Quick Reference Guide

Address Validation Report

ScE::lol Formatted Address Reporting Report Schedule

Validation

Report Focus Criteria Report

Enrolment Repoxts

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)

Jl Dy narmric Reports Formatted Reports

»Registraton .
— Student Details Report  Medcal Report  Language and Visa Report  vakdanon Report 5 V3
"
Y Famady ROPOIT  ClASS MANBJSMENT HepOrl | ReQuiiraladn MANAJHMENT  Ledvérs RODOrT  Mergs Hepirt | Regunsl Report
*Place Management
Accress Vakdation Report
*My School
*Reports
Dot Chamge Lo Change 1 *Reporting Focus : | Swdam Group -|
»Mantain ESL 83 3C. 41T, Stwsars Tarm3 Tos Trig, Fredace
+ Curncubum Relerence Dats
*schoel Name (lookup If mare than one) ; | N
*Student Group ; | Yy Coar

Enrolment Type : AL =]
sub Enrolment Type : [ALL =]
calendar vear: [2017 2]
Scholastic Year: |ALL -1
Is Census : |ALL =

Student Status @ [ACT . Acte

Show students who @ |ae cument members =)

& Regstration Status

I~ Applied to Enrol: [ | incomplete 7] musk Assessed L Vahdated

F Enrolled: [P] tn attendance 7] Leaving [P] Suspended
I Left: [F] peceased | Expeed [] tntemal Transter [] Lett
™ Registered: [] tnterestea ] offered [F] other preference [] Standiby
[~ Withdrawn: [F] conceted C) by paent [ by schoo [T tapsed
& Report criena B

=alert Lavel: [ALL 3]
*Report Depth : [Heading =]

*Raport Color : [Color -l

Raport Nama :

Run Report : [How =]
Report Format @ |POF =

Email Notification : [

Schadula Repont School Criteria : [T|  Save Crtena | Laad Critenia |

*Indicates mandatory field
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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.

*Reporting Focus : [S0GEe G 1]

Registration Offering
Student SRN

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

*Student Group : | | 4 | Clear

Enrolment Type : |ALL v

Sub Enrolment Type : |ALL |V

Calendar Year : 20161]

Scholastic Year : |ALL v

Is Census : |ALL v

Student Status : |ACT - Active 1’

Show students who : |are currentmembersﬂ

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.

X Registration Status X
[‘]Applied to Enrol: Incomplete Risk Assessed Validated
(vl Enrolled: In Attendance Leaving Suspended
[Left: Deceased @ Enrolment Destination Unknown Expelled Internal Transfer @ Left @ Located
[]Registered: @ Interested @ Offered @ Other Preference @ Standby
[[Jwithdrawn: Cancelled Deceased NoCensus by parent by school lapsed

Report Criteria

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

X Report criteria

*Alert Level : IALL v
*Report Depth : IHeading v
*Report Color : ICoIor e

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.

erified-Pass

No data missing

Lower importance data missing

e.g.family address not validated

High importance missing data

e.g. validated family address not provided or invalid evidence used to site address.
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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

X Report Schedule [

Report Name : | l
Run Report : Ir‘Jow vl
Report Format : IPDF vl

Email Notification :

Schedule Report | School Criteria : Save Criteria Load Criteria

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 Check this box for a copy of the report to be sent to your
Notification: email account.
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Schedule Report:
School Criteria — Save:

School Criteria — Load:

Select Criteria :

School Criteria
DEC Criteria

Sends report to My Reports, ready for printing.

- 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.

» ERN School Enrolment  [il

» Registration

» Student Enquiry

»Place Management

»My School

» Reports

»Data Changed Log
» Curriculum Reference Data
=eneral . ~“ctions
' » My Reports

-~

Piviy

» Log off

Option 1: Main menu access

» Registration

» Student Enquiry T —

) Place Management

» My School

> Reports

Option 2: My Reports icon

RERNSChoolEncastiet ) B Student Details Report Medical Report Language and Visa Report Validation Report Ghosted Enrolment Family Report

Class Management Report

..,_,,,_\““’_’“A‘ _r,_\ . o Bﬁﬂﬂlﬁ?v(ai~ﬂl§ww“--\l"" W S S um,-.’\«-‘—u.

Leavers Report Merge Report Regional Report

My Reports .

Registration Management

Tick to Display in Report
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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.

> ERN School Enrolment By | Report [50790566] scheduled. ‘

»Registration

» Student Enquiry

»Place Management
»My School
»Reports

»Data Changed Log

» Curriculum Reference Data
General Functions

»My Reports

»My Profile

»Log off

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.

ng the fellowing links.

My reports since = | 2009 |3

Not,
My report with 1D :

a
S >
P ————
=)

[T ReportID ¢ Getthereport ¢ Reportname ¢ Status 4 Report size(in bytes) ¢ Requestedtime 4  Starttime ¢ Ond time ¢

Dannioad Your Report COMPLETED 21211 13 Oct 2009 14:33:18 13 OCt 2009 14:33:19 13 Oct 2009 14:33:33

Delete Repert

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.

SR|N Full Name Alert Description Address Severity
4 - ' wa 85 s Green
Co
A
4 a Invalid Evidence type used to site 8¢ Red
residential address C
A
4 e Ve 6 M - oAl TE K Green
2' TR .
4! ~- . ncs Sham e OIS S Green
3
21
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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.

A 8 C D E G H 1 J
SRN M Surname M First Name b Alert Description b Sever‘a X b4 W ¥ x
43FTRETHE B v ke Verified-Pass IL\l SortAtoZ ~IESEt ' " . 1 NSW  AUs
44400001 & o 4 lemy VEr'Fied-P§55 Z| | sotztoA 1] - N . ¢1 NSW  AUS
44 st * 3 Sewe Invalid Evidence type use 1 v 1 NSW  AUS
43FTREE. & s hew Verified-Pass Sort by Calor / *fao N ©1NSW  AUS
4390 ™ =y - Verified-Pass & 1 Filt fi 4 fra , bet . +FNSW  AUS
43480 \# - = b Verified-Pass » 6 W et Ll « #) NSW AUS
43 et > - W % Verified-Pass 2 . 41 NSW  Aus
4307VE L8 oo 9 Verified-Pass Text Filters * s ¥ . i} NSW AUS
4357Vea 8 - > ™ o Verified-Pass [ (Select Al) 7 o 1 NSW  AUS
4357HANS Garas v * Verified-Pass [ Green 1. CULEERE ¢1 NSW  AUS
4337 S0 e e, e @ Verified-Pass [¥] Orange 1 1 NSW Aus
435 "N - > 39 See=—s Verified-Pass [v|Red 7 N . 1 NSW  AUS
438 ‘ ey . “* @ Novalidated family addr| 3 = ©1 NSW  AUS
43 e - - el e Verified-Pass (o AN BB 5 ) NSW  AUS
43PN - = vl w Verified-Pass 1 ' 1 NSW AUS
43470 | - aweg el @ nvalid Evidence type use 5 ! « “1 NSW AUSs
43 P | ' Verified-Pass 24 £ NSW AUS
4357 -s & ooae - Verified-Pass 2 L L hNSW AUS
43579 v b et e - Verified-Pass 24 L1 NSW  AUS

I5TVIRIY s ete s Verified-Pass Cancel I 24 Pl o £1 NSW  AUS
434 * = - Verified-Pass ] ] R #' NSW  AUS
43FTN R iy Py =5 e Verified-Pass Green 4 L . +} NSW AUS
439M e = - Verified-Pass Green P I NSW AUS
43574 "B - + - nvalid Evidence type used to site residential address  Red 2 | rAxE ¢! NSW  AUS
433" N = s %% Verified-Pass Green 1 ik . Vi NSW AUS
43579848 O * Verified-Pass Green P 1 NSW  AUS
4347 A8 O ¢ - Verified-Pass Green £ v B ¥§ NSW  AUS
4307WELNE O e ' Verified-Pass Green 4 Y] . 1 NSW AUS
43 = Sy oy w -y - Verified-Pass Green 14 > W ! . ' NSW AUS
433 e SRR e et Verified-Pass Green 10 Lorrtaig Eoa i . I NSW  AUS
434 - . » Novalidated family address has been provided Orange ¢ $FNSW  AUS
435" " o Py o Verified-Pass Green S rENeste ! NSW AUS
4337 hees o e Verified-Pass Green 3 Mt P 41 NSW  AUS
433799117 Tomes Son € S Verified-Pass Green 4. Bt Bkt 0 24 ) NSW AUS

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.
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