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Copyright Notice

Please note that this publication is copyright. Except as permitted by the Copyright Act, no part of it may in
any form or by any electronic, mechanical, photocopying, recording or any other means be reproduced,
stored in a retrieval system or be broadcast or transmitted without the prior permission of the publisher,
Student Management Software Solutions Ltd (SMSS).

Confidentiality

Please note that this publication is confidential.

The permitted circulation list is as follows:
i)  Artena Owners
ii) Artena User Group members

iii) Artena Users

Disclaimer

All information in this publication is subject to alteration without notice. Although we endeavour to
provide accurate and timely information, we do not warrant its accuracy at the date it is received.

SMSS owns the copyright to all information contained in this publication except where the information has
been explicitly stated as being derived from other parties. Attribution to SMSS must be given to any
information reproduced.

Target Audience

All persons who engage with the admissions and enrolments process in Artena including:

e Users of Artena
e Supervisors of those using Artena
e Technical support persons

Revision History

Description Revision date Version number Author
Initial document 14/04/2014 1.0 Samantha
Revised with introduction of new 19/03/2015 2.0 Samantha

elements in Artena V09.09.00

Please help us improve this document. If you have suggestions for changes or additional content, email helpdesk@smss.org.nz.
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Prerequisites
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1. Artena version 9.07.00 and above; some functionality is available from version 9.09.00 onwards
2. Access to Online Enrolments in Artena (granted through Security Administrator)
3. The Organisation’s system must be configured to accept online enrolment applications (see Artena

Deployment Guide 2 and Online Enrolments Setup Guide)

Access to Online Enrolments Functionality

Security

Security controls:

e Ensure users are granted access to Online Enrolments through the Security Administrator module

e Ensure each user’s email address is correctly completed in their security profile to enable the email

messaging feature to function

Location

e Online Enrolments is accessed through the Admissions menu

Home Client  Teaching Structures [ERUINIESIILE  Student Support

Academic Records

International

Marketing System

Client Online Enrolments

Admissions Dashbhoard

Application Search StudyLink

Application Status. (=) Unassigned () Assigned NSiBatch

Imported Date: 07032014 (=) Onthe Dg SWArtena

User: Online Enrolments

ERS Dashhoard
i} Assigned To Imported On Locked On Data Data lication Files
Field Value
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Online Enrolments home screen - Application Search functions

e Use this screen to search for applications
e Select the parameters you require and click the ‘Search’ button to execute the search
e The three search parameters work together to identify the applications you are looking for

ST FEST TES =t Tes =T teSTtEST TEST TESt TEst Test test tesT tef ezt tesT teSTIEST TEST TESt TEst Test te
KL &hE T = sty

Home Client  Teaching Structures EEGLAEILLEEE  Student Support Academic Hecords  Finance

Client Online Enrolments

Application Search
Application Status: () Unassigned (s Assigned | ) Locked () Processed

Imported Date: b ) ©ntheDate () Onor Afterthe Date (=) &0y Date

Azzigned To: Samantha Stanley vl Assigned To Me |

=D e

& Assign {5:9 Process

1D As=signed To Imported On Locked On
5] Samantha Stanley 1022014
14 Samartha Stanley OE52014

Application Status:

Parameter Description

Unassigned Use this status to search for new applications or to identify applications that are
yet to be assigned to a user for processing

Assigned Use this status to identify applications that have been assigned to a user for
processing, either by the user themselves or by an authorised assignor

Locked Use this status to identify applications that are currently being actively
processed
Processed Use this status to identify applications that have been fully processed, ie either

accepted or rejected
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Imported Date:
Parameter Description
On the date Applications imported on this exact date will be presented; default = today’s

date

On or after the date

Applications imported on or after this date will be presented

Any date Applications imported on any date will be presented
Assigned to:
Parameter Description
User name This is an actively filtered search box; as you type a name, the search for

(drop down list)

possible matches commences; select the name you require; applications
assigned to this user will be presented

Note: Leave this box blank to find unassigned applications

Assigned to me

Clicking this button will automatically populate the search box with the logged
in user’s name
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Online enrolments home screen - Application Actions
Assign

e To assign applications to yourself:
o Select the required application/s
o Click Assign to Me
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& Assign & Assign to Me ch Process
1] Assigned To
5 A
g A4
12 vy
14 Samantha Stanley

Imported On Locked On
160212014
190212014
06312014
060312014

e To assign applications to other users:
o Select the required application/s

o Click Assign
& Assign « Assignto Me {i{: Process
1] Assigned To Imported On Locked On
a Samantha Stanley 180252014
1 Samantha Stanley 1900252014
12 Samantha Stanley OE03/2014
14 Samantha Stanley OE0Z2014

o The User Search pop up will display
o Complete the required search parameters and click Search

o Click the assignee’s name and click Select

User Search x
Beginning with ] l Containing J Dizplay Mame  al m
Digplay Hame r;

Alan Cadhwallader e
Alan David Price
Alan Taylor
Alana Coweper

Aleeshea Reid

Aleyx Robertzon
Alexander Scott Campbell
Aleancra Hewitt

Allan R Estall

ALLAMDO

-

e Assignrules
o Any user can assign applications to themselves
o Authorised users can assign/reassign applications to other users
o Multi-select > Assign is available
o You can reassign an unprocessed application to another user

© 2014 Student Management Software Solutions Ltd Page 7 of 20
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o You will get an email notification advising that applications have been assigned to you by someone
else (you will not receive an email notification if you assign applications to yourself)

Process
4. Assign & AssigntoMe dsh Process
1] Aszcigned To Imported On Locked On
5 Samantha Stanley 180202014
E Samantha Stanley 190202014
12 Samantha Stanley 06032014
14 Samantha Stanley 032014

e To use the Process action
Select an application to process

o Click Process to open the application in the processing area

o Opening the application locks it so other users cannot process it

o You can only process one application at a time

o If you wish to exit an application, select Back; you will lose any changes you have made
Unlock

{c\?} Process “ E'i' Unlock y

[1} Locked By Imported On Locked On

12 Samantha Stanley DEA032014 DEA0Z2014

e To use the Unlock action
o An application will remain locked while a user has it open for processing
o The application will unlock if the user backs out of it (note you will lose all changes)
o Inthe event that a technical issue causes the active browser to close or a session terminates while
an application is open for processing the application will remain locked; only the ‘Locked By’ user
may reopen or unlock the application
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Online Applications home screen - Data Forms

Application List:
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e Search results will show in the application list on the main Online Enrolments screen.

& Assign & Aesignto Me c{é} Process
1} Assigned To Imported On Locked On
5 Samartha Stanley 18022014
G Samartha Stanley 1902201 4
12 Samartha Stanley 060532014
14 Samartha Stanley 0832014
e The columns shown in the application list are relative to the search performed
Column Data description Search type
ID The unique identifier for the application form; system- All
allocated sequential numbers; system use only
Assigned to The user to whom the application is currently assigned Unassigned/Assigned
Locked by The user who has the application open for processing Locked
Processed by The user who processed the application Processed
Imported On The date on which the application was imported into the All
online enrolment area
Locked On The date the user opened the application for processing All except Processed
Processed on The date on which the user accepted or rejected the Processed
application
Status Shows if the application was accepted or rejected Processed
Person Shows the name of the applicant if the application was Processed

accepted; ‘jump to person’ is available

© 2014 Student Management Software Solutions Ltd Page 9 of 20
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Application Data

Note — all data is ‘read only’ in these tabs; it can be edited in the processing area

e The Application Data tab shows the data that will be imported into defined fields in Artena if the
application is accepted

Application Data Additional Data Application Files
Field Value
Al Solicitstion 1 =1
DiateCfBirth 1992-04-15
EthnicityCodet 111
FirstMames Jenney
Gender Code F T
Initizls JL
Ircihumber 1230001 23
Preferredilame Jen
Previoushame Snook
Surname Lararence
TitleCode 3
FERLIDADATED 2013-11-20
PERLIC&RMLUIM1 1
FERLDATEXT1 E
PERLIDATEXT4 Accept
EmergencyAddresslinet 32 Petlicost Lane
EmergencyAddressLine2 Hamittan R
-
Additional Data

e The Additional Data tab shows data that is collected to assist assignment or processing of the
application, for example a department name to indicate which user the application should be assigned
to for processing; this type of data is optional

e This data does not have a defined destination in Artena and will not be imported upon acceptance of
the application

Application Data Additional Data Application Files

Field Value
MyFieldOne one's
MyField Two twvo
MyFieldThree thre
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Application Files

e The Application Files tab lists files uploaded by the applicant during the application process

e Documents are available to download and view before processing the application

e Select a document and click Download

e Documents open within their native programme external to Artena so they are available to view while
processing the application

e If the application is accepted, the documents are able to be stored against the person record using the

existing document upload process in Artena; the documents will then be available to view through the
Person | Documents tab

Application Data Additional Data Application Files

| 44 Download

Filename
excel_documet xlsx
pf_documert. pof
test_file dxt

Opening excel_docurmet:dsx @
You have chosen to open:
Izﬂ excel_documet.xlsx

which is: Micrasoft Excel Warksheet (3.9 KB)
frarn: http:/ftestws02-iis,smss.org.nz

What should Firefox do with this file?

Microsoft Excel (default) -

Save File

Do this autamatically for files like this from now on,

oK l | Cancel

© 2014 Student Management Software Solutions Ltd Page 11 of 20 Artena Online Enrolments User Guide
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Process an application
Step 1: Match Person

e The application processing screen works similar to LiveForm, allowing you to progress step by step as
well as go back and skip forward through the screens as you process the application
e You must search the database for potential matches to the applicant before you commence processing

Home Client  Teaching Structures [RGIGTEIL]E Student Support | Academic Records Fina

Home Client Online Enrolments
Application m
B8 Match Person
8 Person . o
Field Hame Application Data
@ Address
Titl i
& Studert F Miss >
T8 Citizenship First Mames ‘Jenny ‘
[Z] Stucky Contract Surname ‘Lawrence ‘
[ Guslifications
Imitizls JL
gl Medical
gMiscellaneous Gener | Female | A ]
Date Of Birth ‘154@4;‘1 592 ‘
Preferred MName Jen
Previous Matme Snoak

e  When you click on the Match Person button, a screen similar to the Client Search screen will be
presented

e This screen will be prepopulated with the applicant’s details which can be edited to ensure you have
exhausted all matching possibilities, eg remove NSN or preferred name

e C(Click Search to return any person(s) who exist in Artena that potentially match the applicant

e If you find a person you wish to identify as the applicant, select the person’s record and click ‘Confirm
Match’ or double-click the person’s name

e Select ‘Back’ if you do not find a match or do not wish to select a presented option

Home Client  Teaching Structures [EEGIESLLEEE  Student Support  Academic Records  Finance Interna
Home Client Online Enrolments
Search iterm: Al ¥ | Surname: Lawrence Student ID:
Condition: Beginning with »  First Mame: Jenny Stuclent MSH:
Preferred: Jen Date of Birth: 15/04/1932

e

</ Confirm Match

Hame Preferred DoB Status [1] Student ID

Lawrence, Jenny Jenny 1500441992 41404363
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Step 2: Understand the data

e The Accept|Reject button becomes active only after you Match Person regardless of whether you

found a matching person or not

Home Client  Teaching Structures EEGCIGTSSLIGE  Student Support Academic Records Finance International Marketing System
Home Client 0Online Enrolments
Application m
ﬂﬁ Match Person Accept | Reject

8 Person
Field Hame Application Data || Artena Data

@ tddress

- Titl i -

& Student e Miss hd L Mis=

DB citizenzhip First Mames |Jenny | L1 dermy

Study Contract

Bl Sty @iz SUrTame |Lawrence | L Lawrence

[E] Qualifications
Initials JL | Ly

ok Meddical

gmisce\laneous Gender | Female | v ] L Female
Diate: O Birth | 18041992 | L 15md4nasz
Preferred Mame Jen | L Jenmy
Previous Mame Snook | L
Ircd Murmber 123000123 | L
Ethnicity Code 1 111 HZ European/Pakeha - L 111 MZ EuropeanPakehz
Ldla Text 1 E

Y | L L A J

Udlar Text 1 accept | O
Uk Mun 1 q | Ll oo
Lida Dte 1 201311.20 | [l

e There are two columns of data presented in the processing screens:

o Application data — the data provided by the applicant through the online enrolment form. This is
editable.

o Artena data —if you found a matching person, the data contained in the Artena record will be
presented here

o A ‘diff indicator’ (red line beside each field) will show you where the data presented in the
application is different to the data in Artena, eg the address might have changed since the person
last attended your institution.

o Note: if you did not find a matching person in Artena, these fields will be blank. This does not
affect processing.

e If you found a matching person in Artena, you can choose to keep some, all or none of the existing
Artena data by checking the boxes next to the Artena data you wish to keep. If you do not check an
Artena Data box, the data in the application will overwrite the corresponding data in Artena, even if the
application data field is empty.

e We suggest you ensure your business processes and rules guide users on how to decide whether to
keep or override data. Personal information given in the online enrolment form is likely to be more up-
to-date than legacy data in your database. Once the application is accepted into Artena, the data fields
you chose to accept during the application process will permanently overwrite the existing data fields.

e There are two types of mandatory fields:

o Fields that provide the minimum data to create a person with a student role in Artena (these are
outlined in red)
o Additional fields that your institution chooses to make mandatory in the enrolment form

© 2014 Student Management Software Solutions Ltd Page 13 of 20 Artena Online Enrolments User Guide
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e We will ensure an application is not accepted into Artena without the Artena-defined mandatory fields

however it is your responsibility to set your form up correctly to ensure it cannot be submitted without

your mandatory fields, and that these fields are not deleted during processing.

Step 3: Process the application

e Step through each section as per LiveForm

e You may change data as you go, or indicate that the Artena data from a matched person (if applicable)

is to be kept in place of the information provided in the application

e Note: fields will only show if you collect that data field in your application form, eg if you do not collect

UDA information through the application form, these fields will not show in the application screens

Person

e Check the Person information is complete; indicate if you wish to retain Artena data over application

data

Application

a Person

@ sddress

i Student

A citizenship

[Z] Study Cortract
[ElQusiifications

g Mecical

g Mizcellaneous

Home Client

0Online Enrolments

2 Match Percson
Field Hame
Title
First hames
SUFMEmE
Initialz
Gender
Ciste Of Birth
Preferred Name
Previous Mame
Irdl Rlumber
Ethnicity Code 1
LUcta Text 1
Udla Text 1
Llcta Murm 1

Ui Diate 1

Accept | Reject

Application Data

Artena Data

Mizz

Jeniny

OO OcC

Lanwrence

J

4

Female

151041992

Jenny

111 HZ European/Pakeha

E

I [ [

E

111 MZ EuropeanPakehs

L

oo

O 0K

© 2014 Student Management Software Solutions Ltd
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Address

e Home address is mandatory

e Home email is mandatory
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e Only addresses for which data was collected through your application form will be activated

e Address Line 1 and Postcode are mandatory for any active address

Application

8§ Person

@ tddress

i Stucent

T8 citizenship

[E] Stucy Cortract
[Z] Gusiifications

b Medical

g Mizcellaneous

Home Client

Online Enrolments

m ﬂﬁ Match Person Accept | Reject

¥ Home

Field Hame

Addresz Line 1

Address Line 2

Address Line 3

Address Line 4

Address Line 5

Address Line &

Post Code

Phone

hiobile

Fa

Email

B Term

¥ Mok

Field Hame

¥ Emergency

Field Hame

Address Line 1

Address Line 2

Address Line 3

Application Data

|| ArtenaData

32 Petticost Lane

‘ | L 125 Triumph Lane

Hamitton

| L Mapier

L

L

L

L

5544

02a0z21021

enlawiEomail com

Application Data

Application Data

|| Artena Data

|| Artena Data

32 Petticost Lane ‘ | L
Harmnilton | L
|

e In this example Home and Emergency address types are activated and have all fields available; Work
address is not activated and has no fields available

e You may edit any active address field

e Address verification is available via subscription; contact SMSS for more information

Student

e High level data relevant to the student role is shown here

e Note that you may send Student ID and NSN from the Online Data, it will not update Artena Data

Application

a Perzon

@ Address

i Stuctert

8 citizenship

[Z] Stucky Cortract
=] Qualifications
ok Meddical

@ Miscellaneous

Home Client

©Online Enrolments

m ﬂﬁ Match Person Accept | Reject

Field Hame

FullFart Time Status

Application Data

F Full Time

|| Artena Data

) |E

© 2014 Student Management Software Solutions Ltd
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Citizenship

e Data concerning citizenship, iwi, language and international status is shown here

Home Client Online Enrolments
Application m
ﬁa Match Person Accept | Reject

8 Person

Field Hame Application Data || Artena Data
@ Address
& suert Cizenship Code Hew Zeakand = | O
B citizenship Permanent Resident L] | |
[E] Stucty Contract Crverseas Resident L | L
[E]Quaiifications

Languags English | ]
o Medical D
9 Miscelanaous Cther Languags 1 Other - | L

Study Contract

e The OTE selected will be used to create the study contract for the applicant; you may select an
alternative OTE to the one selected by the applicant

e (OTCs attached to the OTE will be displayed; OTCs requested by the applicant through the application
form will be selected; you are able to select and deselect OTCs during processing

Home Client Online Enrolments
Application m
8 Match Person
8 Perzon
Application Data
@ Address
& Stucert | Bach Comp/IT 2013 [+]
DA citizenship (D V] 5162 Jul Scripting |, 2013
[=] Study Cortract @ [v] IT5174 Jul Netwvarking |, 2013

CD Iu_r"l ITS178 Mar Communication Studies, 2013
[:D |\._f'| IT5150 Mar Service Desk, 2013

CD || IT5181 Mar PC Eszentials [, 2013

9 Mizzelansous CD || 175182 Jul PC Ez=entialz I, 2013

CD L] ITS183 Mar Help Desk Suppaort, 2013

(D L IT5184 Jul Hard Drive Recovery, 2013

[E]cualtications
g Medical

e Other data relevant to the study contract is displayed at the bottom of the Study Contract screen

Field Hame Application Data || Artena Data
Funding Saurce 01 SAC funding b

Advertizing -

llain Wenue -

Returning Stucdert L

Expect To Finish This Year v

© 2014 Student Management Software Solutions Ltd Page 17 of 20 Artena Online Enrolments User Guide
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B8 Match Person
Field Hame
Referee 1 Mame
Referee 1 Phone
Referee 1 Address Line 1
Referee 1 Addreas Line 2

Referee 1 Addreas Line 3

Accept | Reject

Application Data

|| Artena Data

Billy King | L
02 231 1236 | L
Burger King | L
125 hain Road | L
Hanmitton | L

Qualifications

e Data concerning previous secondary and tertiary study is shown here

Home Client

Application

8 person

& Address

i Stucent

8 Citizenship

[E] Study Contract
[=] Gwslifications

o Medical

a Miscellaneous

Online Enrolments

&a Match Person Accept | Reject

Field Hame

Year Secodary Qual Attained
“ear First Tertiary Enrolment
“ear Last Secondary Education
Last Secodary School

Highest Secodary Gual

Mdain Activity

Cther Qualifications

Maijor Subject
Second Subject

Third Subject

Application Data || Artena Data

201 | )

2013 | )

2011 | L

Hamilton Girls High School v | )

15 HCEA L3 or Burs or Scholarship - | (]

03 Wage or salary worker v | L

Title Year Institute Completed
6001 COCMA Lewn 2012 i}
Title Year Institute Completed
Computer Science - | (]

Asian Languages v | L

Business Administration v )

Medical

e Data concerning medical and support requirements is shown here

Home Client

Application

8 Person

@ Address

i Studert

T8 citizenship

[Z] Stucky Contract
[E] cualifications
gh tedical

@ Miscelaneous

Online Enrolments

Field Hame

MOE Dizahility

Support Reguired

Dizahilty Types

ﬂﬁ Match Person Accept | Reject

Application Data

2 Disability Identified

4]

Disability Type

Hand function20s

v

|| ArtenaData

© 2014 Student Management Software Solutions Ltd
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Accept or Reject the Application

Accept

e Once the user has finished reviewing and editing the data they accept or reject the application

Home Client Online Enrolments
Application m
ﬂﬁ Match Person Accept | Reject
Person icati

8 Field Hame Accept Application [ ]| Artena Data
@y tddress : o

Title Reject Application ¥
i Student v L1 Mizz
8 citizenzhip First Mames |.Jgnny | L Jenny
El Study Contract Sumame |Lawrence | L Lawrence
=] Qualifications

Initizls: JL | ™ g
ok Meddical
@ Miscelaneaus Gender | Female | v ] | Female

e Accepting an application creates a Person with a student role or appends application data to an existing
person if a match was found

e Ajump to Person button is available to enable the user to jump straight to the person’s record in
Artena and continue processing the application

a Person
[1] Imported On Processed On | Processed By Status Person
1 180202014 180272014 Samantha Stanley | Accepted el, el
2 180202014 0om3/2014 Samantha Stanley | Rejected
g 25022014 040372014 Samartha Stanley | Rejected
v 272204 2022014 Samartha Stanley | Accepted Frankel, Louize
4 150252014 030372014 Samartha Stanley | Accepted Aleczander | Brandy
3 15022014 050372014 Samartha Stanley | Accepted Stone, Sharon
9 03352014 040372014 Samartha Stanley | Rejected
10 03352014 030372014 Samartha Stanley  Accepted Bergen, Candice Miranda
13 06352014 0E0372014 Samartha Stanley | Accepted Bergen, Candice Miranda
11 0432014 040372014 Samartha Stanley | Accepted Beiber, Miley Moo

e Astudy contract is created and information under the student role such as Other Qualifications and
Support Services is populated

Home Client ©Online Enrolments

Person -
D v 5w oW z ®

¥ s Candice Miranda Bergen

Perzonal Adds una Photos Documents
v i Student (4P1051670) ress

[l Academic Records Person Address Detail

|

[Z]ther Gualifications

w #== Study Contracts (2) ] Hoime Address Ling 1: |49 Antrim Crescent Pyt. Phone Mo 564 4790
E AP - HATNG Vet Mursing Lt Term Addres=s Line 2 Wiainuiomata wiork Phone ko
E AP - HA NS et Mursing L Emergency
Addres= Line 5 hiabile: o 021111222
ﬂSuppm Services
A Line & Fax:
B Aad Debior ressLine a
o At Staft Address Line 5 Email Address: candy@gmail.com
@irternationsl Address Ling &

;o}ldd Enguirer View Previous Post Code: 5212
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Reject
e Arejected application does not create or append data to a person in Artena
e Arecord of the application is kept

a
1] Imported On Processed On | Processed By Status Person ication Data iti Data ication Files
1 15M22014 18022014 Samantha Stanley  Accepted el el
Field Value
2 180272014 050372014 Samantha Stanley  Rejectedd
Firstiames &2
g 28m2204 044032014 Samantha Stanley  Rejected
Surname &2
7 2702014 2Tinziz0d Samartha Stanley  Accepted Frankel, Lovise
GenderCode ]
4 18m22014 03032014 Samantha Stanley  Accepted Alexander, Brancy
DateQfBirth 1980-01-01
3 18022014 05032014 Samartha Stanley  Accepted Stone, Sharon
DisahilityTypeCodeCsy 004,009,010
k] 030352014 0440372014 Samantha Stanley  Rejected
PreviousTertisryCsvx 20016001 Avweard A 12004 6002, Award
10 03032014 03032014 Samantha Stanley  Accepted Bergen, Candice Miranda
OtherGualificationCsyx 2001 ,Some Insttute Aweard A 1, 2004, Som
13 0BMD32014 060372014 Samantha Stanley  Accepted Bergen, Candice Miranda
Otellid 5251058
" 040352014 041032014 Samantha Stanley  Accepted Beiber, Miley Moo
HomeAddressline

e You will continue to be able to view application data in the data tabs on the search screens
e You are unable to open and process an application after it has been accepted or rejected
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