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Instructions for Partner Schools

Welcome to the SIDE Online Enrolment Portal. This will simplify the enrolment process for schools and allow you to track
your enrolments. When the process is complete the school contact person that submitted the enrolment will receive an
auto-generated email verifying a successful enrolment.

The parent email address is a very important tool for our teachers to communicate with parents. The only way SIDE can

extract the parent email address is through your Integris (SIS) or Compass data. Please check that this information is accurate
prior to enrolling students. Please include email addresses for the parents.

Step 1 - Log in to SOEP

SOEP can be accessed from lkon \ Links menu.

You may need to click the "Access more Links" button. School staff, according to their
role, will automatically have access
SIDE Online Enrolments to SOEP.

If a staff member does not have

User ID: le | automatic access, please email:
Password:  [sesseseed | helpdesk@side.wa.edu.au

Forgot Your Password?

SIDE Online Enrolment (SOE)
Main Menu

o Creats Enrolments

View Enrolments

Gther Options
2 Manage Roles

W Logour
Notes:
When SIDE enrolments are open for the following year and up until the 1. If you have completed your
end of the current year, you will have to select the enrolment year: Integris (SIS) end of year
1. Choose the Enrolment Year process, please do not upload
reate Enrolments for 20 enrolments through SOEP until

. _! Create Enrolments for 200 after 1st January.

After 1 January, the enrolment year option will revert to the current year

by default.
1. Choose the Enrolment Year
(®) Create Enrolments for 20
Step 2 Select the School Contact. If a staff member is not listed,
please email the SIDE help desk:
2. Select the School Details helpdesk@side.wa.edu.au
School | ALBANY PRIMARY SCHOOL (5002) vl
Schoal Contact | v/
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Step 3 - Select the students

3. Define and Create Enrolments

Select Current Year Group 1. Select Name

2. Select Year Group
3. Select All or Letter

Select by | Name

Year Group Year 1 v/
Surname Initial

AEERERERIERNDDR AR R E ME N MENH
A
e ‘
v Tick box to select ALL students.
[ BAK
[¥vBOQ OR;
u " Tick b lect individual stud =
BRA ick box to select individual students. =
v CAM Click again on a selected box to deselect an
[TD'AN individual student.
[ DAL
[~ DOH .
ea
Clear Selections
Notes:

1. For students to appear in SOEP they must be in Integris\SIS or Compass
a. Leave date must be blank.
b. Students in the Admissions roll must have the accepted field ticked.

c. A student must have a Student Number in SIS/Compass before a SOEP enrolment can be processed.

2. Students enrolling in the current year for the following year will have their academic year automatically
incremented. For example, enrolling a Y4 student this year for next year, SOEP will enrol the student as
ayYs.

CREATIVITY
COURAGE COMPASSION

EQUITY
CONNECTION
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Step 4 — Select a Cohort and Subject/Course

Select Courses or Subjects

Select Enrolment Year Subjects | PriLang vl 1. Select a cohort

= [~ PriLang
[~ Primary Chinese (CHI)
[~ Primary French {FRE)
[~ Primary Indonesian {IMD)

. I Primary itafian (ITA) 2. Tick to select course

L 3. Click “Add Enrolments” to add
selection
Clear Selections
e Add Enmlmenls|
Step 5 — Submit the enrolment.

4. Review and Submit Enrolments
Year “fear Group Student Mo. Hame Course/Subject Code
2025 Year 4 Prima FRE
2025 Year 4 Select ALL students Primary French FRE O
2025 ear 4 Primary French FRE

OR

Select individual students -5

I "\-.I Before submitting this enrolment request, you must agree to the SIDE
€' Enrolment Terms and Cenditions.

Do you agree to the SIDE Enrolment Terms and Conditions?

[ ok || cancl

e  Click on the Submit button when students have been selected (ticked). This will forward the enrolment

request to SIDE for processing.
e To produce a hard copy for your records, click the print button.

SIDE Terms and Conditions
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It is important that you read and agree to the SIDE Terms and Conditions before you proceed with an
enrolment.

T&Cs are available by clicking on one of the two links in the top right hand corner.

Questions and Help
Enrolment issues: SIDE Reception: 9311 1400

For General Enquiries: helpdesk@side.wa.edu.au

Staff access to SOEP is maintained at each school.

All other technical assistance: Customer Service Centre on 9264 5555 or 1800 012 828
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