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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.  
 
It is assumed that the reader is familiar with using Sonia – this document is for placement officers who know and 
use the Supervisors feature in Sonia. It also touches on using Sonia’s “positions” feature to record detailed 
information about individual student placements. If you are unfamiliar with positions and would like to know more, 
please refer to the Sonia Reference Manual and/or organise an online training session with a Product Expert.  
 
If you assign Supervisors to placements - you should read this document!  
 

2 What is the Roster Page?  
 
The intention of the Roster page is to make it easier to manage the assignment of Supervisors to student 
placements. The roster screen does not change the underlying functionality of Supervisors – it is just a handy 
timesaver for managing the process.  
 
The Roster only works with confirmed places. These confirmed places may or may not have students allocated to 
them yet, but positions can only be added to confirmed places.  
 
With the Sonia Supervisor Roster screen you can:  
 Identify any placements that have not been assigned a supervisor 
 Work across multiple placement groups  
 Filter and group placements  

o Show me all of the placements and Supervisors allocated to site “XYZ” this year  
o Show me all placements “Mary Smith” is supervising this semester  

 Add multiple supervisors to a group of students at one site  
 Assign supervisors to individual students at one site  
 Assign multiple supervisors to one student  
 Remove a supervisor from a placement  
 Review how busy a supervisor is during a date range you specify.  

o How many students is this supervisor looking after?  
 

  



 

 

3 Opening the Roster 
 

 
 
The Roster page is a Tab found on any Placement Group window. 
  
The image above shows the Roster page (1) on an empty placement group window. It displays ALL of the confirmed 
Placement Requests from current Placement Groups that start between the date range specified at the top of the 
screen (2).  
 
By default, when you open the Roster page the date range will be from the 1st January of the current year and will 
not have an end date.  
 
The columns displayed are defined below. Note: There is a column picker, so you can hide columns not relevant to you. 
 

Column name  Purpose  
ID Placement Request ID 
Code  Placement Group code  
Name  Placement Group name 
From/To  Date range of the Placement Request  
Days Days of the week as indicated on the Placement Request 
Shift Shift indicated on the Placement Request 
Starts/Ends Start/End time as indicated on the Placement Request 
Parent  Name of the Parent Site (if any) of this placement  
Site  Name of the placement site  
Suburb/Location/Location Group As indicated on the site’s profile 
Area As indicated on the Placement Request 
Topics As indicated on an existing position on the Placement Request 
Supervisor  Supervisor assigned on this Placement Request 
Code  
Confirmed  The number of confirmed places on this Placement Request  
Allocated  The number of students allocated on this Placement Request 
Students  The number of students THIS supervisor is supervising  
Duration/Duration Unit As indicated on the Placement Request 
Other Charges/Currency  An ad hoc payment to the supervisor – perhaps a travel allowance  



 

 

4 Sorting and Filtering the View  
 
The Roster screen is designed to show a very large amount of data – all of the placements you 
are organising for a year or more. To be useful, you need to limit this data to just the 
placements of interest. For example you might want to see the placements being supervised 
by a particular supervisor, or perhaps all of the supervision at a site.  
 
Sorting the columns in the view is easy: just click the column heading label (e.g., Code, 
Name, Site). Clicking the column heading again will reverse the sort order.  
 
You can sort by multiple columns by holding down the Shift key while clicking the 2nd or 3rd 
column heading. For example, this makes it easy to sort by Date first then by the name of the 
site.  
 
Most of the columns in the list can be filtered. The image at the right shows a filter being 
applied to the Site column. In this case we are looking for any sites containing “Baltimore”. 
 

5 Adding a Supervisor to a placement  
 
There can be a number of ways a supervisor is assigned. The simplest is a supervisor is assigned to a group of 
students in a single placement request/site.  
 
A more complex situation may be multiple supervisors assigned to a group of students, with particular students assigned to 
each supervisor. Sonia’s Roster easily copes with this. 
 
In all cases, to add a supervisor, highlight the placement of interest (Baltimore City DSS in the case below) and click the 
Add (+) button.  
 

 



 

 

This will pop up the roster data entry window. 
 

 
 
This shows a list of all supervisors (1) that can be filtered and sorted as required to find the right supervisor for the job. 
The supervisor columns shown are: 
 

Column  Purpose  
Last/First Supervisor’s name. Either can be sorted or filtered to help locate the right person  
# Requests  Number of Placement Requests this supervisor has already been given during the date range 

specified  
# Students  Number of students this supervisor has already been given during the date range specified  
Duration/Unit  Amount of time of supervision this supervisor has already been given during the date range 

specified  
Site  The green tick indicates the supervisor is a preferred supervisor for this site or has supervised 

students at this site in the past 
# Related  The number of placements this supervisor has been assigned at sites that are part of the same 

organisation during this date range. It uses Sonia’s parent site hierarchy to determine this. For 
example, if this was a ward in a hospital, it will help you identify a supervisor who is supervising 
in other wards during this period.  

 
 



 

 

To assign the supervisor(s), select the supervisor(s) on the left.  
 
Select the placement(s) at the right (2) to which you need to assign the selected supervisor(s). Note that (Unallocated) 
means that a student has not yet been allocated to the placement. You can assign the Supervisor ahead of the student 
allocation. 
 
Ticking “Set number of students…” will set the supervisor’s student quota/load based on the number of places selected at 
the right, even if no students are allocated to the placement yet. 
 
“Duration” is the number of anticipated hours of supervision. 
“Other charges” designates ad hoc expenses for the supervision. 
 
Click the OK button (4). 
 
These supervisors can now be seen on the Worksheet of the individual placement groups. 
 

6 Managing changes  
 
Not only is the roster great for creating supervisor records, it can be used to edit and delete them as well. Sonia’s 
roster allows you to pick a placement and click the delete (-) button to clear the selected supervisor from that 
placement in one step, without leaving the roster.  
 
The roster makes changes to supervision painless. Because you can quickly add and adjust supervision, Sonia makes 
it easy to deal with situations such as a supervisor who is replaced halfway through placement. Rather than 
deleting the old supervisors’ information from the placement, just add an additional supervisor and adjust the 
durations to reflect the sharing of the task. 


