are 

supporting the applicant  

3. Forward both letters  via fax or email to the Department’s Family Payments Unit for the Minister’s 

(or delegate) consideration. Refer to the Contact page on the system for Fax number and email 

address details. 

 

NOTE:   Only the Minister for Education (or delegate) can approve ‘Special 

Consideration Applications’. 

Schools must  remember to forward both letters to the Department for 

consideration otherwise the applications will not be considered. 

EXAMPLE:   ‘Special Consideration Applications’ can be claimed for: 

�  Bridging Visa (Refugee Status) families 
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�  a mother/father receiving a Health Care Card after the eligibility 

date due to the death of their spouse 

  

 

To specifically add an application  that requires special consideration, follow the steps for adding a 

normal application, except that you choose the Application Type Special Consideration . 

 

Enter  parent and student information as normal. P1/P2 eligibility should be set as required. 

Click  Add Application to save the new application. 

The application will have a status of Special Consideration Requested and must be approved by Head 

Office in order for it to become Active and be eligible for payments.  

 

NOTE: Many schools enter applications in as a ‘special consideration’ when it is 

actually a late application.  

‘Late Applications’ are not considered special, and are set by the system 

depending on when the application is entered. 

Please ensure that only applications for ‘special considerations’ which are 

outside  the legislation  (i.e. eligibility criteria) are entered into the system. 

 

 

When the head Office receives the special consideration application(s) it will review all supporting 

documents and seek Ministerial approval to determine if it meets the ‘special circumstances’ criteria. 

If the Minister for Education (or delegate) ‘approves’  the application, the EMA Business Administrator will 

approve  the request through a Next Action selection. 

Once approved, the onus is then on the school (with the special consideration application) to endorse 

the application  for payment.  

An approved application with Students who are eligible for period 1 and 2 payments does not need 

approval again for period 2. 
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Late Applications ����  
 

If you enter an application after the school applications close date but before the period 1 close date, and 

it has students who are eligible for period 1 payments, the system will tell you that it will be added as a 

late application . 

Late applications will have a status of Late Application Requested and must be approved by Head Office 

in order for it to become Active and be eligible for payments. 

Data entry for these applications is the same as for normal applications. 

You should send an explanation via fax or email to the Department’s Family Payments Unit for 

consideration. 

�

Systemically set Special Consideration applications  
 

If you enter an application after the period 1 close date, and it has students who are eligible for period 1 

payments, the system will tell you that it will be added as a special consideration application . 

Special consideration applications will have a status of Special Consideration Requested and must be 

approved by Head Office in order for it to become Active and be eligible for payments. 

Data entry for these applications is the same as for normal applications.  

You should send an explanation via fax or email to the Department’s Family Payments Unit for 

consideration. 
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Adding Students - differences between Government an d Non-Government 
Schools 

 

Use of the system is consistent across all of the above schools, except for the manner in which students 

are entered when adding or changing an application. There are two different ways that this screen 

handles the addition and modification of students, as follows:  

�  Government Schools  

CASES21 schools - government schools who use CASES21 for student administration need to 

select students from a list of students that is supplied from CASES21. These schools are not able 

to modify student details within the EMA web system other than their period eligibility  - any 

updates must be supplied from the originating student administration system (i.e. CASES21).   

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Government Schools must run their EMA CASES21 extract to pass student data to EMA to be able 

to select students. This must be done at the beginning of the year, near the period 2 eligibility date, 

and any time student information is changed in CASES21 during the year. 

 

�  Non-Government Schools (Independent and Catholic)  

Non-CASES21 schools - all other schools must manually enter and modify student’s details as and 

when appropriate. The EMA web system does not provide an interface with any other student 

administrative system, other than CASES21. 
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�

Reviewing applications 
 

To review all of the applications once they have been entered into the EMA web system: 

1. Select  ‘Report’ from the Main Menu. 

2. Select  report named ‘Current Applications’. 

3. Click  the ‘Run report’ button. 

4.  Print  the report using the print icon and check  against applications entered and received.  

�

�

Endorsing applications 
 

Endorsing an application means that the principal (or delegate) indicates that they have reviews and 

checks the entered details against the application form that was submitted by the applicant.   

Endorsing must be done by a user in the School Approver role. 

To endorse your applications: 

1. Select  ‘Endorse/Authorise’ from the Main Menu. 

The Endorse/Authorise Applications  page will be displayed. 

 

You will see a message ‘There are … applications to be endorsed.’ 

There may also be a message ‘There are … applications not ready.’ This indicates there are some 

applications that cannot be endorsed. Click the adjacent List Applications’ button to see a list. 

2. Click  the Endorse All button to endorse all candidate applications. 

You can also choose to selectively endorse applications. Click the List Applications button adjacent 

to the endorsement message to view a list, where you can select (tick boxes) or de-select (un-tick 

boxes) applications, and the just endorse the selected (ticked) items. 
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Processing Period 2 Applications 

Overview 
 

The diagram below illustrates the typical workflow you will follow with most of your applications, as long 

as you enter them on time and they do not require correction for things such as CRN validation failures. 

 

Non-Government schools can maintain applications at any time, and even add new applications that 

come along.  

 

CASES21 student data download 
 

Government schools should have scheduled a CASES21 student data download close to the period 2 

census date to ensure the student data in the EMA system is up to date.  

Option in EMA: Applications | Download CASES21 Students.  

By this stage you should always use the second (HAVE promoted) option. 

See ‘CASES21 Student Matching’ later for details on  what happens when the upload process is 

done. 
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Adding new Applications 
 

You can add applications at any time as described under the period 1 topic. 

By default, the ‘Applies to Periods’ setting defaults to P2 Only . You may change this if necessary. 

If you add an application after the period 1 close date that includes students who are eligible for period 1 

payments , the application will be created as a Special Consideration Application that must be approved 

by Head Office. 

If you add an application between the period 2 school application close date and the period 2 close date 

that includes students who are ONLY eligible for period 2 payments , the application will be created as 

a Late Application that must be approved by Head Office. 

Prep or year 7 students added after the SSB Close date will be marked as ‘SSB not to be paid’ and will 

not get the SSB payment. This can be overridden by the EMA Business Administrator under exceptional 

circumstances. 

�

Maintaining Applications 
 

You can make changes to applications to ensure they are up to date, including revising student eligibility 

if they have left the school mid year, or adding students that have joined the school. 

Refer to the section ‘Correcting or making changes to applications’ later in this guide for more 

information.  

  

Endorsing applications 
 

Applications created in period 2 must be endorsed in the same manner as discussed in the period 1 

section. 

Applications that apply to period 1 and period 2, or period 2 only, will automatically be authorised when 

endorsed. 

  

Authorising applications 
 

Authorising applications will indicate that all enrolment details are up to date and any affected applications 

have been modified accordingly. Applications can be authorised individually or using the ‘Select All’  

button. 
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Authorising should be done as soon as you are ready to do so, well before the first period 2 payment run 

date. 

Only active applications with amounts due in period 2 need to be authorised. 

Newly added applications will first have to be endorsed. 

Newly added applications that have amounts due in period 2 will then automatically be authorised after 

being endorsed. 

Authorising must be done by a user in the School Approver role. 

To authorise your applications: 

1. Select  ‘Endorse/Authorise’ from the Main Menu. 

The Endorse/Authorise Applications  page will be displayed. 

 

You will see a message ‘There are … applications to be authorised.’ 

There may also be a message ‘There are … applications not ready.’ This indicates there are some 

applications that cannot be authorised. Click the adjacent List Applications’ button to see a list. 

2. Click  the Authorise All button to authorise all candidate applications. 

You can also choose to selectively authorise applications. Click the List Applications button 

adjacent to the authorisation message to view a list, where you can select (tick boxes) or de-select 

(un-tick boxes) applications, and the just authorise the selected (ticked) items. 

When you authorise applications, any applications f or which a period 2 CRN validation has not 

been done will be set to have period 2 CRN validati on performed. 

Once you have authorised for period 2, any applicat ions that were not authorised because they 

were on hold, and are subsequently released or corr ected, will automatically be authorised. 
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Correcting or making changes to applications 
 

These topics apply irrespective of which period you are in. 

Most actions for an application or its payments (such as placing the application on hold, or processing a 

lost cheque) are applied using the Next Action selection at the top of the View Application page. 

The Next Action list contains all actions for the application and any payments that can be made, and is 

tailored to the current state of the application and its payments, and the user’s role. Some actions are 

only available to Head Office roles. 

This way, you are guided by the system as to what you can do.  

Locating and viewing an Application 
 

In order to apply changes to an application, you must first locate it and select it for editing. 

Locate and select the application by one of these methods: 

1. Enter the parent surname in the search box at the top right of the EMA Home page, and then click 

Search next to it. This will open the ‘Search Applicant’ page with a search on the surname applied. 

  

2. Select either the ‘Search by Applicant’ or ‘Search by Student’ options under ‘Applications’ from the 

Main Menu.  

By default, a search is initiated for your school only. You can then use further search criteria if 

necessary to locate an application.  

Click  the ‘View’ hyperlink (this is either in blue or purple in the search result list). This will bring you to the 

Application details page.  
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Saving changes to an Application 
 

In order to validate and save your changes, you MUST click the Save Application  button. 

Validation error messages will appear at the top of the page in red text. 

If successfully added, the application will be refreshed on the page and a green message - Application 

saved successfully – will be displayed at the top left of the page.  

If you do not wish to save your changes,  click the Close button. You will receive a warning about 

moving away from the page when there are changes outstanding. Click OK to continue and abort the 

changes, or Cancel to return to the View page. 

Application History and Notes 
 

Near the bottom of the Application details page, a list of notes and history ‘events’ for the application will 

be listed. 

 

Before contacting the EMA Coordinator with a query , always check the history and notes areas – it 

may give you an answer! 

Notes are a useful way of recording ANYTHING about an application. They are particularly good for 

communicating information between schools and Head Office. 

To add a note , simply type your note in the text box in the Notes area, then go back to the top of the 

page and click  Save Changes. 
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�

Maintaining Students 
 

If there is an application in the system for a family with two children but only one was entered in, the other 

sibling can simply be added to the existing application to be paid for Period 1 (see  ‘Adding a second or 

third child to an application after a payment has been processed’ below). 

If a student has left the school but there are still siblings at the school (and on that same application), the 

particular student will need have their eligible periods  setting changed. The other siblings will remain as 

is for payment (see ‘Setting the eligible periods for a student’ below). 

If you correct a student’s information and that results in a reduced payment for that student for one or 

more periods, and payments have been made for the period, school adjustment payments will be created. 

See ‘school adjustment payments’ later. 

You can delete a Student from an application but payment adjustments against the school may be 

created and applied if payments have been made. 

�

Changing Student DOB and/or year level 
 

Government Schools :  

This is handled by the CASES21 download process discussed in ‘CASES21 student matching’ 

later.  

Non-Government schools :  

You can edit student information at any time. 

A DOB or year level change may result in changed payment amounts for the student. 

If the change results in an increased payment and payments have been made for a period, then 

additional payments will be generated on the next payment run date. The outstanding payment 

amounts will indicate the amounts to be paid. 

If the change results in a reduced payment and payments have been made for a period, then 

school adjustment payments will be created. Refer to ‘School adjustment payments’ later. 

 

Adding another student to an application after the P1 payment has been 
processed 

 

You may add another student to the same application even though P1 payments have been processed. 

To add another student: 

1. Locate and view  the application as described earlier. 
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2. Non-Government schools  – enter the student’s information on the next available line in the 

Students area.  

Choose the Eligible Periods  setting that is appropriate for the student. 

3. Government schools  – search for and select the student in the CASES21 Student Selection area. 

See “Adding Students - differences between Government and Non-Government Schools” earlier. 

Choose the Eligible Periods  setting that is appropriate for the student. 

4. Click  Save Changes to apply the change. 

Revised payment amounts will be shown against students and the period payments. 

The EMA web system will issue another payment for any additional amount in each period.  

 

Setting the eligible periods for a student 
 

EMA School Administrators need to change a student’s ‘Eligible Periods’ setting when they have left the 

school (but their siblings are still there) or are no longer eligible for the EMA payment.  

Where a student has not had any payments made as yet, and should be removed entirely from the 

application (that is, they are not eligible for an EMA payment in either of the payment periods), you can 

delete them (see next topic).  

Where a student has had a period 1 payment  but is no longer eligible for a period 2 payment  at your 

school, you must change their Eligible Periods  setting to ‘P2 Only’.  

Click Save Changes  to apply the change. 

The following matrix illustrates how to set the eligible period settings: 

  P1 and 
P2 P1 only P2 only SSB 

Only 

Student will be at the school for the 
entire year. X   

 

Student will be at the school at the 
period 1 census date but NOT the 
period 2 census date. They will 
leave the school before the period 
2 census date. 

 X  

 

Student leaves the school before 
the period 2 census date and is 
therefore not eligible for a period 2 
payment at that school. 

 X  

 

Student starts at the school after 
the period 1 census date and is 
therefore not eligible for a period 1 
payment. 

  X 

 

Student receives an SSB payment 
but then leaves the school and is 
not eligible for ANY EMA 
payments. 

  X 

 
X  

(set by 
system) 
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There may be situations when a student starts after the period 1 census date but you believe they are 

eligible for a period 1 payment. You should discuss such circumstances with the EMA Coordinator. 

Note that you cannot remove a period for a student where they have received a payment for that period. 

i.e. If they have received a period 1 payment, you cannot set the eligible periods setting to P2 only. 

 

Deleting a student 
 

Where a student should be removed entirely from the application (that is, they are not eligible for an EMA 

payment in either of the payment periods), you can delete them.  

Locate the application as described in earlier. 

The system will determine if a student can be deleted. If they can be deleted , there will be a Delete tick 

box  to the right of the Student.  

To delete a student, tick the box, and then click  Save Changes. 

Payment adjustments to recoup funds from the school  may be created and applied.  

 

 

‘Deleting a student’ does not  mean you are deleting the application. If there 

is only one student in the application and you need to delete them for 

whatever reason, it is better  that the application is cancelled than a student 

deleted (see Cancelling an application). 

If a student is no longer eligible for a payment in a particular period, you can 

use their Eligible Periods setting  to adjust their payments. See ‘Setting the 

eligible periods for a student’. 

 
 

Cancelling an application 
 

EMA School Administrators need to cancel applications when they are entered in error or when there are 

no longer any eligible students on the application.  

Head Office Business Administrators may also cancel an application to resolve a duplicate issue. 

The EMA system will determine if an application can be cancelled. (It cannot be cancelled if there are 

active payments recorded . Cancelled cheques and resubmitted/redirected EFT rejections are not 

considered ‘active’.) 

Locate the application using Search by Applicant or Search by Student as described earlier. 

Click the drop down list against Next Action .  

If the application can be cancelled, there will be an action listed: Cancel the application. 
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Select  action Cancel the application. The page will change and show a Reason selection. 

Select  a Reason for the application from the drop down list. 

 

(If the reason you wish to record is not in the list, select ‘Other – refer to Notes’. You will then be 

presented with a text box in which to enter your own reason. It will be added as a note.) 

 

Click  Save Changes. 

The application status will then show as Application Cancelled. 

 

 

If you cancel an application in error, it can be restored to Active by the EMA 

Business Administrator. 

 �

Placing an application on hold 
 

A school can choose to place an application on hold while an issue is resolved, to ensure they do not 

receive any payments in the mean time. 

To place an application on hold:  

1. Locate and view  the application as described earlier. 

2. In the Next Action list, select Place application on Hold (School). 

3. Enter a reason in the text box that will appear. 

4. Click  Save Changes. 

The application status will move to ‘On hold by school.’  
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�

Reviewing applications that have been placed on hol d 
 

There are three situations where an application may have a hold status: 

On Hold by School The application has been placed on hold by the school. 

The school must release the application to remove it from 

this hold state. 

If there are any such applications for your school this 

status will be included in the Home page Application and 

Payment Status Summary. 

On Hold by Head Office The application has been placed on hold by the Head 

Office. 

Head Office must release the application to remove it from 

this hold state.  

If there are any such applications for your school this 

status will be included in the Home page Application and 

Payment Status Summary. 

On Hold by System An application will be place on ‘system’ hold where one of 

the following occurs: 

····  The application fails CRN validation; 

····  The application has been identified as a pair in a 

duplicate student check; 

····  One or more students’ details have not reconciled 

with the current CASES21 student data. 

All errors must be corrected, or the application cancelled, 

before the system hold can be released.  

If there are any such applications for your school the 

related status will be included in the Home page 

Application and Payment Status Summary. Eg.  
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�

Releasing a held application 
 

You can release an application that that you (your school) has placed on hold.  

You cannot release an application placed on hold by  head office, or an application that is ‘on hold 

by the system’. 

To release a held application (Status = On Hold by school):  

1. Locate and view  the application as described earlier. 

2. In the Next Action list, select Release for payment. 

3. Click  Save Changes. 

The application status will be changed to the value it had before being placed on hold. Typically this will 

be Active but may also be other statuses such as ‘Late Application Requested’ or a pre-existing Hold 

state. 

Checking and correcting CRN validation errors 
 

CRN validation will be performed  on applications that are not cancelled when one of these 

events occur: 

·  You enter a new application that has a CRN (validation is immediate subject to being after the SSB 

eligibility or P1 eligibility dates); 

·  You change the parent name or CRN of an existing application (validation is immediate);  

·  You select the ‘Resubmit for CRN validation’ action for an existing application (validation is 

immediate); 

·  An application with an outstanding CRN validation failure is re-submitted for validation by the 

system after a number of days (validation will be done in the background); 

·  A School authorises applications for period 2 payment and period 2 CRN validation has not been 

done (validation will be done in the background); 

·  An application is automatically authorised by the system after a school has initially authorised 

applications for period 2 payment and period 2 CRN validation has not been done (validation will be 

done in the background). 

Subject to the conditions above, CRN re-validation for a period will only be done where no payments 

have yet been made for the period and there are payments due for that period.  

Background CRN validation is performed every 30 minutes. 

If an ‘immediate’ CRN validation does not occur due to connection issues with CentreLink, the application 

will show a message that CRN validation must be performed. This should occur in the next 30 minutes 

through the background validation. 
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After an application has had CRN validation perform ed, it will either remain as Active and 

show that CRN validation was successful, or it will be ‘On hold by system‘ and will show an error 

message and recommended actions on the Application details page. 

If you have failed CRN Validations outstanding, your Home page will show a link to ‘CRN Validation 

Failed’ under Application and Payment Status Summary . 

 

Click the link to open the Search by Applicant page to see a list of the applications. 

Click the View link against an application to open it for editing. 

Options for failed CRN validations 

1. Change the parent and/or CRN  to correct the details, and click Save Changes . The Hold state 

will be removed and the CRN validation will be repeated automatically. Note that any previous CRN 

failure override will be cancelled when parent name or CRN are changed. 

If the reason for a failure is check digit validation , refer back to the CRN provided in the 

application form. Check that it was entered correctly - it may be necessary to see the applicant’s 

CentreLink card to check/confirm the correct details. 

2. If the problem was corrected at CentreLink and no changes to the application are required, select 

Next Action ‘Resubmit for CRN validation’  and then click Save Changes. The Hold state will be 

removed and the CRN validation will be repeated. 

3. Under limited circumstances, the failure may be overridden by DEECD Head Office; refer to the 

section “Notifying applicants regarding CRN validation errors” below. 

4. Adjust Student Eligibility Periods  where the failure is correct and the applicant is not eligible for 

payments in a given period. Make the changes and then click Save Changes . The Hold state will 

be removed and payments will be recalculated. CRN validation will not be done for a period where 

no payments are due. 

Note that if a CRN validation occurs on an endorsed application, the application will be reset to require 

endorsement again .   

 

Notifying applicants regarding CRN validation error s 

�

For all error reasons (i.e. applicant’s CentreLink benefit has been cancelled, except  CRN digit validation 

error), inform parent/guardian using the CentreLink error letter available at 

http://www.education.vic.gov.au/management/financia l/ema/documents.htm .  



EMA School User Guide 46

Inform the parent/guardian that if he/she believes that he/she was entitled to a benefit on the eligibility 

date, a Q053 confirmation letter  is required from CentreLink stating their eligibility based on the 

eligibility dates for Period 1 or for Period 2. 

When the school receives the Q053 confirmation letter  from the parent/guardian, fax this letter to the 

Fax number located on the EMA Contact Us page , for processing.  

The EMA Business Administrator will mark the relevant period CRN validation as overridden. You may 

need to endorse the application in the EMA web system (see: Endorsing applications). (History records 

will indicate if the application must be endorsed again.) 

 

Late and Special Consideration application approval /rejection 
 

Where the system has enforced an application being entered as a Late or Special Consideration 

application, or where a School has submitted an application as a Special Consideration application, the 

application will be created with a status indicating it must be approved. 

Approval of an Application  
 

Where the application is approved by DEECD Head Office, the Business Administrator will approve the 

application in EMA. 

This will move the application status to Active and it can continue along its normal workflows such as 

Endorsement and payment. 

The school will be notified by email  that the approval has been done and to remind them to endorse the 

application. 

Approval applies to the entire year. There is no longer any concept of expiry of an approval. 

Rejection of an Application  
 

Where the application is rejected by DEECD Head Office, the Business Administrator will reject the 

application in EMA. An explanatory note will be entered. 

This will move the applications status to Late Application Rejected or Special Consideration Rejected as 

appropriate. 

From this status, the application can still be approved once any issues are resolved, or cancelled. 
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CASES21 student matching 
 

When a Government School completes the CASES21 data upload, there may be three outcomes for a 

Student: 

·  The Student information from CASES21 matches the information in EMA and no action was 

necessary; 

·  The Student information from CASES21 does not match the information in EMA but the student 

‘key’ that is the common link between CASES21 and EMA does match.  

In this case, the EMA information is updated from the CASES21 data.  

If the changed information results in a change of payment amounts, new payment amounts are 

calculated. 

Where the payment difference is greater than zero , the application status will be changed to ‘On 

Hold by School’  and must be verified and released so that new payments will be made to the 

parent and school as per normal processing. 

Where the payment difference is less than zero (an adjustment down), then two negative School 

payment adjustments are created (see ‘School Adjustment payments’ below). 

·  The student ‘key’ that is the common link between CASES21 and EMA does not match. 

In this case, the application will be moved to a status of ‘On Hold by system’. 

On the Home page, any such applications will be included in the status summary under “CASES21 

Student data discrepancy”. You can click on the link to see a list for your school. 

The student will have a button against them titled ‘Fix Unmatched’. See ‘Fixing Unmatched 

Students’ below.  

Changes made as a result of the CASES checks may produce school payment adjustments where the 

student’s payment has been reduced. 

 

Fixing Unmatched Students (CASES21) 
 

When a CASES21 extract and upload into EMA is performed, the EMA system will check against 

students in relevant schools.  

Where an active student can no longer be matched using their CASES student key, they will be marked 

as such. The application will be placed on hold until the issue is resolved.  

On the Home page, any such applications will be included in the status summary under “CASES21 

Student data discrepancy”. You can click on the link to see a list for your school.  

When you view an application with a discrepancy, you will see a button labelled ‘Fix Unmatched’ against 

a student. Clicking the button will bring you to this page.  
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YOU MUST USE THE FIX UNMATCHED BUTTON TO CORRECT THE STUDENT IN ORDER TO 

CLEAR THE HOLD STATE FOR THE APPLICATION AMD MAKE I T ACTIVE. 

 

On this page, you have three options:  

Option A  

Where the student was eligible for all or part of the EMA Allowance, you can set their eligibility to either 

“P1 only”, “P2 only” or “P1 and P2”.  

The setting will depend on the application level period setting, as well as what payments have been made 

to date. 

Once you select the period, click the Set Eligibility button. This will update the student’s details and return 

you to the Application.  

Once you have corrected the student using one of the options above, the Application will most likely be 

moved to a status of Active, unless there are other hold states still active (such as “possible duplicate” or 

“CRN validation failed”). 

Option B  

Delete the student from the application where they are no longer at the school and are not eligible or ANY 

payments at the school.  

This option will also apply reversal adjustments to the school if there are paid amounts against the 

student.   

History records will show the deletion and any adjustments. 

DO NOT USE THIS OPTION IF A STUDENT HAS CORRECTLY R ECEIVED A PERIOD 1 PAYMENT. 

Use option A to set Eligible Periods where the stud ent may be eligible for a payment in one period 

only. 

Option C  

In cases where the student is valid but their CASES21 key has changed to cause the mismatch, you can 

“re-link” the student.  

You must search for the student, and then select them.  

By default, the current student’s surname is set as the default search, so that a list of matching students is 

automatically shown.  

If necessary, change the surname and click the Search  button to show a new list of students.  

Once you find the student in the drop down list, select them , then click the Select  button.  

You will be returned to the View Application page showing the student details as selected.  

A history record will show the old/new student details.  

 

School Adjustment payments 
 

School payment adjustments are payments that will affect the next Invoice for a school, and typically 

reflect a negative movement in payment amounts due to student information changes, such as DOB or 

year level.  
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They are only created when a school payment has already occurred for a period, and the parent and/or 

school amount payable for that period has reduced as a result of student data changes. 

The payments will be listed under the School Payments section on the Application Details page, for the 

relevant period. 

 

There will be separate adjustments for the parent and school amounts, so that it is clear to the school how 

much they need to recoup from the applicant.  

The total amount of payment reduction will be deducted from the next Invoice  for the school where the 

net amount for the Invoice is greater than zero . 

Any change to student payment amounts will also be reflected in history records: 

 

 

Checking and correcting EFT Rejections 
 

After a payment run where EFT payments have been generated for parents at your school, some of the 

EFT payments may be rejected. This applies to both SSB and EMA payments made via EFT. 

For Westpac accounts, a reason may be available and will appear in the history section on the Application 

details page. 

Rejections may occur up to a week after a pay run. 

The EMA Home page will indicate if there are any EFT Rejections outstanding. 
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Click on the EFT Rejected link to show a list of applications on the Search by Applicant page. 

Click View against an application to open it for editing. 

You have the following Next Actions  available to act on the rejection: 

 

·  Resubmit payment for EFT  – select this, AND make any corrections to BSB or account settings, 

THEN click Save Changes.  

NOTE that if you just change the BSB / Account information on an application without selecting an 

action and there is a rejection outstanding, the above action is assumed by default. 

·  Redirect Payment to Westpac cheque (Not applicable to SSB payments) – changes the payment 

method to cheque for the rejected payment only .  

After the next payment, the payment method will revert back to the preferred payment method .  

If you wish to permanently  change the payment method to Westpac Cheque , you must also  

change the Preferred Payment Method. 

 

Returned cheques 
 

When a cheque is either lost or returned, there are procedures in place as outlined below to cancel and 

re-issue these cheques. Schools will need to initiate the cheque return process on the EMA web system.    

A cheque may be returned for the following reasons: 

·  Between being printed by Westpac and being received at the school(s) 

·  Applicant cannot be located or child (or children) has moved to another school 

·  Incorrect amount or applicant’s name is incorrect (i.e. name of child rather than applicant) 

·  Applicant is deceased or incarcerated 

To process a cheque payment as returned: 

1. Locate and view  the application as described earlier. 

2. In the Next Action  list, you will see a number of actions available for each active parent payment 

on the application. 
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3. If you wish to have the cheque replaced , select the ‘…Mark Cheque as returned and replace’ 

action. 

If you do NOT wish to have the cheque replaced , select the ‘…Mark Cheque as returned and do 

not replace’ action. 

4. Click  Save Changes. The relevant payment will now have a Status of ‘Cheque Returned’. The 

Business Administrator will organise for the cheque to be cancelled. Once cancelled, the 

application will be processed for payment of a new cheque on the next Payment Run date if a 

replacement is required. 

 

NOTE:  

····  Only cheques with an incorrect amount or name or is damaged need to be 

re-issued. 

····  You can also use the ‘Mark Cheque as returned and cancel application’ 

action to indicate that once the cheque has been cancelled, the application 

as a whole should be cancelled (subject to other conditions for cancellation 

being met).  

····  If you choose the wrong replace/do not replace option, contact the 

Business Administrator (EMA Coordinator) and they can apply an override 

when the cheque is cancelled. 

····  If you have marked the wrong cheque or want to reverse the change for 

any other reason, contact the Business Administrator and they can undo 

the setting. 

 

Lost cheques – bulk setting 
 

When a batch of cheques fails to be delivered, or is lost for any other reason, you can request that the 

entire batch of cheques be marked as lost, to be replaced. 

1. Determine the relevant Westpac batch number by referring to the list of batches on the EMA Home 

page. 

2. Open the Search by Applicant page. 

3. Click on the ‘More Criteria’ button. 

4. Enter the batch number.  

LEAVDE YEAR AS IS, AND DO NOT ENTER ANY OTHER CRITERIA. 

5. Click the ‘Search’ button to display the applications. 

6. The ‘Mark all cheques in Batch as lost’ button should be visible. 
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7. Click the ‘Mark all cheques in Batch as lost’ button to proceed to set all payments for the relevant 

applications that are at Cheque Printed status to Cheque Lost , and to be replaced. 

 

Lost cheques – single setting 
 

When a cheque is either lost or returned, there are procedures in place as outlined below to cancel and 

re-issue these cheques. Schools will need to initiate the cheque lost process on the EMA web system.    
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To process a cheque payment as lost: 

1. Locate and view  the application as described earlier. 

2. In the Next Action  list, you will see a number of actions available for each active parent payment 

on the application. 

 

3. If you wish to have the cheque replaced , select the ‘…Mark Cheque as lost and replace’ action. 

If you do NOT wish to have the cheque replaced , select the ‘…Mark Cheque as lost and do not 

replace’ action. 

4. Click  Save Changes. The relevant payment will now have a Status of ‘Cheque Lost’. The Business 

Administrator will organise for the cheque to be cancelled. Once cancelled, the application will be 

processed for payment of a new cheque on the next Payment Run date if a replacement is 

required. 

NOTE:  

····  You can also use the ‘Mark Cheque as lost and cancel application’ action to 

indicate that once the cheque has been cancelled, the application as a 

whole should be cancelled (subject to other conditions for cancellation 

being met). 

····  If you choose the wrong replace/do not replace option, contact the 

Business Administrator (EMA Coordinator) and they can apply an override 

when the cheque is cancelled.  

····  If you have marked the wrong cheque or want to reverse the change for 

any other reason, contact the Business Administrator and they can undo 
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the setting. 
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Running Reports 
 

The Reports menu option in the EMA system provided access to a number of reports. 

 

These are listed below in the screen sample, and can be selected when you click on the <Select a 

Report> drop down list. 

 

 

“Reporting” using the Search by Applicant and Searc h by Student options 
 

Both the Search by Applicant and Search by Student pages support extracting results to Excel, and from 

there they can be printed. This provides a very flexible way to filter your applications in any way you wish 

and then export them. 

In particular, use the Search by Applicant page to report on applications with the following status, via the 

links on the Home page: 

·  CRN Validation Failed 

·  Late Application Rejected 

·  Late Application Requested 

·  Special Consideration Rejected 

·  Special Consideration Requested 

·  On hold by head office 

·  On hold by school  

·  CASES21 Student data discrepancy 

·  Possible duplicate detected (there is also a formatted report available) 
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·  EFT Rejected  

Printing Search result  

You can use the Export option to export the search results to Excel, and print from there. 

Alternatively, you can print your search results through your Internet Browser. 

You will need to first set up printing in your Internet Browser so that it prints in Landscape. (Examples 

shown are for Microsoft Internet Explorer).  

 

Also before you print, use the File / Print Preview option to see what will be printing. 

To get the whole output across the page, you may have to change the scaling (‘Shrink to Fit’) selection to 

Custom and try a specific scale value, such as 55%.  

 

 

  Once you are happy with the layout, you can go ahead and print! 

 

“Reporting” using the Payment Batch page 
 

Select the Payments / Payment Batches menu option to view a list of batches for your school. 

Select a batch to show the batch details on the Payment Batch page. 

Along with the details for the batch, you will see a list of the payments for the batch and your school. 

For non-School batches, these will be Westpac or Ad Hoc payments. 

For School batches, these will be School payments. 

Click the Export button at the top right of the payment list to export the details to Excel for printing. 

Alternatively you can print from your Internet Browser as described above. 
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Available standard Reports 
 

The standard reports available to be run for your school are: 

 
Report Details 

EMA Payment Listing Description:  Lists applicant and student details with 
payment information, for a year and school.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

Current Applications Description:  Lists application details (parent, student, 
payment amounts) for a year and school.  
 
Available to:  Head Office and Schools  
 
Parameters:  Nil 

Batch Payment Details Description:  Lists parent, student and payment details for a 
given non-school batch and school.  
 
Available to:  Head Office and Schools  
 
Parameters:  Batch No. (Westpac or Ad Hoc)  

Applications created in Period 2 Description:  Lists applications created in period 2 for a 
school and year.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

Suspect Duplicate Applications Description:  Lists applications currently marked as possible 
EMA duplicates.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

School Start Bonus report for 
Schools 

Description:  Lists applications with prep or year 7 students.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

School Start Bonus Possible 
Duplicate Students 

Description:  Lists applications with prep or year 7 students 
marked as possible SSB duplicates.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

School Start Bonus Parents 
Without Bank Details 

Description:  Lists applications with prep or year 7 students 
but no bank details.  
 
Available to:  Head Office and Schools  
 
Parameters:  EMA Year. 

 

Running a Report 
 

Select the Reports  menu to access the Reports page and make your selection. 
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Select a report from the drop down list . 

Depending on the report, there may be additional parameters  required to be set, such as the EMA Year. 

Do nothing if the parameter setting default is what you want. For example, the EMA Year will default to 

the current year, so you only need to change it if you want to report on prior years. 

Once you have set any parameters, click  Run Report. 

Within 10 – 20 seconds, the report results should be shown. 

 

 

Options available once you show the report: 

Show in Wide Mode   

Un-tick to show the report in a smaller window, requiring more scrolling.  

Not recommended for normal use. 

Page Navigation 

 

Where a number more than 1 is shown on the box, you can move through each page 

using the arrow icons. 

Page magnification 

   

Select the drop down list to apply a different magnification level. 
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For instance, choose 75% to make the text a bit smaller but possibly fit more column on 

the viewing page. 

Text Search 

 

Enter a text value and click the Find link to search for the first instance of the text. Use 

the Next link to fin the next instance. 

Export 

 

Select an output option from the drop down list, and then click the Export button. 

Additional prompts may be used to enter file name and location details. 

Eg. 

 

You can choose to just Open the file for viewing without saving it.  

Refresh the report  

Click the  icon to refresh the report. 

Print 

For reports that have a large number of columns and go beyond the width of the 

displayed page, it is recommended that you export the report to Excel or PDF  and 

print from there. 

In Excel, you can remove unwanted columns or resize the page for best printing results. 

To print to your default printer, click the Print  button. This may result in truncated 

output. 
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Key Dates 
 

SSB Eligibility  
This is the date at which a parent must have a valid CRN 
(CentreLink validation must succeed) in order to qualify to be 
paid a SSB payment.  

SSB Close  
This is the date after which prep or year 7 students added in 
EMA will not receive a SSB payment. This can be overridden by 
the EMA Business Administrator in exceptional circumstances. 

Period 1 Eligibility  

This is the date at which a parent must have a valid CRN 
(CentreLink validation must succeed) in order to qualify to be 
paid a period 1 payment. This is typically the first day of school 
for the year.  

Period 1 Parent Application Close 

This is the date by which parents must lodge application forms 
with their school in order to qualify to be paid a period 1 
payment.  
 
It is also the date by which schools should refresh their 
CASES21 data in EMA and re-synchronise the student data. 
This is not a mandatory requirement.  

Period 1 Census  
This date falls close to the period 1 parent application close 
date, but is recorded separately to allow checks for overdue 
CASES21 uploads and endorsements.  

Period 1 School Application 
Close  

This is the date by which Schools must have entered their 
applications in order to avoid them being classed as late 
applications.  

Late Applications Close (P1)  

This is the date after which late applications will no longer be 
accepted.  
 
Applications that apply to period 1 created after this date must 
be submitted as special consideration applications.  

Period 2 Eligibility  

This is the date at which a parent must have a valid CRN 
(CentreLink validation must succeed) in order to qualify to be 
paid a period 2 payment.  
Systemic processes will perform the revalidation automatically 
after this date and after a school authorises its applications for 
period 2 payments.  

Period 2 Parent Application Close 
This is the date by which parents must lodge application forms 
with their school in order to qualify to be paid a period 2 
payment. One week before this date:  

Period 2 Census  

This date falls close to the period 2 parent application close 
date, but is recorded separately to allow checks for overdue 
CASES21 uploads and authorisations.  
 
On or soon after this date, Government schools should have 
refreshed their CASES21 data to re-synchronise their student 
data.  

Period 2 School Application 
Close  

This is the date by which Schools must have entered any new 
applications in order to avoid them being classed as late 
applications.  

Late Applications Close (P2) 

This is the date after which late applications will no longer be 
accepted.  
 
Applications created after this date must be submitted as special 
consideration applications.  
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Payment Run Dates  are dates on which a payment run will be done.  
 
Schools must ensure they endorse / authorise payments for their schools on or before these dates.  
 
The system will consider the current period to be period 1  when the current date is on or before June 30 
in the current year.  
 
The system will consider the current period to be period 2  when the current date is after June 30 in the 
current year. 
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Diagrammatic representation  
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Exporting to Excel in Office 2010  
When you use any export option in the EMA system, and you are running Office 2010, you may get an 
additional pop-up message similar to the following: 

 

 

Always answer Yes to continue. 

 

(This does not Apply to versions of MS Office prior to Office 2010.) 



EMA School User Guide 63

 

Index 
 

Application 
Add (period 2) .......................................... 34 
Add from scratch ...................................... 25 
Add, overview .......................................... 14 
Applies to periods .................................... 25 
Cancel ...................................................... 40 
Changing .................................................. 34 
Copy for add ............................................ 24 
Details page overview .............................. 16 
History ..................................................... 37 
Hold (School) ........................................... 41 
Late Application ....................................... 46 
Locating and viewing ............................... 36 
Payment options ....................................... 27 
Preferred Payment Method ....................... 26 
Release ..................................................... 44 
Review held ............................................. 43 
Saving Changes ........................................ 37 
Special Consideration ............................... 46 

Authorising applications .......................... 34 
CASES21 

Fixing unmatched ..................................... 47 
Student data download ............................. 21 
Student data download  (period 2) ............ 33 
Student matching ..................................... 47 

Centrelink 
Correct Errors .......................................... 44 
Failure notification to applicants .............. 45 
Validation overview ................................. 44 

Endorsing applications 
Period 1 .................................................... 32 
Period 2 .................................................... 34 

Exporting 
Office 2010 .............................................. 62 

Foster Parent/Vet Affairs applications ..... 28 
Home page ............................................. 11 
Key Dates ............................................... 59 
Late Application 

Approve/Reject ........................................ 46 

Described .................................................. 30 
Payment 

EFT Rejections ......................................... 49 
Lost Cheque bulk setting ........................... 51 
Lost Cheque single setting ........................ 52 
Returned Cheque ...................................... 50 
Run Dates ................................................. 60 
School Adjustments .................................. 48 

Period 1 
Described .................................................. 20 
Overview ................................................... 6 

Period 2 
Described .................................................. 33 

Reports 
Running Reports ....................................... 54 
Standard reports ........................................ 56 
Using Batch payment details page ............. 55 
Using Search pages ................................... 54 

School 
Self-manage details ................................... 19 

Search 
by Applicant, overview ............................. 13 

Security 
Logging on ................................................. 9 
Roles ........................................................ 10 

Special Consideration Application 
Approve/Reject ......................................... 46 
System-created .......................................... 30 
User-created .............................................. 28 

Student 
Adding (Govt) .......................................... 31 
Adding (non-Govt) ................................... 31 
Adding after payments made ..................... 38 
Changing .................................................. 38 
Delete ....................................................... 40 
DOB/Year level changes ........................... 38 
Eligible Periods ......................................... 39 

 


