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Using Admin Enquiry

Target Audience

e All Staff

Content

Within this course staff will learn how to:
e View Student Information
e View Household Information
e View Staff Information
e Run Reports

e Run Exports

Overview

This module is aimed at staff who need to run a search for student, staff and/or
household information. Data here cannot be changed, it merely represents the data in the
Sentral system that either comes from the Enrolments module or your data layer source.

Staff can run a variety of reports and can export data based on selections.

Introduction
1. Selectthe Waffle Icon *** in the top left corner of the screen, the modules display.
Select Admin Enquiry under the School Admin group.

& Student Admin

Enrolments
Admin Enquiry
Activities

Health

The Admin Enquiry Home screen displays.

Admin Enquiry Search Admin Enquiry
Student Searches

2 students %22 Households 8 Staff

~ Total 590 Total

al 0 Male 25 Household Searches
staff i Female 299 Female 78

Exports Staff Searches

The home screen of Admin has three (3) areas that can be accessed from the left-hand
side menu or by clicking on the icons on the screen. The options are:

e Students.



e Households
e Staff

Search Students
Staff can run a search for a student by entering the details you wish to search.

1. To access the Seach Students, you can click on Students Tab in middle of screen or
select Students > Search Students from the left-hand menu.

Students ~
Search Students ‘h

S Students Households hd
Total @ 590 Staff B
Male 290
Female 299 Reports
ATSI 4

Exports

The Search Student screen displays. The search options available are Student Code,
Surname, Given Names, Date of Birth, Roll Class or Scholastic Year.

& Search Students

Enter the details you wish to search for below, and then click the search button

Student Code:

Surname:
Given Names:
Date of Birth: Day ~ Month v Year ~
Roll Class: Select ~
Scholastic Year: Select v

Search

2. Enter details into the field you wish to search on and click on the Search button.

The Student Search Results screen displays.

Student Search Results

Student Code Surname First Name Sex Year Roll Class D.0.B

000214 Smith, John Female 7 7 Navy 2008-10-01
000222 Williams, Sally Female 7 7 Teal 2008-04-09
003654 Jacobs, Sarah Male 7 7 Teal 2008-05-30
000232 Reagan, Brett Male 7 7 Teal 2008-10-20
000234 Mercer, Susan Male 7 7 Navy 2008-05-20
001962 Johns, Adam Male 7 7 Teal 2008-09-14

3. Click on the student’s name to view more details for the student.



Student Summary

8 contact1 § contact2
Mrs Contact 1071 Mr Contact 1070
Home Home:
Mobile: 1234567890 Mobile: 1234567830
work work
Email: 1071_01_email@sentralenrolments. com Email: 1070_01_email@sentralenrolments.com
(@} Emergency Contacts
No Emergancy Contacts Recorded
(@® Aaditional Information {at Address
Gountry of Birth: Australia 36 Kellas Sueet
Home Language: English LISMORE HEIGHTS NSW 2480
@ Medical Conditions &, Disabilities
No Reco edical Conditions Oerebral palsy
Mental Health Problems
Autism
Language
Other
Uj Permission to administer over the counter medicine § Fee Split Percentage
Salbutemal (Vemolin/Asmol) NO
Paracstamol (Panad ¥ES
Ibuprofen/Nurof: i (Not for asthmatics) NO
Antihistamine (Loratidine/Claratyne) NO
Medical Summary S, Doctors
Date of Last Tetanus Injection 08/06/2021 Name: Dr Senthil Krishnamoortny

Type: other

Phone: (02) 6686 2535
Medicare Expiry Date: Not Recerded Grant Sueet Clinic
15/17 Grant St
Ballina NsW 2478

Medicare Number
Medicare Position on Card

Private Medical Fund

Private Medical Fund Number:

Private Medical Fund Expiry Date 08/06/2021

Ambulance Cover: NO

Ambulance Provider

Search Staff

1. To access the Seach Students, you can click on Staff Tab in middle of screen or select
Staff > Search Staff from the left-hand menu.

Students w7
Households w2

& staff Staff ~

Total 107 L «
Male 25
Female 78 Reports

Exports

The Search Staff screen displays, where you can search on Staff Code, Title, Surnames,
Given Names and Employment Type.

2 Search Staff
Enter the details you wish 1o search for below, and then click the search button

Staff Code:

Title: Select v
Sumames:

Given Names:

Employment Type: Select v

2. Enter details into the field you wish to search on and click on the Search m button.

The Staff Search Results screen displays.

staff Search Results
Staff Code Title Given Names Surname Email

002432 Mrs Sally OFarell 1081_01_email@sentralenrolments.com



Note: this is a Read Only screen displaying the staff details.

Reports

With the Admin Enquiry Module there are a selection of reports that staff can run using
the Sentral Data layer data. The list of reports available are:

Attendance

General Absences: Provides a general listing of all students in a given time period.
Family Absences: List absences for all students from a specified family.

Student Absences: List absences for a specified student

Unexplained Absences: List's students who have outstanding unexplained absences.
100% Attendance: List of students with 100% attendance.

Student and Carers
Class List: List of students by enrolled classes (High Schools only).
Roll Class: List of students in a roll class.

Roll Class Statistics: Summary of the gender and scholastic year makeup of all roll
classes.

House List: Listing of all students in a chosen sporting house.

Medical Summary: Details of all students with medical considerations.

Year List: List of all students in selected scholastic year(s).

ATSI Student Listing: List of Aboriginal and Torres Strait Islander students.
Country Of Birth Student Listing: List of students based on country of birth.
Student Leavers: List of students that have left the school.

Official Roll: Official Roll 101A/B.

Religious Instructions: List of students’ religious preferences.

Class Statistics: Summary of gender and year makeup of all classes.

1. To access the Reports, select Reports from the left-hand menu.
Admin Enquiry

Students v
Households v
Staff ~

Reports ‘h

Exports

The list of reports available to run displays.



[2 Reports

@ Reports can be used to display select information and summaries on various subjects. To run a report, click the name of the report below and follow any prompts that appear.

Attendance

General Absences - Provides a general listing of all students absent in a given time period
Family Absences - List absences for all students from a specified family

Student Absences - List absences for a specified student

Unexplained Absences - Lists students who have outstanding unexplained absences
100% Attendance - List of students with 100% attendance

Students and Carers

Class List - List of students by enrolled classes (High Schools only)

Roll Class - List of students in a roll class

Roll Class Statistics - Summary of the gender and scholastic year makeup of all roll classes
House List - Listing of all students in a chosen sporting house

Medical Summary - Details of all students with medical considerations
Year List - List of all students in selected scholastic year(s)

ATSI Student Listing - List of Aboriginal and Torres Strait Islander students
Country Of Birth Student Listing - List of students based on country of birth
Student Leavers - List of students that have left the school

Official Rell - Official Rell 101A/B

Religious Instructions - List of students’ religious preferences

Class Statistics - Summary of gender and year makeup of all classes

Attendance > General Absences

1. Torunthe General Absence Report, click on the Report hyperlink.

The General Attendance Report selection screen displays.

[} Report: General Absences

Selection

% Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select a list of sequential items, click the first item in the sequence, hold down
the SHIFT key, then click the last item in the sequence.

Absence Period ©@All absences  Whole Day ~ Partial
Display By @scholastic Year  Roll Class

Starting Date 08 v  June v 2021 v

Ending Date 08 v June v 2021 v

Kindergarten
Year 1
Scholastic Year Year 2
Year 3
Year 4 -

Generate Report

2. Please select what criteria you would like to generate the report for by using the toggle
boxes and the drop-down lists for your input.

3. |If you wish to select multiple items from a list, hold down the CTRL key while clicking the
items.

4. To select a list of sequential items, click the first item in the sequence, hold down the
SHIFT key, then click the last item in the sequence.

Generate Report

5. Click on the Generate Report button.



The report will display on the screen, displaying the data.

All absences between 01/01/2021 and 08/06/2021

Pref. | Swdem  Roll
Sumame Date  Reason School Comment Period
Name | Code  Class

03/02/2021 | Sick Unwell

08/02/2021 | Sick Unwell

10/02/2021 Leave | Appointment
17/02/2021 Bxempt  |Late

24/02/2021|Leave | Appoimtment

25/02/2021 | Leave
26/02/2021 | Leave

Webb  [Sally |634 |16 |01/03/2021|Leave

02/03/2021 | Leave

6. Click on the Print m button to print a copy of the report.

Attendance > Family Absences

1. To runthe Family Absence Report, click on the Report hyperlink.

The Family Absences Report selection screen displays.

[ Report: Family Absences
Selection

& Please select what criteria you would like to generate the report fo. If you wish o select multiple tems from alist, hold down the CTRL key while clicking the ftems. To select a ist of sequential items, click the firstitem in the sequence, hold down
the SHIFT key, then click the last item in the sequence.

Starting Date 01 v June v 2021 v
Ending Date 08 v | June v 2021 v
Surame Webb

Next >

2. Please select what criteria you would like to generate the report for by using the toggle
boxes and the drop-down lists for your input.

A Next =
3. Click on the Next button.

The Selection details for the families is displayed.

[@ Report: Family Absences
Selection

G Please select what criteria you would like to generate the report for. If you wish to select multple items from a list, hold down the CTRL key while clicking the items. To select a lst of sequential items, click the first item in the sequence, hold down
the SHIFT key, then click the last item in the sequence.

Mr Richard Howard & Mrs Anika Howard (Father: Contact 1168, Mother: Contact 1169) - 2 students

Family

<Back Generate Report

4. Make sure the families are highlighted and click on Generate Report
button.



The report will display on the screen, displaying the data.

Sentral College m
Family Absences
All absences between 09/06/2021 and 09/06/2021
Student: 1170, Student (550)
Roll Class: 2L
Parents: Mr Contact 1168 & Mrs Contact 1169

Sentral College
Family Absences

All absences between 09/06/2021 and 09/06/2021
Student: 1461, Student (677)

Roll Class: Kindy Koalas
Parents: Mr Contact 1168 & Mrs Contact 1169

5. Click on the Print m button to print a copy of the report.

Attendance > Student Absences
1. To runthe Student Absence Report, click on the Report hyperlink.

The Student Absences Report selection screen displays.

[X Report: Student Absences
Selection
& Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select alist of sequential items, click the first item in the sequence, hold down

the SHIFT key, then click the last item in the sequence.
Starting Date 09 v June v 2021 v

Ending Date 09 v June v 2021 v
Search for surname

Next>

2. Please select what criteria you would like to generate the report for by using the toggle
boxes and the drop-down lists for your input.

. Next =
3. Click on the Next button.

The Selection details for the student is displayed.
[® Report: Student Absences

Selection
< Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select a list of sequential items, click the first item in the sequence, hold down
the SHIFT key, then click the last item in the sequence.
116, Student

Student

<Back Generate Report

4. Make sure the student is highlighted and click on Generate Report
button.



The report will display on the screen, displaying the data.

Sentral College m
Student Absences
All absences between 09/06/2021 and 09/06/2021
Student: 116, Student (534)

Roll Class: 16
Scholastic Year: 1

5. Click on the Print m button to print a copy of the report.

Attendance > Unexplained Absences

1. Torunthe Unexplained Absence Report, click on the Report hyperlink.

The Unexplained Absences Report selection screen displays.

[ Report: Unexplained Absences

Selection

o} Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select alist of sequential items, clck the first tem in the sequence, hold down
the SHIFT key, then click the last item in the sequence.
All Absences
Absence Type Filter Only Whole Day Absences -
Only Partial Absences

Generate Report

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Unexplained Absences Report displays.

Sentral College m
Unexplained Absences

Sumame Pref.Name Vear RollClass  StudentCode  Date Natice Sent
25/09/2018
26711/2018
03/12/2018
09/09/2019
27/08/2020
2071072020
21/10/2020
22710/2020
26/11/2020
6/12/2020

28/09/2018
27/08/20m
24/09/2019
29/11/2019

026 |Student vexr 11 490
14/12/2020

128/04/2021

4. Click on the Print m button to print a copy of the report.

Attendance > 100% Attendance
1. To runthe 100% Attendance Report, click on the Report hyperlink.



The 100% Attendance Student List selection screen displays.

[® Report: 100% Attendance Student List

Selection

5  Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select a list of sequential items, click the first item in the sequence, hold down
the SHIFT key, then click the last item in the sequence
Kindergarten
Year 1
Scholastic Year Year 2
Year 3
Year 4 -

Options

For each result, display the following information:
Display STUDENT ID

Display DATE OF ENROLMENT

Display DATE OF BIRTH

Display STUDENTS WHO HAVE NO WHOLE OR PARTIAL ABSENCES
Group students by gender

Include a blank header row for writing additional headings

Include a blank footer row for writing additional footers/totals

@ pisplay18 v cellsof small v size

Generate Report

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The 100% Attendance Report displays.
Sentral College m

Year4

Showing students with 100% attendance (whole days only)
Absences with the following reasons are ignored in generating this report - Exempt, Flexible, School Business, Shared Enrolment

Student Code | Sumame | Pref. Name | Sex Year| DOB  Enrolled
798 1963 Stdent | M |4 [28710/2011|29/01/2021
Total Students: 1
Sentral College
Vear §

Showing students with 100% attendance (whole days only) %
Absences with the following reasons are ignored in generating this report - Exempt, Flexible, School Business, Shared Enrolment

Student Code | Sumame | Pref. Name | Sex | Year | DOB | Envolled
820 156 [miton x |5 0310872021
Total Students: 1
Sentral College
vear6

showing students with 100% attendance (whole days only)
Absences with the following reasons are ignored in generating this report - Exempt, Flexible, School Business, Shared Enrolment

Student Code | Sumame | Pref. Name | Sex | Year DOB | Enrolled

=08 2018 [stdent E 6 |23/07/200|29/01/2021

Total Students: 1

4. Click on the Print m button to print a copy of the report.

Students and Carers > Class List
1. Torunthe Class List, click on the Report hyperlink.



The Class List selection screen displays.

[ Report: Class List

Selection

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Class List displays.
4. Click on the Print m button to print a copy of the report.

Students and Carers > Roll Class List
1. Torunthe Roll Class List, click on the Report hyperlink.

The Roll Class List selection screen displays.

[@ Report: Roll Class List

Selection

5 Please select what
»~

Photo Display

iported into SENTRAL, the report can be generated with pictures of each stugent shown on the report
ns

(g fFstudentpn
Disgl

Generate Report

wouldlike to generate the reportfor If you wish to select muttiple items from 3 lst, hold down the CTRL key while clicking the items. To select a st of sequential items, click the first tem in the sequence, hold dovn the SHIFT key, then click the ast item inthe se

quence



2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Class List displays.

Sentral College
Roll Glass List

Roll Clas

Total Studems: 26

4. Click on the Print m button to print a copy of the report.

Students and Carers > Roll Class Statistics
1. To runthe Roll Class Statistics, click on the Report hyperlink.

The Roll Class Statistics data displays.

Sentral College
Roll Class Statistics

123 | a|s 6|7 |e |9 [w|n 2 0™ s

cLass TEACHER

G I A T
1212, 2

1213 5

Toual: 25/23| 25|20 31 24{ 26| 22 18 27 18| 25| 23| 29| 23 29 15 13| 1919 12| B % 8|24 25| 2320

By Vear a8 | 51|55 | am a5 |4 52| 2|2 3. |20 16 w0 a

2. Click on the Print m button to print a copy of the report.



Students and Carers > House List
1. To runthe House List, click on the Report hyperlink.

The House List selection screen displays.

[} Report: House List

Selection

=3 Please select what criteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while clicking the items. To select a list of sequential items, click the first itemin the sequence, hold down the SHIT ke, then click the last
™A item in the sequence.

Abraham
House Isaac
Jacob
Options

3 For each result, display the following information:
Display STUDENT 1D

Display DATE OF ENROLMENT

Display ROLL CLASS

Display DATE OF BIRTH

Display AGE AT THE 1ST OF JANUARY

Display ATSI

Display MEDICAL INDICATOR

Display NESB

Group students by gender

Inciude 2 biank header row for writing additional headings
Include a biank footer row for writing additional footers/totals

Display1g v cells of small v size

Generate Report

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The House List displays.
s ot 2
House: Abraham

Year 1 (1 students]

Student Code | Sumname | Pref Name Sex Year RoliClass| DOB | Age@1istJan| Enrolled | Medical Concems | ATSI NESB
586 7 Student F 1 H 22/05/2014(6.7 30/01/2018 No
Year 2 (4 students]

Student Code | Sumame | Pref. Name Sex Year RollClass|  DOB | Age@istJan| Envolled | Medical Concems | ATSI NESB

E 220 Student Fl2 = 13/11/2013|7.1 30/01/2018 Na

S 07 Studert M2 | 10/10/2 30/01/2018 No
127 819 Student Flz |z 14/08/2013| 7.4 30/01/2018 Ho
a2 % Student M2 |2 21/03/2013|7.9 30/01/2018 No

Year3 (6 students|

Student Code | Sumname | Pref. Name Sex Year RoliClass| DOB | Age@1istJan| Envolled | Medical Concems | ATSI NESB

63 187 Student Fla s 26/10/2012(8:2 30/01/2018 No
7 29 Studem M3 | 28/12/2012(8.0 30/01/2018 No
78 260 Student Fla | 26/06/2012(8.6 30/01/2018 No
a3 284 Studam M3 |3 171172011 (91 30/01/2018 No
126 818 Student M3 |3 14/08/2012(8:3 30/01/2018 No
as3 Dakin  |Ayla Fla |3 01/11/2012(8:2 30/01/2018 No

Year 4 (12 students):

4. Click on the Print m button to print a copy of the report.

Students and Carers > Medical Summary

1. Torunthe Medical Summary, click on the Report hyperlink.



The Medical Summary selection screen displays.

[@ Report: Medical Summary

Selection

~3 Please selectwhat eriteria you would like to generate the report for. If you wish to select multiple items from a list, hold down the CTRL key while dlicking the items. To select a st of sequential items, cliek the first tem in the sequence, hold down the SHIFT key, then click the last item in the sequance.

LY

sa

lect By Whole School OVear  Roll Class

Kindergarien
vear
Vear2
vears

holastic Year Y22 ¢
vears

vears

vear7

vears

vears -

Options

Photo

For each result, display the following information:

Display STUDENT ID

ay DATE OF ENROLMENT
ROLL CLASS
MEDICARE NUMBER
DATE OF BIRTH
BHONE

Group stugents by gender

Include 2 blank header row for wiiting additional headings

Include 2 blank footer row for wiiting additional footers/totals

Display

(gt 17 student photographs have been imported into SENTRAL, the report can be generated with pictures of each student shown on the report

Display this report with photographs

2. Please select what criteria you would like to generate the report.

3. Click on the Generate Report

The Medical Summary displays.

Srudert
Gose

Students and Carers > Year List

Prst. Roll Medime
Surrame. Sex vear 008 | Ewoliea |Prone.

Name Gass Murber
068 |swaerm | M2 (2
o7 (swsm M2 |2
B S

Click on the Print m button to print a copy of the report.

ves
(Oter- Sansory prosessing s and ine motor sl
ves

Betrma- i

ves

]

Generate Report

iellectul Disabic - Gobal Devecpment Desy. Language - Moderte

button.

Sentral College
Medical Summary for Year 2

Mesics Conditions

1. Torunthe Year List, click on the Report hyperlink.

The Year List selection screen displays.

[@ Report: Year List

Selection
=5 Please sel

» Kindergarten

vearl
Scholastic Yeor Vear2

Vear3
Year4 A

Options

S For each resu display the following information:

Display STUDENT ID

Display HOUSE
Sois;

y ROLL CLASS
BERMISSION TO PHOTOGRAPH

writing additional headings
Include @ blank footer row for writing additional footers/totals

SDispley g v cellsof small v size

Photo Display

e

f student photographs have been imported into SENTRAL, the report can be generated with pictures of each student shown on the report.

Display this report with photographs

Aerges

what criteria you weuld like to generate the report for.If you wish to select multiple ftems from a list, nold down the CTRL key while clicking the items. To select a list of sequential tems, cick the first tem in the sequence, hold down the SHIFT key, then click the last item in the sequence.



2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Year List displays.

Sentral College
Year List

Scholastic Year: Year 2

Student Code | Surname | Pref. Name | Sex| DOB | RollClass| House | Enrolled | Photo Permitted | Medical Concerns | ATSI | NESB

553 056 9/01/2013| 2L 30/01/2018
395 059 0772013 | 2L
289 o078 02013 |2
550 17 6/09) L
560 8
5% B

4. Click on the Print m button to print a copy of the report.

Students and Carers > ATSI Student Listing
1. To runthe ATSI Student Listing, click on the Report hyperlink.

The ATSI Student Listing selection screen displays.

[ Report: ATSI Student List

Options

Photo Display

(@ 1 swden: photograps have been imporied o SENTRAL, he report can be gensrated win pictures of each student shown an tne repart
. Display this report wih photographs

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The ATSI Student Listing displays.

Sentral College
Aboriginal/Torres Strait Islander List

Student Code | Surname | Pref. Name | Sex | Year | ATSI DoB Enrolled

000579 019 |Student F |10 |Aboriginal|21/07/2005 | 26/03/2012
003597 5 F Aboriginal | 2 14|30/01/2019
KEMD 283 M Aborigina! 14|30/01/2018
OBROO 293 M 14|30/01/2018
HINDG: 440 F il | 26/05/2015 | 01/01/2021
002546 53 F |2 |Aoriginal{01/07/2013|30/01/2018

4. Click on the Print m button to print a copy of the report.

Students and Carers > Country of Birth Student Listing
1. Torunthe Country of Birth Student Listing, click on the Report hyperlink.



The Country of Birth Student Listing selection screen displays.

[@ Report: Students by Country Of Birth List

Options

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Country of Birth Student Listing displays.

Sentral College
Aboriginal/Torres Strait Islander List

Swdent Code | Suname  Pref. Name | Sex Year  ATSI DoB Enralled Address.

000579 019 | Student

4. Click on the Print m button to print a copy of the report.

Students and Carers > Student Leavers
1. Torunthe Student Leavers, click on the Report hyperlink.

The Student Leavers selection screen displays.

[ Report: Student Leavers

‘Options

;‘ For each result, display the following information:
Display STUDENT ID

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Student Leavers displays.

Sentral College
Student Leavers
Student Code | Surname | Pref, Name | Sex | Year Roll Class DOE | Enrclled | Dateleft  Destination School

M |12 [feariz 01/01/2000 | 26/01/2016 | 19/12/2015

Swdent

F iz |Year12 01/01/1998 | 31/01/2013 [ 19/12/2018

M |12 [feariz 01/01/2001 |01/02/2007 [ 114112019

ST




4. Click on the Print m button to print a copy of the report.

Students and Carers > Official Roll

1. To run the Official Roll, click on the Report hyperlink.

The Official Roll selection screen displays.

[ Report: Official Roll

Selection

2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Official Roll displays.

Sentral College
Official Roll

Class Roll for 3C Teacher: Miss T 1097

Sumame  Given Names  Year Sex Student Code DoB Age @ lst Jan Religious Instruction

13 Student 3 F |213 22/02/2012|8.10

268 Student F |78

40 Student F o

530 Studes F 269

547 Studes F |2

680 Student F |& Anglican Church of Australia

4. Click on the Print m button to print a copy of the report.

Students and Carers > Religious Instructions

1. To runthe Religious Instructions, click on the Report hyperlink.

The Religious Instructions selection screen displays.

[ Report: Religious Instruction
Selection
Y Please
Qe

nerate the report for. If you wish 10 select multiple items from  ist, hold down the CTRL key while clicking the items. To select alist of sequentialitems, click the firstitem in the sequence, hold dow

Religior

Options

g

om 3 lst, neld down the CTRL key while clicking the items. To select 3 lst of sequentialitems, click the firstitem in the sequence, hold down the SHIFT key, then click the last tem in the sequence

i the SHIFT key,then click the last ftem in the sequence.



2. Please select what criteria you would like to generate the report.

Generate Report

3. Click on the Generate Report button.

The Religious Instructions displays.

Sentral College
Religion List

Religious Instruction: Anglican Church of Australia

Student Code | Sumame | Pref. Name | Sex | Year | Roll Class | DOB ATS| | NESB | Photo Permitted
205 F 22/08/2010/
206 M 007
622 E 04
691 F 05
646 M |1 17204
729 E vy 16/01/2009
735 Fla 21/04/2011
74 M3 |3 2 mz
4 M |10 |10 Nay 02/02/2005
F 6 27A0/2000
ol Fla |25 21/06/2011
75 Fla |8 07/01/2008
6 M |11 |Ye 1312/2004
194 M4 |aa 23 1| abariginal
286 F 5c 1 010
Fla | 172mz
Fla |[oN 16/10/2007
E 8/07/200¢

Total Studems: 18

4. Click on the Print m button to print a copy of the report.

Students and Carers > Class Statistics

1. Torunthe Class Statistics, click on the Report hyperlink.
The Class Statistics selection screen displays.

[x) Report: Current Class Statistics

Generate Report

2. Click on the Generate Report button.



The Class Statistics displays.

Sentral College m
Class Statistics

CLASS | TEACHER |M|F | Sub-Total

384

sT.1098 1513 203

MrT. 1100 12|14 %

TART  |MrT.1100 1|13 26

26

7BiBT  [Pastor T.1371 |11(15 26
26
26
DN |Miss T. 2027 12)14 26

TDevT  |MrT. 1707 1|13 26

3. Click on the Print m button to print a copy of the report.

Exports
Exports can be used to display select information and summaries on various subjects.

1. To export a report, click the name of the report below and follow any prompts that
appear.

_ View Download
2. You can View or Download the export.

The list of reports available are:

Advanced Student Information: Detailed student information.

Class Roll: Export a single class roll.

Classes: Overview of class information.

Complete Student Information: Even more detailed student information.
Email Addresses: List of family email addresses.

Family Information: Exports full family information.

Mailing Addresses: Export names and addresses for mail merge use (e.g., creating
labels and letters).

Staff Information: Exports basic staff information.

Student Information: Exports basic student information.



	Using Admin Enquiry
	Introduction
	Search Students
	Search Staff
	Reports
	Attendance > General Absences
	Attendance > Family Absences
	Attendance > Student Absences
	Attendance > Unexplained Absences
	Attendance > 100% Attendance
	Students and Carers > Class List
	Students and Carers > Roll Class List
	Students and Carers > Roll Class Statistics
	Students and Carers > House List
	Students and Carers > Medical Summary
	Students and Carers > Year List
	Students and Carers > ATSI Student Listing
	Students and Carers > Country of Birth Student Listing
	Students and Carers > Student Leavers
	Students and Carers > Official Roll
	Students and Carers > Religious Instructions
	Students and Carers > Class Statistics

	Exports


