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Copyright 

Copyright © 1999-2018, 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 SA 5031 

AUSTRALIA 

 

Australia: +61 8 8443 6499  

Europe:   +44 20 7193 8312  

USA:   +1 240 752 6690  

Sales:   info@planetsoftware.com.au 

Support:  help@soniasupport.com  

Web:   sonia.com.au, sonialive.com, sonia.international, soniacentral.com 
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1 Introduction 

The list section of School Options allows Placement Officers to define the many drop-down list items found within 

Sonia. This Zen Guide provides an explanation of what each item refers to in Sonia. 

2 Scope 

This Zen Guide applies solely to the setting of lists within School Options. It does not necessarily provide the 
location of all drop-down lists in Sonia. Moreover, and italicised words can be aliased. 
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3 The List Settings 

From the Sonia home-page click on School Options, followed by selecting list. Below is a picture of what you will 

see. The buttons to the right of the list allow you to add, edit, delete and move up/down (eg sort) the items in the 

list. 

 

Since all data in Sonia is normalised, you should not delete any information that is depended upon by other parts 

of the application. For example, if you decide that you no longer need an Area of “Community”, but you do have 

several years’ worth of placements in this area, Sonia won’t let you delete this from Options.  Instead you should 

Edit the Community Area and make it “inactive”. 

 

 

 

List name Where to find in Sonia Description 

Activity Student Profile > 

Placements > Placement 

Group > Timesheets   

AND 

Placement Group > 

Timesheets 

Used to track student activities in field.  For 

example, “counselling”, “observation”, “supervision” 

 

In 2016Q1, users are able to see how many hours 

were spent on each Activity during the placement. 

Affiliation 

 

Sites > Attributes When used in conjunction with ‘Sector’, further 

identifies the type entity of the Site; for example, 

“non-profit”, “Christian”, “Catholic” 

Appointment Type Calendar > + (to add 

new appointment) 

Categorize type of appointments/events in Calendar 

to be seen by all users; for example, student 

events, deadlines, campus holidays 

Area Sites > Attributes   AND The items in this list should match the types of 

placement your students do. For example “Surgical” 
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Placement Group > 

Details 

or “Maternity” in a hospital setting; or, “pre-school” 

or “elementary” in a school setting 

Attendance status Student Profile > 

Placements > Placement 

Group > Timesheets   

AND 

Placement Group > 

Timesheets 

This is used when filling out student attendance. 

Suggested values include “Absent”, “Present”, but it 

can also hold options such as “Attended Interview” 

or “Supervisor Visit”.  

 

Each Attendance Status has a ‘bias’. Talk with 

Sonia Support about which ‘bias’ would work in 

your situation. 

Campus Student > Enrolments A list of campuses. This is filled in during the 

student import process, but you can add to it 

through this interface.  It is only relevant if you have 

more than one campus. 

Class Student > Placement > 

[click on applicable 

placement group] > 

Positions > + (to add a 

placement) 

This can be defined however you would like – as 

student classification (junior, senior, 1st year, 2nd 

year) OR, if you gave a generic course code (e.g., 

“internship 399”) to the placement group, the Class 

could be the specific academic dept through which 

the student earns credit (e.g., BUS 399) 

Course Student > Enrolments This is the academic program in which the student 

is enrolled. For example, MSW or B.A. Education 

Descriptor Site > Attributes Refers to a list of options that describe a site. May 

contain options such as “Hospital”, “school”, 

“hospice”, “rehab center” 

Document 

Category 

Student, Site, Site 

Contact, Supervisor, 

AND Placement Group > 

Documents & Links 

Used to describe the type of document uploaded. 

Examples include: “resume”, “field essay”, “social 

work license” “agency brochure”, “affiliation 

agreement” 

Electronic Form 

Category 

Forms > Details Used to categorize the type of form, such as 

“evaluation” or “application” 

Focus Site AND Student > 

Attributes 

For sites: the populations served by the site;  

for student: the populations with which they would 

like to work. Examples might include “elementary”, 

“mental health” 

Grade Student > Enrolments > 

Subject sections (read 

only)  AND 

Supervisor > Students > 

click on a student 

Typically “Pass”, “Fail”, “Incomplete” 

Location Site > Attributes Location and Location Group will depend on 

industry & location, but as this can be used in 

reporting, the suggestion is to use entries that will 

help generate statistical summaries. For example, if 

you need to answer “How many students did we 

place overseas in 2015?” then ‘Overseas’ should be 

one of your Location Groups. Location could be a 

specific country overseas. 

Location Group Site > Attributes 

Note Category Student, Site, Site 

Contact, Supervisor, 

Typical values might be “e-mail”, “Phone call”, 

“Appointment”. This allows you to track how you 

received the information that is in the note 
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AND Placement Group > 

Notes 

Position Title Site > Contacts Site Contacts may have titles specific to their 

organization, but in this section, you can give them 

a “generic” title, such as “field instructor”, “human 

resources”, “superintendent”. 

Region Site AND Student > 

Attributes 

This could indicate region(s) in which the site is 

located or serves. For students, the region in which 

they would like to do their placement. 

Sector Site > Attributes Used in conjunction with ‘Affiliation’ to broadly 

identify the Site; for example, “public”, “private”.  

Semester Placement Group > 

Students AND Default 

Subject (edit) 

Could be Spring, Fall, Summer, Winter or a 

semester code used by your university. This would 

be the semester (or term) the student participates in 

the associated field/internship course. 

Shift Placement Group AND 

Site > Placement 

Request 

Used to identify “morning”, “afternoon”, “evening” 

“weekend” shifts; can be also be aliased to indicate 

a “grade level” or “department” within a site. 

Study Mode Placement Group > 

Default Subject (edit) 

AND Students > 

Enrolments > Subject 

Part of student importing; examples might be “on 

campus”, “online”, “hybrid”, “full-time”, “part-time” 

Subject Placement Group > 

Students AND Default 

Subject (edit) AND 

Students > Enrolments 

This is the field/internship course in which the 

student is enrolled. 

Submission Type Site > Submissions tab Used for Site Submissions to categorize what type 

of partnership the site can provide. Might include 

“Internship”, “employment”, “volunteer”. 

Topic Student > Enrolments 

AND Placement Request 

> Placements > 

Positions 

A characteristic of a Position; meant to be a low-

level breakdown of what the student will be doing 

on placement. Initially intended to support 

Education placements, Topic would hold values 

such as “History”, “Physics”.  

On the Student’s Enrolment page, could indicate a 

student’s concentration within the major. 

 


