
How to manually assign a task

To view or edit My Study functions as a student, choose TechnologyOne 

(production environment) or TechnologyOne TRAIN via your OKTA dashboard.

Important note: the Production environment makes live changes to a student 

record and only should be used per standard business processes. 

Note: TRAIN is usually refreshed to Production data weekly on a Sunday.
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Select the ‘Students’ function from your dashboard or search ‘Students’ in the 

Enterprise search bar in the top-middle of the screen. Note this screen will look 

different depending on your staff access level and what functions you have pre-

saved to your personal home screen.
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How to manually assign a task

Type or paste the student ID in the top search bar, select enter on keyboard or click 

magnifying glass to search. 

On the student record result, click the downwards arrow to the right of the ID 

number and click View student study. 

Note the options available here will differ depending on your staff access level.
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How to manually assign a task

If the student has more than one course, you will be taken to an Academic History 

screen. From here you can see their course overviews, and click into Manage my 

course or Plan and enrol for the relevant course.
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How to manually assign a task

If the student is associated with only one course, you will be taken straight to the 

Manage my course screen. This is where students should make any necessary 

selections eg majors, options, electives, request self-service reports, withdraw from 

topics, and view Government Assistance forms.

Here you can view topics/components and make selections on the study plan. 

Important note: If in the Production environment, any actions here are live changes 

to a student record and only should be taken per standard business processes. 

Note the staff view is not identical to the student view and should be taken as a 
guide only.
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To see a student’s scheduled topics and enrolment, click Plan and enrol.



How to manually assign a task

On the Plan and Enrol screen you can see how a student has scheduled and 

enrolled into topics.

Important note: If in the Production environment, any actions here (eg scheduling or 

enrolling) are live changes to a student record and only should be taken per 

standard business processes. 
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How to manually assign a task

From the Manage my course screen, staff can emulate student access by:

V1 November 2025

View student study access

Page 6 of 6

• Viewing the course overview

• Viewing submitted Government Assistance forms - staff cannot submit forms

• Viewing the Self-Service Reports page - staff cannot generate the reports

• Withdrawing from topics – staff can emulate student access here and withdraw 

from topics. Note: If in the Production environments these actions (eg 

withdrawing) are live changes to a student record and only should be taken per 

standard business processes. 

Other screens and functions in My Study tile.
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