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Copyright 

Copyright © 2017, Planet Software Pty Ltd. Licensed users of Sonia are permitted to copy and reprint all or 

part of this document for the purposes of supporting their use of Sonia. 

 

Sonia is a registered trademark of Planet Software Pty Ltd. 

 

Disclaimer 

This document is provided at no charge to licensed users of Sonia. The information it contains is provided 

without any express, statutory or implied warranties. Planet Software Pty Ltd will not be held liable for any 

damages caused or alleged to be caused either directly or indirectly by this document.  

 

The example data depicted herein as text and images are fictitious. No association with any real 

organisation, person, place or event is intended or should be inferred.  

 

Contact Us 

Planet Software Pty Ltd 

82 Rose Street, Mile End 5031 

South Australia 

 

Phone:  +61 8 8443 6499 

Fax:  +61 8 8352 7572 

Email:  sonia@planetsoftware.com.au 

Web:  www.sonia.com.au 

 

Document History 

Version Date Comment 

1.0 February 2017 Sonia support team 
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1 Introduction 

This document is part of the Sonia Zen series.  Sonia Zen documents aim to provide practical, step by step 

guidance in the use of Sonia.  Each document is intended to be self-contained, concentrating on a small 

number of processes or skills.   

 

In this instance the document covers the topic of the Sonia Check Manager: 

 

 What is the Sonia Check Manager? 

 How do I get started using it? 

 Advanced topics 

 

It is assumed that you understand the business processes of your institution – in particular the need to 

manage Sonia’s student checks. 

2 What is the Sonia Check Manager? 

The Check Manager is a web site used to administer and approve student check information. 

 

So what makes this different from using Sonia to administer student checks?  There are 4 advantages: 

1. A check manager user doesn’t need to have access to the full Sonia client and full access to 

student information 

2. A check manager user can monitor and manage checks for any student in your institution – not 

just a discipline at a time 

3. You can restrict the checks that each check manager user can see and manage.  So one person 

might be responsible for just administering “Police clearance” checks from across the university, 

but has no visibility of any other checks. 

4. The check manager provides a robust, auditable workflow between the check administrators and 

the students. 

 

 

A check manager person can manage selected student checks from across Sonia  
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3 What is a “Managed Check”? 

The Sonia Check Manager can only see checks that have been tagged as “managed” in the Sonia client. 

 

This means that placement staff in each school need to go into Sonia’s Options areas and edit the design 

of the checks that need to be managed in the Check Manager. See the screen shot below showing the 

“Managed” flag. 

 

 

 

All other aspects of the check – such as the visibility of its various attributes – are fully under the control of 

the placement staff in each school. 
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How checks appear on a student screen 

 

In the client, placement staff have full access to edit the information for the check.  Managed checks will 

have icon buttons in the “Actions” column of checks that are managed. 

 

 This button is the “Submit” option – it tells Check Manager that this check is ready to be verified. 

 

  These action buttons make the check “cleared”, “more information required” or “rejected”.  
This allows the placement team to use the some of the same functionality available in the check manager. 
 
The key points to remember: 

 Managed checks are just regular checks with the “Manage” flag set 

 School-level placement staff can still edit the checks as they always have 

 Not all checks need to be managed 
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3.1 What Does a Student see? 

Students see their managed checks as they normally would.  The difference is the appearance of a new 
“status” label plus a “Submit” button when necessary. 
 

 
 
 
So a typical workflow for a Managed check would be: 

1. Student uploads document(s) for the check 
2. Student clicks “Submit” to submit the managed check for processing 
3. Student receives notifications from the managed check team  
4. Eventually the team clears or rejects the check and sets its value to True. 
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4 Accessing the Sonia Check Manager 

The check manager is a web site, so you will need to know its address to start using it.  Your 

organisations’ Sonia administrator should be able to help you with this, otherwise contact Sonia support.  

Typically the address will look like: 

 

https://placements.youruni.edu/SoniaCheckManager 

 

If you have the address correct, you should see a sign in page similar to the one below. 

 

 

Sonia Check Manager – web page sign in 

 

Just because you are a Sonia user, doesn’t immediately entitle you to use the Check Manager.  Before 

anyone can sign into the Sonia Check Manager they will need to have been given permission.   

 

This is done using the Sonia Database Provisioning tool – and this requires administrative access from 

Planet Software support or your IT team – depending on who manages Sonia for you. 

 

 
  

https://placements.youruni.edu/SoniaCheckManager
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5 Making Check Manager Users with the Sonia 
Provisioning Tool 

The Sonia Provisioning tool is used by Sonia administrators to do tasks such as create new disciplines and 

attach placement officers to them. 

 

The Check Manager tab (1 below) is used to add or pick existing users and give them rights to log into the 

Sonia Check Manager.  

 

 

 

There is a checkbox (2) that sets a user as an administrator of the Check Manager.    An administrator can 

associate other Check Manager users with the checks they are allowed to manage.  This is a powerful role 

and should not be checked for all users. 

 

The “Active” checkbox is used to stop access to the Check Manager.  Rather than deleting an account 

when a user no longer needs access, just uncheck the Active checkbox. 

 

After users have been configured using the Sonia provisioner they can sign into the Check Manager web 

site.  But unless they are administrators, they will not have any association with any managed checks – 

they won’t see much at all! 
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6 Assigning Users to Checks they can Manage 

If you are tagged as an Administrator in the provisioning tool, you will see two additional menu items: User 

Checks and Notifications. 

 

 

 

User Checks allows an administrator to manage the association between a user and a managed check 

from across the schools/disciplines in the Sonia database. 

 

Using this page, you can add a user to a check, remove their access to a check or view who has access.  

 

 

 

This steps to allow a user access to administer a check are: 

1. Choose the Sonia school where the check was defined (1) 

2. From the list of managed checks in that school, select the one (or multiple) that should be 

administered. 

3. Click the Bulk Add Users… button (3) to pick the user(s) who will be able to administer the 

selected checks.  

 

This screen also has options for removing a user from being able to see a particular check. 
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7 The Check Manager Overview Screen 

 

 

The Check Manager Overview is the heart of the application.  Here you can see at a glance the status of 

all of the checks and students you are managing. 

 

The Students/Checks toggle button (top left of the overview) changes the view between a student focus 

and a check focus. 

 

The pie graph provides a visual breakdown of the number of items – checks or students -  with each 

status. 

 

NOTE: the overview runs complex commands on the Sonia server to retrieve its information.  It may take a 

couple of seconds for the overview to refresh and show actual numbers. 

7.1 Student mode 

In this mode, the first panel is titled “Students with checks that require your attention”.  This is really 

your main TODO list.  

The second panel “Students with outstanding checks” shows a breakdown of items that are really in the 

student’s hands to action. 

7.2 Check mode 

In Check mode, the breakdown is per check – so you will see the total number of checks involved rather 

than the number of unique students. 

7.3 Click to search 

All of the values/totals on the overview are hyperlinks to return the items matching the status selected.  



 

Reference Guide 

 Page 12 

8 Check Manager Status 

In Sonia, checks tend to be in two states: valid or invalid.   A valid check means its Value field is True, in a 

future date, or just exists (in the case of a Text check).  Validity may also be influenced by the Review date 

and setting for that check. 

 

However, for the Sonia Check Manager to be effective we need to be able to track the status of the 

check’s progress through the approval process.  As a result, you will see eight status options in the check 

manager overview screen. 

 

 

 

 

Status  Meaning 

Not Complete The check has not been submitted to the check manager for processing.  

Until it has been submitted, it will remain “Not Complete” and there is nothing 

you can do to action it. 

Submitted The check has been submitted (by the student or by a placement officer via 

Sonia).  It is now on you to go through your approval process. 

Rejected The submitted check has been rejected by you. The student will need to 

resubmit the check. 

Missing Information The submitted check is missing some information you require.  The student 

will need to resubmit the check. 

Cleared You have cleared the check – it has met all of your requirements. 

Pending Expiry This date check is within “N” days of its expiry date.  It will need to be 

renewed soon. 

Expired The date check has expired 

Review Date Passed The check’s Review Date is in the past and the Validate on Review is set for 

this check. 
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9 Student and Check Searching 

The Students menu gives access to Search students or to see the students awaiting approval.  “Awaiting 

approval” equates to checks with a status that means you need to action it – such as “Submitted”.  This 

option is basically the same as clicking the “Total: x” link at the bottom of the panel “Students with checks 

that require your attention”.  

 

The Checks menu gives similar functionality, but the results list one panel per student/check. 

 

 

 

 

 

 

 

The Search page has a parameter/filter panel (1) on the left.  This can be used to find students matching 

criteria of Status, Check, Student name/code, School or Placement group.  Placement group searches are 

useful when dealing with managed versions of Sonia’s per-placement checks. 

 

After entering your filters, click the Search button (2). The results appear to the right (4).  There will be a 

panel for each student with their checks.   

 

Each check listed is a link to open the check edit view. 
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9.1 Bulk emails and exporting search results 

Next to the Search button are buttons to bulk email and export the results of your search. 

 

 

 

The bulk email with pop a dialog that you can use to compose and send an email to all the students in the 

search results 

 

 

Note the “Insert text” button on the email dialog editor.  This inserts placeholders into the message body to 

give each student a personalised email. 

 

The export function will generate a CSV file – suitable for opening in Excel – containing a row per check. 
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10 Editing a Check 

 

 

Clicking a check from a search will open the powerful check editor form (above). 

 

At the top of the form is the name of the student, with photo, student code, school name, check name and 

status.  The “i” after the student code will display the date of birth of the student according to current 

student records.  

 

 

Beneath that are the check fields – as normally found in Sonia: 

 

These can be edited and Saved from within the Check manager.  In fact this is the main purpose of the 

Check Manager – setting the Value of the check once it has been validated. 

 

Beneath that is the Documents list.  This shows all of the documents uploaded against this check.  The 

Check manager can download (view) a document and can delete a document from the check. 

 

The Private Notes area is for Check Manager staff to make notes against this check.  The notes are only 

seen by staff using the check manager. 
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The Check Activity section of the form is an audit trail log of the actions on this check by check manager 

staff.   

 

 

 

Due to the nature of the data and university-wide scope a check manager may have, the level of auditing is 

at quite a fine detail.  For example: 

 If a user downloads a document it is logged 

 If a user changes a check value the old and new value is logged 

 

Action buttons:  

 

Lock: This will tag this particular check with the user’s name and stop other check managers from 

modifying it. 

Cleared: This will change the status of the check to indicate we have finished processing it and its Value 

can be considered accurate. 

Rejected: Clicking this button will pop a dialog (below) and email the student.  Rejected checks must go 

back and be submitted again. All attached documents are removed from the check. 

 

 

Missing Information: Much like Rejected, but notifying the student they need to add or modify their 

information. 

 

Other actions:  

Send email is used to send an ad hoc email to the student, Save commits any changes to the database, 

Cancel abandons any changes. 
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11 Notifications 

The Sonia Check Manager provides a comprehensive email notification service that can be configured on 

a check by check basis. 

 

Each notification is triggered by a status change – such as a Rejection or an Expiring check. 

 

 

 

Each status trigger can have multiple notification templates.  For example you might have three “Cleared 

check” notifications – one for Nursing, one for Education and another one for any other checks across the 

university. 

 

The Pending Expiry and Expiring checks notifications (below) support nominating the number of days 

before the expiry date the template is used.  This allows messages at 30, 7 and 1 days notice for example. 
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12 Supervisor Access 

The Sonia Check Manager has a special mode that allows Supervisors (red shirts) to manage selected 

checks for the students under their care.   This can be configured on a supervisor by supervisor basis. 

 

To activate this feature, you need to make sure all of these are configured: 

1. In Sonia - the check(s) you want the Supervisor to manage in the Check Manager must be 

flagged as “Managed” in the school options. 

2. In Sonia - the Supervisor needs to have the Check Manager checkbox selected on the details 

page of the supervisor window. 

3. In the Check Manager, the supervisor must be associated with the managed check from the 

school in question 

4. In Sonia – the supervisor needs to be attached to the students using the Roster (or from within 

the placement). 

5. If the supervisor is an external employee and doesn’t have a university staff login, Sonia Central 

needs to be configured to accept university and external sign ins. 

 

Note that normal “full” users of the Sonia Check Manager must be added via the Sonia Provisioning tool.  

That is not necessary with supervisor users – mainly because they will only be able to see and manage 

students they have been assigned to. 

 

 

Giving a Supervisor access to Check Manager – Step 2 
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Associating the supervisor with a check – Step 3 

 

 

Sign in when both university and Sonia authentication is enabled. – Step 5 
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13 Questions and Answers 

13.1 Can only Sonia placement staff use the check manager? 

No!  the check manager is intended to be used by university staff who may not have any knowledge of 

placements or Sonia. 

 

Example: You hire a graduate for the first 4 weeks of semester to validate all immunization checks in 5 

disciplines across Health.  At the end of 4 weeks the contractor leaves and their account is disabled. 

13.2 Is the data secure? 

Yes!  Sonia Check Manager stores all information in the same database used by Sonia.  Using the Sonia 

Check Manager requires individual users to be given sign in credentials by IT staff – only properly 

authorised staff can access the Check Manager and they will only see the limited amount of information on 

students presented in the application.   

 

Example: student contact information – email, phone numbers, addresses – are not exposed at all in the 

Check Manager. 

 

13.3 Can my school (Engineering) use this without impacting other schools? 

Yes!  You can set up a user to only have access to managed checks from Engineering.  You can create 

notification templates that are specific to your checks and appear to come from an engineering email 

address. 

 

13.4 How much does it cost? 

The Sonia Check Manager is provided as part of your Sonia licence.  There is no additional cost. 

 

13.5 What about training? 

While the Sonia support team are happy to provide you with help using the tool, we suggest the starting 

point is understanding your check management business processes and workflows.  We can help answer 

any questions you have during this process. 


