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Questions

If attending today's session live, please make 

uses of the Q&A feature for any questions. 

Post today's session please reach out to:

Support

• E: support@ewp.readytech.io

• P: 02 9018 5525

Onboarding

• E: customeronboarding@ewp.readytech.io

• Monday.com

mailto:customeronboarding@ewp.readytech.io
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Please Note
CRICOS

This session covers CRICOS specific fields that 

were not covered during Level 1 

(Onboarding Education) Training

This session aims to highlight those fields, but 

does not repeat content from Level 1

Where applicable, banners identify the 

session where additional information can be 

obtained regarding the topic being covered

https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education
https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education


CRICOS
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Agenda
Topics Covered

1 CRICOS Basics

2 System Setup

3 Party Profiles

4 Generate Target End Date

5 Enrolments

6 Progress

7 ELICOS

8 At Risk

9 Letters

10 Reports

11 Importing and Exporting
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Agenda

Learning Objectives

1 Active the CRICOS features within your system

2
Understand how to add international information against a party 

profile

3 Create Agents within the SMS

4 View progress of the student

5 Understand how to record at risk information for a student

6 Understand how to run reports within the system

6 Find the importing/exporting tools within the system



CRICOS
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Reporting System: Provider Registration and International Student 
Management System (PRISMS)

Website: https://cricos.education.gov.au/

Reporting site: https://prisms.education.gov.au/Logon/Logon.aspx
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CRICOS
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CRICOS
What is it?

Commonwealth Register of Institutions and Courses for Overseas Students (CRICOS)

• Official register of all Australian education providers that are permitted to offer courses to 

students studying in Australia on student visas

Registered providers must meet, the requirements of the Education Services for Overseas Students 

Act 2000 (ESOS Act) and the National Code of Practice for Providers of Education and Training to 

Overseas Students 2018 (National Code)

Any providers wishing to deliver English Language Intensive Courses for Overseas Students (ELICOS) 

or Foundation Program courses must also meet the ELICOS or Foundation Program Standards

CRICOS providers are required to report information to the AUSTRLIAN government for all accepted 

students through Provider Registration and International Student Management System (PRISMS)

Reference: https://cricos.education.gov.au/default.aspx



CRICOS providers must provide their reporting information through PRISMS

PRISMS is the secure database in which was developed to Administer the ESOS act, 

providing the means for education and training providers to:

• Issue the Confirmation of Enrolments (CoE) as evidence of enrolments

• Report changes in enrolments

PRISMS helps with the monitoring of student's completion within their visa conditions

Reference: https://www.asqa.gov.au/guide-reporting-obligations-cricos-providers/how-

report
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CRICOS
How to report?

https://prisms.education.gov.au/Logon/Logon.aspx
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CRICOS
PRISMS Modernisation Project

There is a plan to invest in a project to modernise PRISMS, which will:

• Help to streamline the enrolments for international students and Australian 

education providers

• Will allow providers to integrate their own systems with PRISMS application to submit 

their data directly 

NOTE: ReadyTech is monitoring this project to ensure we are ready to update the 

system when changes are available

Read more here: https://www.education.gov.au/prisms-modernisation-project
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What Doesn’t the CRICOS Features do?

The CRICOS feature within the SMS can’t save information directly to PRISMS

PRISMS cannot accept information through a web service or file upload (except 
for change of student details, course costs and payment details)

All student and enrolment information must be entered directly into the PRISMS 
website



To enable the CRICOS feature within the system, you 

must first enter your CRICOS Provider ID and if also an 

ELICOS provider choose that tick box

Administration > Configuration > Preferences

NOTE!
You will need to logout and then back in to apply 

changes

You will not be able to see parts of the SMS essential to 

internal students if you don’t put the CRICOS code in
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System Setup
Adding CRICOS Number

https://help-education.readytech.io/support/solutions/articles/51000332217-session-2-site-setup


When creating programs (or editing 

programs) you can add details against the 

Qualification/Program for the CRICOS 

code

Administration> Curriculum> Programs > 

Select your program 

You can also edit the program to record 

the CRICOS Code
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System Setup
Curriculum

https://help-education.readytech.io/support/solutions/articles/51000332271-session-3-curriculum-management


Lets go do it!

Let's take a look at:

• Update provider details

• Add CRICOS details to Program

ReadyTech Education session20
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https://help-education.readytech.io/support/solutions/articles/51000332132-session-1-introduction-to-the-system
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Party Profiles
Students

On a party profile Citizenship/Passport/Visa 

information can be entered within the 

International section

Community > List All > select party > 

Compliance > International

Here you can record:

• Personal details

• Passport info

• Visa details

• Health insurances

• English test
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Party Profiles
What is an Agent or Agency?

“An agent is an individual/person who facilitates an enrolment

An agency is the business/entity which the agent works for”

Reference:

https://prisms.education.gov.au/Information/ShowInformation.aspx?Doc=Provider_User_Guide&ke

y=information-provider-user-guide&Heading=

When talking about adding agents there are two things to thing about: 

• Employer (Business/Company - Agencies)

• Employees (people/Parties - Agents)

https://prisms.education.gov.au/Information/ShowInformation.aspx?Doc=Provider_User_Guide&key=information-provider-user-guide&Heading=
https://prisms.education.gov.au/Information/ShowInformation.aspx?Doc=Provider_User_Guide&key=information-provider-user-guide&Heading=
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Party Profiles
Agencies/Companies

Community > Agents > New + > Company 

> Create a New Agent 

Employer/Company can be added into 

the system

Once created you will need to edit the 

employer Agency status and ensure you 

set their Agent Status to Active
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Party Profiles
Agent Parties

Adding the Agents is very similar to the Employer

1. Create party profile

2. Add agency status

Community > Agents > New + > Person > Create 

a New Agent 
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Party Profiles
Adding Agents/Contacts to an Agency

Contacts (party profiles) can be linked to the 

employer that has been created

Community > Agents > select employer > 

Profiles > Contacts > +

Note!
Within the Contacts menu:

• Employee: refers to an agent employee at 

the agency

• Contacts (Employee unticked): are someone 

working for the agency who aren't agents



Lets go do it!

Let's take a look at:

• Enter Partys International personal details

• Create Agency/Company

• Create Agent/Person

• Link them together as employer

ReadyTech Education session 27
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Generate Target End Date

Some Courses have a 'number of weeks' rather than an end date

You can enable the system to Generate Target End Date from Total number of Weeks

• System Wide:

Administration > Configuration > Preferences 

> Enrolments > Enrolment Wizard >

• Program Specific:

Administration > Curriculum > Program > 

select program > Enrolment Preferences 

> Enrolment Wizard >

• Course Level:

Course > List All > select course > Admin > 

Enrolment Preferences > Enrolment Wizard >
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Enrolment

Generate Target End Date

In the Enrolment step, there is the option to set number of 

weeks

Enrolments > Enrol Students



Enrolments
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“A CoE is an official document issued by a provider registered on the Commonwealth Register of 

Institutions and Courses for Overseas Students (CRICOS). 

The CoE confirms the student’s eligibility to enrol in a course with the registered provider and 

contains information about the provider, course and duration of study in which the student has 

enrolled. 

This evidence is required before the Department of Home Affairs issues a visa to a student.”

Reference: https://www.education.gov.au/esos-framework/frequently-asked-questions#toc-what-is-

a-coe-confirmation-of-enrolment-
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Enrolment



International personal details can be 

entered:

1. At the time of enrolment

Enrolments > Enrol Students

OR

2. On the student party profile itself
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Enrolment
International Personal Details

https://help-education.readytech.io/support/solutions/articles/51000332710-session-7-the-student-life-cycle
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Enrolment
Confirmation of Enrolment (CoE)

The CoE can be entered at the time of 

enrolment OR later on the student's enrolment

Fields to enter:

• COE ID

• COE Status

• COE Issue Date



An agency can be added to an enrolment 

within the agents section

Check the New Agent select box, then select 

and enter all the details

• Agent (Company)

• Rate 

• Contact
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Enrolment
Add Agency



Lets go do it!

Let's take a look at:

• Create an enrolment and enter information for CRICOS

ReadyTech Education session 36
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Progress

“Standard 8 requires registered providers to monitor international students’ compliance with their 

visa conditions relating to course attendance, progress and completion according to the sector 

of education. It requires that the expected duration of study specified on an international 

students’ CoE must not exceed the CRICOS registered duration."

“School, ELICOS and foundation providers must monitor both course progress and attendance.“

Reference: https://www.education.gov.au/esos-framework/resources/general-factsheet
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Progress
View Unit Progress and Attendance

You can view the unit progress and attendance 

information for the student's study from:

• Units Completed

• Attendance

Enrolments > Enrolments List > select enrolment
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Progress
Marking Attendance Summary

Attendance can be marked a variety of ways:

Single Event: Course > List Course > select course > Timetable > Calendar View > select event 

> Attendance > Mark

Multiple Events in Bulk: Course > List course > select course > Bulk Actions > Attendance

https://help-education.readytech.io/support/solutions/articles/51000332710-session-7-the-student-life-cycle
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Progress
Recording Outcomes Summary

Outcomes can be recorded in a variety of ways:

Individual Student (single or bulk units): Community > List All > select student > Enrolments > select 

enrolment > Units > Edit

Multiple Students (Course level): Course > List Course > select course > Bulk Actions > Unit Grading

https://help-education.readytech.io/support/solutions/articles/51000332710-session-7-the-student-life-cycle


ELICOS Courses

ReadyTech Education
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ELICOS: Settings
Hours per Week

When the ELICOS feature is enabled

Administration > Configuration > 

Preferences

You can record the hours per week for a Course 

Course > New Course > Settings



The following talks through how to manage events when you need to have student migrate 

from one group of events to the next within a Course

This will allow you to see when/if a student has fallen below the scheduled contact hours for the 

Course

ReadyTech Education 44

ELICOS: Managing Attendance
Across Course Events



Event Series allow you to have one Course with multiple timetables attached to it

e.g. you wish to run one Course with 4 different groups of students in it: 

Beginner, elementary, pre-intermediate and intermediate

Courses > Course List > select course> Timetable > Event Series
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ELICOS: Managing Attendance
Managing Different Events

https://help-education.readytech.io/support/solutions/articles/51000332273-session-4-courses


For each option/stream 

you will add a new series

Fill in all the information in 

the event details window 

for each series

NOTE!

• Select a different colour 

for each series

• Be careful with ‘Include 

all students’ box
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ELICOS: Managing Attendance
Creating Event Series

https://help-education.readytech.io/support/solutions/articles/51000332273-session-4-courses


View and edit individual events within a series 

by selecting the series and scrolling down

Each series can be viewed on the Courses 

overall timetable

BUT an individual student enrolment will only 

select some of these options, depending on 

requirements

Community > List All > search student > enter 

the record > Schedule > Calendar View
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ELICOS: Managing Attendance
Viewing Created Event Series



Within Enrolment Wizard – Scheduling Step, 

select the correct event series from the list

The student be enrolled into the series' 

selected 

Note! Events outside the enrolment dates will 

show red. These must be unselected. 

Enrolments > Enrol Students
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ELICOS: Managing Attendance
Enrolling into Event Series



Community > List All > select student > Enrolments 

> select enrolment > Attendance

This will show the classes the student has 

attended
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ELICOS: Managing Attendance
Reviewing Attendance



Sometimes a student will need to move between the different event series within a Course

To do this you will need to:

1. Locate the last event they will be attending from the old series

2. Remove them from the next event

3. Create as an Attendee in the new event series

Courses > Course List > select course> Timetable > Calendar view
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ELICOS: Managing Attendance
Update events



Locate the last event within the series the student will be attending, open the NEXT event in that 

series  
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ELICOS: Managing Attendance
1. Locate the last event



Remove the student from the list to take them out of the 

event 

Save and Confirm for This & all the following events
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ELICOS: Managing Attendance
2. Remove Student



Locate and select the new event series from the timetable

Manually add the student as a new attendee

Save and Confirm for This & all the following events
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ELICOS: Managing Attendance
3. Add to New Event



Lets go do it!

Let's take a look at:

• Event Series

• Creating

• Enrolling a student into an course and event series

• Transferring a student to a new event series

ReadyTech Education session 54
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At Risk

“Registered providers are also required to have policies and processes to identify, notify and assist 

international students at risk of not meeting course progress or attendance requirements based on 

evidence of their academic progress”

Reference: https://www.education.gov.au/esos-framework/resources/general-factsheet
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At Risk
Tags

Tags are useful for easy sorting of records 

through filters

A range of tags exist in the system

Additional tags can be added

Administration > Lookups > Tags

https://help-education.readytech.io/support/solutions/articles/51000332132-session-1-introduction-to-the-system


You can record notes and checklists against a party’s record to record the risk assessment

These can be assigned a user and a date

Community > List All > select party > Notes / Checklists
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At Risk
Notes and Checklists: Record an At-Risk Assessment

https://help-education.readytech.io/support/solutions/articles/51000333789-session-9-1-communications


Letters

ReadyTech Education

https://help-education.readytech.io/support/solutions/articles/51000333789-session-9-1-communications


If a student needs to be provided with a simpler letter this can be created 

through the letters and forms feature 

Letters and Forms let you communicate from different entity levels

e.g. Student, Course

Community > List All > search and select party > Letters and Forms

Course > Course List > search and select course > Letters and Forms
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Letters



Two options:

• Quick
Creates PDF documents against a 

party/enrollment/course

• Advanced
Allows you to select a target

• Individual – that party

• Course – all enrolments

Delivery

• Letter = pdf that can be download 

(found under Documents)

• Email = stores as email
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Letters
Sending letters



This typically need to be a document. This can be created one of two ways depending on your 

needs:

1. Letter and Form (as noted above)

2. Template (may have a cost associated with it) 

Please talk to either onboarding or support to have templates created  

Please be aware these are longer documents that take time to design and create 
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Letters
Letter of Offer and Letter of Release



Lets go do it!

Let's take a look at:

• Label at risk

• Make use of notes/checklists to record at risk activity

• Send a letter and form to a student

ReadyTech Education session



Reports

ReadyTech Education

https://help-education.readytech.io/support/solutions/articles/51000332723-session-8-national-reporting


Reports can be produced on things such as Attendance, at risk students, Course progress etc. 

These can be created using the Report Builder

Reports > Report Builder

Report Builder was covered in detail in Session 8
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Reports
Report Builder
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Reports
Remember:

Always start with the business question you are trying to answer:

Examples:

• I am looking to view all attendance and the noted absent reasons for students at risk for a 

particular course 

• I am looking for a list of students who are at risk and doing a particular Program

Build the report step by step, filtering down the data until you get what you are looking for



If you have enabled the ELICOS feature an addition "Overall Attendance" column will be present in 

the standard attendance report

Reports > Standard Reports > Course > Attendance
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Reports
Standard Report



Importing and 
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ReadyTech Education
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Import and Export
PRISMS Import / Export

PRISMS cannot be directly integrated with the SMS

However, you can import a file from PRISMS and 

export files from the SMS

• Import

Administration > Import/Export > PRISMS Import

• Export

Administration > Import/Export > PRISMS Export
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Import and Export
PRISMS Import / Export

1. Export a file that lists all students without COE 

information in a particular Course

2. Import this file into PRISMS

3. Export COE information for these students from 

PRISMS

3. Import and update COE information into the 

SMS for these students 



Within the PRISMS Export feature you 

can export the Student Contact 

information 

This will allow you to export data, based 

on the criteria selected, that can then 

be used to import within PRISMS

NOTE!

Data will only be picked up if 'COE ID' 

from the Enrolment is blank
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Import and Export
1. SMS Export
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Import and Export
Step 2-3 in PRISMS

2. Import this file into PRISMS

3. Export COE information for these students from PRISMS

The CSV from PRISMS has a large number of columns
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Import and Export
4. Import into SMS (matching)

Files exported from PRISMS can be imported into the SMS

The following are key for successful import into the SMS: 

CSV Column 

Name

CSV 

Column

System Field

Provider Student ID G Party > Party ID

Course Code AN Enrolment > Program > CRICOS 

Code

Proposed Start 

Date

BH Enrolment > Start Date

Proposed End 

Date

BI Enrolment > Target End Date
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Import and Export
4. Import into SMS (updating)

The following fields will be updated when the enrolment matches the CSV 

CSV Column 

Name

CSV 

Column

System Field

COE Code B Enrolment > Course Details > COE 

ID

COE Status C Enrolment > Course Details > COE 

Status

COE Last Updated BW Enrolment > Course Details > COE 

Issue Date



• CRICOS basics

• System setup

• Party profiles

• Letters of Offer and Letters of Release

• Progress

• At risk

• Importing and exporting to PRISMS
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Summary
What have we done today? 



• Update provider Details to enable the CRICOS Feature

• Add CRICOS details to Program 

• Update Partys International details

• Add all Agents (both Company and Person)

• Create an enrolment with all the CRICOS details entered

• Create a report based off a business question

• Take a look at the importer and exporter
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Action Items
What do I need to do after today's session?



Please navigate to CRICOS information article

Here you will find all the information and resources for this series

• A copy of the PowerPoint slides 

• Links for resources relevant to today's session

• Details on the materials required for upcoming sessions

• Booking links for upcoming sessions

• Recordings from today and previous sessions

For more information about the onboarding training sessions

please navigate to article here
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Enjoyed today’s session?

https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education
https://help-education.readytech.io/support/solutions/articles/51000340817-cricos
https://help-education.readytech.io/support/solutions/articles/51000330852-onboarding-education


Thank you 

For more information please contact:

Support

• E: support@ewp.readytech.io

• P: 02 9018 5525

Onboarding

• E: customeronboarding@ewp.readytech.io
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