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Step Action & Result 

Step 4 – Select the 
Reports function 
 
 

Click “Reports” on the main menu bar and then click “Other Reports” 

 
The “Reports : Other Reports” screen appears: 

 
 

Step 5 On the “Reports : Other Reports”” screen, select or type information about the report 
you want to run. 

Click   to remove the selected Report Type and Report name from the fields. 

Click  to exit this function.  
 

 Field 
Name 

Action  
& Rules 

5.1 
 

Select the 
Report 
Type 

You must select a report type before you can select the report you want to run. 

Click the  List symbol to show available types of reports: 

 
Click “Students”: 
 

5.2 Select the 
Report Click the  List symbol to display the reports available for the type you have 

selected.  (A full list of reports for each type is provided at the end of this document.) 

 
5.3 Define 

Report 
Criteria 

The critiera fields displayed depend on the Report Type + Report name you have 
previously selected.  Leaving a field blank indicates you want ‘all’ items to be included 
in the report. Selecting a criterion indicates only items which match will be included. 

List Fields:  Click the  List symbol and click to select the required item from the list. 

Browse Fields: Click the  Browse symbol to search for and select   the 
required item.  
Check Box Fields: Click  or unclick   the  Check box  
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Step Action & Result 
5.4 Select the 

output 
Format 

Click to select the output format for the report.  . Note: Not all reports have the “CSV” 
option available 

  
Step 6 - Start the 
report generation 
 

Click  . (Or you can click “Close” to exit.) 

 
 
 

 
 
 

Students Reports 
1. CSE   011   - Student Listing By Provider 

Lists Students for the selected Provider,  in alphabetical order. 

 
 
2. CSE   058   - Student Release Choices by Provider 

Lists all Students grouped by Academic Year, with their choices for releasing individual awards, career 
information, TEE Questions. 
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3. CSE   059   - Verification of Student Details 

Lists each Student enrolled with the selected Provider, showing details currently held in the Curriculum 
Council database; includes instructions on correcting/updating the details. 

 
 
 
4. CSE   063   - Published Personalised Examination Timetable 

This report allows a Provider to reprint their students’ written exam timetables. It includes Important 
Information relating to sitting the examination.  
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5. CSE   077   - Student Summary Details by Provider 

Summarises each Student’s details for the selected Provider.  

 
 




