INTERNSHIP
TRACKER




OVERVIEW

The internship tracker is designed to streamline the process of monitoring internships,
enabling us to report the percentage of students participating in internships versus
those completing their Workplace Practice paper. It also allows us to identify the
organisations where our students are interning. The Team Lead will be responsible for
entering these details into Selma.

Step 1 - Adding Internship Placement Details to a Student Record:

Search for the Student in Selma: Begin by searching for the student whose
internship placement you want to add.

Select Enrolment: Click on the enrolment record that is connected to the
internship.

Click on Edit Enrolment to make changes.

Edit Enrolment Back to Ind

Navigate to the Placements tab

Step 2 - Add Placement:

e Click on Add Placement.

Add Placement

» Please complete as many fields as you can. If the organisation is not listed,
please add it along with the contact information before proceeding any
further (please see steps 4 below).




Step 2 - Add Placement Continued:

Enrolment Placement

Start Date * Employment Type * Organisation *

Choose.., - Choose...

Industry Type Exited Service

Select an Option

Job Title

Subsidy Required?

=

Start Date - Mandatory

End Date - Optional

Employment Type — Mandatory

Organisation — Mandatory * If organisation does not appear please go to step 4.

Industry Type - Optional, but we encourage you to fill this in.

Exited Service - Optional

Job Title — Optional, however please provide this information

Source of Vacancy — Mandatory This information helps us track whether the student
secured their own internship (student) or if it was sourced through NZST, Elite or Cut
Above (Provider)

Hours per Week - Optional

Hourly Pay - Optional

Step 3 - Add Placement - Continued:

« Once you have entered the information, click save to store the placement
details.
« Finally, click on Update Enrolment to ensure all changes are applied.

Update Enrolment




Step 4 - Add New Organisation

If the organisation does not appear in the organisation field when adding a new placement, you’ll
need to add it first. While this may seem like an extra step, remember that once an organisation is
set up, you will not have to add it again. Follow these steps to proceed:

e Access Settings: Click on the Settings located in the top menu of the Selma Dashboard Home
page.

e Select ‘Organisations’ from the menu, and use the search field to find the organisation.

e Click on ‘Add Organisation’.

Add Organisation

e Ensure you select Active and complete as many fields as possible, paying special attention to
those marked with an asterisk (*).

e Inthe Type field, select Employer.

e Click Add to save the information.

Add Contact Information (if available):

* Go to Settings and select Contacts.
e Search for the contact to ensure they are not already in the system.
e |f the contact is not found, click Add and enter as many details as possible.

Link Contact to Organisation:

Navigate to the Organisation’s section and click Edit next to the relevant organisation.
Select the Contact tab, then click Link Contact.

Search for the contact name, select it, and choose Employer as the relationship.
Click Update to save the changes.




Step 4 - Edit Placement

To edit an internship entry, click on the Placement tab, then click the green box under Actions.
Make your changes and click Save when done.

Enrolment Info Components Event Log Programme Outcome Awards Attendance Fees P

Search:

Action Start Date = End Date = Organisation

@ =] 27-02-2025 - Marriott Brisbane




Placement PowerBi Report

The Placement PowerBI Report can be found on the following link:

Placement Report

The home screen provides a summary of students eligible for internships, displaying the
total number of eligible students alongside the percentage currently participating in an
internship or Work Placement Programme (WPP).
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On the left side of the screen, users can apply various filters to refine their search:

Provider

Reporting Year

Enrolment Start Quarter

Internship/WPP/None - Please note that ‘None’ indicates the components have
been changed to 'Internship,’ but the internship details have not yet been entered.
Campus

Programme Level / Code

Enrolment Status

Funding Source

Disability

Ethnicity Parity Groups (Maori, Pasifika, Non-Maori/Pasifika)

On the right side, two pre-set reports are available:

o Student Summary
 Internship Summary



https://app.powerbi.com/groups/f0fd0918-5077-4d04-b669-237854c12ba1/reports/bbd87d33-32b5-454f-a91f-1449a0173822/ReportSection096c1ddb597165a82c9d?experience=power-bi&bookmarkGuid=fa70de10acb7f6dce9dd

Student Summary

The Student Summary Report provides an overview of all students eligible for
internships, indicating whether they are currently participating in an internship or WPP.
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This report includes the following details:

Student ID

Student Name

Campus

Programme - Code

Enrolment Start Date

Internship or WPP Participation - Please note that ‘None’ indicates the
components have been changed to ‘Internship,' but the internship details have not
yet been entered.

Number of Enrolments

Internship Participation Percentage

WPP Participation Percentage

Filters available on the left-hand side of the screen allow users to refine the data based
on specific criteria, such as provider, enrolment status, programme level, and ethnicity
parity groups.




Internship Summary

The Internship Summary Report details where students are completing their
internships.
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This report includes the following information:

Student ID

Student Name
Campus

Programme - Code
Enrolment Start Date
Internship Start Date
Internship End Date
Employment Type
Organisation

Industry Type

Job Title

Source of Vacancy
Memorandum of Understanding (MoU) Check
Number of Enrolments

As with the Student Summary Report, users can apply filters on the left-hand side to
tailor the data view according to provider, reporting year, internship status, funding
source, and more.




