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Instructions for Creating Student Classes, Courses, Lesson Times 
(Timetables) and Creating Student Academic Reports.  Please note 
whenever copying any text from another program like Word, always 
use Paste without formatting Command (apple) option V, or Control 
Shift V on Windows. 

Main Menu to the Classes File 

 

All the data that is required for creation of timetables and Academic 
reports, other than the Student's details, is derived from the 
Classes/Courses File. 

Classes File 

 

Displays the Class Code (unique code), course code (unique code), 
Subject Name (from the Course file), Year (Course and Class), 
Report order (required for printing Academic Reports), Staff code, 
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Update button to update change of staff code,  Staff Name linked 
from the staff code and Faculty.  Click to view the Admin list. 

Classes File - Admin List 

 

Displays the details for Class types eg VET, Music Class, Peripatetic 
Music Class, PGDuty Area.  Also includes field for Maximum number 
of students per class, the BOS (NSW Board of Studies) Course 
number and whether the class is included in the PTI sessions 
(Parent Teacher Interview sessions).  Click the Teacher Allocation 
button to toggle back to teacher allocation list. 

Course and Class Codes 

 

The Course and Class code is usually made up from the year Eg 00 
Kindergarten, 01 Grade 1.  Then the subject Eg ENG English, MAT 
Mathematics.  The subject name is then populated from the Course 
Field.  (Do not use spaces or symbols in the class or course codes) 
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Teacher Code 

 

Every class has a teacher assigned.  Choose a teacher from the 
drop down list, from the teacher code field.  This is the main 
teacher, different teachers can be allocated to different lessons and 
second teachers can also be added. 
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Class Details 

 

Displays the Students in the Class. 

Lesson Times 
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The Lesson Times determine the data that will appear on all 
timetables 

Different Teacher for a lesson time 

 

Within the class you can choose a different teacher for different 
lessons.  Choose a teacher from the drop down list. 

Timetables 
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All data entered into the classes file will then display through the 
timetables. 

Course Code 

 

Course code updates the subject name Abbreviation and Academic 
year 

Courses File 

 

To view the Courses Click on the Course List button 

View Course File 

 

To go back to Classes List, click the Class List button.  To view the 
detail of a Course, click the Jump button, to view the record. 
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Course Details 

 

Viewing the Course, show the classes in the course the Outcomes 
allocated and Course Description and any documentation. 

Course Details - Outcomes 

 

Outcomes are allocated for each course.  One Course can have 
many classes.  Outcomes can be used for different Courses. 
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Create a new Class 

 

To create a new class click on the New Class button. 

New Class Details 

 

Enter the course Code, Course Name, Grade and the report order.  
If it is a new Course click New Course button, then enter the new 
class code and the teacher code. Use letters and numbers with no 
spaces or symbols. 
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Create New Course 

 

Enter the new Course Code, enter the Subject name, Abbreviation 
(the abbreviation field is used to appear on timetables) and Year 
(the other fields can be updated now or later).  Use letters and 
numbers with no spaces or symbols. 

Adding Students to the Class 

 

Click the Add Students button to add individual students to the 
class. 
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Adding Students 

 

1 - Click on the Add button to add students to the class. 
2 - Once all students have been added click the Add button. 

Add lesson times 

 

Add lesson times and rooms. 
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Adding Lessons and Staff codes 

 

Enter the Staff code for the lesson times, if different to the main 
teacher. 



25 August 2015 16 

Adding a Class Group of Students to another Class 

 

Click to enroll this group of students to another class. 
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Adding a Class Group of Students to another Class 

 

1 - Choose the class to enroll the students into, 2 - Click the Enroll 
button. 
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Adding a Class Group of Students to another Class 

 

This will enroll the student's to the new class. 
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Adding a Tutor group to a class 

 

Click the Enroll Tutor Group, then choose the Tutor Group from the 
drop down list. 
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Adding a Tutor Group to a class 

 

Click Add.  This will add this list of Students to this class. 
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Student Details - Classes tab 

 

Classes can be added or deleted through the classes tab in the 
Student Details screen. 

Student Details - Change Class 

 

To change a class in a course, click the Change Class button. 
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Student Details - Change Class 

 

Choose the course and then choose the class to change to. 

Student Details - Change Class 

 

Click "Change to" to change the new class. 
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Outcomes 

 

Outcomes are stored in the Outcome Bank.  When choosing an 
outcome you will get a drop down list of outcomes allocated to the 
course. 
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Outcome Bank 

 

Outcomes are stored in the outcome bank and the Code for the 
outcome is unique.   Course codes are allocated to each outcome.  
There can be multiple courses per outcome.  Also Personal Profiles 
are created in the outcome bank, which can also be used for more 
than one course. 
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Outcome Bank - Profiles 

 

Profiles are also added to classes for Student Profiles per class on 
Reports. Unless they are the same for every class then they are 
added when creating the reporting Period. 

Outcome for Courses 

 

Click Add to add the outcome and profiles to the course. 
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Report Order 

 

All classes that require a report must have a report order number.  
This is the order that the reports will print.  Eg English -1, 
Mathematics -2, Social Science  - 3.  If you need to change the 
order you can add to them eg 1.1 or 2.1 rather than changing every 
class.  Note:  If a class is not required to print in the reporting 
period it can be deleted once the reports have been created. 
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Changing Class Codes 

 

To change a class code always use the "Change Class Code" Button 
in the Classes File. 
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Change Class Code 

 

Enter the new class code and Click Change.  When complete click 
"Done - Return to List View". 

Change Course Code 
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Click the Change Course Code button to change a current Course 
code but not have any classes then attached to the new course. 

Change Course Code 

 

Enter the new Course Code and click Change.   When complete click 
"Done - Return to List View". 

Next Years Classes (Future Classes) 

 

Click to View next years classes file.  This function allows the 
creation of classes for the following years classes and timetable. 

Next Years Classes (Future Classes) 
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Classes can be created for Next Years classes (Future Classes).  
Click the "Transfer Current to Next Year", to transfer all the current 
class codes to next year class file. 

Next Years Classes (Future Classes) 

 

This will clear out all Next years classes and courses (if there are 
any) before importing the current set of classes and courses into 
the file. 

Next Years Classes (Future Classes) 

 

This will copy all classes and course into next year's classes.  Click 
OK. 
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Next Years Classes (Future Classes) 

 

Click the Add Students button to add students. 
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Next Years Classes (Future Classes) - Add Students 

 

Choose the Academic year of the student to be added.  For next 
year's year 7 choose year 6.  Click to add students and also add any 
future students to the class. 
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Future Classes 

 

Student Details - Classes - Future Classes tab. 

Future Timetable 

 

If the lesson times and teachers information has been add to the 
future classes file, the timetable will be visible by clicking on the 
current button (toggles to future). 
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Future Classes - Future Students 

 

Future Classes can be added to Future Students so that the classes 
are organised for the new year. 

Transfer Next Years Classes 

 

Classes can be transferred from Next year's classes to Current 
Classes.  Click "Transfer Next Year's Classes" to transfer all details 
from Next years classes to this years classes.  Note: that this will 
transfer all Next years classes to current classes and delete all the 
current classes. 



25 August 2015 35 

Transfer Next Years Classes 

 

Choose to Delete existing classes and replace with next year classes 
or Merge with existing Classes.  Only use Merge with Existing if all 
the class codes are different for the current years classes. 

Creating Academic Reports  - Checklist 
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From the Main Menu - Go to the Academic Reports Menu 
Before creating a new reporting period 
Checklist for creating a reporting Period 
 
Classes file is complete - Codes correct with no spaces or symbols 
Academic Year field populated for classes that require reports 
Students in Classes 
Teacher allocated to classes 
Report order entered 
Outcomes, Profiles and Course Descriptions added for each course 

Setting the Reporting Period 

 

Click the Reporting Period Administration, then Click "Set new 
Reporting Period". 
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Setting the Reporting Period 

 

Choose the Academic Year, Enter the Semester and Term.  Enter 
the Reporting Period name ensuring that the text used eg 
"Semester Two 2014" is identical for each year group and then 
Click "+ New"   (It may be necessary to close off a previous 
reporting period before creating a new reporting period, see below 
for details) 

Confirm Report Period Creation 

 

Click Yes 
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Value and Profile Lists 

 

This will copy the previous semesters Profiles (primary Personal 
Attributes) and Value Lists (Always, Usually, Sometimes and 
A,B,C,D,E). 

Reporting Period Detail 

 

1 - Enter the Report Type (Interim, Progress, Semester, Full) ** 
2 - Enter the title that will print on the report ** 
3 - Ensure that the current box is checked and the Allow entry is 
unchecked (note that this is not checked until after creating the 
reporting period and it has been thoroughly checked.  It will allow 
entry but any entries will not be saved) * 
4 - Issue date (usually the date the reports are due, some schools 
print this on their reports)** 
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5 - Update the Calendar Year, Semester, Term (do not change the 
sort order)* 
6 -  Enter a Maximum Comment length as a guide.  If a comment is 
entered that is longer than the example of 600 characters it will 
have a warning, but the comment is still acceptable.** 
7 -  Enter the Signatory details. ** 
8 - Rankings, for class and courses that need to be ranked** 
9 -Absences date range - Enter the dates that you require to be 
calculated for absences. (this will set the date but not the absences,  
see below for setting absences).** 
10 - Enter the Class Profile Grades (profiles that are the same per 
year group per class), Outcome Grades and Student Profile Grades 
(profiles that are per student) - All profiles will update automatically 
if used in a previous reporting period for the same academic 
year.** 
Required fields* 
Required if using** 

Student & Class Profiles 

 

Enter the Student Profiles (Note Student profiles are only required 
where a cover page or final page on a report includes profiles on the 
student which are not subject specific.) 
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Year Group Class Profiles 

 

Year Group Class Profiles are Static Profiles that are the same for 
every student in that academic year. 
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Create the Reports 

 

Click to Populate the Report Period.  Always leave the Allow Entry 
box unchecked till after creating the reports.  The reports will need 
to be checked before allowing staff to enter their reports. 

Create the Reports - Check Box 

 

Click to Continue 
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Reporting Period Creation Progress 

 

This will now create the reports for the selected year group.  This 
may take some time depending on the amount of students in this 
year group. 

Report Period Creation - Process Complete 

 

A Message will appear once the process is complete - Click OK. 
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Academic Reports Menu 

 

1 - Class reports entry by Class, 2 - Individual Student Report entry 
per student, 3 - Tutor Group Reports to choose which tutor group to 
display for individual student entry, 4 - House Reports to choose 
which house to display for individual student entry. 

Individual Student Report 

 

A report will be generated for each student in that reporting period.  
The bar beside the class will jump to the class report. 
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Individual Student Report 

 

1 - View list of student reports for the current reporting period 
2 - Find mode, to search for a student, tutor group, year or house 
etc 
3 - Goes to the current students details 
4 - Go to the staff file 
5 - Go to the current reported classes 
6 - View comment bank 
7 - Go to Select a class for report entry 
8 - Go to a previous reporting period 
9 - Check the length of comments against the maximum comment 
length suggested 
10 - Checks spelling 

Individual Student Report - Student Year Profiles & 
Comment 

 

1 - Choose a grade from the list for the Student Class Profiles 
(These profiles are per student) 
2 - Enter the Year coordinator /Homeroom/Roll Call Teacher 
Comment 
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Individual Student Report - Student Involvement 

 

Student Involvement is the cocurricular and sport activities that are 
current for the student. 
1 - Set Involvement for the current student 
2 - set Involvement for the found set of students. 

Class Reports 
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Choose from the drop down list of classes (these will default to the 
classes taught by the currently logged in teacher). 

Class Reports 

 

The class report will have the outcomes with a drop down list to 
choose the Grade.  The bar beside the student's name will jump to 
the students full report. Check length will appear if a comment is 
longer than set in the reports schedule.  (The comment will still 
print, this is only a warning). 

Class Reports 

 

1 - To go to another class reports 
2 - Print Class Proof (see below) 
3 - Hide photos or Show photos 
4 - Displays Marks only entry screen 
5 - Displays Comments only for entry 
6 - Outcomes only entry 
7 - Displays all entry areas 
8 - Show previous reports for the current student 
9 - Spelling, comment length and duplicate name checks 
10 - Display comment bank 
11 - Display current course outcomes 
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Print Class Proof 

 

Designed to use as a checking tool for data entry checks to give to 
other teachers to peer check. (not the final print layout) 

Classes added after Reports are created 

 

To add a class that was not created at the time reporting period, 
click the import button to import an individual class to reports. 
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Student and Classes added after reports have been 
created 

 

If a student is not in a class at the time the reports are set, they 
can be added in the student details file in the Classes tab.  Click the 
import button to import an individual class to reports. 

Adding the Student to Reports after the reporting period 
is set 

 

This will add the students to the reports and the class. 
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Comment Bank 

 

Comment bank can be used to store and use commonly used 
comments.  Tag fields are used to replace students names, he/she, 
subject or his/her within the comment. 

Comment Bank – Fields  

Substitution Table for Report Comments 
 
<Name> Student Name 
<Names> Student name with Ownership 
<He> for He or She, <he> for he or she 
<Him> for Him or Her <him> for him or her 
<His> for His or Her <his> for his or her 
<man> for man or lady 
<subject> for the course/subject 
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Available Fields eg <Name> will display the current student's name, 
<he> will display either He or She depending on the gender of the 
current student.  If himself or herself is required, <him>self with 
replace per gender 
 

 

Enter the Comment number and the comment will be entered.   The 
comment, as it will appear on the report, will show in the Final 
Comment Field. 

 

 

To insert the students name within a comment click the Insert 
Name Button.  This will insert the students name at the current 
cursor position. 
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Setting Absences for Reports 

 

For Schools that display the Students Absences on the Reports.  In 
the Academic Reports Menu, Click the Report Finalisation Tab, Click 
Set Absences for Reports. 

Setting a Date Range for the Absences for Reports 

 

Enter the Academic Year, enter the date range for the calculation,  
click Set Absences.  If the dates were entered on the Reporting 
Period details screen they must be exactly the same dates entered 
here. 
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Printing Reports 

 

Either print an individual student report or Print all a year group.  
Click Bypass Print Dialog when printing will not display the print 
dialog before printing.  Click PDF to create a PDF of the report and 
displays the PDF file under the Report PDF's tab. 

Printing Reports 

 

Also in the Report Finalisation tab - Print Reports button. 
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Printing Reports 

 

1 - Make your selection, 2 - choose from the drop down list 
corresponding to your selection, 3 - Choose the print option. 

Report PDF Archives 

 

To view report PDF's. 
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PDF Report Archive file 

 

Closing off a Reporting Period 

 

From the Academic Reports menu, go to Reporting Period List. 
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Closing off a Reporting Period 

 

When a new reporting period needs to be created for the following 
semester, the previous reporting period needs to be closed off.  
Click "Close off the Reporting Period" button for the required Year 
Group. 

Manage Students and Classes in Reporting Period 

 

If there are any changes to students in classes/Courses or new 
students that now require a report. 
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Adding a Student to Reports after Reporting Period has 
been created 

 

If a student was not included in the reporting period they will 
display with a "NO" in the Reports column.  To add them click the + 
button. 

Adding a Student to Reports after the Reporting Period 
has been created 

 

This will import the student and their classes into the Reports. 
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Adding a Student's Class after the Reporting Period has 
been created 

 

Click Student/Class Enrolments 1 - select the year group of the 
student 2 - Click onto the student 3 - Click the Arrow to display the 
student classes 4- Click the class to be added to reports 

Adding or Deleting an Outcome after the reporting 
period has been created 

 

On the Reporting Period Administration tab, choose "To Reported 
Courses".  Find the course to change. 
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Adding or deleting Outcome after reporting period has 
been created 

 

To add an additional outcome click the Add button. To remove an 
unwanted outcome click the Bin.  This will affect all students for this 
course. 



25 August 2015 59 

Update Reports for missing Report Order 

 

If the report order was missing or incorrect, after making the 
change in the classes file, use the Update Report button in the 
Administration Tasks from the Main Menu.  This will update or 
relookup all students and their classes, including report order.  It 
will not remove any comments, marks or grades. 

 
 


