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Logging into the STEO Secure site 
 

Logging in using your User ID and Password 
 
To log on using a User ID and Password, go to 
https://steo.education.govt.nz/secure/login.aspx and you will come to to the Secure 
Site: 
 

 
 
This screen contains important and general information regarding the current SDR 
Round and the STEO website.  If there are any important messages the Ministry of 
Education or TEC need to communicate out to TEOs, these will be posted on this 
page. 
 
Messages that are posted in GREEN indicate that previous issues have  
been resolved. 
 
Messages posted in RED indicate issues that have been raised and are awaiting a 
resolution. 
 
All general information will be posted in BLACK. 
 
If you have forgotten your password, click here to be taken to your challenge phrases 
 
To continue to login, click Log In 
 
Next you will be brought to the Education Sector Authorisation and Authentication 
(ESAA) Login page. 
 

https://steo.education.govt.nz/secure/login.aspx
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Enter your User ID here 
Enter your Password here 
Click Logon to login and begin your validation process 
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SDR Validation 
 
When you have successfully logged into the Secure Site you will see the screen 
below.  
 
Like the Log In screen, this page contains the same important and general 
information regarding the current SDR Round and the STEO website.  If there are 
any important messages the Ministry of Education or TEC need to communicate out 
to TEOs, these will be posted on this page. 
 
Messages that are posted in GREEN indicate that previous issues have  
been resolved. 
 
Messages posted in RED indicate issues that have been raised and are awaiting a 
resolution. 
 
All general information will be posted in BLACK. 
 

 
 
 Click on SDR to begin validating your SDR 
 
 
Once you have clicked on SDR, you will see the screen below: 
 

 
 
 
Click the SDR Validation link to begin SDR Validation  
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Click on Validate New SDR to begin the SDR Validation Process 
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Course Register (CREG) File Validation Steps 
 
There are five steps for validating your CREG file in SDR Validation.  

 
STEP 1: SDR Validation - Select SDR File Type 
 
Select Course Register 
 
Select appropriate Return Year.  When selecting the Return Year, make sure you 
select the correct year as this will affect the fields that will become available to you on 
Step 2 of the validation process 

 

 
 
 

Click the Next button 

Check Email Notification 
Contacts box to specify 
who receives email 
notifications 
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STEP 2: SDR Validation - Upload CREG File 
 
Locate the CREG data file from your Student Management System (SMS) by clicking 
the Browse button on the right hand side 
 
Alternatively locate the Single Zip File if your file is zipped 
 
Click the Next button to continue, or the Previous button to go back 
 

 
 
 
 

STEP 3: SDR Validation - Select SDR Return Month 
 
Select appropriate Return Month and year 
 
Click the Next button to continue or the Previous button to go back 
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STEP 4: SDR Validation - Enter Notional EFTS 
 
This step has been removed for all but historical returns i.e. Returns that are prior to 
2006 
 
 
 

STEP 5 :SDR Validation - Confirmation  
 
This screen confirms that the CREG file have been uploaded to the Ministry SDR 
server ready to be validated 
 
Click Next to proceed or the Previous button to go back 
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Validation Queue 
 
 
 
 
 
 
 
 

 
 
 
 
Refresh the screen after PROCESSING until the status changes to  
"In Progress" 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

You will now enter the SDR validation queue. If you chose to receive email notification at 
step 1 of the validation process, you will receive an automated email to inform you of this. 

The email will let you know where you are in the processing queue e.g. 1 of 1. 

Once your CREG file moves from the queue and begins processing you will receive a 
second email. This email will advise you that the Ministry of Education has received your 
file and that it has started processing. The email will also include the date and the time that 

the file was received. 

When your CREG file has finished processing, it will either return rejected (has errors) or 
processed. You will receive a final email advising you that your file has now completed the 

processing stage. 
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Errors and Warnings 
 
You can access detailed information about the errors and warnings by clicking on the 
Error Report link (in red). 
  

 
 
Once you have clicked the Error Report link, you be taken to the following page: 
 

 
 
Code:  Gives you the code of the error or warning. 
Type: ‘E’ means it is an error and must be resolved, ‘W’ means it is a warning. 
Count: Number of records the error/warning affects. 
Description: Gives a description of the error/warning. 
 
On this screen you will see all the errors and warnings that have been generated 
from your CREG file.  To view details of a particular error, click on the Description of 
the error or the Count. 
 
 
Once you have processed an error free file, this concludes the first stage of your 
SDR Validation. You now need to look at your Course Register Difference.  
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Course Register Differences 
 
Course Register Differences are split into two areas, Auto Approved values and 
Manually Approved values.  
 
Auto Approved values – these are the differences between the information the TEC 
hold on your course and the information you have supplied in your validation files. 
They are changes that TEC do not need to verify, and will automatically update the 
TEC course register when submitted.  Verify the change is required and tick the 
Submit (green) box.  
 

 
 
Please note that the first line “TEC Course Register” is the information that the 
Tertiary Education Commission hold on their course register. And for New Courses 
the first line will have no data. 
 
The second line is the information you have supplied which is new or different to the 
“TEC Course Register”. 
 
Manually Approved values – changes need to be approved by the TEC  
Service Centre and for TEIs by your National Office TEC Advisor. 
 
Select the Manually Approved values options, if you wish to keep the values, as 
opposed to changing it on your SMS. Select the Submit (red) box if you wish to do 
this. This request will be raised with TEC. 
 
You can now filter to select and submit auto-approved changes in one hit. 
You can then submit manual approval changes to TEC separately.  To do this select 
check the Auto-Approved box and then click the Show button. 
 
If you wish to submit all of the changes, rather than ticking each box individually you 
can tick the Select All button. 
 
If TEC want the TEO to change their SMS values, then once these changes 
have been made on the SMS the TEO must re-extract their SDR files and re-
validate. 
 
Note that you will not be able to submit your SDR until all New Courses and/or 
Course Differences have been resolved (approved). 
 


