Index of Processes

The following table sets out and describes the processes relating to the operation of the NSI.

	Process 
	Number
	Description



	Search for Record
	1
	User searches for an NSI record for the student.

	Confirm identity
	1.1
	User confirms identity of student and inputs student data into the NSI system.

	Search for record
	1.2
	NSI system accepts input, performs search for records matching the inputted data and returns results to user.

	Select data items for use in own processing
	1.3
	User selects and transfers the data items from the NSI record that will be required for internal processing.



	Create New Record
	2
	User creates a new record for a student.

	Create record
	2.1
	NSI system creates new record for the student using the search data entered by the user.

	Request evidence from student/provider
	2.2
	User requests that the student and/or provider supplies additional information and/or evidence of the data to be loaded into the NSI system.

	Contact helpdesk
	2.3
	User contacts the NSI help desk, stating their own identity and providing a description of the problem they have encountered.

	Create partial record sub-process
	2.4
	User creates a partial NSI record.

	Correct data
	2.5
	User amends data or enters additional data to ensure that all available data is correctly entered into the NSI system.

	Update Record
	3
	User updates the student data on an existing NSI record.

	Change or add details
	3.1
	User changes existing data or adds new data to the student record on the NSI system.

NSI system updates the record.

	Multiple Records
	4
	User investigates group of records to determine whether one of the group relates to an individual student or whether they are duplicate records all relating to the same individual.

	Flag all multiple records & send request to NSI Unit
	4.1
	User flags for merging all of the NSI records that appear to relate to the same student.

User sends a request to the NSI Unit for all of these records to be merged into one record.

	Select a record to use
	4.2
	User selects the NSI record that most closely matches the student’s.

	Merge Records


	5
	NSI Unit/system merges duplicate records.

	Search for and group possible duplicates
	5.1
	NSI Unit/system locates and groups together all of the potential duplicates relating to the same individual.

	Apply business rules and merge records
	5.2
	NSI Unit/system merges the grouped duplicates using predefined merge rules (including as specified in an algorithm).  All records are updated to reflect the merge – the number of the master record is added to the locked records.

	Flag records so that they are not considered for future merges
	5.3
	NSI Unit flags the records so that the group is not considered for merging in the future.

	Notify the user that made the request that merge will not take place
	5.4
	NSI Unit advises the user that requested the merge that the request has been reviewed and the decision has been taken not to merge the group of records.

	Roll-back Merge
	6
	NSI Unit/system rolls-back the merge process, where it has been incorrectly applied to a group of records, returning the records to their pre-merge status.

	Apply business rules and roll-back merge 
	6.1
	NSI unit unmerges the previously merged records using audit tables and resets the master record number as appropriate.  Updates subsequent to the merge are allocated if possible, or deleted.

	Notify user who made the roll-back request that the request has been declined
	6.2
	NSI Unit advises the user that requested the roll-back that their request has been reviewed and the decision has been taken not to roll-back the merged record.

	Updated Record Notification
	7
	NSI Unit advises any providers that the student is currently enrolled at, and NZQA if applicable, of changes to a student’s record.

	Add NZQA to recipients group for notification
	7.1
	The list of external systems to be notified is updated to include NZQA.

	Add creator to recipients group for notification
	7.2
	The list of external systems to be notified is updated to include the record creator.

	Add this provider(s) to recipients group for notification
	7.3
	The list of external systems to be notified is updated to include any provider(s) in the ‘currently enrolled at’ field.

	Create updated record notification & transmit to recipient(s)
	7.4
	Files are built and transmitted

	View/process updates to records
	7.5
	User reviews the updated notification and follows internal processing rules to make any necessary changes to their own student records.

	Challenge Change
	8
	User challenges the validity of a change that has been made to a student record by another user or the NSI Unit.

	Fill out challenge application form & send to NSI Unit
	8.1
	User completes an application form, setting out the change that has been made and the reason that they are challenging the validity of this change.  

User sends the challenge change form to the NSI Unit.

	Evaluate challenge
	8.2
	NSI Unit reviews the challenge application to determine how and why the change to the record was made.

	Notify applicant challenge not upheld
	8.3
	NSI Unit notifies the user that lodged the challenge application that their application has been declined.

	Notify applicant & originator of change that challenge has been upheld
	8.4
	NSI Unit notifies the user that lodged the challenge application and the user that made the change in question, that the challenge has been upheld.

	Populate NZQA Paid Flag
	9
	NSI Unit uses data provided by NZQA to populate the NZQA Paid field in NSI records.

	Find all payment status changes since last report
	9.1
	NZQA uses standard program to identify all payment status changes since the last report was produced.

	Generate standard batch output
	9.2
	NZQA’s system generates a standard batch file of all changes in payment record status.

	NSI Unit gets file from NZQA
	9.3
	The NSI Unit obtains the file from NZQA using FTP.

	Process file against NSI data
	9.4
	NSI records and batch input is matched on NSI number and the NZQA paid status updated.

	Validation of Provider Reporting
	10
	The Ministry validates student details reported in SDR files against data stored in the NSI system.

	Generate request file
	10.1
	SDR validation routine generates a file requesting NSI details for students reported in an SDR submitted for processing.

	Request file retrieved and processed
	10.2
	NSI validation input file is imported and NSI number validation carried out. 

	Standard batch file created
	10.3
	Return file built containing data required for external validation processes.

	SDR validation process
	10.4
	The SDR is processed using the complete SDR validation process to ensure that the submitted file and data are valid.

	Reject SDR file
	10.5
	The SDR file is rejected by the SDR validation routine and is not processed by TFS.

	Make Inactive
	11
	NSI Unit changes the status of an NSI record to inactive.

	Review record that request relates to
	11.1
	NSI Unit reviews the user request, determining what information is available to support the request for the record status to be changed to inactive.

	Update record with date data
	11.2
	NSI Unit inputs the student’s date of death.

	Change record status to inactive
	11.3
	NSI Unit/system changes the record status to inactive.



	Notify user that the request has been declined
	11.4
	NSI Unit notifies the user that initially requested that the record be made inactive, that their request has been declined.

	Identifying Duplicates
	12
	NSI Unit identifies potential incidences of a student having multiple NSI records.

	Run matching algorithm program
	12.1
	New and refined tests for duplicates are developed and applied to the database.
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