Quick Reference Guide

How to prepare Validation Reports

Validation Reports are used to identify any data fields that are missing from a
student’s record. Criteria can be specified to produce missing data that is
considered important or all missing data. Within these categories, some data
is considered high importance and the balance lower importance.

An example of high importance data is a student’s emergency contact details,
whereas, data of a lower importance could be a parent’s education details.

A validation Report can be produced for a:
e Student Group
e Registration Offering
e Individual Student

To prepare a Validation report for a Registration Offer:
Access reports through the Reports menu option
Select Formatted Reports tab
Click Validation Report from the tabs at the top of the screen
Enter the report specific criteria to define the output requirements
o Reporting focus — specify whether the report is to be group,
registration offering or for an individual student (note, there are
slightly different screens for each case — see below)
School Name
Registration Offer
Registration Status — select Active/Expelled/Deceased
o Is Census — select Alllyes/No
e Report Criteria
o Alert Level — ALL produces both Red and Orange level, Red
only, Orange Level only (Red are crucial requirements, Orange
are data that is required but will not affect the system if not
available)
o Report Depth — headings — lists important data, detail lists all
data missing
o Colour — if colour is selected, the report will show results in Red
and Orange, monochrome will be black and white. Colour may
reproduce in lighter shades.
e Report Schedule
o Report Name — enter a name so that the report is easily
recognisable
o Run report — select when the report will run
o Report Format — PDF for printing, CSV to import to a
spreadsheet
o Email notification — if checked, file will be sent to email box
e To produce the report, click SCHEDULE REPORT
e To print the report, go to the My Reports option and print.
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ERN Release 2.1.11 - October 3, 2015

ERN users please note the following fix to ERN to address issues for some drcumstances where a student's parent has died.
Before marking the parent/carer as deceased in ERN, please make sure that:

« at least one parent/carer resides with the student.
« one finandially responsible parent/carer with a valid address exists for the student

If the above two sitvations are not fulfilled, ERN validation may prevent you from updating the parent/carer record and an error message will
appear.

Additional release notes available here

Infermation about changes made in ERN (September 2015) to accompany the new Application to enol in @ NSW Government School can be found here
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Report | Student Health Care Summary Report | School Medications Report
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Student Group Report  QECIEERCHIEELS

Emergency Contacts Report

Address Validation Report

Ghosted Enrolment | Leavers Report | Merge Report | Enrolment Counts By Date | Suspension Summary Report

Validation Report

*Reporting Focu:

StdentGrop V]

(2.3, 1C, 4NL Stawart, Term3 Zoo Trip, Prefacts)

*School Name (lookup if more than one) : [St Leonards Public School

*Student Group :

Enrolment Type : [ALL

ALL

are current members

Sub Enrolment Type :
Calendar Year :

Scholastic Year :

1Is Census :

Student Status :

Show students who :
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This report will produce headings depth only (see below for example)

Immunisation Report | Student Health Care Summary Report | School Medications Report | Emergency Contacts Report | Student Group Report  [JR%

on Repol Address Validation Report

Ghosted Enrolment | Leavers Report | Merge Report | Enrolment Counts By Date
Validation Repo

Suspension Summary Report

*Reporting Focus : [Student Group

.0 1€, 4NI, Stawart, Term3 Zoo Trip, Prs

*School Name (lookup if more than one) :

St Leonards Public School

*Student Group

Enrolment Type : [ALL V]
Sub Enrolment Type : [ALL[V]
Calendar Year : [2016]%]
Scholastic Year: [ALL  |v]
Is Census : [ALL[V]
Student Status : [ACT Acive  |v]
Show students who : [are curent members|v|

[ Registration Status

|

X Report criteria

3¢

*Alert Level : [ALL_v]

—
+Report Depth : P
*Report Color : [Color v

¥ Report schedule

=1

Report Name : | ]

Run Report : [Now V|
Report Format : |PDF|v
Email Notification : [0J]

DEC Criteria : [C]

ScheduleReport | School Criteria : [[]

*Indicates mandatory field.
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This report will produce detailed depth (see below for example)

Dynamic Reports  [ECRIGEEY

Immunisation Report | Student Health Care Summary Report | School Medications Report

Ghosted Enrolment | Leavers Report | Merge Report | Enrolment Counts By Date

Validation Report

Emergency Contacts Report

Student Group Report [REICETNR TSIl Address Validation Report

Suspension Summary Report

[ Registration Status

*Reporting Focus :

*School Name (lookup if more than one) :

*Student Group :

Enrolment Type :
Sub Enrolment Type :
Calendar Year :
Scholastic Year :

Is Census :

Student Status :

Show students who :

Student Group v

.0 1€, 4NI, Stewart, Term3 Zoo Trip, Prafacts.

[St Leonards Public School | &,

&
o
o
o

[aLL v]
ALL <

(A

[are current members[v]

|

¥ Report criteria

*alert Level: [ALL v

*Report Depth : (Detaled v

=1

*Report Color : [Color v

M Report Schedule

Report Name :
Run Report :
Report Format :

Email Notification :

32

[ ]
Now ~
@

DEC Criteria : [C]

Schedule Report | school Criteria = [C] Load Criteria

*Indicates mandatory field.

When reports are completed, they are held in My Reports for printing, click

Download to open or save the file.

My Reports

b JWizie |

My report with

Note: In order to view the reports you'll need WinZip to extract them or Acrobat Reader to read them. These products can be downloaded by using the following links

My reports since : [31/03/2016 | T8

[] ReportID ¢ Getthereport ¢ Reportname ¢ Status ¢ Reportsize(inbytes) + Requestedtime ¢ Starttime ¢ End time ¢
[J 391464129 Download Detailed 1 A COMPLETED 53408 31 Mar 2016 15:37:40 31 Mar 2016 15:37:41 31 Mar 2016 15:37:46
[0 391464091 Download Heading 1 A COMPLETED 42028 31 Mar 2016 15:37:28 31 Mar 2016 15:37:28 31 Mar 2016 15:37:34

Delete Report

The two reports are listed here and can be viewed on the screen before

printing.
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Report listing — Heading detail (note, the full student name would be shown

on a report but has been shaded in these examples)

St Leonards Public
School

Enrolment Validation Report

Student Group: Banks

Enrolment Type: ALL

Sub Enrolment ALL
Type

Scholastic Year ALL
Census Indicator:  ALL
Student Status Active
Alert Level: ALL
Reporting Level Heading

Group Membership: Are current members.

Registration Status: Enrolled(in Attendance, Leaving, Suspended)

Page 1
310316 3:37
Section Alert Description Severity

Total Alerts:1 Red: 0 / Orange: 0
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— sen: [N

Section Alert Description Severity
Total Alerts:1 Red: 0 / Orange: 1

I sen: I

Section Alert Description Severity
Total Alerts:4 Red: 0 | Orange: 4
] sen: [

Section Alert Description Severity
Total Alerts:3 Red: 0 | Orange: 3
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Report listing — Detail

St Leonards Public

School
Enrclment Validation Report

Student Group: Banks

Enroiment Type:  ALL

Sub Enrolment ALL
Type:

Scholastic Year: ALL
Census Indicator:  ALL
Student Status: Active
Alert Level: ALL
Reporting Level: Detailed

Group Membership: Are current members

Registration Status: Enrolled(In A d Leaving, Suspended

Page 1
31/03/16 3:37

[ san: [N

Section Alert Description Severity

Family Details Mo evidence has been supplied for proof of residentialRed

address
Office Use Invalid Evidence type used to site residential address Red

Total Alerts:2 Red:2 / Orange: ©
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Section Alert Descnption Severity

Family Details No evidence has been for proof of Red
address

Office Use Invalid Evidence type used to site residential address Red

Total Alerts:3 Red: 2 / Orange: 1

e SRN: I

Section Alert Description Severity

Family Details No has been supplied for proof of Red
address

Family Details No contact record provided for family Red

Family Details Invalid contact details provided for family Red

Office Use Invalid Evidence type used to site residential address Red

Total Alerts:7 Red: 4 / Orange: 3
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Screen for Student Group Validation Report

Validation Report

¥ Registration status

*Reporting Focus :

*school Name (lookup if more than one) :

*Student Group :

Sub Enrolment Type :

Calendar Year :

Is Census :

Student Status :

Show students who :

Student Group v

{20, 1C, NI, Stewart, Term3 Zoo Trip, Prefects)

44—

[St Leonards Public School

Enrolment Type : [ALL

ALL v
2016/

Scholastic Year : |ALL v

ALL v
ACT - Active v
are current members |V

>g

[ Report criteria

*nlert Level : [ALL ]
#Report Depth : [Heading| v
*Report Color : [Calor <

[

X Report schedule

Report Name :
Run Report :
Report Format :

Email Notification :

Now |V

@

DEC Criteria : [0]]

Schedule Report | School Criteria : [[]

B

*Indicates mandatory field.
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Screen for individual Student Validation Report

+Reporting Focus : [SudemseN V] —m—————————

#School Name (lookup if more than one) : [5t Leonards Public School N

*Student Registration Number : | |

N Report criteria

=

*Alert Level: [ALL  |v
*Report Depth : [Heading v
*Report Color : [Color v

X Report Schedule

=]

Report Name :

Run Report : [Now | V|
Report Format : W
Email Notification : [
DEC Criteria : 0]

Schedule Report | School Criteria = [0] Load Ciiteria

*Indicates mandatory field.

Screen for Registration Offering Validation Report

Validation Repert

*Reporting Focus : [R Offering | <

a1 2 Mainstream, Year 4 International Students)

*School Name (lookup if more than one) :[St Leonards Public School 4

Registration Offer

Enrolment Type : [ALL ~]
Sub Enrolment Type : [ALL[V

Calendar Year : [2016/v

Scholastic Year : |ALL e
Is Census : |ALL|v
Student Status : |ACT - Aciive v

Offering Status : [AVA-Available |v

Registration Status

5

[Yp—

=

*Alert Level : (ALL v

*Report Depth : [Heading|v
*Report Color : [Color v

Report Schedule

=

Report Name : [ ]

Run Report : [Now |v

Report Format : |PDF v
Email Notification : [

DEC criteria : [0]]

Schedule Report | school criteria : [0 Load Criteria

*Indicates mandatory field.

T

How to prepare Validation Reports 1()



