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Roll returns for NZMOE 
Australian Schools 

Australian schools are required to report student attendance to the Department of Education, 
Employment and Workplace Relations (DEEWR). See Configuring Synergetic for DEEWR exports (on 
page 201). 

New Zealand Schools 

Roll returns are performed twice a year in New Zealand, the first official period starting in early March 
and the second in early July.  

Note: From 2011 onwards, only State and State integrated schools, with year 9 students and 
above, also perform roll returns in June and September. 

The purpose of roll returns is to accurately collect data about students and their schooling, for use by 
the New Zealand Ministry of Education (NZ MOE) for the analysis and management of schools.  

For an overview of the overall process undertaken by schools, see Roll returns process (on page 5). 

Most of the errors and warnings are as a result of the data for individual students being incorrect. The 
errors and warnings are output to a report for correction. For information on resolving all of the 
possible errors and warnings, see Roll return errors and warnings and Ensuring roll return settings are 
correct (on page 125). 

For details of the codes used, see Codes used for roll returns (on page 78). 

Once the errors are resolved, the roll return aggregate reports can be printed. These are used to 
summarise the data collected about the students and their schooling. See Roll return aggregate 
reports (on page 127). 

The MOE file is sent electronically to the NZ MOE web service, once the reports have been mailed. 
See Electronic roll returns (eReturns) (on page 141). 

After the roll return period, NZ MOE Resource Auditors may want to check the roll return. See Roll 
return audit requirements (on page 157). 

National student numbers (NSNs) and matching student identity data are used by the NZ MOE. You 
can retrieve NSNs for individual students from mid-April onwards, and check their NSNs and identity 
data against the ENROL database. See Managing New Zealand student NSNs and identity details (on 
page 169). 

For the latest NZ MOE requirements, refer to What's new to roll returns. 

 
 



Roll returns for NZMOE What's new to roll returns 

Page 23-2 Version 65.19 

What's new to roll returns 

2013 

This section outlines the changes to New Zealand Ministry of Education (NZ MOE) roll return 
requirements for 2013. This coincides with the v64 release of Synergetic. 

By convention, where Synergetic field names are different to the NZ MOE fields they are displayed in 
a bold font whereas the NZ MOE field names are displayed in italics. 

Change: Description: See: 

Roll count dates 
have been set 
for 2013. 

Roll count dates have been set to: 

 1 March 2013 

 1 July 2013. 

Note: From 2011 onwards, only State and 
State integrated schools, with year 9 students 
and above, also perform roll returns in June (31 
May 2013) and September (2 September 2013).

Roll returns process (on 
page 5) 

2013 NZQA 
standards file 
available. 

NZQA standards have been updated for 2013. 

Note: A spreadsheet and text file with 
information about the standards and changes 
for 2013 can be downloaded from 
http://support.synergetic.net.au/Downloads/Othe
r/NZQA.  

Loading lookup tables for 
external systems (on page 
82) 

NSN mandatory 
for July 2013. 

For the July 2013 roll return every student record 
must have a NSN, except for: 

 students who have left school 

 student types EM and NF. 

Current Student 
Maintenance - Codes tab 
(on page 64) 
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Change: Description: See: 

Zoning 
information is 
mandatory in 
2013. 

All schools except special schools and 
correspondence schools must submit zoning 
information by completing the following fields for 
each student: 

 on the NZMOE tab: 

– Student Type. See Student type (on 
page 91). 

– Zone Status. See Zone status (on page 
93). 

– STP. See Secondary Tertiary 
Programme. 

 on the School tab: 

– FTE 

– Year Level and Schooling Year 
Offset. See Funding year levels (on 
page 57). 

The zoning information also uses a student's: 

 first attendance date 

 last attendance date. 

If your organisation has an enrolment scheme in 
place, its effective start date must also be defined. 
See Ensuring roll return settings are correct (on 
page 125). 

Zone status (on page 93) 

Current Student 
Maintenance - NZMOE tab 
(on page 35) 

Current Student 
Maintenance - School tab 
(on page 53) 

Errors and 
warnings 
updated. 

Errors and warnings have been updated for: 

 NSN: 

– 651 (modified error) 

– 668 (new errors). 

 NF Student type: 

– 666, 667 (new errors). 

Roll returns errors and 
warnings 

Changes to 
Student type 
list. 

Some codes on the Student type list have been 
added and removed: 

 KT (removed) 

 NF (new). 

Student type (on page 91) 
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Change: Description: See: 

Changes to 
Exchange 
scheme list. 

Some codes on the Exchange scheme list have 
been: 

 added: 

– 14 Student Exchange Australia New 
Zealand 

– 15 Tahiti Exchange. 

 removed: 

– 6 Kiwiana Exchange (NZ). 

Exchange scheme (on page 
119) 

Two codes have 
been added to 
the Country of 
citizenship list. 

Two new codes have been added to the Country of 
citizenship list: 

 PSE Palestinian Territory, Occupied 

 SSD South Sudan. 

Country of citizenship (on 
page 95) 

STP 
Programme 
field 
documented. 

A list of Secondary tertiary programmes and their 
codes has been added to this document. 

Secondary tertiary 
programme 

Changes to 
Eligibility 
criteria list. 

The eligibility criteria list has been updated; all of the 
codes now have new values. 

Note: It is not mandatory for schools to 
complete Eligibility criteria details in 2013. 

Eligibility criteria (on page 
120) 

Participation in 
Early 
Childhood 
Education 
codes updated. 

Although this field is no longer used, the codes have 
been updated in this document to reflect the current 
standard. 

Participation in early 
childhood education (on 
page 108) 

Changes to 
Non-NQF code 
descriptions. 

The following codes have been updated to include 
or UE in their description: 62, 72 and 82. 

Non-NQF qualification 
codes (on page 117) 

Changes to 
school name 
and number 
codes. 

School names and numbers from the luSchool 
lookup table have been updated and can be loaded 
into Synergetic. 

Loading lookup tables for 
external systems (on page 
82) 
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Roll returns process 
The roll returns process is performed starting from the Roll Count day and must be concluded within 
10 days from this date. 

For example, in 2013 the two Roll Count days are: 

 1st March 2013, with the period concluding on 10th March 2013 

 1st July 2013, with the period concluding on 10th July 2013. 

To perform the roll returns process: 

1. Preview the roll return to list any validation errors with the current students' data. See Previewing 
roll return errors and warnings (on page 68).  

2. Resolve any errors listed for each student by updating their data. See Roll return errors and 
warnings. 

Note: It is often the case that one incorrect field value will generate multiple errors on the report.  

 

3. Repeat steps 1 and 2 until there are no more validation errors listed on the report. 
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4. Print the official aggregate reports. See Printing the roll return aggregate reports (on page 134). 

Note: The reports are Draft outside each 10-day roll returns period and can be checked but not 
signed. 

5. Ask the relevant people at your organisation to: 

 check the aggregate reports 

 approve and sign them if they are correct. 

6. If there are any errors found by the approvers, repeat from step 1. 

7. Mail the signed, printed aggregate reports to the Ministry of Education. 

8. As the authorised user, connect to the Ministry of Education web service. See Connecting to the 
NZ MOE web service (on page 142). 

9. Send the latest MOE file to the Ministry of Education, after confirming that the paper aggregate 
reports have been signed and posted. See Sending the MOE file to the NZ MOE web service (on 
page 143). 

Note: If the MOE file requires updating later, during the roll return period, repeat all steps from 
step 1. 
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Roll return errors and warnings 
Errors and warning arise when the data in Synergetic fails validation checks required by the New 
Zealand Ministry of Education (NZ MOE).  

The following tables can be used to identify where the data can be checked and updated in 
Synergetic, for each error listed on the Ministry of Education Roll Return and Errors Report.  

See: 

 Roll return errors 1-290 

 Roll return errors 291-668 

 Roll return warnings 

 Previewing roll return errors and warnings (on page 68). 

Also, see: 

 Updating current student details for roll returns (on page 30) 

 Updating community member details for roll returns (on page 70) 

 Updating classes for roll returns (on page 75). 

Once any errors are fixed and the Synergetic report has no further errors, the .MOE file will pass the 
same validation checks when sent to the NZ MOE web service. The .MOE file will be accepted if there 
are warnings but it is advisable to correct these where possible. 

Note: Errors and warnings are listed in separate sections.  

Tip: The errors and warnings are sorted by the error number. Fix the obvious errors first and rerun 
the report - some of the more obscure errors may have been fixed as well. 

In addition to student-related errors, some errors may arise from data problems that may apply to your 
organisation as a whole. For more information, see Ensuring roll return settings are correct (on page 
125). 

Errors 

Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

101 Gender is not M or F Gender Current Student 
Maintenance - Personal 
tab 

 

111 Date of birth is 
missing 

Date of Birth Current Student 
Maintenance - Personal 
tab 

 

121 Date first attended at 
this school is missing 

Entry Date Current Student 
Maintenance - Entry 
tab (on page 59) 

 

121 Format of date first 
attended this school 
is incorrect 

Entry Date Current Student 
Maintenance - Entry 
tab (on page 59) 

Format of Entry 
Date is incorrect or 
the date is missing. 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

122 First schooling date 
format is incorrect 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

Format of Initial 
Schooling Date is 
incorrect or the date 
is missing. 

132 Student started 
before age 5 

 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

Student at full 
primary school, 
contributing primary 
school or composite 
school has initial 
schooling date less 
than the date of 
birth + 4.9 years. 

Date of Birth Current Student 
Maintenance - Personal 
tab 

133 

 

Needs date first 
started school 

 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

Student at a full 
primary school, 
contributing primary 
school or composite 
school with a 
funding year level 
less than 9 needs 
the initial schooling 
date. 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

141 Needs ethnic group Ethnic Group 1 Current Student 
Maintenance - NZMOE 
tab (on page 35) 

 

142, 

143, 

144 

Ethnic code is 
incorrect 

Ethnic Group 1,  

Ethnic Group 2, 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Ethnic group 
(on page 80). 

151 ORRS code is 
incorrect 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

161 Funding year level is 
incorrect 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at a special 
school, composite 
school or 
correspondence 
school does not 
have a funding year 
level between 0 and 
15, inclusive. 

See Funding year 
levels (on page 57). 

162 

 

Funding year level is 
inconsistent with 
primary school 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at a primary 
school or 
contributing primary 
school, who has not 
left, is not student 
type EM but funding 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

year level is greater 
than 8. 

See Student type 
(on page 91), 
Funding year levels 
(on page 57). 

163 

 

Funding year level 
does not correspond 
with age 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student with age at 
1st July is less than 
or equal to 8 and 
funding year level is 
greater than or 
equal to age - 3. 

See Funding year 
levels (on page 57). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

164 

 

Funding year level 
does not correspond 
with age 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date 
of birth of a student, 
who has not left and 
with a resource level 
of Non-ORRS. 

A student's age at 
1st July has been 
found to be between 
8 and 15, inclusive, 
and funding year 
level is less than 
age - 6. 

See Funding year 
levels (on page 57). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

167 

 

Student first starting 
school between 1 Jan 
and 1 Jul this year 
cannot have a funding 
level equal to 0 

 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

Year level 0 must 
have an initial 
schooling date 
between 1st 
January and 1st 
July inclusive.  

See Funding year 
levels (on page 57). 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

169 

 

Funding year level for 
student who first 
started schooling 
(date) should be Year 
X 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level of a 
student, who has 
not left and with a 
resource level of 
Non-ORRS. 

A student's funding 
year level has been 
found to be between 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

1 and 6, inclusive, 
but the funding year 
level calculated from 
the initial schooling 
date does not 
match. 

See Funding year 
levels (on page 57). 

171 Student type is 
missing 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

 

172 Student type is 
incorrect for this 
school type 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student at 
secondary school 
(either year 7-15 or 
year 9-15) has an 
incorrect student 
type. 

See Student type 
(on page 91). 

176 

 

Adult must be older 
than 19 at 1 January 
of this year 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student type of AD, 
RA, TPAD, TPRAE, 
TPRAOM and age 
is less than 19 on 
1st January. 

See Student type 
(on page 91). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

177(
a) 

 

Should be coded as 
an adult 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student with type 
RE, who has not 
left, with resourcing 
level of Non-ORRS 
and with age at 1st 
January greater 
than or equal to 19. 

See Student type 
(on page 91). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

177(
b) 

 

Should be coded as a 
teen parent adult 
eligible and enrolled 
(TPRAE) or over max 
roll (TPRAOM) 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student with type 
TPRE or TPREOM, 
who has not left and 
with age at 1st 
January greater 
than or equal to 19. 

See Student type 
(on page 91). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Reason Current Student 
Maintenance - School 
tab (on page 53) 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

179 

 

Type of student 'Not 
attending' (NA) is 
incorrect for a school 
leaver. Enter correct 
student type at date 
of last attendance. 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student who has 
left, with student 
type of NA has been 
found with a leaving 
date between 1st 
March 2012 and 1st 
March 2013 
(inclusive). 

Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

191 Citizenship code is 
incorrect 

Country of 
Citizenship 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Country of 
citizenship (on page 
95). 

192 

 

Students from New 
Zealand or Australia 
cannot be FF or 
NZAID 

 

Country of 
Citizenship 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student type is FF 
or FE and Country 
of Citizenship is 
New Zealand or 
Australia. Student Type Current Student 

Maintenance - NZMOE 
tab (on page 35) 

202 

 

Fee for international 
fee-paying or NZAID 
funded student is 
missing. Enter fee 
charged, including 
GST, for this 
academic year 

 

Tuition Variation 
Type 

Current Student 
Maintenance - Debtor 
tab (on page 66) 

Student with student 
type of FF or FE, 
that has not left, 
does not have a fee 
set up or the fee is 
zero. 

See Setting up 
tuition fees for 
international and 
full-fee students (on 
page 43). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

221 

 

Student in primary 
level must be full-time 

 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Student is found 
with student type 
not equal to EM, not 
at an Academy, 
funding year level is 
less than 9 and FTE 
is less than 1. 

Student Type, 
Academy 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

224 FTE value must be 
between 0.1 and 1.0 
inclusive 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

 

225 

 

Student aged <16 at 
roll count date must 
be full-time unless 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Student is found 
with student type 
not equal to EM, not 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

attending an 
Academy 

 

Student Type, 
Academy 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

at an Academy, 
age is less than 16 
years on either roll 
count day and FTE 
is less than 1. Date of Birth Current Student 

Maintenance - Personal 
tab 

231 Māori-medium / Māori 
language learning 
code is incorrect 

Indigenous 
Language Level 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

241 

 

Subject code [xxxx] is 
incorrect. 

 

Board Studies 
Code  

 

Class Maintenance - 
General tab (on page 
76) 

Student has not left, 
has a funding year 
level greater than or 
equal to 9 and one 
of the classes has 
an incorrect Board 
Studies Code during 
the July roll return. 

Launch from the 
Classes tab of 
Current Student 
Maintenance to 
each of the 
student's classes.  

Check the board 
studies code is valid 
for each class. 
Check the lookup 
table. 

See Subject codes 
(on page 111). 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

242 

 

Full-time student must 
have at least 1 
subject 

 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

Student not at a 
special school, that 
has not left, student 
type not AE, NA, 
TPRE or TPRAE, 
has an FTE equal to 
1, funding year level 
greater or equal to 
9, with resourcing 
level of non-ORRS 
must have at least 
one class defined 
during the July roll 
return. 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

251 Date of Last 
Attendance format is 
incorrect 

Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

Contact Synergetic 
Management 
Systems as this 
error should not 
occur. 

252 

 

Date in last 
attendance field but 
no reason 

 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Reason is required if 
a leaving date is 
specified. 

 Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

261 

 

Code for highest NQF 
attainment incorrect 

 

Secondary 
Attainment Level 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. This only 
applies to students of 
type RE, RA, AD, 
FF, TPREOM, 
TPRAOM, TPRE, 
TPRAE or TPAD 
who have left with 
reason of L, E, X, C 
or O, FTE equal to 1 
and funding year 
level greater than or 
equal to 9, during 
July roll returns. 

See NQF 
qualification codes 
(on page 104). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

271 Reason for leaving is 
not valid 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Check that the 
lookup table is 
correct. 

See Reason for 
leaving (on page 
106). 

272 

 

Student has reason 
for leaving but no last 
attendance date 

 

Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

Leaving date is 
required if a reason 
for leaving is 
specified. 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

273 

 

Exempted or 
excluded student 
must be <16 

 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Student is found with 
reason of E or K and 
age is greater than or 
equal to 16 at the 
leaving date. 

Exempted or 

Date of Birth Current Student 
Maintenance - 
Personal tab 
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Message Field(s) to 
check 

On tab Additional 
information 

Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

excluded students 
must be less than 16 
at the leaving date. 

See Reason for 
leaving (on page 
106). 

275 

 

Reason for leaving 
code is incorrect 

 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Student is found with 
reason of L or X and 
age is less than 15 
years and 9 months 
at the leaving date. Date of Birth Current Student 

Maintenance - 
Personal tab 

Leaving Date Current Student 
Maintenance - School 
tab (on page 53) 

291 Pacific medium - 
language code is 
incorrect 

Neighbour Island 
Language 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Neighbour 
island language (on 
page 109). 

292 Pacific medium - level 
code is incorrect 

Neighbour Island 
Language Level 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Neighbour 
island language 
level (on page 
110). 

293 

 

Pacific medium - 
language is missing 

 

Neighbour Island 
Language 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Neighbour Island 
Level value needs 
accompanying 
Neighbour Island 
Language value. Neighbour Island 

Language Level 
Current Student 
Maintenance - NZMOE 
tab (on page 35) 

294 

 

Pacific medium - 
language level is 
missing 

 

Neighbour Island 
Language 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Neighbour Island 
Language value 
needs 
accompanying 
Neighbour Island 
Level value. 

Neighbour Island 
Language Level 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

300 Code for zoning 
status is incorrect 

Zone Status Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Zone status 
(on page 93). 

312 

 

Subject [subject 
name] cannot be 
studied for >= 1000 

Hours in 
Reporting Period 

Class Maintenance - 
General tab (on page 
76) 

Launch from the 
Classes tab of 
Current Student 
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Message Field(s) to 
check 

On tab Additional 
information 

hrs 

 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

Maintenance to 
each of the 
student's classes.  

Check the Hours in 
Reporting Period is 
valid for each class 
during July roll 
returns.  

313 

 

Subject [subject 
name] must have 
hours per year 

 

Hours in 
Reporting Period 

Class Maintenance - 
General tab (on page 
76) 

Launch from the 
Classes tab of 
Current Student 
Maintenance to 
each of the 
student's classes.  

Check the Hours in 
Reporting Period is 
set for each class 
during July roll 
returns.  

Note: Only 
mandatory for 
years 9 - 12, 
but warning still 
appears for 
other years. 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

400 

 

Instructional year 
level code is missing 
for [subject name] 

 

Normal Year 
Level 

Class Maintenance - 
General tab (on page 
76) 

Launch from the 
Classes tab of 
Current Student 
Maintenance to 
each of the 
student's classes.  

Check the Normal 
Year Level is set 
for each class 
during July roll 
returns. 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

401 

 

Instructional year 
level code is incorrect 
for [subject name] 

 

Normal Year 
Level 

Class Maintenance - 
General tab (on page 
76) 

Instructional level 
not ZN07, ZN08, 
ZN09, ZN10, ZN11, 
ZN12, ZN13 or 
ZNAD for funding 
year level greater 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 
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Message Field(s) to 
check 

On tab Additional 
information 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

than or equal to 9. 

Launch from the 
Classes tab of 
Current Student 
Maintenance to 
each of the 
student's classes.  

Check the Normal 
Year Level is set 
for each class 
during July roll 
returns. 

See Instructional 
year level (on page 
116).  

500 Iwi code value is not 
in Ministry code list 

Indigenous Group 
1,  

Indigenous Group 
2, 

Indigenous Group 
3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct. 

See Indigenous 
groups (Iwi 
affiliations) (on 
page 85). 

501 

 

Māori student who 
first attended > 1 Jan 
2003 must have valid 
Iwi code in first Iwi 
field 

 

Indigenous Group 
1 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

The student's Iwi 
must be specified 
in Indigenous 
Group 1, if the 
student's Ethnic 
Group is Māori and 
their Entry Date is 
after 1st January 
2003. 

Ethnic Group 1, 

Ethnic Group 2, 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Entry Date Current Student 
Maintenance - Entry tab 
(on page 59) 

502 

 

Invalid Iwi code. Iwi 
code must be in the 
Ministry code list or 
Null 

 

Indigenous Group 
2 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct if the 
student's Ethnic 
Group is Māori and 
their Entry Date is 
after 1st January 
2003.  

See Indigenous 
groups (Iwi 
affiliations) (on 
page 85). 

Ethnic Group 1, 

Ethnic Group 2, 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Entry Date Current Student 
Maintenance - Entry tab 
(on page 59) 

503 

 

Invalid Iwi code. Iwi 
code must be in the 
Ministry code list or 

Indigenous Group 
3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check that the 
lookup table is 
correct if the 
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check 

On tab Additional 
information 

Null 

 

Ethnic Group 1, 

Ethnic Group 2, 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

student's Ethnic 
Group is Māori and 
their Entry Date is 
after 1st January 
2003. 

See Indigenous 
groups (Iwi 
affiliations) (on 
page 85). 

Entry Date Current Student 
Maintenance - Entry tab 
(on page 59) 

601 

 

School number is 
missing or School 
number is not an 
open school 

 

School ID 

 

NZMOE eReturn 
window (on page 147) 

 

View the School ID 
in NZMOE eReturn 
window. 

If required, update 
the School ID in 
Configuration File 
Maintenance. 

See Ensuring roll 
return settings are 
correct (on page 
125). 

 

602 Student ID is missing 
for [Surname, First 
Name] 

  Contact Synergetic 
Management 
Systems as this 
error should not 
occur. 

603 Student 
[STUDENT_ID] 
surname is missing 

Surname Community 
Maintenance - Name tab 
(on page 71) 

 

604 Student with no first 
name  

Given Community 
Maintenance - Name tab 
(on page 71) 

 

605 

 

Funding Year Level 
must be 7 or 8 for a 
student in an 
intermediate school 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at an 
intermediate 
school, has not left, 
and funding year 
level is not 7 or 8.  

See Funding year 
levels (on page 57).

Reason Current Student 
Maintenance - School 
tab (on page 53) 

606 

 

Funding Year Level 
must be between 7 
and 15 inclusive for 
this school type. 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at 
secondary school 
(year 7-15), student 
type is not EM and 
funding level is less 
than 7. 

See Student type 
(on page 91), 
Funding year levels 
(on page 57). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Message Field(s) to 
check 

On tab Additional 
information 

607 

 

Funding Year Level 
must be between 9 
and 15 inclusive for 
this school type. 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at 
secondary school 
(year 9-15), student 
type is not EM and 
funding level is less 
than 9. 

See Student type 
(on page 91), 
Funding year levels 
(on page 57). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

608 

 

Funding Year Level 
must be between 7 
and 10 inclusive for 
this school type. 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student at 
restricted 
composite school, 
has not left, student 
type is not EM and 
funding level is less 
than 7 or greater 
than 10. 

See Student type 
(on page 91). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

610 

 

Student aged 16 or 
older must have 
Funding Year Level of 
Year 9 or above 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student who is 16 
or more at 1st July 
this year, 
resourcing level of 
non-ORRS, has 
funding year level 
less than 9. 

See Funding year 
levels (on page 57).

Date of Birth Current Student 
Maintenance - Personal 
tab 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

611 

 

Student is too young 
for Year 6. Either 
Funding Year Level or 
DOB is incorrect 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Student's age at 
1st July is less than 
or equal to 9 and 
their funding level 
is 6. 

See Funding year 
levels (on page 57).

Date of Birth Current Student 
Maintenance - Personal 
tab 

612 

 

Student type is 
incorrect for this 
school type 

(Also see 613, 614) 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student in full 
primary school, 
contributing primary 
school or 
intermediate school 
with resourcing 
level of Non-ORRS 
should be either 
FF, FE, EX, RE, 
KT, EM, SA, NA or 
SF. 

See Student type 
(on page 91). 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Message Field(s) to 
check 

On tab Additional 
information 

613 Student type is 
incorrect for this 
school type 

(Also see 612, 614) 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student in 
composite school, 
correspondence 
school or restricted 
composite school 
with incorrect 
student type. 

Check that the 
lookup table is 
correct. 

See Student type 
(on page 91). 

614 Student type is 
incorrect for this 
school type 

(Also see 612, 613) 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student in special 
school should be 
either FF, FE, AD, 
RA, RE, EM, NA or 
SF. 

See Student type 
(on page 91). 

615 

 

Student with New 
Zealand citizenship 
cannot be an 
International 
exchange student 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student type 
cannot be EX and 
Country of 
Citizenship of New 
Zealand.  

See Student type 
(on page 91). 

Country of 
Citizenship 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

621 

 

International fee-
paying student must 
have Tuition weeks  

 

Tuition Weeks Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student of type FF 
or FE that has not 
left, must have 
tuition weeks value 
set. 

See Student type 
(on page 91). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

622 

 

Code for NON-NQF 
attainment incorrect 

 

High Non-
National 
Qualification 
Level 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student who has 
left (reason L, E, X, 
C, O), FTE equal to 
1, funding year 
level greater than 
or equal to 9, 
student type of RE, 
RA, AD, TPREOM, 
TPRAOM, FF, 
TPRE, TPRAE or 
TPAD has incorrect 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

FTE Current Student 
Maintenance - School 
tab (on page 53) 
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Message Field(s) to 
check 

On tab Additional 
information 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

High Non-National 
Qualification Level. 

Check the lookup 
table. 

See Non-NQF 
qualification codes 
(on page 117). 

623 Code for UE incorrect Tertiary Entrance 
Achieved 

Current Student 
Maintenance - Flags tab 
(on page 51) 

Contact Synergetic 
Management 
Systems as this 
error should not 
occur. 

624 

 

Exchange Student 
must have a valid 
Exchange Scheme 

 

Exchange 
Scheme 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student of type EX 
that has not left, 
must have a valid 
Exchange Scheme.

See Student type 
(on page 91). 

Check that the 
lookup table is 
correct. 

See Exchange 
scheme (on page 
119). 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

625 

 

First Address field is 
mandatory 

 

Line 1 Community 
Maintenance - Home 
Address tab (on page 
73) 

Address line 1 is 
required, for a 
student who has not 
left nor has their 
Silent Address field 
been selected. 

Launch into the SC1 
contact via the 
student's Contacts 
tab in Current 
Student 
Maintenance. 

Silent Address Community 
Maintenance - Home 
Address tab (on page 
73) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

626 

 

Third Address field is 
mandatory 

 

City Community 
Maintenance - Home 
Address tab (on page 
73) 

City or town is 
required for a 
student who has not 
left nor has their 
Silent Address field 
been selected.  

Launch into the SC1 
contact via the 
student's Contacts 
tab in Current 
Student 
Maintenance. 

Silent Address Community 
Maintenance - Home 
Address tab (on page 
73) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 
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On tab Additional 
information 

627 

 

Fourth Address field 
must contain a 4-digit 
postcode 

 

Postcode Community 
Maintenance - Home 
Address tab (on page 
73) 

Postcode is required 
for a student who 
has not left nor has 
their Silent 
Address field been 
selected.  

Launch into the SC1 
contact via the 
student's Contacts 
tab in Current 
Student 
Maintenance. 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Silent Address  

628 

 

Fourth Address field 
can contain only 4-
digit postcodes 

 

Postcode Community 
Maintenance - Home 
Address tab (on page 
73) 

Postcode must be 
numeric for a 
student who has not 
left. 

Launch into the SC1 
contact via the 
student's Contacts 
tab in Current 
Student 
Maintenance. 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

629 

 

Address fields cannot 
contain commas 

 

Line 1,  

Line 2, 

City 

Community 
Maintenance - Home 
Address tab (on page 
73) 

Address lines 1 and 
2, or the city/town, 
of a student who 
has not left must not 
contain commas. 

Launch into the SC1 
contact via the 
student's Contacts 
tab in Current 
Student 
Maintenance. 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

630 Duplicate values in 
Iwi codes 

Indigenous Group 
1, 

Indigenous Group 
2, 

Indigenous Group 
3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

An Iwi can only be 
selected once. 

631 This student’s NSN 
number is incorrect 

NSN Current Student 
Maintenance - Codes 
tab (on page 64) 
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Message Field(s) to 
check 

On tab Additional 
information 

632 Enrolment Scheme is 
inconsistent with the 
Effective Date 

Key 5 equals 
EnrolmentSchem
e 

Configuration File 
Maintenance 

Enrolment scheme 
is present but the 
value is not a valid 
date in the format 
YYYY/MM/DD. 

See Ensuring roll 
return settings are 
correct (on page 
125). 

633 Enrolment Scheme is 
inconsistent with the 
Effective Date 

Key 5 equals 
EnrolmentSchem
e 

Configuration File 
Maintenance 

 

634 Boarding Status has 
to be Y or N 

Boarder Current Student 
Maintenance - School 
tab (on page 53) 

The default setting 
is day student 
(boarding status set 
to N), even if this 
field is not selected. 

635 

 

Zoning Status of 
students boarding at 
the school hostel 
must be NAPP  

 

Zone Status Current Student 
Maintenance - NZMOE 
tab (on page 35) 

The zone status of a 
boarding student 
that has not left, 
must be set to not 
selected.  

See Zone status (on 
page 93). 

Boarder Current Student 
Maintenance - School 
tab (on page 53) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

636 Country of Citizenship 
is mandatory for all 
students 

Country of 
Citizenship 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Select the student's 
country of 
citizenship. 

See Country of 
citizenship (on page 
95). 

637 Duplicate code in 
Ethnicities 

Ethnic Group 1, 

Ethnic Group 2, 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Code used in 
Ethnic Group 1 
cannot also be used 
in Ethnic Group 2 
or Ethnic Group 3. 

638 Ethnicity2 and 
Ethnicity3 are 
duplicates 

Ethnic Group 2 

Ethnic Group 3 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Code used in 
Ethnic Group 2 
cannot also be used 
in Ethnic Group 3. 

639 

 

Number of tuition 
weeks outside 
expected range 

 

Tuition Weeks Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student of type FF 
or FE that has not 
left, must have 
tuition weeks value 
between 1 and 40, 
inclusive. 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Message Field(s) to 
check 

On tab Additional 
information 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

See Student type 
(on page 91). 

642 

 

Student cannot have 
a first attendance 
date before first day 
at any school 

 

Entry Date Current Student 
Maintenance - Entry 
tab (on page 59) 

Entry Date cannot 
be before Initial 
Schooling Date. 

Initial Schooling 
Date 

Current Student 
Maintenance - Entry 
tab (on page 59) 

643 

 

Student permanently 
Leaving school must 
have Post-School 
activity recorded 

 

Post School 
Activity 

Current Student 
Maintenance - School 
tab (on page 53) 

Student is leaving 
with reason L, E, O 
or X, funding level 
greater than or 
equal to 9 does not 
have Post School 
Activity specified. 

See Post school 
activity (on page 
124). 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

644 Student’s Eligibility 
Criteria is incorrect 

Eligibility Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check the lookup 
table. 

See Eligibility 
criteria (on page 
120). 

645 Student’s Eligibility 
verification document 
is incorrect 

Verification Doc Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check the lookup 
table. 

See Verification 
document (on page 
122). 

646 Current Year Level is 
incorrect 

(Also see 647, 648, 
649) 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

Student at special 
school, composite 
school or a 
correspondence 
school does not 
have a current year 
level between 1 and 
13 inclusive. 

647 Current Year Level is 
incorrect 

(Also see 646, 648, 
649) 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

Student at full 
primary school or 
contributing primary 
school does not 
have a current year 
level between 1 and 
8 inclusive. 

648 Current Year Level is 
incorrect 

(Also see 646, 647, 
649) 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

Student at 
secondary school 
does not have a 
current year level 
between 7 and 13 
inclusive. 
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Message Field(s) to 
check 

On tab Additional 
information 

649 Current Year Level is 
incorrect 

(Also see 646, 647, 
648) 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

Student at 
intermediate school 
does not have a 
current year level of 
7 or 8. 

650 Privacy Indicator 
value is incorrect 

Silent Address Community 
Maintenance - Home 
Address tab (on page 
73) 

Contact Synergetic 
Management 
Systems as this 
error should not 
occur. 

651 Duplicate NSN : 
XXXXXXXXX 

NSN Current Student 
Maintenance - Codes 
tab (on page 64) 

Contact Synergetic 
Management 
Systems if you need 
assistance 
identifying records 
with the same NSN 
number. 

653 

 

FTE is invalid 

 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Student not at an 
academy, age 
greater than or 
equal to 16 years 
and FTE is not one 
of: 0.1, 0.2, 0.3, 0.4, 
0.5, 0.6, 0.7, 0.8, 
0.9, 1.0. 

Academy Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Date of Birth Current Student 
Maintenance - Personal 
tab 

654 

 

Adult students cannot 
be attending an 
academy 

 

Academy Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student not at an 
academy and age 
greater than or 
equal to 19 years. 

Date of Birth Current Student 
Maintenance - Personal 
tab 

655 

 

Students attending 
(on page 64) an 
academy must be in 
CYL 11, 12 or 13 

 

Academy Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student at an 
academy must be in 
year level  
11, 12 or 13. 

Year Level Current Student 
Maintenance - School 
tab (on page 53) 

657 Format of expiry date 
is incorrect 

Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Contact Synergetic 
Management 
Systems as this 
error should not 
occur. 

658 NZ citizens should not 
have an expiry date 

Country of 
Citizenship, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Expiry date needs 
no value when 
citizenship is NZ. 
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Erro
r 

Message Field(s) to 
check 

On tab Additional 
information 

659 Australian citizens 
should not have an 
expiry date 

Country of 
Citizenship, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Expiry date needs 
no value when 
citizenship is 
Australian. 

660 NZ citizens should not 
have an expiry date 

Eligibility, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Expiry date needs 
no value when 
eligibility criteria is 
NZ citizen (20199 or 
60001). 

661 Australian citizens 
should not have an 
expiry date 

Eligibility, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Expiry date needs 
no value when 
eligibility criteria is 
Australian citizen 
(20201 or 60002). 

662 NZ residents should 
not have an expiry 
date 

Eligibility, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Expiry date needs 
no value when 
eligibility criteria is 
NZ resident (20200 
or 30003). 

666 Student Type does 
not match Eligibility 
Criteria. The Student 
Type "NF" (Not 
Funded) is valid only 
for students with a 28 
Day Waiver or 
Extended 28 Day 
Waiver. 

Eligibility, 

Student Type. 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check the eligibility 
criteria and the 
student type are 
matching. 

667 Student Type does 
not match Eligibility 
Criteria. Students with 
a 28 Day Waiver, or 
Extended 28 Day 
Waiver, are not 
funded and must 
have the Student 
Type "NF". 

Eligibility, 

Student Type. 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Check the eligibility 
criteria and the 
student type are 
matching. 

668 Record missing NSN. NSN Current Student 
Maintenance - Codes 
tab (on page 64) 

Students must have 
a NSN unless they 
have left the school 
or have the student 
type EM or NF. 

Warnings 

Warni
ng 

Message Field(s) to 
check 

On tab Additional 
information 

165 

 

Funding Year Level 
may not correspond 
with age 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date of 
birth of a student, 
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Warni
ng 

Message Field(s) to 
check 

On tab Additional 
information 

(Also see 166) 

 

Date of Birth Current Student 
Maintenance - Personal 
tab 

who has not left, with 
a resourcing level of 
Non-ORRS and a 
student type which is 
not AD, RA, FF, FE, 
TPRAOM or TPAD. 

A student's age at 1st 
July has been found 
to be 16 or more 
when checked 
against funding year 
level - 6. 

Also, see Student 
type (on page 91), 
Funding year levels 
(on page 57). 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

166 

 

Funding Year Level 
may not correspond 
with age 

(Also see 165) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date of 
birth of a student, 
who has not left. 

A student's age at 1st 
July has been found 
to be less than 
funding year level - 2, 
where funding level is 
greater than 8. 

See Funding year 
levels (on page 57). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

168 Students with 
Funding Year Level 
= 0 will not be 
counted on the roll 
return 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

See Funding year 
levels (on page 57). 

178 

 

Age incorrect for 
Alternative 
Education student 

 

Date of Birth Current Student 
Maintenance - Personal 
tab 

A warning is shown, 
if the student's age at 
1st March or 1st 
July is less than 13 
or greater than or 
equal to 17 and the 
student type is AE. 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

201 

 

Fee is outside 
normal range 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Student of type FF or 
FE, who has not left, 
has a fee less than 
$400 or more than 
$30,000. 

See Setting up tuition 
fees for international 
and full-fee students 
(on page 43). 

Reason Current Student 
Maintenance - School 
tab (on page 53) 
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Warni
ng 

Message Field(s) to 
check 

On tab Additional 
information 

243 

 

Part-time student 
with no subjects 

 

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

Student type not AE, 
NA, TPRE or 
TPRAE, who has not 
left, FTE less than 1 
and funding year 
level greater than or 
equal to 9 with no 
classes specified. 

See Student type (on 
page 91). 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

310 

 

Subject [subject 
name] studied for 
less than 20 hrs per 
year [Y hours] 

 

Hours in Reporting 
Period 

Class Maintenance - 
General tab (on page 
76) 

Launch from the 
Classes tab of 
Current Student 
Maintenance to the 
student's class.  

Check the Hours in 
Reporting Period is 
set for correctly for 
the class.  

Grid area fields Current Student 
Maintenance - Classes 
tab (on page 61) 

311 

 

Subject [subject 
name] studied 
should not exceed 
310 hrs per year [Y 
hours] 

 

Hours in Reporting 
Period 

Class Maintenance - 
General tab (on page 
76) 

Launch from the 
Classes tab of 
Current Student 
Maintenance to the 
student's class.  

Check the Hours in 
Reporting Period is 
set for correctly for 
the class.  

Grid area fields Current Student 
Maintenance - Classes 
tab 

617 Student has [X[ 
entries for subject 
[YYYY] in 
instructional [ZZZZ] 

Grid area fields Class Maintenance - 
General tab (on page 
76) 

Contact Synergetic 
Management 
Systems as there 
should never be 
duplicate subjects in 
Synergetic. 

618 

 

Student aged [X] 
with Funding Year 
Level [Y]. Check 
date of birth and 
Funding Year Level 

(Also, check 619) 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date of 
birth of a student, 
who has not left and 
with a resourcing 
level of Non-ORRS. 

A student's age at 1st 
July has been found 
to be 14 or 15 and 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Warni
ng 

Message Field(s) to 
check 

On tab Additional 
information 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

funding year level 7 
or 8. 

See Funding year 
levels (on page 57). 

619 

 

Student aged [X] 
with Funding Year 
Level [Y]. Check 
date of birth and 
Funding Year Level 

(Also, check 618) 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date of 
birth of a student, 
who has not left, with 
a resourcing level of 
Non-ORRS and a 
student type which is 
not AD, RA, FF, FE, 
TPRAOM or TPAD. 

A student's age at 1st 
July has been found 
to be greater than 
funding year level + 
6, for a student in 
year level 8-13, 
inclusive. 

See Student type (on 
page 91). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

640 Duplicate 
Student_ID: 
XXXXXXX 

  Contact Synergetic 
Management 
Systems as there 
should never be 
duplicate student IDs 
in Synergetic. 

641 

 

School Leaver aged 
[X] with Funding 
Year Level [Y]. 
Check Funding Year 
Level and date of 
birth. 

 

Year Level, 
Schooling Year 
Offset 

Current Student 
Maintenance - School 
tab (on page 53) 

Check the funding 
year level and date of 
birth of a student who 
has left, with a 
resourcing level of 
Non-ORRS and a 
student type which is 
not AD, RA, FF, FE, 
TPRAOM or TPAD. 

A student's age at 1st 
July has been found 
to be greater than 
funding year level + 
6, for a student in 
funding year level 9-
14, inclusive. 

See Student type (on 
page 91), Funding 
year levels (on page 
57). 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Resource Level Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Reason Current Student 
Maintenance - School 
tab (on page 53) 

652 

 

Student must be at 
least 5 years old on 
Roll count day to be 

Date of Birth Current Student 
Maintenance - Personal 
tab 

Student of type RE is 
less than 5 on roll 
count day. 
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Warni
ng 

Message Field(s) to 
check 

On tab Additional 
information 

included in the roll 
count for your 
school 

 

Student Type Current Student 
Maintenance - NZMOE 
tab (on page 35) 

656 

 

Student attending an 
academy is more 
likely to attend 
school part-time 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Student with an FTE 
of 1.0 has Academy 
set to Yes. 

Academy Current Student 
Maintenance - NZMOE 
tab (on page 35) 

663 Student's verification 
document has 
expired 

Student Type, 
Document Expiry 
Date 

Current Student 
Maintenance - NZMOE 
tab (on page 35) 

Document expiry 
date is less than roll 
return date for 
student of type of 
FF or FE. 

664 

 

Student has a full 
time equivalent of 
0.0 

FTE Current Student 
Maintenance - School 
tab (on page 53) 

Student has 
Academy set to No 
and FTE set to 0.0. 

Academy Current Student 
Maintenance - NZMOE 
tab (on page 35) 
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Updating current student details for roll returns 
Several tabs in Current Student Maintenance are used to view and update the information that is 
used to generate the: 

 roll return aggregate reports 

 MOE file sent to the New Zealand Ministry of Education (NZ MOE) web service. 

Synergetic fields have their corresponding NZ MOE definitions displayed in italics, if they are different 
from the Synergetic name. 

NZMOE tab 

The NZMOE tab is the most important tab of Current Student Maintenance for roll returns. Many of 
the fields are required for a student's roll return, in conjunction with fields from other tabs (see below) 
and those of other Synergetic functions.  

 

See Current Student Maintenance - NZMOE tab (on page 35). 



Roll return errors and warnings Roll returns for NZMOE 

Version 65.19 Page 23-31 

 

Fields with different NZ MOE definitions (in italics) include: 

 Resource Level (ORS code). 

 Zone Status (Zoning status). See Zone status (on page 93). 

 Ethnic Group (Ethnic code). See Ethnic group (on page 80). 

 Indigenous Language Level (Māori-medium / Māori language learning code). See Indigenous 
language level (on page 102). 

 Secondary Attainment Level (highest NQF attainment). See NQF qualification codes (on page 
104). 

 High Non-National Qualification Level (Non-NQF attainment). See Non-NQF qualification 
codes (on page 117). 

 Neighbour Island Language (Pacific medium - language). See Neighbour island language (on 
page 109). 

 Neighbour Island Language Level (Pacific medium - language level). See Neighbour island 
language level (on page 110). 

 Indigenous Group (Iwi). See Indigenous groups (Iwi affiliations) (on page 85). 

Fields with the same name as the NZ MOE definitions include: 

 Student Type. See Student type (on page 91). 

 Country of Citizenship. See Country of citizenship (on page 95). 

 Early Childhood Participation. See Participation in early childhood education (on page 108). 

Personal tab 

The Personal tab of Current Student Maintenance is used to: 

 Update Gender. 

 Update Date of Birth. 

 Update Name and Legal Surname. 

 Launch into the Home Address tab of Community Maintenance to update address fields. 
See Updating community member details for roll returns (on page 70). 

 View the age of the student at 1st January of this year. This is useful when determining a 
student's age at 1st January, 1st March or 1st July to resolve errors. 

Note: The Country of Citizenship field is used on the NZMOE tab for roll returns, not the 
Nationality field on this tab. 

 

See Current Student Maintenance - Personal tab. 
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Flags tab 

The Flags tab of Current Student Maintenance is used to update the following field: 

 Tertiary Entrance Achieved (University Entrance). 

 

See Current Student Maintenance - Flags tab (on page 51). 

School tab 

The School tab of Current Student Maintenance is used to update the following fields: 

 Year Level, Schooling Year Offset (Funding Year Level). See Funding year levels (on page 
57). 

 Year Level (Current Year Level).  

 FTE. 

 Boarder (Boarding Status). 

 Leaving Date (Date of Last Attendance). 

 Reason. See Reason for leaving (on page 106). 

 Post School Activity. See Post school activity (on page 124). 

 

See Current Student Maintenance - School tab (on page 53). 
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Entry tab 

The Entry tab of Current Student Maintenance is used to update the following fields: 

 Initial Schooling Date (First date at any school, First schooling). 

 Entry Date (First Attendance) 

 Previous School. 

 

See Current Student Maintenance - Entry tab (on page 59). 

Classes tab 

The Classes tab of Current Student Maintenance is used to: 

 view classes that the student is attending this semester or term 

 launch into the General tab of Class Maintenance to update the Board Studies Code 
(Subject code), Normal Year Level or Hours in Reporting Period fields of a class that is to be 
exported. 

Note: If required, click  to view a different term if you cannot find an elective subject with 
a roll return error.  

 

See Current Student Maintenance - Classes tab (on page 61). 



Roll returns for NZMOE Roll return errors and warnings 

Page 23-34 Version 65.19 

Codes tab 

The Codes tab of Current Student Maintenance is used to update the following field: 

 NSN (National Student Number). 

 

See Current Student Maintenance - Codes tab (on page 64). 

Note: Depending on your regional settings, the National Student Number is also known as the 
Government Student Number, Victorian Student Number or Board of Studies Code. 

Debtor tab 

The Debtor tab of Current Student Maintenance is used to update the following fields: 

 Tuition Variation Type 

 Full Fee Paying. 

 

See Current Student Maintenance - Debtor tab (on page 66). 
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Current Student Maintenance - NZMOE tab 

New Zealand organisations use the NZMOE tab to update settings required by the New Zealand 
Ministry of Education (NZ MOE). 

The fields are used to generate: 

 roll return reports 

 the MOE file sent to the New Zealand Ministry of Education (NZ MOE) web service. 

Contact details provided to the NZ MOE are also used by Youth Services to identify and contact at-risk 
young people. 

Buttons are available to: 

 retrieve new NSNs 

 check existing NSNs and student identity data. 

 

Tip: If your organisation is not in New Zealand, you can still use the NZMOE tab for internal 
purposes. See ShowNZMOETabIfNotNZ configuration setting in the System maintenance manual. 
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Opening the NZMOE tab 

To open the NZMOE tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - NZMOE tab key fields and buttons 

Fields 

Field Description 

NSN National Student Number. The NSN allows the unique identification of 
students and is: 

 a record of learning number 

 allocated using the ENROL system 

 mandatory for all students. 

Student Type Type of student for funding purposes. The NZ MOE uses this information to 
prepare staff resourcing plans. 

Students can only be allocated to one code, even though they may belong 
to more than one group. To allocate a student type, start at the top of the 
list and work down. Use the first code that applies to this student. 

For details, see Student type (on page 91) in the in the Roll returns manual.

Resource Level Level of resources required for students identified in the Ongoing and 
Reviewable Resourcing Scheme (ORRS). 

The default value is Non-ORRS. 

Students may be classified as ORRS-High Level or ORRS-Very High 
Level and require additional resourcing. Because of this additional 
resourcing, the roll return validation can be different than normal. 

Zone Status Indicates whether a full-time regular domestic student, adult student or 
returning adult student resides inside or outside of the school zone at the 
date of their first attendance at your organisation. 

For details, see Zone status (on page 93) in the Roll returns manual. 

Ethnic Group 1 /  

Ethnic Group 2 / 

Ethnic Group 3 

Ethnic group or groups that a student identifies with. 

The fields allow a student, parent or guardian to nominate up to three 
ethnic groups. The NZ MOE encourages schools to allow students to self-
identify or be identified by their parents or guardians as belonging to more 
than one ethnic group. 

There should be no duplicate codes in Ethnic Group 1, 2 or 3. 

For details, see Ethnic group (on page 80) in the Roll returns manual. 

Country of 
Citizenship 

Country of citizenship of the student, as determined from their birth 
certificate, passport, citizenship documentation or Immigration Service 
documentation. 

For details, see Country of citizenship (on page 95) in the Roll returns 
manual.. 

This field is maintained on the International tab. See Current Student 
Maintenance - International tab. 

Tip: Click the  icon to switch to the International tab. 
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Field Description 

Indigenous Language 
Level 

Highest level of Maori language learning the student is involved in. 

To allocate a code to an individual student, start at the top of the list and 
work down. Use the first code that applies to the student.  

For details, see Indigenous language level (on page 102) in the Roll returns 
manual. 

Secondary 
Attainment Level 

Highest secondary school attainment for school leavers enrolled in the 
NCEA/NQF (National Qualifications Framework). This is used to measure 
the academic performance of students in year 9 and above when they 
leave school. 

This field is required for secondary students and adult students who are 
permanently leaving the NZ schooling sector. 

For details, see NQF qualification codes (on page 104) in the Roll returns 
manual. 

High Non-National 
Qualification Level 

Highest secondary school attainment for school leavers enrolled in the 
non-NQF. This is used to measure the academic performance of students 
in year 9 and above when they leave school. 

If students have at least partial attainment of a non-NQF qualification, at 
any year level, but not met the full requirements they should be coded with 
attainment at the level below. 

This field is required for regular and adult students who are permanently 
leaving the NZ schooling sector. 

For details, see Non-NQF qualification codes (on page 117) in the Roll 
returns manual. 

Early Childhood 
Participation 

Identifies whether year one students attended any form of Early Childhood 
Education on a regular basis prior to starting school. 

For details, see Participation in early childhood education (on page 108) in 
the Roll returns manual. 

Neighbour Island 
Language 

Particular Pacific Island language in which immersion (in the Pacific 
Language only) or bilingual (both a specified Pacific Language and English) 
education is provided. 

For details, see Neighbour Island language (on page 109) in the Roll 
returns manual. 

Neighbour Island 
Language Level 

Highest level of Pacific language learning the student is involved in. 

To allocate a code to an individual student, start at the top of the list and 
work down. Use the first code that applies to this student. 

For details, see Neighbour Island language level (on page 110) in the Roll 
returns manual. 

Override Entry Date Date the student started primary school.  

This field is used to avoid reporting errors caused by students starting at 
your organisation before they were five years old. For example, if the 
student was enrolled at preschool with your organisation. 

Note: This field overrides the Initial Schooling Date field to supply the 
First Schooling date for NZMOE roll returns. See Current Student 
Maintenance - Entry tab (on page 59) in the Roll returns manual. 
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Field Description 

Tuition Weeks Total number of weeks in the academic year that a student is enrolled for 
academic tuition, if they are an: 

 international fee-paying student (FF) 

 NZAID student (FE). 

For example, if a student enrols for two terms of study and each school 
term consists of 10 weeks then Tuition Weeks = 20. It does not matter if 
the student is part-time or full-time. 

This is used to calculate the International Student Levy for an international 
student. Also, see Setting up tuition fees for international and full-fee 
students (on page 43) in the Roll returns manual. 

IWI 1 

IWI 2 

IWI 3 

Iwi affiliation or affiliations that a student holds. The fields allow a student, 
parent or guardian to nominate up to three Iwi affiliations. 

See Indigenous groups (Iwi affiliations) (on page 85) in the Roll returns 
manual. 

At least one Iwi is required for IWI 1, if Māori has been selected in Ethnic 
Group (see above) and the student was enrolled after 1st January 2003. 
This includes a student transferring from another school. 

IWI 2 and IWI 3 are optional. 

Eligibility List of the possible criteria used to determine the eligibility status of a 
student for enrolment and funding purposes. 

This is used to determine if the student qualifies for funding purposes as 
either: 

 a domestic student (codes 100-185, 500-888) 

 an international fee-paying student (codes 200, 300) 

 international fee-exempt student (code 400). 

See Eligibility criteria (on page 120) in the Roll returns manual. 

Exchange Scheme Type of exchange scheme or agreement an exchange student belongs to. 

The NZ Ministry of Education needs to identify which exchange scheme the 
student is affiliated with to confirm that the student is part of a government 
approved scheme or agreement. 

For more details, see Exchange scheme (on page 119) in the Roll returns 
manual. 

Note: This field is read-only if the student's Eligibility does not require 
an Exchange Scheme. 
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Field Description 

STP Whether a student attends a Secondary tertiary programme. These 
students: 

 attend: 

– your organisation on a part-time basis with an FTE (full-time 
equivalent) as low as 0.0 

– another educational institution for training 

 are: 

– aged under 19 

– in year level 11, 12 or 13 at your organisation 

– considered regular students 

– unique because they can be part-time and aged under 16. 

Verification Doc Type of document provided by the parent or guardian when the student is 
enrolled at the school.  

The document which is used by the school to verify the student's name, 
date of birth and eligibility status in accordance with Education Circular 
2007/1. Only one verification document is required. 

See Verification document (on page 122) in the Roll returns manual. 

Serial No Serial number on the document used to verify the student’s eligibility status. 
The format of the field depends upon the type of document used for 
verification. 

This provides proof that the documentation has been witnessed by the 
school administrator. 

Document Expiry 
Date 

Expiry date of the document specified in the Verification Doc field for all 
students except with an Eligibility of: 

 NZ citizen 

 NZ resident 

 Australian citizen. 
 

Note: It is recommended that this is entered for all students as it is 
used for arrival uploads in ENROL. 

Submit Contact 
Details to Youth 
Services 

Select to submit additional contact details, such as the contact information 
for the Parent 1 and Parent 2 relations, to the New Zealand government's 
Youth Services. 

Clear the field to suppress the additional contact information when 
requested by the student or caregiver. 
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Buttons 

Button Description 

 Switch to the International tab to edit the student's Country of 
Citizenship. See Current Student Maintenance - International tab in the 
Current students manual. 

See Country of Citizenship above. 

 
You can: 

 retrieve a student's NSN from the ENROL database and update 
Synergetic with the value 

 confirm that a student's NSN is correct in Synergetic 

 view the differences between Synergetic and ENROL of the 
student's identity details 

 determine whether a new record needs to be entered into ENROL. 

See Managing New Zealand student NSNs and identity details (on page 
169). 

ENROL is a central register of student enrolments developed by the NZ 
Ministry of Education for schools to use via the web. 

 
Test the connection with the NZ MOE web service.  

The following dialog is displayed if the connection is successful. 

 

If not successful, check the configuration. See: 

 NZMOE eReturn window (on page 147) 

 SMS data exchange set up and configuration (on page 150) in the 
Roll returns manual. 

 

Open the NZ MOE web service using your web browser for the selected 
student, based on the URL field. The URL is populated when the student's 
NSN is retrieved or checked. 

For an example, see Updating student identity details in both Synergetic 
and ENROL programs (on page 187). 

 
View or update the data exchange configuration. Data exchange is used 
for: 

 sending the .MOE file to the NZ Ministry of Education during the roll 
returns process 

 checking or getting student NSNs for individual students from the 
ENROL web site. 

See NZMOE eReturn window (on page 147) in the Roll returns manual. 
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Button Description 

 
Print the results of sessions where student: 

 NSNs have been retrieved or checked 

 identity details have been checked. 

See Printing ENROL Get/Check NSN reports (on page 198). 
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Setting up tuition fees for international and full-fee students 

The New Zealand Ministry of Education (NZ MOE) collects data so that it can calculate the Export 
Education Levy for: 

 international fee paying students 

 NZ Agency for International Development [NZAID] students. 

To calculate the Export Education Levy for these students, the NZ MOE needs the: 

 number of tuition weeks 

 amount charged for tuition for the academic year, or proportion of the year for which the 
student is enrolled, in New Zealand dollars (including GST). 

Tuition weeks 

The tuition weeks is updated on the NZMOE tab of Current Student Maintenance. 

Enter the number of weeks that the student attended your school. 

See Current Student Maintenance - NZMOE tab (on page 35). 
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Tuition fees 

Tuition fees for international and NZAID students are set up as a fee, with a variation from tuition fees 
charged for each year level. 

1. Ensure that a fee category exists in the luDebtorFeeCategory finance lookup table, with 
SynergyMeaning of Compulsory Tuition. 

See Maintaining finance lookup tables in the Finance manual. 

 

2. Ensure that a fee is set up for the international or NZAID student, with a fee Category (Tuition, in 
this example). 

See Maintaining debtor fees in the Debtors manual. 

 

Note: Tuition fees are already set up for each year level.  
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3. Ensure that the details on the Auto Tuition tab of Debtor Fee Maintenance are updated. The 
Tuition Variation is set so that different fee schedules can be defined for the international or 
NZAID student. 

See Debtor Fee Maintenance - Auto Tuition tab in the Debtors manual. 

 

4. Ensure that the Billing Periods Per Year is set on the Page 1 tab of Finance Configuration 
Maintenance.  

See Synergetic Financial Configuration - Debtors tab in the Finance manual. 

The total amount of tuition fees paid for the year, by each international or NZAID student, can then 
be calculated for the roll return. The annual amount is calculated by multiplying the fee by each 
period that the fee is valid for. 
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Example 1 

If the amount was $2500: 

 and if billing periods per year is set to 4 (in finance configuration maintenance) 

 and the periods to be charged is set to 1 

– and the charge is selected (in debtor fee maintenance) 

– and there are no more billing period selected (in debtor fee maintenance) 

 then the calculation is $2500 * 1 = $2500 

Example 2 

If the amount was $2500: 

 and if billing periods per year is set to 4 (in finance configuration maintenance) 

 and the periods to be charged is set to 0 

– and the charge is selected (in debtor fee maintenance) 

– and there are no more billing period selected (in debtor fee maintenance) 

 then the calculation is $2500 * 4 = $10000, as period 0 means apply for all periods. 

Example 3 

If the amount was $2500: 

 and if billing periods per year is set to 4 (in finance configuration maintenance) 

 and the periods to be charged is set to 1 and another line exists which is set to 3 

– and the charge is selected (in debtor fee maintenance) 

– and there are no more billing period selected (in debtor fee maintenance, other than 1 
and 3) 

 then the calculation is $2500 * 2 = $5000 
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Current Student Maintenance - Personal tab 

Use the Personal tab to maintain personal information about the student, including contact details. 

Opening the Personal tab 

To open the Personal tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Personal tab, if it is not already displayed. 

The Personal tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - Personal tab fields and buttons 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - Personal tab in the Current students manual. 

Fields 

Field Description 

Surname Student's surname. 

In New Zealand schools: 

 This field should not contain brackets or multiple spaces before or 
after hyphens or apostrophes. This affects the roll return file sent to 
NZ MOE. 

 The student's legal surname only must be entered in the Surname 
field.  

Given Student's given names. 

In New Zealand schools: 

 These fields should not contain brackets or multiple spaces before 
or after hyphens or apostrophes. This affects the roll return file sent 
to NZ MOE. 

 Only the student's legal given names must be entered in the two 
Given fields. 

 Ensure that the student's middle names are not included in the first 
Given field but are included in the second Given field. 

Preferred Student's preferred first name. 

For example, a student named Robert might prefer to be called Rob. 

Preferred Formal Student's preferred first name for use on formal documents and occasions. 

Internal Name Community member's name as used by the Synergetic database. 

Override Internal 
Name 

Select Override Internal Name to enter a different internal name. 

Gender Student's gender. 

Gender is used for NZ MOE roll returns. 

Date of Birth Student's date of birth. 

A student's date of birth is used for NZ MOE roll returns. 
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Field Description 

Age 1st Jan /  

Age Current 

Depending on the configuration setting, either the student's: 

 current age for the current file year 

 

 age as at 1st January for the current file year. 

 

Age 1st Jan 

The field is useful to quickly refer to a student's age. For example, when 
preparing a NZ MOE roll return the following dates are useful when 
resolving errors: 

 Age at 1st January 

 Age at the March roll return date = Age 1st Jan + 3 months 

 Age at the July roll return date = Age 1st Jan + 7 months. 

See Roll return errors and warnings in the Roll returns manual. 

Configuration 

You can configure which field is displayed at your organisation. See 
ShowCurrent configuration setting in the System maintenance manual. 

Nationality Student's nationality. 

Note: You can define the default Nationality in the system 
configuration. 

The Country of Citizenship on the NZMOE tab is used for NZ MOE roll 
returns not the Nationality field. See Current Student Maintenance - 
NZMOE tab (on page 35). 

Nationality 2 Nationality of a citizen with dual nationality. 

Country of Birth Student's country of birth. 

Note: To set the default value see the Default:CountryOfBirthCode 
configuration setting in the System maintenance manual. 

Home Language Native language spoken by the student, if different from the native language 
used in your organisation. 

Note: Maintain the values in the luLanguage lookup table. See 
Maintaining lookup tables in the System maintenance manual. 

Email Student's email address at your organisation, if applicable. 

Home Email Student's home email address, if applicable. 

Mobile Phone Student's mobile phone number. 
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Field Description 

Address Student's address during term time. 

Note: If both contacts have their Lives With flag selected, the address 
defaults to the SC1 contact's address. Where there is a joint custody 
arrangement, this field shows the address of the first listed contact who 
the Lives With flag is selected for. 

Note: The Lives With flag is maintained on the Contacts tab. See 
Current Student Maintenance - Contacts tab in the Current students 
manual. 

 

Buttons 

Button Description 

 
Launch the Community Maintenance window for the student. See 
Maintaining community members in the Community manual. 

For example, you can launch into Community Maintenance then update 
address fields on the Home Address tab, when preparing NZ MOE roll 
returns. See Updating community member details for roll returns (on page 70) 
in the Roll returns manual. 

 
Opens the Community Names window. 

Override the way Synergetic displays community names, if required. 

Note: This should be done sparingly in unusual circumstances. If you 
have to do this often, Contact Synergetic Management Systems support 
as you may have an incorrect setting. 

For example, you can update the Main Name Primary field to address mail to 
Mr Adamski instead of the mail being addressed in the Synergetic format (Mr 
G Adamski). 
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Current Student Maintenance - Flags tab 

Use the Flags tab to maintain flags and related information to: 

 categorise students for school and government reporting 

 specify religious milestones 

 record passport and visa details. 

Select or clear the flags as required. 

Note: Keep flags up to date and accurate, as some of the special flags may affect government 
funding. 

Opening the Flags tab 

To open the Flags tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Flags tab. 

The Flags tab of the Current Student Maintenance window is displayed. 

 

Current Student Maintenance - Flags tab key fields 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - Flags tab in the Current students manual. 
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Special Flags area 

Field Description 

Tertiary Entrance 
Achieved 

Student has successfully achieved tertiary entrance. 

In NZ MOE roll returns, this flag is selected to indicate that University 
Entrance has been awarded to the student. Applies to full-time secondary 
level students (student type is RE, FF, TPRE or TPREOM) and Adult 
(student type is RA, AD, TPRAE, TPAD or TPRAOM) students leaving the 
NZ schooling sector and where the Reason is L, E, O, X or C. See Updating 
current student details for roll returns (on page 30). 

Non Resident Student is from overseas and not classified as a resident of your country. 

Special Needs Student has special needs. 
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Current Student Maintenance - School tab 

Use the School tab to maintain: 

 a summary of key school information including campus, form and year 

 a summary of out of hours school care 

 current and next year status, including dates when leaving and possibly returning. 

Opening the School tab 

To open the Status sub-tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the School tab. 

The Status sub-tab of the School tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - School tab fields 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - School tab in the Current students manual. 

Fields 

Field Description 

Campus Student's campus. 

Year Level Student year level. 

For NZ MOE roll returns, the Year Level is used for the current year level.  

Schooling Year 
Offset 

Schooling year offset against the year level, if the student has advanced, 
skipped or repeated a year level. 

For example, a student that has: 

 advanced a year level has an offset of -1 

 repeated a year level has an offset of +1. 

For NZ MOE roll returns, the Year Level and Schooling Year Offset are 
used to determine a student's funding year level. See Funding year levels 
(on page 57) in the Roll returns manual. 

Boarder Student's residential status. Typical values include: 

 Boarder 

 Day Student 

 Home Stay. 
 

Note: Maintain the values in the luBorder lookup table. See Maintaining 
lookup tables in the System maintenance manual. 

For NZ MOE roll returns, the boarding status of students is required. That is, 
whether or not they are a boarder. This also affects the student's zoning 
status; a student boarding at the school hostel cannot be out-of-zone, so 
Zone Status is set to Not applicable. See Current Student Maintenance - 
NZMOE tab (on page 35), Zone status (on page 93) in the Roll returns 
manual. 

FTE Full-time equivalent, if student is not full-time. 

For NZ MOE roll returns, the: 

 FTE is used to determine a student's part-time or full-time status 
when fixing errors. See Roll return errors and warnings in the Roll 
returns manual. 

 FTE is calculated by adding together class contact hours, dividing 
by 20 and rounding to one decimal point. 

 FTE must 1.0 for all students in Years 1-8 and all students aged 
<16 in Year 9 above unless the student is an external student. 
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Status sub-tab fields 

 

Field Description 

Status Student's status. Typical values include: 

 Exchange 

 Leaving 

 Left 

 Leave of Absence 

 New Student 

 Normal 

 Repeating 

 Exempt 

 External. 

These values are defined by your organisation. See luStudentStatus lookup 
table in the System maintenance manual. 

See Creating new academic years in the Curriculum manual. 

Note: Leave of absence students are not transferred from current 
students to past students. 
When a leave of absence student returns, change their status back to 
normal, and clear the leaving and returning date fields. 
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Field Description 

Leaving Date Date the student left your organisation if applicable. 

Note: Students either appear on reports or not based on their leaving 
date. 
You can use this field when transferring current students to past students. 
See Transferring a group of current students to past students. 

For NZ MOE roll returns: 

 The Leaving Date is used for the student's date of last attendance. 

 School leavers whose Reason is L (end of schooling), E (granted 
early exemption) or X (expelled) must have a Leaving Date between 
1st March last year and 28th February of the current year (inclusive).

The Important Data Change window is displayed when the field is changed 
in New Zealand schools. 

 

Enter the reason for the change in the Reason for Change field. This is 
required by the NZMOE auditors. Changes can be previewed on the Student 
Change of Status Report (For Roll Returns). 

Note: If the student's status is set as Leaving and a date is entered in 
this field, once this date has passed their status is automatically changed 
to Left. 

Reason Reason the student left your organisation, if applicable.  

For roll returns, the Reason is important as many of the roll return errors 
depend on this field to determine whether a student is still attending or 
whether they have left. See Reason for leaving (on page 106) in the Roll 
returns manual. 

Post School 
Activity 

Intended activity of the student after leaving your organisation. 

This is used for NZ MOE roll returns. This only applies if the Reason is either:

 L (end of schooling), O (gone overseas) or X (expelled), and they are 
over 16 years of age 

 E (early exemption) and they are 15. See Post school activity (on 
page 124) in the Roll returns manual. 
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Funding year levels 

Funding year level measures the actual number of years that a student has attended a school. The 
funding year level for most students is based on the date they first started school. 

It provides the New Zealand Ministry of Education (NZ MOE) with a method of counting students for 
funding purposes which is independent of the: 

 way schools are organised  

 particular program of study that a student may undertake. 

 The allocation of school resources is based on the number of students at each funding year level. 

Rules for determining the funding year level for a student 

 Students who begin attending a school for the first time between 1 January and 1 July 
(inclusive) are coded as year 1. 

 Students who begin attending school for the first time between the day after July roll count 
(2nd July) and 31st December (inclusive) are coded as year 0. Year 0 students are not 
counted in the July roll returns but will be picked up in the following March roll return as year 1 
students. 

 Funding year level for all students is increased by 1 at the start of each school year and will 
generally remain the same value for the whole school year. The one exception to this is when 
a student leaves school between 1st January and 1st March – see the special case below. 

 Students whose progress through the school system has been delayed or accelerated have 
their funding year level increased by one at the start of each school year in the same way as 
other students. See Synergetic fields used to set funding year level below. 

 The funding year level for a student can be reset as year 7, year 8 and year 9 levels only. 

 To generate appropriate funding and staffing for technology students in their final two years of 
primary and intermediate schooling, students must have their funding year level set to year 7 
and year 8. 

 All students in their first year of secondary schooling will be classified as year 9. 

 Students who start school after the compulsory starting age of 6 years old, such as migrant 
children or home-schooled children, will be given the same funding year level as the majority 
of students the same age. 

 Students aged over 16 who have been absent from schooling for at least one year will be 
given the same funding year level that they had when they left. 

 Returning adult students equal to or over 19 years of age on 1st January will assume the 
funding year level corresponding to the level at which the majority of their subjects are being 
taken. 

Special case for students in year 9 and above 

Students who attend for a period of time at the beginning of the school year, and who have had their 
funding year level incremented, but leave school before 1st March must have their funding year level 
decreased by 1 before the MOE file is generated. 
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Synergetic fields used to set funding year level 

The School tab of Current Student Maintenance is used to update the student's Year Level and 
Schooling Year Offset to determine the students funding year level using the rules defined above. 

 

See Current Student Maintenance - School tab (on page 53). 
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Current Student Maintenance - Entry tab 

Use the Entry tab to maintain details of: 

 when a student first started at your organisation 

 their previous school or learning organisation. 

Opening the Entry tab 

To open the Entry tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Entry tab. 

The Entry tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - Entry tab key fields 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - Entry tab in the Current students manual. 

Entry Details area 

Field Description 

Year Level Year level the student was enrolled in when they started at your organisation. 

Entry Date Date the student entered your organisation. 

For NZ MOE roll returns, the Entry Date is used for the First Attendance 
date. This field is used in conjunction with the Leaving Date on the School 
tab to determine number of students eligible to be counted on the roll return 
date. See Current Student Maintenance - School tab in the Current students 
manual. 

Initial Schooling 
Date 

Date the student first attended any school. 

For NZ MOE roll returns, the Initial Schooling Date is used for the First 
schooling date. This field is used to establish most students’ funding year 
level. See Funding year levels (on page 57) in the Roll returns manual.  

If the first date at school is unknown, calculate the Initial Schooling Date as 
Date of Birth plus 6 years. This might occur when a student is a refugee or 
home schooled. For the student's Date of Birth, see Current Student 
Maintenance - Personal tab in the Current students manual. 

Note: You can override the First schooling date provided to the NZ MOE 
roll returns using the Override Entry Date field on the NZMOE tab. See 
Current Student Maintenance - NZMOE tab (on page 35) in the Current 
students manual. 

Source area 

Field Description 

Previous School Student's previous school, if applicable. 

For NZ MOE roll returns, this is the previous school attended by the student. 
The list of schools is supplied by the NZ MOE. This only applies to full-time 
and regular year 7 and year 9 students, specifically: 

 year 7 students at intermediate schools, restricted composite schools 
and secondary schools (year 7-15) 

 year 9 students at secondary schools (year 9-15). 
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Current Student Maintenance - Classes tab 

Use the Classes tab to maintain academic and co-curricular classes the student is enrolled in at your 
organisation.  

For academic classes, either: 

 import this information through the timetable import program  

 use Class Maintenance to add, view and edit class information. 

Information about classes that have a relevant Board of Studies Code is also exported to the NZ 
Ministry of Education in the July roll return. You can edit this information in Class Maintenance. See 
Maintaining classes in the Assessment and reports manual. 

Opening the Classes tab 

To open the Classes tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Classes tab. 

The Classes tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - Classes tab key fields and buttons 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - Classes tab in the Current students manual. 

Fields 

Field Description 

File Type Type of class. For example: 

 academic classes 

 music classes 

 sport 

 and so on. 

Tip: Set the File Type to blank to show all types of classes for the 
student. 

Year / 

Term 

Year and term when the student attended the class. 

Show All Non 
Academic 

Select to display all non-academic classes for the selected period.  

Note: This displays all file types except A. 

Assessable Only Select to only display classes with an Assessable flag set. 

Active Only Select to only display classes that the student is enrolled in at the current 
date, using the start and stop dates against a student's class. 

Buttons 

Button Description 

 
View a different year and term. 

Note: When you click , the following window is displayed. You 
can either select the year and term, select All Available Years, select All 
Terms in that Year or click Default to view the default year and term. 

 
Note: Different organisations may have terms, semesters or other cycles.

 
Launch the Class Maintenance window for the selected class. You can view 
or update teacher, student or timetable details for the class. This is useful for 
viewing a list of students in the class. 

See Maintaining classes in the Assessments and reports manual. 
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Button Description 

 
Add one or more classes to the student's list. The new classes are appended 
to the end of the list.  

See Adding student classes in bulk in the Current students manual. 

Tip: You can also use the Insert button to add classes to a student's list. 

 
Modify the student's class details for the selected class. 

See Modifying student class details in the Current students manual.  

Tip: You can also double click the selected class to modify the details. 

 
Insert a class before the highlighted class, by selecting from the list of classes 
available. 

Tip: Use this function to insert new classes where the sequence is 
relevant. You can also use Bulk Add to add new classes to a student's 
list. 

 
Delete the student from the selected class. 

 
Move the class to a different position in the sequence of classes for the 
student, by specifying a new sequence number. 

 

 
View or maintain student results for the assessable class selected. 

See Maintaining student results in the Assessments and reports manual.  
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Current Student Maintenance - Codes tab 

Use the Codes tab to maintain codes used to: 

 cross link records back to previous systems used 

 link to other database records used at your organisation. 

Opening the Codes tab 

To open the Codes tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Codes tab. 

The Codes tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - Codes tab fields 

The fields displayed are those used for New Zealand roll returns. For the complete set of field 
descriptions see Current Student Maintenance - Codes tab in the Current students manual. 

Note: From July 2013 the New Zealand roll returns must include a NSN for every student that has 
not left the school and is neither an external student (EM student type) nor a student who is not 
funded (NF student type). 

Fields 

Field Description 

Studies Code 
(Australia) /  

NSN (New Zealand) 

Student's candidate number allocated by a government body responsible for 
higher secondary qualifications.  

For example, in Australia: 

 Curriculum Council in WA 

 BSSS in the ACT 

 and so on.  

The data can be imported from or exported to these external systems. See 
Importing and exporting student data in the Current students manual. 

In New Zealand, NSN is: 

 a record of learning number 

 allocated by the ENROL (electronic enrolment management system) 
program 

 for students: 

– participating in NCEA (National Certificate of Educational 
Achievement) 

– moving into tertiary education. 

See Managing New Zealand student NSNs and identity details in the Current 
students manual. 

Tip: Some organisations relabel this field to meet their needs in their 
jurisdiction. For example, Learner ID. 

Tertiary Registration 
Code 

Student's candidate number allocated by the government body responsible 
for tertiary entrance. 
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Current Student Maintenance - Debtor tab 

Use the Debtor tab to: 

 change the debtor if the debtor is not the student's primary contact 

 set billing options for this student and their family 

 set up full fee-paying students or different arrangements for international students 

 suspend auto tuition fees or charges so they are not automatically applied. 

Opening the Debtor tab 

To open the Debtor tab: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Debtor tab. 

The Debtor tab of the Current Student Maintenance window is displayed. 
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Current Student Maintenance - Debtor tab fields and buttons 

The field displayed is used for New Zealand roll returns. For the complete set of field descriptions see 
Current Student Maintenance - Debtor tab in the Current students manual. 

Other area fields 

Field Description 

Tuition Variation 
Type 

Type of debtor to include or exclude from the auto tuition run, if required. 

For example, full-fee students generally receive a different charge than other 
students. If a tuition variation is defined on any student records, these 
students become part of their own billing group for automatic charges. 

For NZ MOE roll returns, a Tuition Variation Type is defined for an 
international fee-paying (FF student type) or a NZ Agency for International 
Development [NZAID] student (FE student type) who is being charged for 
tuition for the academic year or a proportion of the year for which the student 
is enrolled. For details on student types, see Current Student Maintenance - 
NZMOE tab (on page 35). 
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Previewing roll return errors and warnings 
To preview the roll return aggregate reports: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Select the Preview Only field, if not already selected. 

3. Click . 

The following dialog is displayed. 
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4. Click . 

The Ministry of Education Roll Return Errors & Warnings Report is displayed. 

 

5. Print the report, if required. 

6. Fix the errors and warnings using the message number. See Roll return errors and warnings. 
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Updating community member details for roll returns 
Two tabs in Community Maintenance are used to view and update address and name information 
that is used to generate the: 

 roll return reports 

 MOE file sent to the New Zealand Ministry of Education (NZ MOE) web service. 

Fields have their corresponding NZ MOE definitions displayed in italics, if they are different from the 
Synergetic name. 

Name tab 

The Name tab of Community Maintenance is used to view and update the name or gender of the 
student.  

 

See Community Maintenance - Name tab (on page 71). 

Home Address tab 

The Home Address tab of Community Maintenance is used to update the following fields: 

 Line 1 (First Address) 

 Line 2 (Second Address) 

 Suburb (Third Address) 

 City (Fourth Address) 

 Silent Address (Privacy Indicator). 

 

See Community Maintenance - Home Address tab (on page 73). 
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Community Maintenance - Name tab 

Use the Name tab to maintain the community member's name details. 

Note: The Name tab is not displayed for Company record types. See Community Maintenance - 
Company tab in the Community manual.  

Opening the Name tab 

To open the Name tab: 

1. Select Module > Community Maintenance. 

The Set Community Search Criteria window is displayed. 

Tip: You can also access the Set Community Search Criteria window by clicking . 

2. Search for the community member. See Searching for community members. 

The Constits tab of the Community Maintenance window is displayed. 

3. Click the Name tab. 

The Name tab of the Community Maintenance window is displayed. 
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Community Maintenance - Name tab key fields 

The fields displayed are used for New Zealand roll returns. For the complete set of field descriptions 
see Community Maintenance - Name tab in the Community manual. 

Fields 

Field Description 

Surname Community member's surname. 

In New Zealand schools: 

 This field should not contain brackets or multiple spaces before or 
after hyphens or apostrophes. This affects the roll return file sent to 
NZ MOE. 

 The community member's legal surname only must be entered in the 
Surname field.  

Note: The name entered in this field is sent directly to NZ MOE, even if 
you have overridden a community member's legal surname using the 
Override Legal Surname field. 

Given  Community member's given name. 

Gender Community member's gender. 
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Community Maintenance - Home Address tab 

Use the Home Address tab to enter and maintain the community member's home address details. 

Note: The Home Address tab is not displayed for Company record types. See Community 
Maintenance - Company Address tab in the Community manual. 

Opening the Home Address tab 

To open the Home Address tab: 

1. Select Module > Community Maintenance. 

The Set Community Search Criteria window is displayed. 

Tip: You can also access the Set Community Search Criteria window by clicking . 

2. Search for the community member. See Searching for community members. 

The Community Maintenance window is displayed. 

3. Click the Home Address tab. 

The Home Address tab of the Community Maintenance window is displayed. 
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Community Maintenance - Home Address tab fields 

The fields displayed are used for New Zealand roll returns. For the complete set of field descriptions 
see Community Maintenance - Home Address tab in the Community manual. 

Field Description 

Line 1 First line of the address. 

For New Zealand roll returns, Line 1 is used for the First Address line of the 
student's address. 

Line 2 Second line of the address, if required. 

In New Zealand, the community member's suburb, if applicable. 

For New Zealand roll returns, Line 2 is used for the Second Address line of the 
student's address. 

Silent Address Select to set the address to be hidden from all communications for security 
purposes. Access to address information is restricted to key staff only.  

In New Zealand schools, this is used as the Privacy Indicator when compiling 
roll returns. 

Note: Only use under exceptional circumstances. If you select this option, 
the community member is automatically excluded from all communications.

Suburb (Aus) / 

City (NZ) 

In Australia, the community member's suburb. 

In New Zealand, the community member's city or town. 

For New Zealand roll returns, City is used as the Third Address line of the 
student's address. 

Postcode Community member's postcode. 

Note: Only Australian (or New Zealand, if a NZ organisation) postcodes 
can be entered. If the community member lives overseas, do not enter a 
postcode. 

For New Zealand roll returns, Postcode is used as the Fourth Address line of 
the student's address. 
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Updating classes for roll returns 
One of the tabs in Class Maintenance is used to view and update subject information that is used to 
generate the: 

 roll return reports 

 MOE file sent to the New Zealand Ministry of Education (NZ MOE) web service. 

Fields have their corresponding NZ MOE definitions displayed in italics, if they are different from the 
Synergetic name. 

General tab 

The General tab of Class Maintenance is used to update the following fields: 

 Normal Year Level (Instructional year level). See Instructional year level (on page 116).  

 Board Studies Code (Subject code). See Subject codes (on page 111). 

 Hours in Reporting Period (Hours per year).  

 

See Class Maintenance - General tab (on page 76). 
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Class Maintenance - General tab 

Use the General tab to view or update the general information held about the class. 

Opening the General tab 

To open the General tab: 

1. Select Module > Assessments or Students, then Class Maintenance. 

The Set Class Search Criteria window is displayed. 

Tip: You can also access the class maintenance functions by clicking  or . 

2. Select the required class. 

The General tab of the Class Maintenance window is displayed. 
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Class Maintenance - General tab key fields and buttons 

The fields displayed are used for New Zealand roll returns. For the complete set of field descriptions 
see Class Maintenance - General tab in the Assessments and reports manual. 

Fields 

Field Description 

Normal Year Level Usual year level that the subject is taught at. 

For NZ MOE roll returns, this field is used for the instructional year level for 
the subject. See Instructional year level (on page 116) in the Roll returns 
manual. 

Board Studies Code Code allocated to this class by the Board of Studies or similar organisation. 
For example: MA081 (Mathematical Methods 1). 

For NZ MOE schools, see Subject codes (on page 111) in the Roll returns 
manual. 

Note: Classes without a code are not included when completing roll 
returns for NZ MOE schools. 

Hours in Reporting 
Period 

Hours allocated for this class in the reporting period. 

For NZ MOE roll returns, this field indicates the approximate number of 
hours per year that each subject at secondary school level will be studied 
for. 

For NZ MOE roll returns, these figures are indicative only and do not need to 
be adjusted for things such as holidays, sports days and so on. It is not 
necessary to schedule subjects or activities that are timetabled for less than 
20 hours per year (that is 2 hours per week for a term). 
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Codes used for roll returns 

Note: You can load the codes used for NZMOE roll returns into Synergetic lookup tables 
automatically. See Loading lookup tables for external systems (on page 82). 

What you can update... See... 

Ethnic groups used to define the ethnic group or 
groups to which a student identifies with. 

Ethnic group (on page 80) 

Iwi affiliation or affiliations that a student holds. 
Indigenous groups (Iwi affiliations) (on page 
85) 

Student types used for roll returns.  Student type (on page 91) 

Zone status indicates whether a full-time regular 
domestic student, adult student or returning adult 
student resides inside or outside of the school zone at 
the date of their first attendance at your organisation. 

Zone status (on page 93) 

Country of citizenship used for roll returns.  Country of citizenship (on page 95) 

The highest level of Māori language learning the 
student is involved in. 

Indigenous language level (on page 102) 

NQF qualification codes used to specify the highest 
secondary school attainment for school leavers 
enrolled in the NCEA/National Qualifications 
Framework (NQF). 

NQF qualification codes (on page 104) 

Student's reason for leaving their present school. Reason for leaving (on page 106) 

Measure participation of children in Early Childhood 
education services. 

Participation in early childhood education 
(on page 108) 

The particular Pacific Island language in which 
immersion (in the Pacific Language only) or bilingual 
(both a specified Pacific Language and English) 
education is provided. 

Neighbour island language (on page 109) 

The highest level of Pacific language learning the 
student is involved in. 

Neighbour island language level (on page 
110) 

The subject codes used to identify subjects being 
studied at secondary school level for roll returns. 

Subject codes (on page 111) 

Identifies the instructional year level for each of the 
subjects being studied in secondary school.  

Instructional year level (on page 116) 

Non-NQF qualification codes used to define the highest 
secondary school attainment of a student enrolled in 
Non-National Qualification Framework (NQF) on 
leaving school. For example, International 
Baccalaureate. 

Non-NQF qualification codes (on page 117) 

The type of exchange scheme or agreement an 
exchange student belongs to. 

Exchange scheme (on page 119) 

List of the possible criteria used to determine the 
eligibility status of a student for enrolment and funding 
purposes. 

Eligibility criteria (on page 120) 

The type of document provided by the parent or 
guardian when the student is enrolled at the school.  

Verification document (on page 122) 
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What you can update... See... 

The activity that the student has indicated that they 
intend doing after leaving school. 

Post school activity (on page 124) 

The Secondary tertiary programme that a student is 
attending, if any. 

Secondary tertiary programme 
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Ethnic group 

Ethnic groups are used for roll returns in New Zealand schools. They are used to define the ethnic 
group or groups with which a student identifies with. 

The fields allows a student, parent or guardian to nominate up to three ethnic groups. The New 
Zealand Ministry of Education (NZ MOE) encourages schools to allow students to self identify or be 
identified by their parents or guardians as belonging to more than one ethnic group. 

Ethnic groups 

The following ethnic groups are used in the NZMOE tab of Current Student Maintenance: 

Code Ethnicity 

111 NZ European/Pākehā 

121 British / Irish 

122 Dutch 

123 Greek 

124 Polish 

125 South Slav 

126 Italian 

127 German 

128 Australian 

129 Other European 

211 Māori 

311 Samoan 

321 Cook Islands Maori 

331 Tongan 

341 Niuean 

351 Tokelauan 

361 Fijian 

371 Other Pacific Peoples 

411 Filipino 

412 Cambodian 

413 Vietnamese 

414 Other Southeast Asian 

421 Chinese 

431 Indian 

441 Sri Lankan 

442 Japanese 

443 Korean 

444 Other Asian 

511 Middle Eastern 
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Code Ethnicity 

521 Latin American 

531 African 

611 Other Ethnicity 

999 Not Stated 

Lookup table 

Ethnic groups are defined in the luEthnicGroup lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

 

Note: Not all records are displayed on the screen capture. Refer to the table above. 
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Loading lookup tables for external systems 

Reference data for external systems can be loaded from reference tables supplied by Synergetic 
Management Systems. The ExternalSystemType field (column) in the Table Data area is used to 
indicate the external system being used. For example, MCEETYA or NZMOE. The 
ExternalSystemCode is used to match with the external system. 

You can load reference data for the following external systems: 

 Curriculum Council (Western Australia) 

 Catholic Education Office (Victorian Catholic schools) 

 MCEECDYA (Australia, Ministerial Council on Education, Early Childhood Development and 
Youth Affairs) 

 NZMOE (New Zealand Ministry of Education) 

 NZQA (New Zealand Qualifications Authority). 

Note: Existing records are not updated or deleted in the process. 

While you can enter the values manually, Synergetic Management Systems have prepared the values 
already for loading. 

To load a lookup table with pre-defined reference records: 

1. Select Module > System > Lookup Tables Maintenance. See Lookup Table Maintenance 
window. 

The Lookup Table Maintenance window is displayed showing all of the available lookup tables. 

2. Highlight the lookup table you want to load default values for. 
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3. Click . 

The Load Lookup Table data from CDA Ref table window is displayed. 

 

Note: A message is displayed if the highlighted table does not have a matching reference table. 

 

4. Select the External System Type from the drop-down list. 

 

Note: Choose the CEOVIC option, if your organisation is a Victorian Catholic school. The Catholic 
Education Office collates all of the data, including for MCEECDYA. 
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5. Click . 

The following confirmation message is displayed. 

 

6. Click . 

The following information message is displayed. 

 

7. Click . 

The lookup table is displayed with the new records loaded. 
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Indigenous groups (Iwi affiliations) 

The Iwi affiliation or affiliations that a student holds. The field allows a student, parent or guardian to 
nominate up to three Iwi groups. 

At least one Iwi is required, if Māori has been selected in Ethnic Group and the student was enrolled 
after 1st January 2003. This includes a student transferring from another school. 

Iwi affiliations 

The following Iwi affiliations are updated in Indigenous Group 1, 2 and 3 fields in the NZMOE tab of 
Current Student Maintenance: 

01 Te Tai Tokerau/Tämaki-makaurau (Northland/Auckland) Region 

0100 Te Tai Tokerau/Tämaki-makaurau (Northland/Auckland) Region, not further defined 

0101 Te Aupöuri 

0102 Ngāti Kahu 

0103 Ngāti Kurï 

0104 Ngāpuhi 

0105 Ngāpuhi ki Whaingaroa-Ngāti Kahu ki Whaingaroa 

0106 Te Rarawa 

0107 Ngāi Takoto 

0108 Ngāti Wai 

0109 Ngāti Whätua 

0110 Te Kawerau 

0111 Te Uri-o-Hau 

0112 Te Roroa 

02 Hauraki (Coromandel) Region 

0200 Hauraki (Coromandel) Region, not further defined 

0201 Ngāti Hako 

0202 Ngāti Hei 

0203 Ngāti Maru (Marutuahu) 

0204 Ngāti Paoa 

0205 Patukirikiri 

0206 Ngāti Porou ki Harataunga ki Mataora 

0207 Ngāti Pükenga ki Waiau 

0208 Ngāti Rähiri Tumutumu 

0209 Ngāi Tai (Hauraki) 

0210 Ngāti Tamaterä 

0211 Ngāti Tara Tokanui 

0212 Ngāti Whanaunga 
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03 Waikato/Te Rohe Pötae (Waikato/King Country) Region 

0300 Waikato/Te Rohe Pötae (Waikato/King Country) Region, not further defined 

0301 Ngāti Haua (Waikato) 

0302 Ngāti Maniapoto 

0303 Ngāti Raukawa (Waikato) 

0304 Waikato 

04 Te Arawa/Taupö (Rotorua/Taupö) Region 

0400 Te Arawa/Taupö (Rotorua/Taupö) Region, not further defined 

0401 Ngāti Pikiao (Te Arawa) 

0402 Ngāti Rangiteaorere (Te Arawa) 

0403 Ngāti Rangitihi (Te Arawa) 

0404 Ngāti Rangiwewehi (Te Arawa) 

0405 Tapuika (Te Arawa) 

0406 Taräwhai (Te Arawa) 

0407 Tühourangi (Te Arawa) 

0408 Uenuku-Köpako (Te Arawa) 

0409 Waitaha (Te Arawa) 

0410 Ngāti Whakaue (Te Arawa) 

0411 Ngāti Tüwharetoa 

0412 Ngāti Tahu-Ngāti Whaoa (Te Arawa) 

05 Tauranga Moana/Mätaatua (Bay of Plenty) Region 

0500 Tauranga Moana/Mätaatua (Bay of Plenty) Region, not further defined 

0501 Ngāti Pükenga 

0502 Ngaiterangi 

0503 Ngāti Ranginui 

0504 Ngāti Awa 

0505 Ngāti Manawa 

0506 Ngāi Tai (Tauranga Moana/Mätaatua) 

0507 Tühoe 

0508 Whakatöhea 

0509 Te Whänau-a-Apanui 

0510 Ngāti Whare 
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06 Te Tai Räwhiti (East Coast) Region 

0600 Te Tai Räwhiti (East Coast) Region, not further defined 

0601 Ngāti Porou 

0602 Te Aitanga-a-Mähaki 

0603 Rongowhakaata 

0604 Ngāi Tämanuhiri 

07 Te Matau-a-Mäui/Wairarapa (Hawke's Bay/Wairarapa) Region 

0700 Te Matau-a-Mäui/Wairarapa (Hawke's Bay/Wairarapa) Region, not further defined 

0701 Rongomaiwahine (Te Mähia) 

0702 Ngāti Kahungunu ki Te Wairoa 

0703 Ngāti Kahungunu ki Heretaunga 

0704 Ngāti Kahungunu ki Wairarapa 

0705 Ngāti Kahungunu, region unspecified 

0706 Rangitäne (Te Matau-a-Mäui/Hawke's Bay/Wairarapa) 

0707 Ngāti Kahungunu ki Te Whanganui-a-Orotu 

0708 Ngāti Kahungunu ki Tamatea 

0709 Ngāti Kahungunu ki Tamakinui a Rua 

0710 Ngāti Pähauwera 

0711 Ngāti Räkaipaaka 

08 Taranaki Region 

0800 Taranaki (Taranaki) Region, not further defined 

0801 Te Atiawa (Taranaki) 

0802 Ngāti Maru (Taranaki) 

0803 Ngāti Mutunga (Taranaki) 

0804 Ngā Rauru 

0805 Ngā Ruahine 

0806 Ngāti Ruanui 

0807 Ngāti Tama (Taranaki) 

0808 Taranaki 

0809 Tangähoe 

0810 Pakakohi 
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09 Whanganui/Rangitïkei (Wanganui/Rangitïkei) Region 

0900 Whanganui/Rangitïkei (Wanganui/Rangitïkei) Region, not further defined 

0901 Ngāti Apa (Rangitïkei) 

0902 Te Ati Haunui-a-Päpärangi 

0903 Ngāti Haua (Taumarunui) 

0904 Ngāti Hauiti 

10 Manawatü/Horowhenua/Te Whanganui-a-Tara (Manawatü/Horowhenua/Wellington) 
Region 

1000 Manawatü/Horowhenua/Te Whanganui-a-
Tara(Manawatü/Horowhenua/Wellington)Regionnfd 

1001 Te Atiawa (Te Whanganui-a-Tara/Wellington) 

1002 Muaüpoko 

1003 Rangitäne (Manawatü) 

1004 Ngāti Raukawa (Horowhenua/Manawatü) 

1005 Ngāti Toarangatira (Te Whanganui-a-Tara/Wellington) 

1006 Te Atiawa ki Whakarongotai 

1007 Ngāti Tama ki Te Upoko o Te Ika (Te Whanganui-a-Tara/Wellington) 

1008 Ngati Kauwhata 

11 Te Waipounamu/Wharekauri (South Island/Chatham Islands) Region 

1100 Te Waipounamu/Wharekauri (South Island/Chatham Islands) Region, nfd 

1101 Te Atiawa (Te Waipounamu/South Island) 

1102 Ngāti Koata 

1103 Ngāti Kuia 

1104 Käti Mämoe 

1105 Moriori 

1106 Ngāti Mutunga (Wharekauri/Chatham Islands) 

1107 Rangitäne (Te Waipounamu/South Island) 

1108 Ngāti Rärua 

1109 Ngāi Tahu / Käi Tahu 

1110 Ngāti Tama (Te Waipounamu/South Island) 

1111 Ngāti Toarangatira (Te Waipounamu/South Island) 

1112 Waitaha (Te Waipounamu/South Island) 

1113 Ngāti Apa ki Te Rä Tö 
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20 Iwi Not Named, but Waka or Iwi Confederation Known 

2001 Tainui 

2002 Te Arawa 

2003 Täkitimu 

2004 Aotea 

2005 Mätaatua 

2006 Mahuru 

2007 Mämari 

2008 Ngātokimatawhaorua 

2009 Nukutere 

2010 Tokomaru 

2011 Kurahaupö 

2012 Muriwhenua 

2013 Hauraki / Pare Hauraki 

2014 Türanganui a Kiwa 

2015 Te Tauihu o Te Waka a Mäui 

2016 Tauranga Moana 

2017 Horouta 

21 Iwi Named but Region Unspecified 

2101 Te Atiawa, region unspecified 

2102 Ngāti Haua, region unspecified 

2103 Ngāti Maru, region unspecified 

2104 Ngāti Mutunga, region unspecified 

2105 Rangitäne, region unspecified 

2106 Ngāti Raukawa, region unspecified 

2107 Ngāti Tama, region unspecified 

2108 Ngāti Toa, region unspecified 

2109 Waitaha, region unspecified 

2110 Ngāti Apa, area unspecified 

2111 Ngāi Tai, area unspecified 

22+ Hapü affiliated to more than one Iwi or not stated 

2200 Hapü Affiliated to More Than One Iwi 

9999 Not Stated 
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Lookup table 

Iwi affiliations are defined in the luIndigenousGroup lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

 

Note: Not all records are displayed on the screen capture. Refer to the table above. 
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Student type 

Student types are used for roll returns in New Zealand schools.  

Students can only be allocated to one code, even though they may belong to more than one group. To 
allocate a student type, start at the top of the list and work down. Use the first code that applies to this 
student. 

Student types 

The following student types are used in the NZMOE tab of Current Student Maintenance: 

Value Description Additional information 

FF International fee-paying 
student. 

An international student who meets full tuition costs on 
their own or from funds provided to them by sponsors 
other than NZAID (see FE). 

AE Student in Alternative 
Education 

A student who is enrolled in an Alternative Education 
program.  

For funding year level they should only be reported 
between years 9 and 13 inclusive. See Funding year 
levels (on page 57). 

EX International Exchange 
student. 

An international student (and dependants) studying in NZ 
under an exchange program approved by the NZ 
Government. 

AD Returning adult student. A student who has returned to school following a break of 
more than one year and is 19 years old or more on the 
1st January of the roll count year. 

RA Adult student. A student who has continued at school and is more than 
19 years old or more on the 1st January of the roll count 
year. 

RE Regular student. A NZ student, or a student treated for funding and 
staffing purposes as a NZ student, who is also less than 
19 years old at 1st January of the roll count year. 

TPREOM Teen Parent Regular 
Student over max. roll. 

A regular student who meets the eligibility criteria but 
whose enrolment would cause the roll of the TPU to 
exceed the set maximum. 

TPRAOM Teen Parent Adult Student 
over max. roll. 

An adult student enrolled in a Teen Parent Unit (TPU) 
that has continued past the year in which they reached 
19 years old. The enrolment causes the roll of the TPU to 
exceed the set maximum. 

TPAD Returning adult student 
attending Teen Parent unit. 

An adult student who is enrolled in a Teen Parent Unit 
(TPU) where the enrolment at the TPU has continued 
beyond the end of the year in which the student reached 
19 years old. The enrolment of this student causes the 
roll of the TPU to exceed the set maximum. 

TPRE Teen Parent Eligible and 
Enrolled Regular student. 

A student enrolled in a Teen Parent Unit (TPU) and is 
less than 19 years old at 1st January of the roll count 
year, when they first enrolled in the TPU. 

TPRAE Teen Parent Eligible and 
Enrolled Adult student. 

A student enrolled in a Teen Parent Unit (TPU) that has 
continued past the year in which they reached 19 years 
old. 
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Value Description Additional information 

EM External student. A student who attends this school for some courses but 
is enrolled at another school where a majority of 
instruction occurs. 

SA Student in a Satellite class 
of a Special School. 

A student who is part of a Satellite Class. 

NA Not attending. A student who is not attending the school on the day of 
the roll count as there is no documentation to support 
their absence from the school. 

SF Student in a separately 
funded unit. 

None. 

NF Student not counted on the 
roll for funding. 

A student who is attending on the Roll Count day, but 
does not pay fees and is not funded.  

Lookup table 

Student types are defined in the luStudentType lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Zone status 

Zone status indicates whether a full-time regular domestic student, adult student or returning adult 
student resides inside or outside of the school zone at the date of their first attendance at your 
organisation. 

Zone status is used for New Zealand Ministry of Education (NZ MOE) roll returns. It is referred to as 
Zoning Status by the NZ MOE. 

Note: From 2013 it is mandatory for all schools except special schools and correspondence 
schools to submit zoning information. 

Zone status 

The following zone statuses are used in the NZMOE tab of Current Student Maintenance: 

Value Description 

INZN In Zone 

OUTZ Out of Zone 

NAPP Not Applicable 

Full-time regular domestic students at a State, non-integrated school with a current 
Enrolment Scheme 

Zone status applies to full-time regular (student type RE) domestic students enrolling at a state (non-
integrated) school that has a Ministry approved Enrolment Scheme. A student’s zone status is based 
on their address at the time of enrolment and this doesn’t change if the student’s address changes. A 
student can either be: 

 In Zone 

 Out of Zone. 

Adult student at State, non-integrated school with a current Enrolment Scheme 

Select Out of Zone if an adult student attends a state, non-integrated school with a current approved 
Enrolment Scheme and has one of the following adult student types: RA, AD, TPAD or TPRAOM. See 
Student type (on page 91) in the Roll returns manual. 

All other categories of student 

Select Not Applicable if the student: 

 Is enrolled at a private school. 

 Is enrolled at a school without a NZ MOE approved Enrolment Scheme. 

 Enrolled at a school before the effective starting date of a NZ MOE approved Enrolment 
Scheme. 

 Has one of the following student types: FF, AE, TPRE, TPRAE, EM, SA, NA, KT or SF. For 
details, see Student type (on page 91) in the Roll returns manual. 

 Is enrolled a state-integrated, Kura Kaupapa, character designated or special school. 

 Is boarding at the school hostel. 
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Lookup table 

Zone statuses are defined in the luStudentSchoolZone lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Country of citizenship 

Country of citizenship is used for: 

 roll returns in New Zealand schools 

 country of application for enrolments.  

Country codes used 

The following country codes are used in the NZMOE tab of Current Student Maintenance: 

Code Country 

AFG Afghanistan 

ALB Albania 

DZA Algeria 

AND Andorra 

AGO Angola 

ATG Antigua and Barbuda 

ARG Argentina 

ARM Armenia 

AUS Australia 

AUT Austria 

AZE Azerbaijan 

BHS Bahamas 

BHR Bahrain 

BGD Bangladesh 

BRB Barbados 

BLR Belarus 

BEL Belgium 

BLZ Belize 

BEN Benin 

BTN Bhutan 

BOL Bolivia, Plurinational State of 

BIH Bosnia and Herzegovina 

BWA Botswana 

BRA Brazil 

BRN Brunei Darussalam 

BGR Bulgaria 

BFA Burkina Faso 

BDI Burundi 

KHM Cambodia 

CMR Cameroon 
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Code Country 

CAN Canada 

CPV Cape Verde 

CAF Central African Republic 

TCD Chad 

CHL Chile 

CHN China 

COL Colombia 

COM Comoros 

COG Congo 

COD Congo, the Democratic Republic of the 

CRI Costa Rica 

CIV Côte d'Ivoire 

HRV Croatia 

CUB Cuba 

CYP Cyprus 

CZE Czech Republic 

DNK Denmark 

DJI Djibouti 

DMA Dominica 

DOM Dominican Republic 

ECU Ecuador 

EGY Egypt 

SLV El Salvador 

GNQ Equatorial Guinea 

ERI Eritrea 

EST Estonia 

ETH Ethiopia 

FJI Fiji 

FIN Finland 

FRA France 

GAB Gabon 

GMB Gambia 

GEO Georgia 

DEU Germany 

GHA Ghana 

GRC Greece 
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Code Country 

GRD Grenada 

GTM Guatemala 

GIN Guinea 

GNB Guinea-Bissau 

GUY Guyana 

HTI Haiti 

VAT Holy See (Vatican City State) 

HND Honduras 

HUN Hungary 

ISL Iceland 

IND India 

IDN Indonesia 

IRN Iran, Islamic Republic of 

IRQ Iraq 

IRL Ireland 

ISR Israel 

ITA Italy 

JAM Jamaica 

JPN Japan 

JOR Jordan 

KAZ Kazakhstan 

KEN Kenya 

KIR Kiribati 

KOR Korea, Republic of 

KWT Kuwait 

KGZ Kyrgyzstan 

LAO Lao People's Democratic Republic 

LVA Latvia 

LBN Lebanon 

LSO Lesotho 

LBR Liberia 

LBY Libya 

LIE Liechtenstein 

LTU Lithuania 

LUX Luxembourg 

MKD Macedonia, The Former Yugoslav Republic of 
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Code Country 

MDG Madagascar 

MWI Malawi 

MYS Malaysia 

MDV Maldives 

MLI Mali 

MLT Malta 

MHL Marshall Islands 

MRT Mauritania 

MUS Mauritius 

MEX Mexico 

FSM Micronesia, Federated States of 

MDA Moldova, Republic of 

MCO Monaco 

MNG Mongolia 

MNE Montenegro 

MAR Morocco 

MOZ Mozambique 

MMR Myanmar 

NAM Namibia 

NRU Nauru 

NPL Nepal 

NLD Netherlands 

NZL New Zealand 

NIC Nicaragua 

NER Niger 

NGA Nigeria 

NOR Norway 

OMN Oman 

PAK Pakistan 

PLW Palau 

PSE Palestinian Territory, Occupied 

PAN Panama 

PNG Papua New Guinea 

PRY Paraguay 

PER Peru 

PHL Philippines 

POL Poland 
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Code Country 

PRT Portugal 

QAT Qatar 

ROU Romania 

RUS Russian Federation 

RWA Rwanda 

KNA Saint Kitts and Nevis 

LCA Saint Lucia 

VCT Saint Vincent and the Grenadines 

WSM Samoa 

SMR San Marino 

STP Sao Tome and Principe 

SAU Saudi Arabia 

SEN Senegal 

SRB Serbia 

SYC Seychelles 

SLE Sierra Leone 

SGP Singapore 

SVK Slovakia 

SVN Slovenia 

SLB Solomon Islands 

SOM Somalia 

ZAF South Africa 

SSD South Sudan 

ESP Spain 

LKA Sri Lanka 

SDN Sudan 

SUR Suriname 

SWZ Swaziland 

SWE Sweden 

CHE Switzerland 

SYR Syrian Arab Republic 

TWN Taiwan, Province of China 

TJK Tajikistan 

TZA Tanzania, United Republic of 

THA Thailand 

TLS Timor-Leste 

TGO Togo 
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Code Country 

TON Tonga 

TTO Trinidad and Tobago 

TUN Tunisia 

TUR Turkey 

TKM Turkmenistan 

TUV Tuvalu 

UGA Uganda 

UKR Ukraine 

ARE United Arab Emirates 

GBR United Kingdom 

USA United States 

URY Uruguay 

UZB Uzbekistan 

VUT Vanuatu 

VEN Venezuela, Bolivarian Republic of 

VNM Viet Nam 

ESH Western Sahara 

YEM Yemen 

ZMB Zambia 

ZWE Zimbabwe 
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Lookup table 

Countries are defined in the luCountry lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

 

Note: Not all records are displayed on the screen capture. Refer to the table above. 
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Indigenous language level 

The highest level of Māori language learning the student is involved in. 

To allocate a code to an individual student, start at the top of the list and work down. Use the first code 
that applies to the student.  

Type of learning 

Māori-medium Education – Students are taught curriculum subjects in both Māori and English 
(bilingual). 

Te Reo Māori – Students learn Māori Language as a separate subject. 

Taha Māori – Students learn waiata, greetings and simple phrases. 

Indigenous language level 

The following indigenous language levels are used in the NZMOE tab of Current Student 
Maintenance: 

Code Level Meaning 

H 1 Curriculum is taught in Māori 100% of time, i.e. complete immersion (25 hrs 
per week). 

G 1 Curriculum is taught in Māori for more than 20 and up to 24.75 hours per 
week (81 – 99% of total time). 

F 2 Curriculum is taught in Māori for more than 12.5 and up to 20 hours per 
week (51 – 80% of total time). 

E 3 Curriculum is taught in Māori for more than 7.5 and up to 12.5 hours per 
week (31 – 50% of total time). 

D 4a Curriculum is taught in Māori for more than 3 and up to 7.5 hours per week 
(12% - 30% of total time) i.e. more than 70% of instruction is in English. 

C 4b Student is learning Te Reo Māori as a separate subject for at least 3 hours 
per week. 

B 5 Student is learning Te Reo Māori as a separate subject for less than 3 
hours per week. 

A 6 Student is learning Taha Māori. 

Null N/A Student not involved in Māori Language Learning. 
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Lookup table 

Indigenous language levels are defined in the luIndigenousLanguageLevel lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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NQF qualification codes 

NQF qualification codes are used to specify the highest secondary school attainment for school 
leavers enrolled in the NCEA/National Qualifications Framework (NQF). This is used to measure the 
academic performance of students in year 9 and above when they leave school. 

The field is mandatory for secondary aged students (student type is RE, FF, TPRE or TPREOM) and 
Adult (student type is AD, TPAD, TPRAE, RA or TPRAOM) students who are leaving the NZ schooling 
sector and where Reason is L, E, O, X or C. 

Secondary attainment levels 

The following secondary attainment levels are used in the NZMOE tab of Current Student 
Maintenance: 

Code Rank Definition 

56 314 30+ Credits at Level 3 or above 

55 214 30+ Credits at Level 2 or above 

54 128 40+ Credits at any Level including Level 1 literacy & numeracy credits  

53 126 40+ Credits at any Level without Level 1 literacy & numeracy credits 

52 116 14-39 Credits at any Level including Level 1 literacy & numeracy credits 

51 114 14-39 Credits at any Level without Level 1 literacy & numeracy credits 

43 402 National Certificate at Level 4 

40 400 NZ Scholarship award (3 or more scholarship subjects) 

37 345 NCEA Level 3 (With Excellence) 

36 344 NCEA Level 3 (With Merit) 

35 343 NCEA Level 3 (Achieved) 

34 342 NCEA Level 3 

33 340 Other Level 3 NQF Qualification 

30 106 1-13 Credits at Level 3 

27 245 NCEA Level 2 (With Excellence) 

26 244 NCEA Level 2 (With Merit) 

25 243 NCEA Level 2 (Achieved) 

24 242 NCEA Level 2 

20 104 1-13 Credits at Level 2 

17 145 NCEA Level 1 (With Excellence) 

16 144 NCEA Level 1 (With Merit) 

15 143 NCEA Level 1 (Achieved) 

14 142 NCEA Level 1 

13 140 Other Level 1 NQF qualification 

10 102 1-13 Credits at Level 1 

04 240 Other Level 2 NQF Qualification 

00 100 No Formal Attainment 
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Lookup table 

Secondary attainment levels are defined in the luSchoolAttainment lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

Note: Codes for NQF (secondary attainment level) and non-NQF are specified in the same lookup 
table. 
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Reason for leaving 

Student's reason for leaving their present school. 

Category 

The category ‘Leaving school permanently’ applies to reason codes L, O, E, X and D. Students leaving 
school permanently (except code D) must provide a Post School Activity. See Post school activity (on 
page 124). 

The category ‘Leaving this school’ applies to reason codes: S, H, C, and Q.  

Reason 

The following reasons are used in the School tab of Current Student Maintenance: 

Code Meaning 

S Transferred to another school in NZ. 

H Transferring to home-schooling. 

O Gone overseas. 

D Deceased. 

X Expulsion. 

L End of schooling. 

E Granted Early Exemption which applies to those less than 16 years old. 

K Exclusion. 

C Continuous absence. 

This option is used when the principal has withdrawn the student from the school due to 
lack of information about their destination or intention to return to school.  

U Unknown. 

Note: This option has been removed from the code list for 2008 but is acceptable 
code for validations regarding 2007 leavers at 1st March. 



Roll return errors and warnings Roll returns for NZMOE 

Version 65.19 Page 23-107 

 

Lookup table 

Reasons are defined in the luStudentLeavingReason lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

 

Note: Not all records are displayed on the screen capture. Refer to the table above. 
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Participation in early childhood education 

This field is used to measure participation of children in Early Childhood education services before 
starting school. 

Note: This field is no longer used for roll returns. Early childhood education information is now 
collected from ENROL. 

Early childhood participation 

The following codes are used in the NZMOE tab of Current Student Maintenance: 

Code Meaning 

ENA Did not attend any type of early childhood centre or service. 

EKR Attended Kohanga Reo. 

EPC Attended Playcentre. 

EKE Attended Kindergarten or Education & Care. 

EHB Attended Home Based Care. 

EPG Attended Playgroup or Pacific Islands EC group. 

ECO Attended the Correspondence School - Te Aho o Te Kura Pounamu. 

EOS Attended, but only outside New Zealand. 

ETU Attended ECE but type unknown. 

EUN Unable to establish whether ECE attended or not. 

Lookup table 

Early childhood participation codes are defined in the luEarlyChildhoodParticipation lookup table. 
See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Neighbour island language 

The particular Pacific Island language in which immersion (in the Pacific Language only) or bilingual 
(both a specified Pacific Language and English) education is provided. 

Do not print roll return reports if they are blank. 

Neighbour island language 

The following languages are used in the NZMOE tab of Current Student Maintenance: 

Code Meaning 

CIM Cook Island Māori 

FIJ Fijian 

NIU Niuean 

SAO Samoan 

TOK Tokelauan 

TON Tongan 

PIL Other Pacific Languages 

Lookup table 

Languages are defined in the luLanguage lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Neighbour island language level 

The highest level of Pacific language learning the student is involved in. 

To allocate a code to an individual student, start at the top of the list and work down. Use the first code 
that applies to this student. 

Neighbour island language level 

The following levels are used in the NZMOE tab of Current Student Maintenance: 

Code Meaning 

 Null Student not involved in Pacific Medium Education 

1 Student is taught in the specified Pacific Language for more than 20 and up to 25 hrs 
per week (81-100% of total time) 

2 Student is taught in the specified Pacific Language for more than 12.5 and up to 20 hrs 
per week (51-80% of total time) 

3 Student is taught in the specified Pacific Language for more than 7.5 and up to 12.5 hrs 
per week (31-50% of total time) 

4 Student is taught in the specified Pacific Language for more than 3 and up to 7.5 hrs 
per week (12-30% of total time) 

Lookup table 

Levels are defined in the luLanguageLevel lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Subject codes 

The subject codes are used identify subjects being studied at secondary school level for New Zealand 
Ministry of Education (NZ MOE) roll returns. This applies to secondary schools and composite 
schools. 

See Updating classes for roll returns (on page 75). 

Learning areas 

 Language and Languages / Nga Reo 

 Mathematics / Pangarau 

 Science / Putaiao 

 Technology / Hangarau 

 The Arts / Nga Toi 

 Social Sciences / Tikanga-a-iwi 

 Health and Physical Education / Hauora 

 Other 

Subject codes 

The following subject codes are used in the Board Studies Code field on the General tab of Class 
Maintenance. See Class Maintenance - General tab (on page 76). 

Language and Languages / Nga Reo 

Chinese CHIN  

Communication skills COMM  

Cook Island Maori COOK   

English ENGL  

English as a second language ENSL  

English (Remedial) REME  

French FREN  

German GERM  

Indonesian INDO  

Japanese JAPA  

Korean KORE  

Latin LATI  

Niuean NIUE  

Other languages  OLAN  

Pacific Language studies  PLAN  

Russian RUSS  

Samoan SAMO  

Spanish SPAN  

Te Reo Maori MAOR  
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Language and Languages / Nga Reo 

Te Reo Rangatira RANG  

Tokelauan TOKE  

Tongan  TONG   

 

Mathematics / Pangarau 

Mathematics  MATH  

Mathematics with Calculus MATC  

Mathematics with Statistics MATS  

Mathematics (Remedial) REMM  

Accounting ACCO  

 

Science / Putaiao 

Science SCIE  

Agriculture/ Horticulture AGHO  

Biology/ Biological Science BIOL  

Chemistry CHEM  

Earth Science/Astronomy EAAS  

Human Biology  HUMB  

Physics PHYS  

 

Technology / Hangarau 

Technology TECN  

Biotechnology BITE  

Computer science/programming COSC  

Computer studies COMP  

Design, Drawing and Graphics DEST  

Electronics and Control ELTE  

Food Technology FOTE  

Graphics GRAP  

Info. & Communication Tech INTE  

Materials Technology  MTEC  

Structures and Mechanisms STME  

Text & Information Management TIMA  

Textiles/Clothing CLTX  
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The Arts / Nga Toi 

The Arts ARTA  

Art Design ARTD   

Art History ARTH  

Dance DANC  

Drama DRAM  

Music/Music Studies MUSC  

Music Practical/Performance MUSP  

Painting ARPA  

Performing Arts APER  

Photography ARTP  

Printmaking ARPR  

Sculpture ARTS  

Visual Arts ARTC  

 

Social Sciences / Tikanga-a-iwi 

Social Studies SOST  

Classics/Classical Studies CLST  

Community Studies CMTY  

Economics ECON  

Geography GEOG  

History HIST  

Language & cultural studies LACU  

Maori Studies MAOS  

Media Studies MEST  

Other Social Sciences SOSC  

 

Health and Physical Education / Hauora 

Health and Physical Education HEPH  

Health HEED  

Home Economics HOME  

Outdoor Education OUED   

Physical Education PHED  

Sports Studies SPOR  
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Other 

Commerce related  BUSS For example, Business, Sales, Marketing, Finance 

Farming FARM  

Fishing FISH  

Forestry FOTY  

Industrial Trades  INTR For example, Automotive, Electrical, Electronic 

Integrated Studies INTS  

Legal/Law related studies LAWS  

Life skills/Personal development  LIFE   

Religious education/studies REST  

Remedial Studies REMS  

Secondary Tertiary Programme STPR  

Service Trades  SETR For example, Hairdressing, Chef 

Special Needs Programme SPPR  

Study skills STDY  

Transition/pre-employment TRAN  

Travel, Hospitality, Tourism THTR  
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Lookup table 

Subject codes are defined in the luBoardStudiesSubjects lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Instructional year level 

This field identifies the instructional year level for each of the subjects being studied in secondary 
school. It is used to specify the level at which the subject is being studied. 

Instruction year level 

The following instructional year levels are used in the Normal Year Level field on the General tab of 
Class Maintenance. See Class Maintenance - General tab (on page 76). 

Normal Year Level Code Meaning 

7 ZN07 Instructional year level Y7  

8 ZN08 Instructional year level Y8  

9 ZN09 Instructional year level Y9 

10 ZN10 Instructional year level Y10 

11 ZN11 Instructional year level Y11 

12 ZN12 Instructional year level Y12 

13 ZN13 Instructional year level Y13 and above 

14 and above ZNAD Instructional year level Advanced 

Lookup table 

Instructional year levels are defined in the luYearLevel lookup table. See: 

 luYearLevel lookup table in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 

 

Note: The ExternalSystemCode is used by Synergetic for the corresponding year to generate 
the instructional year level codes for the NZ MOE file. For example, if a subject is set to year level 
10 the ZN10 code is generated for the subject. 
For subjects with a year level of 13 and with an ExternalSystemCode set to 13, the ZN13 code is 
generated for the subject. 
For subjects with year levels with an ExternalSystemCode greater than or equal to 14, the ZNAD 
code is generated for the advanced subject. 
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Non-NQF qualification codes 

Non-NQF qualification codes are used to define the highest secondary school attainment of a student 
enrolled in Non-National Qualification Framework (Non-NQF) on leaving school. 

If students have at least partial attainment of a non-NQF qualification (at any year level) but not met 
the full requirements then they should be coded with attainment at the level below. 

The field is mandatory for secondary aged students (student type is RE, FF, TPRE or TPREOM) and 
Adult (student type is AD, TPAD, TPRAE, RA or TPRAOM) students who are leaving the NZ schooling 
sector and where Reason is L, E, O, X or C. 

Non-NQF qualification codes 

The following non-NQF qualification codes are used in the NZMOE tab of Current Student 
Maintenance: 

Rank Code Meaning 

124 60 International Baccalaureate (prep year) Year 11 

224 61 International Baccalaureate Year 12 

324 62 International Baccalaureate Year 13 or UE (University Entrance) 

118 70 Cambridge International Exams Year 11 

218 71 Cambridge International Exams Year 12 

318 72 Cambridge International Exams Year 13 or UE 

122 80 Accelerated Christian Education Year 11 

222 81 Accelerated Christian Education Year 12 

322 82 Accelerated Christian Education Year 13 or UE 

120 90 Other Overseas Awards Year 11 

220 91 Other Overseas Awards Year 12 

320 92 Other Overseas Awards Year 13 

100 00 No formal Attainment 

Lookup table 

Non-NQF qualification codes are defined in the luSchoolAttainment lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Note: Codes for NQF (secondary attainment level) and non-NQF are specified in the same lookup 
table. 
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Exchange scheme 

The type of exchange scheme or agreement an exchange student belongs to. 

Exchange scheme 

The following exchange schemes are used in the NZMOE tab of Current Student Maintenance: 

Code Exchange Scheme 

01 AFS Intercultural Programmes NZ Inc 

02 ARK International Educational Travel & Exchange 

03 ASSE NZ 

04 EF Foundation 

05 IGO International Ltd 

07 NZ / German Student Exchange 

08 NZ Institute of International Understanding 

09 Rotary International New Zealand 

10 STS High School Foundation 

11 YFU New Zealand Inc 

12 World Youth Service Society (WYSS) 

13 NZ / France Student Exchange 

14 Student Exchange Australia New Zealand Limited 

15 Tahiti Exchange 

99 Exchange Agreement (school obtained government approval) 

Lookup table 

Exchange schemes are defined in the luExchangeScheme lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Eligibility criteria 

List of the possible criteria used to determine the eligibility status of a student for enrolment and 
funding purposes, for NZ MOE roll returns. 

This is used to determine if the student qualifies for funding purposes as either: 

 a domestic student 

 an international fee-paying student. 

Eligibility criteria 

The following eligibility criteria are used in the NZMOE tab of Current Student Maintenance: 

Code Eligibility criteria 

60001  NZ Citizen  

60003  NZ Resident  

60002  Australian Citizen  

60006  Domestic Time-bound  

60004  International Fee Paying  

60005  Student on Government Approved Exchange Scheme  

60010  28 Day Waiver  

60011  Extended 28 Day Waiver  

60007  MOE Approved  

Note: Although these codes have changed the older values are still valid, with the exception of the 
code Holder of Limited Purpose Permit. 
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Lookup table 

Eligibility criteria are defined in the luStudentEligibility lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Verification document 

The type of document provided by the parent or guardian when the student is enrolled at the school.  

The document which is used by the school to verify the student's name, date of birth and eligibility 
status in accordance with Education Circular 2007/1. Only one verification document is required. 

Verification document type 

The following types of verification documents are used in the NZMOE tab of Current Student 
Maintenance: 

Code Description 

20175 Full NZ Birth Certificate 

20176 NZ Passport 

20184 Australian Passport 

20628 Student Visa/Permit (unexpired) 

20177 Other Passport 

20182 Application for Refugee Status 

20622 Refugee Travel Documents 

20181 Certificate of Identity (for Refugees) 

20183 Australian Full Birth Certificate 

20179 Certificate of Date of Birth 

20180 Cert. of NZ Nationalisation or Citizenship 

20195 Cook Island Certification of Naturalisation 

20192 Cook Island Certification of Registration 

20186 Cook Island Full Birth Certificate 

20189 Cook Island Letter of Confirmation 

20198 Immigration Documentation 

20197 Niuean Certification of Naturalisation 

20194 Niuean Certification of Registration 

20188 Niuean Full Birth Certificate 

20191 Niuean Letter of Confirmation 

20620 Proof of NZ residency application in progress 

20621 Proof of Citizenship application in progress 

20627 Proof of CYF status 

20196 Tokelauan Certification of Naturalisation 

20193 Tokelauan Certification of Registration 

20187 Tokelauan Full Birth Certificate 

20190 Tokelauan Letter of Confirmation 

20178 Whakapapa 
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Lookup table 

Types of verification documents are defined in the luStudentVerificationDocument lookup table. 
See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Post school activity 

The activity that the student has indicated that they intend doing after leaving school. 

This only applies if the Reason is either: 

 L (end of schooling), O (gone overseas) or X (expelled), and the student is over 16 years of 
age  

 E (early exemption) and the student is aged 15.  

Post school activity 

The following activities are used in the NZMOE tab of Current Student Maintenance: 

Code Description 

10 Further education or training 

11 Employment and further education/training 

12 Employment 

13 Other 

88 Unknown 

Lookup table 

Post school activities are defined in the luStudentPostSchoolActivity lookup table. See: 

 Maintaining lookup tables in the System maintenance manual 

 Loading lookup tables for external systems (on page 82). 
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Ensuring roll return settings are correct 
Some errors may arise during the roll returns process if some of the system wide settings are 
incorrect. 

School settings 

The school number, name and type are set up in Configuration File Maintenance. 

 

The school number used is the one provided by the New Zealand Ministry of Education (NZ MOE). 

For more information on the types of schools, see Roll return aggregate reports (on page 127). In the 
example above, the school type is 20 (primary school). 

Enrolment scheme 

Your organisation may have an enrolment scheme in place, approved by the NZ MOE. The enrolment 
scheme affects the zoning status of relevant students. See Zone status (on page 93). 

The enrolment scheme and its effective start date are set up in Configuration File Maintenance. 

 

If your school has multiple school numbers and types, then the Synergetic campus code for each sub-
school must be entered into Key 4. This can occur in some multi-campus or multi school 
environments. Also, select the Campus when running Student Data Import/Export. See 
Import/Export Student Data - MOE tab (on page 130). 

If your school is not multi-school you should not enter a campus in Key 4 nor should you select a 
campus when running Student Data Import/Export.  
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Roll return aggregate reports 
The roll return aggregate reports contain the data grouped and summed from the MOE file. See Roll 
returns process (on page 5). 

Not all of the aggregate reports are required from all schools at March or July. For example, primary 
schools (school type 20 and 21) do not submit report J10 (Subjects studied >=20hrs) as they do not 
offer subjects as part of their curriculum. 

School type March reports required July reports required 

20 Full Primary M2, M3, M4, M6 J2, J3, J4, J5, J6, J7, J8, J9 

21 Contributing M2, M3, M4, M6 J2, J3, J4, J5, J6, J7, J8, J9 

22 Intermediate M2, M3, M4, M5, M6 J2, J3, J4, J5, J6, J7, J9 

23 Special M2, M3, M4, SL1, SL2 J2, J3, J4, J5, J6, J7, J8 

35 Restricted Composite M2, M3, M4, M5, M6, SL1,SL2 J2, J3, J4, J5, J6, J7, J9, J10 

32 Composite M2, M3, M4, M6, SL1, SL2 J2, J3, J4, J5, J6, J7, J8, J9, J10

34 Correspondence School M2, M3, M4,SL1, SL2  J2, J3, J4, J5, J6, J7, J8, J9, J10

30 Secondary Yr 7-15 M2, M3, M4, M5, M6, SL1, SL2 J2, J3, J4, J5, J6, J7, J9, J10 

40 Secondary Yr 9-15 M2, M3, M4, M5, M6, SL1, SL2 J2, J3, J4, J5, J6, J7, J9, J10 

History: 

 Reports M1 and J1 are no longer in use. Report J6 was first introduced in 2004. 

 In 2003 reports J6, J8 and J11 were renumbered for 2004 onwards as J7, J8, J9 and J10 
respectively. 

Roll return aggregate report descriptions 

March reports July reports 

M2: Number of International Students J2: Number of International Students 

M3: School Roll by Type of Student & Funding Year 
Level 

J3: School Roll by Type of Student & Funding 
Year Level 

M4: Highest Level of Maori Language Learning J4: Highest Level of Maori Language Learning 

M5: Previous School J5: School Roll by Age & Ethnic Group 

M6: Number of Regular Students by Zoning Status J6: School Roll by Funding Year Level & 
Ethnic Group  

SL1: NQF School Leavers by Highest Attainment & 
Ethnic Group  

J7: Highest Level of Maori Language Learning 

SL2: School Leavers by Funding Year Level & 
Ethnic Group 

J8: Participation in Early Childhood Education 

 J9: Highest Level of Pacific Medium Education

 J10: Enrolments in Subjects being 
studied=>20 Hours 
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Additional rules for roll return aggregate reports 

The following students are included in the roll return: 

 Students who attended the school for tuition on Roll count date (either 1st March 2013 or 1st 
July 2013). 

 School leavers who have left school before the March roll count date (1st March 2013) this 
year and from 1st March 2012 last year will be included in the roll return aggregate reports 
SL1 and SL2 only and according to the selection criteria outlined for those reports. 

 Students who were absent on the roll count date due to medical or domestic reasons. The 
appropriate documentation explaining the student’s absence must be provided. For example, 
medical certificate, letter or record of phone call from the parent or guardian justifying the 
student's absence. 

 Students who were suspended or attending an activity centre, health camp or hospital class 
on roll count date. 

 Students who were temporarily overseas provided the school has documentary evidence of 
their intention to return to the school and their absence does not exceed 15 consecutive 
weeks in the current school year. 

Under certain circumstances the following students will be excluded: 

 Students who attend more than one school. These students must be counted on the Roll of 
the school where the majority of the instruction occurs. Boards of Trustees may exchange 
funds to compensate for a time a student spends at another school. 

 Some Teen Parent Unit students - Students coded TPRE and TPRAE (eligible and enrolled 
TPU students) must not be counted anywhere in host school returns since they are resourced 
separately.  

Students that should always be excluded from roll returns: 

 EM – External student 

 NA – Not attending 

 SF – Student in a separately funded unit 

 SA – Student in a Satellite class of a Special school 

 KT – Kura Teina Student 

 home schooled students. 
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Roll returns for Teen Parent Units 

The NZ MOE does not require roll return aggregate reports for Teen Parent Unit (TPU) students – the 
roll returns for TPUs are completed manually. In order to assist the host schools of Teen Parent Units 
to compile and check the data they need to complete the TPU roll returns, Contact Synergetic 
Management Systems to create lists with details of the various TPU student types. 

Only some of the students in Teen Parent Units are included in the roll returns, specifically TPREOM, 
TPRAOM and TPAD. These students are to be counted on the roll of the host school for resourcing 
purposes. The details regarding these students are further defined in the rules and instructions for 
each of the individual roll return aggregate reports. 

Exchange students 

An exchange student is defined as an international student studying in New Zealand under an 
exchange programme. These International exchange students are treated as regular students (or 
adults depending on their age) for the purposes of the Roll Returns. If however, an exchange student 
is paired with a domestic student involved in the same exchange, and the domestic student is counted 
on the roll, then the exchange student cannot be counted. 
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Import/Export Student Data - MOE tab 
Use the MOE tab to: 

 generate draft aggregate reports for checking by responsible staff members at your 
organisation 

 generate official aggregate reports for authorising and mailing to the New Zealand Ministry of 
Education (NZ MOE) 

 send the MOE file to the NZ MOE web service after the official aggregate reports are mailed. 

Also, see Roll returns (on page 1) in the Roll returns manual. 

Opening the MOE tab 

To open the MOE tab: 

1. Select Module > Students > Student Data Import/Export from the main menu. 

The Curriculum Council tab of the Import/Export Student Data window is displayed. 

Tip: You can also access the student import and export functions by clicking . 

2. Click the MOE tab. 

The MOE tab of the Import/Export Student Data window is displayed. 
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Import/Export Student Data - MOE tab key fields and buttons 

Fields 

Field Description 

Campus If your school has multiple school numbers and types, then select the 
Campus from the drop-down list. This can occur in some multi-campus or 
multi-school environments. 

If your school is not multi-school you should not select a campus when 
running Student Data Import/Export.  

See Ensuring roll return settings are correct (on page 125) in the Roll 
returns manual. 

Return Period Month the return is created for. Either: 

 March 

 July. 

Note: Roll returns are also performed for June and September by 
State and State integrated schools with students in year 9 and above.

Preview Error / Warning 
List Only 

Select to preview the errors and warnings only. 

The roll return aggregate reports are not generated. 

Once the errors have been fixed, clear this field before generating the roll 
return aggregate reports and sending the export file. 

Note: If you clear this field, the warning Compulsory reports are 
disabled is displayed. Compulsory reports are greyed out cannot be 
cleared, Only reports that are not compulsory can be cleared. 

Reports to Generate List of aggregate reports to be created for the current roll return. 

The reports you select are based on your type of organisation. See Roll 
return aggregate reports (on page 127) in the Roll returns manual. 

Produce the detail 
reports 

Select to produce detailed student listings, in addition to the selected 
aggregate reports.  

The student listings are used for checking that the data on the aggregate 
reports is correct.  

Note: M2 and J2 student lists are not generated, as the aggregate 
reports themselves consist of student listings. 
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Field Description 

Create .MOE file Select to resend the MOE file to the NZ MOE web service, if the data has 
changed and the latest data needs to be resent. 

Note: This option is only displayed if the reports have been reprinted. 

If the data has changed from the last MOE file sent: 

 submit the reports for checking and approval by the relevant 
people at your organisation 

 post the signed reports to the NZ MOE 

 resend the .MOE file to the NZ MOE web service. 

If the data has not changed, no further action is required after printing the 
reports. 

Directory Name and location of the .MOE output file. 

Buttons 

Button Description 

 
Reprint the reports. 

 
Select and delete a MOE process and its accompanying MOE file. 

 
Send the latest MOE file. 

See Sending the MOE file to the NZ MOE web service (on page 143) in 
the Roll returns manual. 

 
Select and send the MOE file. By default Synergetic highlights the latest 
roll return to be sent. 

See Sending the MOE file to the NZ MOE web service (on page 143) in 
the Roll returns manual. 

Note: Draft MOE files are not sent. 

 
Test the connection with the NZ MOE web service.  

The following dialog is displayed if the connection is successful. 

 

If not successful, check the configuration. See: 

 NZMOE eReturn window (on page 147) 

 SMS data exchange set up and configuration (on page 150) in 
the Roll returns manual. 
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Button Description 

 
View or update the data exchange configuration. Data exchange is used 
for: 

 sending the .MOE file to the NZ Ministry of Education during the 
roll returns process 

 checking or getting student NSNs for individual students from the 
ENROL web site. 

See NZMOE eReturn window (on page 147) in the Roll returns manual. 

 
Generate the selected reports for the roll return after first checking 
student data for errors. 

See: 

 Roll return errors and warnings in the Roll returns manual. 

 Roll return aggregate reports (on page 127) in the Roll returns 
manual. 

 

Note: The aggregate reports are not generated until any errors are 
fixed. 

 
Close the Import/Export Student Data window. 
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Printing the roll return aggregate reports 

The roll return aggregate reports are printed during the roll return process. See Roll returns process 
(on page 5). 

To print the roll return aggregate reports: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Ensure that you are using the correct Year and Term. 

3. Change the Return Period, if required. 

4. Either: 

 Select the Preview Only field, when fixing errors and warnings. 

 Clear the Preview Only field, when printing the draft or official aggregate reports. 

Note: The preview is used when checking student data for the roll return, and fixing any errors 
and warnings found. See Roll return errors and warnings. 

5. If available, select or clear the Reports to Generate for your type of organisation and whether you 
are printing the March or July roll return. See Roll return aggregate reports (on page 127). 
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6. Click . 

The following dialog is displayed. 

 

7. Click . 

The Ministry of Education Roll Return Errors & Warnings Report is displayed. 

 

8. Close the report. 

The selected roll return aggregate reports are printed. 

Note: The roll return aggregate reports are only printed if there are no errors. 

9. Continue with the roll returns process. See Roll returns process (on page 5). 
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Deleting roll return processes 

The roll return process can be deleted if the official reports and the MOE file have not been sent to the 
New Zealand Ministry of Education (NZ MOE).  

For example, you may have printed the official reports but the checkers found an error. Before 
reprinting the reports you may want to delete the existing roll returns process. 

To delete an existing roll return process: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Click . 

The Select Process Number window is displayed. 

 

3. Select the incomplete roll return process to delete. 

Note: Incomplete processes are displayed in italics. 
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4. Click . 

The following dialog is displayed. 

 

5. Type delete. 

6. Click . 

The following dialog is displayed. 
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Reprinting the roll return aggregate reports 

The roll return aggregate reports are printed during the roll return process. See Roll returns process 
(on page 5). 

They can be reprinted when: 

 a copy of the reports are required for auditing 

 student and school data has changed during the official roll returns period, so the reports need 
reprinting.  

To reprint the roll return aggregate reports: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Ensure that you are using the correct Year and Term. 

3. Change the Return Period, if required. 

4. Clear the Preview Only field. 

5. Click . 
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The Select Process Number window is displayed. 

 

6. Select the roll return process to reprint. 

7. Select or clear the Reports to Generate based on your requirements See Roll return aggregate 
reports (on page 127). 

 

Note: The Create .MOE file field is displayed in this situation, along with a message (displayed in 
the example above). 

8. If required, select Produce the detail reports field. 

This will also print detailed student reports for checking, if applicable for the aggregate reports 
selected. 

9. If required, select Create .MOE file field. 

This will create a new MOE file that will need sending after the reports are approved and mailed. 

10. Click . 

The following dialog is displayed. 
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11. Click . 

The selected reports are previewed in Crystal Reports. 

 

12. Print the reports. 

Note: The roll return aggregate reports are printed as drafts after the 60 day roll return period has 
passed. 

13. Continue with the roll returns process. See Roll returns process (on page 5). 
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Electronic roll returns (eReturns) 
Synergetic includes the ability to upload the .MOE file directly to the New Zealand Ministry of 
Education (NZ MOE) using a secure link.  

eReturns components 

The eReturns functions are provided by three components: 

 eReturns is part of Synergetic 

 WSS Wrapper is a standalone program that provides a secure connection between eReturns 
and the NZ MOE’s Web service 

 Web service is provided by the NZ MOE to receive and check the .MOE file sent. 

For information on setting up and configuring the components for eReturns, see: 

 NZMOE eReturn window (on page 147). 

 SMS data exchange set up and configuration (on page 150) 

Connecting and sending MOE files 

You can send the MOE file to the New Zealand Ministry of Education (NZ MOE) electronically. To do 
this: 

 Connect to the NZ MOE web service. See Connecting to the NZ MOE web service (on page 
142). 

 Send the correct MOE file. See Sending the MOE file to the NZ MOE web service (on page 
143). 

Note: Before sending the MOE file to the NZ MOE web service, the aggregate reports must be 
signed and mailed to the NZ MOE. 

Renewing certificates 

If you need to renew certificates, see Renewing certificates for eReturns (on page 152). 
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Connecting to the NZ MOE web service 
To connect to the NZ MOE web service from eReturns: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Click . 

The following dialog is displayed if the connection is successful. 

 

3. If not successful, check the configuration. See: 

 NZMOE eReturn window (on page 147) 

 SMS data exchange set up and configuration (on page 150). 
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Sending the MOE file to the NZ MOE web service 
To send the correct MOE file: 

1. Open the MOE tab of the Import/Export Student Data window. See Import/Export Student Data - 
MOE tab (on page 130). 

The MOE tab of the Import/Export Student Data window is displayed. 

 

2. Ensure that you are using the correct Year and Term. 

3. Change the Return Period, if required. 

4. If not already done, click  to check the test connection. See Connecting to the NZ 
MOE web service (on page 142). 
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5. Click  to select and send the correct MOE file. 

Note: You can click  to send the latest MOE file, as selected by Synergetic. 

The Select Roll Return window is displayed. 

 

Note: The eReturn not yet submitted is displayed in Italics. Any existing roll returns for the current 
period are displayed in bold. That is, those that are being superseded by the current MOE file. 

6. Select the MOE file to send for the relevant campus, if applicable. 

7. If required, select Include Superseded processes. 

This allows you to send or resend past MOE files to the NZ MOE which have been superseded.  

8. Click . 

The following dialog is displayed. 

 

9. Click . 

A dialog is displayed, asking whether the aggregated tables (reports) have been generated, 
printed, signed and posted to the NZ MOE. 

10. Click . 

A second dialog is displayed, asking you to confirm that the MOE is correct and that it can be used 
to determine the school's funding. 

11. Click . 
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The roll return process is marked as complete, the eReturn Submitted Date is updated with the 
date and time that the file was sent and messages are written to the message log. 
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Select Roll Return window fields and buttons 

Grid area fields 

Field Description 

Period Roll return period for the MOE file. 

Campus Campus, if applicable. 

A school may have more than one campus. If so, the MOE file may be 
generated for the campus. 

Students The number of students included in the roll return. 

Complete Selected if the MOE file has been sent. 

This field is not selected if the MOE file has not been sent.  

Note: Incomplete processes are also indicated with all of the fields 
displayed in Italics. 

eReturn Submitted 
Date 

Date and time that the MOE file was sent to the NZ MOE web service, if the 
process is complete. 

Fields 

Field Description 

Include Superseded 
Processes 

Include all roll return processes that have been superseded by the current 
process. 

This may be required if there are past MOE files in the current roll return 
period (which are being superseded by the latest MOE file) that need sending 
or resending.  

Note: Superseded processes (MOE files) are indicated with all of their 
fields displayed in Bold. 

Buttons 

Button Description 

 
Send the selected MOE file to the NZ MOE web service. 

Dialogs are displayed to confirm that the: 

 export is required 

 aggregated tables (reports) have been printed, signed and mailed to 
the NZ MOE 

 authorised user is happy with the MOE file being sent and that it can 
be used to determine the school's funding. 

 
Cancel without sending the MOE file to the NZ MOE web service. 
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NZMOE eReturn window 
The NZMOE eReturn window is used to: 

 view the configuration for eReturns or the Get/Check NSN function at your organisation 

 manage the configuration for eReturns or the Get/Check NSN function at your organisation, if 
your security setting allows it 

 clear the display of any roll return reminders, if your security setting allows it. 

Note: The NZMOE eReturn window is used in New Zealand schools. 

Opening the NZMOE eReturn window 

The NZMOE eReturn window can be accessed from either the NZMOE tab of: 

 Import/Export Student Data, when processing roll returns 

 Current Student Maintenance, when retrieving and checking student NSNs and identity 
details. 

To open the NZMOE eReturn window: 

1. Either select: 

 Module > Students > Student Data Import/Export from the main menu. 

The Curriculum Council tab of the Import/Export Student Data window is displayed. 

 Module > Students > Current Student Maintenance from the main menu. 

The Personal tab of the Current Student Maintenance window is displayed. 

2. Click the MOE tab or the NZMOE tab, respectively. 

3. Click . 

The NZMOE eReturn window is displayed. 
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NZMOE eReturn window key fields and buttons 

Fields 

Field Description 

WSDL URL Web address of the web service that is used to transmit eReturn data from 
your organisation to the New Zealand Ministry of Education (NZ MOE). The 
web address does not need to be changed.  

The URL (Universal Resource Locator) address is: 

http://web.minedu.govt.nz/webservices/DEX-DexServiceX509-Prd-
01.00.00.wsdl 

The web service conforms to the WSDL (Web Services Description 
Language) specification for the transmission of XML documents. 

School ID NNZ MOE identifier for your organisation. This is used to provide secure 
access to the web service. 

This is configured by Synergetic Management Systems and cannot be 
changed. 

Password Password used to provide secure access to the web service.  

The password is: 

 supplied on an annual basis by the NZ MOE to Synergetic 
Management Systems 

 distributed to the individual organisations by Synergetic Management 
Systems. 

Display Reminder If selected, a reminder message is displayed when the authorised user logs 
in. 

Wrapper Address  Network address where WS Security Wrapper (Wrapper/WSS Wrapper) is 
installed. Communications between the Wrapper and the NZ MOE web 
service are secured via WS security and the use of digital certificates for 
encryption and signing.  

For example, the Wrapper Address is set to local host when Wrapper is 
installed on the same server as Synergetic. 

Port Port number that Wrapper is running at. 

The default port for Wrapper is 7123. 

Use Proxy Select, if a proxy server is used at your organisation. 

Note: You may need to ask your network administrator to set up the 
proxy server parameters. 

Proxy Address 

/ Port 

IP address and network port of the proxy server to be provided to the WS 
Security Wrapper. 

Proxy Username Username to be provided to the WS Security Wrapper. 

Proxy Password Password to be provided to the WS Security Wrapper. 
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Buttons 

Button Description 

 
Save any changes made to the configuration settings. 

 
Set back to the default settings for your organisation, leaving School ID and 
its Password unchanged. 

 
Test the connection with the NZ MOE web service.  

The following dialog is displayed if the connection is successful. 

 

If not successful: 

 check the configuration settings on this window 

 see SMS data exchange set up and configuration (on page 150) in 
the Roll returns manual. 
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SMS data exchange set up and configuration 
The SMS data exchange project allows data to be exchanged between school management systems 
(SMS), such as Synergetic, and the New Zealand Ministry of Education (NZ MOE). 

Web Service 

The web service is provided by the NZ MOE. To locate and connect to the web service, the following 
items are required: 

 WSS Wrapper (Wrapper)  

 internet Connection between the Wrapper and the web service 

 web address of the web service (expressed as a Web Service Definition Language (WSDL) 
URL with parameters) 

 correct certificates and password. 

Wrapper 

For electronic roll returns (eReturns) (on page 141), the wrapper: 

 accepts the MOE file from eReturns 

 wraps (encrypts) the MOE file 

 forwards this encrypted MOE file to the NZ MOE’s web service. 

When managing New Zealand student NSNs and identity details (on page 169), the wrapper: 

 accepts data from the Get/Check NSN function 

 wraps (encrypts) the data 

 forwards this encrypted data to the NZ MOE’s web service. 

Optionally, the Wrapper can check the status of connectivity to the web service. 
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Installation of WSS Wrapper 

Before commencing you must first install the Wrapper application on a computer. These instructions 
assume that you are installing the Wrapper on the same machine that the Synergetic database runs 
on. 

Install the wrapper as distributed with Synergetic: 

WssWrapper_windows_1.exe 

This will install the application as a service (WssWrapper_Java5) which is configured to auto start. See 
Checking, disabling and restarting Wrapper (on page 153). 

In the folder where the Wrapper is installed, there is a simple application testInstall.exe which you 
can run to test if the Wrapper can communicate with the Web Service. 

Possible causes for the test application to fail to connect to the web service: 

 No internet connection is available. Please check that you are properly connected to the 
Internet. 

 Firewall. Please make sure that the connection between the Wrapper and the web service is 
clear and not restricted. By default, the Wrapper runs at port 7123. 

Note: It is also important to note that the Wrapper is not using standard HTML content, even 
though it’s communicating through HTTP protocol. Therefore it is advisable to configure the 
firewall to allow these contents as well. 

 Incorrect WSDL URL. The Wrapper will not be able to locate the web service if the WSDL is 
incorrect. 

 Incorrect certificates (please see below). 

Wrapper certificates 

For new installations, the Wrapper comes with: 

 .keystore factory default certificate 

 dextest.xml is the XML test file to test the installation. 

From time to time, the NZ MOE issues new certificates. See Renewing certificates for eReturns (on 
page 152). 
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Renewing certificates for eReturns 
From time to time, the New Zealand Ministry of Education may issue new certificates that need to be 
loaded.  

The simplest way to update the certificate is as follows: 

1. Stop the WSS Wrapper Service on the computer that is running the service. See Checking, 
disabling and restarting Wrapper (on page 153).  

2. Navigate to the installation directory, which by default is: C:\Program Files\WssWrapper 

3. Copy the new .keystore file to the installation directory. 

4. If supplied, copy dextest.xml to the installation directory as well. 

5. Restart the WSS Wrapper service. See Checking, disabling and restarting Wrapper (on page 
153).  

6. If applicable, run testInstall.exe to test the new certificates. 
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Checking, disabling and restarting Wrapper 

You may need to: 

 Check that the WssWrapper_Java5 (Wrapper) service is active, if you have problems 
connecting to the New Zealand Ministry of Education Web service. See SMS data exchange 
set up and configuration (on page 150). 

 Stop and start the service, to renew certificates. See Renewing certificates for eReturns (on 
page 152). 

Checking the Wrapper service 

To check the WssWrapper_Java5 service: 

1. Open the Control Panel on the computer that is running Wrapper. 

The following window is displayed. 

 

2. Select Administrative Tools. 

The following window is displayed. 
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3. Select Services. 

The following window is displayed. 

 

4. Scroll down to the WssWrapper_Java5 service. 
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Stopping the service 

To stop the WssWrapper_Java5 service: 

1. Locate the WssWrapper_Java5 service. 

2. Click the Stop link. 

Starting the service 

To start the WssWrapper_Java5 service: 

1. Locate the WssWrapper_Java5 service. 

2. Click the Start link. 
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Roll return audit requirements 
The New Zealand Ministry of Education (NZ MOE) has a legal responsibility for ensuring schools 
submit accurate roll returns to allow the allocation of school resources. Resourcing Auditors are 
employed by the NZ MOE to verify the accuracy of the roll returns. Therefore, in addition to the current 
roll return requirements, the following roll audit requirements are required. 

Audit 1 - Full school audit roll 

The Full School Audit Roll is an alphabetical listing of all students attending the school on the count 
date of the roll return. It is used to: 

 confirm that all students in the school have been included in the roll return 

 identify students other than full-time regular students, such as adult, part-time, alternative 
education and international students. 

Schools should print the Full School Audit Roll and retain it with the copy of the roll return they submit 
to the NZ MOE, so that it is available when an audit is performed on the school roll return. 

See Audit 1 (Reports to Generate) of Printing the roll return aggregate reports (on page 134). 

Audit 2 - Audit Class Lists (Student Form Class lists) 

The Audit Class Lists report is used to list students attending a class in alphabetical order for the 
purpose of recording attendance. For primary schools, this is the class in which a student regularly 
attends and for secondary schools this will be subject classes. 

For all schools using electronic attendance registers, the Audit Class Lists must be completed 
manually by the classroom teachers on the count date for the roll return and the two school days 
preceding and the two school days following, the roll return count date. The Audit Class Lists must be 
completed by the classroom teachers during class time. This will enable a cross reference of names 
on the class list to names on the Full School Audit Roll to establish the attendance status of each 
student. 

See Printing Audit Class Lists for roll returns (on page 159). 

Schools using electronic Attendance Registers 

Schools should print the Audit Class Lists prior to the two school days preceding the roll return count 
date, have teachers complete the audit class lists over the five school day period and then retain them, 
with the copy of the roll return they submit to the Ministry, so that these audit class lists are available 
when the school is audited. 

Schools using manual Attendance Registers 

Schools using manual daily registers of attendance must complete the Audit Class Lists manually on 
the count date for the roll return. If they choose, schools using manual daily registers of attendance 
can also complete the Audit Class Lists on the two school days preceding and the two school days 
following the roll return count date. However, this latter requirement is mandatory for all schools using 
electronic attendance registers.  

Audit 3 - Audit Term Attendance Register 

Note: This applies to schools with approval to use Electronic Attendance Registers. 

The Audit Term Attendance Register records the attendance of students attending a group. It reports 
the names of the students attending the group alphabetically, by legal name.  

See Printing Audit Term Attendance Registers for roll returns (on page 161). 
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Audit 4 - Māori Language Resourcing List 

Māori language resourcing is based on the roll return aggregate reports M4 and J7 - Highest level of 
Māori language Learning. 

The Māori Language Resourcing List allows the Resourcing Auditors to confirm a school’s claim for 
funding of Māori Language as per the selection criteria in the aggregate reports M4 and J7 in the 
March and July roll return.  

See Audit 4 (Reports to Generate) of Printing the roll return aggregate reports (on page 134). 

Audit 5 - Student change of status 

By tracking specific changes to student details, the Resourcing Auditors will be able to determine what 
these changes were, when they were made and the user ID of the person making the change.  

See: 

 Printing Student Change of Status report for roll returns (on page 163). 

 Viewing changes to individual student records (on page 166). 

 Viewing messages displayed during roll returns (on page 167). 

Audit 6 - Access to Synergetic for the Resourcing Auditors 

The Resourcing Auditors need to be provided with access to Synergetic for use during the roll return 
audit. The Resourcing Auditors will only use the information in Synergetic that verifies the accuracy of 
the roll return and the attendance of individual students included in the roll return.  

The Resourcing Auditors may also need to view the Synergetic lookup table with the school's absence 
codes, to ensure the correct mapping to NZ MOE's Audit Codes. The school must disclose if any 
absence codes have been changed or any additional codes have been created. 

Audit 7 - Electronic Attendance Registers 

For schools using Electronic Attendance Registers: 

 Print a copy of the electronic attendance register for every class or group at the end of each 
term of the current year. These attendance registers must be available for an audit.  

 Provide the additional documentation required to support the inclusion of students in the Roll 
Return who were not attending for tuition on the day of the Roll Return as detailed in the NZ 
MOE's Circular 1998/48 Roll Returns: 1 March and 1 July.  

 Monitor the attendance of individual students to ensure that each student is entitled to be 
included in the Roll Return.  
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Printing Audit Class Lists for roll returns 
The Audit Class List (For Roll Returns) report is used to list students attending a class in 
alphabetical order so that teachers can record attendance manually. See the Audit 2 section of Roll 
return audit requirements (on page 157). 

To print the Audit Class List (For Roll Returns) report: 

1. Select Module > Students > Student Crystal Reports Available. See Key current students 
reports in the Current students manual. 

The Synergetic Reports Available window is displayed. 

2. Search for the report. 

 

3. Select the Audit Class List (For Roll Returns) report. 
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4. Click . 

The following window is displayed. 

  

5. Update the selection criteria. 

6. Click . 

The following Crystal Reports preview is displayed. 

 

Note: A number of students have been removed from the example above to improve readability. 

7. Print the class lists. 
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Printing Audit Term Attendance Registers for roll returns 
The Audit Term Attendance Register (For Roll Returns) is used to list the names of students 
attending the group alphabetically, by legal name. See the Audit 3 section of Roll return audit 
requirements (on page 157).  

To print the Audit Term Attendance Register (For Roll Returns) report: 

1. Select Module > Students > Student Crystal Reports Available. See Key current students 
reports in the Current students manual. 

The following window is displayed. 

2. Search for the report. 

 

3. Select the Audit Term Attendance Register (For Roll Returns) report. 

4. Click . 

The following window is displayed. 

 

5. Update the Date From and Date To fields. 

Note: The date range is critical. 
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6. Click . 

The following Crystal Reports preview is displayed. 

 

Note: In the example above, data is not available for 14/01 and 21/01 and therefore is displayed 
with dashes. To improve readability, some students have been omitted from the example. 

7. Print the report. 
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Printing Student Change of Status report for roll returns 
The Student Change of Status (For Roll Returns) report is used to list key changes to student 
records for the auditing of roll returns. See the Audit 5 section of Roll return audit requirements (on 
page 157). 

Example 

The Description is entered when the value in Current Student Maintenance is changed. 

 

In the following example, the following fields were updated: 

 FTE on the School tab. See Current Student Maintenance - School tab (on page 53). 

 Entry Date on the Entry tab. See Current Student Maintenance - Entry tab (on page 59). 

 Leaving Date on the School tab. See Current Student Maintenance - School tab (on page 
53). 

The old and new values, and the accompanying descriptions appear on the Student Change of 
Status (For Roll Returns) report. 
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Procedure 

To print the Student Change of Status report: 

1. Select Module > Students > Student Crystal Reports Available. See Key current students 
reports in the Current students manual. 

The Synergetic Reports Available window is displayed. 

2. Search for the report. 

 

3. Select the Student Change of Status (for Roll Returns) report. 

4. Click . 

The following window is displayed. 

 

5. Update the selection criteria. 
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6. Click . 

The following Crystal Reports preview is displayed. 

 

7. Print the report, if required. 
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Viewing changes to individual student records 
You can view changes to individual student records when the roll return is being audited. See the 
Audit 5 section of Roll return audit requirements (on page 157). 

To view changes to a student record: 

1. Select Module > Students > Current Student Maintenance.  

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Maint tab. 

The Maint tab of Current Student Maintenance is displayed. 

 

Note: Changes to the record are highlighted in yellow. The previous values are shown in the 
record immediately above. 
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Viewing messages displayed during roll returns 
You can view messages displayed by Synergetic during roll returns. This can be used to search for the 
use of particular functions, such as running roll returns. See the Audit 5 section of Roll return audit 
requirements (on page 157). 

To view messages displayed during roll returns: 

1. Select Module > System > View Message Log. 

The View Synergetic Message Log window is displayed. See Viewing the message log in the 
System maintenance manual. 

 

2. Make your selections in the selections area.  

For example, select a date range and type NZMOE in the Message Contains field. 

3. Click . 

Messages that meet the selection criteria are displayed. 
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Managing New Zealand student NSNs and identity details 
Synergetic connects to the ENROL database using a secure link, to retrieve or validate NSNs and 
student identity data. 

ENROL is a central register of student enrolments developed by the New Zealand Ministry of 
Education for schools to use via the web. 

How to: 

 Retrieve a student's NSN from the ENROL database and update Synergetic with the value. 
See Retrieving National Student Numbers (on page 170). 

 Determine whether a new record needs to be entered into ENROL. See Retrieving National 
Student Numbers (on page 170). 

 Add student records using the ENROL web program. See Adding student records using the 
ENROL web program (on page 174). 

 Check a student's existing NSN and identity details are correct in Synergetic. See Checking 
National Student Numbers and identity details (on page 177). 

 View the differences between Synergetic and ENROL of the student's identity details, and 
resolve the data solely in Synergetic. See Updating student identity details in Synergetic (on 
page 180). 

 View the differences between Synergetic and ENROL of the student's identity details, and 
resolve the data in both Synergetic and ENROL. See Updating student identity details in both 
Synergetic and ENROL programs (on page 187). 

 Preview and print the results of a check of student NSNs and identity data. See Printing 
ENROL Get/Check NSN reports (on page 198). 

Get/Check NSN components 

The Get/Check NSN functions are provided by three components: 

 Get/Check NSN is part of Synergetic 

 WSS Wrapper is a standalone program that provides a secure connection between 
Get/Check NSN and the NZ MOE’s web service 

 Web service is provided by the NZ MOE to retrieve NSNs from the ENROL database. 

The Get/Check NSN functions use the same configuration settings as eReturns, so if you already use 
eReturns there is minimal configuration. For information on setting up and configuring the 
components, see: 

 SMS data exchange set up and configuration (on page 150) in the Roll returns manual. 

 NZMOE eReturn window (on page 147). 

Renewing certificates 

If you need to renew certificates, see Renewing certificates for eReturns (on page 152) in the Roll 
returns manual. 
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Retrieving National Student Numbers 
You can retrieve NSNs from the ENROL database, once students are set up in the New Zealand 
Ministry of Education's ENROL web program. 

In the following example, a fictitious student Alise TestDOne is set up as a current student in 
Synergetic. We have already added her details to the ENROL database, using the NZ Ministry of 
Education web site. We now need to retrieve the NSN from ENROL and update Synergetic. 

Note: It is important that you use this method, rather than just typing in the new student's NSN, as 
a number of validation checks are performed. 

To retrieve the NSN for a student already entered into ENROL: 

1. Search for the student. See Searching for existing students in the Current students manual. 

The Personal tab of the Current Student Maintenance window is displayed.  

2. Check that the following fields are present and correct for the student: 

 Surname 

 Given 

 Gender 

 Date of Birth. 
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3. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

 

4. Click , if required. 

The following dialog window is displayed, if a successful connection is established. 

 

Note: If not successful, check the configuration. See SMS data exchange set up and configuration 
(on page 150) in the Roll returns manual. 



Roll returns for NZMOE Managing New Zealand student NSNs and identity details 

Page 23-172 Version 65.19 

 

5. Click . 

The ENROL Partial Matches window is displayed. 

 

Note: Up to 20 records are retrieved based on the four fields on the Personal tab and your school 
details. The most relevant records are displayed at the top. In the example above, the first record 
is the one required. 

The following dialog is displayed if there are no matching records. Click  to launch 
ENROL and add the student. See Adding student records using the ENROL web program (on 
page 174). 

 
 
The following dialog is displayed if there is only one perfectly matched record. No further action is 
required. 
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6. Select the matching student, if it is available. 

Note: If a record is not available on the ENROL Partial Matches window, click . The 
following dialog is displayed. 

 

Click  to launch ENROL and add the student. See Adding student records using the 
ENROL web program (on page 174). 

7. Click . 

The NZMOE tab is updated with the NSN and the URL for the student's ENROL record. 
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Adding student records using the ENROL web program 
Add student records to the NZMOE's ENROL web program when the student: 

 ENROL record does not already exist at your organisation or another 

 is participating in NCEA and/or moving into tertiary education. 

The following procedure provides a brief overview of creating a new student in the ENROL application. 
Consult the ENROL Schools User Guide for details. The NSN is created for the student along with 
identity data. 

To create a new student in the ENROL application and update the NSN in Synergetic: 

1. Start your web browser. For example, Internet Explorer. 

Tip: You can launch your web browser when prompted by Synergetic. For example, if you cancel 
when retrieving NSNs. See Retrieving National Student Numbers (on page 170). 

 

2. Connect to the ENROL web program.  

The following window is displayed. 

 

Tip: Save the URL to the favourites of your web browser for next time. 
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3. Type your User ID and Password for ENROL. 

4. Click . 

You are logged into the ENROL web program and can manage student data for your organisation. 

5. Click the Find a Student tab. 

The following tab is displayed. 

 

6. Check that the student does not already exist at your organisation or another. 

7. Click the Create a Student Record tab. 

The following tab is displayed. 

 

8. Edit the student's details including any identity data, such as the student's date of birth. 

Tip: You can create several students at once using the  tab. 

9. Click . 
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10. Complete the enrolment details of the student. 

11. Click . 

12. Complete any other required information. 

13. Repeat steps 11 and 12 for each section. 

14. Click . 

15. Retrieve the NSN using Synergetic. See Retrieving National Student Numbers (on page 170). 
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Checking National Student Numbers and identity details 
You can check a student's NSN and identity details against the New Zealand Ministry of Education's 
ENROL database. 

In the following example, a fictitious student Alise TestDOne is set up as a current student in 
Synergetic. We need to check that her NSN and student identity details are correct. 

To check the student's NSN and identity details: 

1. Search for the student. See Searching for existing students in the Current students manual. 

The Personal tab of the Current Student Maintenance window is displayed.  

2. Check that the following fields are present and correct for the student: 

 Surname 

 Given 

 Gender 

 Date of Birth. 

 

3. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 
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4. Click , if required. 

If a successful connection is established, the following dialog window is displayed. 

 

Note: If not successful, check the configuration. See SMS data exchange set up and configuration 
(on page 150) in the Roll returns manual. 

5. Click . 

One of the following dialog windows is displayed, based on whether: 

 The NSN and identity data matches. No further action is required. 

 

 The identity data matches except the NSN. The NSN is automatically updated to the new 
value and no further action is required. 

 

 The field(s) specified are missing from step 2. Repeat from step 2. 
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 One of the fields from step 2 is incorrect. Repeat from step 2. 

 

 The data is different between Synergetic and ENROL. See Updating student identity details in 
Synergetic (on page 180), Updating student identity details in both Synergetic and ENROL 
programs (on page 187). 
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Updating student identity details in Synergetic 
You may need to update the Synergetic details if there is a mismatch between ENROL and Synergetic 
data. 

In the following example, the student's Gender and Date of Birth are OK in ENROL but are not 
correct in Synergetic. 

 

Note: For a more complex example, see Updating student identity details in both Synergetic and 
ENROL programs (on page 187). 



Managing New Zealand student NSNs and identity details Roll returns for NZMOE 

Version 65.19 Page 23-181 

 

To check and correct student identity details in Synergetic: 

1. Search for the student in Synergetic. See Searching for existing students in the Current students 
manual. 

The Personal tab of the Current Student Maintenance window is displayed. 

 

2. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

  

3. Click , if required. 

The following dialog window is displayed, if a successful connection is established. 

 

Note: If not successful, check the configuration. See SMS data exchange set up and configuration 
(on page 150) in the Roll returns manual. 
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4. Click . 

The ENROL Differences for NSN window is displayed. 

 

5. Click . 

The Confirm window is displayed. 

 

6. Click . 

The community information for the student is updated. 
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7. Click . 

The following dialog window is displayed. 

 

8. Click  to end. 
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ENROL Differences for NSN window key fields and buttons 

Fields 

Field Description 

URL Universal resource locator (web address) that opens the student's ENROL record, 
using your web browser. 

 

Confidential Determines whether the last school information is displayed if a student is either: 

 enrolled at another school 

 not currently enrolled at any school. 

In the following example, the Confidential flag is cleared and the student's last 
school is displayed, along with their start and end dates. 

 

If this field is selected, the following fields cannot be disclosed: 

 Last School 

 Start Date 

 Last Attendance. 

 



Managing New Zealand student NSNs and identity details Roll returns for NZMOE 

Version 65.19 Page 23-185 

Field Description 

Last School If present, the school is either the one that the student: 

 Is currently enrolled at. See Last Attendance below. 

 Was last enrolled at. 

The following message is displayed if the Confidential flag is selected: Different - 
but details suppressed. 

 

If the Different - but details suppressed message is displayed and you are 
enrolling the student at your organisation, you can either: 

 enrol the student individually using ENROL, so that a task is created for the 
other school to withdraw the student 

 contact the New Zealand Ministry of Education to contact the school if you 
believe that their batch withdrawal has not been completed. 

Note: A student can only be enrolled at one school at a time. 

Start Date If present, the starting date of a student at their last school if the student is either: 

 enrolled at another school 

 not currently enrolled at any school. 

Last 
Attendance 

If present, it indicates that the student is currently enrolled at another organisation. If 
you are enrolling the student at your organisation, you can either: 

 enrol the student individually using ENROL, so that a task is created for the 
other school to withdraw the student 

 contact the school directly if you believe that their batch withdrawal has not 
been completed. 

Note: A student can only be enrolled at one school at a time. 
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Buttons 

Button Description 

 
Copy the URL (web address) for the student's ENROL record to the Windows 
clipboard. 

This can be used to quickly find a student's ENROL record, if you are already 
logged in to the ENROL web program. 

 
Launch your default web browser using the URL displayed. 

If you are: 

 not yet logged into ENROL, you are presented with the ENROL log in 
screen and once logged in, the student details 

 logged into ENROL, the student details are displayed for the selected 
student. 

 
Update Synergetic values using the values retrieved from the ENROL database. 

 

If several differences are listed and some of the values are correct in Synergetic, 
see Updating student identity details in both Synergetic and ENROL programs 
(on page 187). 

 
Clear the NSN and URL fields on the NZMOE tab. 

You can start again and search for the relevant student in ENROL. See 
Retrieving National Student Numbers (on page 170). 

 

 
Cancel the current changes and return to the NZMOE tab. 
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Updating student identity details in both Synergetic and ENROL 
programs 
You may need to edit the student details in the New Zealand Ministry of Education's ENROL web 
program and Synergetic if there is a mismatch between ENROL and Synergetic data. 

In the following example, the student's: 

 Gender is not correct in Synergetic but is OK in ENROL. That is, Margaret is incorrectly listed 
as male in Synergetic. 

 Date of Birth is OK in Synergetic but not correct in ENROL, That is, Margaret's date of birth 
should be 16/04/2001. 

 

Note: For a simpler example, see Updating student identity details in Synergetic (on page 180). 

To update student identity in both Synergetic and ENROL: 

 check and correct student details in Synergetic 

 correct student details in ENROL 

 confirm student identity details are matching in Synergetic and ENROL. 

Note: Synergetic is set up so that you can use the URL (web address) on the ENROL 
Differences for NSN window to quickly find the ENROL student record. 
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Checking and correcting student details in Synergetic 

To check and correct student identity details in Synergetic: 

1. Search for the student in Synergetic. See Searching for existing students in the Current students 
manual. 

The Personal tab of the Current Student Maintenance window is displayed. 

 

2. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

  

3. Click , if required. 

The following dialog window is displayed, if a successful connection is established. 

 

Note: If not successful, check the configuration. See SMS data exchange set up and configuration 
(on page 150) in the Roll returns manual. 
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4. Click . 

The ENROL Differences for NSN window is displayed. 

 

5. Click . 

6. Click the Personal tab. 

The Personal tab of the Current Student Maintenance window is displayed. 

7. Correct any incorrect student information in Synergetic. 

In this example, the student's Gender has been corrected. 
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8. Click the NZMOE tab. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

9. Click . 

The ENROL Differences for NSN window is displayed as there is still data that needs correcting. 
In the following example, the Gender fields match but the Date of Birth difference still needs 
resolving. 
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Correcting student details in ENROL 

The following procedure provides a brief overview of updating student details in the ENROL 
application. Consult the ENROL Schools User Guide for details. 

To correct student identity details in the ENROL web program: 

1. Start your web browser. For example, Internet Explorer. 

2. Connect to the ENROL web program.  

The following window is displayed. 

 

Tip: Save the URL (web address) to your favourites for next time. 

3. Type your User ID and Password for ENROL. 

4. Click . 

You are logged into the ENROL web program and can manage student data for your organisation. 
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5. Switch back to the Synergetic window. 

The ENROL Differences for NSN window is displayed. 

 

6. Click . 

The URL (web address) for the student's ENROL record is copied to the Windows clipboard. 

Tip: Alternatively, you can use the  button at this stage. 



Managing New Zealand student NSNs and identity details Roll returns for NZMOE 

Version 65.19 Page 23-193 

 

7. Switch back to your web browser. 

8. Click in the address bar. 

9. Right click. 

The following menu is displayed. 

 

10. Select Paste. 

The URL is pasted into the address bar. 

11. Press Enter. 

The Find a Student tab is displayed for the selected student. In the following example, the Date 
of Birth field is incorrect. 

 

12. Click . 

13. Update the student details as required and save the changes when done. 
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Confirming identity details match 

To confirm student identity details are matching in Synergetic and ENROL: 

1. Switch back to the Synergetic window. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

2. Click . 

The following dialog window is displayed. 

 

3. Click  to end. 
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ENROL Differences for NSN window key fields and buttons 

Fields 

Field Description 

URL Universal resource locator (web address) that opens the student's ENROL record, 
using your web browser. 

 

Confidential Determines whether the last school information is displayed if a student is either: 

 enrolled at another school 

 not currently enrolled at any school. 

In the following example, the Confidential flag is cleared and the student's last 
school is displayed, along with their start and end dates. 

 

If this field is selected, the following fields cannot be disclosed: 

 Last School 

 Start Date 

 Last Attendance. 
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Field Description 

Last School If present, the school is either the one that the student: 

 Is currently enrolled at. See Last Attendance below. 

 Was last enrolled at. 

The following message is displayed if the Confidential flag is selected: Different - 
but details suppressed. 

 

If the Different - but details suppressed message is displayed and you are 
enrolling the student at your organisation, you can either: 

 enrol the student individually using ENROL, so that a task is created for the 
other school to withdraw the student 

 contact the New Zealand Ministry of Education to contact the school if you 
believe that their batch withdrawal has not been completed. 

Note: A student can only be enrolled at one school at a time. 

Start Date If present, the starting date of a student at their last school if the student is either: 

 enrolled at another school 

 not currently enrolled at any school. 

Last 
Attendance 

If present, it indicates that the student is currently enrolled at another organisation. If 
you are enrolling the student at your organisation, you can either: 

 enrol the student individually using ENROL, so that a task is created for the 
other school to withdraw the student 

 contact the school directly if you believe that their batch withdrawal has not 
been completed. 

Note: A student can only be enrolled at one school at a time. 
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Buttons 

Button Description 

 
Copy the URL (web address) for the student's ENROL record to the Windows 
clipboard. 

This can be used to quickly find a student's ENROL record, if you are already 
logged in to the ENROL web program. 

 
Launch your default web browser using the URL displayed. 

If you are: 

 not yet logged into ENROL, you are presented with the ENROL log in 
screen and once logged in, the student details 

 logged into ENROL, the student details are displayed for the selected 
student. 

 
Update Synergetic values using the values retrieved from the ENROL database. 

 

If several differences are listed and some of the values are correct in Synergetic, 
see Updating student identity details in both Synergetic and ENROL programs 
(on page 187). 

 
Clear the NSN and URL fields on the NZMOE tab. 

You can start again and search for the relevant student in ENROL. See 
Retrieving National Student Numbers (on page 170). 

 

 
Cancel the current changes and return to the NZMOE tab. 
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Printing ENROL Get/Check NSN reports 
You can preview and print the results of: 

 retrieval of NSNs 

 checks of student NSNs and identity data. 

For example, you may want to print out copies of: 

 repeated changes made to an individual student 

 changes made to several students.  

The reports are organised into sessions, based on the usage of the Get/Check NSN function. For each 
session, the following information is recorded: 

 process number, used to uniquely identify the session 

 date and time 

 the number of times the Get/Check NSN function was used while Current Student 
Maintenance was open. 
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To preview the NZ MoE ENROL Get/Check NSN report: 

1. Open the NZMOE tab of Current Student Maintenance. 

The NZMOE tab of the Current Student Maintenance window is displayed. 

  

2. Click . 

The Select Process Number window is displayed. 

 

3. Select the process number to review. 

4. Click . 

The NZ MoE ENROL Get/Check NSN report is previewed. 
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Configuring Synergetic for DEEWR exports 
Australian schools are required to report student attendance to the Department of Education, 
Employment and Workplace Relations (DEEWR). Organisations can either: 

 submit their attendance records through the DEEWR website 

 submit a CSV file of their attendance records. 

Configuring DEEWR exports 

Synergetic can create a DEEWR CSV file for your organisation to submit. To ensure your attendance 
records are correctly calculated and exported, you must: 

 Define a MCEETYASchoolCode for each campus in your organisation if you want to report 
them separately. See Configuring the MCEETYASchoolCode for multiple campuses (on page 
202). 

 Ensure your school code is defined in Configuration File Maintenance. See Configuring 
SchoolCode for DEEWR export (on page 203). 

 Ensure the Absence Events Daily Calculations are correct. See Configuring the absence 
events daily calculations (on page 205). 

 Ensure student information relevant to the DEEWR export is up to date. See Maintaining 
student information and exclusions for DEEWR exports (on page 210). 

Creating the DEEWR export file 

To create a DEEWR export CSV file, you can use either: 

 the DEEWR tab of the Import/Export Student Data window 

 the standalone DEEWR export program. 

See Import/Export Student Data - DEEWR tab (on page 216) in the Current students manual. 
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Configuring the MCEETYASchoolCode for multiple campuses 
If your organisation has multiple campuses, each campus that submits a DEEWR export must be 
identified by a unique MCEETYASchoolCode. 

Note: If you only have one campus submitting DEEWR exports or do not want to differentiate your 
exports per campus, you can leave this field as zero or blank. The DEEWR export then uses the 
MCEETYA:SchoolCode configuration setting. See Configuring SchoolCode for DEEWR export 
(on page 203). 

To configure the MCEETYASchoolCode for a campus: 

1. Select Module > System > Lookup Tables Maintenance from the Synergetic main menu. 

The Lookup Tables Maintenance window is displayed. See Maintaining lookup tables in the 
System maintenance manual. 

2. Find the luCampus lookup table. See luCampus lookup table in the System maintenance manual. 

3. Type a unique number for each required campus in the MCEETYASchoolCode field. 

4. Click . 
 



Configuring Synergetic for DEEWR exports Roll returns for NZMOE 

Version 65.19 Page 23-203 

Configuring SchoolCode for DEEWR export 
If your organisation does not define a MCEETYASchoolCode for each campus in the luCampus 
lookup table, the DEEWR export identifies your organisation using the SchoolCode configuration 
setting. 

Tip: Even if you have defined a MCEETYASchoolCode for each campus, we recommend you 
enter an appropriate SchoolCode. 

To configure a SchoolCode for your organisation: 

1. Select Module > System > File Configuration Maintenance from the Synergetic main menu. 

The Configuration File Maintenance window is displayed. See Configuration File Maintenance 
window in the System maintenance manual. 

2. Search for MCEETYA|SchoolCode. 

The ExternalSystem:MCEETYA:SchoolCode configuration setting is selected. See 
MCEETYA:SchoolCode configuration setting (on page 204) in the System maintenance manual. 

 

Note: If this configuration key does not exist, your system administrator can add it by clicking 

 then typing the values in the Key fields. See MCEETYA:SchoolCode configuration setting 
(on page 204) in the System maintenance manual. 

3. Ensure that your organisation has the appropriate SchoolCode entered in the Value field. 

4. Click . 

The SchoolCode field is updated. 
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MCEETYA:SchoolCode configuration setting 

Keys 

Key Value 

1 ExternalSystem 

2 MCEETYA 

3 SchoolCode 

Description 

The MCEETYA:SchoolCode configuration setting is used to identify your organisation when 
performing DEEWR exports. 

Default value 

The default value is blank. 

Setting a different value 

Type your organisation's code in the Value field on the Configuration File Maintenance window. See 
Maintaining configuration files. 

 
 



Configuring Synergetic for DEEWR exports Roll returns for NZMOE 

Version 65.19 Page 23-205 

Configuring the Absence Events Daily Calculations 
DEEWR export uses the Absence Events Daily Calculations to produce the attendance results. 
These calculations rely on Synergetic's timetabling system being accurate for your organisation. 

Before performing the DEEWR export you can: 

 Review how the AbsenceMinutes and AbsenceFactor are calculated in Synergetic. See 
Calculating the AbsenceMinutes and AbsenceFactor (on page 206). 

 Check the calculated absence data using Crystal Reports. See Generating absence reports to 
check DEEWR export data (on page 209). 

Configuring the Absence Events Daily Calculations 

To ensure that these calculations are correct, you must define: 

 At least one timetable group. See luTimetableGroup lookup table in the System maintenance 
manual. 

 The year levels for your organisation. See luYearLevel lookup table in the System 
maintenance manual. 

Note: Ensure you allocate each year level to a timetable group, and that the 
IncludeInCensusFlag field is selected. 

 A timetable definition for the timetable group(s). See Defining and setting up timetables in the 
System maintenance manual. 

 Calendar events to mark: 

– the date the timetable starts 

– any non-school periods such as public holidays or school holidays 

– the date the timetable resumes after non-school days. 

See Timetable Maintenance - Calendar Events tab in the Curriculum manual. 

 Start and end dates for the current semester. See Student File Semester Maintenance - File 
Semester tab. 

Note: Your organisation may use another word such as Term instead of Semester. 

If your organisation has overlapping semesters, the DEEWR record export uses the earliest-starting 
semester as its reporting period. In the example below, there are two semesters which overlap during 
the month of July. If DEEWR records are exported during July, Synergetic uses the first semester to 
calculate the results. 
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Calculating the AbsenceMinutes and AbsenceFactor 

Synergetic uses AbsenceMinutes and AbsenceFactor calculations for students in the DEEWR 
export. 

AbsenceMinutes are calculated for each day for each student to give an exact total of how long a 
student has been absent for the day. 

Note: Different Absence Event Types can affect the calculation of AbsenceMinutes. See below 
for more information.  

The calculated AbsenceMinutes are used to generate the AbsenceFactor, which is the 
AbsenceMinutes for the day divided by the total minutes for the day. 

Note: Absence Event Types are only included in the AbsenceFactor calculations if the 
CountAsAbsenceFlag is selected for the Absence Type related to the Absence Event Type in 
the luAbsenceType lookup table.  

 

See luAbsenceType lookup table and luAbsenceEventType lookup table in the System 
maintenance manual. 

Determining the total minutes in a student's day 

Synergetic individually calculates each student's total minutes for a given day based on the: 

 DayStartTime as the first period in the day that is marked for attendance. 

 DayEndTime as the last period in the day that is marked for attendance. 

 Timetable Group that is associated with the student's year level. 

See the Attendance Entry flag on the Timetable Maintenance - Timetable Definition tab in the 
Curriculum manual. 
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Calculating the AbsenceMinutes for different absence event types  

Absence Event Type Calculated AbsenceMinutes 

All Day Absence Total minutes for the day, calculated as the difference between the 
DayStartTime and the DayEndTime 

Slips Total for the period, calculated as the number of minutes between the 
StartTime and EndTime for the period that the absence is for.  

See Timetable Maintenance - Timetable Definition tab in the Curriculum 
manual. 

All other absences Calculated based on the In/Out status in Absence Events Maintenance. 
If a student has: 

 an absence event with an IN status, such as from signing in, then 
calculation is based on: 

– the time they signed out until they signed in again 

– the start of the day until they signed in. 

 an absence event with an OUT status, such as signing out, then 
calculation is based on the time they signed out until: 

– the end of the day  

– they sign in again. 

See Absence Events Maintenance window in the Attendance and absence 
events manual. 
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Example AbsenceFactor calculation 

For the timetable definition below: 

 the DayStartTime is 8:30 AM  

 the DayEndTime is 3:30 PM  

 the minutes for the day is 360 minutes. 

 

For the absence events in the example below, Synergetic calculates the AbsenceFactor of the: 

 Slips by calculating: 

– AbsenceMinutes as the difference between 8:30AM and 9:30AM (60 minutes) 

– AbsenceFactor as 60 divided by 360 rounded to two decimal places (0.17). 

 SignIn by calculating 

– AbsenceMinutes as the difference between 8:30AM and 8:45AM (15 minutes)  

– AbsenceFactor as 15 divided by 360 rounded to two decimal places (0.04). 

 SignOut, SignIn, then SignOut by calculating 

– AbsenceMinutes as the difference between 9:30AM and 12:30PM (180 minutes) 

plus the difference between 2:30PM and 3:30PM (60 minutes) which is 240 minutes. 

– AbsenceFactor as 240 divided by 360 rounded to two decimal places (0.67). 
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Generating absence reports to check DEEWR export data 
You can check absence events data prior to conducting the DEEWR export using the following 
attendance Crystal Reports: 

 Student Absence Events Count Summary 

 Student Absence Events Count Detailed. 

See Key attendance reports in the Attendance and absence events manual. 

Note: The calculated absence data in these reports are not the same as the DEEWR formatted 
data. 

Key attendance reports for DEEWR export 

Note: If File Semester or Timetable Definition have not been correctly defined, only all day 
absences are calculated. See Configuring the Absence Events Daily Calculations (on page 205). 

 
 

Report Code Description 

Student Absence 
Events Count 
Summary 

STUABS- 
EVT- 
COUNT 

This report uses the AbsenceEventsDailyCalc data to produce 
a basic count of absence events. It does not use rounded totals. 

Student Absence 
Events Count 
Detailed 

STUABS- 
EVT- 
COUNTSD 

This report uses a student's Synergetic ID, and the Absence 
Date >= and Date <= dates to produce a list of absence events 
for each student in the selected period of time. 

Tip: This report may be useful to determine that absence 
events counts are accurate. 
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Maintaining student information and exclusions for DEEWR exports 
Certain students must be excluded or specially indicated in DEEWR exports. To ensure the correct 
information is exported into the DEEWR file, you must ensure: 

 Flags for Indigenous and Torres Strait Islander status are accurate. See Maintaining flags for 
Indigenous and Torres Strait Islander students (on page 211). 

 Students who are external, part time or have left before the end of the export period are 
excluded. See Excluding students from the DEEWR export (on page 212). 

Excluding year levels 

Certain year levels at your school may also be exempt from providing DEEWR exports. Ensure any 
non-relevant year levels are excluded. See Excluding a year level from the DEEWR export (on page 
215). 
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Maintaining flags for Indigenous and Torres Strait Islander students 

To maintain the correct Indigenous or Torres Strait Islander status for students: 

1. Select Module > Students > Current Student Maintenance from the main menu. 

The Set Current Student Search Criteria window is displayed. 

Tip: You can also access the current student functions by clicking . 

2. Search for the student. See Searching for existing students in the Current students manual. 

3. Click the Flags tab. 

The Flags tab of the Current Student Maintenance window is displayed. 

4. Ensure that the Indigenous Student and Torres Strait Islander flags are selected as appropriate 
for the student. 

 

5. Click . 

The record is updated. 
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Excluding students from the DEEWR export 

Students are excluded from DEEWR exports if: 

 they are marked as External 

 their status has a SynergyMeaning of EXTERNAL 

 they are a part-time student 

Students are not included in the export on days they were not enrolled at your organisation, such as if: 

 they have left or are leaving before the end of the exporting period 

 they started at your organisation after the start of the exporting period. 

For example, if the DEEWR export period is from 1st March to 31st October: 

 a student who started on the 15th March would not be included prior to their starting date 

 a student who left on the 7th of October would not be included after their leaving date. 
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External students 

You can maintain a student's external status 

 On the Flags tab of the Current Student Maintenance window, using the External Student 
field.  

 

See Current Student Maintenance - Flags tab in the Current students manual. 

 On the School tab of the Current Student Maintenance window, using a Status with a 
SynergyMeaning of EXTERNAL. 

 

See Current Student Maintenance - School tab in the Current students manual. 

Part-time students 

Any student who has a Full-Time-Equivalent (FTE) of less than 1 is considered a part-time student. 
You can maintain a student's FTE on the School tab of the Current Student Maintenance window. 
See Current Student Maintenance - School tab in the Current students manual. 
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Students starting or leaving within an exporting period 

You can maintain a student's: 

 Leaving Date on the School tab of the Current Student Maintenance window. If the 
Leaving Date is before the end of the DEEWR exporting period, the student is excluded from 
the report for all days after their Leaving Date. 

 

See Current Student Maintenance - School tab in the Current students manual. 

 Entry Date on the Entry tab of the Current Student Maintenance window. If the Entry Date 
is after the start of the DEEWR exporting period, the student is excluded for all days before 
their Entry Date. 

 

See Current Student Maintenance - Entry tab in the Current students manual. 
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Excluding a year level from the DEEWR export 

To exclude an entire year level from the DEEWR export: 

1. Select Module > System > Lookup Tables Maintenance from the Synergetic main menu. 

The Lookup Tables Maintenance window is displayed. See Maintaining lookup tables in the 
System maintenance manual. 

2. Find the luYearLevel lookup table. See luYearLevel lookup table in the System maintenance 
manual. 

3. Clear the IncludeInCensusFlag field for the year level you want to exclude. 

 

4. Click . 

The year level is excluded from the DEEWR export. 
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Import/Export Student Data - DEEWR tab 
Use the DEEWR tab to export student attendance records into a CSV for submission to the 
Department of Education, Employment and Workplace Relations (DEEWR). DEEWR reports are a 
requirement of all Australian schools. 

Note: Your Synergetic installation must be configured for DEEWR reporting before you can export 
the records. See Setting up Synergetic for DEEWR export (on page 201) in the Roll returns 
manual. 

Opening the DEEWR tab 

To open the DEEWR tab: 

1. Select Module > Students > Student Data Import/Export from the main menu. 

The Curriculum Council tab of the Import/Export Student Data window is displayed. 

Tip: You can also access the student import and export functions by clicking . 

Note: Your organisation may use a standalone version of the DEEWR tab. 

2. Click the DEEWR tab. 

The DEEWR tab of the Import Export Student Data window is displayed. 
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Import/Export Student Data - DEEWR tab key fields and buttons 

Fields 

Field Description 

Export Type Data structure of the exported records. Options include: 

 daily records 

 monthly records 

 records for the entire reporting period. 

Note: Victorian CEO Schools must use an Export Type of Monthly. 

Start Date / 

End Date 

Export the records within this date range. 

Year Level 
From / To 

Export the records within this year level range. 

File Name The location where the exported records should be saved. 

Note: Victorian CEO Schools must use the following file name format: <Your 
School E Number>_STUD<File Creation Date as YYYYMMDD>_AS.txt. For 
example, an export file created on the 31st March 2013 for a school with an E-
number of E1234 would be E1234_STUD20130331_AS.txt. Please note that 
the file creation date needs to be updated each time you create an export. 

Note: It is suggested that you use the last day of the month as your file 
creation date. 

Buttons 

Field Description 

 
Launch a file chooser to select a new file location to save the export. Synergetic 
then automatically runs the DEEWR export and saves it to this file location. 
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