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THIS REFERENCE GUIDE IS ALSO AVAILABLE AS ONLINE HELP IN THE
SCHOOL START BONUS SYSTEM.

THE SSB-ASSIST OPTION IN THE SYSTEM CAN BE USED TO EXPLAIN OR
FAST TRACK MOST OF THE TASKS YOU WILL NEED TO PERFORM.

The SSB QUICK REFERENCE FOR SCHOOLS
can be printed and used to assist you in getting started.

The latest version of this document can be obtained from
www.education.vic.gov.au/management/schooloperations/ssb/documents.htm

Need help?

Make use of the SSB-Assist function
Try the online help in the SSB system
Visit www.education.vic.gov.au/management/schooloperations/ssb

Call the SSB Helpline on 1800 809 834 (select option 6)
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Introduction

What is the School Start Bonus?

The Victorian Government is helping families give students the best start at school
through the School Start Bonus, a one-off payment of $300.

The School Start Bonus is paid to all eligible students enrolled before the end of
term 1 in Prep or Year 7. Further details on eligibility can be found on page 10.

The School Start Bonus has a new simple payment process that means better
outcomes for families. Schools will produce and distribute a voucher to parents that
can then be redeemed for cash at selected Australia Post outlets.

How will it be distributed?

Schools will be asked to produce and distribute the School Start Bonus (SSB)
voucher in term 4.

This will be done by accessing the School Start Bonus system through the
Education Maintenance Allowance (EMA) system, using data gathered during
enrolment.

Schools will be asked to:

Nominate and register a staff member as an EMA and SSB user, to make
entries into the SSB system

Check all Prep and Year 7 enrolments for the next school year for eligibility
against the SSB requirements

Enter all eligible enrolments individually or by using a group ‘import’ function
into the SSB system

Print a black and white voucher on plain A4 paper
Provide the voucher to parents in person or by mail before the end of term 4

Continue to update the SSB system with new enrolments until the end of
term 1 of the school year

Cancel or provide replacement vouchers as required

© Department of Education and Early Childhood Development 2008 3
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Glossary of terms

Reference Guide

CsV file

Duplicate entry

EMA [system]

Enrolment

Enrolment status

Notes

Parent

School Parent Reference

School Start Bonus [system]

SSB Enrolments Import —
School Excel Spreadsheet

Student

Student eligibility

Voucher

Voucher redemption start date

CSV is an acronym for Comma Separated Values

Itis a file type that stores data as a plain text file with
one or more rows of data

Each row contains a number of fields with a comma
between each field

- Another student in the file has the same or a similar

name and date of birth (DOB)

- The Education Maintenance Allowance provides

assistance to low income families by helping with the
costs associated with the education of their children

- The EMA system is the online platform used to

administer the SSB payment

http://www.eduweb.vic.gov.au/ema/

- Arecord of one or more students with the same

parent, attending the same school in the same school
year

Indicates where an enrolment is in its life cycle

- The status will dictate what action can be taken on an

enrolment in the system

- A SSB system function that is useful for

communicating with Head Office

Each defined uniquely by their School, First Name,
Surname, School Reference and School Year

- A school’s internal code for identifying a parent

- Accessed through a link on the EMA homepage

http://www.eduweb.vic.gov.au/ema/

- A custom made Excel spreadsheet with inbuilt
- validation that will transmit your enrolments directly

- to the SSB system

Download it at
http://www.education.vic.gov.au/management/
schooloperations/ssb/

Each defined by their Name and DOB

- The set of requirements students must meet in order

to receive the bonus

- A4 black and white print out that represents the

payment of the School Start Bonus to a parent for
one or more students attending a given school

- The date from which parents can redeem their

- vouchers for cash at Australia Post outlets displaying

the Bank@Post sign

4 © Department of Education and Early Childhood Development 2008
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Getting started

You will need

Internet access
Internet Explorer (the required browser)
Access to the EMA system

To be registered in the SSB system as a ‘User’ with an ‘Update’ role for your school

- This can be arranged through Head Office by calling 1800 809 834 (select
option 6)

- If you already have access but are having problems logging on, please call
the DEECD Service Desk on 1800 641 943 option 4.

Access to a printer

Screen Resolution

This system is best viewed with a minimum screen resolution of 1024 X
768 pixels.

Using this resolution you should be able to see all items across the page without having to scroll
to the right. .

To check or change your resolution settings in Windows XP:
1 Minimise all your windows so you can see the desktop.
2. Anywhere on the desktop (but NOT on an icon), right click your mouse.

3. On the popup menu, select Properties. This will show the Display Properties
dialog.

4. Click on the Settings tab at the top right.
5. Your current resolution will be shown in the Screen Resolution frame.

6. If it shows as 800 x 600 pixels , click and drag the bar icon one or two settings to the
right, until it shows as 1024 x 768 pixels , as a minimum (you can go higher if you wish
and the settings allow it).

Screen rezolution

1024 by 763 pixel

© Department of Education and Early Childhood Development 2008 5
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7. Click OK to save the change. Your display should change accordingly. If you see a
count down dialog warning about reverting back to the original settings, click whatever
button indicates you want to save the settings.

To check or change your resolution settings in Windows Vista:
1 Minimise all your windows so you can see the desktop.

2. Open Display Settings by clicking the Start button, clicking Control Panel, clicking
Appearance and Personalization, clicking Personalization, and then clicking
Display Settings.

3. Under Resolution, move the slider to the resolution you want, and then click Apply.

SSB Assist

When you log into SSB the first page you will see is the SSB Student Search page.
A useful new function is SSB-Assist, available on the top menu.
This is just about all you will need to use the SSB system!

It provides assistance with typical system tasks such as importing enrolments, reprinting a
voucher, adding a new enrolment and cancelling a voucher.

It should be sufficient for most of the tasks you will need to perform in the system.

(Get more details on page 30).

6 © Department of Education and Early Childhood Development 2008
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Importing Enrolments and Printing Vouchers

Process Overview

Set up IE Page and Security

. =

Check Student Eligibility

. =

Import your Enrolments 2 Add
individual
i SSB Enrolments
CSY file spread
export sheet

|

Validate your Enrolments

|

Load your Enrolments

Print Youchers

. =

Distribute Vouchers

Importing, validating and loading enrolments are completed using one of three options under
the Import Enrolments menu.

Printing is typically done ‘in bulk’ from the Student Search page (see later).

Each of the three import options result in validation of the imported data and presentation of the
validation results.

Any errors can be corrected immediately online, and once all corrections have been made, the
data can finally be loaded into SSB as Enrolments ready to have their Vouchers printed.

© Department of Education and Early Childhood Development 2008 7
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Internet Explorer and Printer Setup

Setting up Internet Explorer — Page Setup

Things to remember

Before printing ANY Vouchers, you MUST set the Internet Explorer Page Setup parameters
to ensure Voucher print correctly.

Key steps
1 Open Internet Explorer. You do NOT need to log into EMA or SSB
2 Set your printing margins
2.1 Choose File, then Page Setup
2.2 Select paper size A4
2.3 Clear any text in the Header and Footer box

2.4 Set all Margins to 5 mm (if they are saved as another value, that's OK, as long
as they are < 10 mm)

Page Setup

Headers and Footers
Header

Eooter

Crientation Margins (o
(&) Portrait Lef

Right:

) Landscape Top! Bottom: |

[ oK | [ cancet | [ Ericker... |

2.5 Click OK to save the settings

Setting up Internet Explorer — Security Settings

Things to remember

You need to turn off pop-up blockers to correctly display and print Vouchers.

If you intend to import Enrolments from a CSV file, you MUST check and possibly
change your Internet Explorer Security Settings.

You DO NOT have to change the Security Settings if:

- you will be using the SSB Import Spreadsheet to transmit your data to SSB or
- you will be using the CASES21 'Send SSB Data to DEECD' export job, or

- you will be manually entering all your enrolments.

8 © Department of Education and Early Childhood Development 2008
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Key steps
1 Open Internet Explorer. You do NOT need to log into EMA or SSB.
2. Turn OFF Pop-up Blockers
2.1 Open Internet Explorer to your normal Home page.

2.2 Select the Tools menu option, then select Pop-Up Blocker (this may not be
visible on some versions of |IE!)

2.3 Select Turn OFF Pop-up Blocker
2.4 Turn off pop-up blocking on any Yahoo or other installed IE toolbar.

3. Change your security settings to allow certain ActiveX controls to be used

YOU ONLY NEED TO DO THIS STEP IF YOU WILL BE USING A CSV FILE TO
IMPORT YOUR ENROLMENTS.

3.1 Select the Tools menu option, then select Internet Options at the bottom of
the list

3.2 Select the Security tab

3.3 If the current ‘Security level for this zone’ is Custom level, click ‘Default Level’
or any equivalent reset option.

Securty level for this zone Securnty level for this 20ne

e —— _—Mawe-tbe shder to sel the security level Tos it 2one:

— ——

i: Custom m] k/F Medium = Y
“——Customrretings, - - Sale btfw_kzshﬁ and stil ‘unctignal
- To change the setlings, chick Cusstom Level e --F'ror_r:as'be.la_e downloadng potenhially unsafe content
- To uge the recommended seltings, click Default Level - Unsigned Activel! conols wil not be downloaded
2 - Appropriate for most Internet sites
l.l’
(.-—-""___ __h""-s_
BT (TN

If the displayed level is higher than Medium, try to change it back to Medium using
the vertical bar at the left, then click Apply

3.4 Under Security level for this zone, click Custom level

3.5 Scroll down to the questions that relate to ActiveX controls and plug-ins and
make the following three selections (the first one may be present depending on
the version of IE):

© Department of Education and Early Childhood Development 2008 9
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] ActiveX controls and plug-ins
[w] Aubamatic promgting for Activeid controls
() Disable
—  (3) Enable

¥] Dowmioad signed Activel controls
J Disatle

(@) Prompt
E Dowwnload unsigned Active controls
-’;1 Disable
{__} Enable
— {;] Prompt
] Initialize and scriph Activelx controls not marked a5 safe
{{:z Disable
{_ ) Enable
— 'FE] Prompt

3.6 Click OK, then Yes to any confirmation request, then OK again to return to your
original Internet Explorer page

3.7 Close and reopen Internet Explorer to ensure the changes are applied

3.8 Continue to log into EMA and SSB

Setting up your printer

Things to remember

Vouchers must be printed in Portrait orientation and single sided.
Key steps
1 Set your default orientation to Portrait

2 Set your printer to Single sided

10 © Department of Education and Early Childhood Development 2008
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Check Student Eligibility

You must ensure that each student registered for the School Start Bonus is eligible in
accordance with the requirements stated below.

To be eligible for the Bonus a student must:

Be enrolled in Prep (Year 0) or Year 7 in a Victorian school in the school year
relevant to the Bonus payment

Be enrolled before the end of first term
Have not already received the Bonus for that year level at any other time
Have parents that reside in Australia

Be registered with the Victorian Registration and Qualifications Authority if
educated at home

The following students will not be eligible for the Bonus:
Students attending TAFE college full time

Students educated at home and not registered with the Victorian Registration
and Qualifications Authority

Overseas exchange students attending a Victorian school whose primary
residence is overseas

Students who are on visa sub-classes 560, 571, 572, 573, 574 and 575 (full fee
paying)

Students of temporary resident families whose visa classification falls into any
of the following sub-classes:
- 456 Business Short Stay
- 459 Sponsored Business Visit
- All 600 Sub-class Visas — Temporary Visitors Visas
- 771-773 Sub-classes — Transit and Border Visas
- UD 956 Business Entrance — Long Validity
- UD 976 Visitor — ETA
- UD 977 Business Entrant — Short Validity

- APEC Business Persons Visas

© Department of Education and Early Childhood Development 2008 11
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Enter Enrolments

What is it?

In order to produce Vouchers, the enrolments details for prep and year 7 students must
be entered into SSB.

The SSB system allows you to add a humber of students at the same time. You can do
this by creating your own CSV file or by using the specifically developed SSB
Enrolments Import - School Excel spreadsheet.

Government Schools should use the purpose built CASES21 'Send SSB Data to
DEECD' export job.

If you only have a few Enrolments to enter, you can opt to just enter each one manually
into SSB using the Add Enrolment function.

Important Information

12

You are responsible for ensuring that all students entered into the system meet the
eligibility requirements outlined in this document

You need to decide on the most appropriate import method for your circumstances.
See ‘Which import method is best for me?’ later.

A successful import will result in a number of new enrolments added to the system
against your school with a status of Ready to print

If you spend more than 30 minutes trying to complete your import, please
contact the SSB Helpline!

You can import data as many times as you like. Students already loaded previously
will be ignored

You cannot add the same student or parent more than once

The School Parent Reference should be used to discern between different parents
of the same name, or to link students (such as twins) under the same parent

If using a CSV file you must ensure your Internet Explorer Security settings are
correct before you begin (see Getting Started)

If using the SSB Enrolments Import Excel spreadsheet you must have at least a
2003 edition of Microsoft Office or later.

There is duplicate checking for students already paid and for students enrolled at
more than one school. Refer to ‘Validation and loading imported enrolments’.

© Department of Education and Early Childhood Development 2008
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Which Import Method is best for me?

There are 4 methods for entering enrolments into the SSB system:

Using CASES21 @end SSB Data to DEECD@export job. The CASES21 job will send
the data to the SSB system overnight. You only need to run the export in CASES21 and
wait overnight to see the results. THERE IS NO NEED TO USE A CSV FILE!

Using a CSV file - If your School system has provision to extract your enrolments, you
can extract your data and save it in a CSV (comma separated values) format file — this
is easily done from Excel, or your system may be able to produce the CSV file.

If you create a CSV file, you DO NOT then need to use the SSB Import
spreadsheet —you can import the CSV file directly.

Using the Add Enrolment function to add individual enrolments. If you need to enter 10
or fewer students, you can use an import method if you can export your data from you
school system. However the ‘Add Enrolment’ option can also be used to add them
manually and it may be faster to do so.

Using the SSB Import Spreadsheet where you do not use CASES21 or you cannot
generate a CSV file.

The table below lists typical scenarios and the appropriate method to use.

Scenario Recommended Method
You are a Government School using After entering your enrolments into CASES21, run
CASES21. the Send SSB Data to DEECD export at the end

of the day. The next day, the enrolment data will
be available in SSB to complete the import
process and proceed to printing vouchers.

Go to page 16.

Your school system can produce a CSV  |Use the CSV import method. Make sure you set
file in the correct format containing your  |your IE Security Settings FIRST.

eligible student details. Go to page 14.

You do not use CASES21 and cannot Download the SSB Import spreadsheet and
create a CSV file from your school enter or copy/paste you enrolments there, then
system, you have a number of enrolments |transmit them to SSB. If you have any errors

to enter, and do not wish to add while transmitting you may need to use the CSV
enrolments manually. method. The SSB Import Spreadsheet has

functions to create a CSYV file for you.
Go to page 18.

You have less than 10 enrolments to You can use the Add Enrolment option in SSB.
enter, and do not have functions in your | This may be faster than using one of the import
school's system to create a CSV file of methods.

eligible students. However, you can also choose to use either the

CSV or SSB spreadsheet methods if you wish.
Go to page 21.

If in doubt please contact the SSB Helpline before you proceed.

© Department of Education and Early Childhood Development 2008 13
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Using a CSV (comma delimited) File

Use this method when you are NOT a Government School using CASES21 and your school
system can produce a CSV file in the correct format containing your eligible student details.

If you are a Government School, proceed to the section on using the CASES21 export job.

Things to remember

This method can typically be used when your school system has the facility to extract
your eligible Students into a CSV (Comma separated) file.

You MUST set your IE Security settings FIRST before attempting to import the file.
Key steps
1. Create your CSV file

1.1 Create your CSYV file according to your school’s protocols

1.2 Your CSV file must:

Contain comma delimited fields with no quotes surrounding text values

Include column headings as the first record

Include the following columns in the order listed:

STUDENT SURNAME (Mandatory)

STUDENT FIRSTNAME (Mandatory)

STUDENT DATE OF BIRTH (Mandatory, format dd/mm/yyyy)

STUDENT YEAR LEVEL (Mandatory)

PARENT #1 SURNAME (Mandatory)

PARENT #1 FIRSTNAME (Mandatory)

PARENT #2 SURNAME (Recommended)

PARENT #2 FIRSTNAME (Recommended)

SCHOOL PARENT REFERENCE (Recommended. This MUST be included
where two different parents have the same name)

2. Import

2.1 Log in to the EMA system http://www.eduweb.vic.gov.au/ema

2.2 Click on the School Start Bonus link at the bottom of the EMA homepage to go to
the SSB Student Search page

2.3 Select Import Enrolments on the SSB menu and choose | wish to import
enrolments via a CSV file

2.4 Select Browse to locate your CSV file. A standard ‘Open File’ dialog will be
displayed to find and select the file.

3. Validate and Load
14 © Department of Education and Early Childhood Development 2008
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3.1 Click Validate to read the CSV file and process the enrolments within the SSB
system. If the file is not in the correct format you may receive an error message.

3.1.1 If prompted with a message as illustrated below select Yes to allow ActiveX
interactions

Internet Explorer FX|

ri@ A Active control on this page might be unsate to
?. interact with other parts of the page. Do pou want to
; allova thiz interaction’?

Tes ] | Na 1

3.1.2 If nothing seems to happen after a minute or so, see if you have @&rror on
Pagecat the bottom left of the screen. It most likely means your security
settings may not be correct. Check them and try again, but if the error
persists contact the SSB Helpline immediately.

3.2 Proceed to the Validate and Load topic to complete the process.

© Department of Education and Early Childhood Development 2008 15
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Using the CASES21 @end SSB Data to DEECDCexport job

Reference Guide

Use this method when you are a Government School using CASES21.

Things to remember

The CASES21 @end School Start Bonus Data to DEECDEexport job has been
purpose built to assist Government schools to extract and import their eligible

enrolments.

When you execute the job, you need to wait overnight for the data to be sent to SSB.

You can run the job more than once in a day — only the last run will be used in SSB.

Key steps

16

1. Loginto CASES21

2. Select the Students option

3. Select the Export/Import option

4. Select the SSB School Start Bonus option

f., CASES21 - 9991:Cases21 Training Database

Elle Edit Supervisor Design Yiew Help

20 REHHI OB 2o 2

Management

Export/Import D ata

S5B School Start Bonus

‘2 Export/mport Data

Groups

TEnd of Year =l

Attendance

D aily Organization

Timetabling

Financial

Payrall

Utilities

Favourites

dest

S.M.1LS 5 Library Systems D Eligible School Start Bonus Recipients [S5B21001]
Schoal & General &) Send School Start Bonus Data to DEEECD
Staff & RollCall
Students & tarkBook
4 Ervalment/Transfer & Rolbas
5 Kidmap
£3 Records
B Past Students
@Madlcal gg i
[‘3 Digcipline Aveliare
@Accidents £ Sickbay
Academic
{4 Achievements
@\D Cards _Photos
g Census

CASES21 Service Pack 2

5. Toreview a list of eligible Students, select the Eligible School Start Bonus
Students report. This report is to be used for checking purposes only and is not
required to complete the SSB Import process.

6. To proceed with the extract of eligible Students, select Send School Start Bonus

Data to DEECD.

6.1 This uses the standard Cases?21 task interface. You will get an introductory
screen showing your Windows default printer. The value does not need to be
changed since no printing is being done at this point.
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6.2 Click on the green arrow to commence the task.

6.3 There will be a confirmation screen; select Yes to proceed.

You may also get a prompt to print a list of the students extracted.

Select No unless you do want a list.
6.4 A task window will show the steps involved in exporting the SSB data.

The process is very quick and concludes with a successful completion popup
message

After clicking OK to clear the message you will see the completed information in
the task window.

© Department of Education and Early Childhood Development 2008 17
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6.5 Close the task window.
7. The data will be transmitted to SSB overnight.

8. THE NEXT DAY log into EMA and SSB, and select option | have run the
CASES?21 SSB Data Export under the Import Enrolments menu.

9. Proceed to the Validate and Load topic to complete the process.

Using the ‘SSB Enrolments Import — School’ spreadsheet

Use this method when you are NOT a Government School using CASES21 and your school
system cannot produce a CSV file.

Things to remember

Where you have a number of enrolments to enter into SSB, but have not been able to
create or use a CSV file, you can use the SSB Enrolment Import spreadsheet to
compile your list of students and transmit them to SSB.

The spreadsheet should operate on MS Excel 2003 and later, but some local
configurations may mean the spreadsheet does not operate as expected.

Queries may be directed to Head Office by phoning 1800 809 834 option 6 or emailing
School.Start.Bonus@edumail.vic.gov.au.

If you have extracted your enrolments from your school system (such as SAS)
into a CSV file, you should refer to the section on using a CSV file.

Key steps
1. Check Excel Macro Security settings
Enable macros in Excel (you only need to do this once)

1.1 Open a blank Excel spreadsheet

1.2 Open Tools (menu) then Options and select the Security tab

1.3 Click the Macro Security button to display the Security dialog

1.4 Click Medium, then OK

18 © Department of Education and Early Childhood Development 2008
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1.5 Close Excel.

2. Download the spreadsheet

2.1 Download and SAVE the SSB Enrolments Import — School spreadsheet
from the following link :

http://www.education.vic.gov.au/management/schooloperations/ssb/documents.htm

2.1.1. On the Documents and Forms page, right click your mouse on the
Enrolment Import spreadsheet link, and select Save Target As.

2.1.2. A standard Windows Save As dialog will be displayed.

Set the directory if required. The default file name "ssbenrolments.xIs" can be
left as is, or changed as required.

2.1.3. Click Save.
3. Enter Enrolments and Transmit
3.1 Open the SSB Enrolments Import — School spreadsheet
3.1.1 If asked to Disable or Enable Marcos, click Enable Macros
3.1.2 If not asked to Enable Macros, return to step 1

3.2 On the Menu sheet click Enter Enrolments to display the enrolment entry
sheet.

If nothing happens, you have not enabled Macros.

3.3 Copy/paste your enrolments from another source or enter them into the
spreadsheet individually

3.4 Click Validate and Transmit on the Enrolment Data sheet
3.5 If errors are detected a separate error sheet will be displayed

3.5.1 Scroll to the right to view the error message for each record. YOU DO
NOT MAKE CORRECTIONS ON THIS SHEET.

3.5.2 Click Return to enrolment data and then correct each error

© Department of Education and Early Childhood Development 2008 19
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3.5.3 Click Validate and Transmit again
3.6 If no errors are detected the Enrolment Transmission form will be displayed
3.7 Click Transmit Enrolments to SSB on the Enrolment Transmission form

3.7.1 If prompted to log in, use your EMA user id and password, and the
transmission will continue

3.8 Wait for the Successfully Transmitted message to appear and then close the
spreadsheet

If you receive any errors when you try to transmit, or you get a message
indicating your version of Excel may not be compatible, you can use the Create
CSV button to create a CSV file of your data. You can then proceed to import
your enrolments using the CSV file.

4., Validate in SSB

4.1 Log in to the EMA system at https://www.eduweb.vic.gov.au/ema

4.2 Click on the School Start Bonus link at the bottom of the EMA homepage to go
to the SSB Student Search page

4.3 Select Import Enrolments on the SSB menu and choose | have transmitted
enrolments from Excel

4.4 Click Validate to check the transmitted enrolments within the SSB system. This
may take up to 30 seconds

4.5 Proceed to the Validate and Load topic to complete the process.
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Adding Enrolments Individually

Use this method when you need to add less than 10 enrolments and cannot easily create a
CSV file, or to add late or new enrolments.

Things to remember

You should establish that the Parent and Student(s) have not already been added
into the system by someone else, and that they are eligible for the Bonus.

You can include all Prep and Year 7 students for a particular parent on the same
enrolment

Validation Errors will be displayed in bold red at the top of the page

All student information fields are mandatory

If you cannot resolve an error call the SSB Helpline.

Key steps
1. Log on to EMA and then SSB.
2. Select Add Enrolment on the SSB Menu
3. Enter parent information including your School Reference for the Parent.
4. Under Add a Student enter information for the first student
5. Click the Add button
6. Once validation is successful the student will be listed under Student Details
7. If the details are wrong you must delete and re-add a student
7.1 To delete a student tick the box to the left of the student name and click Delete

8. IMPORTANT: Repeat steps 5 and 6 for any additional students UNDER THE
SAME PARENT

9. When you have entered all parent and student information for the particular
enrolment click Save

10. Review the school declaration and click Proceed if the requirements have been met

11. This will take you to the School Enrolment Details page, with the enrolment
added.

12. IF YOU DO NOT WISH TO PRINT A VOUCHER AT THIS POINT, click the Add
Enrolment menu to add another Enrolment. You can then bulk print your Vouchers
on the Student Search page after completing all your additions.

13. Click the Print Voucher button to print a single Voucher.
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13.1 On the 'Print Instructions' page, if it is displayed, tick the box 'Yes my Browser

settings are correct'.
This will bypass this page for any subsequent printing.

Click the Proceed button.

A Voucher display page will be shown, with buttons at the top right.

13.2 A standard Windows printer selection dialog will automatically be displayed.
Select your printer and proceed to print the Voucher.

13.3 The Voucher should commence printing.

13.4 Click the Close button to close the Voucher display page.
Click the Print Vouchers button to print again.

Troubleshooting
If parent duplication errors are detected:
Ensure your School Parent Reference is entered and correct

If you do not use a School Parent Reference and the parent is not a
duplicate, enter something unique in the School Parent Reference field to

remove the duplication

If the parent is already in the system and you need to add an additional
student, you may need to cancel any printed Voucher to add the student. Refer

to the SSB Reference Guide — Voucher Administration document.

If student duplication errors are detected:
Verify that the details are correct
If parent is present check whether they have enrolled the student at another
school
If you cannot resolve the duplication error:
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- Click Send to HO on the Add Enrolment page

- Enter your name and contact phone number on the confirmation page
- Click OK to complete the action

- Head Office will notify you of the outcome

- You can then contact the parent and take appropriate action

Validating and loading imported Enrolments

After importing your enrolments by any one of the three bulk methods (other than adding
Enrolments individually), a common validation and load process will be invoked.

The Validation Results page will be displayed to show the results of validating your imported
data.

You are able to change or correct enrolments at this point before loading valid enrolments into
the SSB system as enrolments ready to have their Vouchers printed..

You can also view duplicate records (to be placed on hold) and enrolments already loaded for
your school that will be ignored.

If you have run the CASES21 'Send SSB Data to DEECD' export task, or have clicked Validate
on one of the Import pages, the system will validate your enrolment data and present a list of
enrolments on the Validation Results page.

The message in GREEN indicates your next step.

There are two modes for listing the validation results available to you, invoked by clicking on
the relevant option button at the top of the list:

a) Enrolments that can be loaded (after correction of errors)

This is the DEFAULT setting and shows enrolment details for valid entries, entries with errors to
be corrected, or entries detected as being possible duplicates.

Enrolment records will be displayed in one of three categories:
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Where the enrolment has errors, a red error message will be included. All
enrolments with errors are listed FIRST.

Where the enrolment has been detected as a possible duplicate student, a blue
message will be included. All duplicate enrolments are listed NEXT.

Where the enrolment has no errors and can be loaded, just the enrolment details
will be displayed as the last group.

b) Previously loaded Enrolments to be ignored

This will list any enrolments you may already have loaded in a previous import/load process.
They will be ignored and not loaded again.
The list is for information only. You cannot edit these records.

The button is disabled if there are no records to be ignored.

Messages at the bottom if the list will indicate how many records have been validated, how
many duplicates have been detected, and how many errors have been detected.

Where errors have been detected, you can click on the Print Validation List button to print a
hard copy of ALL the enrolments currently being validated. This will include those being ignored.

Key steps
1. Correct Errors.

If there are no errors and you can see the Load Enrolments button,
proceed to Step 2.

For each enrolment marked as having errors (error message shown in red text
and fields shown in red text), you must correct the errors, or remove the
enrolment so that it will not be loaded.

1.1 Click on Update to display the current information on the Import Record
Update page.

1.2 Take action as appropriate:

1.2.1 Correct the fields in error and click Save and re-validate. The
details will be validated again and the result will be displayed in the
Validation Results.

Where the error relates to the DOB being outside the allowed range,
set the Year Level to either OOR or 70OR as appropriate, to expand the
allowed range.
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1.2.2 OR click Exclude from Load to remove the enrolment
completely. Confirmation to proceed is required as the enrolment is
deleted from the list.

1.2.3 OR click Cancel to cancel any changes and return to the
Validation Results.

1.3 Repeat 1.1 and 1.2 for each item in error.
2. Review Enrolments
2.1 Review the list of students to ensure they are as expected.

2.1.1 If the @reviously loaded enrolmentsChutton is enabled, you can
see a list of any students that will be ignored by clicking on the circle
next to the words.

Return to the list of students to be loaded by clicking on the circle next
to 'Enrolments that can be loaded'.

2.1.2 Where an Enrolment is shown with a blue &tudent may have
been duplicated....' message, the enrolment will be loaded in a Hold
state rather than being ready to print.

This is due to the system detecting a matching student in the current or
a prior year.

The other school is included in the message.

If the student is actually attending your school and the year shown in
the message is the school year being processed, you can contact the
school to request that they transfer the student to you for future
administration, and you can then print a voucher for the parent if the
other school has not already given one to the parent.

If the student is not actually a duplicate, just someone who happens to
have a matching name and DOB, contact the SSB Helpline to have the
Enrolment released from Hold after loading.

3. Load validated Enrolments.

If you can see the Load Enrolments button, you can proceed with
this step.

NOTE Before proceeding with the load, you can edit ANY listed enrolment
details listed when listing 'Enrolments that can be loaded'.

This includes removing any enrolment you identify as being ineligible for the
Bonus.

Click on the Update link on any line to display the Import Record Update

page.

3.1 If one or more duplicates were found, you will see two fields for Contact
Name and Contact Number. You must enter your name and number in the
fields if they are displayed.

3.2 Click Load Enrolments. This will finalise the imported enrolments and list
them on the Student Search page, ready for you to print all the Vouchers.

4. Proceed to print your Vouchers — refer to the Bulk Printing Vouchers topic.
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Bulk Printing Vouchers

Vouchers can be 'bulk printed' from the Student Search page.

For enrolments at a status of Hold Payment, a 'Parent Advice' will be printed in place of a
Voucher.

These should be distributed to Parents in place of Vouchers.

Things to remember

If the Enrolment Status is either Ready to Print or Voucher Printed a voucher can be
printed.

For enrolments at a status of Hold Payment, a Parent Advice will be printed.
You can reprint a voucher/advice at any time (in cases of lost or damaged vouchers)
If you reprint a voucher you do not have to cancel the original

Once a voucher has been redeemed at an Australia Post outlet it cannot be redeemed
again

If you are printing a number of vouchers for the first time you can test print by clicking
on the button 'click here to print a test voucher' at the bottom of the page

Make sure your IE Page Setup settings have been updated

When printing for the first time, use the Print Test Vouchers button at the bottom of the
Search page to check that print settings are correct. Four dummy vouchers will be
printed and should all print on a single page.

All Vouchers will be printed before any Parent Advices, in Parent surname / first name
order.

Parent Advices (printed in place of Vouchers for Enrolments placed On Hold) will then
be printed together in Parent surname / first name order.

The first time you are likely to be bulk printing will be immediately after loading your imported
enrolments.

After loading your imported enrolments, the Student Search page will be displayed
showing your Students in Parent name order.

Only Students making up a maximum of 100 Vouchers (= parents) are listed at a time, for
system performance reasons.

When your School has more than 100 Vouchers, page navigation links will be displayed to allow
you to move through 100 Vouchers at a time.

The numbers between Prev and Next represent each page available. The highlighted number
indicates the current page.

Key steps

1. If you are printing for the first time
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1.1 Check that you have updated your IE Page Setup settings.
1.2 Select the Student Search page if you are not already on that page.

1.3 Print some Test Vouchers to make sure the Vouchers all print on a single
page by clicking on the @lick here to print Test VouchersCbutton at the
bottom left of the page to print 4 dummy Vouchers.

1.4 If the 'Print Instructions' page is displayed,

Tick the box '"Yes my Browser settings are correct'. This will bypass
this page for any further printing.

Click the Proceed button to continue.
1.5 A Voucher display page will be shown, with buttons at the top right.

THIS MAY TAKE UP TO 40 SECONDS TO DISPLAY, AND YOUR MOUSE
ICON WILL NOT SHOW THE NORMAL HOURGLASS! PLEASE BE PATIENT.

1.6 A standard Windows printer selection dialog will automatically be
displayed.

Select your printer and proceed to print the Vouchers.

1.7 The Vouchers should commence printing.

1.8 Click the Close button on the Voucher display page to close it, or
click the Print Vouchers on the Voucher display page button to print again.

1.9 Confirm that each of the 4 samples have printed on a single sheet only. If

printed two-sided, you may have to repeat from step 1.4 and set the printer
Preferences so that they are printed single-sided.
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If the bar code prints on a second page, recheck your IE Page Setup settings
and try again, or contact the SSB Helpline.

2. Print your students©/ouchers

2.1 Click on the @. Vouchers can be printed. Click here to print€putton at the
bottom right of the page.

2.2 Follows steps 1.4 through 1.8 above.

2.3 The Vouchers should commence printing.

2.4 Click the Close button to close the Voucher display page.
If you have 100 or fewer SSB Enrolments to administer, step 3 is not relevant.
3. Print the next group of your students©@/ouchers

3.1 After printing Vouchers for any but the last page of Students, the system wiill
automatically take you to the next page of up to 100 Enrolments.

3.2 Follow the steps under step 2 - Print your Students Vouchers.
4. Refresh your Student List

4.1 If you have finished printing all your Vouchers, click on the Student Search
menu option (top left of the page) to refresh your student list. The status on
most records should now read Voucher Printed (or Hold Payment for held
enrolments).

The final step is to distribute the Vouchers (and any Parent Advices) to Parents.

28 © Department of Education and Early Childhood Development 2008



School Start Bonus — Payment Voucher Reference Guide

Voucher Administration

After printing and distributing vouchers — what next?

There will be ongoing tasks to be performed by Schools to administer Enrolments and
Vouchers once they have been given to Parents.

These include:

Supplying replacement Vouchers where a parent has lost or damage their
Voucher.

Correcting wrong names on Vouchers.
Transferring Enrolments to other Schools.
Cancelling unwanted Vouchers.

This Guide briefly describes the operation of the system.

However, most tasks can be performed through the SSB-Assist function, which
provides a streamlined and automated end to end process for most activities.

If you have any problems or require further explanation regarding a task, always feel
free to direct queries to the SSB Helpline
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SSB Assist

This new function is available on the SSB to menu.

SSB-Assist is a type of process ‘wizard’ that can help you perform a task quickly with
guidance on when to use the task and the steps required to complete it.

In many cases you can complete a task (for example, printing a replacement Voucher)
with a few mouse clicks after entering just a Student name, in place of longer processes
such as having to search for a Student, view the enrolment and take the action.

This feature, along with the comprehensive online system Help, you should be able to
administer Enrolments and Vouchers with a minimum of assistance. However always
feel free to direct queries to the SSB Helpline.

Using SSB-Assist

e e

The SSB-Assist page consists of three main sections:

a) A Task List from which you can select a task and initiate the required system
activities.

b) A summary of your current Enrolments by Status. This gives you a birds-eye
view of where your enrolments are in their life cycle. You can click on a status to

see all the Enrolments against it on the Student Search page. It can also be used to
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look for cancellations you have requested that have been completed and therefore
the Enrolment Status has been returned to Ready to Print.

c) Task descriptions and steps to take — you are directed to a discreet task when
you click on a task in the task list.

Things to remember

This page presents an FAQ-style list of typical tasks with instructions as to what you
need to do, and links to automatically invoke specific system functions.

All you need to know is what you want to do, and the related student's name. The
system will then take you as far as it can to complete the task automatically.

Entering Student Names -

Enter as much of the surname and first name as you need to uniquely identify the
student related to the Enrolment you wish to process.

You do not have to enter both names if the surname is unique enough.

When you enter a student name and proceed with an action, the system will only
progress through the desired task if the name entered uniquely identifies an

Enrolment.

If the name is not unique, the Student Search page will be displayed showing the
results of a search based on the name entered
Key steps

1. Click on the task you wish to complete and you will see an overview and the steps to
take.

2. For some tasks, you can enter a Student name and then be automatically directed
to a specific system function, such as re-printing a lost/damaged Voucher.

3. Otherwise, just follow the 'steps to take' using the underlined links where appropriate
(as per the example in the image above).
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4. Where you are passed to the Enrolment Details page to complete your task, a hint to

assist you will be displayed near the top of the page in green text.

Searching Enrolments

Where you wish to just view an enrolment, bulk print your Vouchers, reprint a set of

Vouchers, or perform other tasks without using the SSB-Assist function, you will use the

Student Search page to first locate the Enrolment and then select it for viewing and
any further action.

Things to remember

You can view enrolments and optionally re-print lost vouchers for prior years at your

school.

Text in the search function is not case sensitive (e.g. entering ‘smith’ will find ‘Smith’

and 'SMITH))

Students are listed in parent name order.
Where a parent has more than one student, each student will be listed separately
You can print the list of Students

Only Students making up a maximum of 100 Enrolments (=parents) are listed at a
time.

When your School has more than 100 Enrolments, page navigation links will be
displayed to allow you to move through 100 Enrolments at a time.

The numbers between Prev and Next represent each page available. The
highlighted number indicates the current page.
At the bottom left of the Student list, there is a line showing how many students

have been listed, and how many were returned in total based on the search criteria

used.

Search Parameters

32

To search enrolments you can enter any combination of the following:

Enter all or part of a surname for a pattern search.
E.g. ‘Smi’ to find ‘Smith’ or ‘Smith-Jones’

Parent Surname  |Select a range (From and/or To) to search Parent 1
First Letter Range |Surnames beginning with a letter in the range

Parent 1 Surname
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Enter all or part of a surname for a pattern search.
E.g. ‘Smi’ to find ‘Smith’ or ‘Smith-Jones’

Date of birth (DOB) Enter a value in the format dd/mm/yyyy
Year Level Select a year level from the drop down list
Enrolment Status |Select a Status from the drop down list.

Defaults to the current SSB processing year. Select another
year to view older enrolments.

SSB Year When you select a prior year, the hyperlinked names, if
clicked, will display the enrolment details on a report mode,

with no actions available.

Student Surname

Pattern Search

Search for any value starting with ‘abc’ E.g. ‘smith’ to

abc find ‘Smith’, ‘Smith-Jones’
Placing an **' before your search entry indicates you

*abc are looking for the sequence of characters that follow
anywhere within each field.
E.g. *jones’ to find ‘Jones’, 'Smith-Jones’
Search for any value containing ‘a’ or ‘b’ or ‘c’

*a*b*c anywhere within it E.g. ‘Smi’ to find ‘Smith’ or ‘Smith-
Jones’

Key steps

1. Log on to EMA and then SSB.
2. Select Student Search on the SSB Menu

3. Set your search parameters

(Hint: select Enrolment Status "Ready to Print" to just see students for whom vouchers
have not been printed. This is useful when you import a number of enrolments after
your first import was done and you need to print their Vouchers.)

4. Click Search
4.1 The results will be listed including their Enrolment Status

4.2 A red asterisk (*) will appear to the right of the Enrolment Status of those for
which a voucher can be printed if required

4.3 Click Clear to clear all parameters and start your search again (this will not
clear the results list)

5. Take action as required:

5.1 Select and view an enrolment - click on the hyperlinked parent or student
name, or

5.2 Bulk print Vouchers for the listed Enrolments, or
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5.3 Navigate to another page of students, or
5.4 Print/Export a Student List (of ALL students returned), or

5.5 Change Search Parameters and search again.

Printing a Student List

The 'Print Student List' button can be used to print or export a list of ALL the Students
returned by the current Search Parameters.

When you click on the button, a ‘report window’ will be displayed showing the list.
From there you can:
a) Print a hard copy for your records.

b) Export the list to a csv file so you can open the list in Excel.

When you click Export, you should select Save on the File Download dialog.

A Save As dialog will allow you to select where you want to save the file. You
can also change the default name if required.

If you see a Download Complete dialog, you can select Open to open the file
in Excel.

d) Close the report window.

Re-printing a set of Vouchers

After completing your initial bulk printing of Vouchers, you may need to print some again due to
printer malfunctions or other reasons.

Things to remember

You can re-print vouchers at any time as long as their enrolment status is 'Voucher
Printed'.

Re-printing in bulk is essentially the same as initially printing in bulk.
The only difference is that you will typically enter some search parameters on the
Student Search page to restrict the listed students to those for whom you want to print

Vouchers.

Or, you can use the page navigation buttons (if visible) to go to a particular ‘page’ of
students for whom you may want to reprint Vouchers.

Key steps

1. Set your Search parameters to restrict the listed students to those for whom
you want to print Vouchers.
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1.1 Select the Student Search page if you are not already on that page.

1.2 Set the Search parameters.
The most likely scenario is that you will need to print a group of Vouchers,
and that group can probably be defined by a parent surname first letter range.
Set the from/to letters to the required values, then click Search.
Or, set other parameters as required.

1.3 Click the Search button (top right of page) to refresh the list of Students.

2. OR navigate to a particular page if you want to reprint on a page basis using the
page buttons at the bottom of the Student list. (Applies if you have more than 100
students.)

3. Print your students@/ouchers

3.1 Click on the @. Vouchers can be printed. Click here to printCbutton at the
bottom right of the page.

3.2 On the 'Print Instructions' page, if it is displayed,

Tick the box 'Yes my Browser settings are correct'. This will bypass this
page for any subsequent printing.

Click the Proceed button to continue.

3.3 After a few seconds, a Voucher display page will be shown, with buttons at
the top right.

3.4 A standard Windows printer selection dialog will automatically be
displayed.
Select your printer and proceed to print the Vouchers.

3.5 The Vouchers should commence printing.
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3.6 Click the Close button on the Voucher display page to close it, or
click the Print Vouchers button to print again.

Viewing and Changing Enrolment Details

The School Enrolment Details page displays the full details for an existing Enrolment.
You get to this page after adding a new Enrolment or by selecting an Enrolment on the
Search page.

You view or change an Enrolment by first searching for it by Parent or Student name, or
other types of criteria.

Vouchers can only be redeemed by the Parent(s) named on the Voucher. Parent 2
allows a second Parent name to be entered so that the Voucher can be redeemed by
either Parent.

You can add or remove Students where the Enrolment Status is Ready to Print .

Saving the Enrolment will validate the information, and if successfully validated, save
any changes.

If you came to this page from the Search page, you can go back to your original Search
by clicking Back.

Things to remember

You can view the details of any Enrolment in your School, for the current School
Year.

This is irrespective of its current Enrolment Status.

You can make changes to an Enrolment when its Status is one of:
Ready to Print - any information subject to validation and duplicate checks.
Voucher Printed - any information subject to validation and duplicate checks,
with the exception of changing the number of Students.

You can print a Voucher if the Enrolment Status is one of the above.

If you want to change an Enrolment AND print a Voucher, you must first make any
changes, Save the Enrolment, then print the Voucher.

You can add a Note to an enrolment at any time. (Notes are used to record
information about the Enrolment and is particularly useful in communicating with
Head Office.

You can view any Notes recorded against an Enrolment.

You can print details of the Enrolment as it is shown on the page. This may be
useful to hand to a Parent who wants to contact Head Office with an issue.

You can cancel a Voucher if the Enrolment Status is Voucher Printed, when you
need to change the number of Students and then print a new Voucher, or if

the Bonus payment is not to be made at all.
Errors will be displayed in bold red at the top of the page.

If you cannot resolve an error, call the SSB Helpline.

Key steps
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1.Log on to EMA and then SSB.
2.Use the Student Search function to find an enrolment

3. Click on the Primary Parent or Student Name to display the School Enrolment
Details page for the selected enrolment

4 Once in the School Enrolment Details page you can change parent and student
details::

4.1 Change parent information as required

4.2 Change student details by ticking the box to the left of the student name, then
click Modify

4.2.1 In the Add/Modify student page (popup) change details as required then
click OK

4.3 Add a student by selecting Add in the student details area

4.3.1 If a voucher has already been printed you must cancel the voucher before
you can add a student

4.4 Delete a student by ticking the box to the left of the student name, then click
Delete

4.4.1 If a voucher has already been printed you must cancel the voucher before
you can delete a student

4.4.2 A deleted student will still appear in the system but the deleted column
against the student will be shown as ticked

4.5 Undelete a student by ticking the box to the left of the student name, then click
Undelete

4.4.1 If a voucher has already been printed you must cancel the voucher before
you can delete a student

5. Click Save when you have finished all changes to parent and student information.
The changes will be validated and any errors displayed in red at the top of the page.

6. Other tasks you can perform:

6.1 Transfer the Enrolment to another school by clicking the Transfer
Enrolment button on the Enrolment Details page, and selecting the new School.
See elsewhere in this Guide.

6.2 Add a note by clicking the Add Note button on the Enrolment Details page. On
the Add Note popup enter your note and click Save

6.3 View notes by clicking the View Notes button on the Enrolment Details page
Note: This button will only be enabled if there are Notes against the enrolment
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6.3.1 The Enrolment Notes page will display

6.3.2 When in the Enrolment Notes page print notes by clicking on the Print
button and a standard Windows Print dialog will appear

6.3.3 Click on Print to proceed with printing
6.3.4 Click on the Close button to close the page

6.4 View Enrolment Status History by clicking the View History button on the
Enrolment Details page

Enrolment history is a history of status changes for the enrolment.
6.4.1 The Enrolment History page will display
6.4.2 Click on the Close button to close the page

6.5 Cancel a voucher by clicking on the Cancel Voucher button. A confirmation
page will be displayed.
You must indicate if the Voucher is to be re-printed or not, and select a reason.
See elsewhere in this Guide.

6.6 Print the enrolment details by clicking on the Print Enrolment Details button

6.6.1 A new page displaying the printable version will be displayed, followed by a
standard Windows Print dialog

6.6.2 Click on Print to proceed with printing

6.6.3 Once you have printed you will need to close the ‘printable version’ page by
clicking the Close .

6.7 Print a Voucher click on the Print Voucher button
(For enrolments at a status of Hold Payment, a 'Parent Advice' will be printed
in place of a Voucher; click on the Print Advice button).

6.7.1 On the 'Print Instructions' page, if it is displayed, tick the box 'Yes my
Browser settings are correct'.

This will bypass this page for any subsequent printing.

Click the Proceed button.

A Voucher display page will be shown, with buttons at the top right.
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6.7.2 A standard Windows printer selection dialog will automatically be

displayed.
Select your printer and proceed to print the Voucher.

6.7.3 The Voucher should commence printing.

6.7.4 Click the Close button to close the Voucher display page.
Click the Print Vouchers button to print again.

Troubleshooting

If parent duplication errors are detected:
Ensure your School Reference is entered and correct

If you do not use a School Reference and the parent is detected as a duplicate,
enter something unique in the School Reference field to remove the duplication

If the parent is already in the system and you need to add an additional student:

If the Enrolment Status of the original Enrolment is Ready to Print, you can add the
student to that enrolment.

If the Enrolment Status of the original Enrolment is Voucher Printed, you can cancel that

enrolment (to reprint) and then wait for it to become 'Ready to Print'.
Alternatively you can add a new Enrolment using the same Parent information, but with

the School Reference changed slightly to make it unique.

© Department of Education and Early Childhood Development 2008 39



School Start Bonus — Payment Voucher Reference Guide

If the Enrolment Status of the original Enrolment is any other status, you must create a
new enrolment using the same Parent information, but with the School Reference
changed slightly to make it unique.

If student duplication errors are detected:
Verify that the details are correct
If parent is present check whether they have enrolled the student at another school

If you cannot resolve the duplication error:
- Click Send to HO on the Add Enrolment page
- Enter your name and contact phone number on the confirmation page
- Click OK to complete the action
- Head Office will notify you of the outcome

- You can then contact the parent and take appropriate action

Re-printing lost or damaged Vouchers

Things to remember

If a parent has LOST or DAMAGED their voucher, just reprint the voucher. NO
NEED TO CANCEL!

You reprint a Voucher for an Enrolment by first searching for the Enrolment by Parent or
Student name, or other types of criteria.

Vouchers can only be redeemed once, so you can reprint a Voucher any number of
times as long as it is at a status of Voucher Printed.

Key steps
1.Log on to EMA and then SSB.

2.Use the Student Search function to find the enrolment

3. Click on the Primary Parent or Student Name to display the School Enrolment
Details page for the selected enrolment

4 To re-print a Voucher click on the Print Voucher button

4.1 On the 'Print Instructions' page, if it is displayed, tick the box 'Yes my
Browser settings are correct'.

This will bypass this page for any subsequent printing.

Click the Proceed button.

A Voucher display page will be shown, with buttons at the top right.
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4.2 A standard Windows printer selection dialog will automatically be displayed.
Select your printer and proceed to print the Voucher.

4.3 The Voucher should commence printing.

4.4 Click the Close button to close the Voucher display page.
Click the Print Vouchers button to print again.

Processing Held Enrolments

The most likely scenario for a held enrolment is where a possible duplicate student
was detected during your import processing.

For any other scenario please contact the SSB Helpline.

If the relevant student is not attending your school, please notify the SSB Helpline
so the enrolment can be checked and possibly cancelled.

If the relevant student is attending your school and was enrolled at another school in the same
school year:

The other school mentioned in the note attached to the held enrolment may have
printed and distributed a voucher already.

You can contact the School and ask them to transfer the enrolment to your school so
you can administer the enrolment henceforth.

If the parent already has a voucher from another school, you do not have to cancel it or
print a new one after the enrolment has been transferred.

If the parent does not have a voucher, you can print a replacement copy after the
enrolment has been transferred to your school.
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Transferring an Enrolment to another School

You may have entered an Enrolment and printed a VVoucher for a Student who is no longer
attending your School.

If the other School wishes to take over responsibility for the Student, or you want to transfer the
Enrolment and the other School agrees, you can transfer the Enrolment.

It does not matter what status the Enrolment is when you transfer it.

If the target School has an Enrolment on Hold for the student, it will be cancelled automatically
as part of the transfer process.

NOTE that the entire Enrolment is transferred.

So, if you only wish to transfer one student and there are more than one on the Enrolment, you
will NOT perform a transfer.

Instead, you need to remove the student from your Enrolment (you may have to cancel the
Voucher first if one has been printed), then you can print a new Voucher.

The other school can then either add a new Enrolment for the student if they have not done so
already, or arrange for it to be released by the SSB Helpline if it has been loaded on Hold.

The other School can if necessary print a Voucher, but if you have already done so and the
Parent has it, a reprint is not required.

Key steps
1.Log on to EMA and then SSB.
2. Use the Student Search function to find the enrolment

3. Click on the Primary Parent or Student Name to display the School Enrolment
Details page for the selected enrolment

4. Once in the School Enrolment Details page, click the Transfer Enrolment button
5. Confirm the transfer

5.1 Select the school that you wish to transfer the Enrolment to by clicking on the
Find School button at the right of the school name

5.1.1 On the popup School Search page, enter all or part of the target School hame,
then click Search

If a single school is found, it will be selected automatically and the School will
appear on the Transfer page
Otherwise a list of matching schools will be displayed, so....

5.1.2 Tick the box next to the appropriate School

5.2.3 Click the OK button. The page will close, and the selected School will appear
on the Transfer page

5.2 On the Enrolment Transfer page, click the Proceed with Enrolment Transfer
button
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6. You will be returned to the Student Search page.
The Enrolment will no longer be listed.

Cancelling a Voucher

Why Cancel?

Cancelling a Voucher under an Enrolment assumes you have printed a Voucher at least once.
A Voucher can only be cancelled where its current Enrolment Status is Voucher Printed.

If a parent has LOST or DAMAGED their voucher, just reprint the voucher. NO NEED TO
CANCEL!

You can change any parent information, then reprint the voucher. NO NEED TO
CANCEL!

Before printing a Voucher, while the Enrolment is at a Status of 'Ready to Print', Parent and
Student details can be changed as required, including adding or removing Students, without
having to cancel anything.

Any given Voucher, by virtue of its unique bar code, cannot be redeemed more than once. So
there is no risk of a Parent presenting two Vouchers with the same bar code and being paid
twice.

There are a number of reasons you may want to cancel a Voucher, some driven by system
requirements about the integrity of Enrolment data:

A Student must be added to or removed from an Enrolment after a Voucher has been
printed.

The Parent no longer wants the Voucher. In this case the Voucher will not be marked to
be re-printed.

The Parent already has a Voucher from another School for the Student (an unlikely
situation given the duplicate checks in the system). In this case the Voucher will not be
marked to be re-printed.

Where you cancel a Voucher with the intention to re-print one, the end result of your
cancellation action will depend on whether it is done before or after the Voucher Redemption
Start (V.R.S.) date (mid January), as illustrated below:
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Before the V.R.S. date , you can cancel a Voucher and immediately print a new one after
making any changes (when it is 'Ready to Print').

This is because until mid January, no Vouchers can be redeemed. Near the V.R.S. date,
Australia Post will be notified of all the Vouchers that have been cancelled up to that point, so
they can be set not to be redeemed.

After the V.R.S. date , cancellation must go through a set of interface steps to have the
Voucher properly cancelled in Australia Post's systems. This process will take two nights (so
allow 3 days).

Under this situation, you will need to:

Advise the Parent that a new Voucher will be available in 3 days.

Make a note to check the system after 2 nights to confirm the Enrolment is back at
'Ready to Print' status. (If it is not, contact Head Office.)

Print a new Voucher.

Send the Voucher to the Parent by some means or have the Parent pick it up.

© Department of Education and Early Childhood Development 2008 15



School Start Bonus — Payment Voucher Reference Guide

Cancelling a voucher - to be re-printed

You typically only have to cancel and re-print a Voucher when you need to add or remove a
student from an enrolment after a voucher has been printed.

Things to remember

A Voucher can only be cancelled where its current Status is Voucher Printed.

After the Voucher Redemption Start date, cancellation takes 3 working days.

The School Enrolment Details page is where you will request a cancellation.

You get to this page after adding a new Enrolment or by selecting an Enrolment on the

Search page.

If a parent has LOST or DAMAGED their voucher, just reprint the voucher. NO
NEED TO CANCEL!

You can correct either of the two parent names, then reprint the voucher. NO
NEED TO CANCEL!

Key steps

46

1.Log on to EMA and then SSB.
2. Use the Student Search function to find the enrolment

3. Click on the Primary Parent or Student Name to display the School Enrolment
Details page for the selected enrolment

4. Once in the School Enrolment Details page, click the Cancel Voucher button
5. Confirm the cancellation

5.1 Select Yes | want to reprint.... to indicate you intend to print a new voucher and
give it to a parent

5.2 Select a Reason
5.3 Click on the Continue button

6. Click on the Add Note button on the Enrolment Details page to add an explanatory
Note.

7. If the Enrolment Status is set to Ready to Print , you can make any changes and
print a new Voucher.
If the Enrolment Status is Cancellation Requested, you will have to wait 3 working
days until the Enrolment Status is set to Ready to Print.
You will then be able to make the necessary changes and print a new Voucher. This
situation will occur after the Voucher Redemption Start Date.
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Cancelling a voucher - NOT to be re-printed

Where a parent does not want the Bonus payment, or the student is attending another school
who want to print a voucher there, you need to cancel the Voucher and indicate that it is NOT to
be reprinted.

Things to remember

A Voucher can only be cancelled where its current Status is Voucher Printed .

The end result, after any wait time for the cancellation to be confirmed by Australia
Post, is that the Enrolment Status will be Payment Cancelled.

Key steps
1. Log on to EMA and then SSB.

2. Use the Student Search function to find the enrolment

3. Click on the Primary Parent or Student Name to display the School Enrolment
Details page for the selected enrolment

4. Once in the School Enrolment Details page, click the Cancel Voucher button
5. Confirm the cancellation

5.1 Select No the Voucher is to be cancelled... to indicate you do NOT intend to
print a new voucher

5.2 Select a Reason
5.3 Click on the Continue button

6. Click on the Add Note button on the Enrolment Details page to add an explanatory
Note.

7. The Enrolment status will be either Payment Cancelled or Cancellation
Requested.
If Cancellation Requested, after 3 working days it should move to Payment
Cancelled. This situation will occur after the Voucher Redemption Start Date.

8. You do not have to do anything else after initiating the cancellation.
If you accidentally select No Reprint and wish to print a voucher, you must contact
Head Office to reset the Enrolment.
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