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 Address Validation Report 

 

 
 

 
The purpose of the address validation report is to identify inaccuracies or missing data 
from a student’s address details. Inaccuracies that are identified can be corrected to 
ensure the integrity of the data in ERN. The address validation report cannot be 
produced for the whole school within the one report.  
 
The address validation report can be generated using:  
 

• Student group e.g. roll class, sport house  
• Registration offering e.g. enrolment type, scholastic year  
• Individual student, by student enrolment number (SRN)  
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Specify whether the reporting focus is to be student group, registration offering or 
individual student. The screen will appear slightly different depending upon the reporting 
focus criteria you select. 
 

 

 
 

 

For example, if Student Group or Registration Offering is chosen as the Reporting Focus 
the following options will be available: 
 

 
 

 
If Student Group is selected then either the student’s roll class or other group that they 
have been attached to, via place management must, be selected.  
 
If Registration Offering is selected, then the student’s scholastic year must also be 
selected.  
 
Other options available for further report filtering are: calendar year, scholastic year, is 
census, student status. 
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The Registration Status will default to Enrolled. The status may be changed to filter the 
report. 
 

 
 
 
Report Criteria  

The report can be further filtered by making changes to the Reporting Criteria menu. 
 

 
 
Alert level  

 
Some data is considered high importance. When the report is printed, the importance of 
the missing data will be highlighted Red level for high importance or Orange level for 
lesser importance and Green when all data is verified as a pass.  
 
The options available to print are red, orange or all missing data. 
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Report Depth  
• Detailed to print all data missing  
 

 
Report Colour  
This option is to print in colour or monochrome (black and white).  
 

Scheduling or preparing a report for download or print - the Report Schedule Menu 
Once the criteria required for your report has been selected, schedule the report, or 
prepare it for download or print. This is done by completing the fields in the Report 
Schedule menu. The following graphic explains the options available.  

When the desired selections have been completed, click on Schedule Report, to send 
the report to My Reports.  

Report Schedule 

 

 
 
 

Report Name:  Name the report something easily identifiable.  

Run Report:  This option allows the report to be run at set times  

- Now - or, at a later time  
- Once - each day at a set time  
- Daily - weekly, at a set time  
- Monthly - monthly, at a set time.  
 

Report Format:  Allows choice for either PDF or CSV format for printing.  

Email 
Notification:  

Check this box for a copy of the report to be sent to your 
email account. 
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Schedule Report:  Sends report to My Reports, ready for printing. 

School Criteria – Save:  Saves report.  

School Criteria – Load:  Loads a saved report  

- My criteria - saved reports accessed only by you  
- School criteria – reports saved for all ERN users in the school 
to access  
- DET data collection reports (externally created)  
 

 
 
Downloading and Printing Reports  

Once the report has been scheduled, the report will be assigned a number and sent to 
My Reports for download or print.  
 
There are to options for accessing My Reports:  

 

Option 1:  
Accessing My Reports from the main menu will require logging back into the report 
page and the reporting criteria previously selected will be lost.  
 
Option 2 - recommended to access My Reports:  
When using option 2, to access My Reports, the page appears as a new window, 
which overlays the original window on the screen. This allows for a return to the 
report being designed should changes to reporting criteria be necessary. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Option 1: Main menu access 

 

 
Option 2: My Reports icon 
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Report ID  
 
Reports are located by noting the report ID number and/or the meaningful name 
previously given to the report. Once the report is ready to print, click the download link. 
 

 
 
 
 
 
 
 
 

 
 
Upon initial entry to My Reports, the date will default to the current date. If a report was 
prepared prior to the current date, it will not be displayed. To see reports that have been 
previously prepared, change the date to a previous date. Reports prepared in this date 
range will be displayed. The Report ID can also be used to search for a report.  
 
Once the report is located click the download link to print or save the report. 
 

 
 
 
WINZIP and Adobe Reader  
As the screen advises, Adobe reader and Winzip need to be installed on the computer to 
view and download reports. There are quick install icons located on the screen for that 
purpose.  
 

PDF (print document format) report  

Choosing to print the report in PDF format will provide a coloured highlight of the three 
alert levels e.g. orange, red and green. 
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CSV (comma separated value) format report in Excel  

The advantage of selecting a CSV format report is the ability to filter the report. Applying 
a filter allows the option to select the three alert levels e.g. green, red or orange. 

Once the report has identified the student’s addresses with missing or unverified data, it 
is recommended that each student’s record is checked and make the necessary 
corrections. This will ensure the data in ERN is accurate and consistent. 
 

 


