Quick Reference Guide

How to print ghosted enrolments

A ghosted enrolment is a printout of all or parts of an enrolment form for a
student or students. This could be done to provide a student or students with
details of their information for checking and amendment where necessary. If
the option to print ALL SECTIONS is used, then 12 pages for each student
will be produced.

To print a ghosted enrolment form
e Access the Ghosted Enrolment option through the Reports menu
e Select the required criteria
e Schedule and print the report (it is suggested you check the report on
the screen before printing)

Access the Ghosted Enrolment report screen and enter the criteria:

e Reporting Focus — select from Student Group, Registration Offering,
Student SRN, and Sibling

e Completed the required fields (depending on the reporting focus
selected — other screens are shown below)

e Tick to display ALL, Family Details, Parent Carer Details, Student
Details or Emergency Contact Details

e Enter the Report Name

e Click the Schedule Report button to run report

e Access My Reports menu to print the report

NOTE:

The ghosted enrolment form is printed as in translucent, so parents could
write over the top of it.

It is also possible to set how 'dark’ you want the ghosted enrolment form to
print the 'ghosted’ text. Simply go to My Profile and select against ‘Print my
Ghosted Enrolment forms with the ghosted text’:

Default - As it is now
Darker — In between Default and Darkest
Darkest - As dark as the headings on the form

How to print ghosted enrolments ]



Quick Reference Guide

My Profile
General User Preferences

Inactivity Timeout (minutes)

:

I

Inactivity Warning Sound

= |Whistle vI

Default School : [St Leonards Public School

EN

Show Page Header

Yes vl
Yes vl

Show Message Image :
Print my Ghosted Enrolment forms with the ghosted text: : |Default

Default |

Darker
Save |Darkest

ERN is true-case, so reports will print as what users have typed in.

Important :

If printing ghosted enrolment forms for students not yet in attendance
remember to select from the Registration Status options that you want, for

example, Applied to Enrol (Risk Assessed)

Student Detads Report | Madical Report | Language and Visa Report | Vakdation Report

Ghasted Enroiment  JEEURMERIT

Class M.

X Reporte| = Reo Manag
Back to School Allowance
Ghosted Enrolment Report

Leavers Report | Student Merge Report | Regonal Report

*Reporting Focus : |:;Iu(lanl Group -

*School Name (lookup if more than ona)

TStudent Group :

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

Is Census ©

+ [Bt Leonards Public School ]

[ 4

[ALL

[ACE]

[200877]
CT—
[

Student Status :

|ACT Active v|
|are current members =

Show students who :

# Advanced Ghosted Enroiment Criteria L
Tick Lo Display in Report |
(] ALL Sections

]
O

7| Emergency Contact Details

Family Dataile
Parent Carer Detalls

Student Detalls

Report Nama : |
Run Report m
Report Format : [FDF =

Email Notification : [T

DET Criteria : [T

Schadule Report School Criteria : [T

Save Criteria |  Load Critena |

2 Download Blank Enrolment Form ]

*Indicates mandatory fiald
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For the example, details will be produced for one student only.

When the Report Focus is selected,
e Enter a student SRN
e Select the details to display in the report
e Enter the Report Name
e Click the Schedule Report button

Report Focus — Student SRN:

Ghosted Enrolment Report 3

*Reporting Focus : [Student SRN -] —

*School Name (lookup it more than one) @ (St Leonards Public School | “

*Student Registration Number : [400 4_'_

# Advanced Ghosted Enrolment Criteria

Tick to Display in Report

(& ALL Sections
F] Family Details
L] Parent Carer Details
] Student Datails

E Emargancy Contact Detalls 4—

% Report Schadule

3

Report Name : [Emergency Contact for xo <—L
Run Report : ’m
O

Roport Format ©
Emall Notification :
DET Criteria *

Schedule Report School Criteria :

Seve Criteria | Load Criteria |

% Downlcad Blank Enrclment Form ]

*Indicates mandatory field,

Access My Reports and review the details produced before printing.

My Reports: =1
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.
« Adube

R o Virizie|

My reports since : [23/04/2008 | [

my reportwith s [ |

H
X| ReportID % Getthereport % Reportname 3 Status # Reportsize(in bytes) + Requestedtime #$ Starttime # End time # -
743674 Download Emergency Contact for xxx COMPLETED 34482 23 Apr 2008 14:47:47 23 Apr 2008 14:47:47 23 Apr 2008 14:47:5¢ [

Delete Report
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Emergency contact produced — 1 pages
Default - As it is now

Sl vl m i | et e
Emimma

e e R

PencCan prmaan

e P -
i P ——

T A A N S e

Darker — In between Default and Darkest

PoncCan prmaan

B e S -
i [r—— _
ey

AR A N N S R e
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Darkest - As dark as the headings on the form

Foaretsmnans

1= Tam ey e e

P T e e e e e

Report Focus - Student Group:

Class

Student Details Report | Medical Repert | Language and visa Report | vabidation Report

Ll Famity Repart
Leavers Report | Student Morge Repert | Regional Repart

o Report = o
Back to School Alowance

# Registration Status

& Advanced Ghosted Enrclment Criteria

*Reporting Focus ©

*School Hame (lookup il more than one) :

*Student Group :

Enrclmant Type :
Sub Enrolmant Typa :
Calendar Year :
Scholastic Year :

1s Census :

Student Status :

Shaw studants wha :

osted Enrolment Report

Sfudent Group vl

St Leonards Public School 23

1 o]

[ALL =
]

[z008 <]

ALL -

[ACS]

[ACT-Actve =]

[are current members =]

Tick to Display In Report
| ALL Sections
Eamily Detalls
C] Parent Carer Details
| Student Details
&

Emargancy Cantact Datalls

¥ Report Schadule

Report Format

Repart Name :

Run Repart =

Lmail Motification :

Scheduls Report | school criteria - [T Seve Grileria | Load Grileria |

Now =

DET Criterda : ]

& Download Blank Enrolment Form

mandatory field
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Reporting Focus — Registration Offering

Enrolment R:

*Reporting Focus @ |Registration Offening =

+School Name (lookup if more than one) : St Leonards Public School 1%

Registration offer : | |"% Clear

Enrolment Type : |ALL ﬂ

Sub Enrolment Type : [ALL 'I

Calendar Year : | 2008 =

Scholastic Year : |ALL .

Is Consus : |ALL =

Student Status : |ACT - Aclve "I

Offering Status @ [AVA - Available 'I

% Registration Status

s

% Advanced Ghosted Enrolment Criteria

Tick to Display In Report

ALL Sectlons
Family Details
F] Parent Carer Details
(] Student Details

7] Emergency Contact Details

% Report Schedule g

Report Name : | |

Run Report @ | Now -
Report Format : m
Emall Notification :
DET Criteria : [T

Scheduke Report | school criteria: [7]  Save Crileria | | Load Criteria |

# Download Blank Enrolment Form [

*Indicates mandatory held
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Reporting Focus — Sibling

Ghosted Enrolment Report

*Reporting Focus :

*5chool Name (lookup if more than one) : [Si Leonards Public School |%

*Student Registration Number : ]

s

% Advanced Ghosted Enrolment Criteria
Tick to Display in Report

(] ALL Sections
|| Family Details
Parent Carer Detalls

Student Detalls

Emergency Contact Details

% Report Schedule

Report Name : | |

-

Run Raport @ | Now -

Report Format @ |POF =

Email Notification : [

DET Criterda : ]

Schedule Report | school criteria : 7] _ Save Criteria | | Load Criteria_ |

e

& Download Blank Enrolment Form

*indicates mandatory field
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