UK Visas
& Immigration

The sponsorship management system (SMS) manuals
Step by step guide for sponsors

Manual 5 of 12: Reporting student activity
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Additional SMS manuals

There are 12 SMS manuals available, plus a supplementary policy guide for completing a CAS. The manuals are grouped into three
categories: common, CAS and CoS. The table below describes the purpose and audience of each manual.

You should read all manuals applicable to your licence before contacting the relevant helpdesk.

Manual Manual title Type Purpose Audience
reference
Use this manual to log into SMS, change your
password, manage SMS users and view
important messages posted by the Home
: . Office.
Manual 1 |ntr0dUCtIOSSté)r igﬂcséf; gy Common All sponsors
— In addition, this manual explains who should
use SMS and for what purpose. The manual
features a full introduction to SMS as well as
a comprehensive troubleshooting section.
To help sponsors manage their key
Manual 2 Managing your licence Common petseninel, eiEnge I [Eenee CerEls, All sponsors
manage PAYE references, and apply for P
allocations of CoS/CAS.
Manual 3 Aségggggrr]tB;r%Cn?;rgzI(Iea,zg'ﬁon Common 9 [2lp Spenenie eEply for [Hests Coml Ense All sponsors
lans Assessment and manage action plans. P
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https://www.gov.uk/government/publications/use-the-sponsorship-management-system-sms-user-manual
https://www.gov.uk/government/publications/use-the-sponsorship-management-system-sms-user-manual
https://www.gov.uk/government/publications/manage-your-sponsorship-licence-sms-user-manual
https://www.gov.uk/government/publications/apply-and-renew-sponsorship-management-system-sms-user-manual
https://www.gov.uk/government/publications/apply-and-renew-sponsorship-management-system-sms-user-manual
https://www.gov.uk/government/publications/apply-and-renew-sponsorship-management-system-sms-user-manual

Manual
reference

Manual 4

Manual 4a

Manual 5

Manual 6

Manual 7

Manual title

Creating and assigning CAS

Creating a CAS — quide for
education sponsors

Reporting student activity

Miscellaneous CAS functions

Bulk Data Transfer of CAS

Type

CAS

CAS

CAS

CAS

CAS

Purpose

To help sponsors create and assign individual
and batches of CAS.

This manual contains supplementary
information on completing a CAS. Use this
guide to determine what information is
necessary in each field of the CAS.

To help sponsors report student activity, for
example if a student’s circumstances change.
This manual also contains help with reporting
fee updates and adding sponsor notes to CAS

that have already been assigned.

To help sponsors complete all other functions
of CAS, such as managing batches of CAS,
managing pre-stored addresses for use when
creating CAS, transferring ownership of CAS,
printing CAS and exporting CAS.

To help sponsors use the bulk data transfer
(BDT) functions of SMS, including graduate
notifications. You must have a bespoke IT
system in place to use BDT.

Audience

Sponsors
licensed in the
Student Route

Sponsors
licensed in the
Student Route

Sponsors
licensed in the
Student Route

Sponsors
licensed in the
Student Route

Sponsors
licensed in the
Student Route
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https://www.gov.uk/government/publications/confirmation-of-acceptance-for-studies-cas-sms-user-manual
https://www.gov.uk/government/publications/certificates-of-sponsorship-cos-sms-user-manual
https://www.gov.uk/government/publications/certificates-of-sponsorship-cos-sms-user-manual
https://www.gov.uk/government/publications/restricted-certificates-of-sponsorship-sms-user-manual
https://www.gov.uk/government/publications/create-a-certificate-of-sponsorship-guide-for-business-sponsors
https://www.gov.uk/government/publications/confirm-acceptance-of-studies-guide-for-education-sponsors

Manual

Manual title Type Purpose Audience
reference
Sponsors
: o To help sponsors create and assign individual Iz netee) I &y
Manual 8 Creating and assigning CoS CoS Worker or
and batches of CoS.
Temporary
Worker route
To help sponsors report worker activity, for Sponsors
example if a worker’s circumstances change. licensed in any
Manual 9 Reporting worker activity CoS This manual also contains help with adding Worker or
sponsor notes to CoS that have already been Temporary
assigned. Worker route
To help sponsors complete all other functions Sponsors
of CoS, such as managing batches of CoS, licensed in any
Manual 10 Miscellaneous CoS functions CoS managing pre-stored addresses for use when Worker or
creating CoS, transferring ownership of CoS, Temporary
and printing CoS. Worker route
SEIIUE] Manual title Type Purpose Audience
reference
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https://www.gov.uk/government/publications/creating-and-assigning-a-cos-sms-guide-8
https://www.gov.uk/government/publications/reporting-worker-activity-sms-guide-9
https://www.gov.uk/government/publications/miscellaneous-certificate-of-sponsorship-functions-sms-guide-10

Sponsors

To help sponsors create and manage groups licensed in the

Temporary Work — Creative Worker of CoS. Groups of CoS are only available to

L Al Group of CoS e sponsors licensed in Temporary Work - Tempor.ary et
. Creative Work
Creative Worker
Route
To help sponsors apply for defined CoS, track Sponsors
Manual 12 Defined CoS CoS applications for defined CoS and once licensed in Skilled
granted, create defined CoS. Worker

Document reference Reporting student activity | Version number 4.0 | Published May 2021 | Manual 5 of 12 | Page 6 of 41



https://www.gov.uk/government/publications/tier-5-creative-and-sport-certificate-of-sponsorship-sms-guide-11
https://www.gov.uk/government/publications/tier-5-creative-and-sport-certificate-of-sponsorship-sms-guide-11
https://www.gov.uk/government/publications/restricted-certificate-of-sponsorship-sms-guide-12

Glossary

Term Meaning

SMS Sponsorship Management System

CoS Certificate of Sponsorship

CAS Confirmation of Acceptance for Studies

AO Authorising Officer

KC Key Contact

BDT Bulk Data Transfer
SELT Secure English Language Test
XML Extensible Mark-up Language

.PDF Portable Document Format

On 6 April 2014 we introduced new functionality in SMS to automatically renew CoS allocations and to apply
Automation changes to your organisation address, or the address of your AO and KC. We will write to you if you meet the

criteria and automation has been set.
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CAS status

The table below shows each status which can apply to a CAS.

As seen in SMS Meaning
WORK IN T : :
PROGRESS The CAS is still ‘in draft’ as one or more mandatory fields are yet to be completed.

READY TO GO All mandatory fields are complete and the CAS is ready to be assigned to an individual.

The CAS has been assigned to an individual and is ready to be used in support of an application for leave to
ASSIGNED o
enter/remain in the UK.

WITHDRAWN You have used the 'Manage live CAS' function in SMS to withdraw the CAS.

OBSOLETE SMS has automatically changed the CAS status to 'Obsolete’ as it has detected that another CAS assigned to the same
individual has been marked as 'Used' within the validity period of this CAS.

USED The CAS has been used in support of a student’s application for leave to enter or remain.

EITHER: The individual has not made an application for leave to enter or remain before the expiry date of the CAS. A
new CAS will be required;

EXPIRED OR: The individual has applied before the CAS expiry date but we have not considered their application before that
date. In this case, no action is required on your part; we will change the status of the CAS from EXPIRED to USED
when the application is considered.

The CAS has been cancelled as your licence has been revoked or has expired, or you have surrendered the relevant

CANCELLED routes / your whole licence prior to the CAS being used.
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SMS guides

Guide 1: How to report individual student activity

Follow the step by step instructions below to report student activity. This function is essential in order to fulfil your sponsorship duties. Use this
function to notify us of a student’s activity, for example, the student has been delayed and has not entered the UK, or you no longer wish to
sponsor the student. If you want to report multiple ‘no shows’, it is easier and quicker to use Bulk data transfer (BDT). Please see our website
for information on using the BDT toolkit.

Please note; Level 2 users can only report on CAS that they have personally created and assigned, or on a CAS that has been transferred to
them.

You should read the Sponsorship policy guidance and SMS guide 4a — Creating a CAS — quide for education sponsors before reporting
student activity.

Step Instruction Screen example

UK Visas & Immigration

You are here = SMS user manuals = 5. Reporting studert activity

Students

Select the function you wish to pedform. Details of each function can be found under each link
and additional details can be obtained from the Help links. You may also use the menu left-
hand side of the screen.

From the Students screen, select Create CAS

Sponsorship duties_ = Create a new single CAS or a batch of CAS
= Edit a previously saved single ar batch of CAS

Help (opens in & new window)
Assign CAS
= Assign a single CAS or a batch of CAS

Help (opens in a new window)

Sponsorship duties I
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https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators#bulk-data-transfer-technical-details
https://www.gov.uk/government/collections/sponsorship-information-for-employers-and-educators#sponsorship-policy-guidance
https://www.gov.uk/government/publications/certificates-of-sponsorship-cos-sms-user-manual

Step Instruction Screen example

UK Visas & Immigration

Sponsorship duties

Ag a sponsar, you have respansibilities to manage the students to whom you have assigned CAS. This
section allows you to fulfil these responsibilities by reporting student activity and managing live CAS.

Please note, Level 2 users can only report on CAS which they own.
IRepurt activity by CAS number I

" Repart student activity with a known CAS number

Help (opens in & new window

IRepurt activity by CAS searchl

From the SponSO rShip duties » Report student activity by searching on student details
Scr_ee_n yOU can SeIeCt to Report Help (opens in a new window)

5 activity by CAS number, if known. Report bulk student activity
If you do not know the student’s CAS » Report student activity by bulk upload

number, select Report activity by
CAS search.

Help (opens in a new window’

Provide bulk fee update

" Provide fees update for multiple CAS records by bulk upload
Help (opens in a new window)

Manage live CAS by CAS number

= Access the manage a live CAS functions where the CAS number is known

= Add or edit & sponsor note, update fees or withdraw a CAS

Help {opens in a new window
Manage live CAS by CAS search

" Access the manage a live CAS functions by searching on student details

= Add or edit & sponsor note, update fees or withdraw a CAS

Help (opens in a nes wind ow)
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Step Instruction Screen example

UK Visas & Immigration

*ou are hel uzer manuals = 5. Reporting student activity

Student search

Enter the search criteria to find the student you would like to report activity on. The search
results will be limited to CAS that have been used by a student.

Wildcards are supported for family name and given name - if they are used, at least the first
three characters must be supplied. A wildcard search requires a minimurm of three characters
plug an ™, for example SMI™ entered as a family name would return all CAS for a student
whoge family name started with the letters "SMI' Either the passport/travel document number
ot farnily narme field rust be supplied.

From the StUdent SearCh / CAS Choose Nextto continue, For a more advanced search choose Advanced, or choose Back
search screen, enter the student’s to return to the previous screen.
CAS number or the student’s details, Student details

3 then select Next. Passport number: |

|
| |
Given narme(s): | |

Date of hirth: = A H=
Help {opens in a new window)
= [oer

Farnily narne:

The screen example shows both
search functions.

CAS search

To report student activity, enter the CAS number of the student you want to report on and
choose Nextto continue or choose Back to return to the previous screen.

CAS number

CAS number: | |
Help (opens in a new window)

If your search parameters are not specific, you will be presented with a long list of CAS. This screen is not featured in this guide. Select

NS the CAS on which you want to report. If your search parameters are specific, you will be presented with the screen below.
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Step Instruction Screen example

UK Visas & Immigration

“fou are here =er manuals = 5. Reporting student activity

CAS search results
To report activity on this student choose Next or Back to return to the previous screen.

Tier and category
Tier 4 (General)

CAS details
From the CAS search results CAS number EAGEIATAIBUDAR
screen select Next. Student details
Passport number: ATRTETET 4T
Farnily narne: Srrith
Given narne(s): Bill
Mationality: AMNDORRA
Date of birth: 25/05/1942
Course start date: 270552014
Course title: Maths
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Step Instruction Screen example

© UK Visas & Immigration

orting student activity

Report student activity - activity history

Any activity previously reported against this student is shown below. To report student activity
select an activity type from the drop-down list and choose Next to continue or choose Back

From the Report student aCtiVity = to retum to the previous screen.
activity history screen, select the Reported activity
5 relevant option from the Activity CAS number.
type drop-down list, then select Date
Next. Activity type

Pl ]
Sponsorship withdrawn: sponsar has stopped sponsoring the student m m

Change in student circurn stances
Student is delayed

Doctorate Extension Scheme
Previous notification withdrawn

E4GEIA7A1BU0AS

Activity
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Step Instruction Screen example

UK Visas & Immigration

You are here = Jzer manuals = 5. Reporting studert activity

Report student activity - date and reason

Enter the details for the activity you wish to report. Complete all fields and choose Save to
confirm. This will be assessed by us and you will be contacted if necessary. Choose Cancel
to return to the Report student activity - activity history screen.

Activity details

CAS number: E4GEIATA1ZU0AS

Reasons Sponsorship withdrawn, sponsor has
stopped sponsaring the student

Date sponsarship withdrawn " | j | j | j

Pleaze give details *

From the Report student activity —
6 date and reason screen, complete
the date, details and choose Save. A .

City or town:

County, area district or province: | |

Posteode or ZIP code: " | |

Courntry:
Flease select j
Caontact telephane: | |

Ernail: | |

*

Select details
Please select j

[:ancel m

When you are reporting that a student has completed or is due to complete their course earlier than the course end date that was
Note stated on the CAS, you must inform us of the earlier course completion date. This date should be included in the free text field
entitled ‘Please give details’. This date is required in addition to the date that sponsorship was or is due to be withdrawn.
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Step Instruction Screen example

UK Visas & Immigration
When the reporting process is

com plete, th e R ep 0 rt StU d ent You are here = SMS uzer manuals = 5. Reporting student activity
7 activity — activity recorded screen Report student activity - activity recorded
is dISplayed Choose OK to return to The student activity has been recarded and submitted for assessment, choose OK to
cantinue.

the Activity history screen.

UK Visas & Immigration

L. You are here = ShE uzer manualzs = 5. Reporting student activity
Once a report of StUdent_ a_'CtIVIty h_as Report student activity - activity history
b,een Completed’ the aCtIVIty type IS Any activity previously reported against this student is shown below. To report student activity
dISpIayed on the Report student select an activity type fram the drop-down list and choose Nextto continue or choose Back

to return to the previous screen.

activity — activity history screen.
8 Reported activity
Choose Back to return to the cASmumeer FACBIATATERAS
Student search screen or Next to Date Ly
b H th t th 034314 Sponsorship withdrawn; sponsor has stopped sponsoring the
egin another report on the same P e
student. —
Activity type

ISponsorship withdrawn, sponsor has stopped sponsoring the studentj

=3
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Guide 2: How to withdraw a previously reported student activity

Follow the step by step instructions below to withdraw a previously reported student activity. For example, you had previously reported that
you were withdrawing sponsorship from a student but that decision has been reversed. This function is essential in order to fulfil your
sponsorship duties.

Please note; Level 2 users can only withdraw reported student activity for CAS that they have personally created and assigned, or to a CAS
which has been transferred to them.

You should read the Sponsorship policy guidance and SMS guide 4a — Creating a CAS — guide for education sponsors before reporting
student activity.

Step Instruction Screen example

UK Visas & Immigration

*ou are here = zer manuals = 5. Reporting student activity

Students

Select the function you wish to pedform. Details of each function can be found under each link
and additional details can be obtained from the Help links. ou may also use the menu left-
hand side of the screen.

From the Students screen, select Create CAS
Sponsorsh|p du’“es = Create a new single CAS or a batch of CAS
" Edit a previously saved single or batch of CAS

Help {opens in a new window)

Assign CAS

= Assign a single CAS or a batch of CAS

Help {opens in a new window)

Sponsorship duties I
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Step Instruction Screen example

UK Visas & Immigration

Sponsorship duties

Ag g sponsor, you have responsibilities to manage the students to whorn you have assigned CAS. This
section allows you to fulfil these responsibilities by reporting student activity and managing live CAS.

Please note, Level 2 users can only report on CAS which they own.

IRepurt activity by CAS number I

" Report student activity with a known CAS nurmber

Help {opens in a new window)
| Report activity by CAS search |

From the SponSO I‘Ship dutieS " Report student activity by searching on student details
screen you can select to Report Helb (anens i 2 new windo
5 activity by CAS number, if known. Report bulk student activity
If y0U dO not knOW the StUd_er_]t,S CAS ® Repart student activity by bulk upload
number, select Report activity by ol (opan in 2 new windond
CAS search.

Provide hulk fee update

" Pravide fees update for multiple CAS records by bulk upload

Help (opens in a nesw window

Manage live CAS by CAS number

= Access the manage a live CAS functions where the CAS number is known

= Add or edit a sponsor note, update fees or withdraw a CAS

Help (opens in & nes window)

Manage live CAS by CAS search

= Ancess the manage a live CAS functions by searching on student details

= Add or edit & sponsor note, update fees or withdraw a CAS

Help {opens in a new window
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Step Instruction Screen example

UK Visas & Immigration

*ou are hel uzer manuals = 5. Reporting student activity

Student search

Enter the search criteria to find the student you would like to report activity on. The search
results will be limited to CAS that have been used by a student.

Wildcards are supported for family name and given name - if they are used, at least the first
three characters must be supplied. A wildcard search requires a minimurm of three characters
plug an ™, for example SMI™ entered as a family name would return all CAS for a student
whoge family name started with the letters "SMI' Either the passport/travel document number
ot farnily narme field rust be supplied.

From the StUdent SearCh / CAS Choose Nextto continue, For a more advanced search choose Advanced, or choose Back
search screen, enter the student’s to return to the previous screen.
CAS number or the student’s details, Student details

3 then select Next. Passport number: |

|
| |
Given narme(s): | |

Date of hirth: = A H=
Help {opens in a new window)
= [oer

Farnily narne:

The screen example shows both
search functions.

CAS search

To report student activity, enter the CAS number of the student you want to report on and
choose Nextto continue or choose Back to return to the previous screen.

CAS number

CAS number: | |
Help (opens in a new window)

If your search parameters are not specific, you will be presented with a long list of CAS. This screen is not featured in this guide. Select

NS the CAS on which you want to report. If your search parameters are specific, you will be presented with the screen below.
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Step Instruction Screen example

UK Visas & Immigration

“fou are here =er manuals = 5. Reporting student activity

CAS search results
To report activity on this student choose Next or Back to return to the previous screen.

Tier and category
Tier 4 (General)

CAS details
From the CAS search results CAS number EAGEIATAIBUDAR
screen select Next. Student details
Passport number: ATRTETET 4T
Farnily narne: Srrith
Given narne(s): Bill
Mationality: AMNDORRA
Date of birth: 25/05/1942
Course start date: 270552014
Course title: Maths
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Step Instruction Screen example

UK Visas & Immigration

“fau are he et manuals = 5. Reporting student activity

Report student activity - activity history

Any activity previously reported against this student is shown below. To repaort
student activity select an activity type from the drop-down list and choose Nextto
continue or choose Back to return to the previous screen.

From the Report student activity —

ivi i Reported activi
activity history screen, select o] 2ELIY

. Lo . . CAS number: E4GEIATA1BUDAS
5 Previous notification withdrawn b e
.. ate Activity
f_rom the ACtIVIty type drop-down 08/09/14 Sponsorship withdrawn; sponsor has stopped sponsaring
list, then select Next. 1146 the student
Activity type

Spangorship withdrawn, spansor has stopped sponsaring the studentj

Flease select
Sponsarship withdrawn; sponsar has stopped sponsoring the student 3 M
Change in student circumstances

Student is delayed

Daoctarate Extension Scheme

Frevious notification withdrawn

Note Please note the date of the activity you wish to withdraw as it will be required on the next screen.
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Step

Instruction

From the Report student activity —
date and reason screen, complete
the date of previous notification,
provide full details of why you are
withdrawing the earlier report, and
select Previous notification
withdrawn from the drop-down list
then choose Save.

When the reporting process is
complete, the Report student
activity — activity recorded screen
is displayed. Choose OK to return to
the Activity history screen.

Screen example

UK Visas & Immigration

=tudent activity

Report student activity - date and reason

Enter the details for the activity you wish to report. Complete all fields and choose
Save to confirm. This will be assessed by us and you will be contacted if
necessary. Choose Cancel to return to the Report student activity - activity
history screen.

Activity details
CAS number: E4GEIATA1EU0AS
Reasons Previous notification withdrawn

Diate of previous notification - vI vI 'I

Flease give details

Select details Flease select h
Please select

i UK Visas & Immigration

warting student activity

Report student activity - activity recorded

The student activity has been recorded and submitted far assessment, choose OK to
continue,
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Step

Instruction

The report you have just submitted is
now displayed on the Reported
activity list.

Choose Back to return to the
Student search screen or Next to
begin another report on the same
student.

Screen example

You are here :

UK Visas & Immigration

5. Reporting student activity

Report student activity - activity history

Any activity previously reported against this student is shown below. To report
student activity select an activity type from the drop-down list and choose Next to
continue or choose Back to return to the previous screen.

Reported activity

CAS number: E4GEIATA18U0AT

Date Activity

08/09/14 Sponsarship withdrawn, sponsaor has stopped sponsoring

09:45 the student

HG/M5/14 Frevious notification withdrawn

11:46

Activity type
|Previ0us notification withdrawn j
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Guide 3: How to add and update sponsor notes

Follow the step by step instructions below to add a sponsor note to a CAS which has already been assigned (live). This function is useful if you
wish to change any details of a live CAS. It is not possible to edit a live CAS, but if any of the previously submitted information is incorrect, you
can submit a sponsor note.

Please note; Level 2 users can only add a sponsor note to a CAS that they have personally created and assigned, or to a CAS which has
been transferred to them.

You should read the Sponsorship policy guidance and SMS guide 4a — Creating a CAS — guide for education sponsors before adding a note to
a live CAS.

Step Instruction Screen example

UK Visas & Immigration

“fou are here = zer manusls = 5. Reporting student sctivity

Students

Select the function you wish to perform. Details of each function can be found under each link
and additional details can be obtained from the Help links. You may also use the menu left-
hand side of the screen.

Create CAS

= Create a new single CAS or a batch of CAS
From the StUdentS Screen, SeleCt " Edit a previously saved single or batch of CAS
Sponsorship duties.

Help {opens in a new window)

Assign CAS

" Assign a single CAS or a batch of CAS

Help (opens in a new windoa)

Sponsorship duties

" Report student activity, for example, absences fram study
®Withdraw 3 CAS
= Add or amend & sponsor note

" lpdate fees information
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Step

Instruction

From the Sponsorship duties
screen, select Manage live CAS by
CAS number if the student’s CAS
number is known, or Manage live
CAS by CAS search if you don’t
know the CAS number.

Screen example

UK Visas & Immigration

Sponsorship duties

As a sponsor, you have responsibilities to manage the students to whom you have assigned CAS. This
section allows you to fulfil these responsibilities by reporting student activity and managing live CAS.

Please note, Level 2 users can only report on CAS which they own.
Report activity by CAS number
" Report student activity with a known CAS number

Help (opens in & new window
Report activity by CAS search

= Report student activity by searching on student details

Help (opens in & new window)
Report bulk student activity

" Repaort student activity by bulk upload

Help (opens in & new window
Provide bulk fee update

" Provide fees update for multiple CAS records by bulk upload

Help (opens in & new window

Il'll'lanage live CAS by CAS numberl

= Access the manage a live CAS functions where the CAS number is known

= Add or edit a sponsor note, update fees or withdraw a CAS

Help (opens in & new window)
IManaqe live CAS by CAS searchl

" Access the manage a live CAS functions by searching on student details

" Add or edit a sponsaor note, update fees or withdraw a CAS

Help (opens in & new window
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Step Instruction Screen example

UK Visas & Immigration

=tudent activity

Manage live CAS

Enter the CAS number of the previously assigned CAS you want to manage and choose Next
to continue. Choose Back to return to the previous screen.

CAS number
CAS number: |
From the Manage live CAS screen, Lelg (opens 11 P i o)
enter the CAS number to which you [ Back | Newt |
wish to add a note or the student’s Manage live CAS
3 details or CAS number, then SeIeCt Enter the search criteria to locate the previously assigned CAS you would like to manage.
Next. Wildcards are supported for family name and given name - if they are used, at least the first

three characters must be supplied. A wildcard search reguires a minimurn of three characters

plus an ™, for example SMIT entered as a family name would return all CAS for a student

The screen example shows both whose family name started with the letters 'SMI. Either the passport/travel document number
. ar family name field rmust be supplied.

functions. _

Choose Mextto continue. For a more advanced search choose Advanced, or choose Back to

return to the Sponsorship duties screen.

Student details

= = =
I I

Passport number:

Family name:

Given nare(s):

Date of birth:
Help (opans in & new window)

Note If your search parameters are not specific, you will be presented with a long list of CAS. This screen is not featured in this guide. Select
the CAS to which you wish to add a note. If your search parameters are specific, you will be presented with the screen below.
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Step Instruction Screen example

) UK Visas & Immigration

o are b

Manage live CAS

hanage the live CAS using the buttons below, choose:
" Sponsor note to add a note to a CAS, for example to inform us of a spelling mistake in a name, a
change to the passport number or minor changes to the details of the course;

" Withdraw CAS to withdraw the CAS before it has been used by the student in an application for leave
to enterfrermnain. This option is only available for CAS with a status of ‘Assigned’,

= Update fees to update the fees; or
= Back to return to the previous screen.

Tier and category

Tier 4 (Child)
. CAS details
4 From the Manage live CAS screen CAS mumpar P ——

select Sponsor note. CAS status: ASSIGNED
Student details
Passport number: 234567
Family name: R500 CAS International 3
Given name(s):
Mationality: BOSNIA AND HERZEGOWIMA,
Date of birth: 28/10/1937
Course start date: 28092014
Course title: Test

Course fees charged for first year of the 34567.00
course (in pounds sterling, using format
234" or "1234.997:

Fees last updated:

Sponsor note:

N T e W

Note A sponsor note can only be added to CAS that have the status of either ASSIGNED or EXPIRED.
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Step Instruction Screen example

UK Visas & Immigration
You are hel d 5. Reporting student activity

Manage live CAS - edit sponsor note

To edit the sponsor note, add the information required. If you are amending the note, you can

either overtype the existing text or add additional text. Any text that is owvertyped will not be

saved, 5o do not overtype any existing text if it is still relevant. Choose Sawe to confirm your
From the Man age |ive CAS - ed|t changes or choose Cancel to return to the previous screen.

5 sponsor note screen, enter the 25 LT U3
details you wish to note, then select Sponsor note:
Save.
=
Note If you have entered a note on the CAS previously, the text will be displayed. If you wish to save the earlier information, do not overtype it

as it will be lost.
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Step Instruction Screen example

The note has now been added to the UK Visas & Immigration
CAS . *ou are here = Shi

zer manuals = 5. Reporting student activity

Manage live CAS - sponsor note updated

Select OK to return to the Manage
live CAS screen.

The sponsar note has been updated successfully. Choose OK to continue.
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Guide 4: How to provide individual fee updates

Follow the step by step instructions below to update fee-related fields on a live CAS (status ASSIGNED). This function is useful if a student
pays their fees after you have applied for the CAS, but before the student has submitted their application to the Home Office. Once the CAS
has been marked as USED, you will no longer be able to update the fee-related information. It is important to keep SMS updated with any fees
charged or paid for each CAS.

If you wish to update fees for multiple CAS, it is easier and quicker to use Bulk data transfer (BDT). Please see our website for information on
using the BDT toolkit.

You should read the Sponsorship policy guidance and SMS guide 4a — Creating a CAS — guide for education sponsors before updating the
fee-related fields.

Step Instruction Screen example

UK Visas & Immigration

*ou are here = SMS user manuals = 5. Reporing studert activity

Students

Select the function you wish to perfarm. Details of each function can be found under each link
and additional details can be abtained from the Help links. You may also use the menu left-
hand side of the screen.

Create CAS

" Creat ingle CAS hatch of CAS
From the Students screen, select AR RS B fr A e o

o o = Edit a previously saved single or batch of CAS
Sponsorship duties.

Help {opens in a new window)

Assign CAS

" Aszzign s single CAS or a batch of CAS

Help {opens in a new window)

Sponsorship duties

" Report student activity, for example, absences fram study
B Withdraw g CAS

" Add or amend & sponsor note
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Step Instruction Screen example

Sponsorship duties

As g sponsar, you have responsibilities to manage the students to whom you have assigned CAS. This
section allows you to fulfil these responsibilities by reporting student activity and managing live CAS.

Please note, Level 2 users can only report an CAS which they own.

Report activity by CAS number

From the Sponso rship duties = Repaort student activity with a known CAS number
screen, select Manage live CAS by Help (opens in a new window)

5 CAS number if the student’s CAS Report activity by CAS search
number is known, or Man age live = Report student activity by searching on student details

CAS by CAS search if you don’t
know the CAS number.

Help (opens in & nes window)

Ihl'lanaqe live CAS hy CAS numherl

" Access the manage a live CAS functions where the CAS number is known

= Add or edit a sponsor note, update fees or withdraw a CAS

Help (opens in & new window)
IManaue live CAS by CAS searchl

" Access the manage a live CAS functions by searching on student details

" Add or edit & sponsor note, update fees or withdraw 2 CAS

Help (opens in a new window)
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Step Instruction Screen example

& UK Visas & Immigration

=tudert activity
Manage live CAS

Enter the CAS nurmber of the previously assigned CAS you want to manage and choose Next
to continue. Choose Back to return to the previous screen.

CAS number

CAS number: |

Help {opens in a new window)
From the Manage live CAS screen, [Back | New |
enter the student’'s CAS number or

the student’s details. When Manage live CAS

Enter the search criteria to locate the previously assigned CAS you would like to manage.
3 complete, select Next. plEvILEl aesl ! s

Wildcards are supported for family name and given name - if they are used, at least the first
three characters must be supplied. A wildcard search reguires a minimurn of three characters

plus an ™, for example SMI™ entered ag a family name would return all CAS for a student
The S.Cf'een example shows both whose family nare statted with the letters "SMI Either the passporttravel documant nurmber
funCtlonS. or family name field must be supplied.

Choose Mextto continue. For a maore advanced search choose Advanced, or choose Back to
return to the Sponsorship duties screen.

Student details

= = =
I T

Passport number:

Farnily narne:

Given name(s):
Date of birth:
Help (apens in a new window)

If your search parameters are not specific, you will be presented with a long list of CAS. This screen is not featured in this guide. Select
Note : g . .
the CAS you wish to update. If your search parameters are specific, you will be presented with the screen below.
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Step Instruction

From the Manage live CAS screen,
select Update fees.

Screen example

UK Visas & Immigration

Manage live CAS

Manage the live CAS using the buttons below, choose:

" Sponsor note to add a note to a CAS, for example to inform us of a spelling mistake in a name, a
change to the passport number or minor changes to the details of the course;

" Withdraw CAS to withdraw the CAS before it has been used by the student in an application for leave
to enterrernain. This option is only available for CAS with a status of ‘Assigned’,

" Update fees to update the fees; or

= Back to return to the previous screen.

Tier and category
Tier 4 (Child)

CAS details

CAS number:

CAS status:

Student details
Paszsport number:
Farmily narme:
Given name(s):
Mationality:

Date of birth:
Course start date:

Course title:

E4CONHSD 2EDNM7
AZSIGNED

234567
RA00 CAS International 3

BOSNIA AND HERZEGO INA
281101937

28/09/2014

Test

Course fees charged for first year of the 34567.00

Fees last updated:

Sponsor note:

[tock | it ors | —Somom rots_| v 5
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Step

Instruction

From the Manage live CAS —
update fees screen, update the
Course fees paid to date (in
pounds sterling, using format
'1234' or '1234.99") field. Once you
have made the changes, select
Save.

The student’s details have now been
updated.

Select OK to return to the Manage
live CAS screen.

Screen example

Yol are here =

UK Visas & Immigration

1zer manuals = 5. Reporting studert activity

Manage live CAS - update fees

Update the fee fields and choose Sawe to save your changes, or choose Cancel to return to
the previous screen.

Fee fields

Course fees charged for first year of [B54.00
the course (in pounds sterling, using
format 234" or 1234.997:

Help {opens in a new window)

Course fees paid to date (in pounds | |
stetling, using farmat "1234" or
1234.997%:

Accommodation fees paid to date (in | |
pounds sterling, using format 1234 or
1234997

Boarding fees paid to date (in pounds | |
sterling, using farmat 1234" or
1234.997:

l:ancel m

You are here =

UK Visas & Immigration

Jzer manuals = 5. Reporting studert activity

Manage live CAS -fees updated successfully

The fee fields have been updated successfully. Choose OK to continue.
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Guide 5: How to submit a graduate notification for an individual student

Follow the step by step instructions below to notify of students who have met the qualifying criteria of the Graduate Route on an individual
basis. This function is only available to sponsor who are registered in the Student Route with a track record of compliance.

If you want to submit multiple graduate notifications, it is easier and quicker to use Bulk data transfer (BDT). Please see our website for
information on using the BDT toolkit.

Please note; Level 2 users can only submit graduate notifications for CAS that they have personally created and assigned, or on a CAS that
has been transferred to them.

You should read the Sponsorship policy guidance before submitting graduate notifications.

Step Instruction Screen example

UK Visas & Immigration

You are here = zet manuals = 3. Reporting student activity

Students

Select the function you wish to pedorm. Details of each function can be found under each link
and additional details can be obtained from the Help links. ou may also use the menu left-
hand side of the screen.

From the Students screen, select Create CAS

Sponsorship duties = Create a new single CAS or a batch of CAS
" Edit a previously saved single or batch of CAS

Help {opens in a new window)
Assign CAS
= Assign a single CAS or a batch of CAS

Help (opens in a new window)

Sponsorship duties I
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Step Instruction

From the Sponsorship duties
screen you can select to Report
activity by CAS number, if known.
If you do not know the student’'s CAS
number, select Report activity by
CAS search.

Screen example

Sponsorship duties

As a sponsor, you have responsibilities to manage the students to whom you have assigned CAS. This
section allows you to fulfil these responsibilities by reporting student activity and managing live CAS.

Please note, Level 2 users can only report on CAS which they own.

Report activity by CAS number

= Report student activity with a known CAS number

= Notify of students who meet the qualifying crtiera of the Graduate Route with a known CAS number

Help (opens in a new window)
rR_eport activity by CAS search |

= Report student activity by searching on student details

= Notify of students who meet the gualifying crtiera of the Graduate Route by searching on student details

Help (opens in a new window)
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Step Instruction Screen example

UK Visas & Immigration

*ou are hel uzer manuals = 5. Reporting student activity

Student search

Enter the search criteria to find the student you would like to report activity on. The search
results will be limited to CAS that have been used by a student.

Wildcards are supported for family name and given name - if they are used, at least the first
three characters must be supplied. A wildcard search requires a minimurm of three characters
plug an ™, for example SMI™ entered as a family name would return all CAS for a student
whoge family name started with the letters "SMI' Either the passport/travel document number
ot farnily narme field rust be supplied.

From the StUdent SearCh / CAS Choose Nextto continue, For a more advanced search choose Advanced, or choose Back
search screen, enter the student’s to return to the previous screen.
CAS number or the student’s details, Student details

3 then select Next. Passport number: |

|
| |
Given narme(s): | |

Date of hirth: = A H=
Help {opens in a new window)
= [oer

Farnily narne:

The screen example shows both
search functions.

CAS search

To report student activity, enter the CAS number of the student you want to report on and
choose Nextto continue or choose Back to return to the previous screen.

CAS number

CAS number: | |
Help (opens in a new window)

If your search parameters are not specific, you will be presented with a long list of CAS. This screen is not featured in this guide. Select

NS the CAS on which you want to report. If your search parameters are specific, you will be presented with the screen below.
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Step Instruction Screen example

UK Visas & Immigration

“fou are here =er manuals = 5. Reporting student activity

CAS search results
To report activity on this student choose Next or Back to return to the previous screen.

Tier and category
Tier 4 (General)

CAS details
From the CAS search results CAS number EAGEIATAIBUDAR
screen select Next. Student details
Passport number: ATRTETET 4T
Farnily narne: Srrith
Given narne(s): Bill
Mationality: AMNDORRA
Date of birth: 25/05/1942
Course start date: 270552014
Course title: Maths
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Step Instruction Screen example

Report student activity - activity history

Any activity previously reported against this student is shown below. To report student activity select an
activity type from the drop-down list and choose Next to continue or choose Back to return to the previous
screen.

Reported activity

CAS number: E4GBKABA34MOA3
. Date Activity
From the Report student activity —
activity history screen, select the 12/05/21 Student has successfully completed course in line with qualifying criteria for the
option “Student has successfully 10:46 Graduate Route
= com_ple_ted course in Wiz wen 11/05/21 Student has successfully completed course in line with qualifying criteria for the
qualifying criteria for the Graduate 15:12 Graduate Route
Route” from the Activity type drop- i
down list, then select Next. 14/04/21 Doctorate Extension Scheme
11:34
13/04/21 Student is delayed
14:11
Activity type

| Student has successfully completed course in line with qualifying criteria for the Graduate Route v
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Step Instruction Screen example

Report student activity - date and reason
Enter the details for the activity you wish to report. Complete all fields and choose Save to confirm. This will
be assessed by us and you will be contacted if necessary. Choose Cancel to return to the Report student
activity - activity history screen.
Activity details
From the Report student activity — | ©AS number: E4GBKASA34MOA3
6 date and reason screen, enter Reasons Student has successfully completed course
further details (if required) and in line with qualifying criteria for the
choose Save. Graduate Route
Further details (optional)
A
e
UK Visas & Immigration
When the notification has been . _ .
Subml tte d, the Report Stu d ent You are here = zer manuals = 9, Reporting student activity
7 activity — activity recorded screen Report student activity - activity recorded

is d|5p|ayed Choose OK to return to The student activity has been recorded and submitted for assessment, chaose OK to
the Activity history screen. continue.
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Step Instruction Screen example

Report student activity - activity history

Any activity previously reported against this student is shown helow. To report student activity select an
activity type from the drop-down list and choose Next to continue or choose Back to return to the previous
screen.

Reported activity

CAS number: E4G8KAS5A34M0OA3
e Date Activi
Once a graduate notification has vy
been submitted, it is displayed on the| | 12/05/21 Student has successfully completed course in line with qualifying criteria for the
Report student activity — activity 12:58 Graduate Route
8 IS SEE 12/05/21 Student has successfully completed course in line with qualifying criteria for the
10:46 Graduate Rout
Choose Back to return to the racuate Foute
Student search screen or Next to 11/05/21 Student has successfully completed course in line with qualifying criteria for the
begin another notification for the 15:12 Graduate Route
SEM SEET: 14/04/21 Doctorate Extension Scheme
11:34
13/04/21 Student is delayed
14:11
Activity type

[Student has successfully completed course in line with qualifying criteria for the Graduate Route VI
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Step Instruction Screen example

Details of the most recently Graduate Route Notifications
submitted graduate notification are Successful course completion notification Y
9 recorded on the student’s CAS, and submitted?
SlEfplaEs 1 0 SREiE s s Date of notification 12/05/2021
heading “Graduate Route
Notifications” Matification comments Passed with distinction
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