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Definitions

Term Meaning

SLC Student Loans Company

HEI Higher Education Institute

Record Information related to a subject in a specific file, e.g. college
address information

Field Components of information in a record, e.g. college address
lines such as street name, town and postcode

Characters The number of letters contained in a field value

SIS Student Information Service

CoC Change of Circumstance

ACR Attendance Confirmation Report

TFPR Tuition Fee Position Report

TFRA Tuition Fee Remittance Advice

TFL Tuition Fee Loans

VTF Variable Tuition Fees

UCAS Universities and Colleges Admission Services

HE Gateway Portal access for each HEI

OFFA Office for Fair Access

BACS Banks Automated Clearing System

SSAR Student Support Attendance Request

SSAC Student Support Attendance Confirmation

SFE Student Finance England

NINO National Insurance Number

DSA Disabled Students Allowance

SAAS Student Awards Agency for Scotland

Related Documents

Document Location

HEI Services HE Portal Home Page

eLearning

Catalogue (http://www.heinfo.slc.co.uk/home.aspx )
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Introduction

The Student Information Service (SIS), which is accessed via The HE Gateway,
provides an HEI with a wide set of student data once a student’s application has
been ‘Approved’ allowing HEIs much earlier sight of this information. SIS also
enables the HEI user to confirm student(s) ongoing attendance (once the
business rules permit) as well as process any change of circumstance
notifications as required. Finally, SIS enables the HEIs access to a financial
reports section which allows the user to view both their tuition fee balance and
tuition fee remittance reports.

HEI Student Information Service

The HE Gateway’s aim is to:
e Simplify data update
e Ensure the data is added in a standard, validated format.

This User Guide is:

e An aid to using the application

e To provide step by step instructions for HEIs on how to view student
information, provide confirmation of a student’s ongoing attendance, provide
notification of a change in a student’s circumstances and/or view financial
information relevant to their institution.

If, after reading this document, you require further assistance, please contact the
Helpdesk Services Team on:

Telephone: 0845 702 3316

E-mail: SIS@slc.co.uk

HEI Student Information Service User Manual 10.11 v1.6 5
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Student Information Service

The Student Information Service (SIS) is split out across four sections all under
the SIS tab of the HE Gateway:

Student Information - enables the HEI user to view detailed student information
immediately after the student’s application for finance has been approved.

CoC - enables the HEI user to notify the students Award Authority of any
changes to the student’s study plan.

Attendance - the system determines whether a student requires an attendance
confirmation and shows these students on the Attendance Confirmation Worklist
to enable the HEI user to confirm attendance either through the portal screens or
via a file import

Financial Reports — enables the HEI user to view the on-line Tuition Fee
Balance and Tuition Fee Remittance Reports.

The amount of information that a user can view through the Detailed Student

Information depends on whether the student is currently attending their institution
or not.

HEI Student Information Service User Manual 10.11 v1.6 6
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Getting Started

The HEIs can access the HE Gateway through the HE Info website using their
current username, password and secret answer. It is each individual’'s
responsibility to ensure that these login details are not disclosed to anyone else.
It is the responsibility of the SIS primary contact at each HEI to administer access
to the SIS and determine what role(s) are allocated to each member of staff.

The HE Info website, which contains the link to the HE Gateway, can be found at
the following link http://www.heinfo.slc.co.uk/home.aspx This web page also
contains a link to the HE Gateway User Guide which contains details on how to
access the HEI Portal.

In order for an HEI to successfully submit a change of circumstance notification
within the CoC Service section of SIS at least one CoC contact must be set up in
the Maintain Contacts section of the HE Gateway home page. If the ‘Create CoC’
is selected and the system does not find any contacts set up in the system, the
message “Prior to providing CoC details, please set up at least one Change
of Circumstances contact. For this go to the ‘HE Gateway > Maintain
Contacts’ screen and enter a contact for CoC Service” is displayed on the
screen.

Further details on the User Access levels available for SIS can be viewed via the
HE Gateway User Guide.

HEI Student Information Service User Manual 10.11 v1.6 7
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Student Information

Following an application being ‘Approved’ for a student for financial support, the
information is transferred onto the online Student Information Service. Student
Information is presented for all approved applications from current academic year
as well as any reassessments (or outstanding attendance confirmations) from AY
2006 / 07 onwards.

There is no previous equivalent for the Student Information function of the SIS.
This system has been created in order to provide HEIs with early sight of a wide
set of data for students within 24 hours of their student support application being
approved. This allows them to perform some of their administrative processes
earlier in the academic year (i.e. view students who have missing NINOs or bank
details etc).

The Student Information function allows the user to search and view the student
details held in the Student Information Service for their specific HEI. The View
Student Information allows a user to filter, export and view personal, course and
student specific details relating to an individual student attending their HEI. The
HEI user is provided with the option of exporting a full data set, matching the
current Tuition Fee Position Report (TFPR) or an extended data set of student
information, to allow the early import of files into HEI systems. A history of
actions for each individual student (i.e. attendance codes etc) is also available to
view through the Student Information section.

HEI Student Information Service User Manual 10.11 v1.6 8
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Student Information Home

| HE services Change of Circumstances

You are administering UHLE LEEDS UHIVERSITY

SIS Hi = & A
ome __J Student Information Service Home

Student Information
Home Outstanding Changes of Circumstance

HE Gateway Home CoCs are required for the following Academic Years:

06-07, 06-09, 09-10, 10-11

Outstanding Attendance Confirmations

Attendance Confirmations are required for the following Academic Years:

09-10

Home

Copyright @ Student Loans Company Ltd 2010

SIS Home — This allows the user to return to the SIS Home page once you have
navigated to another area of the system.

Student Information Home — The View Student Information function allows a
user to search and view the student details held in the Student Information
Service.

HE Gateway Home — Returns to the ‘HE Gateway Home’ page.
Outstanding Change of Circumstances — this allows the user to view at a
glance whether there are any outstanding Change of Circumstances for the
current or previous academic years (as far back as AY 2006 / 07)
Outstanding Attendance Confirmations — this allows the user to view at a

glance whether there are any outstanding attendance confirmations for the
current or previous academic years (as far back as AY 2006 / 07)

HEI Student Information Service User Manual 10.11 v1.6 9
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View Student Information

The Student Information Filter is accessed by clicking on the ‘View Student
Information’ link under the Student Information Home menu option. The Student
Information Filter will be grouped by Student Information, Course Information
& General Information and the page is defaulted to always show the Student
Search tab initially.

If the user enters details into one tab then selects another tab, any details
entered in the first tab will be deleted.

View Student Information — Student Search

HE(@)ServiCes o ciunsme:

Wou are sdministering UNLE LEEDS UNIVERSITY

-
SIS Home Z_J Student Information Filter

Student Information

Home

View Student Student Search Course Search General Search
Information

HE Gateway Home
d Academic Vear [os10 = Customer Reference Mumber
Studert Support Number I Date of Birth (#emminid
Forenames: (=) I Surname

Last Updated Date From (edmmimangd | Last Updated Date To (eermmioyg

Attendance Status [Flease Select =l

Mumber of Records to Display Per Page |25 =

Clear Filter and Results Filter & Display Results Filter & Export Results

List of Students - Academic Year 2009

Ho search has been performed yet

Home | Student Information Home | View Student Informstion

On the Student Search tab the user can filter on the following criteria:

Academic Year — this will be defaulted to the current academic year and is the
only mandatory field in order to run a filter.

Customer Reference Number & Student Support Number (SSN)

Date of Birth — entered in dd/mm/yyyy format
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Forename(s) / Surname — wildcard searches are permitted for these fields.
Where there is the ‘wildcard’ option, at least three characters must be input along
with the wildcard symbol (%). If data is entered into one of these fields the other
field must also be completed.

Last Updated From / Last Updated To — date range for students appearing on
SIS. If data is entered into one of these fields, the other field must also be
completed.

Attendance Status — the attendance status of the student(s) being filtered.

Number of Records To Display — defaulted to 25 however can be changed to
50, 100 or 200

View Student Information — Course Search

HE@) ServiCes  cueo o

“rou are administering UNLE LEEDS UNIVERSITY

SIS Home

Z_J Student Information Filter

Student Information
Home

HE Gateway Home Student Search

Academic Year o310 =] Course Hame 7
Course Start Date (dammiayyd 1 SLC Course Cods

UCAS Course Cods |

Method of Attendance [FPlease Select =1

Gualification IF'IEESE Select = Course Type Please Select 'I

Campus [FPlease Select =l course Status Please Select =

Course Fee Rate (£ |

Attendance Status [Flease Select =l

Hurmber of Recards ta Display Per Page |25 =]

Clear Filter and Results Filter & Display Results Filter & Export Results

List of Students - Academic Year 2009

Ho search has been performed yet

The filters available on the Course Search tab are as follows:

Academic Year — this will be defaulted to the current academic year and is the
only mandatory field in order to run a filter.

Course Name — maximum of 41 characters can be entered. A wild card search
option is available if required.
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SLC Course Code — the unique course identifier.

UCAS Course Code — as provided by UCAS

Method of Attendance — dropdown detailing the methods of attendance
Qualification - drop down box with a choice of qualifications

Campus — drop down box with a choice of campus

Course Type — drop down box with a choice of course types

Course Status — drop down box with a choice of course status (open / closed)

Course Fee Rate — field to enter the full Course Fee Rate being charged

View Student Information — General Search

| HE@)SErviCes o cimsnces

¥'ou are administering UNLE LEEDS UHIVERSITY

-
SIS Home: \j Student Information Filter

Student Information
Home

HE Gateway Home Student Search Course Search General Search

Academic Year 0%-10 'I Damicile IPIease Select 'I

Last Updated Date From (admminnd | Last Updated Dete To ¢dafmminny) ]
Wit NING Held lm Transferred Indicator IPIease Select >

Blank Detsils Helol Flease Select 'I Tuition Fee Payment Includes Loan IPIease Select =

Amaurt
Tuition Fee Payment Includes Grant Please Select 'I Tuition Fee Payment Includes Amount I Please Select =
Amount Paid by Student
Student Bursary Consent to Share Please Selact 'I Sponzor Bursary Conzent to Share I Please Select »
Aftendance Status |F'Iease Select ;I

Mumber of Records to Display Per Page |25 =

Clear Filter and Results Filter & Display Results Filter & Export Results

Ligt of Students - Academic Year 2009

Ho search has been performed yet
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The filters available on the General Search are as follows:

Academic Year —defaulted to the current AY and the only mandatory field
Domicile — drop down box to select the student(s) domicile

Valid NINO Held — drop down box detailing student(s) that have / have not
provided their national insurance details.

Bank Details Held — drop down box detailing student(s) that have / have not
provided their bank details.

Transferred Indicator — drop down box to filter on student(s) that have / have
not transferred out of the HEI

Tuition Fee Payment Includes Loan Payment — drop down box to filter on all
student(s) records where the tuition fee loan amount is / isn’t greater than zero.

Tuition Fee Payment Includes Grant Amount — drop down box to filter on alll
student(s) records where the tuition fee grant amount is / isn’t greater than zero.

Tuition Fee Payment Includes Amount Paid by Student — drop down box to
filter on all student(s) records where the tuition fee student payable amount is /
isn’t greater than zero.

Student Bursary Consent to Share — drop down to filter on the student(s) that
have / haven't provided ‘Consent to Share’ for bursary purposes.

Sponsor Bursary Consent to Share — drop down to filter on the student(s)
whose sponsors have provided ‘Consent to Share’ for bursary purposes. If there
are two sponsors the indicator will only show as ‘Yes’ if both have agreed
consent to share.

Attendance Status - the attendance status of the student(s) being filtered
(attendance confirmed, attendance confirmation not required, awaiting
attendance confirmation, attendance saved, awaiting reassessment)

On each of the Student, Course & General Search tabs the options to Clear

Filter and Results, Filter & Display Results and Filter & Export Results are
all provided.
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Clear Filter and Results — this clears all entered details and reverts to the initial
screen. If a search has been performed and previously returned results will also
be removed.

Filter & Display Results — this performs a search over the entire student details
contained within the system and retrieves the ones that match the search criteria
given by the user to be displayed on the screen.

Filter & Export Results — this performs a search over the entire student details
contained in the system and retrieves the ones that match the search criteria
given by the user. The user will then be given the option to select which file
format they wish to export and the opportunity to name the export file.

Filter & Display Results

The Filter & Display Results button performs a search over the entire student
details contained in the system and retrieves the ones that match the search
criteria given by the user. This will not be displayed if the results section is
displayed. The system will return all students for the HEI which meet the criteria
entered. If a student which meets the filter criteria entered by the user has
transferred internally, only one row of details will be returned and displayed on
the filter results. The course details shown will relate to the latest details for the
new course or course year.

If the HEI user administering is a “Parent” HEI, the system will return the details
of all students at both the Parent HEI and any associated Child HEIs. If the user
is administering a Child HEI, the system will return the details of all students at
the Child HEI only. The screenshot below details the ‘Filter & Display Results’
screen.

List of Students - Academic Year 2009

sLC UCAS Fee

SSH Full Harme | DoB P

0041 3E0809MLLR,

e eI 169515 | MMT4 | 000 0.00 0.00 F

HAMPOSS2TTEZP

ACCOUNTIMNG &
210887 | s

HamFP OSS2T TS

HehiF 025021 790

PMEFTOSS00S1 S

SFDII02S05474.)

HAMPO9S00992R

RBFTOSS001 958

SFDI0951 5860

0258440809MLLE,
431 3D0S0SMLLR

021010AP050S5,
05101 04POSOS

091 0BUILD,
DECEMBER

021 0FTROLE, TEST

091 0MRTO,
RETURMIMG

091 0SPOMNCONT,
STUDEMTHI

1011 TESTIMG,
DEFECT 355

&M 201 955

01401 M 956

01401 £ 990

020451930

110201 990

01001 51 988

03031990

A CCOUNTIMNG &
L

2 CCOUNTIMNG &
L

A CCOUNTIMNG &
L
ACCOUNTIMG &
COMPUTING
ACCOUNTIRG &
COMPUTIMNG

ACCOUNTIRG &
Lty

ACCOUNTIMG &
COMPUTING

168815

G881 S

169515

169552

169552

169815

169552

(LTS

(LS

AR

[=INEES

Ghida

BRI 2

Ehidd

1500.00

0.00

100000

o.o0

1000.00

o.00

o.00

F000.00

S00.00

o.00

100000

3070.00

3225.00

Reguired

Recuired
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The filter results are displayed in the bottom section of the screen. The results
will be ordered by surname. The following fields will be shown for each student
returned.

SSN - Student Support Number. This also acts as a link to the View Detailed
Student Information page for the selected student (see page 16)

Full Name — the student’s name

Date of Birth — the student’s date of birth

Course Name — the student’s course name

SLC Course Code / UCAS Course Code —the SLC and UCAS course codes

Tuition Fee Loan Amount — the tuition fee loan amount that the student has
been awarded

Tuition Fee Grant Amount — the tuition fee grant amount that the student has
been awarded

Tuition Fee Payable Amount — the tuition fee amount that the student has to
pay

Attendance Code — the attendance code entered for the student
Attendance Status — the attendance status of the student.
The Export Results button will allow the user to export the results shown by

displaying the export section of the screen. This will only be shown when the
results section is displayed.

HEI Student Information Service User Manual 10.11 v1.6 15
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View Detailed Student Information

The Detailed Student Information screen provides the user with the ability to view
Personal / Course / Other information relating to an individual student. The fields
which each HEI can view are dependant on the level of access the HEI has to a
selected student. The Detailed Student Information can be accessed by clicking
on the SSN (link) of the relevant student from the Student Information,
Attendance Worklist or CoC filter results pages or through the SSN link on the
Remittance Report page in the Financial Reporting section.

The “Other Information” tab will not be available for pre AY 10/11 applications as
well as the following students:

- SAAS students
- Students that have ONLY applied for:
= DSA — Non Medical Helpers
= DSA - Equipment
= DSA - General
= DSA - Travel

The Detailed Student Information for these students will only display two tabs,
Personal Information & Course Information.

Detailed Student Information — General Details

The section of the top of the page will display general details relating to the
student. These details are displayed irrespective of the tab which the user
selects. It will contain the following fields:

- Full Name
- Customer Reference Number
- Student Support Number

-
J Detailed Student Information

Academic Year 09410 Help
Full Hame DECEMBER 091 0BLILD: Student Support Humber MBFTOS50051350

Customer Reference Humber 18044073350

HEI Student Information Service User Manual 10.11 v1.6 16
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Detailed Student Information — Personal Information

The Detailed Student Information page is then split out over three tabs: Personal
Information, Course Information & Other Information. The page is always
defaulted to the Personal Information page.

“ou are administering UNLE LEEDS UHIVERSITY
= J Detailed Student Information

Personal Information I Course Information I Other Infarmation

Address Line 1 125 MARMFORD Wiy Domicile Encilane

Address Line 2 Date of Birth (Fairmrearyyy) EEL-E T

Address Line 3 Avvard Authorits SFD PROCESSING URIT
TowniCits CHIGWEL L Last U Date ¢ ¥y  200S:2010

County ES=EN Reassessed Indicator r

Post Code 1T 4ED Bank Details Held r

Alternative Location Details Transferred Indicator
walid MINO Held Indicator m FSHM Status 3

Attendance Status Attendance Confirmstion Mot Required Attendance Code

Back

The Personal Information tab displays:

Student’s Address — the address of the student

Domicile — the student’s domicile

Date of Birth — presented dd/mm/yyyy

Award Authority — the student’s award authority

Last Updated Date — date of when student record was last updated
Reassessed Indicator — Yes / No indicator

Bank Details Held — Yes / No indicator

Alternative Location Details — alternative address details

HEI Student Information Service User Manual 10.11 v1.6 17
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Transferred Indicator — highlights if student has previously transferred

Attendance Status - displays the current attendance status of the student

Attendance Code — displays attendance code saved

Valid NINO Held — Yes / No indicator

FSN Status - the Financial Support Notification Status of the student. The table
below displays the possible FSN statuses:

FSN Status

The Financial Support Notification Status of the student.
e C - SAAS Fee Loan Non-Attendance
e D - Deceased
e E - SAAS Fee Loan Notification (Final)
e F - Final Version of Support Notification
e K - Resumption of Study in 3rd Term
e N - Resumption of Study in 2nd Term
e P - Provisional Version of Support Notification
e S - Study Suspended
e W - Withdrawn (Final Assessment)
e X - SAAS Fee Loan Withdrawal
e Y - Withdrawn (Provisional Assessment)

e Z - Study in Second Term Only

HEI Student Information Service User Manual 10.11 v1.6 18
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Detailed Student Information — Course Information

“ou are administering UMLE LEEDS UHIVERSITY
-
-.,J Detailed Student Information

Academic Year 1011 Help

Full Hame P2 -OHPHKE 11 TACH- Student Support Number SFOLM 05101 06E
42320107 00S5P
Customer Reference Humber 43593011945

Student Details

Perzonal Information | Course Information | Other Infarmation |
Course Name ACCOUMTIRG 8 Lawh Course Status Dpen
SLC Course Code 169815 UCAS Course Code [LES
Campus L LEEDS MAIN CAMPLS Course Duration (years) 4
Method of Attendance Full Time Altendance Qualification B,
Temporary Course Indicator il Part Time Course Indicator ]
Course Start Date (ddrmmyyyy) 190092010 Course End Date (ddirimriyyyy) 13062011
Current Course Year 1 Tuition Fee Loan Amount (£) oo
Tuition Fee Grant Amount (£) oo Student Payable Tuition Fee 2000.0

Amount (£)
Course Fee Rate Confirmed bny 2000.0 Course Fee Rate Confirmed by HEl 3100
Student (£) i£)

Student Information Historny

Student

Tuition Fee Tuition Fee Last Last
Cde st | Cowee | ULDT | dewtor | et o | anSram ;;“"“MFW Hotatue ~ | Updsted | upasted
163815 Attendance
F [ACCOUNTING & 1 Q.00 0.00 2,000.00 Confirmation Mot LIRFMOh T 20052010
LAWY Reguired
[(+]
Back
Home | Student Information Home | wiew Student Information
This page will show the following fields:
- Course Name - Course Start Date
- SLC & UCAS Course Codes - Course End Date
- Course Status - Course Duration
- Method of Attendance - Temporary Course Indicator
- Part-time Course Indicator - Qualification
- Current Course Year - Campus

- Tuition Fee Loan Amount - Tuition Fee Grant Amount
- Tuition Fee Amount Payable by student - Fee Confirmed by Student
- Fee Confirmed by HEI
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Detailed Student Information —Other Information

An HEI user can only view this page if the student is currently attending their

institution.

= J petailed Student Information

Academic Year 10044

“ou are administering UHLE LEEDS UHIVERSITY

VP2 COHMHME 11 TACH-
423201 0700SSPh

Full Name Student Support Nurmber

Customer Reference Number

SFDLUM 05101 08E
43593011945

Student Details

Fersonal Information | Course Infarmation |

Sponsor Bursary Consent )
Child Care Grant Indicator N

Student Bursary Consent
NHS Bursary Indicator

Other Information

22
™

Cohort Year 2009

Student Information History

Student

Attendance FSH Course Tremmiy | DAEm AR i e FPayable Attendance et (Lt
Course Loan Grant ot Updated updated
Code Status Yea Indicator | nn A s Tuition Fee Status P i
mount (£) | Amount (& | o TI0 TEC By e Time
189815 Attendance
F (ACCOUNTING & | 1 o.00 o.0o0 2,000.00 Confirmation Mot | UMIKMOWIL | 2040552010
L Recired
I+ |
Back

Horme | Student Information Home | wisw Student Informstion

The Other Information page displays:

-Sponsor Bursary Consent - If there are two sponsors, the consent will only
show as “Yes” if both sponsor’s have given their
consent to share.

-Student Bursary Consent

-Child Care Grant Indicator (a 'Y’ indicates that the student has applied for
these funds)

-NHS Bursary Indicator (a 'Y’ indicates that the student has applied for
these funds)

-Cohort Year

HEI Student Information Service User Manual 10.11 v1.6
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Student Information History

The Detailed Student View page also offers the facility to view the student
Information history of a selected student. The Student Information History section
of the screen allows the user to view changes made to certain fields as a result of
re-assessments or attendance confirmations. The user can view the history of
any changes to the student’s details by selecting the ‘expand’ icon, which can
then be collapsed again. Rows will only be shown where the fields included have
changed, if a field shown has changed, this row will not be shown as it would
look like a duplicate row. If the student has transferred internally, a summary row
will be shown for each course / course year. Each of these rows will have their
own history details which can be expanded or collapsed.

Student Details
Personal Information Course Information
Address Line 1 125 MANFORD Wiy Domicile England
Address Line 2 Date of Birth (ddirrmiryyy) 03111971
Address Line 3 Award Authority ZFD PROCESSING UNMT
TownrCity CHIGWWELL Last Updated Date (ofddrumiyyyy) ZEMOSIZ010
County ESSEX Reassessed Indicator ]
Post Code 17 4ED Bank Details Held "
Alternative Location Details Transferred Indicator
Walid NINO Held Indicator FSH Status
Attendance Status Attendance Saved Attendance Code
- o~ Student
Attendance FSH Course Transfer UG [ Ericuines Payable Attendance (Lot (Lexst
Course - Loan Grant o Updated Updated
Code Status Year Indicator Amount (£} | Amount (£) Tuition Fee Status By Date Time
Armount (£}
1689552
L F [ACCOUNTING 2 1 000 000 o.00 g:f;‘gance ATTEMDH1 | 2805/2010
COMPUTING)
=
_ o Student
Attendance  FSH Course | Transfer | |UtionFes | Tuition Fee Payable Attendance e Lo
Course " Loan Gramt _ Updated Updated
Code Status Wear Indicator Amount (£ | Amount (£ Tuition Fee Status Date Time
Amount (£)
169552
F [ACCOUNTING 2 1 .00 o.on .00 ggsfrl‘fr:gge Met | okt | 2400852010
COMPUTING)
ul L |11 ul — | 1 | k h H
Expand/Collapse (“'—" Icon or “'— “Icon) - Clicking on the expand icon

allows the user to view the history details for that tuition period and replaces the
expand icon with the collapse icon. On clicking the collapse icon the user is able
to view the summary row only.
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Attendance Confirmation

Sawve Submit

If an attendance confirmation is required for the student the Attendance
Confirmation section will be shown at the bottom of the screen (this part of the
screen is not shown if no attendance confirmation is required for the student at
that specific time). Whether an attendance confirmation is required is determined
by the business rules. This section allows the user to confirm an attendance code
for the selected student. The drop down box allows the user to select an
attendance code and either save or submit the code. Warning text is displayed to
the user: “You must ensure that the attendance code you submit is
accurate” to ensure that the user enters the correct attendance code. If an
inaccurate fee paying attendance code is submitted it cannot be reversed (the
user would need to then raise a change of circumstance notification). The system
does however permit the user to reverse a non-fee paying attendance code if
one is submitted in error.

Note! If the student has transferred internally and has split tuition fees, the
user will need to select the course details from the Student
Information History section that they wish to confirm attendance for
before they can access the Attendance Confirmation section.

Users with the HEI CoC Administrator role can also create a CoC for the selected
student by selecting the Create Change of Circumstance button from the
bottom of the above page.

Note! As CoCs are not accepted through the portal for SAAS students, a link to
‘Create Change of Circumstance’ will not be visible when looking at the
Detailed Student Information of a SAAS student

The user can return to the previous screen by selecting the “Back” button which
returns to the same page on which the student details were selected.
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View Student Information — Export

HEI Student Information Advisors will be able to export the results of a Student
Information filter. The user can do this directly from the filter without viewing the
results first or after viewing the results on screen. All of the file formats have
been kept the same as the previous ACR file format in order to cause as little
disruption as possible to HEIs.

Whilst within the Student Information filter page the user can opt to select the
relevant filters from either the Student search, Course Search or General Search
tabs and by selecting the Filter & Export Results button. This performs a search
over the entire student details contained in the system and retrieves the ones
that match the search criteria given by the user. The user is then be given the
option to select which file format they wish to export and the opportunity to name
the export file.

“ou are sdminiztering UNLE LEEDS UNIVERSITY

-
—J Student Information Filter

Student Search

Academic Wear IDQ—1 o 'I Customer Reference Rumber

Student Support Mumber Diate of Birth (e mminaynd

I
Forenames (=) I Surname
I

Last Updsted Date From fod mmianns Last Updsted Date To fdamminand

attendance Status [FPlease Select =1

rMumber of Records to Display Per Page |25 'I

Student Information Export

= Summar v Studert Information 7 Extended Studert Infarmstion

Enter wour filename [Summar ¥ Student Information

Cancel Export Results

List of Students - Academic Year 2009

Mo search has been performed yet

Home | Student Information Home | Wisw Student Informstion

The user is presented with a choice of formats to export the details into:
- Summary Student Information (previous TFPR file format)

- Extended Student Information Export (previous TFPR file format
with additional fields)

HEI Student Information Service User Manual 10.11 v1.6 23



Student

Loans Company

The additional fields included within the Extended Student Information Export are
as follows:

Customer Reference Number — SLCs unique identifier for the student.

Bank Details Held — Indicates whether SLC holds bank details for the student
(yes / no)

Attendance Status — the current attendance status of the student:

- Awaiting Attendance Confirmation

- Attendance Confirmed

- Attendance Confirmation Not Required
- Attendance Saved

- Awaiting Reassessment

Attendance Code — the attendance code that has been confirmed by the HEI:

A — In attendance

C — Course mismatch

F — Student in attendance but HEI disagrees with the fee

L — In attendance, liability disputed but HEI will resolve

N — In attendance, liability disputed but HEI will not resolve
S — Suspended

X — Not in attendance

Award Authority — the name of the students award authority that is processing
the students support application

Student Bursary Consent to Share — drop down to filter on the student(s) that
have / haven't provided ‘Consent to Share’ for bursary purposes.

Sponsor bursary Consent to Share — drop down to filter on the student(s)
whose sponsors have provided ‘Consent to Share’ for bursary purposes. If there
are two sponsors the indicator will only show as ‘Yes’ if both have agreed
consent to share.

Child Care Grant Indicator — Indicates whether the student has applied for a
Child Care Grant (yes / no)
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NHS Bursary Indicator — Indicates whether the student has applied for an NHS
Bursary

Cohort Year — The year in which a student is assessed for a period of
continuous study

Note! The additional fields may not be populated for all students.

For example: Bursary Consent, Child Care Grant Indicator, NHS
Bursary Indicator and Cohort Year will not be populated for SAAS
students.

HEIs may want to export specific attendance records for their
systems. To do this they would select the Attendance Status option
from the filter and then select the Filter and Export button. For
example, the HEI may only want to export blank attendance codes;
in this case they would select the Awaiting Attendance Confirmation
option from the Attendance Status drop down list.

Further details on these file formats can be found on the HE Info website
(http://www.heinfo.slc.co.uk/hei-services/student-information-service.aspx)

The filename will be defaulted to either ‘Summary Student Information Export’
or ‘Extended Student Information Export’. The HEI user can change this to a
filename of their choice if required. Once the filename has been selected the user
can click on Export Results to export the file into their own systems or Cancel to
cancel the Export and return to the Student Information filter page. The user will
also be able to export the results of a search if they display the results by
selecting the Export option. (The same screen as above will be displayed). The
maximum number of records that can be exported is 50,000. If the filter returned
contains more than that, an error will be shown on screen when the Export option
is selected.
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Confirm Ongoing Attendance

The Student Loans Company release tuition fee payments to HEIs based on
receiving confirmation from each HEI that a student has attended their course for
at least three months and is therefore entitled to the tuition fee.

Under the previous process the details of students identified as requiring an
attendance confirmation were sent out on an Attendance Confirmation Report
(ACR) which was issued to HEIs on the Electronic Link Platform (ELP). ACRs
were issued in December and February, then monthly from February onwards.
HEIs then had to load these files onto their systems, update the attendance
confirmation status and return the ACR.

The on-line process for confirming attendance within the Student Information
Service contains specially tailored business rules to determine whether a student
requires an attendance confirmation and will display all the students that meet
the criteria on an Attendance Confirmation Worklist. All current academic year
students will require their attendance to be confirmed via the worklist (or import)
plus any outstanding attendance confirmations from AY 06/07 onwards. The
business rules are designed in order to ensure that only students that require an
attendance confirmation will appear the worklist. Similarly only students that
require an attendance confirmation will have the attendance confirmation section
visible on their ‘Detailed Student Information’ page.

The Attendance Confirmation Worklist will include all students that meet the
criteria, including, for bursary purposes, students who would not normally appeatr.
The user can then view, save or submit attendance information for these
students. It should be noted that normal business rules apply with regard to the
timing of attendance confirmations. The responsibility of maintaining the
Attendance Confirmation worklist lies with each HEI. They should ensure that all
students that require a confirmation are actioned in order to release the payment
of fees from the SLC. HEIs may well be contacted throughout the course of an
academic year by SLC prompting them to confirm attendance as and when
required.

Once a “fee paying attendance code” (A, L or S) is submitted by the HEI it cannot

be changed. In this instance the HEI user would need to amend the incorrect
code being entered by actioning a change of circumstance notification.
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Confirm Ongoing Attendance (cont)

Non-fee paying attendance codes (C, F, N & X) can be amended by the HEI user
if they have been incorrectly submitted.

Attendance Confirmation statuses can either be submitted on-screen or imported
into the Student Information Service. (Following validation checks, any imported
failures will be visible on the system). If an incorrect fee paying attendance code
is submitted the HEI user will not be able to reverse this and should submit a
change of circumstance notification in order to correct the error. An HEI user can
however amend a previously submitted non-fee paying attendance confirmation
code if entered in error.

The Attendance section of the Student Information Service can be accessed by
HEI users set up with the ‘Attendance Administrator’ level of user access.

The Student Information Service automatically informs the internal systems of the
Student Loans Company of all submitted attendance confirmation statuses and
the existing process of payments to HEIs will proceed.

Note! Attendance Confirmations are not required for Part Time
students, students on a Part Time course and students on a
Temporary Course.

HEI Student Information Service User Manual 10.11 v1.6 27




Student

Loans Company
Attendance Home

The Attendance Home tab is accessible from the Student Information Service
homepage.

You are acministering UNLE LEEDS UHIVERSITY

-
Si5 Home J Mtendance Home

Student Information

el Outstanding Attendance Confirmations
I Attendance Home

AMtendance Confirmations are required for the following Academic Years:

Import Attendance
Confirmations 06-07, 07-08, 08-09, 09-10, 10-11
Attendance Import
Resutts Thie recpsest o this fragment failed.

Attendance Worklist

HE Gateway Home

Home | Aftendance Home

The Attendance Homepage will identify the academic years where the HEI
(including any child HEIs) have outstanding Attendance Confirmations and
display those years in a list. If there are no Attendance Confirmations
outstanding, no list will be shown and the text “There are no attendance
confirmations outstanding” will be displayed.

Attendance Worklist Filter

The Attendance Worklist allows the user to identify students where attendance
confirmations are outstanding at the HEI. This can be viewed by clicking on the
Attendance Worklist link on the Attendance Homepage. The filter section has two
tabs, Student Search and Course Search. The Course Search tab will be
shown by default.
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Attendance Worklist Filter — Course Search Tab

“'ou are administering UHLE LEEDS UHIVERSITY
-
-.___,x'r Attendance Worklist
Student Search Course Search |

Academic Year |09-1D 'l Course Mame I

Course Start Date (oo rmiaane) I SLC Course Code I

UCAZ Course Code I

tethod of &ttendance IF'leaSB Select j

Campus IF'Iease Select j

Qualification IF'Iease Select vl Course Type IF'leaSB Select Vl

Course Status I Please Select 'l Course Fee Rate (£) |

Last Updated Date From (o mmiaan | Last Updated Date To {ddimmiang) |

Aftendance Status IF‘leaSE Select j

Mumber of Records to Display Per Page |25 =

Clear Filter and Results Filter & Display Results Filter & Export Results

The Course Search page show’s the following fields:
Academic Year — the academic year (AY) that the student information relates to.

Course Name — the course name can be entered (maximum 41 characters). A
wildcard search can be used (%)

Course Start Date — the start date of the course in the format dd/mm/yyyy

SLC Course Code — the SLC course code can be entered in this field.
UCAS Course Code — the UCAS course code can be entered in this field

Method of Attendance — the method of attendance can be filtered for using this
drop down menu.

Qualification — the qualification relating to the course
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Course Type — the type of course the student is attending
Campus — the campus can be selected from the drop down menu
Course Status — the status of the course (open / closed)

Attendance Status — the attendance status of the student (unconfirmed / saved
or saved & re-assessed). De-faulted to “Please Select”

Last Updated Date From / To — if data is entered into one of these fields, the
other field must also be completed.

Number of Records to Display Per Page — the user can select to change the
number of records to display per page. Max 200.

Attendance Worklist Filter — Student Search Tab

*ou are administering UHLE LEEDS UHIVERSITY
-
-..__jr Attendance Worklist

Student Search Course Search
Academic Year |09-1D 'l Customer Reference Mumber I
Student Support Number | Date of Birth (e mmiamg |
Forenames( =) I Surname I
Last Updated Date From (dammdanagg I Last Updated Date To (ddmeminn I
Attendance Status I Please Select ﬂ
Mumber of Records to Display Per Page |25 'I

Clear Filter and Results Filter & Display Results Filter & Export Results

The screenshot displays the Student Search tab on the Attendance Worklist filter.
Once again the Academic Year is the only mandatory field.
Academic Year — the academic year (AY) that the student information relates to.
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The Student Search page will show the following fields:

Customer Reference Number — this allows you to search for a specific
Customer Reference Number (was also referred to as ART ID).

SSN - the student support number.

Forename(s) & Surname — the student’'s surname and forename (if one field is
entered the other must be completed also). Maximum 50 characters.

Date of Birth — date of birth of the student (dd/mm/yyyy)

Attendance Status — the attendance status of the student (unconfirmed / saved
or saved & re-assessed). De-faulted to “Please Select”

Last Updated Date From / To — if data is entered into one of these fields, the
other field must also be completed.

Number of Records to Display Per Page — the user can select to change the
number of records to display per page. Max 200.

On both the Course and Student Search tabs the options to Clear Filter and
Results, Filter & Display Results and Filter & Export Results are all provided.

Clear Filter and Results — this clears all entered details and reverts to the initial
screen. If a search has been performed the list of student’s information will also
be removed.

Filter & Display Results — this performs a search over the entire student details
contained within the system and retrieves the ones that match the search criteria
entered by the user.

Filter & Export Results — this performs a search over the entire student details
contained in the system and retrieves the ones that match the search criteria
given by the user. The user will then be given the option to select which file
format they wish to export and the opportunity to name the export file.

If the user selects to export the results from either route, the system will export all
of the details that would have been returned on the screen in one file.
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On both the “Student Search” & “Course Search” the user is able to filter on the
Attendance Status of the student(s). If the user does not wish to filter on
attendance status this field should be left as the “Please Select” default.

Under the previous process when an HEI imported an ACR file into their systems
from the Electronic Link Platform (ELP) the attendance column was always blank
ready for the HEI to populate with the relevant attendance code. As an HEI can
save an attendance code prior to submission within SIS, users should be aware
that if a filter option is not selected on the Attendance Status drop down box
there is a strong possibility that the filter results will contain some records where
an attendance code is already populated.

Some HElIls internal systems may not be set up to cope with an

Notel attendance code being populated in the final column of the
attendance confirmation export. HEIs should ensure that their
systems are set up to accept an attendance code before
exporting. If not then they should select “Awaiting Attendance
Confirmation “from the Status filter criteria before they export
the details.

Attendance Worklist — Filter & Display Results

The Filter & Display Results button performs a search over the entire attendance
worklist details contained in the system and retrieves the ones that match the
search criteria given by the user and where an attendance confirmation is
required. This will not be displayed if the results section is displayed. The system
will return all students for the HEI which meet the criteria entered.

If the HEI user administering is a “Parent” HEI, the system will return the details
of all students at both the Parent HEI and any associated Child HEIs. If the user
is administering a Child HEI, the system will return the details of all students at
the Child HEI only. Like the Student Information Filter the results page the results
will be ordered by surname and the user can also re-sort the columns using the
headers. The SSN will be a link which will take the user to the relevant Detailed
Student Information Page.
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Wou are administering UHLE LEEDS UHIVERSITY

:J Attendance Worklist

Student Search Course Search
Academic Year [os10 =] Course Mame [
Course Start Date fed s | SLC Course Code |

UCAS Course Code I

Method of Attendance [Please Select ~|

Calification IF'Iease Select vl Course Twpe IF'Iease Select vl
Campus [Please Select ~| course status [Flease Select =]

Course Fee Rate (£ I

Last Updated Date From (oo m i I Last Updated Date To (dameinaad I

Mumber of Records to Display Per Page 25 -

Clear Filter and Results Export Results

Outstanding Attendance Confirmations

Unconfirmed §73)|Saved (18)|Saved & Reassessed (0)

Tuiti Tuits Tuition Total
Course Course SLC Feo Loan Fes Grant Fec Tumtion
SSH Full Harme 1 DoB Course Payable Feeloan Attendance Code
Hame Vear Amount | Amount
Code = e Amount  Amount
Le=] £}
A AULCHHAD, ACCOUNTING =
SFOUOSSTEZA7G | Dl e 081871 | T 169552 oo [a )] oo [=Ru] I Flease Select I
A RTMOVWE S, ACCOUNTING =
SFDUDSS186aeR | ool el 08197 T e ! 169552 0.0 0.0 0.0 o0 I FPlease Select I
A THIKT B, ACCOUNTING =
SFDUDSS20SESY | L0 oot 0EA1A9T e T | ! 169552 oo [a )] oo [=Ru] I Please Select I
A8 TEL QOEKH, ACCOUNTING =
SFoUDSSSsz2aE | D5 ST s 0811871 N e 169552 oo oo 0.0 (=Rl I Flease Select I
28 FGAIGSDU, ACCOUNTING =
SFDUDSSZSO3H | e e 08 ET | |1 162552 | 0.0 0.0 0.0 o0 | FPlease Select I
8 TSP, ACCOUNTING =
SFDUNSSaE0STH s e OEA1A97 e T ! 169552 oo oo 0.0 (=Rl I Please Select I

The above screenshot shows the results of a filter where no attendance status
has been selected by the user. The results shown are split out over the following
three tabs:

Unconfirmed - where no attendance confirmation is saved

Saved - attendance code “saved” but not yet “submitted”

Saved & Reassessed - where an attendance code has been saved and a
reassessment has since been received

The number of records returned for each tab will be shown in brackets next to the
heading and the fields shown. It is from this page that the HEI user can choose to
save or submit an attendance code for each student record.

Records will only be displayed under the ‘Saved & Reassessed’ tab
Notel when the reassessment is a tuition fee loan amendment.
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Unconfirmed Tab

“ou are administering UMLE LEEDS UHIVERSITY
-
r.,__:'f Attendance Worklist

Student Search | Course Search

Academic Year IDQ-1 o VI Customer Reference humber |
Student Support Number [SFDLDS515297 G Date af Birth (da mmind [
Forenamesi(s) | Surname |
Last Updated Date From (dafmminnad [ Last Updated Date To fdatmmdana) [

Mumber of Records to Display Per Page 25 -

Clear Filter and Results Export Results

Unconfirmed (1)|Saved [0)Saved & Reassessed (0)

Tuition Tuition QUIon Lotal
Course Course SLE Fee Loan Fee Grant hes Lution
SSH Full HameTt DoB Course Payable Fee Loan Attendance Code
Hame Year Amount Amount
Code I I Amount Amount
(£} £}
AMAULCHHAR, ACCOUNTIMNG Iﬁ
SFDUDS51 5297 Dl B 05M1M971 £ COMPUTING 1 169552 oo oo oo oo Flease Select
PLEASE EMZURE THAT THE ATTERDARMCE CODES O SUBMIT ARE CORRECT
Save Submit

1 records found
Displaying page 1 of 1

Unconfirmed Tab — the following fields will be shown:

- SSN (this is a link to the Detailed Student Information page)
- Full Name

- Date of Birth

- Course Name

- Course Year

- SLC Course Code

- Tuition Fee Loan Amount (£)

- Tuition Fee Grant Amount (£)

- Tuition Fee Payable Amount (£)

From this tab the user can select the attendance code required from the
dropdown box in the last field of each row and either Save or Submit the
relevant code by clicking the appropriate buttons at the bottom of the page. If the
record is ‘Saved’ it will move to the ‘Saved’ tab.

HEI Student Information Service User Manual 10.11 v1.6 34



Student

Loans Company

Saved & Saved & Reassessed Tab

-
-—___}If Attendance Worklist
Student Search | Course Search

Academic Year |09-1 u} "l Customer Reference Mumber I

Student Support Mumber |SFOL0S559432% Drate of Birth (e mminng [

Forenamesi=) I Surname I

Last Updated Date From (oo mesinaa) I Last Updated Date To (oo meminang) I

Mumber of Records to Display Per Page 258 -

Clear Filter and Results Export Results
Outstanding Attendance Confirmations
Unconfirmed (0 Sawved (1)|Saved & Reassessed ()
- - Tuition Total
sLC Tultion | _Tuitlon Fee Tuition
Course Fee Loan Fee Grant Attendance
SSH Full Hame | DoB Course Hame Course Payable Fee Loan
Year Amount Amount Code
Code £} £} Amount Amount
£} £}
ABDWFAZLST, ACCOURNTIRG
T  SFDUD9SS9432M R 7 T 08M1M971 & COMPLTIMG 1 169552 oo oo 0.0 oo L
Select All Displayed
PLEASE EMZURE THAT THE ATTEMDAMNCE CODES % OU SUBMT ARE CORRECT
Submit
1 records found
Dizplaying page 1 of 1

The same fields will be displayed on these tabs as are shown on the
Unconfirmed tab. The only difference is that the Attendance Code field will
display the code that has previously been saved. There is no way to directly
change the attendance code for the students on this tab. To amend a student’s
confirmation status the user should click on the SSN link to the student details
page where this can be updated. The user will be able to select the codes they
wish to submit, using the check boxes on the left hand side of the row, and then
using the Submit button to submit the codes. A Select All Displayed option is
also provided in order to select all records displayed. Once this option has been
selected a Deselect All option is presented to the user.

When the user either saves or submits an attendance code the system will
automatically check to ensure that the record has not been updated in the
meantime. If this has occurred, the code will not be saved and a warning
message will be displayed to the user. This applies to all the tabs.
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Before submitting an attendance confirmation the warning text “Please ensure
that the attendance codes you submit are correct”. On a successful
submission of an attendance confirmation the user will be presented with a
message advising that the saved / submitted code has been entered successfully
(shown below).

Only a submitted attendance code will trigger the payment process. The
submission of a non fee paying attendance code will trigger a Change of
Circumstance on the Change of Circumstance Worklist (see page 57)

-
J Attendance Worklist

0 The attendance codes have been submitted successfully

Courze Search

Student Search

Academic Year 0810 = Cuztamer Reference Number I
Student Support Number |SFDU0951 8297 G Date of Birth (da/mminyy) |
Forenames(=) I Surname I
Laat Updated Date From (o) I Last Updated Date To (dameiany) I

Mumber of Recards to Display Per Page |25 'l

Clear Filter and Results

Outstanding Attendance Confirmations

Ho student details found. Please change your criteria and try again

Hame | Attendance Home | Attendance Yorklist

Copyright @ Studert Loans Company Lid 2010
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Attendance Worklist — Export Results

The user can select to export their attendance filter worklist results directly
(without viewing the results on screen) by selecting the Filter & Export Results
button. The following screen is then displayed to the user:

-
|-_,_J‘r Attendance Worklist

Student Search Course Search

Academic Year IDQ—'ID vl Course Mame I

Course Start Date (@ mmiagd [ SLC Course Code I

UCAS Course Code I

Method of attendance [Flease Select =i

Gwalitication IF'Iease Select 'I Course Type IF'Iease Select 'I
Campus IF'Iease Select LI Course Status IF'IEase Select 'I

Course Fee Rate (£) [

Last Updated Date From (oo mminana) | Last Updated Date To (damminaad I

Murmber of Records to Display Per Page 25 B

I Student Information Export

@& attendsnce Wiorklist

Erter your filename [sttendance Confirmation Repart

Cancel Export Results

Haome

The user will only be able to export the results in the Summary Student
Information format. This will be selected by default. The filename will be
defaulted to “Attendance Confirmation Report” but the user may opt to change
this by over-typing the file name if required. The maximum number of records
that can be exported is 50,000. If the filter returned contains more than that, an
error will be shown on the screen when the Export option is selected.

Once the user has selected to export the results, the filter criteria is still shown on
screen however it is displayed in read-only format. The export can be cancelled
by selecting the “Cancel” button.

The export is in the same file format as the ACR file which was used in the
previous attendance confirmation process. HEIs that do not wish for the final
column of this export to be populated with any saved attendance codes should
use the status filter.
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Confirm Ongoing Attendance

Students will re-appear back on the attendance worklist following re-assessment
due to a Change of Circumstance notification being raised through SIS. When a
student transfers internally they will only appear as one entry on the attendance
worklist which differs to the previous process where this would have been shown
as two entries on the ACR. If the a student transfers to another HEI after 1%
December, and the HEI they are transferring from has not yet confirmed
attendance, the student will appear on the new HEIs worklist as well as the first
HEI with zero against the fees.

HEIs will have the ability to select the relevant existing attendance code:

- ALC F LN X, S, _or NULL

When confirming attendance the following process will be used (this is the same
as the previous process):

- If code A is used : Payment will be released

- If code Cis used : HEI is expected to raise a CoC

- If code Fis used : HEI is expected to raise a CoC

-If code L is used : Payment will be released

- If code N is used : HEI is expected to raise a CoC

- If code X is used : HEI is expected to raise a CoC

- If code Sis used : Payment will be released — HEI expected to

to raise a CoC

When an attendance code is submitted that the HEI is expected to raise a CoC
for, the CoC will automatically appear on the CoC Worklist.
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Import Attendance Confirmations

The Import Attendance Confirmation facility enables HEIs to import attendance
confirmations from their own internal systems into the Student Information
Service via a bulk file using the same format as the existing ACR file. The
Technical Specification that details the file format of the import file is available on
the HE Info website (http://www.heinfo.slc.co.uk/hei-services/student-information-

service.aspx )

To import an attendance confirmation file the user should select “Import
Attendance Confirmations “from the Attendance Home tab of SIS. The
following screen is then displayed.

—J Import Attendance Confirmations

s
Academic Wear | CEXIEES|
Flease specity & file [out or i) I Browse... |

YOU MUST EHSURE THAT THE ATTEHDAHCE CODES YOU SUBMIT ARE ACCURATE AHD FOR THE CORRECT ACADEMIC YEAR

Although it is expected that HEI users will generally be importing an Attendance
Confirmation File that they have previously exported from SIS, using the
Attendance Worklist Export, it will be possible for a user to create a file from
scratch to import. In order to import an Attendance Confirmation file the HEI user
is required to:

- select the single AY that the file contents relate to

- select the browse button to navigate to the files location

- select either Import & Save or Import & Submit button to import all records
within the file. A submitted file will trigger the payment process

On importing the file real time processing will only check file type, number of
rows in the file and that the file has not already been imported into SIS. The user
will then receive an on screen message which will either acknowledge successful
receipt of the file or be an error message. Providing that the file passes all of the
real time validation steps the file will be progressed for detailed format and
business rule validation, all of which will be deferred and take place offline. The
results of the detailed file validation will be available within 24 hours of the file
being imported into SIS.
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Note! If the user enters an invalid file path into the text box and then clicks
one of the ‘Import’ buttons, no error will be shown to the user and
the Attendance Home page will be shown.

The file header will be made up of the following attributes in the order specified:

HEI Code The identifier for the HEI. If the HEI has a UCAS Code,
this will be included. If not, the SLC HEI Code will be
included.

HEI Name The full name of the HEI as held by SLC.

Schedule The date on which the export was created.

Issue Date

Number of Number of students included in the export.

Records

Total Tuition
Fee Loan
Payable

Total value of tuition fee loans requested by students.

Total Tuition
Fee Grant
Payable

Total value of grant payments that will be made on behalf
of students.

Total Tuition
Fees Student
Pays

Total value of payments to be made by students to the
HEI in question.
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The student detail section will be made up of the following attributes in the

order specified:

Course Start
Period

Code indicating which period the course started in.

e AUT
e WIN
e SPR
e SUM
Student The Student Support Number identifier.
Support
Number
Surname Student’s Surname.
Forename Student’'s Forename.
Birth Date Student’s date of birth.

UCAS Number

UCAS student identifier.

Course Code

UCAS Course code if present. Otherwise the SLC course
code.

Course Name

The name of the course being studied by the student.

Course Year

Year of course being which the student is studying.

Course Fee
Amount

The total amount of tuition fees which will be paid to the
HEI.
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Tuition Fee The loan amount requested by the student that will be
Loan paid towards the course tuition fee amount.

Tuition Fee The amount of grant that will be paid towards the course
Grant tuition fee amount.

Tuition Fee The amount of tuition fees which will be paid directly to
Student the HEI by the student.

Student Status

Latest Support Notification Status.

o F
o P
e S
e N
Issue Date Date of Issue from the Support Notifications.
New Record Flag to confirm whether the details relate to a newly
approved support notification.
Revision Flag to indicate if this is a revision of an existing record.
Indicator
e R
e N
Bursary Flag to indicate whether the student has had a bursary

Student flag

approved by the HEI through the HE Bursaries system.
o Y

e N
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Valid NINO flag Flag to indicate whether the student has provided SLC
with a valid National Insurance number or not.
o Y
e N
Disabled Flag to indicate whether the student is a disabled
Distance distance learner.
Learner
o Y
e N
Attendance This field will either be populated with the Attendance

Confirmation
Code

confirmation code the HEI has input for the student
record or it will be blank.

e A -In attendance.
e C - Course mismatch.

e F - Student in attendance but HEI disagrees with
fee.

e L - In attendance, liability disputed but HEI will
resolve.

¢ N - In attendance, liability disputed but HEI will not
resolve.

e S — Suspended.
e X - Not in attendance.

e Blank, underscore, or NULL
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Note! The Course Code used in the Attendance Import file is populated
with the UCAS course code if this exists and if it doesn’t then it will
be populated with the SLC course code. If the UCAS course code
and the Course Name used for the course is not unigue then the
system will not update the record and return an error to the user
confirming that “The course cannot be uniquely identified in SIS”. In
these instances the user would be required to update the attendance
code manually through the screens.

File Validations

Upon import of an attendance confirmation file the real time on-line validation will
check the following:

- The file is of the expected type (i.e. “.txt” or “.out”)
- The number of records in the file does not exceed 50,000
- Afile containing identical content has not already been imported

As the file validation used only looks at the file content and not the file name, an
imported file that has the exact same content as a previously imported file but a
different filename would not pass this stage of validation. Provided all of the real
time validations pass, then the basic file data will be stored in SIS and a
message will be displayed on screen showing:

“File received successfully for academic year 00/00”
If any one of the real time validations fails then no details of the file will be saved
in SIS and one of the following messages will be displayed on screen:
- The file extension is not “.out” or “.txt”

- The number of records within the file exceeds 50,000
- The file content has already been imported into SIS.
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Format & Business Rule Validations

Imported attendance confirmation files that have passed real time validation will
then have detailed format and business validation performed on the contents of
the file. This is completed within a maximum of 24 hours within the file being
imported.

The detailed format validation checks the following:
- The file contains all fields expected and they are in the correct order
- The file contains a minimum of one record
- The HEI code in the file header is the same as the HEI logged in
- The fields no. of records and totals of the tuition fee loan / grant /
student pays in the header are equal to the sum of all records for those
fields. This checks that no rows have been deleted by accident.

The business rules validation will check the following:

- The record can be matched to a unique HEI, Course, Course Year,
academic Year and customer within the Student Information Service.

- An attendance confirmation is required for that record

- The attendance confirmation code isone of A, C, F, L, N, S, X or
or ‘NULL’

- The attendance confirmation has been provided against the most recent
tuition fee data (i.e. the amounts in the Tuition Fee Loan, Tuition Fee
Tuition Fee Student fields within the Attendance Confirmation File match
those within SIS. This validation is only relevant where the attendance
code is not NULL.
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A single record within a file fails format validation this will not cause the file to fail.
It depends on the nature of the format failure and whether this is deemed serious
enough to fail only the record or the integrity of the whole file. (If one or more
records have any mandatory fields missing then only these records will fail.
Validation checks that the contents of all fields across every record within the
imported file match those in SIS — only the contents of the fields which have been
deemed relevant to the attendance confirmation process will be verified (i.e.
tuition fee amounts, not Date of Birth etc).

After Validation

Once a file has been validated successfully the following happens:
For Saved records:

- The Attendance Confirmation code field is updated with the attendance code
that has been provided.

- The Attendance Confirmation status type is updated to “Attendance
Confirmation Saved”

For Submitted records:

- The Attendance Confirmation code field is updated with the attendance code
that has been provided.

- The Attendance Confirmation status type is updated to either “Attendance
Confirmed” (if a fee paying attendance code has been submitted) or “Awaiting
Reassessment” (if a non fee paying attendance code has been submitted).

- The Student information Service then notifies all the relevant internal systems
within SLC of the submitted attendance confirmations which will then follow
existing business processes to ensure payments are made (where a fee paying
attendance code has been submitted).
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Monitor Upload Submissions

—
—J Attendance Import Results Filter
Attendance Import Results Filter

HEl Code [UMLE

Academic vear [09-10 =1 Date From remminans 1770672010 Date To redmminas [18/06/2010

Import Type I Submitted - I File Import Status I Successful vl

Filter
HEI Code Filename Date File Imported Academic Year Import Type File Import Status
UrLE POLC HEI hismatch.out 1762010 2009 Submitted Success Tul
UNLE Aftendance Code &.out 1740652010 2009 Submitted Successtul
UrLE Attendance Code C.oout 17 0s2010 2009 Submitted Successtul
UrLE 17062010 2009 Submitted
UrLE 17082010 2009 Submitted
UrLE 17062010 2009 Submitted
UNLE Aftendance Code S.out 1740652010 2009 Submitted Successtul
UrLE Attencance Code X.out 17 0s2010 2009 Submitted Successtul
UrLE Attendance Code _out 17062010 2009 Submitted Success ful
UrLE Submitted Successfully out 17082010 2009 Submitted Success ful
UrLE Submit Attendance Code Foout 1762010 2009 Submitted Success Tul
UNLE Subrmit Attendance Code M.out 1740652010 2009 Submitted Successtul
UrLE Submit Attendance Code X.oout 17 0s2010 2009 Submitted Successtul
UrLE Moo=t Recent out 17062010 2009 Submitted Success ful
UrLE attendance code null .out 17082010 2009 Submitted Success ful
rrrrrrrrr I
Displaying page 1 of 2
B [~] [>]

Once a file has been imported the user will be able to view the status of this in
SIS and the detailed results will be able to view within 24 hours.

The user can use the following filters to determine the files that they wish to view:

Academic Year

Last Updated From & Last Updated To

Import Type ( Saved / Submitted)

File Import Status (Processing / Failed / Successful)

On clicking the Filter button the files submitted relevant to the filter criteria
entered are then displayed. The Filename is provided along with the date the file
was submitted, the Academic Year, Import Type and File Import Status. The
Filename is a link to the Attendance Confirmation Import Results page
(shown below).

If the file is still processing, the Filename link will not be available as the users
can only view the detailed results once all processing has been completed.
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Attendance Confirmation Import Results

-
-._J Attendance Import Results

Filter Criteria Help

HEI Code JUNLE

Academic Year IDQ"I a = l Diate From (e mminand I1 7062010 Date To (o mmdana) |1 B062010
Import Type I Saved 'I File Import Status I Failed 'I
Total Records in File: 1
Humber Invalid Attendance Codes: o
Mumber Blank Attendance Codes: o
Attendance Code Humber Successful Humber Failed (shown below) Total
- ] o o
5 u} o 0
F u} o 0
L n o L1}
I u} 1 1
= u} o 0
o o a 1]
Total 0 1 1

Import Error Details

Row Humber Error Type Error Details
2 Business Rule Error Attendance confirmation iz not reguired for this student

1 recards found
Dizplaying page 1 of 1

The Attendance Confirmation Import Results screen breaks down each imported
file that has successfully passed the file validation. The filter criteria entered on
the previous page is displayed in read-only format in the top half of the screen.
The remainder of the screen is split between an Overview and Import Error
Detalls.

Overview: The overview breaks down the file submitted by: total number of
records within the file, the number of invalid attendance codes and the number of
blank attendance codes submitted. A blank attendance code refers to blank,
NULL or “_".A breakdown of the number of each code submitted is also provided.

Import Error Details: Each error contained within the file is detailed by: the row
number in the file that the error appears, the error type (File Format Error or
Business Rules Error) and a brief explanation detailing the error.
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The Error Details presented back will be one of the following:

File Format Errors

“The format of the file does not match that expected for an Attendance
Confirmation File”

“The file contains no records”
“The HEI code in the file header does not match the HEI the user is logged in as”

“Either the number of records or the tuition fee loan, grant or student pays totals
in the file header do not agree with the details in the file”

Business Rule Errors

“This student cannot be matched in SIS”

“Attendance Confirmation is not required for this student”
“Invalid Attendance Code”

“The attendance confirmation has not been provided against the most recent
tuition fee data in SIS”
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Change of Circumstance (CoC)

The HE Student Information Service Change of Circumstance (CoC) function,
which is accessed via the Student Information Service, is used to notify the
student's Award Authority of any change to the students study plan. Each
individual HEI will have access to its own information through the Student
Information Service. Under the previous process, HEIs completed a “Notification
of Student’s Change of Circumstances” form and sent this to the student’s
respective Award Authority by email or through the post. The form was split into
six sections that cover each respective category of Change of Circumstance
(CoC).

The categories covered were:
e Student who is withdrawing;
e Student who is suspending;
e Student who is resuming a course they were originally attending;
e Student who is repeating a period of study;
e Student who is transferring to a new course or HEI;

e Updated information regarding course, year, Tuition Fee amount or
Tuition Fee liability.

On receipt of the “Notification of Student's Change of Circumstances” form from
the HEI, the Award Authority would re-assess and update the student’s
information and send the student a notification. The Student Support payments
would be adjusted if required. The online process provided by the Student
Information Service on the HE Portal, will allow HEI Change of Circumstance
notifications to be created and submitted to the Award Authorities in real time. If
the HEI Change of Circumstance notification submitted is for a Withdrawal,
where possible, any future Student Support payments will be stopped by the
Award Authority. HEIs can opt to submit their CoC notifications either by
manually entering the information through the CoC Service screens or by
importing a bulk XML file of CoCs into the CoC Service. The XML file can contain
up to 500 records and covers all categories of notification.
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Change of Circumstance — Validation

When a CoC is created through the portal screens or the bulk file import function,
Primary Validation needs to be fulfilled. Primary Validation is to check when an
attribute is mandatory or optional and to ensure that when the system is
expecting a date, a date is entered or when it's expecting a number, a number is
given. These kinds of validations are known as “format validations”.

In order for a CoC to be submitted successfully Business Rule Validation has
to be met. This validation performs the format field validations mentioned in the
previous paragraph, but also checks the business rules that a CoC has to follow.

Change of Circumstance — Home

The CoC Service is accessed via the CoC Home tab on the Student Information
Service homepage. If an HEI has any outstanding change of circumstance
notifications on the CoC Worklist a message will be displayed here informing
HEIs that “CoCs are required for the following Academic Years” If there are no
outstanding CoCs for an HEI no list will be shown.

HE@)services

You are administering

SIS H ey 4 2
ome ,__Jf Student Information Service Home

Attendance Home CoCs are required for the following Academic Years:
CoC Home 09-10, 10-11

Financial Reports

Attendance Confirmations are required for the following Academic Years:
0910, 10-11, 11-12

Student Information
Home Outstanding Changes of Circumstance

HE Gateway Home Outstanding Attendance Confirmations

The CoC Home page is can be accessed by clicking on “CoC Home” from the
Student Information Service home page.
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Wou are administering UHLE LEEDS UHIVERSITY
515 Home

Wiew CoC Outstanding Changes of Circumstance

-
-,_J Change Of Circumstance Home

Create CoC
Import CoC
CoC Worklist

CoCs are required for the following Academic Years:
09-10, 10-11

Reports The reguest to this fragment failed
HE Gateway Home

Home | CoC Home

Copyright @ Studert Loans Company Lrd 2010

View CoC — enables the user to filter and view previously saved / submitted
CoCs for their institution.

Create CoC — enables the user to create, then save or submit CoC notifications
for their institution.

Import CoC — enables the user to import and save or import and submit CoC
notifications across all categories via an XML file.

CoC Worklist — enables the user to filter and view any outstanding CoC
notifications which have been created automatically when a user has submitted a
no-fee paying attendance code. From the worklist the user is given the option to
create and save / submit the CoC naotification or delete the notification from the
worklist if a CoC is not required.

CoC Administration

Following an application made by a student for financial support, changes can
arise which could affect his/her entittement. The CoC Service provides a means
to enter and submit HEI related CoCs which enable institutions to pass this
information to SLC, who will then issue it to the respective Award Authority for
processing. Before the system will permit a user to enter a CoC a contact must
be given. The system will check if any contacts have already been created for the
relevant institution. If the system does not find any contacts, an error message
will be shown advising the user to go to the HE Gateway > Maintain Contacts
screen and enter a contact for the CoC Service. If the system finds that at least
one contact has already been entered, the system will then enable the user to
enter the CoC information.
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View CoC

The user has the option of viewing all previously saved or submitted Change of
Circumstance notifications for their own institution by selecting the View CoC
menu option from the CoC Home page. The user will then be presented with the
filter options in order to specify the CoCs that they wish to view. As previously if
the user is administering on behalf of a ‘Parent HEI' they will be able to view all
notifications saved and submitted for their own HEI and any ‘Child’ HEIs. If the
user is administering o behalf of a ‘Child’ HEI they will only be able to view
notifications saved and submitted by their own institution.

o are administering UHLE LEEDS UHIVERSITY
-
__J Change of Circumstance Filter

Academic Wear IDQ—'] u} 'l Change of Circumstance Type I Flease Select 'l
Status I Please Select 'I Fumber of records to display per page |25 'I
Forenamels) I Surname |
S5N I Date Of Birth (@ mminnng [
Coc Last updated between rdd mminan) | and (O'dfmmfmv)l
Clear Filter and Results Filter

List of CoCs

Ho Search has been performed yet

Home | CoC Home | Yiew: Coc

Copyright @ Student Loans Company Ltd 2010

The Filter section is then presented in order to narrow the search. The options
include:

Academic Year — filter to select the appropriate AY to search for a CoC on. This
is the only mandatory field on this page. The drop down box will be defaulted to
the current academic year.

Change of Circumstance Type — filter detailing all six CoC categories

Status — filter to select if the CoC has been ‘Submitted’, ‘Saved’ or ‘Failed’

Forename / Surname — student’s name (includes wildcard search). If one is
entered then the other one must also be completed.

SSN - student support number

Date of Birth — student’s date of birth
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CoC Last Updated between — date range on which to filter for CoCs. If one field
is entered then the corresponding field must also be completed.

Clear & Filter Results — deletes all populated filters to enable the user to
commence a new search.

Filter — triggers the search that will bring back the results relevant to the filter
criteria’s entered.

No. of Records To Display — defaulted to 25 records but can be changed to 50,
100 or 200 records.

The filters can be cleared at any point by using the Clear Filters & Results
option.

CoC Filter Results

Once all the required fields have been completed the results of the search can be
brought back by clicking on the Filter button.

————————
*fou are adminiztering UMLE LEEDS UHIVERSITY

-

-.__Jr Change of Circumstance Filter

Academic Year |09—1 0 'l Change of Circumstance Type I Please Selact 'l
Status I Submitted - I Mumber of records to display per page 2%k =

Forename(=) I Surname I
SN | Date OF Birth (dadmminyy) |
Coc Last updated betweasn fddmmingg) |1 20B:2010 and {od i |1 3082010
Clear Filter and Results Filter

List of CoCs - Academic Year 2009

CoC Last Last Updated
SSH Full Hame DoB Type Status Updated By Date Time
SFOUNSE0T421M | 25URETHNOTEMHANCEIZ2031 0, 25URETNOTENHANCED2031 0 03021930 | Transfer | Submitted | ADRIMHE] 112?%23150
HARMPOBOOS FELU | Johnzon, Jonathon Zach 200011988 Transfer  Submitted  ADMIMIHE! i 12;03?10130
maxcharactersurnametestoamaxcharactersurnametestal, ; 12062010
Ui e o) FOREMAMemaxcharactertestiorenamemaxcharactertestsn 2701995 | Transfer | Submilte | ADMINHE! 13:40:04

3 records foundd
Displaying page 1 of 1
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The screen displayed returned results, from the filter criteria selected by the user.
This list is defaulted to alphabetical order on access. The columns of the list can
be sorted in ascending or descending order by clicking on the column header.

In order to see the CoC Summary of each CoC brought back on the list of CoCs
section, click on the SSN of an individual CoC. The CoC Summary will be
displayed. The screen shows a read only version of the information populated by
the HEI CoC Administrator.

“Fou are administering WGLM SWANSEA METROPOLITAH UHIVERSITY

:__}r Change of Cin and Academic Year

Change of Circumstance Category IWithdrawaI 'I Academic Year IDB-1 0= I
UCAS Code |GE00

Course Mame ICOMPUTER SYSTEMS E

Method of Aftendance IFuII Time Attendance ;I

Student Details

SSH Surname Forename(s) Date of Birth

|SFDLU0SS01865F [TEST [TEST | (el

Change of Circumstance Details

Date of Last Attendance (wmminy)  [15/10/2009 Date Student Left Course (edmmiayy)  [15/10/2009

Tuition Fee Charged to Student J43614.00 Did the academic authority agreetothe  ves & o O
ahzence?

Resson for Withdraweal IAcademic 'I

Further explanation if reguired

scvEksdf, kdh

L

|I_

Other Course/Fee Changes

Course Tuition Fee Liakbility |1 £52.00 Course Year |2 Vl

Contact Details - Please select the contact for this Change of Circumstance

Title First name Surname Department Tel Ext Email

[ Diatne Jenny B dxbgdfj 254546464646464 jenniter_balinger@slc co.uk Deleted

Status ISubmitted 'l

CoC List

Home | CoC Home | View CoC

In order to return to the CoC Filter Results page click on the CoC List button. If a
CoC in the system has any status other than ‘submitted’ the system provides a
mechanism to return to the previous sections and edit the details of the CoC.
Users can navigate between the Summary screen and any of the preceding
screens using the Next and Previous buttons as detailed in the sections
previously.

HEI Student Information Service User Manual 10.11 v1.6 55



Student

Loans Company
CoC Worklist

When a CoC has been raised automatically by the system, due to a non fee
paying attendance code being submitted, the user will be able to view them using
the CoC Worklist. The CoC Worklist allows users to filter, view and remove CoCs
which have been raised by the system.

The CoC Worklist can be accessed from the CoC homepage. The filter section is
split out over two tabs, ‘Course Search’ and ‘Student Search’.

The ‘Course Search’ will be displayed first and is shown by default:

You are administering WGLM SWAHSEA METROPOLITAH UHIVERSITY
-
-.,__)‘f Change of Circumstance Worklist

Course Search | Student Search ‘
Academic vear lm Course Mame I
Course Start Date fed o] I SLC Course Code I
UCAS Course Code I
Method of Attendance I Please Select j
Campus |F'Iease Select j
Guialification lm Course Type m
Course Status lm Course Fee Rate (£) I
Coo Created Between (dafrmminyy) | And () |
Murmber of Records to Display Per Page 25 -

Clear Filter and Results Filter & Display Results

List of CoCs

Ho search has been performed yet

Home | CoC Home | Coc wWorklist

The course search filter options available are:

Academic Year — the academic year the information relates to. This is the only
mandatory field.

Course Name — the course name can be entered with a maximum of 41
characters. The wildcard search can be used.

Course Start date — start date of the course in the format dd/mm/yyy

SLC & UCAS course codes
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Method of Attendance — the method of attendance (i.e. full-time etc)
Qualification — the qualification relating to the course
Course Type — the type of course the student is attending
Campus — drop down menu of relevant campuses
Course Status — if the course is open or closed
Course Fee Rate — the fee rate being charged for the course

CoC Created Between / And — date range of when CoC was created. If one is
entered then the corresponding field must also be completed.

Number of Records To Display Per Page — defaulted to 25 records
Clear Filter & Results — clears all entered details and reverts to the initial screen

Filter — performs a search over all student details and retrieves the ones that
match the search criteria.

The Student Search filter:

Wou are administering WGLM SWAHSEA METROPOLITAH UHIVERSITY
-
—J Change of Circumstance Worklist

Course Search | Student Search |

Academic vear [oz0 =] Customer Reference Mumlber [

Student Support Mumber I Date of Birth fdodommasna I

Faorenames: (=) I Surname I

Coc Created Between (odmmiana | D e ) |

Mumber of Records to Display Per Page 25 =

Clear Filter and Results Filter & Display Results

List of CoCs

Ho searc h has been performed yet

Haome | CoC Home | Coc warklist

Copyright @ Student Leans Company Ltd 2010
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The student search filter options available are:

Academic Year — the academic year the information relates to. This is the only
mandatory field.

Customer Reference Number & SSN

Forename(s) — for the student’s forename, if known (maximum 50 characters). If
forename entered, surname field must also be completed.

Surname — for the student’s surname, if known (maximum 50 characters). If
surname entered, forename field must also be completed

Date of Birth — to be entered dd/mm/yyyy

CoC Created Between / And — date range of when CoC was created

Number of Records To Display Per Page — defaulted to 25 records

Clear Filter & Results — clears all entered details and reverts to the initial screen

Filter — performs a search over all student details and retrieves the ones that
match the search criteria.
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CoC Worklist Results

Once the filters have been entered and the “Filter & Display Results” option has
been selected the worklist results screen will be returned:

v au are = Finc e na SEA R 1 ROFOLLEAN UNMIVERST Y

Firter Holp

Course Search I Student Search |

[osio =1 00000 course mame I

I SLS CeTE Dt I
I

[Ficass Soioot =i
[Flease Select =1
[Flea=s Select =] = Sourse Tyee
[Flease select =] Course Fee Rate (£3 I

I e Cetciten praa I

The worklist results screen will contain the filters that were selected displayed in

the top half of the screen along with a list of all the student records that meet the
filter criteria. The results will be ordered by surname and again the SSN will be a
link through to the Detailed Student Information page. The results can also be re-
ordered by the column headers.

At the end of each row against each individual student record the ‘Create CoC’
icon is displayed. On clicking this icon, the system navigates the user to the
create CoC screen where they can submit the CoC for the selected student. Also
at the end of each row there is a ‘Delete CoC’ link. This enables the user to
delete a selected CoC from the worklist and the system. When the CoC has been
deleted, the message “The selected CoC has been removed successfully”is
displayed.
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Create a CoC

The process of creating a change of circumstance notification is accessed via the
Create CoC link on the CoC Home page. This screen is only accessible by users
with HEI CoC Administrator access.

The system will capture the information of the CoC in five sections. It will initially
capture the CoC Category (i.e. withdrawal, suspension, transfer, etc) then
capture the student details. Depending on the CoC Category, the user will be
able to enter either only one student (all categories) or up to twenty students
(transfer or fee change notifications only). The next step captures all the relevant
CoC details followed by the Course details for the particular student(s). Contact
details will then be requested and after all the information is captured a summary
screen will be presented back to the user. From this screen users will be able to
submit or delete the CoC. Also, depending on different conditions (covered later
in this document) users will have the ability to edit and modify information for a
specific section of the CoC.

The system will provide Next and Previous buttons to navigate between the
screens on the Create CoC process. Each time that the ‘Next’ & ‘Previous’
buttons are pressed in any screen (with the exception of the Summary screen
where all the fields are read only) the system will perform a data validation
process over the data provided. If any validation errors are raised as part of the
validation process, the system will highlight all the errors on the respective
section to the user and not continue or return to the requested section. If no
validation errors are raised the system will continue to the requested section.

If the ‘Create CoC’ is selected and the system does not find any contacts set up
in the system, the message “Prior to providing CoC details, please set up at
least one Change of Circumstances contact. For this go to the ‘HE Gateway
> Maintain Contacts’ screen and enter a contact for CoC Service” will be
displayed on the screen. The first screen the user will see on clicking Create will
be the Change of Circumstance and Academic Year screen:

-
..,J Change of Circumstances and Academic Year

Change of Circumstances and Academic Year Help
Change of Circumstance Category I Please Select VI Academic Year IDB-1D VI

Hext

Haome

Copyright & Student Loans Company Lid 2002
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The user will be presented with a set of criteria to select the CoC Category that
the CoC relates to, as well as the respective AY to which the CoC applies to.
Select one of the CoC categories contained within the drop down box then
proceed to select the relevant AY that the CoC relates to from the drop down
box. The AY will always be defaulted to the current AY.

In addition, the screen will also provide a button to advance to the next section,
labelled ‘Next’. Once the next button is selected the system will perform format
validations and if no errors are raised will proceed to the next section. If the CoC
being entered is a new CoC and the user returns to this screen, they will be able
to amend both the CoC category and the Academic Year. If the CoC Category is
amended, any details entered into any other screens will be lost. If the user is
updating a CoC which has already either been saved or has failed validation,
they will only be able to update the Academic Year. The CoC Category will be
greyed out and the user will be unable to update this.

Student Details

The next screen in the process of creating a CoC is the Student Details page.
Once the user selects to create a CoC and enters the SSN they will be able to
search for the student and if found the student’s personal and course details will
be automatically populated. Any field where the data has been pre-populated will
still be editable by the user.

Note! Details will only be pre-populated where there is a valid tuition
period for the HEI (i.e. where the student has attended a course
at that HEI for the selected AY). If the SSN entered doesn’t exist
on SIS (i.e. it's not for a current application or the SSN is for a
previous AY and the reassessment has not yet been received) the
following error message will be displayed: “No details can be
populated for this SSN. Please enter the details”.

The user can either search for a student by entering an SSN or they can just
enter the student details directly (this option will be available for all types of CoC).
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Once the user has entered the SSN and clicked the “Search” button, the system
retrieves and populates all the student details where there is a valid tuition period
If there has been an internal transfer the details of the new course will be
returned. If the SSN is not recognised or no tuition period can be found, the error
“No details can be populated for this SSN. Please enter the details” will be
returned.

*You are administering UHLE LEEDS UHIVERSITY
-
-._J Student Details

Change of Circumstances and Academic Year Help
Change of Circumstance Category IWithdrawaI vl Academic Year |09-1 0 'l
Student Details
SSH Surname Forename(s} Date of Birth
| | | | )
Previous Next

Home | CoC Home | Cresate CoC

Copyright @ Student Leans Company Lid 2010

The system will display the CoC and the AY selected as a reminder. These fields
will be greyed out on this page. The user can navigate to the proceeding section
by clicking the ‘Previous’ button. Once this button has been clicked the previous
page is displayed in order to change the AY and/or CoC Category.

The user will be able to enter student’s details within this screen.
SSN - enter the student support number

Surname —enter the student’s surname if known

Forename(s) — enter the student’s forename(s) if known

Date of Birth — enter the date of birth of the student if known

Format validation will be run on the information supplied on all pages when the
user clicks on Next or Previous.
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Change of Circumstance Details

The system will again display the CoC and the AY selected as a reminder for the
user. Depending on the CoC Category selected in the first step of the process
the system dynamically displays the relevant information required to be captured
for the relevant CoC category.

For all these CoC categories the system will provide a way for the user to enter:

Course Tuition Fee Amount: Refers to the amount of money the HEI charges
the student for attending a specific course.

Course Tuition Fee Liability: Refers to the amount of fee loan that the student
is liable for.

Course Year: Provides the HEI with a mechanism to inform the SLC of the
correct year the student is attending.

In some of the CoC categories these attributes are already captured as part of
the CoC itself. In order to avoid duplication of information the system will ensure
that these attributes are already captured as part of the CoC itself. In order to do
this a subsection called Other Course / Fee Changes will be used and the fields
requested in this subsection will be selected dynamically depending on the CoC
category selected.

Once the user has selected “Next” from the Student Details screen, the relevant
CoC Details page will be displayed. The content of this page depends on the
CoC category selected in the first screen.

If the user selects a Transfer or Fee CoC no course details will be populated.
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Course Details Screen

If the user selects a Transfer or Fee CoC, no details are pre-populated and the
existing course selection process will be followed (the user can search for a
course or enter the course details directly).

If the user selects any other CoC category, the system will show the option “I
want to enter course details” by default but will populate the following course
fields with the current details held for the selected student.

- UCAS Code
- Course Name

- Method of Attendance
Change of Circumstance - Withdrawal
If a withdrawal CoC had been selected from the drop down list on the Change of

Circumstance and Academic Year page — the Withdrawal screen below will be
shown:

-
n.J Change of Circumstance - Withdrawal

 Choondcromss it s
Chiange of Circumstance Categary IW Aracdemic Year 0510 =
acramseies
Date of Last Attendance (damminnggy) I Date Student Left Course (ddfmmiany) I

Tuition Fee Charged to Student I Did the academic authorty agreetothe yes [T

ahsence?

Reason for Witherawal I Please Select 'l

Further explanation if required

=
H
Other Course/Fee Changes
Course Tuttion Fee Liabiity I Course Year I Please Select 'l
Previous Next

Hoime
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The top section of the screen shows the category of the CoC and the Academic
Year selected on the Change of Circumstance and Academic Year screen.
This information will be greyed out and cannot be changed from this screen. (If
the user wishes to amend either the CoC category or AY they should navigate
back to the relevant screen using the Previous button, or click Home and begin
the process again. Format validation will be run on all fields completed when the
Next or Previous button is clicked. (Business Rules validation will be ran when
the user selects to submit the change of circumstance).

Date of Last Attendance — This is the last date on which the student actually
attended the course. This is a mandatory field.

Date Student Left Course — This is the date on which the student officially left
the course. This is a mandatory field

Tuition Fee Charged to Student - This is the tuition fee amount charged to the
student for attending the course. This is a mandatory field.

Did the academic authority agree to the absence — This is an indicator to
show that the withdrawal reason has received approval from the HEI. This is an
optional field and therefore does not have to be completed. This is a mandatory
field.

Reason for Withdrawal — This is a mandatory field where one of the five
reasons for withdrawal contained within the drop down box must be selected.
This is a mandatory field.

Further Explanation if required — This is a free text box where the user can
type in (up to 2000 characters) any further details that may help the Award
Authority on reaching a decision on the CoC.

Other Course / Fee Changes

Course Tuition Fee Liability — This is the amount of fee loan that the student is
liable for. This must not exceed the Tuition Fee Charged amount. This is a
mandatory field.

Course Year — The course year the student that is withdrawing is currently on. If
‘other’ is selected a text box will appear where the user can enter the course year
they want.
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As explained previously the system ensures the same information is not
requested twice. This is why in the “Other Course / Fee Change” sub section
there is no need to capture the Tuition Fee Amount as it has been captured
already. Once all the required fields have been completed, select ‘Next’ to move
forward to the next step.

Change of Circumstance — Suspension

If a suspension CoC had been selected from the drop down list on the Academic
Year and Change of Circumstance page — the Suspension screen below will
be shown:

-.___j" Change of Circumstance - Suspension

Change of Circumstances and Academic Year

Change of Circumstance Category I Suspensian vl Academic Year IDEHD 'l

Change of Circumstance Details

Date of Last Attendance (d@mminyy) | Date Studert Left Course (cammiay) |
Tuition Fee Charged to Student | Dicl the academic autharity aoree to the O
absence?
Reaszon for suspension I Please Select VI Criginal Duration of Course I Please Select vl vears
Current Year of Study I Flease Select 'l Agreed date of return, if known I
(e ey

Further explanation if recquired

El

=

Other Course/Fee Changes

Course Tuition Fee Liability I

Previous Next

The system will display the CoC and the AY selected as a reminder for the user.
The information that is required for a Suspension is as follows:

Date of Last Attendance — This is the last date on which the student actually
attended the course.

Date Student Left Course — This is the date on which the student officially left
the course.

Tuition Fee Charged to Student - This is the tuition fee amount charged to the
student for attending the course.
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Did the academic authority agree to the absence — This is an indicator to
show that the withdrawal reason has received approval from the HEI. This is an
optional field and therefore does not have to be completed.

Reason for Suspension — Indicator to show the reason why the student has
been suspended. The reasons are selected from a drop down box (Academic,
Disciplinary, and Health, Other)

Original Duration of Course — The number of course years the original course
was running for.

Current Year of Study — The year of the course that the student is suspending
their studies from

Agreed Date of Return — if known this must be provided in date format

Further explanation if required — the option is provided for the user to provide
further explanation for the suspension. No more than 2000 characters can be
used.

Other Course / Fee Changes

Course Tuition Fee Liability — This is the amount of fee loan that the student is
liable for. This must not exceed the Tuition Fee Charged amount.

Once all the required fields have been completed, the user selects ‘Next’ to
move forward to the next step.
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Change of Circumstance — Resumption

If resumption CoC had been selected from the drop down list on the Academic
Year and Change of Circumstance page — the Resumption screen below will
be shown:

-
-._J Change of Circumstance - Resumption

Change of Circumstances and Academic Year

Change of Circumstance Category I Fesumption vI Academic Year |09-1 u} 'l
Change of Circumstance Details
“ear of Course the Student is Entering I FPlease Select VI

Date student is resuming study I Course End Date (rmreiaaad I
(el e )

Help

If there is a placement in this vear, give details

L&

Kk

Give details of any conditions the student I Please Select 'I

needs to fulfil before returning

Other Course/Fee Changes

Tuition Fee Amourt I Cour=ze Tuition Fee Liability I

Previous Hext

The system will display the CoC and the AY selected as a reminder. The
information that is required for Resumption is as follows:

Year of the Course the Student is Entering — select the year of the course the
returning student is entering from the drop down box provided.

Date Student is Resuming Study — the date that the student is resuming their
studies should be entered in date format.

Course End Date — the date that the course ends should be entered in date
format.

If there is a placement in this year, give details — free text box to provide
details if the student is resuming after a placement. Up to 2000 characters can be
entered.

Give details of any conditions the student needs to fulfil before returning —
drop down box where the user can select either: Examination, Medical Certificate
or Other (If ‘other’ is selected a text box will appear and the user can enter the
details required)
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Other Course / Fee Changes

Tuition Fee Charged to Student - This is the tuition fee amount charged to the
student for attending the course.

Course Tuition Fee Liability — This is the amount of fee loan that the student is
liable for. This must not exceed the Tuition Fee Charged amount.

Once all the required fields have been completed, select ‘Next’ to move forward
to the next step.

Change of Circumstance — Repetition

If a repetition CoC has been selected from the drop down list on the Academic
Year and Change of Circumstance page — the Repetition screen below will be
shown:

-
».J‘ Change of Circumstance - Repetition

Change of Circumstances and Academic Year Help
Chanoe of Circumstance Cateqary I Repetition VI Academic Year II:IB—'II:I 'I
Change of Circumstance Details

Revized Courze End Date frmdang) | Petiod of Course to be repested |
Student is repeating study from | Studert iz repesting study to |
[ (el )

Give the main reazons the studert iz repesting part of their study

[ |
[ |
Please give any further information you feel may help the Award Autharity in
reaching & decizion on the studert's entitlement to financial support
B
[ |
Other Course/Fee Changes
Tuition Fee Amaourt | Course Tuition Fee Liakility |
Course Year IF'leaSE Select 'l
Previous Next
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Revised Course End Date - the new end date of the course taking into account
the repeated period of study.

Period of Course to be repeated - this is the period of the course that is to be
repeated. To be entered in text format.

Student is repeating study from — date when repeating period of study is to
commence. To be entered in date format.

Student is repeating study to — date when repeating period of study is to finish.
To be entered in date format.

Give the main reasons the student is repeating part of their study — free text
box to enter the main reasons that the student is repeating part of their study. Up
to 2000 characters can be used.

Give any further information you feel may help the Award Authority in
reaching a decision on the student’s entitlement to financial support — free
text box to enter any further information. Up to 2000 characters can be used.

Other Course / Fee Changes

Tuition Fee Charged to Student - This is the tuition fee amount charged to the
student for attending the course.

Tuition Fee Liability — This is the amount of fee loan that the student is liable
for. This must not exceed the Tuition Fee Charged amount.

Course Year — The current course year of the student that is repeating a period
of study.

Once all the required fields have been completed, the user selects ‘Next’ to
move forward to the next step.
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Change of Circumstance — Transfer

If a Transfer CoC has been selected from the drop down list on the Change of
Circumstance and Academic Year page the user will be able to enter the
student details for up to 20 students that are all making the same transfer.

-
Hj Student Details

Change of Circumstances and Academic Year Help

Change of Circumatance Categary ITransfer vl Laremic Year IEIEH 1] *I

Student Details

SSH Surname Forename(s) Date of Birth

IABCD 123456754 [Siman [Peter | (et}
Previous Next

Home:

Copyright @ Studert Loans Company Ltd 2009

Enter the student’s details and if the transfer applies to more than one student
the ‘green plus’ icon should be ticked in order to add another student. This can
be done for a maximum of twenty students.

Once the details of more than one student have been entered the user can
delete a student’s details by selecting the ‘red cross’ icon:

-
_,J Student Details

Change of Circumstances and Academic Year

Change of Circumstance Categary ITransfer VI Academic Year 5-10=

Student Details

=
i}
=

S5H Surname Forename(s) Date of Birth
|ABCD12345678A [Simon [Peter | (ememny) X
| | | | () X
Previous Next

Home

Coexriﬁm (2 Student Loans Comeanz [td 2009
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When all the required student’s details have been added, select Next to move
onto the Transfer screen:

-
__J Change of Circumstance - Transfer

Change of Circumstances and Academic Year Help

Change of Circumstance Category ITransfer vl Academic Year IDQ—'] a 'l

Change of Circumstance Details

Inform akout & student transterring to my HEl or transferring within my HEI = Inform about & student transferring to another HEI L&

First Date of Attendance in Mew Course | Expected Date of Completion of Mew |
(e I E ey ) Course (Errsinaag)
Tuition Fee for Mew Courses |
Does transfer have your academic [ Date Approval was glven [
approval?

(efelf )

Which year of the course will the student | Please Select ~|

enter?

Further explanation if reguired

Other Course/Fee Changes

|

Course Tuition Fee Liability [
Previous Mext

Haome

Copyright & Student Loans Company Lid 2009

The user will have the choice of confirming whether the transfer corresponds to a
transfer in (the student is transferring to the HEI submitting the CoC or is
changing the course or course year within the HEI submitting the CoC) or a
transfer out (the student is attending another course in another HEI). The internal
transfer choice will be defaulted as it is anticipated that this will be the most
commonly used. Select the transfer type by clicking either of the radio options in
the top half of the screen:

Change of Circumstance Details

Inform ahout & studert transferting to my HEL o transferring within my HEl % Inform about a student transferring to anather HEI 9

Irrespective of the transfer type, the system will capture the details of the HEI
which the student will attend as a result of the transfer.
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In the case of a ‘transfer-in’ it will be the HEI that is raising the CoC. The system
will capture its details automatically (therefore the user will not need to provide
the details of the HEI).

In the case of a ‘transfer-out’ it will be a different HEI from the one that is raising
the CoC and the system will allow the user to select the new HEI.

-
—J selectHEI

Change of Circumstances and Academic Year Help
Change of Circumstance Category ITranSfer 'I Academic Year |09-1 u] 'I

HEI Selection - Please search and select the HEl the student(s} is transferring into

Institution UCAS Code |

Institution Mame I

HEI Code |

Search HEI

Home

Copyright & Student Loans Company Lid 2009

If the user needs to inform about a transfer out, the system will present a new
screen in which the user will be able to confirm which HEI the student is
transferring to. In this screen the user has the ability to search for an HEI using
the following options:

Institution UCAS Code — the four letter unique UCAS code

Institution Name — Institution name can be entered in free text. A wildcard
search option will offer more matches.

HEI Code — the four letter unique HEI Code

Depending on the criteria entered in the above screen a list of one or more HEIs
will then be presented back. Select the relevant HEI and click Confirm HEI to
move to the next screen. The Confirm HEI button should only be enabled when
an HEI has been selected. The Cancel HEI Selection option can be used to
cancel the search and return to the transfer CoC details screen. A message
saying “No HEI has been selected” will then be shown on the screen.
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HEI Selection - Please search and select the HEl the student(s) is transferring into
Institution UCAS Code |
Institution Mame IMANCHESTER%
HEI Code: |
Search HEI
HEI Code Institution UCAS Code Institution Hame
AR w20 MAMNCHESTER UMIWERSITY
PO k40 MANCHESTER METROPOLITAMN UMNWERSITY
i FaF CEE MAMCHESTER CITY COLLEGE
Cancel HEI Selection Confirm HEI

Regardless on whether the transfer is in or out, the user will then be able to
provide:

:J Change of Circumstance - Transfer

Change of Circumstances and Academic Year Help
Change of Circumstance Categaory I Transfer - I Academic Year IDQ-1 0= I
Change of Circumstance Details

Inform about a student transferring to my HEI or transferring within my HEI % Inform about 5 studsnt transferring to another HE| [

First Date of Attendance in New Course I

Expected Date of Completion of Mew I
[

Course (i)

Tuition Fee for Mew Course I

Does transfer have your academic O Diate Approval weas diven I
approval?
(et i)
wikich year of the course will the student I Please Select 'I
enter?

Further explanstion if required

L2

-

Other Course/Fee Changes

Course Tution Fee Liability I

5l

Previous Next

Hame

Copyright @ Studert Loans Company Ltd 2009

First Date of Attendance in New Course — the first date the student(s) attends
the new course after the transfer

Expected Date of Completion of new Course — the date when the new course
ends

Tuition Fee for New Course — the Tuition Fee of the course the student(s) is
transferring to.
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Does Transfer Have Your Academic Approval - this is an indicator to show
that the HEI agrees with the transfer. This is an optional field and therefore does
not have to be completed.

Date approval was given — the date that the transfer was approved

Which year of the course will the student enter- the year of the course the
transferring student(s) is entering. Select from the drop down box.

Further explanation if required — Free text box for further information, if
required.

Once all the required fields have been completed, the user selects ‘Next’ to
move forward to the next step.

Other Course / Fee Changes

Tuition Fee Liability — This is the amount of fee loan that the student is liable
for. This must not exceed the Tuition Fee Charged amount.

Change of Circumstance — Fee

If a Fee CoC has been selected from the drop down list on the Change of
Circumstance and Academic Year page the student’s details for up to 20
students that all require their fee changed can be entered.

-
-._J Student Details

Change of Cireumstances and Academic Year Help

Change of Circumstance Categary Fee - Academic Year IDEHI:I 'I
Student Details
SSH Surname Forename(s) Date of Birth
[ABCD12345678A [ | | (i)
Previous Next

Hame

Cogxright (2l Studernt Loans Comganx Ltd 2009
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Enter the student’s details and if the fee change applies to more than one student
the ‘green plus’ icon should be ticked in order to add another student. This can
be done for a maximum of twenty students.

Once the details of more than one student have been entered the user can
delete a student’s details if required by selecting the ‘red cross’ icon:

-
-.___f Student Details

Change of Circumstances and Academic Year

Change of Circumstance Category Fee - Academic Year |09-1 ] vl
Student Details
S5H Surname Forename(s) Date of Birth
[ABCD123466784 [ [ | (i) X
| | | | (i) X
Previous Next

Hotme:
Copyright B Student Loans Company Ltd 2009

When all the required student’s details have been added, select Next to move
onto the Fee screen.

-
-,___,n"l Change of Circumstance - Fee

Change of Circumstances and Academic Year Help
Change of Circumstance Category Fee - Academic Year IDQJI ] 'I
Change of Circumstance Details
Correct Course Tuition Fee &Amourt I Correct Course Tuition Fee Liability I
Correct Course Wear I Flease Select ‘l
Further explanation if required :
=
=
Previous Hext

Home
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Correct Tuition Fee Amount — the amount that the Tuition Fee should be
changed to.
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Correct Tuition Fee Liability — the amount of fee loan

Correct Course Year — the course year the student(s) is currently on

Further Explanation if Required — free text box that can be used to add any
additional information.

Note! As this section asks specifically for the Correct Tuition Fee Amount,
Correct Course Tuition Fee Liability and Correct Course Year there
is no need to have an “Other Fee Change” sub section.

Once all the required fields have been completed, the user selects ‘Next’ to
move forward to the next step.

Course Detalls

If a Transfer or Fee change of circumstance is raised the HEI user will be
required to populate the course details. For all other categories the course details
will be pre-populated from the SSN provided by the user if the user has searched
for the student in the Student Details section.

If it's a Transfer or Fee change of circumstance notification being processed: As
in the other sections, the system displays the CoC type and the AY selected as a
reminder.

—
= J Course Selection

Change of Circumstances and Academic Year

Change of Circumstance Category Transfer -~ Academic Wear IDB—1D vl

Course Details

= | wvant to snter course details 7 | wvant to search for & course

UCas Code |

Course s I

tethod of Attendance [Please Select =1

Previous Mext

nnnnnnnnnnnnnnnnnnnnnnnnnnnn

Once the details of the Change of Circumstance and Academic Year have been
provided, the Course Details need to be recorded. When the course transfer is a
“transfer-out” to another institution, the course search will be carried out over the
external HEI.

HEI Student Information Service User Manual 10.11 v1.6 77



Student

Loans Company
The user will be given the option of manually entering the course details
themselves (if they know them) or by searching for the particular course. Click on
the relevant radio button:

7 | wart to enter course detailz Or [ | weart to search for @ course

If the user selects to enter the course details they can then enter the UCAS
Code, SLC Course Code and Course Name.

UCAS Course Code - if given this must contain 4 characters
Course Name — the name of the course (maximum of 41 characters)

Method of Attendance — drop down box where user can opt to input the
student’s method of attendance

If the option to search for course details is selected the following screen will
appear:

:J Course Selection

Change of Circumstances and Academic Year

Change of Circumstance Category IWithdrawaI 'I Academic Year |09-1 o 'l
Course Details

7 Jweant to enter course details @ | weant to search for & course

ucas Code |

SLC Course Code |

Courss MName | Search Course

Previous Hext

L

UCAS Code - If given this must contain 4 characters
SLC Course Code - If this is known

Course Name — A maximum of 41 characters can be used. A wildcard search
facility is available. If the wildcard search is done, a list of courses is returned:
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ZJ Course Selection

stance Category [Frrithdrasmal =1 Academic Wear [o=o =1

Change of O

Course Detal

€ | wvant to enter course details | uvant to search for a course

LCas Code I

SLC Course Code I

ssssssssss |[EEEES Search Course
SLC Course Codet UCAS Course Code Course Hame Campus ID | Course Status | Method of Attendance
= 23384 rFas GECG & ENIRGMNMENT AL MGHNT 3 Slosed
~ o3zes HFax  SEOOGRAPHY ENWIROMMENMT S R s SERENT P | closea
7 zisie2 SEQCGRAPHY (HUMARY 2 ERMNWIRORMENT AL PLS Closed
 zs163 GEOGRAFPHY (HUMAR) & HOUSING Clo=sed

4 records found
Displaying page 1 of 1

Previous Me:xt

Select the correct course by clicking on the relevant SLC Course Code radio
button. Once the correct course has been selected, click the Next button to move
onto the next step in the process.

Contact Detalils

As in the other sections, the section will display the CoC and the AY selected as
a reminder. This will not be editable from this page. The user will need to specify
contact details for the CoC being entered. Once a CoC is submitted to the
relevant Award Authority, the contact details section is useful in case any
clarification is required.

—
—_J Contact Details

Change of Circumstances and Academic Year

[Change of Circumnstance Category IWilhdraWaI 'I Academic Year I 09-10 = I

Contact Details - Please select the contact for this Change of Circumstance

Surname Department Tel Ext Email

woocsice Student Finance 01234567589 33333 peter@Coc oo Lk

Hext

A list of contacts will be displayed, select the relevant one. This list of contacts
will be loaded from the ones entered through the HE Gateway whose contact
type corresponds to ‘CoC Contact’. Once the relevant contact has been selected,
click Next to advance to the next section.
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Summary Details

Depending on the level of access and the CoC status the summary section
allows the user to either:

- View all of the CoC related information (CoC Status, CoC Category,
AY, Student(s), CoC Details, Course and Contact) all on one screen

- View details of all students entered
- Delete the CoC if it has been entered by mistake
- Save or Submit the CoC

- Go back to a previous screen and modify details of the CoC. This
option is accessed via the Previous button.

Change of Circumstances and Academic Year

Change of Circumstances and Academic Year

[Change of Circumstance Cateogory I Withdraweal - I A cademic ear |09-1 o= I

Course Details

L as Code |
Course Name [MATHS
ethod of sttendance [Full Time Attendance =l
S5SH Surname Forename(s) Date of Birth
JouDLOs000s24C |Simen |Peter | EEE L] P ]
Cate of Last Attendance (dodrnianyl I:I?H 252009 Date Student Left Course (aa i h‘l 22009
Tuition Fes Charged to Student I‘I 050 Did the academic authority agrees to the wes 0 Mo &
ahsence?

Reason for Withrasal I Other = I

Further explanation if reguired

L2

Al

Other Course/fFee Changes

(Course Tuition Fee Liability |‘I o050 Course YWear I 1 'I

Contact Detail=s - Please select the contact for this Change of Circumstance

Title First name Surname Department Tel Ext Email

= Moir FPeter Woodsice Student Finance 0123456739 33333 peter@CoC . co.uk

Status ISuhmitted vl

CoC List

Hotme

The screen displays all the 5 sections on a read only basis. This can be viewed
by users with all levels of access and any CoC status.
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If a contact has previously been selected, the contact should be automatically
selected to remind the user which contact was originally chosen.

If a contact is selected, then subsequently deleted from the HE Portal as a
contact, the deleted contact will display a “Deleted” message against the
contact’s details (this should happen regardless of the CoC status and the user
role).

If the CoC has been saved but not submitted as soon as this section is loaded,
the system will check whether the course selected has been changed after the
last time the CoC has been modified. If the course has been modified, the
system will display the message to the user — “Course details have been
modified since the last time you modified this CoC. Please ensure the
course is still the one you want to use”

Saving a CoC

A button to Save a CoC is provided on the CoC Summary page (as long as the
CoC involves only one student). This function is available to users with HEI CoC
Service Administrator access only. Once the Save button is clicked the system
checks if the CoC has been modified or deleted already by another user.

If the CoC has already been deleted by another user an error message will be
provided to the user. The system then applies the screen behaviour for a CoC
that’s status has already been deleted (i.e. the CoC is not editable and no
options to delete, save or submit are given). If the CoC has been modified by
another user the system does not save the CoC but displays the message “This
CoC has been altered by another user. The CoC has not been saved”. The
screen will then reflect the status of the CoC. If the CoC has not been deleted or
modified the system saves the CoC information and sets the status of the CoC to
Saved. A message will be shown with the text “The CoC has been saved
successfully” and the CoC will be saved.
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Submitting a CoC

A button to Submit the CoC is given on the CoC Summary page. This function is
available to users with HEI CoC Service Administrator access only. The CoC
should only be submitted once it is ready to be sent and processed by the Award
Authority. Once the Submit button is clicked, the system will check if the CoC
has already been modified or deleted by another user.

If the CoC has already been deleted by another user an error message will be
provided to the user. The system then applies the screen behaviour for a CoC
that’s status has already been deleted (i.e. the CoC is not editable and no
options to delete, save or submit are given). If the CoC has been modified by
another user the system does not save the CoC but displays the message “This
CoC has been altered by another user. The CoC has not been submitted”.
The screen will then reflect the status of the CoC.

If the CoC has not been deleted or modified the system performs data and
business validation. If any validation error(s) are raised as part of the validation
process, the errors will be presented back to the user and the CoC will not be
saved.
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=
»-J Change of Circumstances and Academic Year

&P The CoC has been submitted su v to be pro by the respective Award Authority

Change of Circumstances and Academic Year

Change of Circumstance Category IWlthdrawal 'I Academic vear |Dg_1 ] vl
Course Details

UCas Code I

Course Mame maThs

hlethod of Attendance | Full Time Attendance ;I

I Student Details

SSH Surname Forename(s} Date of Birth

[CUDLO=000s24C [Simen [Feter | (s ]

I Change of Circumstance Details

Date of Last Attendance dedmmianas  [01/10/2009 Date Student Left Course (eammanas  [21/10/2009
Tuition Fee Charged to Student | EFEIN] Did the academic authority agree to the wes 1 Mo
absence?
Reazan far Withorsal [Fcadermic =1
Further explanation it reguired
=i
==l

Other Course/Fee Changes

Course Tuition F

[rooo Course wear A =1

Contact Details - Please select the contact for this Change of Circumstance

Title First name Surname Department Tel Ext Email

(= hr Peter oo side Studert Finance 0123456789 33333 peter@Coc .co Uk

Status ISuhmltted vI

Home

If the CoC has been submitted and no validation errors are raised the system will
set the status of the CoC to ‘Submitted’ and an acknowledgement message will
be provided: “The CoC has been submitted successfully to be processed by
the respective Award Authority” The CoC once submitted, will no longer be
editable and the system will not provide any buttons to delete, save or submit.

Returning to Edit a Section

If a CoC in the system has any status other than ‘submitted’ the system
provides a mechanism to return to the previous sections and edit the details of
the CoC. Users can navigate between the Summary screen and any of the
preceding screens using the Next and Previous buttons as detailed in the
sections previously.

If the user accesses this screen from the Filter & List of CoCs screen a
button to return to the CoC List is given.

After clicking the CoC List the user is returned to the last CoC filter list carried
out. The list will provide the user with the latest updated information for each
CoC listed.
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Import CoC

This function provides a means for an HEI to upload and submit a file containing
up to 500 CoCs for any academic year. The file is in a specified XML format and
the user is given the ability to browse their internal file systems to the location of
the saved file. Once selected, the HEI can upload the file through the HE Portal
into the HE CoC service. The Technical Specification for the CoC Import file is
located on the HE Info website (http://www.heinfo.slc.co.uk/hei-services/student-
information-service.aspx ) The HEI user should select the Import CoC option
from the CoC Home Page.

View CoC
Create CoC
Import CoC
CoC Worklist
Reports

The HEI user is then directed to the Import CoC screen:

Import CoC Help
Flea=ze specify a file (xmil): I Browse. .. I

Contact Details - Please select the contact for this Change of Circumstance

Title First name Surname Department Tel Ext Emiail
e Brg Btk Uzer Dep a11 nulliE@slc.co.uk
i O Brydon Chieyney ICT HEI o141 Brydon_Cheyneyi@sic.couk
[ % [e=3 AR IO A SH Foo 0113 2334124 Brydon_Cheyneyi@sic.couk

Submit

The option is given to manually enter the file path of the file the user wishes to
upload directly into the text field, or to Browse a local file directory and select
the required file. For each file submission, the user must select contact detalils.
Once the CoC is submitted to the relevant Award Authority, the contact details
selected are used if any clarification is required.

Once the file to be uploaded and the contact details have been selected the
user will select the Submit button. On submission of the file, the system
performs both file Primary and Business Rule validations. Although up to 500
CoCs can be submitted at any time using the Import functionality, on
submission each CoC is processed as an individual record.
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File format validation will ensure that the format of the file is consistent with the
format detailed in the schema and that all mandatory files have been
completed.

This validation also checks whether the file has previously been submitted,
that the HEI code contained within the file is the same as the HEI code of the
institution which the user is administering and whether any duplicate CoCs are
contained within the file (the details of the file uploaded will be saved to ensure
that the same file is not submitted more than once which would create
duplicate CoC records).

Submission Results

If any validation errors occur relating to the format of the file, the processing of
the submission stops and the following message is returned “ The selected
file does not meet the specified file format. Please update the file and
resubmit”.

If any validation errors occur which indicate that this file has already been
submitted, the system stops processing the submission and returns the
message “This file has already been submitted. Please select another”

If the HEI Code contained within the file is different to the HEI Code of the
institution which the user is currently administering, the system stops
processing the submission and returns the message “The HEI Code
contained in the submitted file is different to the HEI Code of the
institution currently being administered. Please update the file and re-
submit”

If any validation errors occur which indicate that there are duplicate CoCs
within the file (more than one CoC where the details are exactly the same), the
system stops processing the submission and return the following message
“Duplicate records have been identified within the file. Please update the
file and re-submit”

If no format validations are encountered, the following details are shown on
the Change of Circumstances Import Results page:
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Change of Cireumstances import lesults

Vour CoC submission has been processed.
The results are showsmn below:
CoC Type Hummlrer Succes sl Mumibrer Falled (shown below) Total
Withdranwval o 0 L]
Fes 12
Suspension 2 24
Fesumption 3%
Feepetition 48
Transtes 1]
Total 15 165 180
I import Error Details
SSM CoC Type Ervon Type Evnor Details
AnAAI11111114 Withdr aral Mandstory Field Error Academic Year iz & mandatory field
BEDE222222228 Transfer Business Rule Error The: date of birth of the student must be before the current dabe
30 records: found
Dizplaying pege 1 of 5
[+ ] (<] [=]

The Change of Circumstances Import Results page is split into two blocks, the
Import Submission Summary Results Block and the Import Submission Detailed
Results Block.

CoC Import Submission Summary Results Block

This block will provide the user with a summary of the results of the submission,
for each CoC Category Type (Withdrawal, Fee, Suspension, Resumption,
Repetition or Transfer). The following details will be shown:

CoC Category - Displays the CoC Category (Withdrawal, Fee, Suspension,
Resumption, Repetition or Transfer).

Number Successful — Pre-populated with the number of CoCs contained in the
submitted file where the CoC is submitted.

Number Failed - Pre-populated with the number of CoCs contained in the
submitted file where the CoC status is failed.

Total - Displays the total number of CoCs contained within the file submission.
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CoC Import Submission Detailed Results Block

This block will provide the user with the details of any submitted records which
have failed validation, for each CoC Category Type. The following details will be
shown:

SSN - the student support number

CoC Category - Displays the CoC Category (Withdrawal, Fee, Suspension,
Resumption, Repetition or Transfer).

Error Type - Displays the validation error type.

Error Details — Provides the user with the detailed reason for error

Note! The Change of Circumstance Import Results screen will not be
saved. Once the user navigates away from this page they will be
unable to go back. (To check the status of submitted CoCs the user
can filter on either Submitted Saved or Failed CoCs from the View
CoC Filter page

If all data submitted within the Import CoC file passes validation, the following
text will be shown:

Imgeri Frror Delails

Al C ol s have been sullymiied sicoe saiully

Note! For CoCs that have failed validation, the user can use the View CoC
functionality to resolve any errors and resubmit the CoC or amend their
file details and resubmit a new Import CoC file.
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CoC Submission Report

The CoC Submission Report provides graphical representation of the individual
HEIs CoC submission for a specific academic year; or month within a specified
academic year. This same information is also displayed in table format. The
report can be selected from the CoC Home page by clicking on Reports then
CoC Submission Report. HEI users will be directed to the relevant report for the
HEI they are administering.

Yiou are acministering WGOLM SWANSEA METROPOLITAH UHIVERSITY
-
J Change of Circumstance Submission Report

I Submig=ion Report Help

Acadenic Vear |09-1D 7| ot |Please Select v| | Display

Number of CoCs submitted. CoCCategoy  Ho.CoC  Percentage

Withdrawal 1 0%

SUzpension 0 0%

Resumption 0 0%

Repetiion 0 0%

—, Withdrawal Transter 0 i
"'-\ _ Fee 1 50%
N Suspension Totsl 5 1006

Resumption

' Repetition
Transfer

@ Withclrawal @ Suspension @ Resumption © Repetition ® Transfer Fee‘

Hame: | CoC Home | Reparts | Col Submission Report

Copyright & Student Loans Company Ltd 2010
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Financial Reporting

Previously SLC prepared Remittance Reports on a weekly basis of payments
made during that period and published them on the ELP site for the user to view.
Instead of publishing the Remittance Report on the ELP site, within the Financial
Reporting section of the Student Information Service your HEI will have access to
retrieve the appropriate report through the HE Portal. The format of the
Remittance Report has not changed, it is still split out by payment type (loan or
grant) and academic year so that each HEI receives multiple reports for the
previous week. The HEI user can export the Remittance Report if required.

The Tuition Fee Balance Report is a new report for HEIs. Upon user request, the
Tuition Fee Balance Report for the relevant academic year is displayed. This
information is updated on a weekly basis.

The Financial Reports are accessed from the Student Information Service Home
Page:

515 Home

Student Information
Home

Attendance Home

CoC Home

Fincepors —|

Tuition Fee Balance
Report

Remittance Report

HE Gateway Home

Users will require the ‘HEI Report Advisor’ access role in order to view the
Financial Reports. The reports available are as follows:

Tuition Fee Balance Report: this report provides details of the amount of tuition
fees which are paid, scheduled and blocked for a chosen academic year.

Remittance Report: this report provides details of the students for whom the
user’s HEI has received tuition fee payments the previous week.
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Tuition Fee Balance Report

The Tuition Fee Balance Report provides graphical representation of your Tuition
Fee Breakdown and summary for a specific academic year. This same
information is also displayed in table format. The report can be selected from the
Financial Reports Home page by clicking on Tuition Fee Balance Report. HEI
users will be directed to the relevant report for the HEI they are administering.

The Academic Year must be selected from the dropdown list provided. The
current academic year is selected by default. Once the Academic Year and the
Display button have been selected, the system then returns the report details
relating to the HEI and the Academic Year.

The Tuition Fee Summary table displays the total value of fees expected to be
paid to the HEI for the selected academic year, the total number of expected
students and the total number of students associated with temporary courses for
the latest report date.

The Tuition Fee Breakdown table show’s the breakdown of “Total Value of Fees
Expected to be Paid”.

The following categories with calculated values and percentages are shown:
e Student Attendance Not Confirmed
e Student Attendance Confirmed (Payments Scheduled)
e Students Awaiting Reassessment
e Blocked Fee Payments
e Fees Paid

A total of these amounts will also be shown at the bottom of the table.
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Report Data: 15/04/2009 Help
Academic Year IDQ-W 'l Display

Tuition Fee Summary Tuition Fee Breakdown
Total Value of Fees Expected to be Paid £3.219.00 Type Value Percentage
Total Humber of Students Expected 300 Studert Atendance kot Confirmed £666.00 21%
Total Humber of Stutlentg ciizzciatetl with a Temporary EfE Student Attendgl;ﬁn; ;jen;i;:md (Paymerts CRER.D S
Students Aweatting Reassessment LEEE.00 2%
TUITION FEE BALANCE REPORT Bincked Fee Payments £REE 0 2%
Fees Paid £555.00 17%
Paid ———g = : Ureariieen Total £3,219.00 100%
& o
H'-'--«.o;. Ouerpayments
. ;—" Academic Year Value
Scheduled 09-10 £3,000.00
0g-09 £3,000.00

Reassessment

Awaiting T

* The total Crverpayment of £8 000 will be deducted from the next

scheduled payment
® Unconfirmed @ Scheduled @ Awaiting Reassessment © Blocked
@ Faid
Home | Financisl Reports | Tuition Fee Balance Report Back to Top

The Overpayments table includes a row for each Academic Year (AY) for the HEI
where an overpayment has been made and the value of the overpayment.

The footer of the table will include the message "*Overpayment of £X will be
deducted from the payment amount scheduled above" (where X is the sum of the
recovery amounts for all academic years for your HEI).

If data is not available for the academic year selected the message is shown "No
tuition fee details are available for the selected academic year"

The Tuition Fee Balance Report also displays as a graphical representation of
the Tuition Fee Breakdown table for the HEI. A coloured key is provided
underneath the pie chart for reference. If a breakdown of these totals is required
to student level this can be obtained by filtering on the student details within the
Student Information section.

HEI Student Information Service User Manual 10.11 v1.6 91



Student

Loans Company
Tuition Fee Remittance Report

The Remittance Report is accessed from the Financials Reports Home by
clicking on the Remittance Report tab. The user is then prompted to use the
filter to define the exact report that they wish to view.

“You are administering WOLM SWANSEA METROPOLITAN UHIVERSITY
-
J Attendance Remittance Report List

Attendance Remittance Report Help
Created Month |P|9359 Select 'l Created Year I2010 'l Academic Year |19-10 'l Display

The report is defaulted to the current academic year although this can be
amended by using the drop down box to as far back as AY 06/07. The user is
also prompted to select the month and the year that the report was created.
Once the required filters are chosen the Display button should be selected to
display the filter results.

-
-.___j'l Attendance Remittance Report List

Attendance Remittance Report Help
Crested Month IMEY 'l Created Year IQDDQ 'l Academic Year IDB-DQ 'l Display

Report Date Academic Year Support Type Payment Type
270552009 03-09 Full Time Support Tuition Fee Loan
2210572009 03-09 Full Time Support Tuition Fee Grant
2000552009 03-09 Full Time Support Tuition Fee Loan
150552009 03-09 Full Time Support Tuition Fee Grant
130552009 03-09 Full Time Support Tuition Fee Grant
130552009 03-09 Part Time Support Tuition Fee Grant
1305/2008 05-09 Full Time Support Tuition Fee Loan
07052009 03-09 Part Time Support Tuition Fee Grant
07052009 03-09 Full Time Support Tuition Fee Grant
OE0S/2009 03-09 Full Time Support Tuition Fee Loan

Home | Financial Reports | Remittance Report

Copyright @ Student Loans Company Ltd 2010
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The Remittance Report List screen is then returned. This brings back all the
reports that match the filter criteria entered on the Attendance Remittance Report
Filter. This screen splits out each report by report date, support type (either full
time or part time) and payment type (either tuition fee loan or tuition fee grant).
The report date is a link that when clicked, takes the user to the relevant
Remittance Report:

-
SIS Home ./ Remittance Report

Student Information Remittance Report - 01 March 2010 Help
Attendance
Col Humber of Tuition Fee Payments Payment Date Payment Type Total Fee Amount
Financial Reports S64 010352010 Tuttinn Fee Grant £1,000,000.00
Tuition Fee Balance
Report Course Student Student Student Course Course Year of Fee Revision
. = 55H DoB UCAS Amount
Remittance Report Start Period Surname Forename Code Hame Course Ind
Humber {£)
HE Gateway Home aUT ARAAT111114 Tracy Seott 010171380 1111 123456 | Aslronomy 1 3225.00 M
AUT ARRRNDIIIIIN Tracy “irgil 01011980 111111 234567 Aeronautics 1 3225.00 M
Space
AUT A8 AZIIFIIIIL Tracy Alan o101 1 950 1111 234567 \ialking 1 322500 M
Report List Export Report

564 records found
Displaying page 1 of 12

BE (=] (][] 5] o] ] o] (o] o] [ e | [ Lo

Home Back to Top

Copyright & Student Loans Company Lid 2008

The summary block, in the top section of the screen, displays the number of
tuition fee payments, payment date, payment type and total fee amount for the
reporting period. The student table lists all of the student details that make up
the tuition fee payment total for the report. The columns of the report can be
sorted in ascending or descending order by clicking on the column header.

Course Start Period — denotes if the course starts in Autumn, Winter, Spring
or Summer

SSN — The Student Support Number (this is also a link to the Detailed Student
Information screen)

Student Surname / Forename(s) — The Student’s forename & surname
DoB - The student’s date of birth

Student UCAS Number — the unique identifier given to the student by UCAS
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Course Code — the SLC course code

Course Name — the name of the course

Year of Course — the year of the course that the student is studying

Fee Amount — the amount of tuition fees which have been paid to your HEI

Revision Indicator — confirmation of whether this payment relates to a
revision of tuition fee amounts.

By clicking the “Back” button the user is taken back to the List of available
Remittance Reports. The report can be exported by clicking on the Export
button. The exported file will have an identical format to the previous
Remittance Report. It will have a header row and then a detail record for each
student contained within the report. Once the “Export” is selected the user is
presented with the option to ‘Cancel’, ‘Save’ or ‘Open’ the file download. If the
user selects to ‘Save’ the export they are presented with the facility to navigate
to a location on their local file system. The default file name will be populated
as:

<heiCode>_<AY> <supportType> <paymentType> <processingDate> r
emittance.dat

The HEI user can overtype this with a file name of their own choosing if
required.

There is no restriction on the number of exports a user can make.
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