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[bookmark: _Toc400090202]How to Use this Document
This document Using ACS Reports details all of the reports in ACS and where to find them. Note that not all reports are available to all user roles. Reports are available to all user roles unless specified. Most reports in ACS are generated as PDF files and can be saved or printed. Some reports can also be exported as text files (.csv) which can be imported into spreadsheets or databases for further processing.
Most reports are accessed via the Reports Menu although there are many reports which are accessed via other screens.
Most reports print directly from the report option, but many report options open a screen where a range of criteria for the report may be specified.
You will only be able to access reports that are granted to your user level.

[bookmark: _Toc304974439][bookmark: _Toc400090203]The Reports Menu
[bookmark: _Toc304974440][bookmark: _Toc400090204]Student
[image: ]

[bookmark: _Toc304974441][bookmark: _Toc400090205]Academic Record 
Academic record for students. A report can be printed or displayed for an individual student or for a group of students meeting the selected criteria. The criteria selection screen is shown below. The report is generated when the View Report button is clicked.

[image: ]

[bookmark: _Toc304974442][bookmark: _Toc400090206]Application to Sit Modified AST Papers 
AST Application forms for students. Forms are only available for students in the graduating cohort who are attending your college and have been flagged as from a Culturally and Linguistically Diverse background. A single student can be selected or all students may be selected. The report is generated when the View Report button is clicked.

[bookmark: _Toc304974443][bookmark: _Toc400090207]AST Application Form 
AST Application forms for students. Forms are only available for students in the graduating cohort who are attending your college. Must be printed double sided. The selection criteria screen shown below shows the closing date for AST applications. A single student can be selected or all students may be selected. The report is generated when the View Report button is clicked.
This report can only be generated between February and early April each year.

[bookmark: _Toc304974444][image: ]

[bookmark: _Toc400090208]Secondary College Record 
Secondary College Record for a student details the units studied and the grades achieved. It can be printed at any time for students. It should be presented to students who do not achieve a year 12 certificate. To be valid, the report must be printed on an official BSSS Secondary College blank and signed by the principal. A single student can be selected or all students may be selected. The report is generated when the View Report button is clicked.

[bookmark: _Toc304974445][image: ]

[bookmark: _Toc400090209]Student Information - ACT Electoral Commission 
[bookmark: _Toc304974446]Information to be sent to the ACT Electoral Commission. A report can be printed or displayed for an individual student or for students sorted by group. The report is generated when the View Report button is clicked.

[bookmark: _Toc400090210]Student Information - UAC 
[bookmark: _Toc304974447]Personal student information to be sent to UAC. Reports are only available for students in the graduating cohort who are attending your college or certificated. A report can be printed or displayed for an individual student or for the cohort sorted by group.

[bookmark: _Toc400090211]College
[image: ]
[bookmark: _Toc304974448][bookmark: _Toc400090212]AST labels
The labels that can be used for college trial AST exams.

[bookmark: _Toc400090213]AST Rolls
The AST rolls that can be used for college trial AST exams.

[bookmark: _Toc400090214]Average of Students Unit Scores 
[image: DXR]The average of a student's unit scores in T courses. Various criteria can be selected.

[bookmark: _Toc304974449][bookmark: _Toc400090215]Course and Units 
[image: DXR]List of units in courses. Various criteria can be selected.

[bookmark: _Toc304974450][bookmark: _Toc400090216]Course List 
[bookmark: _Toc304974451]List of courses. Various criteria can be selected.
· 
[bookmark: _Toc400090217]Course Scores by Scaling Group 
[image: DXR]Student raw course scores by scaling grouping sorted by rank or alphabetical order.

[image: ]

[bookmark: _Toc304974452][bookmark: _Toc400090218]Courses in Scaling Groups 
[image: DXR]Scaling groups with courses for the selected year level.

[bookmark: _Toc304974453][bookmark: _Toc400090219]Courses Studied 
[image: DXR]List of students with their units and results in courses studied. Various criteria can be selected.	

[bookmark: _Toc304974454][image: ]

[bookmark: _Toc400090220]Courses/Units from Other Colleges 
[bookmark: _Toc304974455]Details of the units studied by a home college student at another college. There is no criteria selection for this report.
· 
[bookmark: _Toc400090221]Duplicate Unit Studied 
Details of units that have been studied by the student more than once. Students may only be awarded an A to E grade for one instance of a unit, except for R units. There is no criteria selection for this 
[bookmark: _Toc304974456]report.

[bookmark: _Toc400090222]Frequency Distribution of Unit Grades 
[image: DXR]Frequency of grades awarded. Various criteria can be selected.

[bookmark: _Toc304974457][image: ]

[bookmark: _Toc400090223]Grade Summary 
[bookmark: _Toc304974460]List of students and the units in which a selected grade was awarded. Various criteria and sort options can be selected.
· 
[bookmark: _Toc400090224]Missing Grades and Scores 
[image: DXR]List of missing scores and grades. Various criteria can be selected.

[bookmark: _Toc304974462][bookmark: _Toc400090225]Student List 
[image: DXR]List of students. Various criteria and sort options can be selected.

[bookmark: _Toc304974463][image: ]

[bookmark: _Toc400090226]Students Enrolled in Courses 
[bookmark: _Toc304974464]List of students in courses. Various criteria can be selected.
· 
[bookmark: _Toc400090227]Students Enrolled in Units 
[bookmark: _Toc304974465]List of students enrolled in a selected unit. Various criteria and sort options can be selected.
· 
[bookmark: _Toc400090228]Students with no Units 
[bookmark: _Toc304974466]All students with no unit studied records. There is no criteria selection for this report.
· 
[bookmark: _Toc400090229]Unit List 
[image: DXR]List of units. Various criteria and sort options can be selected.

[image: ]

[bookmark: _Toc304974467][bookmark: _Toc400090230]Markbook
[image: ]

[bookmark: _Toc304974468][bookmark: _Toc400090231]Adjusted Assessment Item Marks 
[image: DXR]Print a list of students who have had assessment item scores amended.

[bookmark: _Toc304974469][image: ]

[bookmark: _Toc400090232]Adjusted Raw Unit Scores 
[bookmark: _Toc304974470]Print a list of students who have had raw unit scores adjusted.

[bookmark: _Toc400090233]Assessment Items with no results
Print a list of markbooks showing Assessment Items where no results have yet been entered.

[bookmark: _Toc400090234]Markbook History 
[image: DXR]Markbook History including adjustments.

[bookmark: _Toc304974471][image: ]

[bookmark: _Toc400090235]Negative TID List
A list of units with negative TID values, where students have swapped units after Assessment Items have been entered in markbooks.

[bookmark: _Toc400090236]Students who Should not have been Graded
A list of students that have been awarded A – E grades that have completed <70% of Assessment Items (AI) (based on AI Percentages in markbooks).

[bookmark: _Toc400090237]Unit Studied Records without a Markbook 
[image: DXR]Print a report that lists Units with Unit Studied Records that are not in a Markbook. There is no criteria selection for this report.

[bookmark: _Toc304974472][bookmark: _Toc400090238]Moderation

[image: ]

[bookmark: _Toc400090239]Individual Student Profile C - W Report
Individual student profile for Moderation Day portfolio submission. Select the Moderation Day, then the course, then the unit, then the student as shown below.
The report generated will is the Individual Student Profile populated with the competencies from the appropriate unit.

[bookmark: _Toc304974458][bookmark: _Toc400090240]Individual Student Profile M Report
Individual student profile for Moderation Day portfolio submission. Select the Moderation Day, then the course, then the unit, then the student as shown below.
The report generated will is the Individual Student Profile populated with assessment data from the appropriate Markbook.
Explanatory notes are mandatory for M ISPs. You enter explanatory notes by clicking the down arrow which generates a text box for you to type in. 


[bookmark: _Toc304974459]

[bookmark: _Toc400090241]Individual Student Profile T - A Report
Individual student profile for Moderation Day portfolio submission. Select the Moderation Day, then the course, then the unit, then the student as shown below.
The report generated will is the Individual Student Profile populated with assessment data from the appropriate Markbook.
Explanatory notes are optional for T/A ISPs. You enter explanatory notes by clicking the down arrow which generates a text box for you to type in. 




Presentation Review Proforma
Used for generating the moderation day report for a unit.

[bookmark: _Toc400090243]VET
Only TeachVET users and above will be able to access these reports.

[image: ]

[bookmark: _Toc304974473][bookmark: _Toc400090244]ASBA Certificate Final Check 
Lists all the details that will be printed on the student's ASBA Certificate where the college is the RTO. This report should be printed as part of the end of year VET checking processes in colleges. There is no criteria selection for this report.

[bookmark: _Toc304974474][bookmark: _Toc400090245]ASBA Certificate Receivers 
Lists students who have achieved an ASBA where the college is the RTO. Includes option to show the competencies achieved. There is no criteria selection for this report.

[bookmark: _Toc400090246]ASBA Student Details
Lists the details of students undertaking an ASBA where the college is the RTO.
· 
[bookmark: _Toc304974475][bookmark: _Toc400090247]BSSS Units with Competencies 
[image: DXR]Lists the BSSS units and the competencies that could be achieved for a selected training package and BSSS course. 

[bookmark: _Toc304974478][bookmark: _Toc400090248]Certificate Receivers 
[image: DXR]Lists students who have achieved a certificate for a selected training package, certificate and year level. 

[image: ]
[bookmark: _Toc304974479][bookmark: _Toc400090249]Certificate Requirements 
Lists details of certificates and the required competencies for a selected training package. 

[bookmark: _Toc304974481][bookmark: _Toc400090250]Competencies in BSSS Units 
[image: DXR]Lists certificates and competencies, and the BSSS units in which these competencies could be achieved for a selected training package.

[bookmark: _Toc304974482][bookmark: _Toc400090251]Enrolment in VET Courses 
Lists students enrolled in a BSSS course for a selected training package, year level and BSSS course.

[bookmark: _Toc304974483][bookmark: _Toc400090252]Statement of Attainment Final Check 
[image: DXR]Lists all the details that will be printed on the student's Statement of Attainment. This report should be printed as part of the end of year VET checking processes in colleges.

[bookmark: _Toc304974484][bookmark: _Toc400090253]Statement of Attainment Receivers 
[image: DXR]Lists students who have achieved a Statement of Attainment for a selected training package, certificate and year level. 

[bookmark: _Toc400090254]Student Qualification Progress
Lists students and competencies for a selected training package, certificate and year level. If the competency has been achieved, the date achieved is displayed. The report can be sorted by group or campus and there are options to print one page per student, achieved and not yet achieved competencies.

[image: ]
[bookmark: _Toc304974487][bookmark: _Toc400090255]Students with No Competencies 
[image: DXR]Lists students enrolled in the BSSS course who have not achieved a competency for a selected training package, year level and BSSS course.

[bookmark: _Toc304974507]

[bookmark: _Toc400090256]Students Menu
Only Edit users and above will be able to access these reports.

[bookmark: _Toc304974512][bookmark: _Toc400090257]Units and Courses
On the Units and Courses screen a Report button provides access to the following reports as shown.

[image: ]

[bookmark: _Toc304974513][bookmark: _Toc400090258]Academic Record Report
Academic record for the current student. 

[bookmark: _Toc304974514][bookmark: _Toc400090259]On Track Report
Until the beginning of December this routine will check to see if the student is `On Track' to meet Year 12 Certificate and TES requirements. It does not check for final unit grades and scores, course scores or the existence of AST results. The Certificated and Tereqsmet Flag are not set. 
The `On Track' flags are used in the preliminary scaling of AST.
After the 30 November this routine will be disabled, and the `On Track' flags will NO longer be updated.

[bookmark: _Toc304974515][bookmark: _Toc400090260]Certificate Check Report
This routine will set the flags if the student has met the requirements for Year 12 Certificate and TES. The student will have the certificated flag set if the only error in their package is missing course scores.

[bookmark: _Toc304974508][bookmark: _Toc400090261]Details
On the Student Details screen a Report button provides access to the same reports as shown above.


[bookmark: _Toc304974516]

[bookmark: _Toc400090262]Scaling Groups Menu
Only Edit users and above will be able to access these reports.

[bookmark: _Toc304974517][bookmark: _Toc400090263]Unit Grades and Scores
[bookmark: _Toc304974518][bookmark: _Toc400090264]Scaling Group List Report
Once a scaling group list is selected and displayed in the Unit Grades and Scores screen the Print button action prints the scaling group list.

[image: ]

Before the report is printed the criteria screen below allows the selection of columns to be displayed on the report, the sort order of information and the inclusion of histogram graphs.

[image: ]

[bookmark: _Toc304974519][bookmark: _Toc400090265]Course Scores
[bookmark: _Toc304974520][bookmark: _Toc400090266]Course Scores Report
The Course Scores Report is accessed by the Print button on the Course Scores screen as shown below.

[bookmark: _Toc304974521][image: ]

[bookmark: _Toc400090267]EOY Processes Menu
Only Edit users and above will be able to access these reports.

[bookmark: _Toc304974522][bookmark: _Toc400090268]Course Types
[bookmark: _Toc304974523][bookmark: _Toc400090269]Check/Change Course Type Report
The Check/Change Course Type Report shows the course type (Double Major, Major Minor, Major, Minor or Unknown) for each student’s course.
When the “Change Course Type” options are selected the report includes the processing that has occurred.
The report is generated when the Process button is clicked.

[image: ]

[bookmark: _Toc304974524][bookmark: _Toc400090270]Flags for Certification

[bookmark: _Toc304974525][bookmark: _Toc400090271]On Track Report
Until the beginning of December this routine will check to see if students are `On Track' to meet Year 12 Certificate and TES requirements. It does not check for final unit grades and scores, course scores or the existence of AST results. The Certificated and Tereqsmet Flag are not set. 
The `On Track' flags are used in the preliminary scaling of AST.
After the 30 November this routine will be disabled, and the `On Track' flags will NO longer be updated.
The report is generated when the On Track heading is clicked.

[bookmark: _Toc304974526][bookmark: _Toc400090272]Certification Check Report
This routine will set the flags for students who have met the requirements for Year 12 Certificate and TES. Students will have the certificated flag set if the only error in their package is missing course scores.
The report is generated when the Certification Check heading is clicked.

[image: ]

[bookmark: _Toc304974527][bookmark: _Toc400090273]Calculate Course Scores
[bookmark: _Toc304974528][bookmark: _Toc400090274]Calculate Course Scores Report
This report shows the course scores and how they were calculated. The report is accessed by clicking the Report button on the Calculate Course Scores screen.

[image: ]
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