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Having problems accessing the Internet or submitting your data?
Call us: 1800 677 027 Email us: grantsanddata.help@dest.gov.au



1. REGISTERING FOR SSP




What is Registration?

Registration is the process whereby:

You identify yourself;

You identify the School or system that you represent;

You request access to the SSP applications you need to use;

Your registration details are checked in the SSP System; and

You are sent a logon and password for SSP via email that will allow you to logon to SSP.

Who can Register to use the SES application in SSP?

Registration is limited to:

o staff members who will be processing the school’s student addresses; and
e approved signatories of the Approved Authority for your school or system

If you already use other applications within SSP (Financial Questionnaire, Financial Accountability,
Census on the Internet), then you are already registered as a SSP user and you should not
attempt to register again. Instead, please refer to the Help Section on Requesting Additional
Access in SSP. Please note, however, that if you want additional access and you already have
access in respect of more than one school or system, you won'’t be able to use the Request
Additional Access facility. Please contact the HelpDesk on 1800 677 027 or ssp@dest.gov.au to
arrange access.

How to Register

To register, you must fill in the Online Registration Form.

You can find the online registration form by clicking on the ‘register’ button located in the top left
corner of SSP’s logon page (see diagram below).

For information on filling out the Online Registration Form, please refer to the Help Section (‘Filling
out the Online Registration Form’).

If you are attempting to re-register because you have forgotten your Logon ID and/or Password,

please refer to the Help Sections (‘Forgot Your Logon? or ‘Forgot your Password?’) for information
on how to be reminded of your password or your logon.
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The Registration Process

The registration process involves several steps.
Step 1 — Register for Access to SSP

The first step of registration involves you, or someone on your behalf, going to the online
registration page and entering your personal details into the Online Registration Form. This
information will be used to create your user account and to determine what type of access you
require. SSP will guide you through the process and will return appropriate messages. These
messages will be displayed at the top of the online registration form when you click on the ‘Save
Registration’ button located at the bottom of the screen.

SSP will then check to see if you are already a registered user. If you are, it will advise you to use
SSP’s ‘Forgotten your Logon’ facility.

If you are a new SSP user, a new user account will be created. SSP will send you an email
confirming that the registration process was successful and advise you of your logon ID.

Step 2 - Validation of Your Request

All new registrations are validated by SSP Security Administrators. When a new registration
request has been received, DEST may contact your school or system to confirm the registration
request.

Step 3 — Approval or Rejection of Your Request

If your registration is approved, SSP will send you an email advising you that your registration
request has been approved and will provide you with a password.

If rejected, SSP will send you an email advising you that your request was rejected. In this
instance, you should contact the HelpDesk on 1800 677 027 or ssp@dest.gov.au.

Once you have received a password, you can log on to SSP to access the services you requested.
For more information on logging on to SSP, refer to the Help Section, ‘Logging On to SSP for the
First Time’.
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2. WORKING THROUGH THE SES WEBSITE




Guide to using the SES Website for address submission

access SES website
through the SSP Portal
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Sign On to SSP
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e The address for the Schools Service Point (SSP) portal is
https://schools.dest.gov.au/SSP/

e Full Screen (F11) recommended

contact DEST

e Hyperlinks eg or click here appear throughout the SES website

e Security — Logons and Passwords are unique and are issued to individual schools and
Systems by DEST (see Section 1)

e Change Password recommended



Select the SES Funding Application
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e School Systems and multi-campus schools will be able to access all their schools and
campuses

e Please keep a record of the time spent preparing and submitting address data. A
Time Box is available at the end of the process

e The text only version of the website is faster to download and can be used if your
connection is slow



Welcome Page
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e School identified by client number and name in top left corner

o Selected Quadrennium shown in top right corner

e Options for working with data;

o 2001-04 Funding Quadrennium (view address data only, no changes)
o 2005-08 Funding Quadrennium
o 2009-12 Funding Quadrennium

¢ Note:

Information provided through this site is given and received in confidence
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¢ View School page provides an overview of the selected client in SES
e View System page provides an overview of the system

e School / system identified by client number and name

e Options

0O OO0 O0OO0O0

available:

Upload

Data Entry

View Addresses
SRN Search
Statutory Declaration
Help
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View School — Multiple Campuses or System

rm e hasid o b Wi By Saem

......

e View School page provides an overview of the selected client in SES
e View System page provides an overview of the system

e School / system identified by client number and name

e Options available to Head School or System:

o Select Head School or Campus
o Return to Head School or System
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Upload Student Addresses
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Upload Student Addresses
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Step 1.
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on the send file to DEST buttan.

does nol mppier below. een your broveder does rol support File Upboading.

Mote: I & butten labeiled “Browse...”

Selected Mile:

e Submitting a file containing multiple addresses

e Accessed from View School or left side bar

upload +

e Transfer file to DEST:

)

o Step2-

Step 1 — type the path and name of the file to be submitted or use the

feature

|smlmllllsl'[m
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Upload Student Addresses — Part 2

SES Funding

SSEHOM® pob i o Frevious Faoe
SES Honir
25930 SES Test School 6, DIRRANDANDI 2009- 2012 Funding Quadrennim
- ’:’“‘ Incomplete Data Entry (Unlocked)
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cominct DEST
N

SES privacy netic |4
T
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2
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o Part 2 of the address Upload process

Notifies that the file has arrived at DEST

[}

e When file arrives at DEST you may submit your file to the database by selecting
submit addresses ¢;3

¢ |f you have previously submitted an address file successfully to the DEST database,

you may replace all your previously submitted addresses by selecting

replace addrasses (==

(Note: This will delete all of your previously submitted addresses)
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Upload Student Addresses — Feedback Successful
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e Part 3 of File Transfer (Feedback Successful)
¢ Notifies that the file transfer has been successful
e Options available:
o Submit another address file using the ‘upload’ function
o Add, edit or delete single addresses using the ‘data entry’ function

o Complete the submission with a Statutory Declaration by selecting the
‘stat dec’ function

14



Upload Student Addresses — Feedback Unsuccessful
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e Part 3 of File Transfer (Feedback Unsuccessful)

¢ Notifies that the file transfer has been unsuccessful

¢ Notifies you of the error responsible for the unsuccessful transfer

e There may be more errors than the initial one identified. It is essential that you consult
the Field Names and Specifications to determine the cause of the error (see page 42).

If there are multiple errors, select the ‘Download Errors’ link to download a file
containing a description of all errors

¢ Amend the error(s) in your address data on the Excel spreadsheet

e Save again as comma or tab delimited text file

Resubmit amended file through the File Transfer Process by selecting the
submit addrasses ==

option on the Upload Student Addresses page

15



Upload Student Addresses — Feedback Successful but with Queries
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S5F HOmB  obiie: i Eil
SES Honng
Waw schanl 2930 SE5 Test School 6, DIRRANBANDL 2009- 2012 Funding Quadrennium
=5 Incomplete Data Entry (Unlocked)
. Upload Student Addresses
W T -
il des =
VT WESERREE S | Thank you - the file transler has been successil
cominct DEST
bep. | pumber of préviously submicted addresies: ] themibver of previously quened addresses
SE 5 privacy netice Famber of subirmilted adidredsed sfler uplosd: 18 Hismiber of queried addresses after upload: 2
Fog aff
ﬂ Address Queries:
loxtonly | Theve are quevies n your adiress submission. Cck on the SRH nest bo the student address you wish o vew, cdl or defele
T N — . e
DF 5T ivacy ||.IHI Bhsmnar | DEST ||III|'|h|I'|r.'I Carmpars tharher | 481 Fliedsl Marme Guery Oeseriptisn
staaaent i 25530 1 Hewuse Number or  |'You have entered 8 Street Home Plaase enter sher 8 House
discizimer Lot Section Numbar o¢ Lot Section, Podtion, or RMB Numbes {or bath) for
DEET copryrigi Poition. o BB this addrecs
Fluirilie
Liogons Usar |2 25930 12 Hewse Numbaer or | You heve sntered § Strest Home Pleass snier sitker 3 House
Lot. Section Numbes o Lot. Section. Portion, of RME Number (or both) lor
Peition, of RIAB thin address
| Humibiéd
2 recerds found
A Statutory Declaration must be completed after all the sddregs data lor the school are submitted corectly

Diepartment of Edueation, Schence and Tralning

e Part 3 of File Transfer (Feedback Successful, but with Queries)

¢ Notifies that the file has been successfully added to the database (or has successfully
replaced all addresses previously submitted)

¢ Notifies the number of submitted addresses after transfer
e Queries with your data are identified, eg

o Postcode may be incorrect; or
o No street or lot number is attached to a Street Name

e These queries should be checked and, if necessary, corrected, before moving to the

View Student Addresses page or completing the data submission process with a
Statutory Declaration
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Data Entry Page

0-© RRG S0 eB=-Ul W2
_f.:;.g | Aintradian Ceavyrmemen
T

SES Funding
Titgan Trimst sl | om wmms, o, el Tomi i o e

PSPHBME 35030 SES Test School 8, DIRRANBAND] 2009-2012 funding Quadrennium
EES Huni Incomplete Data Entry (Unlocked)
Vi schaonl
wat! | Data Entry ]
sy s |
B N - & Thiz page is designed for maintaining dotaifs of a shedent's address
saldes = # Pleate ensureé you press e save butlon when addng or edling amy inlarmatian
vy wddennes = » T view Bl address dels héld by DEST click on iy gidrecces
comnct DEST = Toenter an address of & sudent with urusual oroumstences, cick fgne
heip -
SES privacy nodice Student Record Humber ’
forg ot
Education Lewel DD FPrimary O Secondary *
Boarding Oves Oilo ®
txt onfy
[DE 5T o poge Lot, Section, Partion or RMAB No
DiF 5T ivacy
atalseant Linit or Flat o
HCiRimar House N
DEET copryrighl
Property or Commumity Nanse
Ledone Lsar
Street Name
Strsel Type
Submsrty /L ocality i
State .
Postode -

Hearest Cross Road or Conuments

I o ratEl o=

e Add or edit individual addresses

e Accessed from View School or the left side bar 9ata =niry

¢ All mandatory fields ( * )ymust be entered for successful submission of addresses to the
database

e Interactive messages occur if mandatory fields are not completed

e Additional rules also apply — if a street name is provided, then a House Number or Lot,
Section, Portion or RMB Number are also mandatory

save
e You must click on */ after each address for it to be added to the DEST
database

17



Data Entry — Address with Queries

C-© NN LPvr@ 235 ¥ -
_t:_:.# Sand redian errmomsord

=17 Phiyartvimst of |l s, b gonf Towising

S5 Homa

¥ou henw antered a Strewt liame. Flease enter aither a House Hamber or Lol, Section, Partion, ar RME llumber {or both) or ibs

SES Hudinit address
Vi schaonl
apmud »  A9930 SES Test School 8, DIRRANBANDL 2009- 2012 Funding Quadrannkum
7 Incomplete Data Entry (Unlocked )
BaE iy -
e Data Entry
TR
vy wddrenae - This Saalo o ne et ol £ add
= i GEST - g phad e designed for masntaining detasds of b student's address
& Flease ersure you press the save button when adding or gditing any mformation
hep v Toview all nddreds data held by DEST chick an Wiy addresses
SES privacy notice » To entér an adidreds of & student with unusoal Orcumstances, dhok Lsle.
fog off
Student Record Number |19 "
ot o0ty Education Level () Primary (& Satondary *
OE 5T homa pogo
O Dl *
DF ST gt Boarding Oves o
abafuevan
Sl Lot, Section, Portion or RMB o o
DEET cogeyright Unit or Flat No
Legone Usar House No [x]
Property or Community Name

Streat Nama  jong
Strest Type 51
Suburb/ Locality |Brsddon
State |ACT "

Postoode | 2512 o

Nemrest Cross Rosd or Commeants

e Data Entry page for entering, editing or deleting individual addresses

e Accessed from View School, left side bar @@= = SRN Search Page or View
Addresses Page

e D highlights the field with a query

e Addresses with queries can be changed before re-submitting [ﬂ‘/—
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SRN Search Page

Aundradian (e yrmmsend

g
=17 Phiyartvimst of |l wnm, et gonf Towissing

SSEHCME  gcg30  SES Test School 8, DIRRANBANDI
EES Honi Incomplete Data Entry (Unlocked)
Ve achanl
=] SRN Search |
HAE EiTy -
¥ A
et dpg =

2009- 2012 Funding Quadnennium

This screen allews you by search for the address of & particular student
yarw wddrmaaen = | 10 *rarch for a dudend address enter their Student Recorat Number (SRN], then cick the Search bulton or peess Enter

comnct DEST
hedp

SESprivacy noues| | oot Racord Number |
Jog o

-‘?-\

txt anfy [ ]
BEST homa poge
DEST paivacy g
- Anstralian (rvernment

aiscisimer o
DEET copyrigil Department of Edocation, Scleoce and Training

Lodon® Lear

e Search for the address of a particular student

e Accessed from the left side bar = s=arch =

e To search for a student address enter the student SRN

o \When entered, click

\ Having problems accessing the Internet or submitting your data?
' Call us: 1800 677 027 ' Email us: grantsanddata.help@dest.gov.au
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View Student Addresses Page

SSEHome. 5<o39 SE5 Test School 8, DIRRANBAND] 2009-2012 Funding Quadrennk
SES Home Incamplete Data Entry (Unbkcked)
i BChool
wpnad - View Student Addresses
SE ey .
1 PR -
il des = | You may nesd to use the scrolibar to view all the addresses on the page. To prinl b téport, sahect Frde and Print fram the menu bar of the broveser. Wh
yiewy g = | TOY prririt this veport be wrw to choosr thae Lmdsr;lpr areniaton for your paper in Fage Sstup
e To dewnload the shident addresses oiick here
ol
SES privacy noBca. | Towl number of acdresses: 18
log el | Total nemder of Unususl Ciroumstances: 0
Humber of addresses with queries: 2
Tt Dy Oheery | 3R | Lot MG | Bt N | Houd& NG | Property Bame | Jtrest Mamd | Stiest Typd | Subait 'Po!h:m tate | Commenti | Prmacy of | Dosrdng | Bl
DEET hama fecondary | Seudeni | Clrcumatar
nESTprivacy (€3 |1 | Batman |5t BRADDON|2612  |ACT : M
:“"‘““" 1 o8 Coclac P BRADDOM|2612  [AcT g N
DE ST caipyright 1 45 Lenestons | Ay FRI-DDEITIS_JEH‘ ACT = H
1 Fi Fans a5t EWDDH!EQ ACT 3 L
Lagons User 13 12 ljmng ] Braddpn | 2617 AT E 1]
u 15 Famar £ Braddon  |2801  |ACT 8 ]
15 L Lowanna |5t ﬂRﬂDDDrIé?‘ﬁBT ACT 3 1]
18 56 Eldar St BRADDON | 2612 ACT B 1]
i 3 Tomains = EMD'L'?I$2'§|1? ACT 8 1]
15 £ ] Toerane 5t HRP-DDCIrIiJE'IJ ACT -1 1]
F Bumns P BReDOON|2612  [AcT 5 T
3 12 Hidmmon |8t HF-‘MI'IJL'IrIq:IHU ALCT s H
4 54 Dearkuna |5t GRADDDN | 2612 ACT S H
H | 22 Elder =t Beaddon | 2612 AT = L
[ ] § FERRER |5t BRADDOMN | 2512 ACT £ 1] »

¢ View all addresses submitted to DEST

e Accessed by selecting &% adirE=se= = from the left side bar
o @ highlights addresses with queries

e By clicking on the SRN (hyperlinked) for the student address you can view, edit or
delete the address as it is linked to the Data Entry Page

e You can download the student addresses by selecting the click iere. |ink
e You can also print the addresses shown on the screen by selecting File and Print from
the menu bar of the browser

o Before printing your report make sure you have chosen LANDSCAPE
orientation for your paper in Page Set Up
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Statutory Declaration — Step 1

A necstian Goermces
s
= Pty

of s s,

Yorlriiin il Truling

SSEHCMY  gcg30  SES Test School 8, DIRRANBANDI

SES Hoini

Incomplete Data Entry (Uindocked )

-~

2009- 2012 Funding Quadnennium

VeV SChonl

Statutory Declaration

wpEAE -

B iy -

B TS -
TR

viryy iddreneen =
cominet DEST
(1]

SES peivacy notice
fog off

Tt anfy

The Stalulory Declaration imust be comgileded only after &l (he address data for & wchosl are Subemlled cormeddly.

Ploasy confirm thal all addresses heve been enberod for the schoal. To enter morne addrersses, you may choose 1o upload another ke or enter

addresses manually through the data entry featire

Fatel number of badreises. 18
Tatal number of Unususl Croumstances
Humber of addresses with gueries: 0

T procead wikh the 51.11'.|hn|'|- Declaration, pleass click on tha next button

OE ST homa pogo
iF 5T ivacy
atafurvend
aiscisimer

DEET copyrighl

LEQon= Usar

i

e To cont

A Statutory Declaration is required to complete the data submission process

inue the Stat Dec process, click on the

21

Accessed from the link on the View School page &tatdec. or the left side bar  statdsc=
when there are no queries associated with any of the addresses submitted



Statutory Declaration — Select a Signatory — Step 2

£, —
é'ﬂlﬁ [FIPRN AT [eme—| CER F“r”mh iy Ir\1| .?

I\.-nu-

SSEHome! co30 SES Test School B, DIRRANBAND] 2009-2012 Funding Quadrenniim
EES Murimt Incongshets Data Enbry (Unlocked)
ki Bl
wREnd + stﬂtﬂlﬂﬂ Declarutiqn - Select ﬂ. Signamw l
AR e : - : :
(Ll T ]
gialdee = | The Statulory Declaration sall e completed for the following school{s):
VIS BNITEURTL ¢
contact BEST DLET Nuiiibsar Bohaood Hamis Lo afigen State Fodtal thimibar of Aodved sea Urrieh sl Circismalans gd
nasp ool ] SE= Tesl School 8 DIRRANEANIN LD 18
SE5 privacy notice ! 1 recosds found
ibgan | ik J

An authorised signatory must be authorised to act on behall of the Approved Authosity (by the Apprineed Authonty and by DEST] in matters relatng
fo the scheal. This person must be listed with the Department a3 an approved signatory. The Department can onby acoept a Statuiory Declaration
IEXTOmY | | egned by an approved Sgnstory.

OL5T hame page
M‘::;m’“' Fleose selact o signatory | |w Figzsa contoct DEST f this et ks incorract)
RCiaimer oR
DEET casgryragi

¥he sgnatones have Changed and you wish 1o BED & new D! $O0'E N 1o the Curment 15T 1o &Lt on behalf of the Approved Authonty of the
Logen= User | school, please sdd the name in the box belove. An Appig g should also be printed, completed, and the original senl o DEST walh
the origimal Statwtory Dedaration

Newy Signatory lisme

A nravisus maxt pr

e Accessed from Step 1 of the Statutory Declaration process

e Select an authorised person from the list. Please note that the names of authorised
persons listed on this page have been approved by DEST

e |f the names listed on this page are not up-to-date, an updated Approved Authority
form, signed by the current Approved Signatory, must be attached to the Statutory
Declaration that you post to DEST.

Approved Authority Form

e The Approved Authority form can be accessed by selecting the

link
next p

e To complete the Stat Dec process, click on the button
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Statutory Declaration — Step 3

0- O
Ay

5
.!I

§5P Homa
EES Hone
Vi schonl
wpEAE -

M niry =
(Tl ] L)
il des =
TV deaeen -
cominct DEST
luip
SE5 privacy nodice
Tog off

taxt anfy

BEST homa pogo
iF 5T mivacy
atafuevent
aisciaimer

DEET copryrigl

Lodon® Lear

Aundradian (e yrmmsend

[T [ —

:gl":-.-‘.,'e}'.:'v H—

™ -

. b, gt Tomiemimg

15930 SE5 Test School 8, DIRRANEANDL

Incomplete Data Entry (Uidocked)

2009- 2012 Funding Quadrenniim

Submit Declaration

tiame: Approved Authorily
& pursen autherised o sign an bahal of the Approved Authoarity of the school B reguired to dedare by Statutory Declaration thatl:

= The number of records submitted 1o DEST correspands with the numbér of Sudents entoiled ot the school ol this date {exuchiding Destance
Edistalian dudents adid enersesd dudents wiw aré not ebgilile for Ausbialian Covernment Gepersl Recurrent fendsig
» The sddresses sulimitied are the residentinl addresses of the studénts énrclled at the schaal; and
» A Privecy Hoboe has basn provided (o the pasent of |‘!'gﬂ| guardion of &ach student for whem a régicential address hod been submated,
E"h-nnf- chick in this box to cortify that you ane satishied that the addresses submitted to OFST are complete and cormect. Your dats will be “loced™
imemsedeately once you cick on the submit declration button. Your access will than ba restricted to viewng your data only. N further editing will

be possble unbess you submil an Undock Regued lo DEST

Mote: 1 s recommended that you print & roport of all gildresssg submilled to DEST before certifying

Flease provide an estimate of the me talen fo comglete the SFS address data callechion process
Inciuce the total time spent o the following tasks:

readny instruge

obitainmng infermatan

colletting your student addresces

submitting your nodresses

finalising the procedures required to complete the student address data process

- % 8 @ @ &

the bme spond in eanllicting and poeviding the roquined infarmation

) 5 mins

Accessed from the ‘Statutory Declaration — Select a Signatory’ step of the Statutory

Declaration process

The authorised person signing the Statutory Declaration is declaring that all three

requirements have been met

To access the Statutory Declaration, the certification box ! must be ticked. This

certifies that the data collection process is complete and correct and that a Privacy
Notice has been provided to the parent or caregiver of each student for whom a
residential address has been submitted

To complete the Statutory Declaration form, click on the

submit declaration <

v

button

Please record an estimate of the time taken by all your staff to complete the data

collection process. Include in your estimate, the time spent reading instructions,
obtaining information, collecting, submitting and finalising your data submission.
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Statutory Declaration Form

551 iome 15930

55 Test School 8, DIRRANBANDL

SES Funding

200%- 2012 Funding Quadrennium

LE S Hurtne Completed Data Entry (Locked)
iy RS P
™
=2 ENT - '.I —
AR T e
S | SES Statutory Declaration Form
L Statutory Declaratiom Humber: 25930-200912-1.1
VRV, EEITETLEE 4 DEST Seohoaod lurmber: 25520
enneact DE 5T
COMMONWEALTH OF AUSTRALLA
i
SE5 privecy notice @ "
fisy aff -tu.r-'l*l*ﬁ“l Statutory Dedlaration
Aporpver i
LEEP
Tt Gy 2
=
0L 5T hame page )
DEST privacy
e ake the folowng decanton woder the Soatulory Déclvaiony AcT 1950
isciaimer
DEET cuspryraghi . 1 3m the
" 1 O
Logens Uner 2. Iimk Eid br '.'-- proved Authanly o
5E5 Test Schu-ullﬂ
3 Echood A
CIRRANE A III:"I QLD 4486
3. Tathe bes of my odwiedge and bedef the number of adarettas thomm Bal l:"' TeEo0Nds with The furmier of Kude J"'_ rabd Ot Th CiTe.
‘.1l".'."":I|:""|""! Education widenty pvarsaass sud ¥ who are not algbls for Australan r,, d""" EFT E-é gl Racumrent funding, and the
ddratees fubmittead are the refdentl sddvesies of the studenty at the schod
Total tember of Addresses: 16
Humber of Unususl Circumstances: 0 22/ 1270008 8144115 &M, AUS Exstem Standerd Time
4. A copy of the Privacy Notae sent to the Schodl by the Department of Edulatnn, Soende ind Tramng (DEST) hs been prosnded to the
parant/ag poarden of ﬂ* SEUCHr for wham 3 rescental 3odrans fen been submesed to DEST
Lindikstand that 3 tao i Titatieily dnkeai i Elie stitirant B 5 atatit ory deciratin i oL R of o alfines ander spttion 11 of th Cerlivary
Decaions A IP5R, and | bebive That the satemants n ‘-C"x-‘li .-""I"‘ W N STy Al ae ar

e The Statutory Declaration can only be accessed when you certify ! that your address
data submission is complete and correct. Scroll down to view the entire form

e The Statutory Declaration will be identified by your school / system DEST Number

e The address of your school will also appear

e When certified, the number of addresses submitted (including unusual circumstances)
and the date and time will be shown

e You must POST the original signed Statutory Declaration to DEST
(LCN 1M1, GPO Box 9880, CANBERRA ACT 2601)
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View School Page - ‘Locked’

_t-:_:.% Aundradian ey

S5F Homa
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SES Funding .
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“wihrimn pead Tomiosing
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15930 SE5 Test School 8, DIRRANBANDI 2009- 2012 Funding Quadrannkun
EES Honi Comgleted Data Entry (Locked)
Vi schonl
wpa - View School |
g iy -
¥ palich - | Important.
alal des - This school ks Lutkuﬂ from mading any further changes o ks address dala. The daia can be unbocked for further eifiling by sending o Lolec
| Bemiest 1o DEST
v WRRRRES | o e or dondand all student addresses, dlick an e addresses
cominct DEST
el |School Datalls
SES privacyncticg =
o Gt DBEST Numbser 25330
School Name SES Test Schodl B
Location Address School Ave DIREANBAND] QLD 4485
lation Hon-Dengmnationel
S Affiliatic Dano it
nEet HGNALOrES
T ST paivacy ]
atatamant Latitwde 0
CiRimar Longitude 0
DEET copryrigll =

School SES Details

e
Lo SES Score Not yol allecaled

SES Status Completed Data Endry (Locied)
Humber of Student Records 15
Humber of Addresses 18
bumber of Unusupl Cireumstances 0

e When the Statutory Declaration has been submitted, the data are locked and restricted
to viewing only

e Locking the data prevents any further changes to addresses and ensures the integrity
of the Statutory Declaration

e If you wish to have your data unlocked for further editing, please send an email (link
provided on the ‘Welcome Page’) to DEST

¢ In this event, another Statutory Declaration will need to be completed and posted to
DEST
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Having problems accessing the Internet or submitting your data?
Call us: 1800 677 027 Email us: grantsanddata.help@dest.gov.au
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3. PREPARING YOUR STUDENT ADDRESS
RECORDS IF USING EXCEL

The data in Excel need to be formatted in a particular way for the DEST SES Website to
be able to read it and store it correctly. By having the data in the correct format, it will
enable the information to be submitted successfully to this site. The table on page 45
provides an example of how address data may look in a spreadsheet programme such as
Microsoft Excel.

Figure 1 is an example of how your data may currently be displayed in Excel.

A B | C | D | E | F |

1 |=RN Marne Address Suburh Fostcode | State
2 2001 Joe Bloggs |55 /B0 Giffe Street Makara 810 MNT
3 2002 Mary Smith PO BOX G Anula 12 | NT
4 2003 John Citizen 3/75 Dinah Beach Road  Darwin go0 NT
& 2004 Sue Brown Lot 9 Farrar Rd Berrirmah 828 MNT
B 2101 Steve Green Daly River Mission Daly River 82 MT
7 2102 Jane White |Mount MNancy Community  Alice Springs 870 MT
=N 2103 Tirm Jones | Section 34 Stuart Close  Katherine 850 MT
a9 2104 Jenny Black RSD BZ2 Ross Highway  Alice Springs 870 MT
Figure 1

Selecting Columns

Being able to select columns or rows allows for quick formatting, deleting or moving of
data.

To select a column:
1. Move the mouse onto the column heading to be selected
2.  Click on the mouse

(The whole column will become selected, see Figure 2)

A B | C ) E | F
A |=RN Marme Address Suburh Fostcode |State
- 2001 Joe Bloggs |55 f BD Giffe Street Makara g10/NT
3 2002 Mary Smith PO BOX G Anula g12 | NT
4 2003 Jahn Citizen 3/ 75 Dinah Beach Road  |Danwin 800 NT
a8 2004 Sue Brown Lot 9 Farrar Rd Berrimah 828 NT
6 2101 Steve Green Daly River Mission Daly River 82 MT
ra 2102 Jane White |Mount Mancy Community |Alice Springs 870 MT
8 2103 Tim Jones  Section 34 Stuart Close  [Katherine gal NT
a 2104 Jenny Black RSD BZ2 Ross Highway  [Alice Springs 870 MT
Figure 2
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Inserting Columns

It may be necessary to insert extra columns to allow for the way the data will be broken up.
It is suggested that an extra five columns be inserted for the break up of the address.

To insert extra columns:
1. Select the column to the right of where the new column will be positioned

(For example if column D is selected, a new column D will be created and the original
column D will become column E)

2. Choose the Insert menu, then Columns
(See Figure 3)

3. Continue this process until enough columns are inserted
(See Figure 4)

TIP: If more than one column is selected when inserting columns, the number of columns
selected will be inserted.

J File Edit EiEW|Lnsert Format Toals Data Window Help

DEeaal |7|ﬂ'“'%2ﬁs%lil|ﬂ@“
J.ﬁ.rial Columns === | $ % , 0 o0 &= i
Warksheet S
DT J ﬂ Chart...
A ) E | F |
1 2001 Joe f Function, .. reet Makara 210 MNT
2 2002 Ma Mame p Fircuit Anula 812 NT
3 2003 Jak Each Hoad  [Diarwin 800 MT
4 2004 Su Picture Fid Berrirmah 8328 MT
5 2101 Ste &, Hyperlink...  Ctl+K  ksion Daly River A22 NT
6 2102 Jar ¥ Community |Alice Spri 870 MT
Fi 2103 TinJanes mection 5& stuart Clase  fkatherine 250 MT
] 2104 Jenny Black RS0 EZ2 Ross Highweay  JAlice Sprin 70 NT
Figure 3
A | B | C | b JE]F] 6 JH] 1+ | 4 | K |
1 |ERN MName Address Suburb Postcode | State
2| 2001 | Joe Bloggs 55/ 60 Giffe Street Makara 810 MT
3 2002 Mary Smith PO BOXE Anula 812 |NT
4 2003 John Citizen |3/ 75 Dinah Beach Road Darwin 800 MT
a8 | 2004 Sue Brown Lot 9 Farrar Rd Berrimah 828 MT
B | 2101 | Steve Green Daly River Mission Daly River 822 MT
7| 2102 Jane White |Mount Mancy Caommunity Alice Springs 70 NT
g 2103 Tim Jones | Section 34 Stoart Close Katherine ga0 NT
9 2104 Jenny Black RSD 622 Ross Highway I ! Alice Springs 870 NT
Figure 4

28



Converting Text to Columns

If the address is in one column, it can be split into separate columns by using a feature
called Text to Columns.

To convert text to columns:

1. Select the column to be converted

(See Figure 5)
2. Choose the Data menu, then Text to Columns

(See Figure 6)
3. Click on the Delimited option

(See Figure 7)

Choose Next
5.  Click in the box next to the Space Delimiter

(See Figure 8)

Choose Next

Observe how the data changes, choose Finish

(See Figure 9)

A B oD |JE| F | G | H| | | J | Ko
1 [5RN Mame Address Suburh Postcode | State
2 2001 | Joe Bloggs |55 /B0 Giffe Street Makara 810/ NT
3 | 2002 Mary Smith PO BOXEB Anula 812 |NT
4 2003 John Citizen |3 75 Dinah Beach Road Darwin g00 NT
8 2004 Sue Brown Lot 9 Farrar Rd Berrimah 828 NT
b6 2101 Steve Green |Daly River Mission Daly River 822 NT
e 2102 Jane White [Mount Nancy Camrmunity Alice Springs 870 NT
i 2103 Tim Jones  |Section 34 Stuart Close Katherine a0 NT
9 2104 Jenny Black [RSD B22 Ross Highway Alice Springs 870 NT
10
Figure 5
I File Edit “jew Insert Format Tools | Data Window Help
DEeEae a8l vy e 2. “nrial -0 -|B 1 U|s

C1 - =| Address Eflizn

A B Farm... 5 [ H | [ [0 | K
1 |SRN Mame Address Subtotals... Suburb Postcode | State
2 2001 Joe Bloggs 55 /60 Gi walidation. .. Makara 810/ NT
3 2002 Mary Smith PO BOXE Anula 812|NT
4 2003 John Citizen |3/ 75 Ding  Isble... Darwin 800 |NT
a 2004 Sue Brown  fLaot 9 Farr Text to Columns, ., Berrirmah 528 NT
b 2101 Steve Green [Daly River  copsolidate. .. Dialy River 822 NT
. 2102 Jgne White Muunt Ma B e Enie Alice Springs 870 NT
8 2103 Tim Jones  |Section 3. Katherine 850|MT
9 2104 Jenny Black [R50 E22 PivotTable and PivotChart Report... Alice Springs 870 NT
10
F Get External Data
E ! RiEfrest Data
Figure 6
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Convert Text to Columns Wizard - Step 1 of 3

Figure 7

Convert Text to Columns Wizard - Step 2 of 3

Figure 8
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Convert Text to Columns Wizard - Step 3 of 3

This screen leks you select each column and set alumn data Formak
the Data Format, ol

‘General' conwerts numeric values to numbers, date " Text
values to dates, and all remaining values to text, " Date: |DMY -

fdvanced. .. |

™ Do not import column (skip)

Destination: |$C$1 j’r_]

~Diaka preview

Cancel < Back Mext = I Einish I

Figure 9

Best Fitting Data

Some of the columns may not be wide enough to display all of the data in the column. The
columns can be best fitted to display the widest piece of information.

To best fit the columns:
1.  Select the column(s)

2. Rest the mouse on the on the right hand side of the selected column heading(s). (A
double headed arrow appears)

3. Double click

(All of the data in the columns is now visible, see Figure 10)

A B ) [ L d K
1 |SRM Mame Address Suburh Postcode | State
2 2001 |Joe Bloggs 55 ¢ B0 Giffe Street Makara 810 NT
3 2002 | Mary Smith PO BOX B Anula 812/NT
4 | 2003 | Jahn Citizen f3f 75 Dinah Beach Road Danwin 800 MT
5 2004 Sue Brown Lot 9 Farrar Rd Berrimah 528 NT
b6 2101 Steve Green |Daly River  hlission Daly River §22 NT
s 2102 | Jane White |Mount  Mancy Community Alice Springs 870 MT
8 | 2103|Tim Jones  [Section 34 Stuart Close Katherine 850 NT
9 2104 |Jenny Black |RSD 622 Ross Highway Alice Springs 870 MT
10
Figure 10
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Deleting Rows and Columns

The data may contain column headings, such as name and address. This row will need to
be removed as will any extra rows or columns.

It is preferable to delete all column headings before saving.

To delete a row or column:

1. Select the column or row

2. Choose the Edit menu, then Delete
(See Figure 11)

J File E Wiese Insert Formatb Tools Data Window Help
|0 & 2 undoCoumwidth ez B o - | T A 4 [ E 2| A <10« B 7
- A7 T RedoDelete Chrl+¥
¥ o cay 1 E [ F [ 6 [H] [ I
SR - . : Suburb Postcode State

2 =oPY ' BO Giffe | Strest Nakara 510 NT
E L Cly 6 Anula 812 NT
4 Paste Spedial... 76 Dinah Beach |Road Diarwin 8OO MT
5| Paste as Hypetlink 9 Farrar Rd Berrirmah g28 MT
B | et |Mission Daly River 522 |NT
7 Fil ¥ bncy | Community Alice Springs 870 NT
8 Clear Pl 34 Stuart Close Katherine =
9 _ B22 Ross Highway Alice Springs 870 NT
10 Delete Shest
Figure 11

Any data that is in the incorrect column will then need to be moved to the correct position.
In Figure 12 below, notice that the second record, which is invalid because it contains a
PO Box number, has been corrected and replaced with the street number and address.
The student names have been deleted and several other pieces of information have been
included, such as the DEST number.

(See Figure 12)

S = I B G T Y I I I S b |
1 | 142739 2001 25| 60 Griffe Street Makara 510 |NT P M
2 | 14279 2002 21 Exmouth Circuit  Anula 2 NT P M
3 | 14279 2003 375 Dinah Beach Road Darwin 500 NT PN
4 | 14279 2004 Lot 9 Farrar Rl Berrimah G253 |MT |Farrar Rd & Secrett Rd S
5 | 14279 )] Daly River Mission Daly River 822 |NT Lat [-13 45] Long [130 41] SN
B | 142739 2102 Mount Nancy Community Alice Springs | 870 NT Cor Stuart Hwy & Baszo Road PN
7| 14279 2103 Section 34 Stuart Close Katherine 8500 MT  Stolt Terrace S M
5 | 14279 204 RED B22 Ross Highwway | Alice Springs | 8700 NT  Undoolya Road PN

Figure 12
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Saving the Data in the Correct Format
The spreadsheet needs to be saved as a tab delimited file or a comma delimited file.

To Save the Excel data in the correct format:
1. Choose the File menu, then Save As

2. Click on the drop down arrow next to Save in to navigate to the correct drive and
folder

3.  Click on the drop down arrow next to Save as type
Choose txt (tab delimited) or csv (comma delimited)

5.  Typein a name
(See Figure 13)
6. Choose Save

i E3
ID Uploaded Data j =] ‘ o B * Tools -
Fawvorites
ﬁ File: marne: ISchcu:nI Address Data - Formatted. csw j & save I
Save as Bype! oSy (Comma delimited) (*.c5v) - Cancel |
Template (*. %I =
Text (Tab delimited) {*. k) o

Unicode Text {*.bxt)
Microsoft Excel 5.0/95 Warkbook, (*,xls)
Microsoft Excel 97-2000 & 5,005 Workbook, (*, xls

CSY (Comma delimited) (%, csv)

Figure 13
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Opening the Data in Notepad

Once the data has been formatted as txt or csv, it can then be opened in Notepad if you
wish to view the data.

To open the data in Notepad:
1.  Open Notepad
2. From the File menu, choose Open

3.  Click on the drop down arrow next to Look in to navigate to the correct drive and
folder

4.  Click on the drop down arrow next to Files of type and choose All files
(See Figure 14)
Select the file
Choose Open

Loak ir: I — Uploaded Data j gl

3] 5choal Address Data - formatted. cav:

File: marne: |".°‘ Open I
Files of twpe: I,-i'-.ll Files [*#] j Cancel |

=

Figure 14

Displaying the Data in Notepad
Figure 15 shows how the data looks when saved as a csv file.

NOTE: The extra commas in Figure 15 depict the fields that do not contain information.
Do not delete them as it will put the remaining information into the incorrect fields.

File Edit Search Help

14279, ,2001, 55,60, ,Griffe,Street ,Hakara,810,NT, P, H 1=
14279, ,28082,,,21, ,Exmouth,Circuit ,Anula,812,NT, ,P N

14279,,20803,,3,75,,Dinah Beach,Road,Darwin,800,NT, PN

14279, ,20804,L0t 9,,,,Farrar,Rd,Berrimah,828,NT ,Farrar Rd & Secrett Rd,S,Y

14279,,2181,,,,Daly River Mission,,,Daly River,822,NT,Lat [-13 45] Long [138 41],S,H

14279, ,2182,,, ,Hount Nancy Community,,,Alice Springs,870,NT,Cnr Stuart Hwy & Basso Road,P,N
14279, ,2183,5ection 3%,,,,Stuart ,Close,Katherine,8588,NT,Stott Terrace,S,H

14279, ,2104,RSD 622,,,,Ross5 ,Highway,Alice Springs,B7008,NT,Undoolya Road,P,N

| G
Figure 15
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4. HANDY HINTS

Internet Browser

The Internet browser is the software used to view the SES Website. To open it you can
either double click on the ‘Internet’ Icon on your desktop; or go through your Start menu.

Browsers Supported
The minimum browser versions supported in the Schools Service Point (SSP) are:

e Microsoft Internet Explorer v5.01 and above;
e Netscape v7.0 and above; and
e Safari 2.01.

DEST recommends that you use the most recent browser version your equipment will
support and that schools seek independent advice about the loading of new browsers.
DEST takes no responsibility for the impact of new browsers on the school’s computing
environment.
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Access to SES Website

The SES Website can be accessed through the Schools Service Point portal:

https:/Ischools.dest.gov.au/SSP/

The first screen you will see when you access the site is:

Musdralian Cevernmani 3{-‘”':”:'."5‘ S‘EFWI'L‘E FE”'”I-

Inmpartwunt sl Foleralun, S sl Trainiag

regindr R— |_.|. k. -
ntact IEST S3P Logon | Links ta
e g |Other Seivices
(L] _
¥ In arder to sccess any of the fundticnalty that ks provided under Scheols Sendce Foint, eg. Census, Fnancinl Questonnaere i
and Fnancial Accountabiliby, you rmust be & regestened user. I you aren't 2 regicieresd user and requane aoess you el }'(‘i;’ht_'!_':' B
register for Schools Sarvice Foind, tf-'?u-v-u-
DEST Tt e SES funding
DEST puivocy infiy
FlErEmang Eﬂhl*;ﬂ.'-'ﬁ‘ e
] Alas i RAAAAE
AWAC i Bmgistasresd araers can logon heeme.. t"ﬁ:i
LFS1 copyright
Fercpon Fed:
Passward; |
3 | Earaalan et 4
|—|][ i Fargatten your Lpgen?
Latest News

30-Ocicher-2006 Compliance Certifoates

FIRST COMPLLANCE CERTIFICATE DUE IN MARCH 2007 Register now to fill out snd swbmit your system's or school's
firsl Caomplanog Cortificete Tor 2008, T you alreedy hnw access o 5 g o, 4 B "y Details™ (in the fell hand sidie
man), sslect "Request New Access” and update "Addibonal Access . Further details are in our October letter to all
Fysterns and non-systemic schools. Cell cur freecall help line on 1000 677 027 # you nead assistance

-
e ;n
Australian Government

Deprtment of Educution, Scheece assd Trakning

36



SES Website

When you select the SES Funding application the Welcome Page will appear with a series
of hyperlinked buttons on the left side bar menu. Where these take you is explained
below.

Sign On Page

SSP Home Allows you to navigate back to the Schools Service
Point Homepage

SES Home Allows you to navigate to the SES Welcome Page

select quadrennium Allows you to select a quadrennium to work with
(Note: The 2001-2004 quadrennium is restricted to
viewing only, if data is available)

select client Available to systems and multicampus schools.
Allows you to select a school or campus to work with

contact DEST Provides you with contact details for the Schools
Grants and Data Section, for example the Schools
Grants and Data Help Desk, Facsimile, Email and
Post details

help Provides you with on-line help and useful information
about the SES funding arrangements, including all
publicly released documents

SES privacy notice Provides you with a copy of the SES Privacy Notice
which must be sent to all parents / legal guardians of
eligible students attending your school/s at the time of
the address submission

log off Allows you to log off and end your session in SES or
SSP

text only The text only option allows you to view pages without
downloading images

DEST home page Takes you to the Department’s homepage

DEST privacy Provides you with DEST’s website Privacy Statement
statement (Note: this is not the Privacy Notice that must be sent
to all parents / legal guardians of eligible students
attending your school/s at the time of the address
submission)

contact DEST Provides contact details for General Recurrent Grants
Funding, for example the Schools Grants and Data
Help Desk, Facsimile, Email and Post details
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SES Website Welcome Page

When you Sign On, the Welcome Page will appear. From this page you will be able to
access the student residential addresses and SES scores used to calculate your school’s
SES score for the 2001-2004 or 2005-2008 funding quadrennium, and submit student
residential addresses that will be used by DEST to calculate your school’'s SES score for
the 2009-2012 funding quadrennium:

0 -© R ,he -5 w- )M =

sl raliary o rr e

T g frmed o | dhn senms marmn wud Tisening

SSEHOME  gooan  SES Test Schiool 8, DIRRANBANDL 200§- 2012 Funding Quadrennium
EES Hoime Incomphate Data Entry {(Unkocked )
el schonl
somas - Socioeconomic Status Home |
1 #emy

I B =

Wit dec | Welcome to the SES Website ==

v dddrrinen - !n

: K:T Aumralinn Gavernmant Funding Srrangemants for non-gavarmment - { nmﬂ
schocls ane based on the Sockoeconomec Status (SES) of & school's 1

g | cominsunity. I I u

SES privecy notce

logoft | This applration has been desigred to be mleractve and intuithe,
enabling chents to sulbmit thewr students’ residential addresses to the
Cepartmant of Education, Sciance and Traking (DEST)

totony | Users
DEST hame pagn
nEET & lign-governmant schools and systems ore required to subma the residential addresses of oll students for wham the scheal recesves
lﬂ.l‘l:T'rIfl.l Alpgtrolan Government Ganeral Bacurtent Grants fl.--u.‘..ng.. othar than full-ems Distence Educabon sudents. Foll fae pa ying overseas sudents
R and pre-school sudents are not ebgible for Australisn Govarmmant funding &nd should not be included in the collaction. This informaton is
callected twaugh the SEF Vebsite
DEET copyuight| |, The Schoals Resowrcng Group of DEST manages thir collecmien of sudent addresses and wses this information to chlculste an SES score far
gach non=govednment schodl,
Lagone User

Hote: Fleass keap & record of the time you spand prepanng end submitng nddress dote, This i3 par of an Aumrshinn Govarnment comemamant
t raduce the burden of form completion. Tha Time Box is available ot the and of the submission process.

To accerdd data for & different quadrennium, select the quadnenniem below:

2001-2004 Fnding Guadrennium [lacked for dota eniry)
20053000 Cunding Qusdransnium
2009-2012 Fundng Quadrannium (currently salected

Mote: Informaton prinvided through this site e geeen amd recehved in conhidénce.
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View School Page

Once you have selected a funding quadrennium to work with, a series of hyperlinked
buttons will be available on the side bar menu. Where these menu options take you is

explained below.

View School Page Buttons

S5P Home

SES Home

view school

upload =

data entry +

ztat dec +

SN ssarch =

view addresses +

help

log off

Will return you to the SSP Home Page

Will return you to the SES Home Page

Allows you to access an overview of your school or
system details relevant to SES

Will allow you to submit a file(s) containing multiple
addresses to DEST by file upload

Will allow you to manually enter addresses one at a
time to the DEST database

Will allow you to complete the data collection

Will allow you to search for the address of a particular
student by their Student Record Number (SRN)

Allows you to view all addresses submitted for the
currently selected school or campus

Will allow you to find out more about the online
facilities accessible through the SES Website

Will return you to the SSP Logon page

An additional hyperlinked button will appear if you Logon as a Head Campus or as a

School System.

select client

zelect campus +

Will allow a Head Campus or School System to select
and view data for individual schools or campuses
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Hints and Tips

Full Screen feature of the browser (F11) recommended for viewing SES Website

The Toolbar should always be displayed

Screen resolution — 800 x 600 pixels — is recommended

If you notice colour changes or white patches, minimise then maximise window or scroll
down and back

¢ Window size — use maximised

text only

e Use
internet connection

mode which provides faster performance for users with a slow

Do’s

e Use the mouse to scroll up and down and to select buttons

e Use the keyboard to enter data

e Printing reports — click in the part of the screen you want to print then click on the
printer icon in the toolbar of the browser

e Always log off and shut down the browser

o Preferably use higher speed modem

¢ Read all message windows carefully

Don’ts

¢ Disclose your Sign On or Password to unauthorised personnel
e Use Back and Forward icons on your toolbar

e Use non-Frame supported browsers

e Hide Toolbar of your browser

Troubleshooting

You can’t get started

o Check your Internet connection and browser are working

o Check your platform and browser version

Internet connection failure or Internet connection busy

o Wait 2-3 minutes until message disappears, or shut down browser and retry

You lose the buttons on the left hand side

o Minimise then maximise the window to restore

You selected SESHelp but the page did not come up

o Some features, such as SES Info and Help, open in a second window. Minimise
the current window to view the second window

Having problems accessing the Internet or submitting your data?
Call us: 1800 677 027 Email us: grantsanddata.help@dest.gov.au
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5. FORMATTING AND FIELD SPECIFICATIONS
FOR THE STUDENT ADDRESSES
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