Data entry instructions
Non-government schools

This procedure provides instructions on:

e Preparation for data entry
e Accessing the data entry system
e Entering total school enrolment numbers

e Entering data for new and existing students who have completed the Premier’s
Reading Challenge (PRC)

e Printing data reports.
You do not need to send student reading records or system reports to the Department for Education.

If you have any issues with data entry, please contact prc@sa.gov.au.

Government
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Preparation for data entry

Before you can begin entering student data, you will need:

e aschool EdPass account. The username and password will be emailed from
Education.PremiersReadingChallenge @sa.gov.au to the school PRC contact around the start of the
mid-year school holidays

If you do not have an EdPass account, you will need to follow the procedure
outlined in Non-Government School — EdPass Account Setup Instructions.

e multifactor authentication (MFA) using either an authenticator app on a mobile phone or SMS
authentication

If you have not yet set up multifactor authentication for your EdPass account, you will need
to follow the procedure outlined in Non-Government School — EdPass MFA Setup
Instructions.

e the following information:

o the total number of students enrolled in the school and the total number of students in each
year level group: R to year 2, Years 3to 5, Years 6 to 9, and Years 10 to 12

o the previous school for any students transferring from another school

o completed Student Reading Records for students who have completed the Challenge.

Accessing the data entry system

1. Open the Premier’s Reading Challenge website http://www.prc.sa.edu.au.

2. Click on Staff & Teachers at the top of the web page.

3. Using the red menu buttons (on the right side of a desktop monitor or at the bottom of a laptop
screen), click on Data Entry of Completed Students.

4. Again, using the red menu buttons, click on Non-Government School Data Entry.

5. Then click on EduPortal for Non-Government School Data Entry. This will take you to your
EdPass Dashboard.
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6. Click on the EDU Portal tile.

You can head straight to Edu Portal website using the following URL
https://ww.eduportal.sa.edu.au .

Bookmark the website once you get there or Add to Favorites. You will be accessing this
website many times to enter all students’ data!

7. The first time you try to log in to EDU Portal you will be prompted to set up security
questions for the account and accept the User Agreement. These prompts may come up
again periodically, particularly if it has been a long time since you last accessed the account.

Respond to the questions and then click Save.

My Password Reset Questions

You can reset your own password later using the Self-Service P rd Ry service by using the answers you provide to the questions below.
MNote: You can also reset your own password using your mobile number recorded on the My Profile screen.

Please choose answers that you will remember easily.

Do not include abbreviations or punctuation unless you will recall it later,

Please do NOT tell anyone else the answers to your guestions.

No one from the department, including the ICT Service Desk, will ever ask you to disclose your answers.

Please note: Your saved answers will not be shown below. Once entered they are treated like passwords and will not be displayed anywhere.
You can re-enter new answers via this screen.

Question 1: |What is your mother's middle name? "l
|‘-‘r:=\|r answer |
Question 2: |What is the name of your favourite pet? v
|‘f'c\|r answer |
Question 3: [w‘hat is your driver's licence number? V]
[“UJT answer |
My Identity Information
* When you contact ICT services you may be asked to verify your identity using the answers supplied below.
* Your answers WILL be visible to the ICT Service Desk staff taking your call so only provide personal identification information that you are comfortable sharing.
» Please provide information for all three of the identity verification points below,
.

You can re-enter new answers via this screen at any time.

Identity Info 1: | Date of Birth vl
[\'DJT answer ]
Identity Info 2: 5 Digit Security PIN v
| Your answer |
Identity Info 3: | Last 4 digits from your driver's licence |
| Your answer |

Save Close
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The wording of the User Agreement is aimed at department employees. If a User Agreement
pops up, you will need to click | Accept to continue to data entry.

User Agreement

The use of Education ICT resources is governed by Education and Government policies. These policies are in place to protect
Education information assets from a range of threats including loss, corruption, disclosure, theft and interruption of services.

By your use of the Education portal and associated applications you are agreeing to adhere to the requirements of this user
agreement.

As a user of the Education portal you must:

1. Understand and adhere to the requirements of the Education ICT Security Policy.

2. Understand you are responsible for any actions undertaken under your login account.

3. Protect your login details from unauthorised use by:

o Not disclosing your password to anyone else;
o Taking adequate steps to protect your password:
o Not allowing anyone else to use your login account.

4. Follow the directions of ICT Services relating to your use of Education ICT facilities.

5. Not attempt to gain access to information for which you are not authorised,

6. Understand and adhere to the Employee Code of Ethics.

7. Understand that personal information on this Education portal and associated applications must be kept confidential
and only used for the purpose it was collected or for a purpose incidental to or connected with that purpose and
adhere to its use in accordance with the Information Privacy Principles Instruction of the Government.

8. Understand and adhere to the requirements of the Department for Education Policy - Information Management

Violations of this user agreement, depending on severity and nature, may result in reprimand, loss of access privileges,
termination of employment or other appropriate disciplinary action.

The Department for Education reserves the right to monitor your use of the Education Portal and associated applications, for
the purposes of managing system performance, monitoring compliance with policies, or as part of disciplinary or other
investigations.

| Do Mot Accept

You will need to click Save and | Accept each time these prompts appear.

The next time you login, you may be prompted to enter your multifactor verification code (MFA) and
then click the Verify. By choosing Do not challenge me on this device for the next 7 days, you may
not require MFA verification every time you login.

You will then be directed to the EDU Portal landing page.
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8. Click on the Premier’s Challenges Administration (PCA) system under the Applications tab:
PCA Premier’s Challenges.
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9. Click on Menu in the blue bar at the top of the Welcome screen, then click on Non-Government >
Non-Government Schools.

v == o 5]
Kg@k@ https:/fuwnnedu.. O ~ @ C | @ portl |@ Premier's Challenge x‘ ‘ " oA O

x  @convert v B¥select

Premier's Challenge Administration System(TEST)

’E Non-Government § Enrolments
e — Non-Government Schools ~ Enter non-Government School _— .
=2 cnrolments. -‘ 5, Government of South Australia
' Log Out Students 7w /~J Department for Education and
o g Search or add non-government W Child Development
T students.
@ reo I
‘@‘ Obtain a report.

Notice: jP\ease note that this new notice should be

Testing nearly done! Phew!
ww\w.google.com

10. This will open a drop-down menu with three options:

e Enrolments
e Students
e Reports.

You will need to enter data for all three of these options.
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Enrolments

1. Select Enrolments from the drop-down menu.

Premier's Challenge Administratig
Non-Government | Enrolments
Non-Government Schools Enter non-Government School
enrolments.
l Log Out Students
0 &Lﬂ Search or add non-government
W= students.
@ v |
‘Q Obtain a report. =
Notice: Challenges hotting up i i

2. Yourschool should already be listed in the drop-down list next to “School”. You will not be able to
see any other site names.

=)
ek— V) @ https//wwwedu.. O~ @ C 2 Portal J@ Premier's Challenge Xl ‘

x  @convert v Select

Premier's Challenge

Premier's Challenge Administra s TR

Total School Enrolments - Reception to Year 12

Select a school from the drop down list to view/edit the school's total enrolment figures

Schooi:} Example College ﬂl

Enter Total School Enrolments

Please enter the total numbers of students enrolled at your school in the following four bands. This is not the number of students who completed the
Premier's Challenges this year, but the total enrolments in your school.

Total School Enrolments for Reception to Year 12 must be entered before any Existing or New Student lists are available.

ve

Help

3. Enter total school enrolment numbers for each year level group: Years R-2, Years 3-5, Years 6-9 and
Years 10-12, not just the number of students who completed the Challenge. For example, if you have
50 students in a particular year level group, and 45 students complete the Challenge, enter 50 for
Total School Enrolments for that year level.

o Include mid-year intake Reception students in the Years R-2 enrolment number.

o Enter enrolment numbers for all year level groups, regardless of which year levels complete the
Challenge.

o Enter numbers for all year level groups, regardless of which year levels your school offers. For
example, if you are an R to 6 school, enter enrolment figures for Years R-2, Years 3-5 and Years 6-9
and enter “0” for Years 10-12.

o Special schools or schools with special classes should include students in those classes in the
approximate equivalent year level for their learning ability. For example, a 10-year-old in a special
class at a Year 2 learning ability should be included in the enrolment number for Years R-2.

4. Click on Save near the bottom right of the screen to return to the Welcome screen.
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Students

Summary of data-entry process

There are four main steps to entering student information shown on this page. Go to the next page for a
comprehensive guide to each of these four steps.

In short:
STEP 1: Select students

Select the previous year (or “All Prev Reg Years”) from the drop-down menu for “Registration Year” and
then select all students who have completed the Challenge in the current year. Save these students to
the current year by clicking on Mark completed for PRC.

STEP 2: Check for missing students
Check for missing students by:

e reviewing students also previously enrolled in the Premier’s be active Challenge (PBAC) using the
drop-down menu for “Challenge Type”, selecting the students you are missing, and clicking on Mark
completed for PRC

e searching the database by filling in “Additional Search Criteria”, selecting the students you are
missing, and clicking on Mark completed for PRC

e selecting “All previous years” from the “Registration Year” drop-down menu, selecting any students
you are missing, and clicking on Mark completed for PRC.

If you cannot find all missing students by searching the database in these ways, you will need to add
them to the database as new students. You must exhaust all searches before creating a new record for
missing students to avoid duplicating student data.

STEP 3: Add new students

Add any remaining students to the database by selecting the current year from the drop-down menu
for “Registration Year” and clicking on Add New Student. Complete student details in the window
that comes up and select Save.

STEP 4: Check student data
While still in the current year, check student data against enrolment records, make any changes
necessary and click on Save Changes.

You can make changes to student data up until the closing date, which is the last day of week 9 in
term 3 of the current year.

If you discover errors in your data after the closing date, please contact prc@sa.gov.au.

To avoid losing student data, click on Mark completed for PRC frequently during
data entry, for example:

e after entering data for approximately 20 students
e before you leave your computer even for a few minutes.

Once you have clicked on Mark completed for PRC, the names of selected students will be
added to the list for the current year and will no longer appear in the list for previous years.
You can check that students have been added to the current year by selecting “Current
Year” from the drop-down menu for “Registration Year” or by running a report.
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Step by step data-entry process

STEP 1: Select students

Click on Menu in the blue bar at the top of the Welcome screen, then click on Non-Government and
select Students from the drop-down menu.

m Premier's Challenge Administration
Non-Government ] Enrolments
Non-Government Schools Enter non-Government School
enrolments.
1 Log Qut Students
0 t,;ﬂ Search or add non-government
B students.
&/ Notices ~ Reports
% Obtain a report. |!
Notice: Noting the new notices e |

This screen provides access to the Premier’s Challenge Administration (PCA) system which lists all
students previously enrolled for your school in either the Premier’s Reading Challenge or the Premier’s
be active Challenge.

1. Click on the drop-down box for “Challenge Type” (a) and select PRC. This filters the list of students
to show only students who are registered for the Premier’s Reading Challenge. The top of the
screen should show a green PRC.

(2 Portal ' (22 Premier's Challenge x ‘ ‘

o( ié https://www.eduportaltestsa.. ,O - &8 Cal

[ & Convert v [ Select

Premier's Challenge Administration System(TEST)

a A
Existing Participants P R c Challenge Type: [ PRC ]
Select your school and registration year to view the list of students who have successfully completed PBauirnu i1 uie year selected.
' b Schum“ Example College _VJ‘ Registration Year: | 2016 [v] [I'show completed students from PBAC as well
Additional Search Criteria
First Name: [: Last Name: | ‘ DOB:‘ | Gender l ﬂ‘ Year Level: E
Clear d
Selected First Name Last Name Gender ATSI :’::;'el?etvel Roll Class E:; Completed Year Level
[0 Jane Doe o1/01/2000  F N 09 2016 08
O Jimmy Doe O 01/01/2001 M v 08 2016 o7 A
(W] 01/01/2001  F N 09 2016 08

e Check that the “School” (b) is your site and the “Registration Year” (c) is the previous year (for
example, for 2026, you need to select 2025 as the Registration Year before selecting the students
who completed in 2026).

e The student names are listed in alphabetical order by surname but can be sorted by “Current Year
Level” or “Roll Class” (d) by hovering over the column heading until the cursor turns into a hand,
then clicking.

e The list of students may include the names of students who have moved to another school. Do not
delete these students; this will erase their history and result in the incorrect award being presented
to these students at their new school.

e [f your school has not participated in the Challenge before, there will be no students listed on this
page. Proceed to STEP 3: Add new students.
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2. Click on the box in the “Selected” column to the left of the name of any student who has completed
the Challenge for the current year. This will add a tick to the box in this column. If you make an error,
the tick can be removed by clicking on the box again.

Q(‘/,\ @ nttpsy//www.eduportaltestsa.. O v @ & “ (2 Portal r (2 Premier's Challenge X ‘ l

X @iconvert v Bselect

Premier's Challenge Administration System(TEST)

Existing Participants P R c Challenge Type: [ PRC = A
Select your school and registration year to view the list of students who have successfully completed PBAauirru i uie year selected.
School: [ Example College [v] Registration Year:| 2016 [v]| [] Show completed students from PBAC as well

Additional Search Criteria

First Name: : Last Name: | pos:| | Gender. l L” Year Level: l”

Consent g Gender ATSI  SUTeM  pojiClass

. PRC
Selechp FirstNamne LastName To Print Year Level Last Completed

Year Level

O Doe 01/01/2001 F N 09 2016 08

O Doe O 01/01/2001 M u 08 2016 o7 2
O Doe 01/01/2001  F N 09 2016 08

O Doe O 01/01/2001 F u 08 2016 o7

O Doe ) 01/01/2000 M u 08 2016 o7

O Doe O 01/01/2001 M N o7 2016 06

O Doe O 01/01/2001 F N 12 2016 1

O Doe O 01/01/2001 M N o7 2016 06

O Doe O 01/01/2001 F u 08 2016 o7

O Doe O 01/01/2001  F N o7 2016 06

O Doe O oyoyoo F N 09 2016 08 nd

User: Test User PCA 06 (CTST_PCA_06) Version: 1.0 Monday, 19 June 2017

3. Click on the box in the “Consent to Print” column to the right of the name of any student whose
Reading Record has signed Hall of Fame Honour Roll consent. For security reasons, only the first and
last name of the student will be included on the Honour Roll.

Do not click on the box in the “Consent To Print” column if you do not have signed consent.

Hall of Fame Honour Roll consent

This student has permission for their first and last name only to be printed on the
Challenge website in the Hall of Fame Honour Roll when they achieve that award.

) - O
M Yes [JNo  Parent/Guardian Signature/f///////r/' A////

4. If you would like your lists of awards to be sorted in roll or class groups rather than year levels, enter
“Roll Class” groups.

e After ticking the box in the “Selected” column, click in the “Roll Class” column. A text box will
appear.

e Enter the roll number or class code in the text box. The roll class code can be any combination of up
to 5 letters and numbers. It will be saved when you click on the next student.

This is not mandatory, but it may save a lot of sorting time when the awards for your school arrive.

For students in special needs classes, please enter “SPEC” or something that makes sense to
you in the “Roll Class” column, not the year level.
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Premier's Challenge Administration System(TEST)
Existing Participants P R c Challenge Type: [ PRC = A
Select your school and registration year to view the list of students who have successfully completed PBAuirnu i uie year selected
School ‘ Example College L” Registration Year: | 2016 [v]| [[] Show completed students from PBAC as well
Additional Search Criteria
First Name: | | Last Name: | | pos:| | Gender ‘ L” Year Level ‘ L”
Clear
- Consent Current PRC
Selected First Name Last Name oy DoB Gender ATSI Vaar el Roll Class Last Completed Year Level
D Jane Doe 01/01/2001 F N 09 2016 08
O Jimmy Doe O 01/01/2001 M u 08 2016 07 A
[ Jane Doe 01/01/2001  F N 09 2016 08
[ Jimmy Doe O 01/01/2001 F u 08 2016 o7
] Jane Doe O 01/01/2001 M u 08 2016 07
0 Jimmy Doe () 01/01/2001 M N o7 2016 06
O Jane Doe O 01/01/2001 = N 12 2016 1
[0 Jimmy Doe O 01/01/2001 M N o7 2016 06
[ Jane Doe O 01/01/2001  F u 08 2016 o7
O Jimmy Doe O 01/01/2001 F N o7 2016 06
O ane Doe 0O oyoyaor N 09 2016 08 e
User: Test User PCA 06 (CTST_PCA_06) Version: 1.0 Monday, 19 June 2017

If you need to edit a student’s current year level, click in the “Current Year Level” column beside
the student’s name and select the correct year level. Note, there is an option in the drop-down
menu for “Current Year Level” for mid-year intake Reception students (MYI).

To save your data before moving onto the next class, click on Mark completed for PRC at the
bottom of the screen. Then click on OK in the pop-up window. Ensure you check student details
and edit where necessary before you click on Mark completed for PRC.

[
R\ 4 Ay
QC/\ ‘ @ https:, .eduportaltests... D Do a 0 ” @ Portal / I @ Premier's Challenge X ' l {}\U \‘%\? Q,S;
X @convert v Plselect
Premier's Chalienge Administration System(TEST)
[ Jane Doe [m] 0p1/2001 M u o7 2016 06
[ limmy Doe v /01/2001 N 07 2016 06 A
[] Jane Doe O 01/01/2001 N 11 2016 10
[ Jimmy Doe ] 01/01/2001 M U 09 2016 08
D Jane Doe v 01/01/2001 M U 09 2016 08 v
[ Jimmy Doe /] 01/01/2001  F N 09 2016 08
Mark completed for PRC l Add New Student | Clear Selected ' Close
C I: v
User: Test User PCA 06 (CTST_PCA_06) Ver: |;)n’ 10 Monday, 19 June 2017

To clear all selected students and start again, click on Clear Selected at the bottom of the screen.

STEP 2: Missing students

If you cannot find students in the list of students who completed last year’s PRC, try each of the following
methods to identify them in the system.

5. Students who are not on the PRC list may have completed the Premier’s be active Challenge (PBAC)
the previous year but not the PRC. Tick “Show completed students from PBAC as well” to check if a
missing student is on this list.

6. You can search for students using “Additional Search Criteria”. Enter the student’s first name, last
name, date of birth (DOB), gender and year level. Then click on Go.

© Premier’s Reading Challenge, Department for Education (South Australia) 2025 | 10




7. Select “All Previous Years” from the “Registration Year” drop-down menu.

[B=8"c =
g(;\ @ nttps//www.eduportaltestsa.. O ~ @ & H (2 portal ’ (2 Premier's Challenge x‘ l ﬁ} {; £

X @Convert v BSelect

Premier's Challenge Administration System(TEST)

Existing Participants PRc Challenge Type: [ PRC &
Select your school and registration year to view the list of students who have successfully completed PBAu/rnu ni uie year selected.
School [ Example College [v]| Registration Year: | 2016 [v]| [ Show completed students from PBAC as well
— —
Additional Search Criteria
First Name: | Last Name: | | pos:| | Gender: [v] YearLevel I~
Uiear
. Consent Current PRC
Selected First Name Last Name To Print DOB Gender  ATSI Year Level Roll Class Last Completed Year Level
O  ane Doe 01/01/2001 N 09 2016 08
O Jimmy Doe O 01/01/2001 M u 08 2016 o7 2
O  sane Doe 01/01/2001 N 09 2016 08
m limmy Noe m 01/01/20m £ 1" na 018 a7

If these options do not identify all missing students, you will have to add them as “new” students.
Proceed to STEP3: Add new students.

STEP 3: Add new students

Students who are new to the school or new to either the Premier’s Reading Challenge or the Premier’s be
active Challenge (PBAC), must be added to the database. If you believe students should already be in the
database, please try the three options listed in Step 2: Missing students, before adding new students to
the system.

1. Select the current year from the drop-down menu for “Registration Year”.

2. Click on Add New Student at the bottom of the screen, which will bring up a screen entitled, “Add
New Participant for Registration Year 20XX":

==
R\ 4 Ay
QC/\‘@ https;//www.eduportaltests.. O ~ @ & ” 2 portal |@ Premier’s Challenge x' l {}D \;\? {g}
X @convert v MSelect
[] Jane Doe O 01/01/2001 u 07 2016 06
[ Jimmy Doe v 01/01/2001 N o7 2016 06 2
[] Jane Doe O 01/01/2001  F N 1 2016 10
[ Jimmy Doe ] 01/01/2001 M U 09 2016 08
[ Jane Doe [ 01/01/2001 M u 09 2016 08 v
] Jimmy Doe O 01/01/2001  F N 09 2016 08
Mark completed for PRC Add New Student ( lear Selected
o v
User: Test User PCA 06 (CTST_PCA_06) Version: 1.0 Monday, 19 June 2017
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3. Enter the information required to register a new student. The blue boxes are mandatory.

[ 7 - .
e() ‘ \@ https://www.eduportaltests... D ~ @ & | @ portal | @ Premier's Challenge x ‘ | ﬁ 5. {5}

x  @convert v Mselect

Add New Participant for Registration Year 2017 Close
Cabra Dominican College Select Challenge Type: | FRC ﬂ
First Name: ‘ | Last Name: | ‘

Preferred First Name: ‘ | Gender: [v]

Date Of Birth (DDIMM/YYYY): | | ATSI: | Mot Applicable ]

Consent To Print D Year Level ﬂ

Previous School (if known) Unknown ﬂl | Roll Class: | ‘

Last Updated On Last Updated By: | ‘

a. Enter first name and last name. If a student is normally known by another name,
enter this name in “Preferred First Name”. It is not appropriate to put nicknames
in this box.

Entering a preferred first name will change the student’s name on the list of
participants and their certificate, but the records will still show their given name.

b. Enter the date of birth using the pop-up calendar.

c. Click on the box next to “Consent To Print” if a parent or guardian has signed the
Student Reading Record, giving consent for the student’s name to be published in
the Hall of Fame Honour Roll on the PRC website.

d. Where applicable, use the drop-down menu to identify a “Previous School (if
known)” if the student has come from another school. If the previous school is
known, the adjacent box, for entering the name of the previous school, becomes
a mandatory field.

e. Use the drop-down menu to enter the student’s gender.

f. Use the drop-down menu to add in the year level, remembering to use the MYI
code for mid-year intake reception students.

g. Addin the roll class code if you would like your lists of awards to be sorted into
roll or class groups rather than year levels. The roll class code can be any
combination of up to 5 letters and numbers.

h. “Last Updated On” and “Last Updated By” fields are not mandatory but may be
helpful for your records.

i. Check your data entry and click on Save.

4. Repeat steps 2 and 3 until you have added in all new students. These students will now appear in the
list of students for the current year.

Mid-year intake Reception students

Students who join Reception in the middle of the year will receive a different certificate
from other Reception students. When entering these students into the system, you should
select Midyear Intake (MYI) as their “Year Level”.

In reports where students are grouped, mid-year intake students will be part of the R to 2 group.
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5. With “Registration Year” set to the current year, mark or enter students as having completed the
Challenge by ticking the box in the “Selected” column to the left of the student’s name. The tick
can be removed by clicking on the box a second time.

Q(/‘ @ nttpsy//www.eduportaltestsa.. O v @ & ‘fa Portal

X @Convert v Select

’ (2 Premier's Challenge

ol

Premier's Challenge Administration System(TEST)

Existing Participants

P R c Challenge Type: ‘ PRC

Select your school and registration year to view the list of students who have successfully completed PBauirnu ui uie year selected

School: | Example College

lj] Registration Year: | 2016 [v]| [C] Show completed students from PBAC as well

Additional Search Criteria

Last Name: [

First Name: l

| pos:|

| Gender: |

L” Year Level

= I

Selected First Name Last Name

<Jonsen.
To Print

DOB

Gender

ATSI

Current

YearLsvel Roll Class

O F N 09

O O & /01/2001 M u 08 2016 07 a
O 0§/01/2001 F N 09 2016 08

O O ofo1/2000  F u 08 2016 o7

O O ofoi/2000 M u 08 2016 07

O O offo1/2000 M N o7 2016 06

O O ofo1/2001  F N 12 2016 1

O O of/01/2001 M N o7 2016 06

O O of/01/2001  F u 08 2016 o7

O O 1/01/2000  F N o7 2016 06

O O 01/01/2001 F N 09 2016 08 b

PRC
Last Completed

User. Test’sser PCA 06 (CTST_PCA_06)

Version: 1.0

Year Level

Monday, 19 June 2017

6. Save your data before moving to the next class by clicking on Mark completed for PRC at the
bottom of the screen. Then click OK in the pop-up window.

@ nttpsy//www.eduportaltests.. O v @ & ” @ portal

.l

' @ Premier's Challenge

Premier’'s Challenge Administration System(TEST)

[] Jane Doe O 01/01/2001 u o7 2016 06
[] Jimmy Doe ) 01/01/2001 N o7 2016 06 )
[ Jane Doe O 01/01/2001  F N 11 2016 10
[] Jimmy Doe ] 01/01/2001 M U 09 2016 08
[ Jane Doe [V 01/01/2001 M u 09 2016 08 v
] Jimmy Doe O 01/01/2001 F N 09 2016 08
v

User: Test User PCA 06 (CTST_PCA_06) Version: 1.0 Monday, 19 June 2017

STEP 4: Check student data

7. Change the “Registration Year” to the current year and check your list of students to ensure
everyone is on the list, and that the names, dates of birth and year levels are identical to the details
on enrolment records. If you need to correct anything, tick in the “Selected” column next to the
students’ name and:

e tochange astudent’s name or to add a preferred name, click on their name and make the
changes in the pop-up dialog box, then click on Update

e tochange ayear level, click in the “Current Year Level” column for the student being edited,
make the change and click on Update

e tochange the roll class, click in the “Roll Class” column and type in the roll class code (up to
5 characters)

e tochange the Hall of Fame Honour Roll consent to print, click the corresponding box in the
“Consent To Print” column to add or remove the tick.
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Click on Save Changes at the bottom of the screen. A pop-up window will show how many
student’s details were updated. Click on OK.

Email prc@sa.gov.au if you have any difficulties entering student data.

8. Removing students from the current year’s challenge

Existing Participants

a.

If you need to remove students from the current year’s challenge, click on Menu
and then Non-Government, then Students.

Premier's Challenge Administration

Non-Government ] Enrolments
Non-Government Schools Enter non-Government School
enrolments.

1 Log Out Students
0 Search or add non-government

|| students.

T o, =

‘49 Obtain a report. e

Notice: Noting the new notices 2 |

Check that you have the correct “Challenge Type” (1).

Choose the current year from the “Registration Year” drop-down menu (2) to
display all students who have been selected as having completed the challenge
for this year.

Click on the box in the “Selected” column (3), to the left of the name of the
student or students who you want to remove from this year’s challenge.

Click on Delete Selected (4) at the bottom of the screen to remove these students
from the Challenge. This will not affect the student’s records in the other
Premier’s Challenge.

A pop-up message will appear. Click on No to stop the deletion process. Click on
OK to remove the selected students from the current year’s Challenge.

Premier's Challenge Administration System(TEST)

1 PRc Challenge Type:| PRC

v]

Select your school and registration year to view the list of students who have successfully completed PbaC/PRC in the year selected

School: [ Example College | Registration Year: | 2024 2 | O Show completed students from PbaC as well
Additional Search Criteria
(Given Names: | | LastName: | | os | Gender v/ YearLevel | v| ‘
" Consent Current PRC
Selected Given Names Last Name Sl (07 Gender ATSI  CUTent - Roll Class Losi Completea  YearLevel

Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane
Jimmy
Jane

Jimmy

00000000000 O0O0OO0O0OO0OO0O0O0OOOo

Jane

01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001
01/01/2001

00000000000 O0O0OO0O0OO0OO0OOOOoO
MmEzMmMMAMMZAEZEAMET AZEONNTE
Zlzicl clalc el Sz e cfZ c el c [l cfs] < IS

Save Changes | Add New Student | SelectAll | Clear Selected | Delete Selected
/]
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Reports

View and print reports on the numbers of new and existing students involved in the Challenge for the
current year to confirm whether your data entry has been successful.

1. Click on Menu and then Non-Government, then Reports.

N - =
e(jj @—9 https://www.eduportaltests.. O ~ @ CJ @ Portal ‘@ Premier's Challenge X| ‘
X ®convert v BlSelect
m Premier's Challenge Administration System(TEST)
F Non-Government § Enrolments
Ll Non-Government Schools Enter non-Government School — G
' enrolments. ‘ Py 9
Log Out Students o Dp
tﬂ Search or add non-government U Ch
Y students.
% Obtain a report.
Notice: Noting the new notices ﬂ

2. Ensure the “Challenge Type” is “PRC”.
3. There are three types of reports in the drop-down menu for “Report Type”.

Student Participation By Status

This report lists all students who have completed the Challenge in the current year, grouped as
New Participants or Existing Participants, showing Hall of Fame Honour Roll Consent To Print
status.

Student Participation By Year Level

This report lists all students who have completed the Challenge in the current year, grouped by
year level and listed in alphabetical order, showing Hall of Fame Honour Roll Consent To Print
status.

Student Participation By Roll Class
This report lists all students who have completed the Challenge in the current year, grouped by
class and listed in alphabetical order, showing Hall of Fame Honour Roll Consent To Print status.

Select each report using the “Report Type” drop-down menu and then click on Run Report.

ot

e()‘@ https://www.eduportaltests... ,0 - B 0 H @ Portal ‘ @ Premier's Challenge x | | {% TJ? {5}

% @convert v Elselect

Premier's Challenge Administration System(TEST)

Reports Menu

Report Type Student Participation By Status
Student Participation By Year Level
Criteria Student Participation By Roll Class
School ‘ Ej‘
[Paac ]
(
e
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We recommend you save all reports on your computer as an Excel or PDF file, using the buttons in
the top right-hand corner of the screen. Alternatively, you can print all reports directly from the

page.
Premier's Challenge Administration System(TEST)

A
= A
Student Participation By Status Xl =1E ]

This report shows student participation in PRC for Example College in 2017

Roll ConsentTo  Challenges

First Name Last Name Gender DOB  YrLv Class Print  Completed Award Desc
New Participants
Kaleen Raethel F 20/05/2004 06 1 Certificate
Kaleen Raethel E 20/05/2004 06 1 Certificate
Existing participants: 2
Existing Participants v
User: Test User PCA 06 (CTST_PCA _06) Version: 1.0 Monday, 19 June 2017

You are not required to send student reading records or system reports to the Department
for Education.

If you notice any errors in the data and you are unable to correct them, email changes to
prc@sa.gov.au.

Reports will list awards as entered. Students who are completing the Challenge at your
school for the first time will be listed as getting a certificate until the PRC Administrator
manually merges their records with any past records in the system.

Closing the system

When you have finished using the database, close the system in the following way:

1. Click on MENU.

2. Click on Log Out. Message from webpage Ex8
3. The foIIowing message will Pop up: ‘e The current browser window will be closed. Would you like to
¥ continue?
4. Click on OK.
5. Click on LOG OUT (in the top right-hand | ok Cancel
corner) to close the application portal.

6. Adialogue box will ask if you want to close the browser window: click on OK.
The window will then close, and you will be logged off.

You can return to the database and enter more data at any time.

Thank you for entering your Premier’s Reading Challenge data.

Awards are scheduled to arrive at your school by the end of week 5 in Term 4.
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