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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.  
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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 archiving data – how to archive and then how to recover 

or find the archived data. 

 

Scenario: An academic term has finished, and all necessary forms/assignments/documents/timesheets have 

been completed. The placement group(s) and students now need to be archived and out of the way, so to 

speak. 

 

2 Archiving the placement group 

This is simple as checking a box. 

 

Open the Details page of a placement group, and check the setting called “Placement complete”. 

 

 
 
 



 

Updated for Sonia 2017 Q4 Page 5 

3 What does “Placement completed” mean? 

3.1 In the client 

Once a placement group has been ticked as “completed”, it will no longer display on your Home page in the 

list of Active Placement Groups. Nor will it display with the other active placement groups in the active filter 

list in the placement group module. 

 

To access a completed placement group, open the Placement Group module, go to the Search tab, and 

search on any criteria, such as Block Code, Placement Group Code or Name, Area, etc. 

3.2 In Sonia Online 

Your students, supervisors, mentors, and coordinators associated with a completed placement group will no 

longer see any data related to a completed placement in their Students or Placements tabs; it will now be 

available in their History tab. 

 

4 Completing Students’ Enrollment 

This section is only applicable to those who do not have Sonia connected to their student enrolment system. 

 

When the students have completed their applicable placement subject, you will want to change their subject 

status from ‘Enrolled’ to ‘Completed’ so that the student’s profile will be archived. 

 

First, ensure that Completed is in your Subject Status List in School Options. 
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4.1 Completing a Subject Status in Bulk 

To change a Subject Status in bulk, go to the Search tab in the Students module. To get the most accurate 

list of students, click the Add Criteria button, select Enrollments, and then select the Subject, Semester, and 

Year fields to use as filters. Click the Search button at the right. 

 

In the Subject Persistence wizard that pops up, enter the Subject details exactly as they are on the student, 

except change the status to Completed. 

 

If the Subject was persisted originally, also check the ‘Persist Enrollments’ box; if it was not originally 

checked, leave it empty. Click Next and then Finish. 

 

 

 

4.2 Completing a Subject Status Individually 

To change a Subject Status individually, open the student’s profile to the Enrollments page. 

Select the Subject. 

Click the edit pencil at the right, and change the status. 
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5 How To Find An Archived Student 

If a student does not have a Subject with a Status of Interim or Enrolled, the student will not be included in 

the list of Active Filtered Students. 

 

To find the archived or inactive student, go to the Search tab in the Student module, and search on the 

student’s Code or any portion of his/her name or e-mail address.  

 

To open the student’s profile from the Search page, double-click the student’s name in the search results. 


