AAA

MINISTRY OF EDUCATION
TE TAHUHU O TE MATAURANGA

ELI Web Guide for

Centre-Based Early Childhood Education Services

How to Use this Guide

This guide provides visual touchstones, pointers and important information
you need when using ELI. While it can be used as step by step instructions, it
is meant to help make sure you are in the right place and doing the right
thing as you get used to ELI.

The title of each page is numbered, and these numbers follow the numbers
indicated on the ELI overview page 2.0, making it easy to go to any task you
need to perform.
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ELI Web User Guide

1.0 Introduction

What is ELI?

The Early Learning Information (ELI) system will collect and store information on enrolment and
participation in Early Childhood Education (ECE) for approximately 200,000 children throughout
Aotearoa.

Information will be collected for educational monitoring, reporting and research, and for development
of policies. It will be collected on a regular basis from ECE services including: kindergartens, home-
based services, Playcentres, and education and care centres.

What is a National Student Number?

The National Student Number (NSN) is a unique education number which is allocated to children
when they first enrol with an education service (Education and Training Act 2020, Schedule 24).
Information about each child’s participation in ECE will be recorded against this number.

It is very important that each child’s official name, date of birth and gender are accurately copied from
their birth certificate or other official identification document. This will ensure that each individual has
only one number.

What is the National Student Index? E
.

The National Student Index is the Ministry Early Childhood -
of Education’s central register of learner Education Service ELI Web or
identity information and the mechanism by Student Management
which an NSN is allocated to each child. System
The National Student Index contains - 7
information detailing a child’s official name, 1
date of birth and gender. C' .. AR

_ ) ] ELI Reports ELI Sysiem Mational Student Index
Protecting a Child’s Privacy [Minisiry of Education System}

ECE services are responsible for ensuring that information collected about children is kept private. All
ECE services must comply with the Privacy Act 1993 which aims to promote and protect individual
privacy.

A child’s NSN and related data are private. The National Student Index should not be searched
except to enrol a child and find and allocate an NSN. Also note that all searches performed on the
National Student Index are logged.

More information can be found at National Student Numbers (NSN) — Education in New Zealand and
WWW.privacy.org.nz.

If you have not already done so, the Ministry strongly advises that your service put in place
appropriate processes to ensure that the privacy of information for enrolled children at your service is
maintained as obligated under the act.

More Information about the Early Learning Information (ELI) System

Further information about ELI and a comprehensive set of Questions and Answers can be found at:
Questions and Answers — Education in New Zealand



https://www.education.govt.nz/early-childhood/funding-and-data/early-learning-information/questions-and-answers/national-student-numbers-nsn/
http://www.privacy.org.nz/
https://www.education.govt.nz/early-childhood/funding-and-data/early-learning-information/questions-and-answers/
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2.0 ELI Web Overview

&
v

Process steps

1. Introduction Provides a summary of ELI and NSNs
2. Logon to ELI Web Obtain an Education Sector Account - go to How to
get access to ELI Web
Logon to ELI - Go to How to log in to ELI Web
3. Add a child to your service in ELI Do you have the child’s official identification
documentation?
e Ifyes, then search for the National Student
Number (NSN)
¢ If no, contact the Ministry on 0800ECEECE to
create an Unverified NSN
3.1. Additional Guidance for NSNs Explains the meaning of the NSN search results
4. Enrol a Child that has been added in ELI Copy enrolment details from enrolment agreement
Record Bookings for a Child Record booking details from enrolment agreement
6. Record 20 Hours ECE Record 20 Hours ECE hours if the child is 3 years
old or older
7. Record Children’s Attendance e Record all attendances
e Home-based services must also record
address of attendances.
8. Confirm Records and enter Temporary e Confirm ELI data submitted to Ministry monthly
Closures e Enter Temporary Closures
9. Enter Staff Information Enter staff information including their roles at your
service
10. ECE Return Enter your ECE Return (Annual Census)
11. RS7 Return Enter your RS7 Return (ECE Operational Funding
claim) three times a year in February, June and
October
12. ELI Reports View, download or print copies of ELI data

previously submitted to ELI from your service - go to
Early Learning Information (ELI) Reports



https://applications.education.govt.nz/early-learning-information-eli-web/how-get-access-eli-web
https://applications.education.govt.nz/early-learning-information-eli-web/how-get-access-eli-web
https://applications.education.govt.nz/early-learning-information-eli-web/how-log-eli-web
https://applications.education.govt.nz/early-learning-information-eli-reports

3.0 Add a Child to Your Service in ELI

* Types of official identification

Call the
Ministry Resourcing
Support team on
0800 323 323

e NZ Birth Certificate

e NZ Passport

e Australian Birth Certificate

e Australian Passport

e Foreign Birth Certificate e I
Copy the child’s details from
the official identification
document

e Foreign Passport

e  Other (with secondary list)
1) Official Name

2) Date of Birth

e NZ Citizenship Certificate
3) Gender

e Certificate of Naturalisation \_ /
(Cook Island, Niue, Tokelau) Tl
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The child’s National Student Number (NSN) must be created
from the information stated on the birth certificate or other
_ official documentation.

Start

Do you have the child’s Select the

No Official Identity Document* Yes Click on the Children tab . .
and the Enrolment Add Child Record icon
Agreement?
B
Select NSN Search Are there records with Select
A No Yes +The child I’'m looking for

anking of 100 found? rankings of less than

100%? isn’t in this list

No records found

e Certificate of Registration [ x |
(Cook Island, Niue, Tokela)  £nver the childs details
Letter of Confirmation (Cook
’ Island. Niue Tokelau)( Check that the details arJ Enter the ID type* under ID
’ ’ copied correctly J verification
Yes
izi:;;athse‘u\ldee[:jc’rs\ki;:):em' Index for this child's m

If you have any questions about the National Student
Number (NSN) or the National Student Index please
contact the Ministry on 0800 ECE ECE (0800 323 323) or
email us at: ELI.queries@education.govt.nz.

:

Click Select to add the child

@
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3.1 Additional Guidance for NSN’s

What the NSN Search Results Mean:

NSN search results are ranked according to the likelihood that the child you searched matches one already
in the National Student Index.

Child record search result with a ranking of less than 100%:

A result with a lesser percentage in the Ranking field means that the record is a close match, and may
or may not be the child that you are searching for. If this is the case, you should:

o Recheck the details you have entered against the official identity document
e If you have copied the details correctly, create a National Student Number for the child.

Child record search result with a ranking of 100%:

e A 100% ranking in the Ranking field means that the NSN record matches your enrolled child’s
names, date of birth and gender. If this is the case, select the matching child record.

Child record search result looks like the correct child but has an error in the details:

If you believe that the NSN record is the one that you require, but there is an error with the details,
NSN Search exceptions that can occur with a child’s name below.

If you are unsure about the NSN search results returned, contact the Ministry on: 0800 ECE ECE
(0800 323 323).

NSN Search Exceptions That Can Occur With a Child’s Name:

If a child’s name includes a macron, accent or other special character that is placed above or below a letter
it does not carry across to the NSN search and does not display in the results.

Name on official documentation Name displayed in NSN search results
David Kalakaua David Kalakaua

Esmée Daniels Esmee Daniels

Albert Schitz Albert Schutz

Locked NSN Records:

An NSN record is locked if it has been matched against the New Zealand Births Register, and only updates
to the Gender field in the NSN Details screen can be saved to the NSN record.

Too Many Search Results:

After an NSN search, if the records returned exceed 350 children, the following message will be displayed:
Search exceeded NSI limit of 350 matching records, please refine search criteria and retry.

When a Child Has Only One Name:
Very rarely a child may only have one name. If you should come across this:
e Put the name in the Official Last Name field, even if this is the child’s first name.

e Put the ~ character be in the Official First Name field. The ~ can usually be found just to the
left of the “1” key on your keyboard, above the Tab key.



4.0 Enrol a Child that has been
added to ELI

Do you have the signed
enrolment agreement?

Yes

Select Children tab

!

Select
Awaiting Enrolment
Details
from the drop down

!

Select
Child

l

Enter Preferred name if

different from Official name

and then Save

v

Select
Enrolment tab

Select
Enrol this Child

l

Enter
enrolment details
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You must have the child’s signed Enrolment

o Agreement Form on hand, as all information
Obtain signed Enrolment

N s — entered into the ELI system must show the
same information as the official documents
you have on file.

_':}e [ Children Attendance My Service

Remember to enter an
enrolment end date when

Awaiting Enrolment Details T
a child’s enrolment ends.

Enrolment Ended

Child Firstname & NSN

catherine johnston-test 150856732
Donald Duck 150850601
Freddie Mercury 150841129

Long list of children?

e Use the Child Search icon to find the child

-8
*

Preferred First Name Preferred Surname

Daffy Duck

Save Preferred Name

NSN Details Enrolment History. Bookings 20 Hours ECE

NSN Details Enrolment 20 Hours ECE

Child's Demographic Information
Child's ethnic origins

Language/s spoken at home

Ethnicity Language

En'D| U‘II: Ch |||:j Please select Please select

Ennicity Language

Child's primary residential address [ Add a secondary residential address to this enrolment

The system will L
guide you through.~
the enrolment
process.

Street Address

Suburb or Rural Delivery

Town, Cry, Region or Area

Country Post Code



5.0 Record Bookings for a Child Ada

e e

Are the bookings
(days and times enrolled)
On the enrolment
agreement?

No Obtain bookings.

NSN Details Enrolment

Yes

h 4

Select the Children tab

—
~
~
—~
~
_ v
~
Long list of children? Use
th %h'ld S hi Q Is the child on N Have you added the N Goto 4.0
e Child Search icon. Ao, the list? o—> child O Add Child
Into ELI?
[ Yes
Yés
. Have you enrolled _ Goto 4.0
Select child the child No| add child
* Yes
. Select

a
Awaiting Enrolment Details Curren(tjly Egrolled from
Enrolment Ended rop down

the signed enrolment
agreement

Copy the booking details
including Booking Start
NSN Details Enrolment Histo Booki i Select Select

Note:
e Bookings entered in ELI are carried across from week to week once they are entered. The times for which children are booked will then show in the Attendance screen.
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Bookings 20 Hours ECE

Booking Start Date is the date
on which the child is expected to
begin attendance.

The system will guide you
through entering the booking
details.

¢ The information shown in the Bookings screen must match the child’s enrolment agreement. If your service is audited, the bookings and attendance information in ELI will need to match the

information on the signed enrolment form for the child.



6.0 Record 20 Hours ECE

;"Ee 1 Children Attendance

Select the Children tab

Select 20 hours ECE tab

{ Select a Child

Select Add a new 20 Hours
ECE schedule

My Service

Long list? Use
the child search
icon

=

-
L4

catherine johnston-test

20 Hours ECE

-
|
-

Aga a new 20 Hours ECE

sCneguie

v

Enter 20 Hours ECE effective
date

!

Enter hours under days of
week to a maximum of:
- 6 hours per day, and
- 20 hours for the week

l

Select Save
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e

MINISTRY OF EDUCATION
TE TAHUHU O TE MATAURANGA

All three, four and five year old children enrolled at an ECE
service that offers 20 Hours ECE can get up to six hours
per day, up to 20 hours per week of early childhood
education where no compulsory fee can be charged for
those hours.

An attestation included in the enrolment agreement
must be completed and signed by a parent/guardian for
each child receiving 20 Hours ECE.

If the parent/guardian updates the attestation information,
you should record the updated attestation date and hours in
ELI also.

The effective date the
child starts receiving
20 Hours ECE and the
hours for each day
must be recorded.

Monday

3

Tuesday Wednesday Thursday Friday Saturday Sunday

3 5.5 4 4.5 0 0

Note: Enter fractions
of hours, not minutes

1.5 hours, not 1:30



7.0 Record Children’s Attendance

Do you have the daily
attendance on hand?

No Obtain daily attendance

Yes

v

Time in

Time out

Nigel Farage Param Pejju

Easy Navigation
Save attendance and page through records
by clicking Next or Previous child.
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Go to Attendance tab

Any absences or time

Centre based

Centre based or Home
based?

Home based

different from bookings?

Select date and ChildH

« [=- -

Use the date picker in the

| “@ { cnildren

The Ministry of Education

{Select Date and Child Ha

Update Attendance,
including marking
bsences or adjusting

in/out times

Select Mark All Bookings
as Attended

including marking

in/out times

Update Attendance,
Enter the address at i i
hich the child attended absences or adjustin

H Select Save

Attendance  Addresses My Service

Service Addresses

that all atendance records for jices include an
address for where the child attended ECE.

Easy Addresses

Home based addresses can be added under

upper left to select a date

About addresses
The

Current addresses

121 Fake Street
Albany
Auckland

i

Attendance and managed under Addresses.



8.0 Confirm Records and Enter Temporary Closures

Select the My Service tab,
then the Details tab

ECE Return RS7 Return

Confirm Record:

To help ensure the quality of ELI data, the Ministry of Education requires all services to periodically
review and confirm the records that have been entered into ELI

If your service is expected to0 be closed for one or more days enter these dates on this page. Select Add closure
the reason for the closure e.g. holiday period, statutory holidays, anniversary day or teacher only .

day and enter the start and end dates. These dates may be in the future. If your service was closed

unexpectedly please enter the date and select the reasen for closure.

To add a Temporary Service Closure,
enter Reason and Start/End Dates

Temporary Service Closures

Ngaio Kindergarten (5367)
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To confirm records for your
service, select Confirm next to
the month you want to confirm
records for and repeat for other
months listed.

- Holiday Period
Statutory Holiday
Anniversary Day
University Holiday
Teacher Only Day
Service Closed
Not Funded
Mot Meeting Person Responsible Requirement
Substitute/Extra Day
Emergency Closure
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. ] This screen is for entering the staff you
SUTLE OB CD DR CER VR TR have at your service. To get here, click My

Service, then Staff.

Back to Staff list

= Note: Staff member roles
willbe automatically
e G & carried over the ECE
= - return for reporting
= e ' teaching contact hours.

Traze initais are uzed for tne ECE Renurn to nelp
details about your staff
Education about i
personal igentifiers

HOU #MTET QOMTECT
Irformation submitted 1o T
r staff does not include names. inftia

Role description and
details will appear when

Poxis tieked

This person is an ECE Teacher engaged in the education and care of children ﬁ
A person in this role working 25 hours per week or more is considened full-time

Does this person hold a current, practising certificate from the Teaching Council?

Aveacrer cerficaned oy tne Teacning Coundl nodds a pracizing cervficae marked

= Tamuya: Provisiona
*  Tiruru: Full (Catego
=
.

e,

y Ol

Pomau: Full {Category Two) - formerly known as Subject to Confirmation
Raturning to Teacning in Aotearos New Zealand (RTTANZ)

Hignest ECE Qualificazion

Please select

Details of the staff
framen Left member’s role.

Is this perso

n paid for this role at your service?

& o

|5 this person permanently appointed in this no &7

Yes O No

B e Tt sk - = - e
12 TR pErIOn TUll T in THeZ rode. Pleass select
Yes L) No

Ethnidty

B This person has a Senior Management Staff role \
Senor Marzgemen

sen professional leaders, parent liaison, curriculum

planning staf, ecc. Trese saff are not usually invohved inthe Is Tnis person permanently appointed in tiz role?
bealhng of children o Jy De available 10 work in a teaching

capacity if necessary. A parson in tis role werking 25 nours per
wesk or mare is considered fulltime

Iz Tniz parzon paid for this role at your senvice?

it Staff includes service managers, directors, Yes Mo

Yes Mo

is person full time in this role? Use these if the staff
e UNo member performs
more than one role.

This person has a Support Staff role

This person has a Specialist Staff role




10.0 ECE Return

You will be
advised by
Ministry of
the date to
enter here.

Staff info
carried
over from
Staff tab

Details Staff

Tne cata collected in this refurn provices information abeut your ECE service that is not collectes elsewnere. Tne Ministry
of Education will provide acvance notice of the dates for the ECE Beturn weel.

ECE Ruturn Wak
32/06/2020 . Sax Pleaze enter s1art date for the return week spectied oy the

! Ministry of

Wait Times at Your Service

Waiting times provide an indication of now long cnildren wanting To start attending an ECE service Eon
wousd nave to wat before The senvice could Take tham in

A Child under one=year oo
A ond=yaar-0ld cld

A two-year-old cnild
Atnree-year-old cnile

A four-year-gld child:

More than 1 manth and up to 3 months
1 month or less
Mo walting time
No waiting time
No walting time

Your Service

Teaching Languag

L=

Teaching lanpeapes inciude 8l Spoken INPEpEs and SiEnes Bnpuapes of communicaton uied Egi
guring the formal programma in your service

English 95%

Maer 5%

e
=

taff Activity for the ECE Return Week

Chick on tna initials of sacn of te saff liszed below. For non-teacning roles, cneck ti oo for any role tnat the sTeff memoer worked in
T

teacher can have multip ons on one day e.g thia morming from on in e
from 1pm-3pm. D nat inchude n mact tima and Draak S OF more in the contact nours. If a teacner on the
present this week, do not enter contact hours. If you nave used a relieving teacher during this week, add that teacner to the Staff Record
and enter the relieving teacher: mact hours

Caprure the Age Band, a3 at Monday of the ECE Return week fior

+ Teacning =aff tnat are curnently employed Oy The Jenice.
+  Specialisz sttt wino worked o1 The service during e ECE Return wiek

Hours Worked: Provide the total numzer of noy
This intludes tontact, no THCT time and breaks. Only

preaks of 15 min or more, or time the staff memper was ‘on-ca

Return week for sacn sta®f memoer employed (Daid and unpaid)
ROUrs workeg at rvice. Do not include STy Wanne. unDad

If a staff member did motwork during the ECE Return week, please enter [ in the nours worked field.

Staff Initials Staff Activity for the ECE Return Week

AL ECE Thacnar

Senlor Management Staff
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Wait Times at Your Service

For each age group, select one option o indicate how loeng a
child wanting to start today would have to wait to attend

A child under one-year old?

v
your service.
A one-year-old child?
v
A two-year-old child?
v
A three-year-eld child?
~
A four-year-old child?
~

Teaching Languages at Your Service

Please specify the language or languages of communication Language Time
and the proportion of all teachers’ total time spent using that

language or languages during the selected week ] %

Language Time

o %

Language Time

nr %

Language Time

v %

Language Time

» %

Staff Actvity for the ECE Return Week

Enter te ECE Teacher contact nours for A € for te week of 22/06/2020

Monday Tuesday Wednesday Thursday Friday Saturday Sunday

ASd Tmi ATOTTR ADD TR AQD UM AgaTimE AooTme Ao amg

Cneck te pox for eacn roletnac AC & Senicr Maragemens Suff

e week of 22/06/2020

1. Tick the role in which the staff member worked in the return week, and enter
the actual contact hours the person worked during the return week for

teaching roles
2. Enter total hours worked during the return week
3. Select the applicable age band for the staff



11.0 RS7 Return

You can refer to the Early
Childhood Funding Handbook for
instructions for calculating and
completing RS7 Returns.

Start

Go to 9.0 Confirm
Records & Enter

Temporary Closures

Enter/Update

Are Temporary
Temporary Closurey No

Yes

Closures up to date?

Eelect RS7 Return ta

Click Begin a Fundin
Return

9

ﬂ
|

Open month by clicking
Edit

Enter Subsidy Funded
Hours, 20 Hours ECE

Funded Hours, Staff
Hour Count
(if applicable)

)

No
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Complete Attestation
and Declaration details

and click Yes. (Must be End
completed)

Click Submit on RS7
Return tab

Yes

No

Are you a Submitter?

Enter/Edit Advance
Days

Are Advance Days

No
entered and correct?

Yes

All 4 months complete?

To review submitted RS7
returns, logon to ELI Reports
(https://
applications.education.govt.nz/
early-learning-information-eli-
reports)

[ Click Save

Note: This data appears on ELI
Reports the day after it has been
entered and saved by the ECE
service.
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