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Conventions used in this user guide

Most of the examples used in this manual are from a database of fictitious students.
Occasionally examples are from actual schools and actual students. In these cases a black
rectangle has been used to obscure names.

<Enter> means ‘Press the Enter key’

‘Ctrl’ refers to the Control key, which probably has ‘Ctrl’ on your keyboard.
Alt’ refers to the ‘Alt’ key on your keyboard.

‘CM’  refers to ClassRoom Manager
Either search for your required topic using Ctrl-F (quickest way); use the links from the

Table of Contents, or use the PDF View bookmarks to find the area in which you are
interested.

These are popup lists, even though they pull down.

This user guide is available from the Help menu.
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Contacting MUSAC and Agents

MUSAC Nationwide
Telephone: (06) 350 9254 Email: support@musac.co.nz
Fax: 0800 500 159 Web: musac.co.nz
Software Support (software errors) Tel: 0800 600 159
Postal: MUSAC PN912, Private Bag 11 222, Manawatu Mail Centre,
Palmerston North 4442
Delivery: Room T1:21 Te Ara Building, Centennial Drive,

Palmerston North 4410

MUSAC Product Specialists Sales and Training North Island
Email: training@musac.co.nz Web: musac.co.nz
Phone: Bruce Graves on 021 357 997

Postal and Delivery — see MUSAC as above

Solutions & Services Sales and Training, Financial Manager Support South Island
Telephone: (03) 331 6210 Email: admin@solutionsandservices.co.nz
Fax: (03) 331 6217 Web: solutionsandservices.co.nz
Financial and Asset Manager Support Nationwide
fmsupport@solutionsandservices.co.nz
Telephone: (03) 331 6213
Fax: (03) 331 6217
Postal: PO Box 33357, Barrington Mall, Christchurch 8244
Delivery: 99 Rose Street, Somerfield, Christchurch
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1 Overview of NZQA Utilities

What is covered in this chapter?

Overview - tasks involved in administering the NZQA utilities
The structure behind ClassRoom Manager

1.1 Overview - tasks involved in administering the NZQA
utilities

NCEA basic requirements have been specified once each year, there have also been

changes during a year, sometimes involving changes of policy and sometimes resulting

from clarifications of the specifications.

MUSAC has attempted to minimise efforts required by the classroom teacher. This has

been achieved by incorporating the results of the standards into electronic markbooks.

Generally each school has at least one member of staff who is responsible for the

administrative processes required ‘behind the scenes’. This manual is for the NCEA person

with those responsibilities.

These notes include processes involved for the classroom teacher, and the administrator’s

processes.

MUSAC distributes a CM user guide for the administrator as s/he gets the year under way,

the most current is available on our website www.musac.co.nz.

The main screen used by the NZQA Administrator is accessed via the ‘NZQA Utilities’

button on the front menu of CMAdmin. Primary schools see an ‘Assessment Tool Selector’.

L B MNZOA Utilities

This leads to the following main NZQA Utilities screen.

File WView Help

CM NZQA Uilities

) Manage Updating via

Manage Unit S S [ Standard

ik 8 Achievement N MNew MZQA ==

¥ Standards ¥ ciandards s Eiles == Spreadshests
Connect Specify

4. Standards to 4% Markbook oFy Student Biling

" subjects " Details -

Printing Global s Submit Results l Imports from
=" Utlites $g% Processes P tonNIQA e NZQA
B NZOA Check | | /) Accesshizaa | | @ Students' ghg Atadimentof
= List WL Website &4 Standards % odards

I Other Utilities

lllustration 1 : The NZQA Utilities screen
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The tasks for the administrator and the buttons via which they are accessed are:
1. The preparation of the options and markbooks for the new year.
See ‘The management of options and markbooks’

a) Create the option columns for the new year which will hold the students’
subject choices and their markbook results and link these to the option
sets. Click ‘School details’.

b) Maintain the new year’s option structures i.e. the sets of option lines from
which students will make their choices.

c) Create the markbooks for the new year, based on the imported option
structure. Click ‘Specify Markbook Details’.

d) Allocate students to their chosen subjects
Both this step and the next are usually done in conjunction with
MUSAC’s Timetable Suite software.

e) Attach students to their markbooks — ‘Specify Markbook Details’.

2. The maintenance of the database of unit and achievement standards
See ‘The maintenance of the database of standards’
There are three utilities used to perform this task
a) Unit standards
Click ‘Manage Unit Standards’
b) Achievement standards
Click ‘Manage Achievement Standards’
¢) Updating via new NZQA files

Click ‘Updating via new NZQA files’

3. The connection of the standards to the subjects via which they are offered.
Click ‘Connecting standards to subjects’

4. The connection of each of the standards attached to an option to a column in that
options’ markbook and the creation of dossiers for each of the subject teachers.

See ‘Connecting standards to columns and the creation of teachers’ dossiers’.
Click ‘Specify Markbook Details’.

5. Student billing — for the fees associated with NZQA qualifications
See ‘Student billing’.

6. The maintenance of students’ results and various other related details
See ‘Students’ standards.

7. The submission of students’ results to the NZQA
See ‘Submitting results to NZQA'.
These are the main processes. There are several others available which may be used.
These are:
8. Global processes associated with the NCEA results and utilities

MUSAC © 2014 NZQA Utilities Page 2
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See ‘Global processes’ including:

The removal of standards from students
Updating the database from the markbooks
Identifying unattached standards
Identifying ‘Phantom’ standards

Changing a version number

Global zaps — which include

. the zeroing of all fees for the new year

. the setting of the ‘Withdrawn from all standards’ flags to ‘Not withdrawn’
) the removal of benefit information from all students

. the setting of all leavers to ‘Withdrawn from all standards’

Context checks
Printing financial assistance application forms

9. The printing of lists and analyses for students’ results

See ‘Printing Utilities’

The final three topics are all dealt with in the same section.
10. The importation of data from files received from the NZQA

See ‘Imports, Checks and the NZQA website’
Click ‘Imports from NZQA’

11. The checking of the validity of a range of settings

See ‘' Imports, Checks and the NZQA website’
Click ‘NZQA Checkilist'.

12. Accessing the NZQA website

See ‘Imports, Checks and the NZQA website ¢
Click ‘Access NZQA website’

Other processes relate to CMTeacher and these are :

1.2

This section describes CM background functions and how information is stored in

The design of NCEA reports in CMTeacher
How the teacher uses CMTeacher to enter results

The structure behind ClassRoom Manager

ClassRoom Manager. This version of ClassRoom Manager is based on several Microsoft
Access databases which are:

cm.mdb which incorporates:

all of the CM data relating to students, including their NCEA results
the columns structures which form the basis of this data

the results held in markbooks

the option structures and option lines

the markbook definitions

MUSAC © 2014 NZQA Utilities
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subjects.mdb which holds:
e The subjects taught by the school
e The options to which they are attached
e The standards which are attached to these options
units.mdb which holds:
e The definitions of the unit and achievement standards
e their domains
o their fields
e their subfields
e the ‘providers’ involved in their delivery
sm.mdb in conjunction with Student Manager, holds:
further information relating to students but which does not directly affect the
requirements of the NZQA except for the optional storage of financial details
involved in the billing
The students’ results relating to their NCEA standards are stored (for extra security) in two
places within the database.

Firstly, they are stored in the markbook columns which are attached to the students’
subjects (their options and their core subjects). The markbooks’ column headings hold the
codes of the standards and the columns of the markbooks hold the individual students’
results.

Secondly, they are also stored in a separate table which holds details relating to each
standard taken by each student. As a result when it is entered into a markbook both
sections of the database are immediately updated. As a security measure, every so often
as a teacher exits from a markbook, its entire results are cross-checked back against the
NCEA table within the database.

The tasks fall into several categories which correspond to the processes and buttons listed

above. At various stages of the year the Administrator must carry out these tasks. This
user guide goes through each of these tasks in detail.

MUSAC © 2014 NZQA Utilities Page 4
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2 The Teacher’s View

What's in this Chapter?

Overview - What a teacher does to use CM
Signing on

Selecting a dossier

Electronic Markbooks

Documents

2.1 Overview - How teachers use CM

ClassRoom Manager was designed to make the entry of student results as easy as possible
for teachers.

This section looks at the basic processes which teachers use daily in ClassRoom Manager
for recording NZQA results. Briefly the main processes are covered; and a dossier
containing both a document, and an electronic markbook.

2.2 Signing on

The teacher must first log in entering their entry code and password as shown in the
illustration below.

& Welcome to MUSAC Classic 2010 X

‘-\f User Mame: |

’ |

‘ Cancel

lllustration 1 : Signing on

The fastest way to do this is to type in entry code, press <Tab> , type their password,
then press the <Enter> key twice (once to approve the password and once to proceed.

Click on the puzzle icon above the Absences tick on the left side bar. After a moment or
two the main screen for CMTeacher will be displayed, as follows.

Once through to the main screen the teacher will see their personal dossiers listed in the
top left corner. This teacher has a single dossier.

MUSAC © 2014 NZQA Utilities Page 5
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lllustration 2 : The main CM screen

2.3 Selecting a dossier

Teachers dossiers can be automatically created. These include their own students’
assessment entry documents that were selected in CM Admin > Assessment Tool Selector.
The illustration below displays the top left hand corner of the main screen. This teacher
has one dossier, named 12 Maths results 2004.

—_— e
2] 12 Mathz resulte 200

lllustration 3 : Selecting a dossier

You can see the full name of the dossier either by hovering over it or by widening the left
hand menu strip by dragging its edge further out into the screen (see below). Once the
dossier has been selected its contents are displayed in the second panel, as shown below.

B 12M 2004 MbK
baths results 2004, drt

lllustration 4 : The dossier contents are displayed

MUSAC © 2014 NZQA Utilities Page 6
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Focus on the first entry in the dossier, the electronic markbook 12MA 2004.

2.4 Electronic Markbooks

To enter this markbook, click on its name in the list of items in this dossier on the left of
the screen. The markbook is shown below.

CM Electronic Markbook : 12MA 2004 (10 students)

Mumber Tehr 9| [lock_h) 10 11| lock_h) 12 13| [lock_h) 14 15| [lock_h) 16 17| llock_h) 18
Test MaTHZ.1 MaTH2.2 MATHZ.3 MATHZ 4 MATHZ5
Date 9028401E 9028501E 9028601E 9028701E 9028801E
I awimurm

“wigight External External External External Internal
Formula

ARMOTT, LEIGH HELEN BT

CLEATOR, RICHARD ANTHONY BT
CRUSE, TERESA DOROTHY  |EBT
FINLAY, DANIEL BT
HOPKINS, JUSTIN 'wILLIAM BT
JENNINGS, CLARE GWYMNETH |BT
MALLON, CARDOLL LORENA ET
MCGILL, MATHAM GILMER BT
MCMEILLY, JOANKE MARIE BT
SINCLAIR. STEVIE DIANE BT

lllustration 5 : The electronic markbook for 12MA 2004

In the design of the dossier the request was made to include only the students in BT’s
12MA option and, as a result, the ten (unusual yes) students are displayed, and, by sliding
the horizontal scroll at the bottom of the screen to the right, some of the achievement
standard columns are visible.

When the standards were attached to markbook columns we left a gap of a single column
between each. We’'ll return to the reason for that in the last chapter which deals with the
various NCEA report formats in CMTeacher. In the bottom left hand corner of the screen is
a button labelled ‘Hide’. This can be used to hide the columns which do not have titles. The
effect of this is shown below.

%, CM Electronic Markbook : 12MA 2004 (10 students)

MNumber Tehr [lock_h) 10 | (lock_h) 12 | (lock_h) 14 |[lock_h) 16 | [lock_h] 18 | (lock_h) 20 | (lock_h) 22 | [lock_h) 24 | [lock_h] 26
Test MATH21 |MATHZ.2 |MATH2Z2  MATHZ.4 |MATHZE5 |MATH2E |MATHZ? |MATHZE | MATHZ.9
Date 9028401E| 9028501ME| S028601E,  9028701E| 9028801E| 9028301E| S029001E, 9029101E,  9029201E
b aximum

Wwieight External External External External Internal Internal External Internal External
Formula

ARNOTT, LEIGH HELEN BT

CLEATOR, RICHARD ANTHOMNY| BT
CRUSE, TERESA DOROTHY | BT
FIMLAY, DANIEL BT
HOPEINS, JUSTIM ‘wLLLaM BT
JEWNINGS, CLARE GWYYMETH |BT
MALLON. CAROLL LORENA, BT
MCGILL, NATHAN GILMER BT
MCHEILLY, JOANME MARIE BT
SINCLAIR, STEVIE DIANE BT

lllustration 6 : Just the titled columns are displayed
The teacher can now enter their students’ results by typing the letter of the result into the

relevant columns. If an invalid letter is entered then the small panel displayed below will
appear, prompting for a correct entry.

MUSAC © 2014 NZQA Utilities Page 7
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& CM Electronic Markbook : 12MA 2004 (10 students)

Number Tchr  [lock_h) 10 | (lock_h] 12 | (lock_h] 14 | (lock_h] 16 | [lock_h] 18 | [lock_h] 20 | [lock_h] 22 | [lock_h] 24 | [lock_h] 26
Test MATHZ1 |MATHZZ |MATHZ3 |MATHZ4  MATHZ5  MATHZE  MATHZ?  MATHZE8 |MATHZ29
Date 9028401E| 9028501E| 9028601E| 9028701E| 9028801E| 9028301E| 9023001E, 9029101E| 9023201E
b aximnuim

“w'eight Esternal Estermal Estermal Esternal Intemnal Intemnal Esternal Internal Esternal
Formula

ARMOTT, LEIGH HELEMW BT &

CLEATOR, RICHARD ANTHOMY| BT
CRUSE. TERESA DOROTHY  |BT
FIMLAY, DANIEL BT
HOPKINS, JUSTIN “WILLLAM BT
JEMMINGS, CLARE GwMETH |BT

Achievement Standard Codes

MALLON, CARDLL LORENA  |BT N = Mo credt

MCGILL, NATHAN GILMER | BT & = Achieved

MCMEILLY,JOANME MARIE |BT E' " ﬁ';‘uem

SINCLAIR, STEVIE DIANE BT E o Fefletlimel s I
# = Withdrawn

blank = Mot vet aszessed

Hide

lllustration 7 : The entry of valid results

If a student is not taking a particular standard (e.g. they arrived part way through the
year) then recording an ‘X’ against them indicates that they have ‘Withdrawn’.

il CM Electronic Markbook : 12MA 2004 (10 students)

Mumber Tchr  [lock_h) 10 | [lock_k) 12 |[lock_k] 14 | [lock_h] 16 | [lock_h]18 | [lo
Teszt MATH21 | MATHZZ |MATHZ23 [ MATHZ4 |MATH2S5 | M
Date 028401E| 9028501E| 9028600E 9S0287F01E, 9028801E|(
b airnuim

Weight Estemal External E sternal E sternal [nternal Tl
Forrnula

ARMOTT, LEIGH HELEM BT

CLEATOR, RICHARD ANTHOMY BT
CRUSE, TERESADOROTHY | BT
FIMLAY, DANIEL BT
HOPKING, JUSTIM %LLIAM BT
JEMMINGS, CLARE GWwHMETH | BT
MALLOM, CAROLL LOREMNA, BT
MCGILL, MATHAN GILMER BT
MCHEILLY, JOAMME MARIE BT
SINCLAIR, STEVIE DIAME BT

lllustration 8 : A student is not taking one standard

N.B. The ‘Maximum’ row in the titles has been used to report the number of credits
associated with each standard. An example of this is shown below.

B2 [lock_h) B3 B4 B5| [lock_h] BB B7 62| [lock_h] 69
1.1 MATHT 1 1.2 MATHT.2 MATHT.3
g 901 4702E Progress 901480=2E a014302E
0| Credits : 4 0| Credits : 3 Creditz : 3
0| External 0| Esternal Internal
M A ¥

lllustration 9 : The credits for each standard in the ‘Maximum’ row

MUSAC © 2014 NZQA Utilities Page 8
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From the entry of results for students’ standards to the entry of report comments. At the

bottom of the screen is a button labelled ‘Individual details’. Select a student by clicking

on their name in the left hand column of the markbook, then click ‘Individual details’. The
following shows the eight possible report comments.

. CM Electronic Markbook : 12MA 2004 (10 students)

Subject |12MA Teacher |BT Examination |
Midpear Marimum characters : 180 Comment 5 Masimurn characters : no limit
Comment 2 Maximum characters : no limit Comment & Maximum characters : no limit
Comment 3 Maximum characters : no limit Comment 7 b aximum characters : no limit
Cormment 4 b aximum characters : no limit Comment & b aximum characters : no limit
< Back | Mext » | Exit

lllustration 10 : A student’s individual details

To enter a report comment for the midyear report and, as can be seen above, the first
comment has been given the title ‘Midyear’, along with a maximum number of characters
(180). (This maximum has been set as an example for this user guide).
To enter a comment, click in the comment area, and the word processor will appear as
shown below. You have five possibilities here.
1. Type in the comment.
2. You can cut and paste a comment prepared elsewhere e.g. in another word
processor.
3. If you have been supplied with a bank of comments then you can select it by
clicking on the "..." button at the top of the word processor
4. Again, if you have been supplied with a comment bank and you know the code(s)
of the comments then you can hold down Ctrl and type the required code(s) to
have the comments corresponding to the entered code(s) appear.
5. Any combination of the above.

MUSAC © 2014 NZQA Utilities Page 9
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flels 1204 Teacher BT E zamination
nent 1 M gz

Word Processor

=i =] f|e|/|u|@|.]o]7]
nent 2 M
nent 3 M
nent 4 M
M.B. Mo check is possible to ensure that your entry will fit within the barders of the final printed text area.  Use Ctil-Tab ta tab within test

lllustration 11 : The word processor awaits

Type your comment (or use one of the other methods) into the word processor, as shown
below, and, when you have finished, click the ‘OK’ button in the top left hand corner of the

word processor window. The student’s preferred name can be entered into a comment by
pressing Ctrl-N.

Word Processor
oK | cancel | 107180 [aa |10 jﬂ B ‘ / ‘Q {a}‘ | D| T‘ §|§|§|% E‘Sp|

Leigh has worked extremely hard this last half year and | am delighted with the progress which she has made |

M.E. Mo check iz pogzible bo enzure that vour entry will fit within the borders of the final printed text area.  Use Chil-T ab to tab within test

lHlustration 12 : A comment is entered

Once you have finished, and clicked ‘OK’, the word processor window will disappear again
and the comment will appear in its slot on the markbook screen, as shown below.

M Electronic Markbook : 12MA 2004 (10 students)

Subject 12Ms Teacher ET

Midpear Maximum characters : 180

Leigh has worked estremely hard this last half vear and | am delighted with
the progressz which she has made.

lllustration 13 : The comment is displayed in the markbook
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2.5 Documents

The second item in this teacher’s dossier is a document titled ‘Maths results 2004.dmt’.

12Mé, 2004.Mbk,
baths results 2004, drt

lllustration 14 : The dossier contents

Click on the document in the left hand menu and it will be displayed on the screen.

I Maths results 2004.dmt  ARNOTT, LEIGH

Kairakau Primary School

Mathematics Data entry

LEIGH ARNOTT Year 9

12htA 2004 hATHE 1 I:l 1204 2004 MATHZ 6
12048 2004 hASTHZ 2 |:| 12042004 MASTHZ.T
12015 2004 W2THZ 2 I:l 12044 2004 MATHZ 8
12hia 2004 WATHZ 4 I:l 1204 2004 MATHZ 9
12048 2004 MASTHZ 5

Repaort comment

T

Leigh has worked extremely hard this last half year and | arm delighted with the progress whic
has made.

lllustration 15 : The document in ‘document mode’
This view of the document is known as ‘document mode’ as the document itself is visible
displaying the results for a single student. This document has been designed to display
selected results from the 12MA 2004 markbook. As can be seen in the next illustration, the
teacher can simply enter the student’s results directly into the document. This causes the
results to be stored directly back into the markbook and, in the case of NZQA standards
result, also back into the NZQA section of the database.
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1204 2004 MATHZ. 1 hut
12h 2004 MATHZ 2 E
12hA 2004 MATHZ 3 I
1205 2004 WATHZ 4 5|
12hA 2004 MATHZ 5 A

lllustration 16 : The entry of results via the document

At the bottom of the document is the comment, extracted from the markbook. To enter it

(or to edit it) click on the comment in the document and the word processor will appear,
displaying the existing comment, as shown below.

Leigh has worked extrermely hard this last half year and | am delighted with the progress which she
has made.

ARNOTT, LEIGH HELEN

oK | coneal | 107120 [are =l =] Fle BNEEENEEEEEEEY
Leigh has worked extrernely hard this last half year and | arn delighted with the progress which she
has made.

lllustration 17 : The entry of the comment via the document

That'’s all there is to entering results in a document. At the left hand bottom of the screen
is a dotted button, shown below, which leads to the display of the document in ‘grid mode’.

&dd Docurment E |

£dd Graph il |

1of 10 | e e S

14 Start E @& 7 | GfnzonUtites.doc - M...

lllustration 18 : The button to ‘grid mode’

‘Grid mode’ is where all of the columns from the document are displayed in a table, along
with all of the students in the dossier. (In this case — the students from the 12MABT option
class.) Results can be entered directly into the grid. At the right hand end of the grid is

the ‘comment’ columns and our first student has a comment, as indicated by the ‘(... )’
showing in the cell below.
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12002 2004 MATHZ 4 | 12044 2004 MATHZ S | 120425 2004 MATHZ 6 | 12022004 MATHZF | 12045 2004 MATHZ 8 | 12022004 MATHZ.O | 12048 2004 hidyear 'y
Configure Filter
ARNOTT, LEIGH [
CLEATOR, RICHARD EI
CRUSE, TERESA
FINLAY, DANIEL

HOPFKINE, JUSTIN
JEMNINGS, CLARE
hALLON, CAROLL
RMCGILL, NATHAN
RMCHEILLY, JOANNE
SINCLAIR, STEWIE

HEEIELEES

=

lllustration 19 : The document in ‘grid mode’

To adjust the comment in ‘grid mode’ click in the relevant cell and, once again, the word
processor will appear, displaying the comment, where, once again it can be entered or
edited.

12014 2004 MATHZ 4 | 12042 2004 WAATHZ S | 120422004 WATHZ 6 | 120 2004 MATHZ.T | 1204% 2004 MATHZ 2 | 12045 2004 MATHZ .9 | 1204 2004 hidyear
Configure Filter
ERHOTT, LEIGH ) T
CLEATOR, RICHARD M
CRUSE, TERESA
FINLAY, DANIEL
HOPEKINE, JUSTIN - e
e oK | cancel | 107180 [ o <] Fle|s|ufw| .| o] =| & 1= | 5p zn

MALLON, CAROLL

Leigh has warked extremely hard this last half year and | am delighted with the progress which she
has made.

lllustration 20 : Entering a comment in ‘grid mode’

Finally, you will remember that the comment had, in this case, a maximum of 180
characters. As the comment is typed, the number of characters used is displayed at the
top of the word processor, as shown below. A limit of zero characters is equivalent to no
limit at all, and it is understood, that the actually limit in this case is some 23 billion
characters.

wel | 107180 | Arial

wotked extremely |

lllustration 21 : The number of characters entered

If, instead of typing in a comment, the teacher had selected a previously designed
comment supplied to them via a comment bank, then the following illustrates the process.
When this dossier was created it included a Mathematics comment bank and we shall
select a comment from the bank. If we knew the ‘Link’ code of the comment we wished to
use we could simply hold down the ‘Ctrl’ key and type the comment link (e.g. M102) and
the comment would appear in the word processor.
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Mathematics

“Y'ou can stretch the right hand
. - oK
side ta enlarge the display area.

lHlustration 22 : The comment selector

However, not knowing the comment links we must click on the ‘three dots’ button (labelled
‘...) in lllustration 19 above, and the comment selector will appear, displaying the name of
any available comment banks. Click on ‘Mathematics’ and the relevant bank of comments

will appear. The small message at the bottom of the comment selector’s first screen is a
reminder for using the mouse to resize the window.

(=1

k003 Finally, here iz a third comment concerning {em.name["'3""} Maths ability.

Proceed Cancel

Illustration 23 : Selection of one or more comments.

One comment above has been selected and, after clicking ‘Proceed’, the selected comment
is added to the word processor, as shown below.
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BISHOP, ADAM RUSSELL

0K | cares | [aial <o =] Fle|/|u]t

ADAM is rather startling at Maths.

llustration 24 : The selected comment

To add to this basic comment:
BISHOP, ADAM RLUSSELL

0K | caneal | [l <[ jﬂﬂ|;|g|{a}|...|D|T|§|

ADAM is rather startling at Maths but | would be more startled is his behaviour was
acceptable |

lllustration 25 : An altered comment
Subject to the allocation of rights, the teacher can do a whole lot more in CMTeacher.
It is most important to exit correctly. If you turn your computer off then you run the very

definite risk of damaging the database. Please ALWAYS exit politely. Please use the exit
button. This will ensure that the database is closed correctly.
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3 Management of Options and Markbooks

What is covered in this chapter?

Overview of the tasks involved

Overview of options and columns
Option columns
Maintaining option structure(s)
Delete a set
Creating the year’s markbooks
Allocation of subjects to students
Linking students to their markbooks

3.1 Overview of the tasks involved

Your goal is to have the options in place and attached to students who will then appear in
the associated markbooks.

Your tasks are :
e to put in place the option structure or structures for the new year
e to create the necessary option columns which will hold the student’s choices
e to allocate students to their choices from these options
e to prepare the new markbooks for the year
e to attach students to their markbooks

3.2 Overview of options and columns

From the Student Manager Configure Settings menu, click ‘Timetable Option Details. This
is where secondary schools (and some intermediates and primaries, who use core classes
to generate electronic markbooks for the purposes of ClassRoom Manager) set up their
sets of option lines.

This section is also dealt with in the ClassRoom Manager user guide which deals with the
same topic.

3.2.1 Options — structures and students’ columns

Should primary and intermediate schools read this? It is not uncommon for these schools,
once they see the usefulness of electronic markbooks to wish to have the same facility. If
this is the case then read on.

In a secondary school students take some subjects where they remain in their form class
groups.
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These are normally the ‘compulsory’ subjects, such as ‘English, Mathematics, Science,
Social Studies, Art, Music, Physical Education and others at year 9 and year 10. These are
known as ‘Core’ subjects. These can vary from school to school.

Students also take subjects which they choose from a list of available possibilities, such as
History, Information Technology, Home Economics, Biology. These are known as ‘Option’
subjects.

In some schools the boundaries are blurred. Some ensure that ALL junior students take a
wide range of ‘compulsory’ subjects in their form class groups while others split into
different groupings (via streaming) for subjects such as English and Mathematics.

There are some ‘golden rules’ for the successful management of students’ subjects in
ClassRoom Manager and Student Manager.

If ALL students remain in their form class for a particular subject and remain in that group
throughout the school year then it is safe to treat this subject as a ‘Core’ subject.

However if even one student is separated off into other than their form class for a
particular subject, it is safest to consider this as an ‘Option’ for ALL students at that level.

Many schools have their students in one selection of subjects for part of the year and allow
students to change to a different selection at another time. Some schools allow for this
sort of change several times each year.

When students select their subjects from lists of possibilities, on subject from each list,
then these lists are known as ‘option lines’ and a particular set of lists which operates at a
particular time is known as a ‘set of option lines’ or a ‘set of options’

Some schools operate more than one set of options in a year, sometimes changing at mid-
year and sometimes changing each term. Generally, the ‘Core’ subjects remain fixed
throughout these option changes.

Students take ‘Core’ subjects and they also take ‘Option’ subjects. At the senior levels it is
not uncommon for every subject which a student takes to be selected from option lines.
These students take no ‘Core’ subjects. (They may take compulsory subjects (such as
English) but they do so by choosing from option lines.)

3.2.2 Option columns

The creation of suitable set(s) of columns to hold students’ choices is dealt with later in
this section.

In ClassRoom Manager the core classes taken at each level are treated as an extra set of

options, in that a set of columns must be created for them and the students core subjects
imported into these columns.
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The plural ‘sets’ has been used frequently above. It is, however, the norm for a secondary
school to have ONE set of options which lasts all year. Students’ choices in this option set
are imported in to a single set of option columns.

Option columns are a little different to ordinary columns in the amount of information
which can be stored in them. They can actually hold up to two hundred results and eight
report comments for each student.

Only one set of options can, at any one time, be the CURRENT set. More than one set,
however, can be currently active. Half way through a year in which you plan to use four
sets of options you may have two sets which have been activated and, probably, the
second set will also be the current set.

The main screen is shown below.

. Option configuration

Adjust Options Sets
Delete a Set

Column Creation

Connecting
Columns to Sets

Connecting Core to
Students

Connecting
Subjects to
Markbooks

lllustration 11 : The option configuration buttons

On the way in you may receive the following warning:

¥ou do nok yet have an option set connected ko a colurn set Far this vear

lllustration 12 : Upon entering Option configuration

This indicates that you have not yet completed your work in this area, and need to take
the following steps to prepare for the new year.
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To create one or more sets of columns to hold the student’s subjects, click on the third
button on the left. This brings us to the column creation screen, shown below.

Assigning sets of option lines to sets of students’ option columns
During a year you may operate more than one set of options. Each set should be stored in its own set of option columns,

Year | 2011 =
Option column set. .. | ...is connected to.. |S131L|5 | Blank Lines 2011
Set 1 Blank Lines 2011 Active Options 2011
Set2 2011 Semester 2 Active 2011 Semester 2

To spedfy a connection, select the column set on the left hand Help! Explain all This!
display, then select the option set from the right hand display. )

M.B. Only those sets which have been connected to column sets will be available on each students
option-attachment screen. To create a new column set dick on the third button at the left of this screen.

Illustration 13 : The column set creation screen

Ensure that the number of sets requested is correct. This is done in the centre of the
screen, as shown below.

Total no, of sets: 2 Change to @ @
Year : | W11 |Z|

Year category : 2011 FOUND

Once done, click on the buttons and the sets will be created, as shown below.

Sets found for 2011

Set 1 [Linked to Blank Lines 2011]
Set 2 [Linked to 2011 Semester 2]
Set: come

lllustration 15 : The sets have been created
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Now that we have our columns, (required later), move to the sets of option lines from
which students make their subject choices.

3.2.3 Maintaining option structure(s)

Most schools use MUSAC’s Timetable Assistant to design their timetable and our program

exports the finalised design(s) directly into the Student Manager database, the same one
as that used by ClassRoom Manager.

So, if you've already done all that then skip this step.

From the Configure Settings menu > Timetable Option details, click on ‘Adjust option sets’,
and the following screen will be displayed.

o1t [+] [201

You may change the name of this set by editing the title

This is the CURRENT set

Semester 2

[l (oo Jrers o] Cwmi]

Sortlines on change [7]

The 2011 Semester 2' set of options is connected ta Option Columng set @ 2

This set s 'ACTIVE'

Euak;;ads Option subjects The format for options is & 6-character subject code followed by a teacher code.
SENG u Tch v Tch w Tch X Tch ¥ Tch Z Tch A Tch B Tch C Tch D -
aMaT P4 Inactive «F  Active «F Active . Inactive . Inactive ¥ Inactive . Inactive 4, Inactive . Inactive 74, Inactiy
95CI SGRA DUF  9TSK DUF STSK DUF SGRA DUF  9TSK DUF  SGRA
950C SMUS DAY SDTF WES SMUS DAY SDTF WES SMUS DAY SDTF
SPED SOTT GRY 9JAP MCK SMAQ PIR.  SJAP MCK 9TIK PIR 95PN
SHTH SCMP RDK  SPER EDS SCMP LEW SART LEW SCMP LEW 92777
SMAC PIR 9ART LEW
] m b
Print this Year I [ Print Set I [ Make Default Set ] l Create set for 2011 ] l Create set for 2012
Save and Close ] [ Close

lllustration 16 : The main option maintenance screen

This is the main option maintenance screen. On it are displayed the ‘default’ or ‘current’

set of options.

At the top of the screen are three popup lists from which you can select:

MUSAC © 2014
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1. The year for which you wish to examine options

o [

You may change 1

This is the CURRE

Core C
Adjust Options Sets subjects
SEMG L

lllustration 17 : Selecting the year

2. The set of options from that year

EEE  [+] | 20115emester 2 B2
You may change the name of this set by editing the title Confirm Change.

lllustration 18 : Selecting a set of options for the selected year

3. The students’ year level which you wish to view.

Cves s [o](vemo]

Saort lines on change [

lllustration 19 : Selecting the year level

And, at the bottom of the screen, the buttons:

Print this Year I [ Print Set ] l Make Default Set ] [ Create set for 2011 ] [ Create set for 2012

If your second of the popups, the option set, is blank then you have not yet created any
sets for the current year and you have two possibilities open to you:

1 If you have a suitable set of options from the previous year then you can copy
them to the new year. Set the ‘Year’ popup at the top of the screen to the previous year,
select the set you wish to copy from the second popup, then click on the fourth button at
the bottom of the screen. Choose to duplicate the currently displayed set, or begin with a
new blank set.

Do wou wish bo copy the current set of option lines?
If not then vou will begin with a blank set.

Mo Cancel

lllustration 21 : Copying a set for the current year

Click ‘Yes’ to proceed and the new set will be displayed, and you should then, at the top of
the screen, give it a suitable name.
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- |New zet name - pleaze editl ﬂ
thiange the name of thiz et by editing the fitle above  Confirm change.

:HOT the curent zet Thiz zet of options iz not yet conr

lllustration 22 : The new set needs a name

Type in the new name and click ‘Confirm change’.

2011 Semester 2 E

the name of this set by editing the title Confirm Change.

lllustration 23 : The new set has a name

2 Your second option is to click the same button WITHOUT returning to the new year
to retrieve a previous set of options. The same choices will be presented to you (although
it would make sense to select the second option — to start with a blank set of option lines)
and , having created the set, you should name it as shown above.

Each set of options consists of twenty five columns (lines) of possibilities for each of your
specified year levels.

The lines are named using single letters of the alphabet, as shown in the illustration below,
which also shows that you can turn individual lines at each level either on or off — active or
inactive.

I rar optiohs 15 a b-character subect code followed by a teacher code.

Tch C Tch ] Tch E Tch F Tch E] Tch
o Active . Inactive . Inactive . Inactive «F Active

PS 9TE 5T

WS

lllustration 24 : Active and inactive option lines

Inactive options can be excluded from multi-option reports. Many schools do rotate their
options during a year, particularly for junior classes, but do so using just a single set of
options for the whole year. During the year particular lines are made inactive while others
are made active.

Enter each of the possible options into the grid. Each option consists of a subject code (up
to six characters in length) and the code of the teacher teaching it (two or three characters

— it pays to use one or the other consistently throughout your school).

An example of a set of year 11 options is shown below.
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A Teh B Teh C Tch ] Tch E Tch F Teh
w# Active o Active o’ Active ¥ Active o Active " Active
114, WU 11U 04  11HE BC 11hdbd BT 11AT ka4 11CF BT
11EG Pk 11MS k& 11EC WS 11MD P& 11HO JS 11AT KA,
T1wh P& 11CL MC 1145 kE 11D HF 1155 ED 11MA R,
11EG RT 11TD o 11GE 5T 1WD MO 11T FS  11LE PT
11GE FT  11EG HG  11LM MO 11MD DM 11EG Ak, 11HE JA
11HI MO 11EG Gl 11EG SK 11MD v 11EG ST 11GE TH
TS o 1155 SM 1155 TH 11WD PE. 11LM T 11AC HG
115C DM 11k CL 114 MU 11D Ra  11Ma Sk 115C (]
T4, Ra  115C ME. 115C Bv 11D FT 115C T 11EG FO
1Y W 11AC a5 1w WT  11EG Ak, 1GE GF  11ES A5
T4, BT  MNTw WT  11MD P

lllustration 25 : A set of option lines at year level 11

On the left where any ‘core’ subjects are to be listed, remember, a ‘core’ subject is one
taken by EVERY student in the given year level, generally in their form class groups. If a
SINGLE student takes the subject outside of their core group then you should make the
subject an option and provide it with a new line of its own.

In the example below the core subjects for year 9 have been listed. However, a potential
problem has been created. 9MU has been listed as a core subject, but you can also see it
in the first option column. Clearly, this will cause confusion, certainly at the time of
Ministry returns — where ALL students take 9MU by virtue of it being a core subject, but
some also take it as an option. If this is, indeed, your situation, then you should rename
the option to something which will distinguish it from the core.

Core Optic
subjects subje
9EG o
A A Active
35 |atD
BL | qww
9rPE aTy
SRl E-'o ]
9ES A
4L amU

7Y

lllustration 26 : Addition of the core subjects

At the top of the screen is an information line giving you further information about the
status of a particular set.

This is the CURRENT set The ‘2011 Semester 2' gat of options is connected ta Option Columns set: 2 This set is 'ACTIVE'

lllustration 27 : The information line

Once you have your first set of option lines, you should first click ‘Save changes’ at the
bottom of the screen. If you receive the following warning then the duplication of one or
more subjects between the core and the option lines has been identified.
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¥Warning - a conflict exists between core and option classes!

“'ou may not hawe subjects which are in bath the core and the option
structure. Core subjects are deemed 1o be compulsory - taken by ALL
students attheir lewel.

If & subjectis in both the core and an option line then the students involved
will be double-counted in the Ministry Returns. The Ministry rules present
returns from being completed when this is the case.

Identified subjects ; 9kl

Please take steps to correct this situation before
proceeding with the various NZQA procedures

lllustration 28 : A clash is found

After clicking ‘Proceed’, you will be given the chance to have the offending code(s)
removed from the core, as shown below.

A LA L L L e ]

= CMAdmin

A5c wuinc owGp s w vuncu uns anuuuon wondl

lllustration 29 : The offer to remove the clash(es)

Options cannot be saved while one or more option subjects also appear in the core list.

Once the set has been saved, you can still not make it the ‘current’ (or ‘default’) set.
Before you can do this, it must be connected to a set of option columns. This is why we
created our column set(s) in step 1 above.

To make the connection between our newly designed set of option lines and the previously
created set of option columns, click on the fourth button on the left of the screen and you
will arrive at the connection screen which is shown below. In the example I have two sets
of option columns shown on the left, Set 1 and Set 2, and two sets of option lines have
been created, named ‘2004 options — first half year’ and ‘2004 options — second half year’,
and we shall establish both connections.
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Assigning sets of option lines to sets of students’ option columns
During a year you may operate more than one set of options. Each set should be stored in its own set of option columns.

Year | 2011 =
Option column set... | ...is connected to.. |S131L|s | Blank Lines 2011
Set 1l Blank Lines 2011 Active Options 2011
Set2 2011 Semester 2 Active 2011 Semester 2

To spedfy a connection, select the column set on the left hand | Explain all This!
display, then select the option set from the right hand display. Help!

M.B. Only those sets which have been connected to column sets will be available on each students
option-attachment screen. To create a new column set dick on the third button at the left of this screen.

Illustration 30 : The connection screen

Establish the connections between the sets of columns, shown on the left, with the
unconnected sets of options, shown on the right. To do this, first click in an empty space
alongside one of the sets of columns, then select the set of options which you wish to
connect to that set, as shown below.

When you click on a column set on the left, the only option sets displayed on the right will
be that one already connected to it, along with any currently unconnected sets.

Finally, all that remains is to return to the first button to re-establish that the current set is

tak.e thiz the default zet

actually active. Return to the first screen and click the button

As a result, the current set will now also be active, confirmed in the top line.

The status aof this set has also been confirmed as ‘Ackive’

lllustration 34 : Our set is now active

This is the CURRENT set The '2011 Semester 2' set of options is connected ko Option Columns set : 2 This set is 'ACTIVE'

lllustration 35 : The information line
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Buttons in the bottom row, and on the left side allow you to :

= Print the currently displayed set of options for just the year level selected.
= Print the currently displayed set of options for all year levels

3.2.4 Delete a set

Set/s of options which you do not intend to use during the year can be deleted. If so, click
the second button on the left of the screen; select the set to be deleted from the popup list
which will be displayed, as shown below.

This process is not to be undertaken lightly! Please ensure that you know what you are doing.  Ifin any doubt at all
then make a backup before proceeding.  You may Mot delete the Currently Active set of option lines. If you wish to do
so then you must first make a different set of lines the currently active ones.

Blank Lines 2011 E

Delete Selected Set]

lllustration 36 : Deleting a set of options

Delete the spurious set created earlier and confirm the deletion by typing ‘yes’ in full.

Type "es' to confirm

o

F'ru:u:eed| Cancel |

lllustration 37 : The final confirmation

3.2.5 Creating the year’s markbooks

The next task is to create the markbooks for the new year. Click ‘Specify Markbook
Details’. Each markbook consists of a number of its parameters e.g. :

name (e.g. 12MA 2004)

connected options (e.g. 12MA)

reporting title (e.g. 12 Mathematics)

comment names (e.g. Mid-year)

border colour (e.g. orange)

Click ‘Specify Markbook Details’ for the markbook management screen, shown below.
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v | Make just 2004 markbooks curent

lllustration 78 : Create a year’s markbooks
See ‘Create a year’s markbooks’. Note that the left side of the screen is empty as no
markbooks have yet been created for the new year.
Click on the indicated button to display the markbook creation screen.

Select all unconnected books

Froceed Cancel

Illustration 79 : The markbook creation screen

On the screen above the correct year has been selected, as has the first of the year levels
for which markbooks are to be created. The subjects found (in the current option set
imported recently) are listed. These include both core and option subjects.

All you have to do to create the markbooks is to click on the ‘Select all’ button, then click
‘Proceed’. The markbooks will be created and a short confirmation will appear.
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Step 3

i+ Either zelect the subjects for which you
wigh b create markbooks

f'ou may include more than one subject in a
particular markbook. To do go, zelect OME of the
subjectz here and attach the athers by adjusting
the properties af that subject's markboak, once
the markbook[z] have been created.

De-zelect all

0 Or Copy any existing m

from the presvious year,
their columns and prop

Increated markbook.z
kake new markbookz

Exclude all connection
standards

Exlzude colurnn headir
between colurmng [inch

and

Step 4 “vou may hay
b arks Analysiz colurmn:
pre-allocated.

Do not pre-allocate ary

17 markbooks created, fha

Illustration 80 : The markbooks are created

Repeat the process for the other year levels, and you have completed your third task for

the start of the year.

In the illustration above we took the quickest route. However, it can be quicker by
selecting the option on the right of the screen, to copy the definitions of last year’s

markbooks for the matching subjects.

In the screen below you can see that, at year 10,

there were twelve matching markbooks from the previous year.
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Step 3
(" Either zelect the subjects far which you O copy any exdisting rmarkbooks
wizh to create markbook= from the previous year, duplicating
10T theirr columns and properties.
100l IUnereated markbooks found ; 12
10CP b ake new markbooks cument v
1och Eelids 3l e
10FR wclude all cannections ba v
10HE standards
10HO Exlcude column headings
105 between columns [inclusive)
10K
10Mws | end |
107D
10T

Yo may inchude more than one subject in a
particular markbaok. Ta da 2o, zelect OME af the
zubjectz here and attach the athers by adjusting
the propertiez of that subject's markbook, once
the markbook[z] have been created.

Select all unconnected books

lllustration 81 : The duplication option

To copy these, including all of their column definitions (a big time saver!), click on the
option button at the top right section, make your selection from the choices shown :

¢ Make the new markbooks current

e Exclude all connections to NZQA standards

e Exclude column headings between two nominated columns

Once you have made your choices, click ‘Proceed’ and the markbooks will be created.

Please note that, because teachers may change from year ko vear, individual teacher's column definitions were not duplicated.

lllustration 82 : Teacher-specific columns not copied
The message above, which appeared after the markbooks were copied, informs teacher-
specific column headings were not copied — as teachers generally change from year to

year, and those remaining almost certainly would wish to use a new set of column
headings.
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Step 4 You may have the bwao sets of
b arkz Analyziz columns automatically

pre-allocated.

Do not pre-allocate any Marks (s
Analyziz columng

Fre-allocate Marks Analyziz az -
columnz 1 -6

Pre-allozate Marks Analyzis az f"

calumnz |1 o B

lllustration 83 : Creating Marks Analysis links

A further option remains on the markbook creation screen — one which the vast majority of
schools will ignore. You can elect to pre-allocate the six Marks Analysis columns used for
that purpose in a few schools.

Finally, before leaving this section, lets assume that there are TWO year 11 subjects which
we wish to include in the ONE markbook. They are, e.g. 11MA and 11MM. Unfortunately,
we’'ve already created a separate markbook for both, as we selected both when the
markbooks were created. The first step is to delete one of the definitions, and it's going to
be 11MM.

Select 11MM from the list of markbooks and click on the ‘Delete selected markbooks’
button near the top of the screen, as shown below.

11M4 2004 _
11D 2004 oy ‘ﬁ
markbooks *

11M5 2004
T1R11 20N4

lllustration 84 : Deletion of the 11MM markbook
Before the markbook is deleted, a check is made to count the number of students
currently attached to it. While it is possible to successfully delete a markbook which has
students attached (temporarily leaving their subjects and their results) floating
unattached, then subsequently attach the subject to another markbook and have the
students and their marks reappear in the new markbook, it’s always better to avoid the
risk of losing connections by thinking ahead. The following warning appears before the
deletion proceeds, allowing you to cancel.

CMAdmin X

"j & kokal of 0 current students have options linked to 110MM 2004
L

Are wou SURE that wou wish ko delete this markbook? (all of the students'
links to this markbook will be lost!

(This may include students with mare than one entry in each option.)
Proceed to delete?

lllustration 85 : A warning about selected students
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Clicking ‘Yes’ will cause the 11MM markbook to be deleted. Now we have to add 11MM to
the definition of the 11MA markbook. To do this select the 11MA markbook from the list

T1HO 2004
11LE 2004
11LM 2004

M4 2004
11D 2004
11W5 2004
11kU 2004
17k 2004
115C 2004

Illustration 86 : Selection of the 11MA markbook

Next, click on the ‘Next’ button at the bottom of the screen. This button becomes visible
once a markbook has been selected from the list. It provides access to the various
parameters which make up the definition of the last markbook selected.

The first screen, shown below, is the one in which we are interested at this stage.

Subject(s) attached to the selected markbook

Subject : 114 2004

Currently Active ; [ Click on those optionz [taken from the curent zet of option
lines] which wou would like ta add ta thiz markbook. Clicking
on an already zelected option removes it

Currently attached options Select frarm level : ‘ear 11 j

T1HA 11kA 11D
11EG 11k
I T1AT
11GE 11HO
11HI 11CP
11k 11LE
115C 11ES
1T 11AC
110U 11T
1145 11HE
11CL 11EC
11TD 1145
1155 11LM

lllustration 87 : Selection of the connected options

This screen shows that only 11MA is connected to the 11MA markbook. By clicking on
11MM, it is subsequently attached to the 11MA markbook as well, as shown below.
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Currently Active ; [ Click an thoze optionz [taken from the curent zet of option
linez) which you would like to add to thiz markbook. Clicking
on an already zelected option removes i,
Currertly attached options Select fram level - |Year 11 ﬂ
11k 11k 11MD
11k 11EG 11 kA
I 11AT
11GE 11HO
11HI 11CP
11k 11LE

lllustration 88 : The 11Maths markbooks is now connected to two options

This brings us to the end of our discussion of the creation of markbooks for the new year
and completes your third task.

3.2.6 Allocation of subjects to students

Most schools have already done this using our Timetable Assistant. If not, then, in Student
Manager, you must visit each student and attach to them their particular choices for the
current year, or part thereof. This task is described in full in the Student Manager manual.
The screen below is the one with which you will become familiar.

=i Option details

Student : ARMSTRONG, JENNIFER JOAN Year: 11
Selected option et . |2DD4 options - first half year [attached to column set 1) ﬂ ‘Year : |2DD4 ﬂ Stﬁctlzi?:i:ajobig th’ltglsgtasd 0
Student’s curent options Select options from : these markbook via CHadmin
Lire | Option Piri | Markbook, -~ Year 10 “rear 11 - Year12 Subject Markbook A
1 |11EG_PK 11EG 2004
2 | 1155_5M 1155 2004 Key | Option Mo, | Markbook A
3 [ 1145 MK 1145 2004 A 11MM BT 0 114 2004
4 B | 11MD Pa 9 11MD 2004
] C | 11MD HP 9 11MD 2004
& D 11MD MO 9 11MD 2004
7 E | 11MD DM 9 11MD 2004
3 F |11MD DV 9 11MD 2004
3 G 11MD PR 9 11MD 2004
10 H [ 11MD R 9 11MD 2004
11 I [11MD PT 8 11MD 2004
12 JTEG Ak 16 11EG 2004
13 K
14 L
15 M
16 N
17 n]
18 P
19 1]
20 R
2 5
22 T
23 ]
24 Y v
25 v W v |£ ¥
Fir all Save changes | Recount Vi sizr eEs miEmises e el Wieww all of student's option sets
on the number column abowve

lllustration 89 : The option entry screen from Student manager
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In the screen above you can see that we are part way through the process of attaching
Jennifer’'s options. There are three ways to enter these options.

The slowest way to do this is to click in the empty option spot displayed on the left.
Option 4 has been clicked — causing the Year 11 options from the fourth line to be
displayed in the centre panel. Then click on her chosen option from this line. It will be
added to the display on the left and, at the same time, the markbook connected to the
selected option will be displayed in the fourth column of the left grid.

A faster way to make these entries is to have produced them in terms of the option line
NUMBER (rather than its letter) and the student’s choice in each line as a letter. These
correspond to the number and letters in the left hand side of each of the displays above.
To enter a set of options simply type the number/letter combinations, e.g. 1G2E3A4F....
etc.

The quickest is to have had them allocated using MUSAC’s Timetable Assistant, in which
case the export process from that package will have already caused them to appear on
each student. Whether or not each was linked to it's relevant markbook depends on
whether or not you had made the option set ‘Active’ at the time of the export from
Timetable Assistant.

If your set was NOT active then you must proceed to step 5 below.

You must proceed to step 5 anyway, as the core subjects are NOT automatically attached
to their markbooks as it is simply assumed that each student at a particular level is taking
all of the core subjects specified at that level.

3.2.7 Linking students to their markbooks

Return to the fifth button on the main option maintenance screen, which we bypassed
earlier in this section. This button accesses a utility provided in Student Manager and is
also provided elsewhere in CMAdmin — under the ‘Specify Markbook Details’ button which
appears both on the ‘NZQA Utilities’ screen and the ‘Other Utilities’ screen.

Clicking on the fifth button on the Option Maintenance screen you will reach the connection
screen displayed below, which has three buttons.

Core
farkhook @

Attachments

Ciption
Markbook @

Attachments

Exit

HZQRA

lllustration 90 : The options for connecting subjects to markbooks
1. The connection of core subjects to their markbooks.
To demonstrate this | disconnected my students from their markbooks for both core and
options and after several minutes of typing zeros | decided a sample was sufficient.
The screen below shows the results. There are now a number of year nine students not
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connected to their markbooks.

Subject | Markbook Attached Inattached
SEG S9EG 2004 71
Gk, ks 2004 71
955 955 2004
95C 95C 2004
9PE

Alter timetable link

Froceed to [relattach
unattached students

lllustration 91 : The core subjects have some unconnected students

To connect them, click on the ‘Proceed to (re)attach unattached students’ button.

But, before you do so, you should ensure that you are correctly connected to the current
timetable in Student Manager. The connection is shown on the right hand side of the
screen and, if it is not correct, click on the ‘Alter timetable link’ button.
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This will lead you to the timetable link window, shown below.

= Path identifi... [= |[B)X]
Fleaze identify the path to Timetable

Timetable selection details | = LI

|%E:\

Exit

unattached students

That'z itl | Cahcel

lllustration 92 : Linking to the current timetable directory

Identify the timetable path. Once you have established the path (\ttsm), the timetables
found at that location will be displayed, and you can make your selection, shown below.

Timetahle selection details

CATTEN

TEACHERS B

TEACHERS.533

TEACHERS.540
TEACHERS.541

TEACHERS.571

tachers 5ai unattached students
teachers.5al

Teacherz.5ad
TEACHERS B4

lllustration 93 : Selecting the timetable
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Now you can proceed to attach your disconnected core subjects, below.
Markbook attachments for Core subjects in 2004
Current situation Current et : 2004 options - first half year in 2004

Select thoze subjects which vou would like to process

| order to be able to identify the

Level Subject | Markbook | Aftached | Unattached | :
teachers of each core clazs, a link
3 |G SEG 2004 i a muzt have been established to a
9 |9 rdd, 2004 Fal 1 current timetable.
3 |555 955 2004 71 1]
3 3C 3502004 L 0 Timetable path : CATTE,
3 |SPE 9FPE 2004 127 1]
9 | 59AT 9aT 2004 70 1]
9 |9ES 9ES 2004 120 0 Timetable number ; 4

CMAdmin | Aler timetable link

& total of 210 students were atkached to markbooks

9ES

Proceed to [relattach
unattached students

lllustration 94 : The core subjects have now been attached
The core are now all in their markbooks.

2. Connection of option subjects to their markbooks

When you click on the second button you will receive the following message as the main
screen is displayed. It draws your attention to the fact that you can right-click on numbers
on the option attachment screen.

Right-click on unattached numbers to either view students or atkache separately

lllustration 95 : An alert concerning the use of the following screen
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Option Markbook attachments

Attach unattached ta
2004 aptionz - first half year

ear 2004 - Level -
- All levels
O pticr M ark boak: Col Set1 [vear g
2004 aptiofv'ear 10
Attached PAEINN]

0 Year 12
114G 114C 2004 17 earld
114R 11k 2004 7 4]
1145 11A5 2004 2 3
11AT 11AT 2004 10 1
11CL 11CL 2004 K] n
11CP 11CF 2004 17 1]
1EC 11EC 2004 1] 1]
11EN 11kA 2004 53 20
11EQ 11EG 2004 G5 a2
11ES 11ES 2004 a 1
11F0 11T 2004 7 a
11FR 11U 2004 16 1]
11GD 11whed 2004 1 2
11HE 11HE 2004 a K]
11HO 11HO 2004 a 1]
114 11GE 2004 €1 ]
11LE 11LE 2004 1 1]
11LH 11k 2004 10 4
11D 11D 2004 17 Fil
11k 11kA 2004 1] 1]
11PE 115 2004 10 1]
1155 1155 2004 33 B
11D 11TD 2004 11 1]
11T 11T 2004 1] 1]
11WwWF 11HI 2004 3 2
11w T 115C 2004 52 11

Col Set 2

2004 aptionz - zecond half year

Attached IIhattached

0

o oo o oo oo oo oo oo oo o oo oo o o000

0

o oo o oo oo oo oo oo oo o oo oo o o000

lllustration 96 : There are several unattached options in the first set.

To see a particular year level’s option connections, select the required level at the top of
the screen. The connections for all of your sets of columns will be displayed. In the
illustration above, no students have yet had options recorded in the second set for the
year. Shown below is the small popup menu enabling you to identify students in each cell

of the grid.

4

[

£

1]

o

YWiew students
Atkach students

1o

0

lllustration 97 : The popup menu accessed by right-clicking a number
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Once you are ready to proceed, click on the green button at the top right corner of the
screen, and the various connections to markbooks will be made, after which the green
button will change, allowing you to use it to identify a further year level. Shown below is
the result of the connection process.

Option Markbook attachments

Year 2004 - Level ear 11 - Search for connections
Option b ark book, Col Set 1 Col Set 2
2004 aphionsz - first half vear 2004 aphong - zecond half year
Aftached Unattached Aftached Unattached

1] 1] 1] 1]
11AC 11AC 2004 17 1] 1] 1]
114R 11k 2004 12 1] 1] 1]
1145 1145 2004 4] 1] 1] 1]
11AT 11AT 2004 11 1] 1] 1]
11CL 11CL 2004 K] 1] 1] 1]
11CP 11CF 2004 17 1] 1] 1]
11EC 11EC 2004 1] 1] 1] 1]
11EM 11kA 2004 79 1] 1] 1]
11ED 11EG 2004 a7 1] 1] 1]
11ES 11ES 2004 9 1] 1] 1]
11F0 11Ty 2004 15 1] 1] 1]
11FR 11kU 2004 16 1] 1] 1]
11GD 11w 2004 K] 1] 1] 1]
11HE 11HE 2004 11 1] 1] 1]
11HOD 11HD 2004 a 1] 1] 1]
11J4 11GE 2004 36 1] 1] 1]
11LE 11LE 2004 1 1] 1] 1]
1Lk 11LK 2004 14 1] 1] 1]
11D 11MD 2004 ar 1] 1] 1]
11kt 11k44 2004 1] 1] 1] 1]
11PE 11M5 2004 10 1] 1] 1]
1155 1155 2004 29 1] 1] 1]
11TD 11TD 2004 11 1] 1] 1]
11T 11T 2004 1] 1] 1] 1]
11Ww/P 11HI 2004 ] 1] 1] 1]
11w T 115C 2004 B3 1] 1] 1]

lllustration 98 : All unattached options are now attached

Now we have reached the stage where all of the options have been configured, all of the
students have been allocated their options, all of the markbooks have been set up for the

year, and all of the students are connected to both their core and option subjects

markbooks.

You have completed your first major set of tasks for the year.
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4 Maintaining the database of standards

What is covered in this chapter?

Overview of the tasks involved

Managing unit standards

Managing Achievement Standards

Updating standards file links and accreditation statuses

4.1 Overview of the tasks involved

Your goal in this section is to ensure that your school has in its database of standards, the
latest versions of both the unit standards and achievement standards, and that any
changes made by NZQA have been recognised. NCEA Level 1 literacy is gained with a
minimum of specified credits through either:

e Unit standards — required number of literacy unit standards; or
e Achievement standards — Specified achievement standards available through a
range of subjects (minimum number of credits)

The requirements for NCEA Level 1 Numeracy were changed from 2014 and the current
required credits are met through either:

e Unit standards —numeracy unit standards specified; or
e Achievement standards — Specified achievement standards available through a
range of subjects (minimum number of credits)

Where te reo Mdori is used, identify current requirements for standards aligned with the
curriculum from 2012. New achievement standards developed for te reo Maori will be
eligible to count to the literacy requirement for NCEA Level 1. On the School Results
Summary and the Results Notice a statement will show that the requirement has been met
by achievement, or unit, standards — and whether the numeracy requirement was met by
achievement standards, or met by unit standards. Where the requirements have been
met by the student through both the unit and achievement standards methods, the
statement shows the requirement was met by achievement standards. Current information
is available from the NZQA site:

Level 1 literacy and numeracy requirements 2014 > NZQA

and for literacy requirements for university entrance:
Literacy requirements for university entrance > NZQA.
There are three tasks to be completed and each is accessed via one of the buttons in the

top row of the NZQA utilities screen :

The three utilities used to perform these tasks, and their buttons, are
1. Manage unit standards
2. Manage achievement standards
3. Updating via new NZQA files
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4.2 Managing unit standards

Many schools offer NZQA unit standards and these fit into the same database with the
same structure as achievement standards.

The NZQA supplies MUSAC with a text file of all of the currently available unit and
achievement standards, and updated versions are released as and when necessary —
usually about four or five times each year. Unit standards are constantly being modified,
with old standards lapsing and new versions being released.

The file supplied by NZQA contains all of the standards in order of their code and version.
There are thousands of unit standards and, to make your task manageable, ClassRoom
Manager enables you to extract just those which your school offers to your students.

To enable you to quickly find a particular unit standard you might wish to add to those
offered by your school MUSAC also supplies a ‘random access’ version of the same file.
This file makes searching for a standard very fast, finding any standard in about 10 ‘looks
rather than wading through them all until you eventually come to the one you want.

’

The main unit standards screen follows.

NZQA Unit Standards configuration

Standards currently available Sortby field [ Mumber 12344 Version 1 Expiry date

533 ME Add, subtract, multiply and divide whale number:
534 ME Convert ratins and percentages and calculate ra
535 ME Read and construct basic araphs and tables
536 O1E Calculate standard units of measurement

701E Demonstrate understanding of funchion propert
1233901E Usze complex algebra to zalve problems in ac ci
1234001E Analyze electrical networks using matrix algebr:

1234101E Graph functions using two dimenjsion_al F"Jlaf_ cc |Jze Boolean algebra ta set up, simplify and interpret logical
123440 E Usze Boolean algebra to et up, simplify and inte Expressions

1234601E Reprezent numbers and carmy out calculations i
Level 4 Credits 3 Save change

Title Use Boolean algebra to set up, simplify and interpret
logical expressions

Shart title [far reporting purposes]

Field SCIEMCES
wes, the standard selected iz not that Subfield b athematics
displayed - a= the ilustration has been Damain ALGEBRA

subzequertly attered to show the new - —
soreen format for the standard's Azzessment Internal ket permizssible M

details following changes by NZG0A Numeracy Qual, Literacy Qual, M

Frowider J |Tuatapere Cormmunity College Loz 01] j

Location )| Set wia pravider
Accredited res

Add new standard(z) | Delete selected standard(z] | Search for standards Firnd rest

cohtaining bext

lllustration 1 : The unit standards utilities tray
On the left of the screen are the unit standards currently in your school’s database of
standards (The name of the database is units.mdb)
The right of the screen displays the various details relating to the currently selected

standard. You select a standard by clicking on its title in the left list. Some of the areas
have a cream background. You may NOT alter these. You may alter those settings which
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have a white background. You can add or delete standards, and identify standards whose
description includes a nominated word or phrase.

The ‘Language’ of each standard is not displayed (except in a few cases where its presence
is used to distinguish standards from other text entries — e.g. in markbooks.) For example
— you will frequently see a standard referred to as e.g. 1233101E — the E representing
English.

In most cases your school will be the provider of each unit standard but, often your school
may submit results for students where the standard is offered by another provider eg. Red
Cross, or another school. Where this is the case you must nominate the alternative
provider by clicking the Utilities Tray panel with appropriate tabs and save the settings.

Add Standards | Check Markbooks | Check Options Prink .. |

School Provider N.E. You may have multiple instances of a provider with different locations
MOE Mo. | Provider Loc
58 MUSAC Demonstration 31,01,/2011 01

Select provider {or type into upper list)

0001 Te Kao Schoal ~
0002 Taipa Area School
0003 Kaitaia College

In the case where some but not all of your students taking a particular standard are
‘provided’ by your school then enter your school as the ‘default’ provider here. Later, as
you will see, it is possible to have a different provider specified for individual students for
particular standards. It’s also possible to import results previously assessed and submitted
by other providers.

You can either select providers from the list of schools, or you can type the new provider’s
name into the grid on the left, along with their official MOE number, which you MUST
obtain either from them or from the Ministry — and their location number. Each provider
may appear more than once on the list — each with a different location number, should this
situation be required.

You cannot manually alter the ‘Accredited’ status. This is done using the third utility in this
chapter — ‘Updating using new NZQA files’

Click on the ‘Add standards’ button, the following window will appear on the left side of the
screen. You have two alternative ways of adding new standards to those already in your
school’s database of standards.
1. You can type the number and version of the required unit (or run of consecutive
units) into the places provided on this screen.
2. You can select from those listed in your ‘Accreds’ (or Consents) file.

First new Standard Code 13578
Last new Standard Code 13580
Yersion m

MUSAC © 2014 NZQA Utilities Search the NZ0A file for these units |

An example of a request is shown below with the result
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that the new standard is added to your list.

Standards curently available Sort by field [

533 01E Add, subtract, multiply and divide whole number:
534 01E Convert ratios and percentages and calculate ra
B35 01E Read and construct basic graphs and tables
536 D1E Calculate standard units of measurement
1233701E Demonstrate understanding of function properti
1233307E Usge complex algebra to solve problems in ac ci
1234001E Analyse electrical networks using matrix algebr:
12341 01E Graph functions wsing two dimensional polar co
1234407E Use Boolean algebra to set up, simplify and inte
1234601E Reprezent numbers and carmy out calculations i
1357801E Carry out & tranzaction involving negotiation in
1357901E Identify wark-related infarmation and apinions fr
1388001 Create a zign and a notice in Indonesian

lllustration 6 : The new standards are in place
The alternative method is to select standards from your school’s file of ‘standards for which
you have consent to offer’. This file is available to be downloaded from the NZQA website.
It is named according to you school’s MOE number e.g. accredsnnn.txt.

If the program cannot find this file, an alternative file released earlier to all schools, is
offered. It is recommended you obtain your own file, to avoid being out of date.
In either case the list of available standards is displayed, as shown below.

NZQA Unit Standards configuration

Addition of units from ACRDO123 TXT

Accreds bt iz a file provided by MZ08 which identifies thoze Standards which your school iz approved to offer.
M B. Thiz process will MOT impart Achievement Standards. You are automatically accredited to offer these.

Taofind & standard, click in the left column then type the number of the unit required

ACRDO123.TXT - found in \CM = Select those standards which you wish to import

Code Yersion Language | Title ~

101 1 E |Jze keyboarding skillz to enter text

m 2 E |Jze keyboarding skillz to enter text

1m 3 E Develop and use kepboarding skills to enter bext

1 4 E Develop and use kepboarding skills to enter text

102 1 E Caonzalidate kevboarding skills

10z 2 E Conzolidate kevboarding kil

102 3 E Conzolidate kevboarding skills and dewvelop kevboarding zpeed and accura

102 4 E Conzolidate kevboarding zkils and dewvelop kevboarding accuracy

104 1 E Introduce audio triangcnption techniques for bext proceszsing

104 2 E Introduce audio trangcription techniques for text proceszsing

104 3 E Introduce and apply audio transcription techniques for test production

104 4 E Introduce and apply audio tranzcription techniques for text production

105 1 E |Jze audia tranzcription techhiques ta produce test based communicationg

105 2 E |Jze audio transcription techhiques to produce test based communications

105 3 E |Jze audio transcription techniques to produce test based communications
< >

Mew standards available to be added : 5769
Mew standards added : 0

Select all Add standards E it

lllustration 8 : Standards listed in the Accreds file

MUSAC © 2014 NZQA Utilities Page 42



MUSAC Classic 2014
2014.8.16

Make your selection by clicking on the required standards, as shown below.

NZQA Unit Standards configuration

Addition of units from ACRD0123 TXT

Accreds.tat iz a file provided by NZ0& which identifies thoze Standards which your schoaol is approved to offer.
M.B. This proceszs will NOT import Achievement Standards. Yaou are automatically accredited to affer these.

Tofind a standard, click in the left colurmn then type the number of the unit required

Code Warsion Language | Title ~
101 1 E |Jee keyboarding skills to enter text =
o 2 E |Jze keyboarding skills to enter text
a1 3 E Develop and uze keyboarding skills to enter text
102 1 E Conzolidate keyboarding skills
1z 2 E Eonsohdate ke_l,lbnardmg sk|||s

104 3 E Introduce and apply audio tlanscnpnon technlques for text production

104 4 E Introduce and apply audio transcription techniques for test production

105 1 E (NED) audlo trans-:nph-:-n techmque& to produce text bazed communications

105 3 E |Jze audio transcription techniques to produce test based communlcatlons w
| ?

Mew standards available to be added ;. 5763
Mew standards added : 0

lllustration 9 : Selecting standards from the Accreds file

Select al Add standards E it

Once you have done this, click ‘Proceed’ and the new standards will be added to your
database as shown below.

NZQA Unit Standards configuration

Mew standard entry Sort by field [~ Mumber Wersion 2 Language E
101 D4E Develop and uze keyboarding skillz to enter text Title
102 03E Consolidate keyboarding skills and develop keyt
104 DE Introduce audio transcription techniques for test
104 02E Introduce audio transc tion bechnigues for text
105 02 dio ;

Usge audio transcription techniques to produce text
bazed communications

d J e
B33 ME Add suhtract multlpl_l,l and divide whole nurmber: | 8

534 0E Convert ratios and percentages and calculate ra Sl S (e e ]
535 MME Read and construct basic graphs and tables Uze audio transcription techniques to produce test based
836 01E Calculate standard units of measurement communications

1233701E Demonstrate understanding of function properti
1233901E Use complex algebra to solve problems inacci
1234001 Analpse electrical networks using matix algebr:

1231 01E Graph functions using bwo dimensional palar co Lewvel 3 Credits 3

1234401E Use Boolean algebra to set up, simplify and inte =ve eds

1234601E Reprezent numbers and carry out caloulations i Field Bus. Financial Services

1367801E Cany out a ransaction invalving negotiation in _ . o

1357901E Identity work-related infarmation and opinions fr Subfield Busingss ddrinistration

1358001E Create a sign and a natice in Indonesian Domain BLSINESS INFORMATION PRO
Azzessment Intemal Ment permissible
Mumeracy Qual Literacy Sual
Provider | j J
Location i b axirnum 2 digits
Accredited Tes

lllustration 10 : A unit standard’s details

The next function you may need to perform, is the deletion of one or more standards from
your database. You should NOT do this while there are students still attending your school
who have taken these standards as it would no longer be possible to print correct historical
records for them. Of course, their entries against these standards are still in the database
but only the standards’ codes, versions and languages are stored. The reporting process,
which extracts the titles from the standards database would no longer be able to find the
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descriptions and these would be blank.

The deletion screen follows. Select the standard or standards which you wish to delete
then click on the ‘Delete’ button and the following screen will appear.

NIQA Standard deletion

Standard deletion : 1233701E

“'ou hawe requested the deletion of the standard displayed.
Before a standard may be deleted a check must be made to see if
itis attached to students.

[f wou remove a standard from configuration (leawving it attached to
students) then the students will lose their connections to it
[ Delete spreadsheet: 1233701E

This standard is currently attached to 89 students {of
which 50 have results entered).

Attached o colurmn 10 in markbaok, 12405 2004 ~
Attached ta columi 100 markboak, 124 2004

attached to column 2 in markbook 12ka 2001

.-'%‘-.ttau:heu:! b u:-:u!umn 'IIEI in mar_k!:u:u:u_k 'I %Mé. _21]1]_3 L
Just remowve students results for this standard from the markbook
columns selected abhowve (but leave it attached to options / iy
markbook(s) columns and leawve it in the standards database]

Femove ALL students' results and attachments to selected
markbook column(s) (but leave attached to options and in the
standards database).

Femove selected students' results, markbook column and
option attachments (but leawe itin the standards database). -

Femowe this standard from students, fram markbooks, and
from the database entirely -

[f wou rermowve this standard then, following wour Proceed to delete
next submission to MNZOA all records relating to
this standard will be remowved from their records.

Cancel deletion

lllustration 11 : Deleting a standard

Each standard selected for deletion will be processed in turn, and for each you will be
given the choices displayed above. The list in the centre of the panel displayed the
connections of the standard to various markbook columns which have been made over the
years.

Finally, if you wish to find a particular unit standard, using a word or phrase found in its

title, then you can do that by entering the required word or phrase into the area at the
bottom of the screen then
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NZQA Unit Standards configuration

Standards currently available Sotbpheld [ Mumber 12344 Ve

101 04E Develop and use keyboarding zkills to enter text Title
102 03E Consolidate keyboarding skills and develop ket
104 ME Introduce audia tranzcription techhiques for test
104 0ZE Introduce audio tranzcription kechniques for best
105 0Z2E Use audio tranzcription technigues o produce te
533 ME Add. zubtract, multiply and divide whale number: g g

534 ME Corwvert ratios and percentages and calculate ra Short tile [for reporting pury

|1ze Boolean alc
logical expressio

535 MME Read and construct bazic graphs and tables |Jze Boolean algebra to ze
A36 ME Calculate standard units u:uf meazuremant

Level 4
1234601E Reprezent numbers and cammy out calculations i Field S cience:
1357801E Carry out a rangaction ifvalving negaotiation in :
1357901E Identify wu:_urk-related infu_:urm._atiu:un and u:_-piniu:uns fr Subfield M atham:
1358007E Create a zign and a notice in Indonesian Diomain AL GEEF

Azzeszment Internal

Mumeracy Cual.

Provider

I—
Location |EI1

Accredited ez

Search for standards |a|ge|:|ra

A

lllustration 12 : Finding a word or phrase in a title

Repeated clicking of the ‘Find next’ button will find any further standards whose
description includes your request.

4.3 Managing Achievement Standards

NCEA evolved to level 3 and there are ordinary achievement standards, Scholarship
standards, and the general and locally approved standards.

When you import the achievement standards into your database ALL of the ordinary
achievement standards and Scholarship standards are automatically brought in, along with
any particular SFC standards which your school offers.

The main achievement standards screen is shown below.
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NCEA Achievement Standards

Currently available Achiessement Standards

[click in column headings to sort] =Selected standard details

Code | YL Datai - MHumber 90001 Yersion 1 Expiry date
30001 1 E DAMCYT - Compose movement seque Subject  Dance

900071 2 E DAMCT.T - Compose movement seque .

30002 1 E DAMCI.Z - Perform dance sequences Title DANC1.1 - Compose movemsnt ssquences
90002 2 E DAMCT.2 - Perform dance sequences

0003 1 B DAMCY.3 - Perform a dance as a memt

90003 2 E DAMCT.3 - Perform a dance az a memt

90004 1 E DaMCI.4 - Wiew, interpret and respond Shart title [for reporting purpozes]

30004 2 E DAMCT.4 -YWiew, nterpret and rezpond Compose movement sequences

0005 1 E DAMCT.S - Demonstrate khowledge of

90005 2 E DAMCT.S - Demonstrate knowledge of

90006 1 E DRAMT.T - Uze drama techhigues

90006 2 E DRAKITT - Uze drama techhigues v 1 Credits &

30007 1 E DRAMI.Z - Use elements and convent

0007 2 E DRAMITZ - Uze elements and convent Field ARTS AMD CRAFTS

50002 1 E DRAM1.3 - Demanstrate knowledge of Subfield Dance

00058 2 E DR&MI.3 - Demonstrate knowledge of _

90009 1 E DRAM1 4 - Perform an acting role Domain DANCE CHOREDGRAPHY

90005 2 E DRARKI.4 - Perform an acting role Azzeszment Iternal ket permizzible M
30010 1 E DR&AM1.5 - Perform a technical or prod =

Wumeracy Qual. N Literacy Qual. M
Importupdate standards | Delete selected standand | Frovider J

|Tuatapere Community College [Loc. 01] j

Wwho is taking this standard? | Lagslian 01 Location set via provider

E xclude inactive standards from the display ‘ Accredited Specify IRM diztribution |

lllustration 13 : The achievement standards screen

Those imported also include standards from previous years which are no longer available
for you to offer. These are brought in to enable the program to accurately list individual
student’s histories, which, of course, may well include standards no longer found in the
NZQA file.

If you click on a standard from the list on the left, details are displayed on the right of the
screen, as shown below. In fact, the display below shows an achievement standard which
is no longer active.
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National Certificate of Educational Achievemen

Currenthy awvailable Achiewerment Standards
[click in column headings to sort)

Code % L|Detal &
0001 1 E DAMCT.T - Compoze movement zeque
0001 2 E DAMCT.1 - Composze movement seque
90002 1 E DAMCI.Z2 - Perform dance sequences
90002 2 E DAMCI.Z2 - Perform dance sequences
90003 1 E DAMCT.3 - Perform a dance az a memt
90003 2 E DAMCY.3 - Perform a dance az a memt
90004 1 EDAMECI.A - View, interpret and respond
0004 2 E DAMCY.4 - View, interpret and respond
90005 1 E DAMCI.S - Demonstrate knowledge of
0005 2 E DAMCT.S - Demonstrate knowledge of
90006 1 E DRARMI.T - Use drama techniques
90006 2 E DRAMI.T - Use drama techniques
90007 1 E DRAMI.Z- Use elements and corvent
0007 2 E DRAMIT . Z - Use elements and corvent
0008 1 E DRAMIT.Z - Demonsgtrate knowledge of
90008 2 E DRAMI.Z - Demonstrate knowledge of
90009 1 E DRARMI.4 - Perform an acting role
90009 2 E DRAMI 4 - Perform an acting role
90010 1 E DRAM1.5 - Perform a technical or prod_z]

Importupdate standards | Delete selected standard ‘

YWho iz taking thiz standard? |

Exclude inactive standards from the display |

NCEA Achievement Standards

Selected standard details

Humber 30004 Yersion 1 E xpiry date
Subject  Graphics
Title: DAMNCT. 4 - Wiew, interpret and reszpond ta a dance

erformance
Not [
active

Shart title [for reparting purpozes)

"iew, interpret and respond to a dance performance

Lewel 1 Creditz 4

Field ARTS aMD CRAFTS

Subfield Drance

Domain DAMNCE PERSPECTIVES

Hzzessment External Merit permissible M

Nurmeracy Qual, M Literacy Qual. M

Frowider J

Location 1

|Tuata|:uere Community College [Loc. 01) j

Location zet wia provider

Accredited Specify IRM distribution |

lllustration 14 : An inactive achievement standard

As with unit standards, there are some ‘white background’ areas on the right side which
you can alter, including providers — dealt with in full in the previous section of this chapter.

In the bottom right hand corner of the details area is a button ‘IRN distribution’. Clicking
this button allows you to specify the proportion of students who score each of the four
possible categories (Not achieved, Achieved, Merit, Excellence) in the displayed standard.
This distribution is optionally used in the generation of the ‘Interim results Notice’ - dealt

with in full later in this manual.

Click on the button and the following screen will appear.
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The lterim Results Motice dizplays the background
distribution of results for each Achievement Standard.
“r'ou may specify this distibution here. Please ensure
that you entries tatal 100.

Mo credit ,207
Credi EC
I erit ,407
Excelence ,‘107
Total percentage Total

These details will be zaved automatically when
they total 100,

Apply thiz distribution to ALL achievement
standards

Apply thiz distribution ta all standards attached
to DRAM

=

lllustration 15 : Setting up the IRN distribution

The default settings are 25% in each category and, if you alter them, you can than apply
the changed distribution to ALL achievement standards or to just those in the current
standard’s subject.

You have two options for the display of the standards. You can display them in either code-
order or title-order. The previous illustrations in this section have shown this in code order.
The illustration below shows them sorted into title order.

Code |V | L|Detail ~
90022 1 E ACCO1.1 - Demonstrate an understan
90022 2 E ACCO1.1 - Demonstrate an understan
30023 1 E ACCO1.2 - Describe a method of proc
90023 2 E ACCO1.2 - Descrbe a method of proc
90024 1 E ACCO1.3 - Process financial infarmatic
30024 7 E B 3 - Pr ancial informatic
30025 1 E ACCO1.4 - Demonstrate an understan
90025 2 E ACCO1.4 - Demonstrate an understan
90026 2 E ACCO1.5 - Prepare financial statemen
30026 1 E ACCOD1.5 - Report financial informatior
90027 2 E ACCO1.E - Report financial informatior
90027 1 E ACCO1.E - Report financial informatior
90028 1 E ACCODY.7 - Analysze and explain financ
30028 2 E ACCO1L.7 - Analyse and interpret inforr
90029 1 E ACCO1.8 - Use a decision-making pro
90220 1 E ACCO2.1 - Explore the conceptual ba:
30221 1 B ACCOZ2.2 - Process financial infarmatic
90222 1 E ACCD2.3 - Invvestigate and report on &
90223 1 E ACCOZ24 - Demonstrate an understan
90224 1 E ACCO25 - Report financial informatior ..

Sort on code ‘

Import/update standards | Delete selected standard ‘

lllustration 16 : Sorted on code
To the process of importing the latest file of achievement standards. Click on

‘Import/Update standards’ on the bottom left list and the importation process will
automatically proceed. ALL achievement standards will be imported, including ALL of
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those standards which are now obsolete. (These have to be in your database as they will
have been taken by existing students in previous years. They must be there in order that
student’s achievement s can be reported accurately.)

You may delete a standard, but it will be reimported the next time that you perform the
import process. However, you may still have old Sixth Form Certificate standards in your
database which are indeed no longer required. These will NOT be automatically
reimported.

If you DO wish to delete one or more standards (presumably SFC standards) then select
them from the list on the left then click the ‘Delete’ button at the bottom of the screen. As
for unit standards in the last section, the standard deletion screen will appear, as shown
below, where the same confirmation process applies.

Currently available Achievement Standards Standard deletion : 9000702E
Code | V] L| Detai A You have requested the deletion of the standard displayed.
90001 1 E DAMCT1 - Compase movement seque Before a standard may be deleted a check rmust be made to see if
90001 2 E DAMCY.T - Compose movernent seque itis aftached to students.
90002 1 E DAMCI.2 - Perform dance sequences [fyou remowve a standard from configuration (leawving it attached to
90002 2 E DAMCI.Z - Perfom dance sequences students) then the students will lose their connections to it
90003 1 E DAMCT.3 - Perform a dance as a mem Mo spreadsheet found
90002 2 E DAMCY.3 - Perform a dance a: a mem ) ) )
90004 1 E DAMCT.4 - Wiew, interpret and respaor This standard is currently attached to 0 students {(of which
90004 2 E DANCT.4 - View, interpret and respars 0 have results entered).
90005 1 E DAMCY.S - Demonstrate knowledge o
90005 2 E DAMCY.S - Demonstrate knowledge o
90006 1 E DRAMI.1 - Use drama technigues
90008 2 E DRAMII - Use drama technigues
90007 1 E DR&MIT.2- Use el ts and .
0007 2 E o Just remove students results for this standard from the markbook
0008 1 E DRAM1 3 - Demanshate knowledge ¢ columns selected ahowve (but leave it attached to options / o
0002 2 E DHAM1.3 - Demorstrate knowledas © markbook(s) columns and leave itin the standards datahase)
90003 1 E DRAM1.4 - Perform an acting role Femove ALL students' results and attachments to selected
30003 2 E DRAM1.4 - Perform an acting role markbook columnis) (but leave attached to options and in the
90010 1 E DRAMI.G - Perform a technical or pros standards database).
90010 2 E DRAMI.G - Perform a technical or pron ..
Femowve selected students' results, markbook calurmn and
Sort alphabetically Sort on code option attachments (but lesvea itin the standards database). [
| t/update standard Delete selected standard )
FENGEPHELD SETHD Bemowve this standard from students, from markbooks, and
frorn the database entirely -
If wau remawe this standard then, following yaur Proceed to delete
next submission to NZQA all records relating to
this standard will be remowved fram their records. B allleam

lllustration 18 : Deleting standards

4.4 Updating standards file links and accreditation statuses

Click ‘Updating via new NZQA files’. This utility offers two processes.
1. The updating of the standards categories.
Each standard is categorised under a three tier structure :

Field : eg. Humanities
Subfield : eg. Languages
Domain eg. Chinese
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From time to time the entries in each of these categories are changed. These changes are
recognised and imported into the standards database by using this utility to analyse and
collate the possibilities found in the latest standards file.

Clicking the above button reveals the screen shown below.
i NZQA Updating files

Update the accredited status of wour standards Proceed to update the files

lllustration 19 : The updating screen
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1. Updating the accredited status of your standards

You are automatically accredited to offer ALL achievement standards. This process, which
is begun by clicking on the button at the bottom left hand corner of the screen, labelled
‘Update the accredited status of your standards’, results in each unit standard being
checked against your school’s ‘Accreds’ file. This file is named according to your school’s
MOE number, e.g. ACRD0123.TXT, and can be downloaded from the NZQA web site. This
results in a display such as that shown below.

Dretailz Lupdated

Pravider : 000037 iz accredited to affer 101
Provider : 000037 iz accredited to offer 102
Provider - 000087 1z acoredited to offer 104
Provvider : 000037 iz accredited to offer 104
Provider - 000037 1z acoredited to offer 104
Provvider : 000037 iz accredited to offer 104
Proseider : 0000871 iz accredited to offer 105
Provvider : 000037 iz accredited to offer 533
Provider : 000037 iz accredited to offer 534
Pravider - 000037 iz accredited to offer 535
Provider : 000037 iz accredited to offer 536

Proveider : 000037 1z accredited to offer 12344

Proceed to update the files

lllustration 22 : Accreditation update is complete

2. Updating the standards’ categories

At the bottom right is the button which updates the categories, labelled ‘Proceed to update
the files’. Clicking this button causes the file to be scanned, identifying any changes to the
categories. At the completion of the process the screen will display the following message.

Detailz updated

nit checked : 12340 Analyze electrical networks uzing s
Init checked : 12341 Graph functions using bwo dimensi
dnit checked : 12344 Use Boolean algebra to zet up, sin
Idnit checked : 12346 Reprezent numbers and camy out
nit checked : 13578 Carry out a transaction invaling
nit checked : 13579 [dentify wark-related information ar
Idnit checked : 13580 Create a zign and a notice in Indor
Provider : 000031 iz accredited to offer 1071
Provider : 0000281 iz accredited to offer 102
Provider : 000021 iz accredited to offer 104
Provider : 000087 iz accreditgebtesatize L
Provider : 000087 iz accredi
Provider : 000021 iz accred
Prowider : i i
Provider
Provvider :
Provider
Provider :
Provider :

lllustration 20 : The completed process
This completes the standards database management tasks.
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5 Connecting standards to subjects

What is covered in this chapter?

Overview of the tasks involved
Managing subjects, options and standards
Options
The setting of subject hours
Unattached options
Course Endorsement
Calculating a course endorsement
Associate students’ entries with a course — Option Class Course OR Virtual Course
Course Set-Up
Course Endorsement Details
The Selected Course on the Student’s Standards screen
Printing lists of subjects, options and their standards
Reporting course information to NZQA
What you need to do in CMAdmin

5.1 Overview of the tasks involved

Your goal in this section is to ensure that each subject, its options and their standards are
connected to each other correctly. Course endorsements also need to be set up.

The various tasks are accessed via the ‘Connect standards to subjects’ button, and also
available via Student Manager Configuration > ‘Subject details’.

The process is important for setting complete information regarding students’ NZQA
options, courses and standards with the aim of reporting back to NZQA.

52 Managing subjects, options and standards

Click ‘Connect standards to subjects’ and the following screen will be displayed.

Here the tasks associated with NZQA are discussed and it is possible you already have all
of your subjects and options set up from the previous year. If so, move ahead to NZQA
standards.
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& (ClassRoom Manager / Student Manager, subject specifications

Subjects/Courses
offered by your school

fAccounting

Activities

Art - Design (Practical Art) F7
Art - History of Art

Art - Painting (Practical Art)

Art - Photography (Practical Art)
Art - Printmaking (Practical Art)
Art - Sculpture (Practical Art) F7
Art (F3-5) Practical Ark F&
Automotive Studies

EBallroom Dancing
Biology/Biclogical Science
Chemistry

| Clathing and Textiles

Computer Studies
Correspondence

Dance

Design and Technalagy

Digital Technology

Crama

Econarmics

English

Extension English

French

Geagraphy

German

| GraphicsjGraphics & Design
Health Education

Histary

|Horne Economics F3-5
Horticulture

Hospitality Studies

Independent Learning Programme
Japanese

Maori {Te Reo Maori F3-5/Te Reo Re
Mathematics

Maths with Calculus

TMusic

Phrysical Education

Phyysics

Science

Selected Studies

Sorial Studies

Spanish

Statistics with Madelling
Technalogy

Tourismm

‘Workshop TechnologyWorkshop Cr
workskills

Add New Subject [ Course
Delete Selected Subject | Course

Subject/Course details
Subject | Course name

Default learning area
Default MOE subject

Default MOE Code:

School code

... For sach assoriated option

@ Option class course

(O virtual course

Record Subject | Course Changes

Options | Caurse Endarsement Details |

Option classes
Option details

Option code
Hours as if For Full year

Mode of instruction

Instructional year lewel
() Stand-alone

Percentage
Learning area
WOE subject

MOE code

Record Option Changes

Add Option
Delete Option

(Option Detaiks | NZ0A Standards | Hows | Unattached Options | Print List |

| Predominant
mode has not et
been finalised by
| the MO.E,

O Integrated

lllustration 1 : The subject connection screen

=

Displayed is the official list of subjects from the Ministry of Education. Your school

will offer most, if not all, of these subjects.

2. Details relating to the currently selected subject are also displayed together with a
list of the option or core subject codes by which they are recognised within your
school.

3. The remaining area displays the details relating to the currently selected option

from the options list. (Rather than constantly referring to ‘core’ subjects and

‘options’, for the purposes of this section, refer to them all as ‘options’.)

For examples in this chapter use ‘English’. Details are displayed in the top panel, as
follows.
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Subject/ Course details

Subject / Course name |English School code  [EMGL
Default learning area | Language and Languages / Nga Reo “ ... for each assocated option
Default MOE subject English w

Default MOE Code EMGL

Ophonz | Courze Endorzsement Details |

lllustration 2 : The subject details for ‘English’

Each subject MUST have a ‘Default Learning Area’ selected from the list supplied by the
Ministry of Education. The popup listing these possibilities is shown below.

Subject / Course name |English

Default learning area anguage and Languages / Noga Reo w

Language and Languages

Mathematics [ Pangarau

Sdence [ Putaiao

Technology [/ Hangarau

The Arts / Mga Toi

Social Scences [ Tikanoa-a-iwi

Health and Physical Education [ Hauora
Cther

lllustration 3 : The Learning Areas popup

Default MOE subject

Default MOE Code

O ptions Course E

The Learning Area for English is ‘Language and Languages / Nga Reo’.

Each subject must subsequently correspond to one of the ‘MOE Subject names’, which
come under the heading of the Learning Area category. For ‘Language and Languages /
Nga Reo’ some of the possibilities are visible in the popup shown below.

Chineze '
Communication Skillz
Coak. |zland Maori

Englizh a3 a zecond language

Englizh [Remedial]

French

Geman _

lllustration 4 : The Default MOE subject

The default MOE code ‘ENGL’ is automatically displayed and may not be edited. You may,
on the other hand, edit your school code, displayed in the bottom right hand corner of the
panel. In this case, the school is using the code ‘ENG’ for its English classes.

Once you are satisfied with the entries for a particular subject, click on the button labelled
‘Record subject changes’.

5.2.1 Options

Turning our attention to the final two panels, we see below the specifications for the
selection option ‘10ENG’ — presented on the first tab in the panel.
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Option classes Option Cetailz | M4 Standards | Hourz | Unattached Ophions | Prirk Lizt |

Option details
10ENGY Option code 10ENGE
10EMGZ
11ENGX Hours as if for full year 140
g Mode of instructi i
L11ENGZ oas orinsirchen This schoal ¥ Predominant
12ENGL mode has not yet
13ENGL been finalised by

Instructional year level Year 10 w | theM.O.E.

(¥} Stand-alone ) Integrated

Percentage

Learning area

MOE subject

MOE code

Record Option Changes

lllustration 5 : The option details

The code, 10ENG has been entered, but the ‘Hours as if for full year’ is still set at zero.
These are completed globally.

The ‘Mode of instruction’ is selected from the possibilities supplied by the Ministry and
revealed via the popup shown below.

kMaode of instruction

Predaominant
mode has nat pet
Comespondence School been finalizad by
Learring zone Another N School the B.OE.

Overseas school
Another provider

lllustration 6 : The Mode of instruction possibilities

The Ministry of Education requested a further field titled ‘Predominant mode’ is field. In the
meantime it has been disabled.

Instructional year level is generally the level at which the option is taught. Having
extracted the options from the current option set, at which the levels are known, this entry
should automatically be correctly entered for you, as shown below.

Instructional year level 2
Year 7
(%) qYear 3 a
‘fear 9
Percentage Year 11
I i Year 12
earning area Vour 13
MOE subject Advanced study
MCE code

lllustration 7 : The Learning Zone possibilities
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Finally, it is possible for a particular option to be ‘Integrated’ — i.e. split over two different
Learning Areas. If this is the case then, as shown below, click on the option ‘Integrated’
and complete the four specifications for the second learning area. The last of these is
automatically derived from the previous two selections (which correspond to those in the
‘Subject Details’ are discussed earlier). An example is shown below.

{1 Stand-alone {*) Integrated
Percentage 20
Learning area Language and Languages |«
MOE subject Communication Skills w
MCE code COmMM

lllustration 8 : Details for an ‘Integrated’ subject

Attaching standards to options
The second tab reveals the option’s connections to unit and achievement standards and is
the most important section of this chapter.

Option classes Option Details | MNZRA, Standards |Hours | Unattached Options | Print List |

Standards attached to : 10ENGX

LOENGY Sart v [ sortbycode | [ Display Just Latest Versions ]

i?_gmgi select (C)Unitstandards (3) Achievement standards

11ENGY A 9000104E DANC1. 1 - Compose movement sequences rs
11ENGZ SomiTes (T 9000204E DANC 1.2 - Perform dance sequences

12EMGL 9000203E DANC1.2 - Perform dance sequences

13EMGL 9000202E DANC1.2 - Perform dance sequences

900020 1E DANC1. 2 - Perform dance sequences

9000304E DAMC1.3 - Perform a dance as a member of a group

9000504E DANC 1.5 - Demonstrate knowledge of a dance genre or style

9000604E DRAM1. 1 - Apply drama techniques in & dramatic context

9000704E DRAM1.2 - Uge elements and conventions to devige, structure and perform 3 drama
9000804E DRAM1.3 - Demonstrate knowledge of a drama/theatre form through a practical presentation
9000204E DRAM1.4 - Perform an acting role in a scripted production

900090 3E DRAM1.4 - Perform an acting role

9000902E DRAM1.4 - Perform an acting role

900090 1E DRAM1.4 - Perform an acting role

900 1004E DRAM1.5 - Perform a technical or production role

9001105E DRAM1.6 - Demonstrate understanding of the use of drama aspects within live performance
900 1204E MUSC 1. 1 - Perform contrasting music as a featured soloist

900 1304E MUSC 1. 2 - Perform music as & member of a group

900 1404E MUSCL, 3 - Compose music to meet specified requirements

9001703E MUSC1.6 - Demonstrate knowledge of music works

9001804E ARTC1. 1 - Investigate Maori and European art works from established practice

900 1904E ARTC 1.2 - Use drawing processes and procedures

9002104E ARTC 1.4 - Extend ideas in media and techniques to produce new wark

9002403 ACCO1.3 - Process finandal information for a zole proprietor

9002503 ACCO1.4 - Demonstrate an understanding of accounting systems for entities

9003003E TIMA 1.1 - Enter text from provided material and by direct entry composition

9003103E TIMA 1.2 - Use standard operating and file management procedures

9003204E TIMA 1,3 - Access and process information from different sources

9003304E TIMA 1.4 - Apply a dedsion-making medel to produce & solution from a given brief

9004103E GRAF 1.5 - Produce a mock-up and model

9004203E GRAP 1.6 - Apply a design process and design principles to identified needs and opportunities
900440 3E GRAP 1.8 - Present design ideas that show design features and functions

9004504E TECM1. 1 - Develop an autcome through technological practice to address a given brief
9004604 TECM 1,2 - Formulate a brief to address a given issue

9004704E TECN1.3 - Develop an outcome by widening the use of an existing technology

9004804E TECM1.4 - Develop @ means for ongeing production of an outcome developed through technological practice
9005005 TECM 1.6 - Present an outcome developed through technological practice that addresses the requirements of 3 brief
9005204E ENGL1. 1 - Produce creative writing

9005304E ENGL 1.2 - Produce formal writing

9005804 ENGL 1.7 - Deliver an oral presentation in a formal situation

9005904E ENGL 1.8 - Produce a media or dramatic presentation

9006004E ENGL 1.9 - Research, organize and present information

9006104E HEED 1. 1 - Describe and apply concepts of and strategies for achieving well-being

9006404E HEED 1.4 - Understand skills required to enhance relationships and apply a problem-solving model
9006504E HEED 1. 5 - Understand sexuslity and describe strategies for enhancing sexual well-being
9006704E PHED 1. 1 - Participate in physical activities and describe how this influences well-being
9006803E PHED 1. 2 - Demonstrate knowledge of body structure and function related to performance of physical activity w

Add Option
l Global Attachment of Standards to Options ]
. >
TEEGELT l Remove all Achievement Standard Connections I

lllustration 9 : The standards attached to an option — none yet!

The option 13ENG is displayed above and has no standards yet attached.

At the top of this screen you can have the attached standards sorted either unit standards

MUSAC © 2014 NZQA Utilities Page 56



MUSAC Classic 2014
2014.8.16

or achievement standards first.

You can also sort the selection list by code or by title using the left hand button above the
list.

The second button in the same area allows you to elect to display just the LATEST version
of each active standard.

Below these two buttons are two options which allow you to toggle the display between
unit standards and achievement standards.

You can attach selected individual standards to a particular standard by clicking on the
required standard in the list of available standards on the right. It would take you quite
some time to attach all of the standards to all of the options. There is also a global method
accessed via the button below the standards list.

However, before you do this you might wish to use the other button at the bottom of the
screen to ‘Remove ALL Achievement Standard connections’ to your options. This allows
you to start with a clean slate, which also includes the removal of now-obsolete standards
from your options. This is a recommended step. The resulting confirmation message is
shown below.

CMAdmin X
9P This process will disconnect ALL Achievement Standards From ALL options
-
e

Are wou SRE that you wish to do thisy

lllustration 10 : The confirmation message

Once you are ready to proceed with the attachment process, click ‘Global attachment of
standards to options’.

The program has checked your currently active option lines and has identified the
achievement standards which, in normal circumstances, would be attached to each of your
options. These are all displayed on the screen below.

Note the message at the bottom of the screen — If you find that one or more options are
missing from this list then you might like to check your currently active option lines, for it
is from them that the display was generated, matching standards using the MOE subject
codes attached to each subject.
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Global attachment of standards to options

For each option (centre column) those achievement standards which are currenthy un-
aftached are shown in the lefthand column and aftached standards are shown in the right.

Please note ; Only the LATEST WERSIOMS of thosze standards Either .
prefaced by Ministry codes are listed below. Thoze prefaced by
SFC- or Scholarship or a Minigty code DTHER than that belonging : ]
to a particular option [e.g. AGHD) and EARLIER versions will NOT i Select ALL unattached standards |

be dizplayed and muszt be attached manually.

_.. or click (and highlighf) those

Unattached Options Aftached » standards which you wish to
11aC transfer from either unattached to

ACCO1 attached orwvice wersa. Once

ACCO1.2 wiou hawve made you selection(s)

ACCO1.3 click the Transfer' button below.

ACCO1.4

ACCO15

ACCOTE Tranzfer

ALCCO1.7

ACCO1.8

Once you are satisfied with the

ACCO21 et aftachments, click the 'Save
ACCO22 changes' _buttDn to hawve these
ACCOZ3 recorded in the database.
ACCOZ24

ACCO25 Save changes and exit
ACCO2E I

< >

A mizzing option’? 1z it in wour option lines?

lllustration 11 : The standards are currently all unattached

Click ‘Select all unattached standards’ for all options for all subjects and they will be
selected, as shown below.

Fleaze note : Only the LATEST YERSIONS of those standards Eithar .
prefaced by Miniztiy codes are listed below. Thoze prefaced by
SFC- or Scholarzhip or a Ministy code OTHER than that belonging : ]
ta a particular option [e.g. AGHD) and EARLIER versions wil NOT iDeselect ALL unattached standards;

be dizplaped and must be attached manually.

... ot click (and highlight) those

Unattached Optiors Attached -~ standards which you wish to
11aC transfer from either unattached to

ACCO11 aftached orvice wersa. Once

ACCO1.2 wou hawve made you selection(s)

ACCOT.3 click the "Transfer' button below.

ACCO1.4

ACCO15

ACCOTE Transfer

ACCON.Y

ALCO1.8 Once you are satisfied with the
1280 aftachments, click the 'Sawve

igggg; changes' button to hawve these

ACED2 S tecorded in the database.

ACCOZ 4

ACCOZE Save changes and exit

ACCOZE w

& >

Illustration 12 : Standards selected for attachment

Click ‘Transfer’ and the selected standards will be transferred from the left side of the
screen (Unattached) to the right side (Attached), as follows.
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Flease note : Only the LATEST YERSIOMS of those standards Either .
prefaced by Ministry codes are listed below. Those prefaced by
SFC- or Scholarship or a Ministry code OTHER than that belonging
to a particular option [e.0. AGHD] and EARLIER versions will NOT Deselect ALL unattached standards
be dizplayed and must be attached manually.

... ot click fand highlight) those

|Inattached Options Attached A standards which you wish to
114C transter from either unattached to
ACCO1 attached orvice versa. Once
ALCOT.2 wou hawe made you selection(s)
ACCO1.3 click the Transfer button helow.
ACCO7T.4
ACCO1.5 -
ACCO16 Transfer
ACCO1.7
ALLOTS Once you are satisfied with the
1oL ACCD2.1 attachments, click the 'Sawve
AEE02-2 changes' _butlu:un ta hawe these
ACC023 recorded in the database.
ACCO24
ACCO25 Save changes and exit
ACCOZE w
< >

lllustration 13 : Transfer and ready for saving

Finally, click ‘Save changes and exit’ and all of the attachments will be made, and you will
be returned to your options screen as shown below, this time with achievement standards
connected to each of your options.

Optiun s Optionz | MNZ04 standards | H:

Standards attached to 1 11
10EG

12EG sart hd

13EG
SEG Standardz | Code s
EMGL1.1 30052 02 E
EMGL1.2 90053 02E
EMGL1.3 90054 0ZE
EMGL1.4  9005502E
EMGL1.E 90056 02E
EMGL1.E 90057 02E
EMGL1.7  900580ZE
EMGL1.8 90053 0ZE
EMGL1.S9  900E00ZE

lllustration 14 : The standards are now attached

You might well have some individual adjustments to make, such as the attachment of unit
standards to options (The global removal detailed above does not remove these), and the
addition or removal of individual standards from individual options in your school’s special
cases. This completes connecting standards to options.

52.2

The tedious task of individually specifying the hours occupied by each subject at each level
is simplified using the ‘Hours’ tab on the ‘Standards’ panel. When you click this tab then
panels will reposition themselves on the screen to allow for more room for this process.
The screen for the process is shown below.
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Options I MNZQ4 standards I Hours I Unattached options I Print list _

i

lllustration 15 : The global specification of hours

All of the options are listed and you can process them in groups which have a common

number of hours.

Note: It is MOST important that you enter the number of hours for which the
option would occur if the option set to which it belongs is taught for the
FULL year.

For those schools which operate a single set of options for the full year this is
straightforward.

For those who rotate sets of options, you will need to adjust the number of hours as if the
set lasted all year. This enables the Ministry of Education returns to calculate the correct

figures, based on the proportions of the year each set occupies.

In the example below all of the year 10 options have been selected and the figure of 116
hours has been entered.
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]
] )

3 Set hours
]

:
]

114

Illustration 16 : The Year 10 hours have been set ...

When the ‘Set hours’ button is clicked, the specified number is applied to each of the
selected options.

These entries can now be adjusted, as shown below, to reflect the correct values for each.
Complete the process for all options, then click the button labelled ‘Record changes’.

lllustration 17 : and have been individually adjusted
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The results of the process are shown in the example below, where 10EG now has its total
of 116 hours displayed.

Options | MZA standards | Hours | IInatt

Option classes

Option details

Option code 10EG
Haours az if far full year 116

kode af ingtruction |This schoal

I
lllustration 18 : An example of the newly specified hours

523

It is important that every subject in your set of options is attached to a subject. This utility
identifies those options not currently attached to subjects, shown below. This is accessed
by clicking on the ‘Unattached options’ tab of the ‘Standards’ panel.

Options | MNZ0A standards | Hows || Unattached options (| Print list |
Unattached options
: Auto-attach
I paur current default option zet
the options listed below are not
attached to any subject The button above will attempt to
identify the listed optiohs by
ghd comparing their code with wour
aTE - zubjectz’ ‘'school code' wWhere a
10CE match iz made, the option will be
10k added to that subject.
11w
T1LM “ou can also select an option from
11MD thig li=t, then_u:liu:k an thE: subject tao
11MM which you wizh to have it attached.
11LE
12CH
1205
13TE
13mEB
1304M Frint a izt of unattached options
qeU
AHE
TP b

lllustration 19 : Unattached options identified

The button at the top right of the screen allows you to have as many as possible of these
unattached options connected to their subjects. This is done by matching the option codes
against those specified earlier in the chapter as the default code for each subject. The
results of the auto-attachment are shown below.
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1148 A
11T - nowe attached to wWarkzhop
11FD

11FR - now attached ta French

1288

12EM

12E0

12PH - niow attached oAt Photogr:
1250 - now attached o Science/alt
1271

120F

12E5 - now attached to Economic =
12GD

12ME

12FR - now attached ta French

121

12680

12DE b

Illustration 20 : Some have been auto-attached

You should now complete the process manually, using the option to print the list as an aid.

5.2.4 Course Endorsement

Functionality is available to record course endorsement providing recognition for students
who perform exceptionally well in individual courses, this can be gained independently of a
qualification. For example, a student may gain a Merit endorsement for their Level 2
Mathematics course without achieving the NCEA Level 2 qualification. A guide is available
from NZQA Course Endorsement Guide » NZQA detailing the latest requirements included
in your software:

5.2.5 Calculating a course endorsement

1 A course will be endorsed with Excellence when the student achieves the required
credits with Excellence in the course.
2 A course will be endorsed with Merit when a student achieves those credits with
Merit or Excellence in the course.
3 These credits must include the required minimum of internally and externally
assessed credits.
Exempted from this rule are courses that include the required number of credits in
Physical Education or Religious Studies or Level 3 Visual Arts. A course will be
endorsed:
a. if the required credits are achieved with Merit or Excellence from internally
assessed Physical Education or Religious Studies standards
b. if the required number of credits are achieved with Merit or Excellence
from one of the externally assessed Level 3 Visual Arts standards or the
credits are achieved with Merit or Excellence from internally assessed Level
3 Visual Arts standards.
4 The course must be completed within one school year.
5 All exclusions will apply. Where two or more standards assess the same learning
outcome they are mutually exclusive for all NCEA qualifications and endorsements.
6 A course endorsement is gained at the level of the lowest-level standard making up
the eligible credits.
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7 Courses may include unit standards, but only unit standards with Merit and/or
Excellence criteria will contribute to an endorsement.

8 The result for any standard can be used in only one course endorsement in the year
it is reported.

9 Course endorsement does not include Scholarship.

5.2.6 Associate students’ entries with a course — Option Class Course OR Virtual Course

It is necessary to enter the code for the course each standard belongs to. In CM Admin the
course code is required to be entered in the system.

Courses are divided into two types:

1 Option Class Courses and

2 Virtual Courses

A ‘Virtual Course’ is a course not necessarily taught in one option class, but which can
consist of a set of standards selected from various subject areas, (eg. ‘Performing Arts’
could be a virtual course, with standards selected from Drama and from Performance
Music.)

Where previously Subjects and Courses were considered to be one and the same, an
Option Class Course now consists of the standards taught in a specific Option Class for that
Subject. (This means that 11Maths with Mrs Smith is a different course from 11Maths with
Mr Wilson, and they need not have exactly the same set of standards.)

5.2.7 Course Set-Up

Basic course set-up happens automatically, a course will be created for each Option Class,
and it will be specified as an Option Class Course. Virtual Courses must be added
specifically in CMAdmin >NZQA Utilities >Connect Standards to Subjects >Add New
Subject/Course.

When a new Virtual Course is added, a unique School Code is required. Where a subject
already exists which doesn’t have option classes, it can be turned into a Virtual Course by
selecting the ‘Virtual Course’ option in the Subject/Course details section, or Option
Classes can be added. Option classes must be removed to convert an Option Class Course
to a Virtual Course. (It can’t be done if the course is the selected course for any student
on any standard.)

5.2.8 Course Endorsement Details

The Course Endorsement Details tab (In CMAdmin, >NZQA Utilities >Connect Standards to
Subjects) has been changed to accommodate Option Class Courses.
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Subject | Course name |Music | School code (%) Option class course
X Wirtual
Default learring area | The Arts [ Nga Tai N | for each associated option [
Default MOE subject | Music/Music Studies w |
Defaulk MOE Code MUSEC [Record Subject | Course Changes

Dptions] Courge Endorsement D etails I

Courge Standards derived from Option Classes - Add an additional Achievement Standard to thiz Course -

Option Class |Standard | Code | Level | IntfExt |  Credits | Type or drop-down to select a standard v| [ Add ]
13mMu MUSP3.6 Q077S1E 3 I g

13MU MUSC3.6 0527 ZE 3 1 4 Add an additional Lnit Standard bo thiz Course -

13MU MUSP3.5 90530 ZE 3 E 3 | Type or drop-down to select a standard w | [ Add ]
13MU MUSC3.3 90495 2 E 3 E g

Additional Course Standards -

Level IntfExt Credits

To remove Standards from this list, they must be removed from the Option Class.

Click the Standard to remave it from this list.

Courge Credit Summary -

Lewvel Internal | External | Taotals
L This course meets the NZGA
2 criteria for Course Endorsement.
3 12 11 23
12 11 23 Endarseable

llustration 21 : Course endorsement details tab

Select the required Option Class from the dropdown to display the standards for this

Option Class Course. Different additional standards can be added for each Option Class
Course.

The credits summary shows how many credits, both internal and external, from the option
class standards plus additional standards, can be gained in this course. Where the course
meets the NZQA'’s requirements to be endorseable, the ‘Endorseable’ check-box is enabled
by default but can be changed. If some standards are removed from a course so that it no
longer meets NZQA requirements for endorsement, the check-box will be un-checked and
disabled. If another standard is then added, the software recognises the course now
meets the requirements again, but the course must be set to endorseable, ie. the
automatic setting of the course happens once only for courses which currently exist. For
creating a new course, the box must be specifically checked.

A Virtual Course will only have additional standards. The Option Details will not be
displayed for a Virtual Course.
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Subject | Course name |Languages and Culture

School code  |LAC

() Option dlass course

(%) irkual course

,_Recc-rd Subject | Course Changes
Courge Endorsement Details I

Add an additional Achievement Standard to this Course -

| Type or drop-down to select a standard ' | boadd |
Add an additional Unit Standard to thiz Course -
| Twpe or drop-down to select a standard v | [ Add ]

Additiohal Courge Standards -

Standard |C0de | Lewel | IntfExk | Credits
CHINZ. S Q0386 2E Z E 3
SPAM1.S 90127 4 E 1 I 3
S05T2.3 Q0273 1E 2 1 6

Click the Standard to remave it from this list,

Course Credit Summary -

Lewel Internal | External | Tatals
1 3 3
2 i] 3 9
3
El 3 12 Endorseable

lllustration 22 : Virtual Course display
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5.2.9 The Selected Course on the Student’s Standards screen
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Illustration 23 : Student standards screen

Further clarification from the ? symbol on the right is provided around the rules; and
columns provided as required for update to credits in 2014.

The student’s standards and results are transferred from markbooks to the Student’s
Standards page via CMAdmin, >NZQA Utilities >Global Processes >Update Database from
Markbooks, for the selected mark books. This process also attempts to update the Course
on each of the student’s standards, assigning a course wherever possible. A default course
will be set where the course is missing, if it is possible for the current year only. If
changes are made to the course set-up or new standards are added to a course, these will
be accommodated with the next global update.

On the Student’s Standards screen, the course is displayed in the Course column for each
standard. Where a standard appears in more than one course, select a different course for
that standard from the drop down (indicated by the green triangle) in the course column.
The NZQA allows each standard to be used for one course only for the purposes of course
endorsement.

Option Class Courses: both the Subject and the Option class will be displayed

Virtual Courses: only the course name will be displayed.

All possible courses are shown, even if the course is currently not able to be endorsed.

Each course is identified by a course code and a course name. Course names, eg. as
published in the school’s curriculum handbooks and reports to parents, will be included in
students’ result notices.

Some points to note:

e Course endorsements are gained at the level of the lowest level standard included
in the eligible credits. Therefore care should be taken with a course name that
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contains a level number and which has assigned to it one or more standards from
another level. A student’s result notice could state, for example, Level 3 Applied
Mathematics Endorsed with Excellence at Level 2, if the 14 eligible credits include
one or more Level 2 standards.

e Courses can be tailored for individual students. They may be entered for different
combinations of standards for the same course.

e It is not mandatory for all courses to be endorseable (that is, to contain more than
14 credits with a minimum of 3 internally assessed and 3 externally assessed
credits).

e It is not mandatory for all entries to be assigned to a course, e.g. some Gateway
or first aid standards.

e Standards assessed in a previous year and reported to NZQA in the current year
do not count towards a current year’'s endorsement. For example, a Level 1
Mathematics standard assessed last year in Year 10 should not be added to the
student’s Level 1 Mathematics course in the current year. It must be reported
unassigned to a course.

Where students transfer, the new school will be responsible for setting up the student’s
new courses to accommodate standards already achieved, wherever possible.
Functionality to track and customise course endorsement information will be progressively
included in our software following the release of MoE specifications.

5.2.10 Printing lists of subjects, options and their standards

The Print List tab allows you to print lists in various formats of the connections between
your subjects, their options and, in turn, their attached standards. An example of the
printing process, and the options available, is shown below.

Options | Course Endarsement Details |

Option Detaile | WZWA Standards | Hows |  Unattached Options | FrintList |

Printing options W 1B »u Q|- S

Incude options connected
to each subject g Subjecks, opions, stant

[HOE code  [Lomicode |
T =

s 900
Frs |00

Indude options and MOE
proportions relating to each

BOCEGEEE

Include the standards
connected to each option

Or

O Indude just the standards
connected to each subject

i
MERERER
5faaaa:§

[ ] ) )3
HEEEEEE

Or

O List standards connected to
more than one option

lllustration 24 : The various printing options
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5.2.11 Reporting course information to NZQA

Information on the Achievement 2013-2017 project is referred to in the ClassRoom
Manager User Guide under the heading Achievement 2013-2017 Export for the Ministry’s

purposes.

MUSAC © 2014 NZQA Utilities Page 68



MUSAC Classic 2014
2014.8.16

For course endorsement NZQA requires assigning courses to entries in the first file in the
year. NZQA will contact any schools which have not provided this information by their 1

July file. These can’t be changed after 1 October.

1 A course list: all course codes and course names for the school year. An entry may

not be assigned to a course if it is not on the course list.

2 The course code associated with an entry: the school needs to enter a course code

against all entries to make them eligible for course endorsement.

5.2.12 What you need to do in CMAdmin

After the course is set up, NZQA Utilities > Connect Standards to Subjects > Course
Endorsement Details, on the Subject Specifications form the Course Endorsement Details
tab enables school subjects offered to populate with each option class aligned with the
selected course. A summary table provides a breakdown of the number of credits attached

to the course divided into level, internal/external, and includes totals.

Note: A standard can be attached to more than one course, but a student can only use

that standard to endorse one course.
=i ClassRoom Manager / Student Manager subject specifications

Graphic Design

Add New Subject f Course
Delete Selected Subject [ Course

Course Standards derived from Oplion Classes -

Taremave Standards from this list, they must be remaved from the Dption Class.

Course Credit Summary -

Health Education Option Class | Standard Code Level Int/Ext Credits
Histary LIFREN  FRENLL 90878 LE 1 E 5
:j:;g;'zg;‘hmbgy IFREN  FRENL2 90879 1E 1 1 4
Miodis Studios 1IFREN  FRENL3 90880 1E 1 1 5
Music 1FREN  FRENL4  908311E 1 E 5
Music 11IFREN FREM1.5 90882 1E 1 I 5 Additional Course Standards -
Painting 1FREN  FRENLE 90089 4E 1 I 3
Emiﬁgﬁﬂ‘u"mﬁm 1FREN  FREN3.1 90558 2E 3 E 3
Physics 1FREN  FREN3.2 90553 2E 3 1 3
Religious Studies b | 1FREN  FREN3.3 90560 2E 3 1 3
Science 1FREN  FREN34  905612E 3 E 3
g;;';'sf‘md‘es IFREN  FREN3S  905622E 3 E 3
Pty v IFREN  FREN36 90563 2E 3 1 3

Level Internal External Totals
i 17 0 27
z
3 9 15 24
26 25 51

Subjects/Courses Subject/Course details
offered by your school i
Subject | Courserame  [Frenc el e s
Aecountng ~ Defaultleamning area [ Language andLanguages /NgaReo || . for each associated option
r
At Design Default MOE subject | ~]
Biology
Business Studies ji
Default MOE Code FREN School code Record Subject / Course Changes
Calculus e sl :
Chemistry
Classical Studies Options | Course Endorsement Details
Computing
Economics
English Course - French
FoodTechndogy
Geagraphy

Add an additional Achievement Standard ta this Course -

| Type or drop-down to select a standard £ ‘

Add an additional Unit Standard to this Course -
| Type or drop-down to select a standard v ‘ Add

Standard Code Level Int/Ext Credits

Click the Standard to remove it from this list

Close
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6 Connecting standards to markbook columns
and the Creation of teachers’ dossiers

What is covered in this chapter?

Overview of the tasks involved

Making the column connections

Creating dossiers for subject teachers
Updating the database from the markbooks

6.1 Overview of the tasks involved

Ensure that each markbook correctly displays in its columns the standards connected to

the option associated with the markbook and to make it easy for teachers to access their
markbook(s) in order that they may enter students’ results. Both of these processes are

accessed via ‘Specify Markbook Details’.

In order to enable teachers to easily enter their students’ results in the NCEA into their
subject markbooks, each of the standards attached to the option must be set as a column
heading in the option’s markbook. This is achieved via this button providing access to the
various processes associated with the creation and maintenance of markbooks. These
processes were described in detail in the CM user guide — except this process.

ALL of this section is important so the red line will not be continued throughout.

6.2 Making the column connections

To access this process, click on the button above and you will enter the markbook
maintenance screen. The utility we require is accessed via ‘Set standard columns’ shown
below.

Global settings

Set Column Headings,
Formulae and Rules *

‘ Set Report Mames™

Set Standard Columns®| | Common Long Tites™®

W

lllustration 1 : The button to setting standards’ columns
First select those markbooks for which you wish to allocate columns for the unit and

achievement standards. In the example below all year 11, 12 and 13 markbooks have
been selected.
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|

b

lllustration 2 : Selecting the markbooks concerned
Now click ‘Set standard columns’, which will take you to the following screen.

Gilobal specification of NCEA columns

In orderto record FINAL results for each Achiewvement Standard (or Unit Standard), you must specify which column in a
markbook holds that final result.

An excellent practice is to use the SAME set of columns in each markbook for the final result for each standard
attached to that subject. This makes the generation of 'generic’ subject reports feasible.

You may or may notwish to leave intervening columns free for the measurement of progress towards each standard.

M arkbook
11AC 2004
1145 2004
114T 2004
T1CL 2004
11CP 2004
11EC 2004
T1EG 2004
11ES 2004
11GE 2004
11HE 2004
11HI 2004
11HO 2004
T1LE 2004
11LM 2004
114 2004
11D 2004

A4hAT 004

Stnds| Click to see standards lis
8 ACCO1.1(E)ACCOT.2E
0
4 ARTCLA[LARTCY.2(1).
0

ECONT.T(E).ECONT.2E
ENGLT.1(1.ENGL1.2(E]

GEDG1.1(E).GEOG1.2(t
HOME1.1{IL.HOME1.3(1
HISTLANLHISTT 20 HI
HORT1.7(ELHORT 1.5t

MATHT.1[ELMATHY. 2t

TO WD OWoOo O WD

Select all options with standards to attach

-

v

Unit

Bk column

This is a GLOBAL process, designed to do
the initial attachment of all standards to a set
of columns across several options in
several markboaks.

You may adjust column connections for
individual markbook's either via that
markbooks individual settings or via the
markbook itself.

Selectthose markbooks for which you wish
to specify columns from the left hand table,
then setthe relevant columns on the right
hand columns.

If wou specify column numbers far maore
standards than a subject has then these
will be ignored.

v Lock all attached column headings

Froceed

lllustration 3 : The attached standards have been identified

On this screen are listed all of the selected markbooks and, alongside each, all of the

standards found connected to the option or options associated with each markbook. Select

the markbooks which you wish to process, shown below.
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I ark book, Stndsl Click to zee standards lis & | | Linit | MEk colurnn
8 ACCO1.1(ELACCOT.2(E 1
1145 2004 1] 2
4 ARTCIALARTCT. (). 3
T1CL 2004 1] 4
T1CP 2004 1] B 5
7 ECONT.1(E).ECOMT.2(E g
9 EMGLT.1(1].EMGLT.2ZE] 7
T1ES 2004 i ]
7 GEOG1.1(ELGEQGT.2(E g
E HOMET11[I.HOME1.3(]’
E HISTTALHISTT.2(11LHI
3 HORT1.FELHORT. Gl
11LE 2004 i
T1Lk 2004 1]
9 MATH1.I[E]LMATHY.2[E
11D 2004 1] 3
TARAC WA n —

Select all optionz with standards to attach |

lllustration 4 : Selection of the markbooks

The selection above was made using the button below the display to select ALL of the
markbooks for which attached standards had been found. To the right of this display is a
small grid with the numbers from 1 up to the maximum number of standards found
attached to any of the markbooks. In the example above, the maximum number of
standards attached to any markbook was found to be nine.

Now you can enter the numbers of the columns in the markbooks which you wish to
correspond to the standards. In the example below even numbers from ten onwards have
been allocated to the standards. This leaves room between each for a ‘Progress’ column, of
which more later.

Standard | MEK column
10
12
14
16
18
20
22
2

lllustration 5 : Specifying the columns

[Am i RS I ) Y R TR LN R

One you have entered the required column numbers, click ‘Proceed’.
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_to zee standards li: A& || Linit MEk column Markboolk : 11AC 2004 A
01.1[E),4CC071.2[E 110 Column 10 connected bo ACCOT.1(E]
212 Column 12 connected to ACCO1.2(E)
Column 14 connected to ACCO1.3(0)
CT.100ARTCD. 20 314 Column 16 connected to ACCO1. 4]
4 16 Column 18 connected to ACCO1.5(E)
518 Calurnn 20 connected to ACCO1.6(E]
M1.1(ELECONT.Z[E Column 22 connected to ACCO1.7(E)
11 (E) [ 5| 20 Calurmn 24 cannected to ACCO1 &)
AMNENGLT.2(E) 722 Markbook : 11AT 2004
a 24 Column 10 connected ta ARTCT.1(1)
G1.1[E)LGEOGT 2 q 25 Column 12 connected o ARTCT.2(1
{E1.1 = =t Calumnn 14 connected to ARTC1.3(E]
. CMAdmin Column 16 connected to ARTC . 4(1)
Ll Markbook : 11EC 2004
.7 1 ol Calumn 10 carnected to ECON1.1(E]
All complete _ : Calurn 12 connected ta ECON1.2(E)
Click on either table to hide the list of results, Column 14 connected to ECOM1 3E]
H1.1 Column 16 connected to ECOMT.4(E]
' Column 18 connected to ECOMT.5(E]
Column 20 connected to ECOMT.E[1)
Column 22 connected to ECOMT.7[
ards to attach tarkbook : T1EG 2004
Column 10 connected to ENGLT.1(1

e e cotaws e e deloi e rebock el Ico et B .

lllustration 6 : The columns have been attached

Once completed a message informs how to hide the display of allocated columns shown on
the right. You may print the list of allocated columns and their attached standards.

To check that all has proceeded smoothly, return to the main markbook maintenance
screen and select an individual markbook. In the example below 12MA 2004 has been
selected.

12HE 2004

12mU 2004
1205 2004
12PE 2004
12Fe 2004
1270 2004 b

lllustration 7 : Selecting a particular marbook

Now click ‘Next’ at the bottom of the screen TWICE and the connected columns will be
displayed.
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Column headings for the selected markbook

M.B. o may, If you prefer, specify columin headings directly within each markbook.

Mo, | Title b awirnurm | Date Weight |H| G Rules ~
8 dd
9 dd

10| MATHZ.1 9028401E 9999 & o
11 dd
12| MaTHZ 2 9028501E 9999 & o
13 d o
14| MATHZ 3 9028601E 9939 &
15 d o
16| MATHZ 4 9028701E 9999 & o
17 d o
18| MATHZ 5 9028001 8808 & o
19 d o
20| MATHZ B 9028901 8808 & o
21 dd
22| MATHZ 7 9029001E 9999 & o
23 dd
24| MATHZ B 9029101E 2898 & o
25 dd
26/ MATHZ 3 9029201E 9999 & o
7 dd
28 dd
29 dd
30 dd b

Illustration 8 : The connected columns

The example above also illustrates that each standard’s code, version and language are

stored as a single entry in the ‘Date’ field of each markbook column. Stored in the

‘Weighting’ column is either 8888 — indicating an internally assessed standard, or 9999 —

indicating an externally assessed standard.

6.3 Creating dossiers for subject teachers

For teachers to access their markbooks you must create a dossier for each teacher. Each

dossier will provide access to one markbook.

From the markbook maintenance screen, select those markbooks for which you wish to
have dossiers created, and click on the ‘Create teachers’ dossiers’ button in the top right

hand corner of the screen. This button is shown, in its group, below.

* Select markbooks first

Create a Year's Create Teachers'
Markbooks Dossiers™

Delete Selected Configure Lookup
Markboaoks™ Table

Illustration 9 : The button to create teachers’ dossiers

The dossier creation screen thus accessed, is shown below.
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Dossier creation

The following teachers have been identified as teaching
dasses in the selected markbooks, Individual dossiers wil
be created for each of these teachers.

Heads of Departments

If you SELECT pacticular teachers from the list below then
they will be treated as heads of departments - ALL
students taking the SUBJECT will be induded in their
dossier(s).

10FRE1Te Line(s) 1A Y

10FREZPl  Line(s) 11

10FREZTe  Line(s) 1H
10GRAPTa Line(s) 1A
10HEEDBa  Line(s) 13
10HEEDJa  Line(s) 13
10HEEDTa  Line(s) 13
10MATXCa  Line(s) 1E
10MATYAv  Line(s) 1E
10MATZAY  Line(s) 1C
10MTECKn  Line(s) 1H
10MUS1HU  Line(s) 1D
10PHEDBa Line(s) 1K
10PHEDJa  Line(s) 1K
10PHEDTa Line(s) 1K
105CIEKe  Linefs) 1F
10SCIEWa  Line(s) 1F
10SCIEWa  Line(s) 1F
10505TAv  Line(s) 1B
10S05TWk  Line(s) 18
10505TRo  Line(s) 1B
105PA1Te  Line(s) 1D
10SPAZTe  Line(s) 1T

=

11ACCODN  Line(s) 1B b

Select Al

M.B. To be successful, this process relies on identifying students in
these markbooks. If no students are yet attached to the
markbocks then no dossier will be created for each such instance.

Separate dossiers - non HOD
Where a teacher has more than one class in a subject :
() Create a single dossier containing all dasses
(%) Create a separate dossier for each dass
Base the student filter on the 'Current option set'
In this case a) one dossier should last all year

provided that the option column does not change
and b) you will not be able to EDIT the dossier filter

Base the filter for CORE dasses on :

(3) Form Classes dasses  (_) Room dasses

Separate dossiers - HOD
For each HOD (j.e. teachers selected from the list shown) :

() Create one single dossier containing all dasses

Create a single dossier containing all classes and a
separate dossier for each of his or her dasses

’ Proceed ] ’ Cancel

lllustration 10 : The identified options displayed

On the left side of the screen is a list of the identified subjects involved in the selected
markbooks, and each teacher and their option line or lines is displayed, as shown below.
On this screen you must indicate, by selecting them, which of the teachers are HODs.
Their dossiers will contain all students attached to the relevant markbook.
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Heads of departments

If wou SELECT pacticular teachers fraom the list below then
they will be treated as heads of departments - ALL students
taking the SLUBJECT will be inzluded in their dozgiers).

12HE J&  Line(s] 1B S
12H1 MO Linefs) 1E

12Mé BT Linels) 1B
12M& HP  Linels) 1F
12M& NU  Linels] 1E
12M5 M Line(s] 14
12MU Oa  Line(s) 1E
1205 WS Line(s] 1E
12FE FE
12FE HU  Line(s) 1F
12F% Tv  Linefs] 1C
FaE

12

12TD P& Lirelz] 1E
12wT TM  Linels] 1B
1340 45 Linefs) 1F
134T KA Linefs) 1B
1305 SM Linefs) 1C

13GE PT  Linels 1E
13HI MO Linefs) 1B
13MB NU  Linels) 1B
13MM BT Line[s] 1C
13U CO Linels] 1F
13F% CJ Linels) 1E v

Illustration 11 : Selection of HODs

You do not need to select the others, the non-HODs, as dossiers will be created for
EVERYONE listed.

On the right side you have choices to make concerning the dossiers. These are divided into
two groups. The first group —the non-HODs — have two options — to have a single dossier
for each option class or a single combined one for all of their option classes within a
particular subject.

A year-long dossier has been provided allowing for changed option sets. This dossier looks

at the ‘current’ record set to identify students but does expect that the option in question
will be in the same option line throughout the year.
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Separate dogziers - non HOD

Where a teacher has maore than one clags in a subject ;

0

Create a single dozsier containing all clazses

Create a separate dozzier for each clazs r

Baze the ztudent filker on the 'Current option zet!

I thiz caze a] one dozsier should last all pear =
provided that the optioh column does not change v
and b you will not be able to EDIT the dossier filter

B aze the filter for CORE clazszes on

i+ Form clazses [ GEroup clazses

Separate dozziers - HOD

For each HOD [i.e. teachers selected from the lizt zhown] ;

iCreate one single dossier containing all classes o

Create a zingle dozzier containing all clazzes and a -
zeparate dossier for each of hiz or her claszes

lllustration 12 : The dossier creation options

In addition, if the dossier is for a CORE subject (in which case all of the students in a
particular class will be included, then you must select whether the core classes are based
on your school’s horizontal groupings (e.g. form classes) or on vertical groupings (e.g.
tutor groups).

Finally, for the HODs, you have the option of creating either one single dossier with all
classes in the subject, or the same (one single dossier) plus a further dossier containing
just the HOD's class or classes. Once you have made your decisions, click on the ‘Proceed’
button and the dossiers will be created.

At the conclusion of the process you might receive the following message indicating that it
was not possible to create dossiers for one or more staff members as they were not
identified in the staff database. (Each dossier includes the teacher’s details from the
database which include their logon (entry) code and their password. If these cannot be
found then a dossier cannot be created).

At the bottom of this list are two buttons. The one on the left will cause a list of the
unidentified teachers to be printed. The ‘No’ button will simply hide the message.
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The list of dossiers created is displayed in the left hand panel, as shown below.

CMAdmin

Dossier : 11AC 2004 markboaok For 11ACHG was not created.,

Teacher nok identified. .. dossier nok created.
Dossier + 11AT 2004 markbook For 11ATEA was not created,
Teacher not identified. .. dossier nok created.
Dossier + 11CL 2004 markbook For 11CLMC was not created,
Teacher nok identified. .. dossier nok created.
Dossier + 11EG 2004 markbook For 11EGAK was not created,
Teacher nok identified. ., dossier nok created,
Dossier : 11EG 2004 markbook For 11EGHG was nok created.
Teacher nok identified. .. dossier nok created.
Dassier : 11EG 2004 markbook For 11EGET was naok created,
Teacher nok identified. .. dossier nok created.
Cossier 3 11EG 2004 markbook for 11EGPE was not created,
Teacher nok identified. .. dossier nok created.
Dossier + 11GE 2004 markbook For 11GEGP was not created,
Teacher not identified. .. dossier nok created.

Dossier : 11HE 2004 markbook For 11HEMC was nok created,

Teacher nok identified. .. dossier nok created.

Dossier + 11HO 2004 markbook For 11HD1S was nok created,

Teacher nok identified. .. doss

%]

Illustration 13 : Unidentified teachers!

11AC HG  Line(z] 1F O dogsierz) ”
114C A5 Line(z] 1B 1 dogsier(z]
1145 MK Line(z] 1C 1 dossierz]
T1AT KA Line(z] 1F 1E O dozsier(z)
11CL MC Linelz] 1B 0 dosszierz]
11CP BT Linel=) 1F 1 dozsier(z]
T1EG FO  Line(z] 1F 1 dogsier(z)
11EG AK. Linelz] 1E 0 dossierz]
11EG HG  Linelz] 1B 0 dossiers]
T1EG ST Linefz] 1E 1 dogsierz)
11EG 5K Linelz] 1C 1 dossierz]
11EG GI  Line(z) 1B 0 dozsier(z]
11EG RT  Line(z] 14 1 doszierz]
11EG PE. Line(z] 14 0 dossierz]
11ES 45 Linelz] 1F 1 dozsier(z]
T1GE TH  Line(z] 1F 1 dogsierz)
11GE GFP  Linelz] 1E 0 doszier(z]
11GE 5T Linez] 1C 1 dogsierz)
T1GE PT  Linefz] 14 1 dogsierz)
11HE J&  Line(z] 1F 1 dogsier(z]
11HE MC  Linels) 1C 0 dossiers]
TTHI MO Line(z] 14 1 dogsierz)
11HO J5  Line(z] 1E 0 dogsier=]
11LE PT  Line(z] 1F 1 dozsier(z] b

Illustration 14 : Dossiers have been created

Returning to ‘teachers and their dossiers’ you can visit a particular teacher’s dossier list

and the new ones will be in evidence. An example of such a list is shown below.
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Fory's current dossiers

11 Waths 2004

T1CP 2004 markbook,

120 2004 18 markboak - HOD
T2kd 2004 markboal:,

13MM 2004 rmarkboak,

b anual demaonstration

Illustration 15 : One teacher’s list

6.4 Updating the database from the markbooks

So far, all of the options for the year are in place, and students have had their individual
choices allocated. These are now stored in columns in the database. We have attached
standards to options and options to subjects. The markbooks have been created (ensuring
that all students are connected to their markbooks) to which we have also attached the
standards by way of the markbook columns. So, as a result, each student is ‘connected’
via the markbooks to all of his or her standards.

A final step remains: to have each student’s standards ‘registered’ under their name in the
NZQA section of the database. While this is done automatically whenever a result is
entered for a standard in a markbook for a student, the ‘registrations’ are not yet done.
Every so often, as a teacher leaves a markbook, an automatic check is performed to
ensure that all ‘registrations’ are up to date for that markbook.

The process to ‘register’ all standards from all markbooks for all students into the NZQA
section of the database is done via the ‘Global Processes’, described later in ‘Submitting
results to NZQA’. We shall include the small relevant part of that chapter here to allow you
to complete the initial tasks for the year.

The main screen for this purpose follows, and you will see the markbooks for the year
listed down the left hand side of the screen. Select one or more of the markbooks (you'll
probably select them all) and click on the ‘Proceed’ button.

Each markbook will be processed in turn and the results of the process will be displayed in
the list on the right hand side of the screen. This lists the standards attached to each
markbook, followed by each student within the markbook, showing their result previous to
the update, and the result subsequent to the update. The two columns should, or course,
always be the same as, when a result is recorded in a markbook, it is automatically
updated into the NZQA section of the database at the same time.

The following two illustrations show both the selection and updating processes.
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Globally update the NZQA database from all markbooks

117D 2004

i Student Standard Wias | Mow

13BI1 2004

Select all markbooks | Tear |2DD4 vl Procead Wwhat do these codes mean?

[

lllustration 16 : The selection of markbooks for processing

Globally update the NZQA database from all markbooks

EEE %%%i -~ Student | Standard |was | Mow -
13FR 2004 EEDNB'E_

13GE 2004 Markbook : 13EG 2004

13HI 2004 Columns:

13ME 2004 EMGL3.1

130 2004

1345 2004 EEES;

13m0 2004 :

13P% 2004 EHGL3.4

13TE 2004 ENGL3.5

34T 2004 EMGL3.E

arL 2004

9EG 2004 ENGL3 7

aES o004 ARMNOLD, TRACEY AMME EMGLZ1

9FR 2004 EMNGLZ.Z

SHO 2004 ENGL3Z.3

abd 2004

a5 2004 Engtgé

ML 2004 :

bt 2004 ENGL3E

9FE 2004 ENGLAT

35C 2004 E BATCHELAR, SCOTT JOF ENGL3T -
955 2004 £ ENGL32

9TD 2004 :

9TE 2004 ENGL3.3

9T+ 2004 g ENGLZ4

S 2004 ] EMGL3S )
Select all markbooks | Tear |2D|34 vl Proceed Wwhat do these codes mean?

lllustration 17 : The updating processed displayed
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7 Student NZQA Fee billing

What is covered in this chapter?

Overview of the tasks involved

Clearing out the previous year’s details

Clearing details using global zaps

Clearing details via the NZQA 2004 Financial document
Billing students for their NZQA fees

7.1 Overview of the tasks involved

You goal here is to have the various NZQA fees correctly identified for each student and to
obtain suitable documents (invoices / summaries) to meet your school’s needs. Click
‘Student billing’.
The tasks involved are:

e Clearing out the previous years’ fees from students’ records

e Making the various decisions concerning the printing of invoices or summaries

e Carrying out the printing process.
Once again, the use of the red line to indicate sections of importance has not been used
as, in this section, all of the steps are important.

7.2 Clearing out the previous year’s details

During the year, as fees are determined, and payments received — information concerning
these amounts is recorded against each student and held in the database. The first step,
before going into the billing routine is to ensure that any remaining details from the
previous year have been cleared away in readiness for the new year.
This can be done in two ways.
1. Under the area of ‘Global utilities’ there are some processes available to assist you
in this regard.
2. Alternatively, you can visit the document in CMTeacher titled ‘NZQA 2004
Financials’ (or its equivalent for the current year) and, via grid mode, remove the
obsolete information.

7.2.1 Clearing details using global zaps

The global zaps are accessed via the following button on the NZQA Utilities screen. Click
‘Global processes’.

Down the left side of the global processes screen are several buttons. Near the bottom
click ‘Global zaps’ to access the ‘Global zaps’ screen. This screen, shown below, offers
several rapid processes to treat all students in one step.

The first three ‘zaps’ are shown below and this first, in particular is very useful to you in
removing all details relating to students’ NZQA fees from the previous year. Do NOT run it
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DURING a year after fees for the current year have been entered as these too will be
removed.

1. Setallfees information (Faid amount, Amount owing etc) to zera on all students

Set NZ0A fees infarmation ta 2erm

2. Set "Withdrawn fram MNZ0OA" flags to "Moo’ for all students

Femove all "/ ithdrawn from NZEA' settings

3. Bemowve NZ0A Benefits information from all students

Remove all benefits infarmation

lllustration 2 : Three useful ‘zaps’

You may wish to apply the other two ‘zaps’ shown, as they clear the way for the new
year’s information too.

7.2.2 Clearing details via the NZQA 2004 Financial document

IF you are familiar with the use of documents in CMTeacher you might prefer the following
method of removing data globally because, in this process, you can see the data you are
about to remove.

Enter CMTeacher and identify the NZQA 2004 document (or its equivalent for the current
year). An arrow points out the document in the following illustration.

Mew Entrant analysiz Summary [front pz
Mew entrant repart. dmt

Mew Entrant Summary [front page). dmt
MWZ0RA 2004 Financials. drmt
MWZRA 2004 Full drnt
WA 2004 Short.dmt
MWZRA Dermo 3.dmt

| [T [T [Py [ [

lllustration 3 : The CMTeacher document

Click on the document title and it will be displayed for the first student in the current filter,
an example of which is shown below. You should, of course, enter CMTeacher with the
right to view ‘All documents’ and you should NOT select a dossier, as you will wish the
following process to apply to all students.
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NZQA Financial details

Student : ALDERTON. KELVIN GEOFFREY Status : Full time
This year : 11

Financial assistance details Billing details

Financial Assistance Fees billed 35.00

bype

Benefit Number i Fees paid
35.00

MNZQA Fee lock
NZ QA Billing 2002

|

H

NZQA Biling 2003

lllustration 4 :An example of the document

Click in the small ‘Grid’ button in the bottom left hand corner of the screen below the
document and you will enter ‘grid mode’ where all of the students are listed down the side
of the screen and all of the columns for the document are displayed across the top of the
screen.

Next, column by column, right-click in the column heading and select the menu trail shown
below. Using this utility you can remove all data from students in the selected column.

Fees awing HZ0A Fee MZ0A Fee lock Application [0
150,00 150,00 Ascending Sort 4
75.00 75.00 Descending Sark »
150.00 150.00 Standard Sorts k
] ] . .

Apply Quick Filker
oo oo Reset Sorts and Filkers
Fill this column with. .. Column daka Funckions

Clear this colurmn

Hide Column
Show All Hidden

Apply a Formula to khis column
Zopy a conversion From another column

Reapply ALL Formulae Insert Blank Column
Display column statiskics I
Edit Lock,

Copy column heading to cipboard
Edit Lock ALL columns

lllustration 5 : Clearing data from a column in grid mode

The columns which you should clear are the five on the right hand side of the document :
e Fees billed
e Fees paid

e Fees owing
e NZQA fee
e NZQA Fee lock
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Once you have done this you are ready to proceed with billing students for their NZQA fees
for the new year.

7.3 Billing students for their NZQA fees

The screen for this process, accessed via ‘Student billing’, is shown below. See the end of
this section for details of printing for window envelopes, and the removal of the step
numbers.

& NZQA billing for 2004

Step 1 Record debts in Pupil Files?
Yez (0 Mo

Step 2 Printout zelection
|.-’-‘« simple lizt of amounts j

Step 3 Only print if amount changed [
Step 4 Process which students?

|F|:|rm 3 j
Step B Print order
|.-’-‘«II students j
Step 6 Add notes to printouts
Step 7 Include Leavers I
Step 8 Click __.
Froceed ‘ Frint list

lllustration 6 : First view of the billing screen

Down the left side are the various steps, which include :

¢ Whether or not you wish to have the fees recorded into either Pupil Files or
Student Manager as students’ debts.

e The format of the printed results

e Which students are to be printed.

e The order of printing.
N.B. Depending on your selection of various options, the step numbers may change as
some steps are either removed or inserted. As a result, the step numbers below may not
match those on your screen

Steps 1 and 2 — Recording debts in Student Manager

If you wish to have students’ fees recorded in your student financial system, then click in
the ‘Yes’ option button in step one.

This will cause the relevant list of billable items to be displayed, from which you should
select the item corresponding to NZQA fees. Example of each are shown below.
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m. NZQA billing for 2004

Step 1 Record debts in Student Manager:
ez (v Mo

Step 2 Which Student Manager ledger?

Ledager

Schoaol Danation [1 child]
School Donation [family]
Work sheets

Dionation [Part pear]

lllustration 7 : Connecting to Student Manager

NOTE: A new step has been inserted at step 3 which, if you have elected to print
individual student invoices, allows you to have these printed with the students address in
the correct position for a window envelope. See the end of this chapter for further details.

Step 3 — the selection of the billing format

There are six possibilities, shown below.
Step 3 Printout selection
A gimple lizk af amounts j

5 Mo ligtings - just report changes
14 simple list of amounts
ShA simple izt with calculation detailz

lllustration 8 : Selection of billing format

The fourth and fifth will result in the printing of an individual document (invoice) for each
student. The others produce summary lists in a single document. Examples of these are
provided later.

Step 4 - Only print if the amount has changed

Ticking this option allows you to complete an entire billing run, generating new invoices
just for those for whom the total fee has changed.

Step 5 - Process which students

The popup menu shown below lists all year levels and, in addition, offers four further
choices. ‘Bill individual students’ allows you to select one or more particular students for
billing.

MUSAC © 2014 NZQA Utilities Page 85



MUSAC Classic 2014
2014.8.16

Step 5 Process which students?
|

g Form B ~

Form 7

Adult Pupils

Might School

Bill individual students

Bill zelected groups

S Bill all with standards

Bill all with unpaid amounts b
Step T Chck __

5

(=

llustration 9 : Selection of students

Step 6 — Print order

This step, shown below, will not be available if you have, in the previous step, chosen to
bill either individual students or individual groups.

Step 6 Print order

E

All gtudents
Print by Form
Frint by Group

lllustration 10 : Selection of print order

Step 7 — The addition of notes

It is possible for you to have a common note before the invoicing details on the document,
or after them, or both.

If you click on the small white area to the right of this step then a window will appear via
which you can specify the note or notes which you wish to appear on the printed invoices.

Y'ou may add notes to the individual student printouts_

Add the fallowing note at the TOF of the printout.

The fallowitng are the details relating ta wour NZ0A fees for 2004,

Step 6 Add notes to printouts The

Add the following note at the BOTTOM of the printout.

If yau have any questions concerning thiz infarmation please see Mr Biller at
schoal before 9am any Monday or Tuesday maorning.

Proceed ‘

Proceed Cancel

lllustration 11 : Entry of notes to appear on bills
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Step 8 — Proceed

Once you reach this step, and click ‘Proceed’ the following message will appear, allowing
you to confirm your intentions.

CMAdmin ||
This is NOT a krial run,
Debts will be recorded against students
r.E. Debts generated will ROT replace earlier debts, but will be created as new transactions,

Imwnicing in Student Manager

Ledger : NZQA Fees

Printing : & subject summary report per student
Processing @ Bill individual students

Prink by & Bill all selected students

Procesd?

lllustration 12 : A cross-check before proceeding

If you have elected to print for individual students then a list of them will appear from
which you can make your selection.

Select thoze students whaom you wizh to bil

Presz Al-5 to search for a student

ABACROMEBIE, JAMES JEREMY Form: SHG -~
.&BBDTTEDLIN GEOFFRE'Y Form : 404

.& DTT LEIG HELEN Fn:nrm 12E
ARTZ, CHERIE WAl Form - 95T
BAIMBRIDGE, GLENM R&sMal Farm: 12C
BARR, CHRISTOPHER Form : 124
BARRETT. MOMIQUE CATHRIMA Form : 10L
BARRETT. MICHOLAS OLMWER Form : 121
BARRIE, MOEL LIMDSAY Form : 13K
BASSETT. DIAMMNA JAME Form: 12H
BASSETT. LEIGHAMNME Forrn : GHU
BATCHELAR, SCOTT JOHM Farm : 13K
BATT, SUZAMME MARGARET Form : 94,
Bayne, KATRIMA KELLY Form : 130
BAYME, LUKE DAMIEL Farm : 104

BEETS. AMDREW DOUGLAS Fom : 121
BEMMET. SHAME EDWARD Form : 95T
BEMTLEY, ANDREW SAMUEL Form: 11P
BIGMELL, GREGORY MOEL Faormn : 124,
BIRD, Jennifer Form ; 9HU

BIRD, SANDRA MICHELLE Form: 10M
BISHOP, ADaM RUSSELL Form : 114
BISHOP, CLIFTON MURRAY Form : 13K
BODY, SAMDRA MICHELLE Form: 12H
BOWATER, AMGELA KAREM Form: 11P
BRAMWELL, ASHLIN ROBIM Farm @ 12] b

Current filker : All students

Filter Cancel Proceed

llustration 13 : Selection of individual students
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The button on the left below this list allows you to apply a filter to it in order to reduce the
number from whom you are selecting to a manageable amount. The filter appears, as
shown below.

Select students

Options WNZ04 Standands Activiies
@ ‘“rearz Forms Groups Gender, Place & Ethnicity Columng Type ark Books
Years Selected Foims Selected Groups Status
“ear 9 10, 105 T1PT 1204 ! long
Year 10 106K, 114 11RA 125 vWF
Year 11 10645 1C 1T 12TH vWF2
Year 12 10ED 11DM 11 125 ¢ |WF3
Year 13 10F0 110V 124, 1340 v WF4
10H 11HF 12C 130 |
10JS 110 1201 13k !
10L 11N 12H 135K !
10ME 11F 121 4HM
10M 11PA 1204 404, Fiezet the filter to just
10F 11PK. 12MC 5 Full and Part time
& > students
Dizplay just thoze with standards attached in 2004 Cancel Proceed

lllustration 14 : The student filter

During the printing process a list will be displayed, showing the details of each student as
they are processed. An example of this list is shown below.

ALDERTOM, KELYIN GEOFFREY A
0727 Level 3 Credits 4
90728 Level 3 Credits 4
90729 Level 3 Credits 4
90730 Level 3 Credits 4
90731 Level 3 Credits 2
90732 Level 3 Credits 4
90733 Lewel 3 Credits 2
90734 Level 3 Credits 5
90753 Level 3 Credits 2
90506 Level 3 Credits 4
90507 Level 3 Credits 4
90508 Level 3 Credits &
90509 Lewel 3 Credits &
0510 Lewel 3 Credits 4
906071 Lewvel 3 Credits 3
90602 Lewvel 3 Credits 3
0603 Level 3 Credits 2
90604 Level 3 Credits 2
90605 Level 3 Credits 2
0606 Lewel 3 Credits 4
90607 Lewvel 3 Credits 2
90735 Level 3 Credits 4
0736 Level 3 Credis 5
90737 Level 3 Credits 5
90738 Level 3 Credits 5
90739 Lewel 3 Credits 3
90740 Lewvel 3 Credits 2
MSID : 0195517852
Tatal fee : $20.00

ANDREW, MICHAEL GRAEME
90463 Level 2 Credits 3
90464 Level 2 Credits 3 bt

Print list

lllustration 15 : The progress report
The following are examples of the document you can produce.

1. An individual student’s invoice, including subject summary. (Note the bracketed line
concerning financial assistance)
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Student : ALDERTON, KELVIN GEOFFREY

MNZQ4 NS 0195517852

Level ;15

Mew Zealand resident : Yes

Form 5PN

Group : vF1

D.0LB. ;094121982

Address : 14 HADFIELD STREET, LEVIN

The following are the details relating to your NZQA fees for 2004,

Subject summary

Subject Level Cradits

136l 3 31

13EC 3 24

13GE 3 14

13HI 3 24

[Total NCEA credits [958 $20.00 |
[Total NZQA charge $20.00]
[Total Amount Due (includes G.S.T.) $20.00 |

(The above tatals have been adjusted for financial assistance rebates)

Tuesday morning.

If you have any questions concerning this information please see Mr Biller at school before 9arm any Monday or

lllustration 16 : An example of an invoice

2. A portion of an invoice without financial assistance.

Subject surmmary

Suhject Level Credits
126l 2 24
12EG 2 24
12FE 2 24
[Total NCEA credits [72 [ $1s0.00 |
[Total NZQA charge | $15000]
| Total Amount Due (includes G.S.T.) | $150.00 |
lllustration 17 : the Subject summary
3. A portion of a ‘Full report’ student’s invoice.
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The following are the details relating to your NZQIA fees for 2004,

Code Title Subject Level |[Credits |Type

20018 ARTC1.1 - Research art and artworks from Maori and 11AS 1 3 ASS
European traditions and their contexts

a00149 ARTC1.2 - Use drawing processes and procedures 11AS 1 5 AfS

90020 ARTC1.3 - Generate and develop ideas in making artworks [ 11AS 1 12 AT

Q0021 ARTC1.4 - Extend ideas in other media and technigues 11AS 1 4 ASS

90052 ENGL1.1 - Produce creative writing NMEG 1 3 AT

90053 EMGL1.2 - Produce formal writing 11EG 1 3 ASS

90054 ENGL1.3 - Read, study and show understanding of MEG 1 2 ASS
extended written text(s)

90055 ENGL1.4 - Read, study and show understanding of a MEG 1 2 ASS
nurnber of short written texts

90056 ENGL1.5 - View/listen to, study and show understanding of [11EG 1 2 ASS
a wisual or oral text

a00s7 EMGL1.E - Read and show understanding of unfamiliar MEG 1 3 ASS
teds

S00s8 EMGL1.7 - Deliver a gspeech in a formal situation 11EG 1 3 ASS

20053 EMGL1.5 - Produce a media or dramatic presentation MEG 1 3 ASS

S00s0 EMGL1.9 - Regearch, organise and present information 11EG 1 3 ASS

[Total NCEA credits [48 [ $75.00 |

[Total NZQA charge [ §75.00)

[Total Amount Due (includes G.S.T.) | $75.00]

lllustration 20 : Part of a detailed individual invoice

4. At the conclusion of the printing run, a list of the beneficiaries involved is printed.

Beneficiaries

[ALDERTOM, KELWIN GEQFFREY | Benefit (Number =539111) |

lllustration 18 : The list of beneficiaries

5. A summary-only printout.

Student MSM Level |Form |Group ‘Einft MCEA | SFC Sch Total Fee
. credits | subjs | subjs

ANDREW, MICHAEL GRAEME 0092547562 12 125 Mo 72 $150.00
ARMOTT , LEIGH HELEN 12 12C WET Mo 33 $75.00
BAINBRIDGE, GLEMMN RAYMAL 12 12C Mo 33 7500
BARR, CHRISTOPHER 12 124 Mo 33 7500
BARRETT, MICHOLAS OLIVER 12 124 Mo 33 7500
BASSETT, DIANMA JANE 12 12H Mo 33 7500
BEET 5, ANDREW DOUGLAS 12 124 Mo 33 7500
BIGNELL, GREGORY MOEL 12 124 Mo 33 7500
BODY, SANDRA MICHELLE 12 12H Mo 33 $75.00
BRANMWELL, ASHLIN ROBIN 12 124 Mo 33 7500
BROOKIE, DONELLA ELIZABETH 12 125 Mo 33 7500
BURMS, LAUREN MEREDITH 12 124 Mo 33 7500
Total amount billed ; $975.00

lllustration 19 : A billing summary
A recent change has been the inclusion of the ability to print student invoices ready for
window envelopes. The main screen has been modified, as shown below.
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Printout zelection

].-“-‘-. full repart per student LJ
Pnnt for window envelope [
Only print if amount changed [0

lllustration 20 : The envelope printing option

This option only appears if you have selected either a full report per student or a subject
summary report per student in the printout selection above.

As this selection, and other in other steps, causes one or more steps to be hidden, it was
decided to remove the step numbers from each line on the screen.

An example of a document produced for a window envelope is shown below.

To the Parent(s)/Guardian(s) of
ARMSTRONG, JENNIFER JOAN
26 STRATHMORE AVENUE
LEVIN

Student : ARMSTRONG, JENNIFER JOAN

NZQA NS

Lewvel @11

Mem Zealand resident : ves

Form:

Group : WFA1

.08 : 21/051988

Address (26 STRATHMORE AWENUE, LEWIN

Subject zummany

Subject Leval [Cradits
11AC

11GE

11 it

11 hild

Standards not
attached to subjects

===~
[
Y

[Tetal HEEA credits [196 [ $is000]
[Total NZOA charge | $150.00]
[Total Amount Due (includes G.5.T) [ $150.00]

lllustration 21 : An example of an invoice printed for a window envelope
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8

Students’ standards

What is covered in this chapter?

Overview of the tasks involved
Accessing students’ standards via CMAdmin

Accessing students’ standards via CMTeacher

8.1

Overview of the tasks involved

You goal here is to ensure that the information relating to an individual student with

respect to their NZQA details is correct.

The tasks involve :

8.2

Monitoring the standards attached to each student and their results

Managing their submission status for all or individual standards

Monitoring their financial fees and assistance details
Ensuring that the provider of each standard is correct

Ensuring that any requests for Te Reo papers or answers are correct

Accessing students’ standards via CMAdmin

Generally the individual subject teachers ensure they have entered the correct result

against students’ standards via either their markbooks, or via documents which display

information from the markbooks. However, as Administrator, use ‘Students’ standards’ to
monitor this process.

Access students’ records in CMAdmin via ‘Students’ Standards’, and the main screen for
this purpose is shown below.

=) standards attached to fell'a ey Tesri1* Stasus: Fult e T e e

Filker stuents

| s |

(AYenrs,

Cade T

S181101E 3.2 - Irvestigate & soon-atentife izme in an Earh and Sance Soenos
S121301E .5~ Ivestigate #1e svidence rehed to dating pesiogicsl eventis)
2141301 Temeratrase understanding of processes in the ocean syscem
S141401E [£3,5 - Demcrnirate understanding of processes n the atmoshere ystem
S181501E TE3.6 - Irwenligate an aepect of asmoremy

S1%%E01E L - Use crawing o demonstrate Unders:andng af camventions
F1%5101E ¥ dlarfy iteas sk i formend by estabished
S1asEn1E 4 - Produce @ systematic bady of work that integrates corvensions 2nd
SIST0IE 1 -Rezspand erifcally b specificd cmpect(s] of shuded written textfz],
S1a7InIE

S12700L

SASTDIE

S1s70IE

S158004E

919001

S1IIE MEST3,2 - Demarsirate understanding of the meanmg of ameda text frouch
WA MEST3,4 Do ® g ofa 3 medi eree
S1siE MEST3,% ~Proclice a desgn for 2 meda pricLct that mesis the requrements of
S1501E MESTS,6 - Procke & meda prochict (o meed the requiesents of a brief
s1meniE MEST3.7 - Demarsrase understending of a significant develooment i the
S16102E @

211103 Sevelop  prosatype caresdening fireas for purpase i e Broadest
S1E1E FECH3, 5 - Demorstrete understending of how technolcgical medeling supperts
S1E2I0E phe: procedhures using texctle materiaks b make
S1z0E FECH, 36 - Crafta pattern &2 mberprat & Cesgn for s gament

SASE0IE BNELLL aspuctis) of itten textia),

S105501E EWGLT.3 - Anafyse spafed aspect(s) of studked visual or aral text(),
S1I0001E EWGLL3 - Anafyee g Scant aspects of unfarmiiar written bext(s) throug coos
S1IDIDIE G2, - Prockice & sekection of crafted an contiaied weitng

S1U0IE ENGLET - s,

SLSHIE BI0L2,3 - Demorntrate underslanding of adaptation of siants or anieals 1o
S1se01E BICL2. 4 - Demarmsirats understending of He pracess=s at the cebular ievel
SUSTE BICL2. 5~ Demorir ate underslanding of genelic varistion and change
21101 BICL?.6 - Irvestigate & pattern i an colagical community, with superiion
S1150HE EICL2,7 - Demorsirate understending of gene exresson

S12560 05 MATE?. 1 - Apply co-erdnate geometry methads in sshving problons

S1zEAIE MATS2.2 - Apply craphcal methodk in eshing aroblems

Rest |2ate
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lHlustration 1 : The NZQA screen for an individual student
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This summary reflects updated changes for UE requirements in 2014 including 10 credits
(formerly 8). The student’s NZQA enrolment can be removed also from this screen. On the
left of the screen are the student’s standards. On the right is a panel containing
information tabs and buttons. At the far right is a vertical bar titled ‘Utilities tray’.

Firstly, as all of this student’s standards are displayed including standards from several
years, use ‘Apply a filter to the display’ towards the bottom right of the screen. This
causes the following window to appear, via which you have a wide range of choices
enabling you to identify particular categories of standards.

See ‘Year’ filter in the top right corner and request just those standards taken in 2013.
Some of the following screen captures relate to the screen as it used to be, and new
columns have been added.

You can filter on standards at particular levels, on unit and/or achievement standards, on
those for which certain results have been achieved, and for those attached to a certain
option or subject.

w. NZOQA Standards filter

Year 2010 v Level Display levels : 1 2 3 % 5
Include. Unit Standards Include. Achievement Standards | ]
Result Result
Blank = still being assessed Blank = still being assessed
N = Not achieved N = Mot achieved V' = Failed to attempt
) Y = Failed to sit exam
A = achieved A = achieved Z = No result available
F = Failed to sit exam M = merit
X = Not taking
% = Mot taking E = excellence
Submission status Multiple versions

MNon-withdrawn standards Withdrawn standards []  show latest versions only

Standards attached to option class

(Do NOT include teacher code) Provider All providers “

Standards attached to subject : v Proceed ] i Cancel

lllustration 2 : Applying a filter to the standards

As a result of the filter, only standards for that year are now displayed for our student.
(The display will show the chosen year’s standards — and changes to reflect eg. new result
codes)

There are several columns containing information relating to the standards. One in
particular, headed ‘W’, allows you to withdraw the standard from the student’s submission
to NZQA. Click in this column and, as shown below, individual standards receive ticks
indicating that they have been withdrawn.

MUSAC © 2014 NZQA Utilities Page 93



MUSAC Classic 2014

2014.8.16

[ .

5043401E
3043501E
3043601E
3043701E
3043801E
9043301E
a045701E
a045201E
3045301E

An4rRIMF

RINI 2 R - Nesribe roneents and aree:

DL e 1 I AL LML, A |
PHEDZ.3 - Describe principles and methods of trair
PHEDZ 4 - Describe and apply principles of skil lea
PHEDZ.5 - Demonstrate perffarmance in twa contra
PHEDZ.E - Investigate the sociclogical sighificance
PHED 2.7 - Explore leadership strategies in a group
PHEDZ.8 - Demonstrate knowledge of safety issue:
BIOLZ1 - Camy out a practical biological investigati
BIOLZ 2 - Regearch an applied biology technique
BIOLZ 3 - Descibe concepts and processes that re
z p or pattern

BIOLZ te an inter

lHlustration 4 :

wapn relatin

LSRN SR U R R R U

=]

wa

[PEpPRENE)

123 2004
123 2004
123 2004
123 2004
123 2004
123 2004
123 2004
123 2004
123 2004

LU UG PU R PURSUINS I S S

Al

123 2nnd

It
It
It
It
It
It
Int
Int
Ext

Fut

Individual standards are withdrawn

]HHDHDDHDHD[

]nDDDDDDDDD[

]nDDDDDDDDD[

At the top right corner are two check boxes. Click the green question mark for additional
help in this area.

All Years

Code

1562003E
1590004
1590104E
15919042
1592004E
15921048

107MnE

Filter students

Individual | Group |

Title

“lfie

Result

Apply knowledge of hygiene and safety in preparation, serving, and storage of food A
Prepare and present meat in the hospitality industry

Prepare and present fruit and vegetables in the hospitality industry

Prepare and present hot finger food in the hospitality industry

Prepare and present sauce and soup in the hospitality industry

Prepare and cock a cake, a sponge and a batch of scones in the hospitality industry

e

BRI Y

Date

09/05/2013
26/05/2013
11/08/2013
03/11/2013
03/11/2013
03/11/2013

11memn2

[] withdrawn from all 2014 standards

Credits | Fees | Find. Assistance |

All Years

Levl
Lew2
Lev3+
Total

Gamed | Possiie

157 157

157 157

lllustration 4a : No NZQA Enrolment in [current year] field

The first checkbox “No NZQA Enrolment in [current year]” enables the removal of a

student’s NZQA enrolment via the submission process, if it was created in error.

The second enables you to withdraw ALL standards for the student. Tick in this box and, as
shown below, all standards will be withdrawn.

Has withdiawn fom all curent standards v
Prow. Year Twpe W TOQ  TA  Chat
123 2004 Int O d
123 2004 Int O d
123 2004 It O d
123 2004  Est O d
123 2004  Est O d
123 2004  Est O d
123 2004  Est O d
123 2004 It O d
123 2004 Int O 0O
123 2004 Int O 0O
123 2004 Int O 0O
123 2004 It O O
123 2004 It O O
123 2004 Int o O
123 2004 Int o O
123 2004 Int o O
123 2004 Ik O d
123 2004 Ik O d
123 2004 Est O d
04 it | M| H|[®[ |
C. ol i i

Illustration 5 :
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Withdrawn standards are still submitted to NZQA during a submission run, but they have
their ‘Withdrawn’ flags set to ‘True’. Fortunately, re-clicking in this box causes the
previous action to be undone, leaving just those standards which were previously
individually withdrawn with their ticks in the ‘W’ column.

Columns headed ‘TQ’ and ‘TA’, allow you to request that the paper for this student be in Te
Reo, and that his or her answers will be in Te Reo respectively. These two pieces of
information are forwarded to NZQA via the submission process. Those standards which
qualify have highlighted boxes around the entries, as shown below.

o4 ZUUD Ine L1 L L1
84 2005  Int O 0o O
84 2005 Int M O O
84 2005  Int Cl | &3 :0
B4 2005  Ext o O
84 2005 Ewt O O
B4 2005  Ext O O
84 2005  Eut O 0o o
84 2005 Eut O 0o O
g4 2005 Eut 0| &g
84 2005 Eut 5 S e
ETEEN U RN
g4 2005  Int B (B
84 2005  Int | & e
B4 2005  Ext O IEHE-A
B4 2005 Int O CHECR
84 2005 Int 5 i S g

Illustration 6 : The two Te Reo columns

Two columns in the centre of the display allow you to enter the results for individual
standards for this student. Of course, this process is normally done via the markbook but a
student can take individual standards which are not attached to markbooks. Their dates of
completion are automatically added at the same time.

dLivt < pul
nalk A& 03/06/2004 2 3
writh & 03/06/2004 2 3
mte A 03/06/2004 2 3
1 vis & 03/06/2004 2 3
eid N 03/06/2004 2 3
wopic N 03/06/2004 2 3
dare N 03/06/2004 2 3
wciph E 03/06/2004 2 3
tair E 03/08/2004 2 2
Ilea E 03/08/2004 2 2
bt M 03/06/2004 2 8
ihce M 03/06/2004 2 3
oup M 03/06/2004 2 3
e M 03/06/2004 2 3
igatin 03/06/2004 2 3
ue F 03/06/2004 2 2
ke 22

lllustration 7 : The entry of standard’s results

Two other columns relate to the provider and their location. Normally this will be your own
school and the location will be 01. Where you need to specify a different provider/location
combination for a particular standard being taken by an individual student, record details
here. The provider/location combination required can be selected from the pulldown
menu, as shown below.

MUSAC © 2014 NZQA Utilities Page 95



MUSAC Classic 2014
2014.8.16

1

1]
1

N4

lllustration

4

T - E

4

E S S I TR IR e L 3 I R S S

a .

27 1 2006 Int [

Int__ | M ||

Mapier Girlz High 5

642 Carter Obzervatony 1

498 Correspondence Schaal 1

BO07F E.I.T. Hawkesz Bay 1

FutureCal 1

36 G & H Training Ltd 1

B89 M- Red Crozs 1
| I |'||

B3 Otago Paolvtechnic 1
82 Porse 1
7385 Salty Rock Adventure 1
“Workforce Congultants 1

771 208 Exr 1T |l
2171 2006 Ext [ ||

M7 A 2NNE () M

The selection of provider / location

The specification of the providers can be done via the utilities tray see later in this section.
On the right of the screen, and in particular to the small green information panel at the top

are three tabs.

The first tab displays the total credits situation for this student, and includes the total
credits gained at Level 1 for Literacy and for Numeracy. This display will be expanded in

due course to cover other levels
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@

Credits | Fees | Find. Assistance |

All Years
Horvel | Ml o ed | Possie
Assessed | Gamed
Levl a 27 113 140
Lev2 4 21 107 132
Lew3+ o] 1] 1] 1]
Total 4 43 220 272

2012 - 2013 (Unfiltered)

Literacy & numeracy
o et Mot
Azzeszed | Gamed
Achievenment sids - 10 credif reqguinement

Ganed | Possioe

L1 Lt 0 45 80 126
L1 Mum 0 3 w 40
Unit sids -10 credif requirement
L1 Lit 0 ] ] 0
L1 Num 0 ] ] 0
Achiev sids - 5+5 for UE B, 10 for UE num
LJE Read 0 [ ] 14
UE White 0 2 ] 10
UE Mum 0 3 15 k-]
Unit sids - 5+5 for UE &, 10 for UE num
LJE Read 0 ] ] 0
UE White 0 ] ] 0
UE Mum 0 ] ] 0

2012 - 2013 (Unfiltered)
MZQA - confirmed results

Results
MCEA Levl Achieved
MCEA Lev2 Achieved with Merit
MCEA Lev3 Mot achieved
LewlLit met Yes
Lewl Num met fes
LIE Lit met fes
UE Mum met Yes

lllustration 8 : The student’s total credits

Note NZQA literacy and numeracy UE requirements updated to 10 credits in 2014 for.
Explanations of the short column headings where necessary display when hovered over

(see ‘Context’).

The Fees tab displays information relating to the fees calculated for, paid by or due from
this student for the current year. If you wish to have the fees recalculated click
‘Recalculate’. A message indicates that you can print a fees invoice via the ‘Utility tray’.
You can also check ‘NZQA Fee Locked’ which will set the NZQA fee displayed and prevent it

from being changed.

The ‘Fincl. Assistance’ tab relates to Financial Assistance. Students are eligible for
financial assistance on three counts : Benefit, Income or Family. To receive financial
assistance each student must make an application to the NZQA and this MUST be done
using an official Application Form which contains an Application ID which is unique to the

student’s family.

MUSAC © 2014 NZQA Utilities Page 97



MUSAC Classic 2014
2014.8.16

If several members of one family, even if they are attending different schools, wish to
apply for financial assistance then they MUST do so using the SAME form.

On the financial assistance tab, shown below, is a button which allows you to print an
official application form to allow this student (and other members of his or her family) to
apply for financial assistance.

Creditz | Fees )i Fincl Aszistance

Assistance type | Mone L

Farmily
Members

Print Financial Assistance
Application Form

Illustration 10 : The Financial Assistance tab

As the form is printed a new, unique application ID will be allocated, unless the student
already has an Application ID obtained from a sibling either at the same school or at
another school. In this case you can simply type the Application ID number directly into
the last space on the tab.

If you then print the Application form (you should not have to — as one will have been
printed for the sibling and the same form must be used for all members of the family), it
will include this Application ID.

Creditz | Feesz | Fincl Asziztance

Assistance type plone] il

Benefit

Income
Family

Family
Members

Print Financial Assistance
Application Form

lllustration 11 : Selecting the benefit type

Alternatively, select the particular benefit from the popup list and a form will be printed.
The first step is a window for entering the Application ID, if already known. This window is
shown below.
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Enter thiz student's Application |D number if it iz known 0
If not then leave the entry unchanged and a new -

Application ID Number

nurmber will be allocated automatically Cancel

lllustration 12 : Do you already have an Application ID?

If you do NOT already have an ID click ‘OK’ without changing the existing number
displayed. This is NOT the next number which will be issued. If you DO have an existing
Application ID for this student, even if it was obtained from a sibling at another school,
enter it here.

Click ‘OK’ to print, with the newly issued number being displayed in the correct position on
the tab, as shown below.
Creditz | Fees | Fincl Assistance |

Aggigtance hpe |Benefit j

B enefit Mo, ||

Mumber of studentz in Family 1
Fincl. Application 1D 12000001

Family
members

Print Financial Azzistance
Application Form

lllustration 13 : The Application ID is displayed

N.B. At this point you should also provide the Benefit number or the Community Card
number for the student.

A message reports the successful printing of the document, which can be viewed via the
‘Utilities tray’, and sent to the printer.

An example of the printed Application Form is shown on the next page. You will notice that
it has the student’s name printed already, as well as the Application ID in the top right
corner.

It is possible to print a number of ‘blank’ application forms via Global Utilities. These forms
will have Application IDs issued and printed on the forms. If you have already printed
some then, when you use one for a student, the Application ID on that form is the one
which you should enter in the Application ID window above.
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APPLICATION FOR FINANCIAL ASSISTANCE (2004)

for National Secondary School Qualifications

_ Application number
Section A : APPLICANT DETAILS (Parent or Caregiver) ' 1 | 23,00 0001

Name

First Name Surname

Address 54 RIMU STREET

| LEVIN
| —n=

Section B : CANDIDATE

Complete this section for all members of your family * for whom you are applying for financial assistance. Financial
assistance is not available for foreign fee paying students.

__FirstName: Surname | _ School | | Dateof Birth | NSN |
MICHAEL GRAEME I ANDREW 0123 27/01/1991 0092847562

Complete only one of the following sections, sign the declaration and send to the first school listed above

Section C : BENEFICIARY-BASED APPLICATION
Complete this section if vou are applying for financial assistance on the basis that you receive a Work and Income or Study Link benefit
as vour main source of income, Note that an administration fee of $20.00 per candidate or $30.00 per family is still payable.

Write your benefit number here -

Section D : INCOME-BASED APPLICATION
Complete this section if you are applying for financial assistance on the basis that your joint family income is below the
levels set for receiving the Community Services Card. Note that an administration fee of $20.00 per candidate or $30.00
per family is still payable.

If your joint family income would qualify you to receive a card then indicate here => (tick)

If applicable write your Community Services card number here =>

Section E : FAMILY-BASED APPLICATION
Complete this section if you do not qualify for beneficiary or income-based financial assistance but you are applying on the
basis that you have more than one candidate in your family * entering for senior secondary school qualifications.

Indicate here if you wish to apply for a family benefit remission => : (tick)
 DECLARATION:

I declare that the information above is correct and that I am eligble to apply for financial assistance. 1 further agree to provide
NZQA with evidence of my income if requested and agtree to advise NZQA in writing of any change in circumstance that
would render this application invalid

Signed o Date

* Refer to the information sheet for the definition of a 'family’ for the purpose of claiming financial assistance.
Printed via MUSAC's ClassRoom Manager software

lllustration 15 : An Application form for Financial Assistance
If you have other siblings from your school wishing to be included in the application then it
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is a good idea to identify them before printing the form as they will then automatically be
included on the printed document. To identify other siblings, clickon the button labelled
‘Family members’ on the tab. This will cause the following screen to appear, from which

you can select other siblings.

lllustration 16 : Selection of siblings

Current family members

ANDREW, MICHAEL GRAEME [vrd)

Select members [Rezelect to remove]

Student [1')

ABACROMEBIE, JAMES JEREMY [v74
ABBOTT, COLIM GEOFFREY [vrg]
ALDERTOM, KELVIN GEOFFREY [v'r
AMNDREW, MICHAEL GRAEME [vr8]
ARMSTROMNG, JENNIFER JOAM [+
ARMNOLD, TRACEY AMME [vr13)
ARMNOTT, LEIGH HELEM [vr12]
BRTE. CHERIE Ml [vr3]
BAIMBRIDGE, GLEMM R&YMAL vz
BARR, CHRISTOFPHER [r112)
BARRETT, MOMIQUE CATHRIMA [+
BARRETT, MICHOLAS OLIVER 12
BARRIE, HOEL LIMDSAY [vr13)
BASSETT, DIAMMA JAME [vr12]
BASSETT, LEIGHAMME [v'r9]
BATCHELAR SCOTILIOHMN. A3 _.

Selection complete [Exit]

As a result the small window at the top will display the family members, as shown below.

MUSAC © 2014

Current family members

AMDREW, MICHAEL GRAEME [v18)
BATCHELAR, SCOTT JOHM [vr13)

Select members [Reselect to remove]

Student ['r]

ABACROMBIE, JAMES JEREMY [vrd.

E

lllustration 17 : Two siblings
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Then when you print the application form, both names will appear.

Section B : CANDIDATE

Complete this section for all members of vour family ™ for s
assistance 15 not avalable for foreign fee paying students.

First Name

Surname

MICHAEL GRAEME

ANDREW

SCOTT JOHN

BATCHELAR

Illustration 18 : Both names on the form.

Complete the details on the tab, including the benefit number (if and when it is known) if
the assistance is of type ‘Benefit’, or the Community Card number (if the assistance is of
type ‘Income’). No entry is required if the assistance is of type ‘Family’. An example of the
completed tab is shown below.

Creditz | Fees | Fincl Assistance |

Azzistance type |Benefit

El

Benefit Mo, 11357642

Mumber of students in family

e

Fincl. &pplication (D 1230000071

Print Financial &zzizgtance
Application Farm

F arnily
members

Fep

[ =Has withdrawn thiz standard

TO = Te Reo Maan Questions
Td = Te Reo Maon Anzwers
Chet = Standard contest

lllustration 19 : Benefit details are complete.

LItilities Tra

Now let’s turn our attention to the ‘Utilities tray’, which can be seen as a vertical yellow
bar in the illustration above. If you click on the bar then the ‘Tray’ will slide out across the
right hand side of the screen as shown below.

A search is included in the Standards grid in the Utilities tray. Click into one of the two
columns shown as follows [Code, Detail] and start typing, and the results are displayed.

Click in the header to sort, and a column to search.
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£ Standied: attached o Bhwee. 850w, Year 12 Status: Full e T 0

Filter students

Indvdad | wouwn | | | crecke | Provders | Pt |
o e and —— Select standards which you wish 1o add o this student. (Ulck i the headler fo sort. Tipe 1 2 colemn o search.)
1 e e Code  Detnl
Code Tite Resudt Cate LA el e A Ll DUIRROIE PHYSD.1 - Carey e o practicnl physics nvestgation that beacs b 3 ron-drmae mathemutical relstionste
16001F

167 05E  Proctsr fﬂ!)ﬁ'f!\’nrhhm-,ﬂf e A Upe 2 4 Heagalaity,
54 0 H

1304 07F
B8
sy 0%
TINOE T
10200E
1D0Z10E 0
1D0IHE  Dee
1D023E  Deser
100240€ 1
107BIHE
17MNE  Ex
1RTINE ©
1RTNE
1RTE0E
1327800
123800°E
128104
1180E
1328500
WELENE
FEIWIE  Use rumber o sohve robiems

HEHOE  Interieet siatitical riormabon for & pumeoss
EITIE  Lise mesmrement in soive probiens

ETINE  Demorsirair knasiedge of, ard iy, aoe-reiated
FETISIE  Desrie profrssonal maoe and demonsirate
S00SIME  ENGLLS - Produce farmal wering

SOB0IE  ENGLL. | - Show understandng of meafied amectis) of
SOASONEE  EMGL1Z - Show understarndng of mueafied amectis) of
SOBSINEE  FMGL 13 - Show understanding of sorennt apects af
085402 MI W mmmnm

211703E
aITIIE
911T0IE
MITIIE
a1IT0IE
9117501E

3 2 Career

A oyami 22 =

= SUTMIE MCO2A - Interpret acc Fox enbilies Bhat
SUITWE
9118003
911810
911B20E
911BME
91IBAE
9118503
9118603
9118703
911880
9138903
9119003
FUIDE S
FLIIME S
F119303E
9119403
9119500
F119600E
F1I90E
9119803F
9119903E
Wi |
9120103 nm-rmw;«u features of workis) of art in the dassical werkd
9120200 of ] nthe

A WWIRE 2 7
1
1
1

3032014
BOYVH013
L0
ML
ML
DA0E013

lllustration 20 the ‘Utilities tray clicked open

2
1
1
1
1
1

[E R
200000

Use the first tab on the tray, ‘Add standards’, to manually add a new standard to the
student. From the displayed list I've selected the standard in question : Technology 2.4, as
shown below.

' ' —

9024901E  INTEZ.2 - Develop and implement a one-off zolution in infarmation and communic
035001E MTEC2.2 - Develop and implement a one-off zolution in matenals technology
9035101E STMEZ2.2 - Develop and implement a one-off zolution in structures and mechanisr
035201E  TECMZ.3 - Develop a zolution in technology and a process for it on-going produ
9035301E  BITEZ.3 - Develop a solution in biotechnology and a process for it on-going proc —
9035401E  ELTEZ 3 - Develop a zolution in electronics and control technology and a proces
9035501E FOTEZ.3 - Develop a zolution in food technology and a process for it on-going p
035E01E  IMTEZ.3 - Develop a zolution in information and communications technology and
0357E  MTEC2.3 - Develop a solution in materals technology and a process for itz on-go
9025301E STMEE 3- Develu:up a zolution in structurez and mechanisms and a process for its

LItilities Tra

- : cal principles and operating pr
ElEIBEEIEI'I E TEENE - Eharacterlse a teu:hnu:ulu:uglcal pru:u:luu:hu:un process

LIy R [ g I e T N 3 I S I R S

IIIustratlon 21 : Manually adding a standard

When you close the tray by clicking on its blue edge, the new standard has been added to
the student’s list. Before proceeding to do this however, the program asks you whether or
not you wish to have such manually added standards ‘tagged’ to indicate that you
recognise them as belonging to this student even though not connected to a particular
subject. The popup question appears as shown below

T Sl |

= Do you wish to have these newly attached standards {which are not connected to subjects | markbooks) tagged so that they
will MOT be identified as ‘unattached standards' when importing students' options from Pupil Files?

es Mo |

lllustration 22 : ‘Tagging’ individually attached standards
This has ramifications for the utility (described later) which can be used to identify

unattached standards. Proceeding, we find that the newly selected standard is now
appearing in the student’s list.
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Code Title Result Date Lv Cr Praw. Year Type W TO  Ta  Chat
9035901E TECMNZ2.4 - Describe technological principles and of 2 3 123 2004 Ext O O O
080601 E LATIZA - Translate unfamiliar Latin proze inta Engli: 3 4 123 2004 Ext O O 0O
9050701 E LATIZ.2 - Tranzlate unfamiliar Latin paetry inta Engl 3 4 123 2004  Ext O O Od
08030 E LATIZ.2 - Tranglate and analyze a familiar literary Lz 3 B 123 2004 Ext O O 0O
9050901 E LATIZ.4 - Analyse familiar literany Latin passages on 3 6 123 2004 Int O O O

lllustration 23 : The new standard is listed

Technology 2.4 was selected for a very good reason. It is one of the few standards which
require a ‘Context’ to be specified. The standard’s context, i.e. the particular area relating
to the standard being studied by this student, can be selected from the popup list which

appears when you click in the right hand column of the display.
The popup list is shown below, listing the official NZQA abbreviations for the possible
contexts for this standard.

standards [

Ta

Chat

.

BIO
Foo
MaT
ECT
ICT

SaM

]DDDDDDDH

Illustration 24 : The selection of a context

Last
Unidel

Crec
Aszzi
Betru

MHurr

Contexts can be managed globally via Global Utilities.

The next tab allows you to adjust the popup list of providers, and follows.

School Provider M.EB. “You map have multiple instances of a provider with different locations

MOE Mo, | Provider
217 Mapier Girlz High School
498 Conespondence School
G007 E.IT. Hawkes Bay
B013 Otago Polptechnic
7385 Saly Rock Adventure
¥B42 Carter Obzervatony
28224 Porze
2633 Waorkforce Conzultants
8336 M 2 Fed Crozs
9436 G &H Traning Ltd

aCad Coabvem -l
Select provider [or type into upper list)

Loc

m
m
m
m
m
m
m
m
m
m

m

0001 Te Kao School

0002 Taipa Area School
0003 Kaitaia Colleqe

0a04 whangaroa College
0005 Keriken High School
000E Broadwood Area School
0007 Okaihau College

0002 Bay of lslands College
0a03 Marthland College

QM0 Te kura Taumata O Pangur
01 Opanani Area Schoal
02 Tauraroa Area School

lllustration 27 : Adjusting the providers popup members
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Add further providers to the popup list be selecting them from the list below.

You will notice that the right hand column indicates the location code for each provider. It
is entirely possible that a particular provider uses more than one location code. As an
example (below) I've selected Kamo High School TWICE from the list and it subsequently
appears TWICE on the list of selections — with locations 02 and 03. You may edit the
location codes to your own requirements.

2896 M.Z. Red Crosz iyl

9436 G & H Training Ltd |

8638 FutureCol iyl

13 K.amo High School 02

13 Kamo High School 03
v

Select provider [or type into upper list)

0001 Tekao School

0002 Taipa Area School

0003 Kaitaia College

0004 ‘whangaroa College

0005 Kerlker High School

0006 Broadwood Area School
0007 Okaihau College

0002 Bay of lzlands College
0008 Morthland College

0010 TeKura Taumata O Pangur
0017 Opononi Area School
0012 Tauraroa Area School
0013 K.amao High 5

0014 Tikipunga High School
0015 “Whangarei Baps' High Sch

lllustration 27a : Multiple location codes

[[>]

The Print tab enables you to preview and/or print either a Financial Assistance application
form or an NZQA fees invoice, shown below.

Add Standards I Check Markbooks I Check Options I Prowviders I!
Wi 1 vl Qe S

1M

[ Priet imrnediately Preview Financial

. T Freview invoice
Agzistance Application

lllustration 28 : The print options
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Check the small box on the left to avoid the preview stage and send the document straight
to the printer. Alternatively, the preview will be displayed in the main area of the screen,

where it came be enlarged, reduced and ‘dragged around’, before deciding whether or not
to print. To print click on the small printer button at the top of the screen.

An example of an Application for Financial Assistance follows.

[ Print immediately i Preview Financial

APPLICATION FOEFIUTANCIAL ARSISTAINCE (20045

Ter Macwn s ldscend wry Sches | QualTicse wn:

Fpp lescwn mumber

feccin A : AILICAFTIETAL 8 s rere o rCarsrinmrd | |1 |: 3 Iu |u Iu |u |u |1

.
w S ko vt are annd vino S Snaccid sseass Fioncid

Bchas | Tincs +1E irch I mr

Bi1d 2w A L EEPEIETE]

2l A

Chrop kot anbrane o dislslbwne s enz 2 im diedaclarscnn snd send e disel ire cchesl Iroed shan

Ve en O EETENICT AFYEAED ATILICATION
e e i W i g g T T e bk ha y

VWries Taurkand e mumber hers

e pn D : IMCOTIHCE AZHD AT LT CUATIO I

sl da s mares ofitha b
1o or ML

Il reur pmc lan b noee weeu H qusliT v#u o6 receree s oo rd disn nd coce bere == I:l[::k.'l

LN sppliosk b werice vou r Cemenunier Beraces osrd numdser bere == :

appd v rg o e
Al

il that Darm el iphle o apphy Sor FET T Fh==s irdwr swee o o o
1 arsd s o abvik M) AR &y dureR in droanaarss fol

2 miad | Ilnl

Pl v NI A0 ™0 T won o vl coris er scllw sar

ssistance Application

Freview invoice

lllustration 29 : Previewing before printing

The following page displays a preview of a student’s fees invoice.
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W bl Q- S

shident : AHDREN, MICHAEL 3 RAEME

MO, M - O 2 e
arod - 3

I EL]
| Tkl W25 & dharge |IEEE

|Total Gmount Cus dnolude 5i3.8.7.5 | #1800 |

lllustration 30 : A student’s invoice — previewed

The final function available to you in this section is the ability to view all of the students
who take a particular standard. Selecting the standard in question, on a student who does

take it, click on the ‘Group’ tab in the top left corner of the main screen.

An example of the selection of a standard follows.

9002103 ARTC1.4 - Extend ideas in media and techriques to prod 2010 Int
ENGL1.1 - Produce areative writing

9005403E  ENGL1.3 - Read, study and show understanding of exter 010 Ext
9005803E  ENGL1.7 - Deliver an oral presentation in a formal situatic A 28/07/2010 010 Int
9005303E  ENGLL. - Produce & media or dramatic presentation N 28072010 103 010 Int
9014303E  HOME1.3 - Identify cultural influences on food choices, ¢~ X 11/10/2010 14 00t O

lllustration 31 : Selecting a standard

MUSAC © 2014 NZQA Utilities
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103 M O

E E 188 1
[ N P
189 1

Page 107



MUSAC Classic 2014
2014.8.16

The resulting ‘Group’ tab display, in the top left of the illustration above, follows.

& All students enrolled for standard 9005603E in 2010 (ENGL1.5 - View/listen to, study and show understanding of visual or oral text(s))
Filter students

Individual i
Surame Firstname Tch |Year |Ach |TestDate Provider |Location
Hiw' K in Racheal JHN 2010 183
A A JHW 2010 188
A I JHN 2010 183
A na J JHN 2010 183
B B JHN 2010 183
B 5 JHN 2010 183
B A JHN 2010 183
B C 2eth JHN 2010 X 25/08/2010 183
C A bie JHN 2010 183
C J ih JHN 2010 183
C R eth JHN 2010 183
C L JHN 2010 183
C 2y C gh JHN 2010 X 25/08/2010 183
C 2y C JHN 2010 183

lllustration 32 : The students taking the selected standard.

The purpose of this screen is for viewing only. Individual alteration can only be made via
an individual student’s display.

8.3 Accessing students’ standards via CMTeacher

In CMTeacher you can access exactly the same window and have full access to exactly the
same functions as those described in ‘Clearing out the previous year’s details’ above.

There are three documents of interest to be found in the documents menu, shown below.

Mew Entrant analysiz Summary [front pao
Mew Entrant Summary [front page].dmt
MLAA 2004 Financialz. dmt

MEA 2004 Full. drt

MEA 2004 Short.drt

MEA Derno 3.dmt

MZ0A Rep 1.dmt

MZ0A Rep 2 dmt

£ [ [y [ [ [y [ [ [

e e L

lHlustration 33 : The NZQA 2004 documents in CMTeacher.

It displays the NZQA financial details for each student. This document is displayed below.
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lllustration 34 : The student’s NZQA financial details

However, we are concerned with the students’ standards, and now focus on the other two
documents. The documents NZQA2004 Full and NZQA 2004 Short are slightly different
versions of the same document. The only difference between them is that the 'Short’
version allows the bottom area of the document to be visible on the screen without
scrolling. The ‘Full’ version is designed for those who wish to print the document — as it
does provide a full list of each student’s standards. The standards listed are subject to the
standard filter in both documents.

The ‘Short’ version follows.
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New Zealand Qualification Authority Standards Status : Full time

Student : JAMES JEREMY ABACROMBIE This year : 4
Mational Student No. Fees hillad Oerseas address e Citizen | V®5
Previous narme 20.00
NZIQA Fee MZ0A Address choice
Financial Assistance details Eoes Bl
Financial Assistance : Benefit — NZOA Address
rlillenegt an.r ?adm (t:ard 132334445 Fees due / A M
umber of students 0501003
Application D Enralment date HZ0A Address3
- : : Leaving date NZQA Addrezsd
Adjust financial assistance details Ter. Elezse approval Ma
Lev 1 Literacy credits gained . 0 Withdrawn fram Ho Destination
Lev 1 Mumeracy credits gained : O ALL standards
Standard Descripti on I'E ‘ear Lw Cr Rezult Status
Filter Sort Yiew [ Edit Standards ¢ 0 < Back Mext =

lHlustration 35 : The NZQA 2004 Short document

The top section of this document is devoted to the student’s column data which relates to
NZQA. This data is editable. It includes the student’s ‘NZQA address’ — which we shall
discuss in more detail in the chapter on the submission of results to NZQA. It also includes
a panel providing details of the student’s financial assistance. You can edit these details by
clicking on ‘Adjust financial assistance details’ just below the panel.

The following message appears where you will recognise as the ‘Financial assistance’ tab
described in detail earlier in this section.

. NZ0A Finonciat Ass.. (o[BI
=l

Assistance type |Benefit

Benefit number |32334445

—
—

Frint Financial Assistance
Application Farm

Humber of students in Family

Fincl. application 1D

Farmily
members

E xit

lllustration 36 : Adjusting financial details
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The display at the bottom is the result of an object being place on the document at design
time. Full details of this process are provided in the CM manual. The alternative column
formats are detailed in that manual. It is the ‘List’ object shown below.

dh <2, @) - MNational Student Mo -+ -

R OASublist : Alist tool to provide a list

of historcal subject information from
data stored in electronic markbooks,
List Properties
Top 4560
Left 720
Wicth 10320
Height 4320
List_type ¥
Showe_subject
Title_display L)

lllustration 37 : The ‘List’ object placed on a document

The bottom section displays the student’s standards. You may scroll up and down though
the list using the ‘<Back’ and ‘Next>’ buttons. You can apply the filter (shown previously in
this chapter) to the display of the standards.

You can sort the display using the ‘Sort’ button, shown below.

& Sorting options E@@

Sort display
(* Standard code order
Level [Azcending)

Level [Descending)

ear and Code

‘rear and Domain

B ia i e &

Domain

Froceed | Cancel ‘

lllustration 38 : Sorting the display of standards
To the most important button of all, ‘View/Edit’. Click this and the screen discussed above

is displayed via which you can carry out the same processes as those detailed earlier in
this chapter.
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~ Standards attached to ALDERTON, KELYIN  Year: 11 Status : Full time

Fiker students

[ Geces | ’

Hnt welhhcrwms bies ol cumend slondonds T

[Code — TEm ST e Pzl Dot Ly Cr | Prov. Yes  Tipe (W TOOTA Dot~ | Last changed by :

S33 O0F  Add sbis, aply sl vk mihke rasrems, o 13 W e

K33 Add mbtsct mbpl and dvde whale rumbens. N TEATLND 1 3 10 In

53 O Conwert saios and percendages and calculste ey A 12 Wz n R Foss |- Fock Asssanca
B3 GIE  Corwentaptios drd perconiages and colcudie 1ary 12 - | vl Nobpet Batyet Gy Tui
KB E  Aead o consmuct bosic graghe andishins N 12 W AR
SE ML Resd andconuc baikc graph anctaber 12 10 R
5% 01F 13 w02 e mem ¢ o 0 o0
5% (1 13 o ER x o 0 W
002201E sAoam 13 w2 e R B
S0NE 103 10 Fa i x 0
FINE 1.2 aC Ed Lillm =1 & n
00CINE 1 2 12003 Ex

NG WAL 1 4 W

SUNE AL 3 v 1 100 I

ALCO1 4 - Demorabiste snunderstanding of acce A ®nozom 1 2 002 Ex Has vathdesn this standard

SOPSNE  ACCOT 4 - Datmorntiai o urebstetareing of acee 12 W3 Fe T0 = Te oo Maon Guestons
SUENE  ALTIN S Aol rancal rilormohon fos soke o & soem 1 a2 B T4, = T Flos Maon Aemwery

WENE ACCOVS - Peport fnancisl information for sole pro 14 003 b Tt = Slandard contest

SOMIE  ACCOD & - Fepen francial nderraion fox s £ 257003000 1 3 W0 e

SRAME  ACTON 6 - Flepe brvaresal edermaion fis e 13 1A Es

piieinld ®ozom 1 4 a0z Ex

S0 14 103 Ea

e 12 F

2002MNE 1 2 12003 It

FOUEI0E ENGLY.T « Produce cinstive witng 13 a0z i

SOEAME  ENGLY 1 Pk cinsive weirs) 103 G

A005IE EHGLY 2+ Produce fomnal witing 13 M0z Ex

HBEIE ENGLY 2 - Produce fomal witing 13 12003 Ex

SORANE  ENGLY 3. Flod skl arel shims wdmshanden ¢ 12 e Ee

BNE ERGL1 Y- Read. study and thow undesstanding c 12 003 Ex

HGHNE ENGLY 4 - Read. study and show undmitanding © 1.2 Ex

SOEANE  ENGL 4 Fimad shudy srd shom unvleestardig ¢ 12 13 Ew

ENELT S Viewaten 3, stucy and shew undeit 12 w2 e J S —

SOUSENE ENGLYS - Views/Saten 0. shudy nd thow undest 1.2 12003 Ex

SEAE  ENGLY 6 - Fiead ol show unclesslondesy of urdos N 13 A Ed

WEANE  ENGLYE  Mead aned thow undemsiandeng of urios 13 120 Ee N St > |
SN ENGLYT - Debrie & spdechin s fumal sbation M 1.3 2002 It B
SUEENE  ENGL 7 Dekers o soonch n o bamal shsshen 13 103 I - Esl

lllustration 39 : The NZQA screen for an individual student

Before concluding this section we should review the way of moving from one student to
another. The first method is to use the ‘< Previous’ and ‘Next student >’ buttons in the
bottom right corner of the screen.

Alternatively, if you wish to ‘jump’ to another student, press Alt-S, and the student search
window will appear, shown below.

| . Student search E@

L
Enter family narme ar hidden number

1 TAIT, TERRANCE

2 TAMAKAHA, CHRISTOPHER
3 TAPLIN, &wHITIA

4 TATANA, NATHAN

5 TavLOR, JODY

£ TEMPLEMAN, CARDL
7 THOMPSON, PALILA
2 TIDDY. QUENTIN

3 TROTMAN, EMMA
TUKAPUA, JODIE
TUPARA, MATHAN
TURNER, DAMON

Seek in any Cancel
part of name

lllustration 40 : The student search tool

To move to another window, begin typing the name of the student to move to. As you
type, all students whose family nhame begins with the letters you have typed will be
displayed. The first nine of those displayed will have the number in front as shown below.
You can access the required student by either typing the number to which they correspond
or by clicking on their name in the list.
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In the example above just the letter ‘T’ has been typed. If it was followed by the letter ‘A’
then the display would be reduced to just five matching students.
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9 Submitting results to NZQA

What is covered in this chapter?

Overview of the task involved

Random selection of assessed work (guidelines for moderation)
Submitting results to NZQA

Exchanging results for common students with another school

9.1 Overview of the task involved

From time you time you are required to submit your results for the current year to the
NZQA. This process involves the scanning of all students and their standards to ensure
that all of the necessary information is both present and valid.

Once the data has been validated then the submission file is made available for you to
submit to the NZQA.

The final process discussed is the means of one school sending information relating to the
NZQA results of its students who are primarily enrolled at another school to that other
school, and the means the second school uses to receive those results.

Both processes are accessed via the ‘Submitting results’ button.

9.2 Random selection of assessed work (guidelines for
moderation)

NZQA requires a method to randomly select assessed work for moderation, and this is
automated in CMAdmin, to create a random list of students who have taken an internal
standard — unit or achievement. The automated draw generates a random sample listing
students whose work is to be kept for moderation. School files are required for audit
purposes to document and record the ‘numerical selection’ process for selection, where
this is chosen. The random list selects 4 students for each unit standard, and 8 for each
achievement standard, and a different list each time is generated (of internal or external
standards).

From NZQA Utilities > Printing Utilities > Random List, make the printing selections and
click ‘Select Standards’ to filter for requirements, then generate the list(s).

9.3 Submitting results to NZQA

It is wise to have the latest full MUSAC Classic release available when you submit to the
NZQA.

We now revert to the use of the red line to indicate the most important parts of this
chapter as there is a section which will apply to only a few schools.

Click ‘Submit results to NZQA' and you will have the following screen displayed, showing

MUSAC © 2014 NZQA Utilities Page 114



MUSAC Classic 2014
2014.8.16

step one of the submission process.

) rammisionof st ta o the NzoA

Step 1 Select either of the
following processes :

Click above to access the NZQA website (if you are currently on ling)

A) The submission of standards for year : 2014 |Z| B) Export or import students' results to or

MNZQA requires that all standards attached to students must be from another school

submitted regardless of whether or not they have been 'withdrawn'. In some cases schools share students. This process
will allow you to prepare an export file® of results for
students' tagged as 'External’ and / or to import
such results from another school into your database.
1. Sort key *: IZ|

When the advice notes, admission slips etc are printed and returned by NZQA
they can be sorted according to your chosen key.

2. Address source @ | CM Addresses IZ|

Either Export ‘External’ Students

Students may have individually specified NZQA addresses (entered via the
NZQA 2004 document). The setting above will only apply when a student does
NOT have a spedified address.

ar Proceed to Import
3. During the data gathering process

@ Report just totals and errors (0 Report all submissions *plaase do NOT send this file to NZQAI!

4. [|Exdude Internal Standards with no result

5. []Indude results for External Standards to be used as Emergency Grades

Before submitting results itis a good idea to 'Update database from markbooks' via
'Global processes' to ensure that all markbook results are in the database.
Mote: External students are not submitted

lllustration 1 : The main submission screen — Step 1

The screen is separated into two sections, and we are primarily concerned with the left
hand side. The first steps of the submission process are listed on the left side.

1. You can nominate a sort key. When advice notes, admission slips etc are printed and
returned by NZQA, they will be sorted based on the key you specify here. The choices are

shown below.
1. Sort key*: || -

‘wihen the ad|Mone ot
they can be 4 Fear level 0w
Faorm
2 Addiess source LEI0UE

lllustration 2 : Selecting the sort key

This information on each student is included in the submission and used by NZQA when
preparing to return information to you.

Now select the submission address. As you will have seen at the end of the previous
chapter, each student can have an ‘NZQA address’ specified via the NZQA 2004 document
in CMTeacher. This is the default address which will be included in the submission. If a
student does NOT have an address specified here, their address will be taken from the
selection made below.
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Students have several addresses stored in Student Manager; a physical address, postal
address, the first caregiver’s physical address, and the first caregiver’s postal address.

Use the selection shown below to indicate where a student’s address is to be extracted
from IF THEIR NZQA ADDRESS IS BLANK.

2. Address zource

Studentz may
2003 d

3. Duing the data (1 Seaer] Eosiabadd.

lllustration 3 : Selecting the submission address

Students require an address to be returned which can be used by NZQA for the mailing of
results (if and when that occurs). Sometimes the address will be e.g. a home address in
China, or it may even be the school’s own address.

Step 3 allows you to choose what is displayed in the on-screen list during the data
validation process. You can elect to have ALL information reported, or just the errors
found.

Option 4 provides for exclusion of internal standards for which there is no result.

Option 5 allows for the inclusion of external standards, to be used as Emergency Grades.
Once you have made these decisions (which will be remembered by the program for
subsequent submissions), click the green ‘Proceed ...’ button and the data validation
process will begin. This is carried out on a second window, an example of which is shown

below.

You can see that, immediately, two errors have been identified. One student has qualified
for financial assistance but their benefit number has not been specified.

A second student is submitting a standard for which a context is required, but no context
has, as yet, been entered.

At the end of the validation process you can print a list of the errors found then return to
the students’ data screen to make the necessary corrections.
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Submission process - Step 2
The identified data and its validity check

ALDERTON, KELYIN GEQFFREY : completes 27 standards Humber of students found : 20
AMDREW, MICHAEL GRAEME Mumber of standards found : 283
Mo Benefit number specified

ARMSTROMNG, JERMIFER JO&N : completed with 7 standards

Mumber of errors found : 2

ARNOLD, TRACEY AMNNE -
Standard 90353 requires a context - Identifying students

BARR, CHRISTOPHER : completed with 13 standards S'_Jm'? errars may be repaired directly by
BARRETT. MICHOLAS OLIVER : completed with 13 standards ggﬁi?jigl;qer%nﬁb%‘:’:ﬁl[}:éﬂ; f;‘;:i[
BASSETT. DIANMA JANE : completed with 13 standards at & higher level.

BEETS. ANDREW DOUGLAS : completed with 13 standards _ :

BEMTLEY, AMDREW SAMUEL : completed with 13 standards Frint aptians

BISHOP, &0k RUSSELL - completed with 12 standards Prirt just errors fe

BODY, SAMDAA MICHELLE : completed with 13 standards
BOWAATER. ANGELA KAREN : completed with 12 standards . - _
BRAMWELL, ASHLIN ROBIN : completed with 13 standards Print fulllist including

Pritt all narmes

BRIND, DAKIN NEIL : complated with 12 standards S

BEROOKIE, DONELLS ELIZABETH : completed with 13 standards

BURMHAM, SOPHIA HEATHER : completed with 12 standards Prirt list |

BURMS, LAUREM MEREDITH : completed with 13 standards

CHRISTIE, KAREN : completed with 13 standards Externally assesed

CLEATOR, BRENT DOUGLAS : completed with 12 standards standards identified

CLEATOR, RICHARD ANTHONY : completed with 13 standards Print externals |
Cancel |

Illustration 4 : Some errors have been found

This is a substantial list of items which are checked during the submission process in order
to meet the validation criteria specified by the NZQA. These include, for example :

Checking that a student's NSN number is not duplicated on another student
Checking that students DO have both family name and first names. (The Department
of Internal Affairs confirms that it is legitimate (for cultural reasons) for a student to
have no first names - and in this case a full-stop can be used to indicate the lack of a
name.

Students' dates of birth must be such that their age falls between 5 and 100 years.
During the submission process the student’s status (maybe a Leaver) and their
destination (if they are a leaver) are both determined early on in the process. If they
are a leaver AND their destination is that detailed above then their withdrawn flag is
set to ‘Y’ regardless of what is in the database, and each individual standard for the
current year also has its status set to withdrawn.

Checking that no obsolete standards are included.

If errors are found then the right panel shown below, can be used to request a printed list

of the faults.
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Frint list

Print externals

lllustration 5 : The printing options

Once all of the faults have been repaired, you will be able to reach a version of the right
hand panel which reports no errors, as shown below.

Pririt list

Frint externals

Illustration 6 : No errors remain
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Now the ‘Next’ button is available for you to move to the final phase. As you click the
‘Next’ button the following message will appear.

CMAdmin

Plzase noke that the export file is now saved in

the CCMinzgalsubmissions subdireckary,

lllustration 7 : The file is now available

This message tells you that the submission file has been saved in the
\cm\nzga\submissions directory.

There are, THREE new files in that directory, as explained on the screen below.

Submission process - Step 3
Copy the file to disk

Mo errors were found in the data which wou are about to export.

A copy of the file has been saved as : C:\CM\nzqa\submissions\Submission 05062004 txt
and a PDF file of the submizzion details haz been zaved in the zame directory.

The name of the file created is nceal123.td
and it 15 located in your CACM\nzgalsubmissions directory
You may either email it to NZQA {send to schools@nzga.govt.nz)
or you may copy it to a floppy disk and post itin

If wow wish to copy the file to a floppy disk then inser a blank disk in drive
Az and click 'Copy' below to copy the validated file to disk.

MZ04 data file size 34575 bytes

Dirive & digk size not yet checked

Copy the data file to disk

lllustration 8 : The alternative methods of sending the file

The name of the file which you must send the NZQA is NCEAOxxX.TXT where xxx is your
MOE school number. In the example above, the file name is ncea0123.txt.
As mentioned above, there are two further files saved. They are :
1. A copy of the submission file, named e.g. ‘Submission 05062004.txt’ — which is an
exact copy of the submission file.
2. A pdf file name ‘Submission 05062004.pdf’ which has a summary of the
information submitted for each student.

The directory listing for \cm\nzga\submissions\ will appear similar to that shown below.
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Folders bs Mame Size  Type Date Madified
[T Makcols A Esubmission 05062004, pdf 12KB Adobe Acrobat Doc,,.  5/06/2004 5:52 a.m.
= [5) nzqa =) nceall123 bt 83KE Text Document 5J06/2004 5:52 a.m.
= subrmissions I?J Submission 05062004, bxk 83 KE  Text Document 5106/2004 §:52 a.m.
[2) PDA Synch
[ pof

lllustration 9 : Three files in the submissions directory

The first file listed is the .pdf file, an excerpt from which is displayed below.

BE Acrobat Reader - [submission 05062004, pdf]

'Eﬁile Edit Document  Wiew ‘Window Help

EBS M E|4dr b€ |[TER-E-T |2k - DOEE] K

MUSAC Demonstration 16/04/2004
Submission to NZQA : date 05/06/2004

Bookmarks

ALDERTON, KELVIN GEOFFREY

Thumbnailz

P0123 0112300003 0195517852ALDERTON KELVIN GEOFFREY Murgatroyd
09/12/198814 HADFIELD STREET LEVIN
M019999Yr 3 Yr 3 3YY YB999111 01/01/1987 0.00

ALDERTON, KELVIN GEOFFREY : completed with 27 standards

ANDREW, MICHAEL GRAEME

P0123 0112300004 0092847562ANDREW MICHAEL GRAEME
27/01/199154 RIMU STREET LEVIN
M019999 0YY NB135432 01/01/1990 0.002 123000001

ANDREW, MICHAEL GRAEME : completed with 25 standards

lllustration 10 : The pdf file created during the submission process

The second file is the submission file itself, and the third is the copy of the submission file,
a small section of which is shown below.

B Submission 05062004.txt - Notepad =T
58 Edit Format Wiew Help

50123 0112300003 MO 5073801E ~
50123 0112300003 MO 9073901E

S0123 0112300003 MO S074001E

50123 0112300003 MK 5075301E

PO123 0112300004 0092847562ANDREW MICHAEL GRAEME
S0123 0112300004 3SK SO37401E

50123 0112300004 5K 5037501E

50123 0112300004 SK 503 7601E 03,/06,/20044

50123 0112300004 5K 5037701E

50123 0112300004 5K 5037801E

50123 0112300004 SK 5037001E

50123 0112300004 5K 5038001E

50123 0112300004 SK 9038101E 03,/06,/2004N

50123 0112300004 PE 5043201E 03/06/2004N

50123 0112300004 FE 5043301E 03,/06,/2004E

50123 0112300004 PE 9043401E 03//06/2004E

S0123 0112300004 PE G043501E 03,/06,/2004E ¥

50123 0112300004 PE 5043601E 03./06,/2004M

50123 0112300004 PE 59043701E 03/06/2004M

S0123 0112300004 PE S04 3801E 03,/06,/2004Mm

lllustration 11 : The copy of the submission file

Now, you have two alternatives available to get the file to nzqa.
1. The most common method is to send an email with a copy of the file attached.
The file should be sent to schools@nzgangovt.nz

2. The alternative method is to copy it to a pen drive, using the button provided on the
screen shown in illustration 8 above, and to post it to the NZQA.

Finally, the submission process includes ALL standards for ALL students, regardless of
whether or not the students have ‘Withdrawn from all standards’.
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Results are also submitted whether or not your school has been accredited to teach a
particular standard. The filtering is done ‘at the NZQA end’ of the process. It is possible
for particular results to be provided by another provider accredited to teach a particular
standard.

N.B. Submission of obsolete standards

Some schools, in preparation for the new year, simply rolled over their markbook setups
from the previous year. This leaves the previous year’s standards attached to particular
columns and some of these may have been replaced, in the new year, by more recent
versions. Please ensure that these ARE updated to the new versions.

If, during the submission process, obsolete standards are found being submitted then
these WILL be submitted, your attention will be drawn to this fact during the submission
test scan, and, at the end of the process a printed list will be produced of the standards
concerned. If you have some obsolete standards identified then these may be updated to
the correct versions using the Global utility to ‘Change standard versions’.

9.4 Exchanging results for common students with another
school

The final process available via the submission process is the ability to forward students
result to another school. This occurs where students of one school have one or more of
their standards provided by another school. This situation is not uncommon between pairs
of single-sex schools.

For example : The local girls’ high school might teach students from the local boys’ high
school in one subject while students travel the other way for another subject. The school
at which a student is primarily enrolled is responsible for the submission of ALL results for
its students, even if some of those results are generated by another provider.
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10 Global processes

What is covered in this chapter?

Overview of the task involved

The removal of standards from students
Updating the database from the markbooks
Identifying unattached standards
Identifying ‘Phantom’ standards

Changing a version number

Global zaps

Context checks

Printing Financial Assistance Application Forms

Globally attaching standards to students
The STAR Import process

10.1 Overview of the task involved

This chapter details a number of global processes which enable you to perform some

function which will automatically apply to all students and/or their standards. The various
processes are listed above as the section headings. You should become familiar with their
purpose in case you are ever required to use them.

They are accessed via ‘Global processes’.

Clicking reveals the following buttons down the left side of the screen.

&, NZQA Global Processes
Global processes

Remove Standards
from Students

Update Database from
Markbooks

Identify Unattached
Standards

Identify 'Phantom’
Standards

Change a Version
Mumber

Global 'Zaps'

Context Checks

Print Financial
Applications

The more important processes are ‘red-lined’.
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10.2 The removal of standards from students

From time to time it may become necessary to remove particular standards from one or
more students. For example : Perhaps at the beginning of the year it was decided that a
particular option course would include nine standards. These were attached to the option
and columns were created in the markbook. Consequently, as the markbook was used, the
nine standards were entered against each of the students in the NZQA section of the
database.

Later in the year it was decided to teach only eight of the standards. It becomes necessary
to remove these standards from the students. This is the purpose of this global utility.
(Note : The standards might well have already been submitted (without results) to the
NZQA. Their later omission from the submission process will be recognised by NZQA and
taken to mean that the student is no longer taking the standard.)

In the example below, for the sake of an example, standard 90292 Maths 2.9 has been
selected. The list on the right hand side of the screen indicates that sixteen standards are
currently recognised as taking that standard and that none of them yet have results.

You may select individual students, or you may click the ‘Select all’ button at the bottom of
the list to have all students on the list selected. If you then click on the ‘Proceed’ button,
the standard will be removed from all of the selected students.

Attached
Ih year

Removal of standards from students 2004 =

Select standard Select student(z)

3027501E S05T2.5 - Plan zocial action in relation to a social issu a
9027E01E MEST2.1 - Demanstrate understanding of media audie
90277F01E MESTZ2.2 - Cloze read unfamiliar media text

9027801E MESTZ2.3 - Demanstrate understanding of meszages, «
9027901E MEST 2.4 - Undertake a media genre study

9028001E MEST25 - Explain the uze of narative conventionz in
A028101E MESTZE - Design and produce a media product

B&RR. CHRISTOPHER [)
BARRETT, MICHOLAS OLIVER ()
BASSETT, DIAMMA JAME (]
BEETS, AMDREW DOUGLAS ()
BODY, SAMDRA MICHELLE ()
BRAMWELL, ASHLIN ROBIN [

A02B201E MESTZ.Y - Utilize technology in the produchion of a me
9023301E MESTZ2.8 - Demaonstrate understanding of media produ
90283401E MATHZ.1 - Manipulate algebraic expreszionsz and solw
9028501E MATHZ.2 - Sketch and interpret non-inear graphs

BROOKIE, DOMELLA ELIZABETH ()
BURMS, LAUREM MEREDITH (]
CLEATOR. RICHARD AMTHOMY [)
COCKBURM, PAUL R&YMOND [)
CORBETT, JASMIME CRYSTAL ()

A02BE01E MATHZ.3 - Find and use straightfonvard derivatives ar
9028701E MATHZ.4 - Solve prablems using a coordinate geomet
A028301E MATHZ.5 - Select a sample and make inferences from
A028901E MATHZE - Simulate probability stuations, and apply th
9029001E MATHZ.7 - Solve straightforsard problems invalving ze
Saolve practical igonometry problerns
5 traightfonward tigonometnic equatiol
Choreograph a section of dance for a grou)
9029401E DAMCZ.2 - Choreograph a zola dance
3023501E DAMC2.3 - Perform ethnic or gzocial dance
3023601E DAMCZ.4 - Perform in a theatre dance work,
9029701E DAMCZE - Analvse and respond to dance performanc
90239801E DAMCZ B - Demanstrate knowledge of influehces on a
9029301E DRAM 2.1 - Apply drama techniques in an improvised ¢
9030001E DRAMZ. 2 - Apply drama techniques in a group within 2
9030101E DRAMZ.3 - Use elements and conwventions to stucture

Only digplay thoze who are

Mot achieved  [Init standards)

Mormesult  [Achievement standards)

DE VRIES, LARA DEANNE [)
DOWD, BREMDAM JAMES f)
FIMLEY, DANIEL [)

GARDINER, KIRSTEM REBECCA )
GRAY, VERONICA MARY )

Select all Proceed

lllustration 1 : The removal of a standard from selected students

N.B. It is not sufficient to simply remove the standard from the students. If the students
are members of a markbook which has the standard connected to a column then the
students will automatically be reattached as the markbook is used.
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In order to removed INDIVIDUAL students, you must go to the markbook, or to their
NZQA data screen, and record a result of X against them. This indicates that these
individuals are not taking the standard.

In order to remove the standard from ALL students you should consider both removing it
from the markbook (where it is attached to a column) and from its connection to the
option. These two steps are shown below.

1. To remove the standard from the markbook
First, visit the ‘Specify Markbook Details’ button and select the markbook in question, as
shown below.

MarkBooks Display only curent markbooks v b ake just 2004 markbooks current

11T 2004 e
11T 2004
11w 2004
1240 2004
124T 2004
1281 2004
12CH 2004
12CL 2004
12CH 2004
12CF 2004
120R 2004
12EC 2004
12EG 2004
12GE 2004
12HE 2004
12HI 2004

1 2ha 2004

1205 2004
1200 2004

llustration 2 : Selection of the markbook

Once selected, click on the ‘Next’ button twice to reach the markbook columns screen,
where you should identify the standard in question, as shown below.

Column headings for the selected markbook

M.B. v'ou may, if you prefer, specify colurmn headings directly within each markbook.

Ma.| Title b axirurm | D ate YWeight |H| G| Rules ”
18 MATHZ5 028301E G938 & o
19 gd
20/ MATHZ6 9028901E 8888 & o
21 dd
22 MATHZY 9029001 9993 & o
23 gd
24 MATHZ28 029101E 9992 & o
25 dd
26 MATHZ9 9029201E 9999 & o
27 dd
= non

lllustration 3 : Finding the column connection to be deleted

Remove the standard by deleting its title from the left hand column and then saving the
change using the button for this purpose at the bottom of the screen.
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2. The removal of the standard from the option.

Visit the ‘Subject connections’ button and select the subject from the left hand side of the
main screen, which is shown below.

Follow this by selecting the option in question from the list of option classes associated
with the selected subject.

B
Subjects offered Subject details
by your school
Subject name |Mathematics The name by which the subject iz
_ _ _ known in your school
E:g::z: g}z‘i‘ﬂ;:*gﬂ:;e ~ Default Leaming Area  [Mathematics / Pangarau v | [T — e e
Fashi d Desi i i
Fzzdl?l'negﬂnoloegsj:lgn Default MOE subject |Mathematlcs j
E‘:eraphy Default MOE Code MATH School Code ’MA— Record subject changes
Graphic Design Electronics
Graphics and Design - Options WZ0A standards Hours Unattached options Print list
Graphics and Design Option classes = | | | & | |
Health Standards attached to : 12MA
History 10M4
Home Econamics 1102, Sort - Sart by code | Dizplay ALL versions
Harticulture . Select ¢ Unit Standards ™+ Achievement Standards
Information Proceszing 134
Information Technology I, ~ 9000102E DAMCT. - Compose movement sequences
Japanese Standards | Code 9000202E DAMCT.2 - Perform dance sequences
Liberal & Gen. St./Electives 9000302E DAMCT.3 - Perform a dance as a member of a g
Lite Skils MATH21 |S026401E A0NANZE DANCY 4 - View internret ard re dan
Mandarin MATH2Z 9028501 E |—| ce
Maori Students in MADR MaTH23 50286 01 E 5
I aorni(Te Reo M aori MATHZ4 90287 M E o
Mathmatics spplied MaTH25 5028801 E prna.
Mathz with Calculuz MATH2E 9028301 ral
Maths with Statistics MATHZ7 9029001 E itzs i3 | L e
Metal technaology MATHZ8 02910 E atu
Metal Technalogy MaTHza B 01E 90071302E MUSCY.2 - Perfarm music a: a member of a grou
Mus!c [core]_ 9001402E MUSCT.3 - Composze pieces of music
Music [special] 9001502E MUSCT. 4 - Aurally identify, describe and tranzcri

lllustration 4 : The removal of a standard from an option

Once the option is selected, its connected standards will be displayed (you may have to
select the ‘NZQA standards’ tab in order to see the standards connected.)

Click on the standard to be removed and the small window, shown above, will ask to
whether or not you wish to remove the standard.

10.3 Updating the database from the markbooks

This process may be carried out early in the year to ensure that all standards attached to
each markbook are recorded in the NZQA section of the database under each of the
students in each markbook.

The main screen for this purpose is shown below, and you will see the markbooks for the
year listed down the left hand side of the screen. Select one or more of the markbooks
(you’ll probably select them all) and click on the ‘Proceed’ button.

Each markbook will be processed in turn and the results of the process will be displayed in
the list on the right hand side of the screen. This will list the standards attached to each
markbook, followed by each student within the markbook, showing their result previous to
the update, and the result subsequent to the update. The two columns should, or course,
always be the same as, when a result is recorded in a markbook, it is automatically
updated into the NZQA section of the database at the same time.

The next page illustrates both the selection and updating processes.
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Globally update the NZQA database from all markbooks

117D 2004

i Student Standard Wias | Mow

13BI1 2004

Select all markbooks | Tear |2DD4 vl Procead Wwhat do these codes mean?

[

lllustration 5 : The selection of markbooks for processing

Globally update the NZQA database from all markbooks

EEE %%%i -~ Student | Standard |was | Mow -
13FR 2004 EEDNB'E_

13GE 2004 Markbook : 13EG 2004

13HI 2004 Columns:

13ME 2004 EMGL3.1

130 2004

1345 2004 EEES;

13m0 2004 :

13P% 2004 EHGL3.4

13TE 2004 ENGL3.5

34T 2004 EMGL3.E

arL 2004

9EG 2004 ENGL3 7

aES o004 ARMNOLD, TRACEY AMME EMGLZ1

9FR 2004 EMNGLZ.Z

SHO 2004 ENGL3Z.3

abd 2004

a5 2004 Engtgé

ML 2004 :

bt 2004 ENGL3E

9FE 2004 ENGLAT

35C 2004 E BATCHELAR, SCOTT JOF ENGL3T -
955 2004 £ ENGL32

9TD 2004 :

9TE 2004 ENGL3.3

9T+ 2004 g ENGLZ4

S 2004 ] EMGL3S )
Select all markbooks | Tear |2D|34 vl Proceed Wwhat do these codes mean?

lllustration 6 : The updating processed displayed

10.4 Identifying unattached standards

It is possible to arrive at a situation where students have standards attached to them in
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the NZQA section of the database, yet the standards are not attached to the students’
subjects. This may be intentional but, if not, then you identify and rectify the situation.
Clicking the button for this utility reveals the following screen, where the ‘Search’ button
has already been clicked to perform the check.

Identify students with unattached standards Vear |2005 =

It iz pozzible for students to have standards which are not attached
to their subjects. These should be tagged' if they are intentional. 1f
nat then thiz utility allows pou ta remave such attachments. Exclude extemnally provided standards v
Once the search is complete pyou may click/drag in the 'Tagged' column to request remaval. R D D

Altenatively, uze the RIGHT mouse button to tag standard as conectly attached. Hide Tagged standards [

Exclude already asseszed standards v

Student Standard Assmnt | Tagged?

.&bi:lnr 102 04E Congolidate keyboarding skill: and develop kepboarding accur Ves
102 01E Consolidate keyboarding skills Yes
101 03E Develop and uze keyboarding skills to enter baxt s
87 03E Provide customer service in given situations Yes
9614301E SFC-Japanese [Second Language) s
9612901 E SFC-Histony Yes

A hw 8990 02E Examine and apply sociclagical theories ta an explanation of h s
8934 0ZE Examine a social institution and explain itz influence on people Yes
8998 02E Examine a social structure and explain itz influsnce on people Yes
9002 0ZE Conduct a guantitative sociological enguing with supervizion Yez
9006 02E Conduct a qualitative sociological enguine with supervision Yes W
9010 0ZE Organize and communicate sociological ideas and evidence ir Yez
9037402E ENGLZ.7 - Deliver a presentation uzing oral and visual languz Yes
9037602E ENGLZ 2 - Produce crafted and developed formal tranzaction
9037802E ENGLZ.4 - Analyze short wiitten texts
9037I02E ENGLZG - Analpse a vizual or oral test

Search Print listed details Femove ALL TagALL Save changes

lllustration 7 : The identification of unattached standards.

Should you click on the ‘Remove ALL’ button, you will be asked whether or not you wish to
include ‘Tagged’ standards in the removal process. If not, then only the untagged wiill
have the word ‘Remove’ added to the ‘Tagged’ column.

You can also process individual standards. Use the left-mouse button to click or drag over

standards which you wish to have removed and use the right-mouse button to click or
drag over standards which you wish to tag.
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Identify students with unattached standards Year |2005 =

It iz poszible for gtudents to have standards which are not attached
to their subjectz. Theze should be tagged' if they are intentional. If
rak then thiz utility alloves you to remove such attachments, Exclude extermally provided standards v
Once the gearch iz complete pou map click/drag in the 'Tagged' colunin to request removal. L f

Alternatively, use the RIGHT mouze button to tag standard as corectly attached, Hide Tagged' standards |

Exclude already aszessed standards v

Student Standard Azzmnt | Tagged?
A} 102 04E Consolidate keyboarding skils and develop keyboarding acour Yes
102 01E Consolidate keyboarding skillz Tes
101 02E Develop and use keyboarding skillz to enter bext Tes
A7 03E Provide customer service in given situations Tes
9614301E SFC-Japanese [Second Language) Tes
961 2901E SFC-History Tes
A 39330 02E Examine and apply zociological theories to an explanation of h Ve
3334 0ZE Examine a zocial institution and explain its influence on people Ve
99938 0ZE Examine a zocial structure and explain itz influence on people Tex
9002 0ZE Conduct a quantitative sociological enguirg with supervizion Ve
9006 02E Conduct a qualitative sociological enquiry with supervision Yes
9010 02E Organize and communicate sociological ideas and evidence ir Yes
037402E ENGLZT - Deliver a presentation using aral and wizual lanquz Ve
A037E02E EMNGLZ 2 - Produce crafted and developed formal transaction Remove
A037E02E EMNGLZ.4 - Analyse short writher texts Remove
A037902E EMGLZE - Analyze a wizual or oral test Remove
Search Print lizted details Rezelect ALL Tag ALL Save changes

lllustration 8 : Some unattached standards have been selected for removal.

Subsequently clicking on the ‘Save changes’ button will cause ALL ‘Remove’ standards to
be removed from their owners — i.e. the students to whom they were attached.

Be careful, as it is perfectly acceptable, in some cases, for students to be taking standards
which are, indeed, not attached to any of their subjects.

10.5 Identifying ‘Phantom’ standards

A ‘Phantom’ standard is one found attached to one or more students, yet is not found in
the database of standards.

To illustrate this, two standards were purposely deleted from the database of standards.
When the process was carried out, via the screen shown below, the two were identified.
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The identification of 'phantom’ standards

If you have incomectly deleted standards from your databaze when they are still attached

to students then you can identify these via this process, and have the miszing definitions Fear |2|:||:|4 'I
added back to your database of standards.,

Students taking 1233701E

1 11EDe be: L tanding of funchion prope id apply te
1234101 EGraph functions uzing bwo dimensional polar coordinates and «

BaRR. CHRISTOPHER
BARRETT, NICHOLAS
BASSETT, DIANMNA
BEETS. AMDREW
BODY, SAMDRA
BRAMWELL, ASHLIN
BERODFKIE, DOMELLA,
BURNS, LAUREN
CLEATOR. RICHARD
COCEEBURN, PALIL
CORBETT, JASMINE
DEWRIES, LARA
DO0WD, BRENDAM
FINLAY, DANIEL
GARDINER, KIRSTEMN
GR&Y, VERONICA

|A

i | &

Begin zearch Add mizzing standards to the databaze

lllustration 9 : The identification of ‘Phantom’ standards

In the example above, one of the standards has been selected and the students connected
have been displayed on the right side of the screen. This display is for your information
only and is not used for any further purpose.

The “further purpose’ which IS available is the facility to have the missing standards added
back to your database. Click on the suitably labelled button at the bottom of the screen
and all of the missing standards will be sought in the NZQA file and, if found, added back
to your database.

10.6 Changing a version number

If the occasion were to arise where you had begun the year teaching one version of a
standard and than, part way through the year, you decided to change to a later version of
the same standard then this global process allows you to achieve that.

The screen for this process is shown below.
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e |

-

Proceed Cancel

Illustration 10 : Changing the version number of a standard

The first step is to click on the first ‘Select’ button to identify the standard for which you
wish to change the version number. A list of standards will appear from which you may
make your choice, which will then be displayed as shown below.

1234401 [Credits 3)

1234402 |Jze Boolean algebra to =&t up, simplify and interp

lllustration 11 : Selecting the replacement standard
Once you have made the first choice, the list below the second choice area will display any

later versions of the chosen standard. Select the one from the list which you wish to have
replace the first, and it will appear in the second selection area, as shown below.

1234401E  [Credits 3]

There are 16 gtudents taking thiz standard
who are NOT connected to any markbook,

1234402E  [Credits 3] and 3 af them have results recorded

lllustration 12 : the replacement has been selected
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Once you have the replacement standard selected, the program will identify all students
taking the first standard, and these will be displayed on the right hand side of the screen,
as shown below.

There may be more than one possibility here. Select the possibilities which you wish to
have changed from the right hand panel. In the example below the one possibility
displayed has been selected.

Step 3 Connections to the old werzion in 2004

Select thoze connections which pou wish to change

The standard is :

lllustration 13 : Selection of the group to be changed

Finally, click ‘Proceed’ and the change will be made on each of the students identified.

10.7 Global zaps

We have already met the global zaps, at the beginning of the chapter on student billing,
but we shall repeat the details here.

A ‘Zap’ is a single process which deals with ALL relevant entries in the database. Given the

nature of an access database the process can take a very short time indeed, as access
databases are designed for this sort of process. The main zaps screen is shown below.
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Set NZOA fees information o 2ero

Femove all “withdrawn from NZ0A" zettings

Remowve all benefits infarmation

Set leavers to "Withdrawn fram NZ0A'

lllustration 14 : The global ‘zaps’

The first three ‘zaps’ were dealt with earlier and are useful in removing all details relating
to students’ NZQA fees from the previous year. Do NOT run it DURING a year after fees for
the current year have been entered as these too will be removed.

The final zap sets the ‘Withdraw from all standards’ flag to ‘Yes’ for all students whose
status in the database is ‘Leaver’.

10.8 Context checks

Some standards have alternative ‘contexts’. For example
Standard 90656 History has two contexts :
e  Tudor History
¢ New Zealand History
Standards 90359 and 90360 both have six contexts :
e Biotechnology
e Food technology
e Materials technology
e Electronics and control technology
e Information and communications technology
e Structures and mechanisms
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Each student taking a standard with alternative contexts must have their choice recorded,
and it may well be that, within a single school, more than one context is provided. The
screen, shown below, allows you to allocate these from one central spot.

Step 1 Select the standard

Selected standard :

Step 2 Select the student(s]

Hold down Chrl bo multi-zelect (or uze the
button below)

Standard | Detail

| Shudents

9035901E TECNZ.4 - Describe technological princi
9036001E TECMZ5 - Characterizse a technological p
90E2301E TECN3.E - Demonstrate understanding ol
A0ERE01E HIST3.3 - Analyze and evaluate evideno
90E570TE HIST3.4 - Examine a significant decizion

90E5301E HIST35 - Examine a significant izsue in tl
A0EYE01E TECM3.4 - Discuss how social respansibi
90EYY0TE TECH3R - Analyze existing production pr
9330201E Scholarship Wisual futs

9340301E Scholarship History

Step 3 Select the context which you wish to apply to the

selected students

1

0
0
7
7
7
0
0
0
0

Student Context

Select all students

lllustration 15 : The allocation of contexts

There are three steps to the process; follow the steps in the correct order.

1. Select the standard for which you wish to allocate contexts from the top left hand list.
In the illustration below, 90657 Hist 3.4 has been selected and, as a result, the students
taking this standard have been identified and displayed in the right hand panel under

Step 2.
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Step 1  Select the standard

Selected standard ;

Step 2 Select the student[s)

Haold down Chil bo multi-zelect [or uze the
button below]

Standard | Detail | Students

Student | Context |

9035501E TECHZ2.4 - Descrbe technological princip 1
9036001E TECH2.5 - Characterize a technological
J052801E TECMAE - Demonstrate understanding ol
9O0ESE01E {HIST 3.3 - Analyse and evaluate evidenc
I SEIS HIST 3.4 - Examing a significant decizion
0E530ME HIST3.5 - Examing a zignificant izsue in t
J05760TE TECM3.4 - Dizcuss haw zocial respansibi
0EFFONE TECH3S - Analyse existing production pr
9330201E  Scholarship Yisual Arts

9340301E  Scholarship History

0
0
i
7
i
0
0
0
0

Step 3 Select the context which vou wish to apply to the
zelected students

TUD-Tudar Higtary
MZH-Mew Zealand Hiztory

CHRISTIE. MICHAEL
COMBER. NIKKOLE
DEYRIES, SaNDRA
EASTERBROOK, SUSAN
HALBERG. SUE

HIRIMI, BELINDA
INGLE, JEMINE

Select all students

lllustration 16 : A standard requiring contexts to be specified

The empty column on the right of step 2 indicates that no contexts have yet been allocated

to these students.

2. Select those student from the right hand list for whom you wish to specify a particular
context. In the illustration below four students have been selected.

Step 1 Select the standard

Selected standard

Step 2 Select the student[z]

Haold down Chl to multi-zelect [or uze the
buttor below]

Standard | Dietail | Students

90359ME TECMZ.4 - Dezcrbe technological princip 1
036001E TECMZ.5 - Charactenize a technological
0E230ME TECM3.E - Demonstrate understanding ol
0EREME HIST3.3 - Analyze and evaluate evideno
SNSRI HIST 2 4 - Examine a significant decizion
90E5201E HIST3.5 - Examine a significant izzue in
0E7E0ME TECM3.4 - Dizcuss how social responzibi
0E7FINE TECM3E - Analyze existing production pr
93302ME  Scholarship Yisual Artz

934030 E  Scholarzhip Hiztory

L N e I s Y e e e e B = g e}

Student

CHRISTIE,

COMBER,

DE VRIES, SAMDRA
EASTERBROOK, SUSAM
HALBERIG, SUE

Caontext

HIRIMI. BELINDA
IMGLE. JEMINE

|
llustration 17 : The selection of students.

3. In the list at the bottom left of the screen are the possible contexts for the selected
standard. Click on the one which you wish to allocate to the selected students and its
abbreviation will be added to the second column, alongside the students’ names, as shown
below.
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Step 1 Select the standard Step 2 Select the student(s]
Selected standard Haold down Chl to multi-zelect [or uze the
buttor below]

Standard | Detail | Students Student Corbext
9035901E TECHZ2.4 - Describe technological princip 1 C STIE, MICHA

903600ME TECMZ.5 - Characterize a technological COMBER, MIEE.

0EZ230ME TECM3.6 - Demonstrate understanding ol DE WRIES, SAHDRA

0EEE0TE HIST3.3 - Analvze and evaluate evideno EASTERBROOE, SUSAM

EISTEOI HIST 3.4 - Examine a significant decigion HalLBERG, SUE

0E5801E HIST3.5 - Examing a significant issue in tl HIRIMI, BELIMDA,

0E7E0ME TECM3.4 - Dizcuzs how gocial responzibi IMGLE, JEMINE

0E7FINE TECM3.5 - Analyze existing production pr

9330201E  Scholarship Yizual Arts

9340301E Scholarship Histon

L N e s e e ! B e g e |

Step 3 Select the context which pou wish to apply to the
zelected students

MZH-Mew Zealand Hiztory

Illustration 18 : The context ‘TUD’ has been selected.

Now repeat the process for the next bunch of students, and repeat as often as required
until, as shown below, all students have a context specified.

Step 1 5Select the standard Step 2 Select the student(s]
Selected standard | Hald dowen Chl bo rulti-select [or use the
buttan below)
Standard | Detail | Studerts Student | Context |
9035901E TECMZ 4 - Descrbe technalogical princip 1 CHRISTIE, MICHAEL TUD
903R001E TECMZ25 - Characterise a technalogical p COMBER, MIKKOLE TUD

062801E TECHMI.E - Demonztrate understanding ol
J065601E HIST 3.3 - Analyse and evaluate evideno
LSRN HIST 3.4 - Examing a sighificant decision
J065301E HIST 3.5 - Examine a significant iszue in t
J06VE0TE TECK3.4 - Digcuzs how gocial responzibi
0EYF0TE TECMAE - Analpze existing production pr
9330201E  Scholarship Yisual Arts

9340301E  Scholarship History

WRIES
EASTEREROD
HALRERG, SUE TUD

HIRIMI. BELIND,

IMGLE, JEMIME TuD

[ e R s R s e R B ===

lllustration 19 : A completely specified standard

Repeat the process for each standard which has students attached.
You can specify a context for a particular student back on their individual data screen, as
shown in chapter seven.

10.9 Printing Financial Assistance Application Forms

This process, while hardly ‘global’, does allow you to print Financial Assistance Application
Forms independent of students. The screen is shown below.
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Printing copies of the Financial Assistance Application form

This utility allows wou to print multiple copies of the financial assistance
application form. Each form will be allocated & new Financial
Application number and this must MOT be duplicated. The number
FUST be unigue.

[fwou are using a farm for a student at wour school who has qualifying
siblings at another school then the farm must be sent to the other
schoal, when appropriate, for completion by the siblings. The 'other’
school must be informed of the Application number.

N.B. Each form will be allocated the next available Application ID Number

How many copies of the form da you wish to print?

Proceed to print

lllustration 20 : Printing spare application forms

The purpose of this process is to allow you to print a specified number of ‘spare’
application forms so that you do not have to have access to the computer each time an
individual student makes an application.

To bear in mind, however, that, for each form, a unique number is allocated and will never
be allocated again. This is also detailed for you on the screen.

10.10 Globally attaching standards to students

Click on ‘Attachment of other standards’, and the first step of the attachment process will
appear, as shown below. The illustration shows a red button relating to a STAR import.
This will be detailed shortly.
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This utility allows you to attach a selection of standards to a selection of students.

(It alzo provides for the attachment of standards to students via a file from the STAR package] Impaort from STAR
SlEp 1  Selection of standards Use Ctil to multi-select
Code Yer | Title il
14 1 Demonztrate knowledge of elementary zoill properties
16 1 Demonstrate knowledge of pasture production
a2 1 Attend to customer enguines
57 1 Provide custamer service
G2 2 Maintain personal prezentation for the warkplace
B4 2 Perform calculations for the workplace
1 1 Usze keyboarding skills to enter text
102 2 Consolidate keyboarding skills
104 4 Introduce and apply audio transcription techniques for text prod
105 4 Usze audio transcription techniques to produce text based comn
106 2 Use audio branscription techniques to produce documents
107 1 Usge atest proceszor bo produce communications
108 2 Usze atest processor to produce commercial documents
109 3 Produce text processed specialist and technical documents
23 5 Explain the operation of two and four stroke petrol and diesel er
23 B Explain the operation of two and four stroke petrol and diesel et
232 2 Test an autamative electrical circuit
233 2 Service an automotive battery
234 5 Describe automotive starting and charging systems and their op
235 1 ldentify types of ignition spstems and their operation -
List : Urit standards o

Achigvement standards

lllustration 21 : Selection of standards
The first step in the process is to select the standards involved. As it is most likely that

these will be unit standards it is unit standards which will be first offered for selection. You
can switch to achievement standards but selecting that option at the bottom of the screen.

Step 1 Selection of standards (4 selected) ||

Code Ver  Title £|
14 1 Demonstrate knowledge of elementary soil properties
16 1 Demonstrate knowledoes of pasture production
s 1 Aftend to customer enguines
a7 1 Provide custormer service
. E2|  2|Maintain personal presentation for the workplace
B4 2 Perform calculations for the workplace
1 1 Usze keyboarding skills to enter text
102 2 Conzoldate keyboarding skills
104 4 Introduce and apply audio transcription techniques for test prod
105 4 Usze audio tranzcription technigues to produce text bazed comn
106 ‘ Ilze audio tranzcription technigues to produce
107 1 Use a text processor bo produce communications
1nn 1 lea 2 bauk rereasenr be mreech na morarnareisl dees sk

lllustration 22 : Selected standards

To select standards, hold down the Control key and click on each standard required.
A small text window at the top of the screen allows you to ‘type ahead’ to search for a
particular standard.
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Once you had made your selection of standards, click the ‘Next’ button to proceed to the
selection of students. This screen is shown below.

Step 2 Selection of students

[1 zelected)

—

Family name

Do
RG

OCK
Nk

e e e e e o i

: First namesz

N DT O W m )

AT

ura Anaztasia

la

drianna

bt

nL

=S
ly]

Year

3 ﬂ

13
12
12
12

k|
12

a8
13
12
12

E

3
=

Showveard [0 10 [0 11 [0 12 013 [T 14 [T a1 [

Use Chrl bo multi-zelect

Illustration 23 : The student selection screen

Initially all students are displayed. At the bottom of the screen is a row of check boxes
which enable you to filter the displayed students by year level. Again, at the top of the
screen is a small text box which you can use to ‘type ahead’ to search for a particular

family name.

Again, hold down the Control key to multi-select the students concerned. A selection of

students is shown below.

Step 2 Selection of students [4 zelected) Ii
Family name Firzt names “f'ear
ALL Cl I 11
AN ] ina 11
T
BAH Ly
BEQ L3
EEHEN M
BEK Sh
BER G
BER ks
Bl k.
M
B0 Jg By Swee Cheng 11
BOl ooD P he 11
BOl HAETE H 11
BOl | Ellzn 11
ERL K | 1
BR4 | 3 11
BRI R 11
(aT=TaTA¥N] hdicballa M s 11

MUSAC © 2014
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Once you are satisfied with your selection, click on the ‘Next’ button to proceed to the final
confirmation screen. This screen shown below, will list the selected standards and the
selected students.

Selected standards (4) Selected students (4)
Code Wier Title Family name Firzt names “ear
B2 2 Maintain personal presentation fo AT Juzti 11
106 2 Usze audio transcription kechinigu BEH tich 11
23 4 Ewplain the operation of bwo and BIR b izhig 11
233 2 Service an automotive bathen BR ¥ ith b 11

llustration 25 : Selected standards and students

If you are not satisfied with your selection, you may use the ‘Back’ button which appears
at the bottom of each step to return to a previous step to modify your selection.

Once you are satisfied, click the ‘Finish’ button in the bottom right hand corner of the
screen, and a confirmation window will appear, as shown below. Replace the initial ‘No’ by
typing ‘Yes’ and click OK.

Corfirmation x|
Type “es' to confirmn that pou wish to proceed to attach oK
thesze standards to theze students -

Cancel

|Yes|

lllustration 26 : Final confirmation

The standards selected will be attached to the students selected and will subsequently
appear in each student’s list of standards.

10.11 The STAR Import process

STAR is a new package used to manage your school’s STAR (Secondary Tertiary Alignment
Resourcing) courses, where students pursue courses offered by other providers, frequently
at venues other than the school. As a result many students pursue unit standards via
courses which fall outside the normal school curriculum. These standards and the
associated results may be imported from the STAR package into your Classroom Manager
database. The STAR package includes the ability to generate a text file of standards and
results. If such a file is found in your \cm directory then, on selecting the NZQA Utilities
menu button, the following message will be displayed in CMAdmin.
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CMAdmin x|

There are result fromn STAR awaiting processing.
These may be imported via "Attach other standards”

lllustration 27 : The importation of STAR data alert

On entering the new button, a STAR button will be highlighted in red at the top of the
screen, as shown in the second illustration above. Clicking that button will take you

directly to the STAR import screen, as shown below.

Import from STAR

The following standards and/or student results have been sent from the STAR software and may be
added to your CM database in order to maintain a full list of students' achievements.

Standards Student results
Code Wer |Lew. Cr  Title Student Standard Wer. | Result | Pro*
12345 2 5 2 Apply mathematical me Arbuckle, Fatty 1121 1
12344 4 4 3 Use Boolean algebra b Arbuckle, Fatty 1120 1
1122 8| 3 3 Establizh levels and gr: Arbuckle, Fatty 2110 3
1121 3 3 8 Select, uge and mainta Arbuckle, Fatty 2109 408
1120 Al 3 4 Select, use and mainta Arbuckle, Fatty 2108 2A
2110 3 5 40 Produce praduction dr: Arbuckle, Fatty 16805 24
2109 4 I} 30 Produce product rende Morecombe, Alan 2110 34
2108 2 5 30 Produce illusgtrations us Morecombe, Alan 2109 4 A
12467 8| E 10 Apply management pra Morecombe, Alan 2108 28
12468 7] 7 15 Interpret from Maori ba | Morecombe, Alan 16805 218
Mugginz, Jim 12345 24 g
Muggins, Jim 12344 28
Muggins, Jim 1121 14
Mugginz, Jim 1120 1A
Muggins, Jim 2110 3
M uggins, Jim 2109 404
Mugginz, Jim 2108 24
Muggins, Jim 16805 218
‘Wize, Emie 2110 3 A
Wize, Ernie 2109 44
‘wise, Emnis 2108 28
‘wize, Emnie 16805 24
Allen, Jeremy Williar 12345 2
Allen, Jeremy Wwilliar 12344 4
Allen, Jeremy ‘Williar 12467 14
Allen, Katy Elizabett 12345 2 =
; - q o SR ;IJ
Fre-check prior to import | Proceed to import |

lllustration 28 : Data ready to be imported from STAR

This screen displays, in the left hand table, any unit standards studied by the students.

These units may or may not be already in your database of standards.

The right of the screen lists the students taking these standards and their current results,

if any. Again, these results may or may not be already in your database.

In order to check for the pre-existence of the standards and results, click on ‘Pre-check

prior to import’. This tests the incoming information to see whether or not it is required. If
not, it will be removed from the table. In the example below, all of the standards were

found to be already in the database, and a message to that effect is displayed.
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Standards Student results

Student |Standard Ve,  Fesult Pres
Arbuckle, Fatty 111 1
Arbuckle, Fatty 1120 1
Arbuckle, Fatty 2110 3
Arbuckle, Fatty 2109 4 A&
Arbuckle, Fatty 2108 2 A
Arbuckle, Fatty 16305 2 A
Morecombe, Alan 2110 3 A
Morecombe, Alan 2109 L)
M orecomnb s LR x|
Marecomb
Mugginz, J 10 standards already in the database - removed
Mugging, J
Mugging, J
Mugging, J
tugaing, Jim 2110 3
kdiimmimn Liem ™na A A

lllustration 29 : The result of the pre-import check

Once you have performed the check you may proceed to click on the second button —
‘Proceed to import’. The process will proceed and the two tables will be emptied as each
entry is processed, eventually arriving at the following screen, which indicates that the
process is complete.

lllustration 30 : The completed importation process
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11 The NZQA Printing Options

What's in this chapter?

Overview of printing options

The various selections and outputs
The table of students and their results
The table of students and their credits
The credit tables

The Student Summary Report

11.1 Overview of printing options

Via NZQA Utilities click ‘Printing utilities’ to access a wide range of printing utilities
concerned with NZQA progress and results.
The main printing screen, shown below, has a panel with buttons displayed on the left side
and the usual MUSAC printing screen on the right.
Once a document is displayed on the printing screen you may :

e Enlarge, by double-clicking on the document

e Reduce, by double right-clicking on the document

e Drag it around — using the mouse once it is enlarged

e Print — by clicking on the printer button at the top of the display.

Print various standards lists

Wl 1 bl _als] &)

List of Available
Standards

Mumbers Taking
Standards

Standard Lists of
Students

Summary of
Assessments in
Standards

Students and Their
Standards

ADAPT Analysis in
Standards

Standard Spread MZ0A Short
Sheets Surnmaties
" Markbook by teacher
Credit Tables Analyses
; Extended Student
Option Class Sheets Summary

Internal Assessment
Progress

Option Class Student
Surnrary

Analysis of Resulks

Gender by Ethnicity
Analysis

Course Endorsernent
Progress

MNCEA Credit Summary

Literacy & Murneracy
Progress

Randorm List

Check Student
Courses

lllustration 1 : The NZQA Printing Utilities screen

The printing process follows the same pattern for most of the processes. i.e. Once you
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have selected your required ‘list’ the left hand panel is replaced by a specification panel
which will offer you a variety of choices concerning the format of your requested list. Only
a sample of the lists is presented here as it would take many many pages to demonstrate
all of the possible combinations.

When printing these lists the ‘Print’ button, when clicked, will change it’s caption to
‘Cancel’ — where you can cancel the printing process, which can be quite time consuming
if, for example, you elect to print a general NCEA analysis for each of 1000 individuals!

11.2 The various selections and outputs

1. The list of available standards

This button allows you to print a list of the standards offered by your school.

Include shart title 33 arlong il ()
Sort on code (%) oron subfield )

Print full detailz aof each standard

|nclude evaluations

Inzlude unit standards
Ihzlude achievement standards

REO O®

Selected fields

Agriculture -
Buz.& Financial Services
Community & Social Services
Computing & [nformation

Core Generics

E arly Childzare

Enaineering & Technology
Health

Hurnanitiez

Law and Security b

[ Select all fislds |

[ enerate liztz] ]

lllustration 2 : The printing options

Example of the resulting printout.
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MUSAC Demonstration 16/04/2004

Unit code : 90022 [Wersion : 1 [Language : E [ Status - |
Dernonstrate an understanding of the conceptual asis of accounting
From - /20 [To: #20 [Accredied Yes [ Trial Unit : Mo
Field : Bus.& Financial Sendces Subfield : Accounting Domain : ACCOUNTING -
GEMERIC
Level -1 [Credits: 3 [Hours: 0 [Subjects: 200501400100
Provider College [Location: 01
Uit code ; 90022 [ersion ;. 2 [Language . E [ Status - A |
Demonstrate an understanding of the conceptual basis of accounting |
From /20 [To: 420 [Accredited : Yes [ Trigl Unit : Mo
Field : Bus & Financial Services Subfield . Accounting Darmain : ACCOUNTING -
GEMERIC
Level 1 [Credits: 3 [Hours: 0 [Subjects : 25125125/ 25
Provcer Caollere [ Location : 01
Unit code ; 90023 [Wersion © 2 [Language : E [ Status . A
Describe a method of processing financial inform ation and analyse transactions
From : /20 [To:#20 [Accredited: ves [ Trial Unt : No
Field ; Bus.& Financial Serices Subfield : Accounting Dormain : ACCOUNTING -
GEMERIC

Level: 1 [Credits: 3 [Hours: 0 [Subjects: 25125125125]

Provder [ Location : 01

lllustration 3 : The standards offered by your school

2. A standard list of students

This option provides a list of the students taking each standard and could be useful e.g. at

the time of internal or external examinations.
The two selections involved are :

Include those students who have -

Achieved standards
IInachieved standards

Standards attached in : | 2011 L

Print their :

Full name (&) Preferred name ()
Print using fontzize - |10 "
Select standards... ]

lllustration 4 : The selection options
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Select thosze Sort by
standards which  Stdcode & field
you wish to print  domain subfield ¢

533 01E Add. subtract, multiply and divide
534 01E Convert ratios and percentages a
535 01E Read and construct basic graphs
B3E ME Calculate standard units of reast
1234401 E Usze Boolean algebra to zet up,
12344028 Uze Boolean algebra to zet up, -
1234601 E Reprezent numbers and carmy o
0001 M E Compoze movement sequences
00071028 Compoge movement sequences
0002 E Perform dance sequences
00202 Perform dance seguences
90003 E Perform & dance as a member o
9000302E Perform & dance as a member o
AM00401 E View, interpret and rezpond to a
000402E View, interpret and respond o a
00501 E Demonstrate knowledge of a da
000502E Demonstrate knowledge of a da
A000EM E Uze drama techrigues
S000E02E Use drama techniques

0007 E Usze elements and conventions |
3000702 Use elements and conventions |
0002 E Demonstrate knowledge of a dr
AM00E02E Demonstrate knowledge of a dr
0003 E Perform an acting role

A000302E Perform an acting role b’
< Back | Select all | Generate list[z] |
Find thoze

vihich cortain | m

Illustration 5 : The selection of standards

An example of the resulting list is shown below.

U SAC Demonstration 16/04/2004 O005202E
Siudent Achiesved Date
BEMTLEY, AMDREEW SAMUEL Mot achieved
BRIND, DAKIMN MEIL Mot achieved
BUREMNS, LAUREMN MEFEDITH Mot achieved
CAMPBELL, DUANE GARY Mot achieved
COLUMNS, SALATIELA, Mot achieved
Conroy, NIGEL WILLLAM Mot achieved
CORSKIE, SHAME DAYID Mot achieved
DELLABARCA JARROD EVAN Mot achieved
DCVYD, BREMDAN JAMES Mot achieved
EDER, SAMSON Mot achieved
FOOTHEAD, MARK Mot achieved
GRAHAM, DARFEM JAMES Mot achieved
GRAY, SHALENE TRUDIE Mot achieved
HAMMAH, CAREY FICHARD Mot achieved
HAYME  brs Paddy Mot achieved

HASL EHURST, GRAEME TIMOTHY Mot achieved
HEKE, WINCENT Wik Mot achieved

lllustration 6 : The students taking a particular standard

2. The standards taken by each student

Click ‘Students and their standards’. This option allows you to print lists of the standards
taken by each student, and allows the following possibilities.
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Include
(3 Unit Standards
() Achievement Standardz
(#) Both
[ Inchude 'lost' standards

[] List duplicated standards

Mot yet azzeszed standards
@ Include () Exclude

[nizlude
{(#) Standard title
{3 Code and details

(3 Both

Inciude
Internallly azzezsed
Esternally azseszed

Frint format
(#) 0One page per student
() Continuouz

Standards attached in 201 w

Frinting will be grouped according to the
zelection you make in the filker - by option
clazz, by farm aroup, by level ete

First zelect ... then zelect
students ... standards

lllustration 7 : The format possibilities

The two buttons at the bottom of this screen allow you to select :
First the students — using the CM Student filter, shown below.
Selection of students

Select thoze students for whom you wish ta print unitz. Printing will be group according to vour selection. ie. |f you select option
classes, then each option class will be printed

Activities
tark Books Optionz NZ04 Standards
@ “rearz Forms Groups Gender, Place & Ethnicity Columns Tupe
Years Selected Forms Selected Groups Status
“ear 9 104K, 11FT e long -
ear 10 1045 11RA L Rm1
Year 11 10ED 1201 MU Rm10
“ear 12 10F0 120, 3PE Rm 11
ear 13 1015 12MC 35T Rm12
10K K 1204 Y Rm 2
110N 12TH e Rm 3
110 1205 Y13 Rm 4
11HF 1340 Yrd Rm 5
110 135K Y15 Rm B Feset the filker to just
11P2, 9HG Y16 Rm 7 Full and Part tirme
11PK. gHU Rm & 3 students
Frn 9

lllustration 8 : The student filter
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Secondly the standards, as shown below.

Select those Sort by
standards which  Stdcode o+ field
you wish to print  domain subfield

01 8101E Rezearch with direction, how pk
0131028 Rezearch, with direction, how pl
918201 Demonztrate understanding of re
8202 Demanstrate understanding of w
9018301E Demonstrate understanding of r
9013302 Demonstrate understanding of r
9013401 E Demonstrate understanding of b
9013402 Demonztrate understanding of b
01 8501E Demonstrate understanding of &
018502 Demonstrate underztanding of &
A018E01E Carry out a practical zoience iny
01 8E02E Carry out a practical zoience iny
M E701E Research, with direchion, how
9018702 Research, with direchion, how s
A018801E Describe uzes and effects of mic
90183302 Describe azpects of biology
9013901 E Describe properties and reactior
A018302E Describe aspects of chemiztny
019001 E Dezcribe rocks and minerals
A019002E Dezcribe azpects of geology
A 3101E Demaonztrate an understanding o
AN A02E Descrbe aspects of physics
9019201 E Describe zpatial relationships in
9019202E Describe azpects of astronomy
9019301E Use straightforward statistical me ™

< Back | Select all | Generate list(s) |
Find those
vihich contain li m

lllustration 9 : The selection of standards

The resulting output will appear, depending on your choice of format, as shown below.

MUSAC Demonstration 16/04/2004 11
[ Student [Achieved  [Date |
ALDERTON, KELVIN Year: 11 Form : Yr3 Group : Rm7

2002202E ACCO1.1 - Demonstrate an understanding of the conceptual basis of accounting

9002302E ACCO1.2 - Describe a method of processing financial inform ation and analyse ransactions

A00202E ACCO1.3 - Process financial information for a sole proprietor

2002502E ACCO1.4 - Demonstrate an understanding of accounting systems for entities

F002602E ACCO1.5 - Prepare financial statern ents for sole proprigtors

G00Z70ZE ACCO1.6 - Report financial inform ation for an indikidual or household, and community organisations

A00Z802E ACCO1.Y - Analyse and interpret information for a sole proprietar(sy

2002801E ACCO1.8 - Use a decision-making process to make a recommendation for ertities

9020202E GEOGT.1 - Examine an extreme natural esent and the human response

A020502E GEQG1 2 - EXamine population pattems, processes and issues

A020402E GEQGT .3 - EXamineg resource Use ina farming or mining context

A020502E GEOGT 4 - Apply skills and ideas with direction in & geodraphic context

QOINEnTIE 2ECrd B Caree aoot and arocant diractad noonranhic racaarch

Illustration 10 : An individual student’s standards
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5. The printing of credit tables

Click ‘Credit tables’. The options for this list are as shown below. Two examples will be
generated, both of a single option class. The first will ‘Display credits gained’, as selected

below.

7 NZQA Printing ity SN

Print various standards lists

This process will generate a chart of the
selected standards and selected students and
will display, in the cells, the credits, result or
submission status.

Fairly obviously, if you select too many
students or too many standards then time
and paper may well be compromised.

Select year 2014 |E|

Display Display
(@) credits gained i@ Standard code
- * (e.g. ENGL 1.3)
() grade
, o -. Standard number
(") submission status '/ (e.0. 90043 01E)
Exclude externally assessed standards [~
Either

I Select an option dass ]

or

I Select students ]

I Select standards ]

lllustration 11 : The ‘Credit table’ printing options

The selection of the option classes is shown below. You can select multiple classes by

clicking on them.
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Selection of option classes

Year 2004 | (Option zet

=]

Yeal b B C (B E F G H |
11 14 PG 1MMA BF MMACEBR  11AC CB 11AC C) 1T1EM BD 1IPEEL MPE DL 1
TMa P TIMA Bl 11A8C G2 114K TG 1MAaC CW 11EW BH 11PE P 11PE DM
1Ma TC 11MA BS 11EC 5B 11EC B 114R TF 11EW BL 11PE BS  11PE DF
1Ma TS 1T1MA TA 11EM &M 11EC ST 11EC 5w 11EN BM 11PE DS
TMa T 1T1Ma TL 11EM GL 11EM GH 11ES LP 11PE DD TIPE D
115C BB 1T1MA TR 11EMW GL  11EM GM 11FO TP 11PE D
11s5C 60 11MA TS 11EM GM 11EM GM 11FR EM  11PE DL
115C 6 T1MA TS 11EM GT  11EM GS  11GD WP 11PE DP
15C 6w TIMA TV 11EM GZ£  11EM GZ  11GE 0& 11PE Dw
1Ms5C &£ 11sC &£ 11E0 L) 11ED LD 11GE OF
115C 1B 1Ms5C A8 T1ES LP 11ES LP 11JA PC
115C 1K 115C 1B 1MGD ME  1T1GD 66 T1MA ON
115C IL 115C IL 1GE 6H  1T1GE 0w 11MU 5D
1s5C 1M TISCIL TIGE 02 11HI EG 1TwWP 1D
115C IR 115C IR 1THI SH  1TWwWP 1M 11TWP M
1s5C 12 MsCIT 1144 BB 11WwWT FH  11WT ES
1s5C 12 TP I TTWT WP 11WT MB
lllustration 12 : Selecting option classes
An example of the resulting printout is shown below.
MUSAC Demonstration 16/04/2004 12MA BT
Credits 4 4 3 2 2 2 2
Lewvel 2 2 2 2 2 2 2
Student Farmn
ARMCTT, LEIGH HELER 2 4
CLEATOR, RICHARD AMTHONY 3 ]
CRLUSE, TERESADORCTHY 3 2 g
FIMLAY, DAMNIEL 3 3
HOREINS, JUSTIM WILLLAR 3 2 7
JEMMNIMGS, CLARE GVYMETH 2 4
MALLON, CARDLL LOREMNA, 3 2 2
MCGILL, MATHAN GILMER 3 2 7
MCMEILLY, JOAMNMNE MARIE 2 4
SINCLAIR, STEWIE DIAME 2
9028401E Manipulate algebraic expressions and sokve equations
9028801E Sketch and interpret non-linear graphs
2028601E Find and use straightfonward dertvathes and inteqrals
9028701E Solve problems using a coordingte geometry method
9028801 Select a sample and make inferences from the data
9028901E Sirn ulate probability situations, and apply the normal distrioution
A028001E Solve straighfforward problems involving sequences
9029101E Solve practical tigonom ety problems
F028201E Salve straightforward rigonorm etric equations

MUSAC

lllustration 13 : The ‘Credits gained’ version
The second illustration for this ‘list’ shows the ‘Grade’ version.
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MUSAC Demonstration 16/04/2004 12MA BT
w w w w w w w w w
& 5 = & & © D
I 28 B B E 2 8 3z @ 3
5 § 8 8 §8 8 8 8 28 3
=2} =2} =z =2} (=1} =z =2} om =z -
Credits 2
Lewvel 2 2 2 2 2
Student Fommn
ARMOTT, LEIGH HELEN Mo[A E
CLEATOR, RICHARD ANTHOMNY E (A M
CRUSE, TERESA DOROTHY AN b
FINLAY, DANIEL AN 1
HOPKING, JUSTIM WWILLLAM E 1 A,
JENNINGS, CLARE GWYNETH I 1 A
MALLON, CAROLL LORENA AN E
MCGILL, NATHAN GILMER M |E A
MCNEILLY, JOANMNE MARIE Mo[A E
SINCLAIR, STEVIE DIANE M E M

Illustration 14 : The ‘Grades achieved’ version

6. Option class sheets

Click ‘Option class sheets’.

Print various standards lists

Printing option class sheets

Indude standards' short titles [V

Display Display
current Standard code
achievement (e.g. ENGL 1.3)

credits gained

Optional extra columns

Blank column heading 1
Blank column heading 2

Blank column heading 3
Linked column 1

Linked column 2

Indicate Leavers v

[ Select option dasses to print

[ Generate sheets

These are almost identical to the previous printouts, with the exception that the

Standard number
(e.g. 90048 01E)

assessment of each standard, internal or external, is shown at the top of the sheet, as

shown below.
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. - ™ o o+ un o - w o
L o4 o4 o4 o4 o4 o4 4 4 4
= I T I I I I T T I
E % == = == = == == = = =
5 = L = L =L L L = = =
[ - = = = = = = = = =
Credits 4 (3 |4 |2 |3 (2 |2 |2 |2
Lesvel 2 02 (2 (2 (2 j2 |2 |2 |2
Assessment Ext |Ext Bt [Ext [Int [Int |Ext |Int |Bxt
lllustration 15 : The top of an option class sheet.
7. Internal assessment progress

Click ‘Internal assessment progress’. This printout allows the HOD to determine what
proportion of the necessary internal assessments have been completed by his or her staff.
A small portion of the progress report for Mathematics is shown below.

Intermally Assessed proportions 06062004
Subject: 11MA 2004
Standard Option Required Assessed Percentage
WMATH1 3 114 Sha 11 4 36
hATHT 4 11MA, Shd 11 ] 45
hATH1 5 11MA Shd 11 0 a
Teacher: SM 33 9 21
hATH1 3 11mMa CL 11 a 45
WATHT A 114 CL 11 a 45
MATHT 5 1T1mMA CL 11 4 36
Teacher: CL 33 14 42
MATHT 3 T1mMA ML 23 21 M
WATHT A T1MA ML 23 14 &1
MATH1 5 T1MA ML 23 4 11
Teacher: MU 69 33 a7

lllustration 16 : A portion of the progress report

8. The analysis of results

Click ‘Analysis of results’. This section of the printing options almost deserves a chapter of
its own. It is intended to allow you to obtain a ‘master analysis’ of a year’s results in a
variety of formats.

In this case the screen alters from the procedure for the preceding processes. Instead, it is
replaced by a list of the alternatives available, as shown below.

N.B. Some of the examples in this area are from a real school and students have been
obscured.
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melectthe required analysis.. for year

2004 -

Dizplay credit totals by vear
Dizplay credit totalz by year
Dizplay credit totalz by pear
Dizplay credit tatals by pear
Dizplay credit tatals by vear

Dizplay standards and students’ results
Dizplay ztandards and students’ credits

- Al pears

- Thiz year

- Last year

- Previous hwo pears

- Previous three years

Frint zummany table
Print resulks table

lllustration 17 : The analysis alternatives

11.3 The table of students and their results

The following table displays all students and their results in all standards

& NZQA All standards X

e

KNGS
KNGS

NG

NG

NG

1
3
59

MY
MY

NYva

NYvA

w
¥

Menu

Student Standard  |900491E | 900501E |900511E |9005271E |900531E |900541E |900S51E |900S61E |900571E |S00S81E  900591E | 9006~
Level 1 1 1 1 1 1 1 1
Credits 4 4 4 3 3 2 2 2
Students 27 27 15 B4 45 45 45 45
9FA

tera Te Orangs 100
A A N N M N
NYA NYA M NYA YA T ) k)
9ED
IR
A N N N A N
9TE
) ) 1l N N N M N
10w
) M 1l A N N A A
T0P&
SME
IR
LI
NYA NYA A
LI
NYA
SED
) ) NYA NYA N N N M N
101
SED
SFA
; Filter students | Lewvel (&l  « ESgu.b%ezch;A Display all

lHlustration 18 : Standards and students’ results

At the bottom of this screen are buttons which allow you to :

e Hide standards which have not students with results — or display all standards

e Filter the students — using the standard CM student filter tool.
e Select a particular level
e Select a particular subject

While it is not possible to send this report to the printer (Do you really wish to print a table
that is hundreds of columns wide and hundreds of students deep!?), it is possible to print
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the details for an individual student or all displayed students. To do this, right-click on the

student for whom you wish to print and the following panel will appear.

nclude in report :

i+

1071 X < <X Y7

Standard long title
Standard short title
Meither standard title
rear

Lewel

Credits

Date of azzessment
Last changed bu....

[rate of last change

Generate reportz for
all dizplayed students

Fenerate report

Feturn to the main screen

lllustration 19 : Printing options

Note that the buttons at the bottom allow you to print for just the currently selected
student, or all students in the current display. (Remember that you can filter the students

if you so wish using the button at the bottom of the main display screen.)

An example of a student’s report (truncated for this display) follows, and below that
literacy and numeracy information can be included.
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S@ndard Title “ear |Lewel |Credits | Resuft | Last
assessed
5043 E Praduce 3 Cw' (cumiculum wiae) 2004 |1 2
054 E Manage personal phosical finess 2003 |1 3 X 041152003
5432 E Start worin 3 new workplace 2003 |1 2 A 2202003
13773 E Communicate information in 3 spedified workplace 2003 (2 3 i 03412003
12993 E Be assertive in 3 range of specified siuations 2003 |2 4 i 034152003
19782 E |dentify basic employment ights and responsbilities, and sources of 2003 |1 2 i 0312003
informration and assistance
Tr I E Readtests or pradicsl purposes 2003 (1 4 i 034 12003
29892 E Read and aszessteststa gain knowledge 2003 |2 4 X 034152003
42403 E Demonstrate care and imeliness as an employes 2003 |1 3 A 284142003
[ FERE S Uze frmulze and equations to solve problems 2003 2 i 04 142003
53343 E Ise decmals and percentages to solwe problems 2003 2 i 2062003
52253 E Us= factions, ratio, and proportion to salve problems 2003 2 i 2462003
52263 E Conztruct and use @hles and graphs 2004 2
SMYLE Sohve problems inolving time and money 2003 ] 3 2062003
SAMB3 E Takie measurements and use them in caleulations to =salwe problems 2004 2
52293 E == qeametryto descrbe stuations and solhe problems 2004 2
5101 E Carry out 3 statistical investigation and interpret dat 2003 ] i 04 142003
SN ZE Llze constructions and drawings 2004 2
A3322 E Determine probabilites n practical siluations 2003 |1 2 i 0112003
G012 E Provide first aid 2003 |7 1 i 22042003
66342 E Demonstrate knowledge of basic human nutrition 2003 (1 3 i 230442003
GfdGi1 E Develop 3 food product 2003 |7 ] 3 054 142003
T1231 E Demonstrate knowledge of problem salving and apphya problem solving (2004 |2 2
technique 1o @ problem
78221 E Select and use materials to make produdts or prototypes 2003 4 i 22042003
TE3G1E Cregte and camy out 3 project pBn in process technology 2003 3 i 220452003
G402 E Solve problems which require calculation with whole numbers 2003 2 A 26412003
a0 E Solve problems using calculaions with numbers expressed in different 2003 |1 2 Ei 03412003
formes:
4012 E Fiead and interpret information presented 0 @bles and graphs 003 |1 2 A 0312003
G402 E Us= standard units of measuremert 2003 |1 ] i O 12003
BE0EZ E Fead an indusive range of writentests and record the reading 2003 |1 3 A 220402003
Exparience
EENERN S Fead an indusive range of writen tests and record the reading 0z |1 3 Ed [ENREAE
exDeience
mdi‘ts | Lewel 1 : 88 Lewel Z:5 Lewel 3+ : 0
gired
Credits gained Levell:24 Lewel 2:0 Level3+:0
Literacy credits gained Level1:0 Lewel 2:0 Level3+:0
Bumeracy credits gained Levell:12 Lewel 2:0 Level3+:0

11.4 The table of students and their credits

lllustration 20 : An individual students summary

The following table is the same as that above, except that it displays all students and their
credits gained in all standards. The same buttons operate at the bottom of the screen.

The ability to print for individual students (or all displayed students) is the same as for the

previous table.
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& NZOA All standards 53
Student Standard | 90055 2E |9005G1E | 90056 2E (900571 | 90057 2E |900501E |900SG2E |G00501E |900592E |G00G01E | S0OBOZE 9006 A
Level 1 1 1 1
Credits 2 2 H 3 3 3 3 3 3 3 3
Situdents 7 15 48 F F
3 3 3 3
3 3
2 3 3 3 3
3 3
2 3 3 3 3
3 3 3
3
3
3
3 3
-
>
Display totals | Hide empty cols | Fiter studerts | Level [al Subpect Display all M
isplap totals | Hide empty cols | Fiter students | Level | on A isplay o enu

lllustration 19 : Standards and students’ credits gained

11.5 The credit tables

The choices from 3 to 7 allow you to generate tables of overall credit summaries for
various years. The same buttons operate at the bottom of the screen, with the addition of
a button which enables you to print the first five columns of the selected display.

Creditsin 2014 Gained Across All Years
w | Nya ) . Ltl1 | Numll | Litll | Numll
NSN Igi éa IEt:a NInt Alnt I’;‘t Elnt ::; Poss Ext| Poss Int G?::fd %Gﬁ:i:;;t L1 L2 13+ BLgeL:d g“;{"e;; 11 E:fd 11 ﬁsd mURn?fd muRn?fd :i::g ﬁrﬁ luquN:qr;
N N A A N 7 S I T B O
586311 0 0 ©0 0 0O 0 O 0 o 0 35 0 0 0 0 3 0 0 0 0 0 0
97467%0 0 0 ©0 0 0 0 0O 0 0 0 11 0 0 i i i 0 0 0 0 0 0
041897 0 ©0 O 0 O 0 O 0 o 0 53 0 0 i i 36 15 0 0 0 0 24
559150 0 0 O 0 0 0 O 0 o 0 57 0 0 0 0 15 12 0 0 0 0 2
030168 0 0 0 0 0 0 0 0 o 0 51 0 0 0 0 13 9 0 0 0 0 17
s584931 0 0 0 0 0 0 O 0 o 0 55 0 0 0 0 7 10 0 0 0 0 18
0128983 0 0 0 0 0 0 0 0 o 0 % 0 0 0 0 3 5 0 0 0 0 5
31138 0 0 0 0 0 0 0 0 o 0 57 3 0 0 0 32 ] 0 0 0 0 2
o7#s5 0 0 0 0 0 0 0 0 o 0 k7] 0 0 0 0 24 0 0 0 0 0 2
012282 0 0 0 0 0 0 0 0 o 0 57 0 0 0 0 % 12 0 0 0 0 2
3506007 0 0 0 0 © 0 0 0 o 0 58 0 0 0 0 39 15 0 0 0 0 2
0023214 0 0 O 0 0 0 0O o o i % i i i i i o 10 o o o o
ccotase A A A A A A a - " - ce a a - - - . - - - - -
lllustration 20 : Credit summaries for selected years

11.6 The Student Summary Report

A summary of the progress including total credits gained at each level by students from
each year level is available. The NCEA results summary grid in NZQA Utilities > Printing
Utilities (also available in CMTeacher > NZQA), aids identification of students lacking
sufficient credits on their course, or within literacy or numeracy. Conversely, students
excelling in individual subjects or across the board can also be recognised — this grid can
be sorted and printed. A credit summary table and graphics providing a comprehensive
credit summary overview is available in the NCEA tab in OneScreen.
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The panel below provides several alternatives for the generation of the table.

11.7 The results table
This table provides a student by student summary of the total credits gained at each level.

Pt [ Sders Credi_|

Page 156
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A small portion of the resulting table is shown below.
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Kairakau College

Studert Form Lev 1 |Lev 2 |Lew3+ | 2000 (2000 (2000 |2001 | 2001 (2001 |2002 |2002 |2002 |2003 |2003 | 2003 (2004 |2004 |2004
Total |Taotal | Tatal [Lewl [Lew? |Lev3+ |lew] |lew? [Lew3+ |Levl |[lev? [Lew3+ |levl |Lew2 [lew3+ [lew] |Lev? |Lev3+
108 5 109 g
mour
25 23 2
Gerard
] ]
28 23 14 12 23
48 44 2
Clark 2 2
a a
g g
niglle Jacoui 16 16
il 21
14 14
] ]
a [} a B
Marama 54 57 19 54 57 14 5
il 35 31 36
64 24 B2 18 2 B
37 24 35 18 2 [
2 3 30 2 3
apapavhirg 51 12 10 24 12 10 27
hianawat 46 5 <] 48 5 <]
27 27
32 8 a2 I3}
3 3
25 25

lllustration 23 : An example from the results table

9. Numbers taking standards

Click ‘Numbers taking standards’. This list is intended for those preparing for examinations
to let them know the numbers of students expected for each standard.

Thiz list displays the number of students
taking each standard - those who are
zubmitting, those who are not, and the total,
List
(o Entemally azzeszed standards

" Internally asgezsed standards

Al standards
Which standards

" Unit standards

" Achievement standards

s Al standards

Froceed

lllustration 24 : The printing options.

An example of the resulting printout is shown below.
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MUSAC Demonstration 16/04/2004 Number taking standards
Standard [ Numbers
Code Title Assess | Submitting Not Total
submitting

9001302E | Aurally identify, describe and ranscribe music Ext. 16 0 16
elements from simple music

9001602E | Identify and describe fundarmental materdals of Ext. 16 0 16
music

9002001E | Generate and develop ideas in making arbworks Ext. 3 i 3

9002002E | Generate and develop ideas in making aworks Eut. 11 1] 11

9002202 | Dermonstrate an understanding of the Ext. 17 0 17
concepial basis of accounting

9002302 | Describe a method of processing financial Ext. 17 0 17
information and analyse fransactions

9002602E | Prepare financial staterments for sole proprietors Ext. 17 0 17

9002702E | Report financial information for an indisddual or Bt 17 0 17
household, and community organisations

9002302E | Analyse and interpret information for a sole Bt 17 0 17
proprietans)

S005302E | Produce formal wiiting Ext. G 0 64

S005301E | Produce formal writing Ext. 1 0 1

9002401E  |Read, study and show understanding of Ext. 1 0 1
extended writen textis)

9002402 |Read, study and show understanding of Bt G4 0 64
extended wiitten textis)

lllustration 25 : A sample printout of the ‘Numbers’ list
10. Summary of assessment in standards

Click ‘Summary of assessments in standards’. This summary shows the results attained by
students in each of the selected standards for the selected year. The following illustration
shows the two steps to be taken on the path to generating the table.

Select those ) Sort by
This list displays the number of students standards which  Stdoode & field O
taking each standard - those who are you wish to print  domain " subfield

zubmitting, those who are naot, and the total. 3078102E PHYS1.2 - Research, with direc 4
A1 810E PHYS1.2 - Research with direct
A018201E PHY'S1.3 - Demonstrate underst
90182028 PHYS1.3 - Demonstrate underst
9013301E PHYS1.4 - Demonstrate underst
9018302 PHYS1.4 - Demonstrate underst
018402 PHYS1.5 - Demonstrate underst
r~ 901 9407E PHY'S1.5 - Demonstrate underst
All standards 3018502E PHYS1 6 - Demonstrate underst
91 8601E PHYS1.E - Demonstrate underst
a0 SED2E SEIE'I 1 - Calr Dut a ractical g

List
« Estemally assezsed standards

[ Internally azzessed standards

Dizplay

" Display numbers of students 301 s?qu SCIET.2 - Research, with directi

9018802E IE'I Desc:nbe asects of b

~ Dizplay percentages [submitked
and non-sumitted separately]

Dlspla_l,l percentages (&l
u:nmhlned]

Standards attached in =~ |2004 9019201E SCIE1.Y - Describe spatial relati
A1 3202E SCIEN.Y - Descnbe aspects of a
A1 9301E MATH1.5 - Usze straightforward : %

P d
eme ‘ < Bau:k| Select all | Generate list[z) |

Find those
which contain ,7 m

lllustration 26 : The printing choices for the results table
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A small excerpt from the resulting table is shown below.

A1l Humbers Results Summary for 2003

Standard Title As Subritted Results Withdrawn Results Total
S THA T W [ A [ M Total | WA | X [ M | A [ M | E [Total| Resuks
S018601E SCIETA - Carry out a practical science investigation with Internal 0 n 19 10 0 29 0 14 0 4 0 0 15 a4
direction
9018701E SCIE1 2 - Research, with direction, how science and
technoiogy are related Internal | 0O 0 10 4 1 15 i} 28 i} i} i} i} 28 43
9018801E SCIET.3 - Describe uses and effects of micro-organisms
and the transfer of fenetic information External 4 2 8 2 1 37 3 3 0 0 0 0 6 43
o018901E SCIET .4 - Describe properties and reactions of groups of
related substances Esternal | 0 25 10 2 i} 37 1 3 2 i} i} i} B 43
9019001 E SCIE1 5 - Describe rocks and minerals E:ternal 1 0 0 0 1] 1 1] 41 2 1] 1] 1] 43 44
S019101E SCIET B - Demonstrate an understanding of physical External | 0 Y 4 0 0 6 1 4 2 0 0 0 7 43
systems
S019201E SCIE1 - Describe spatial relationships in astranarmy and
their effects on space exploration Euternal | 0 1 ° 3 ! e ! a 2 a a a & £
lllustration 27 : The summary of assessments
11. Adapt analysis

Click ‘ADAPT analysis in standards’. This process generates horizontal bar analyses of

individual standards in the CMAdmin and CMTeacher user guide. An example of a printout

from ‘Adapt’ is shown below.

Lremonstration onby 201 01E
0147 0E : MATHA .4 Use straightfonward algebraic methods and sohre equations

Legend

| Mo | Mot achiewved | Auchiewed Merit | Excellence
Hational results

| 38172 | = | 30 | 20 | 5 |
School results

[ 72 | = | = | 13 | 21
hdale

I 3 | 25 | 22 | 2z
Female

[ 2z | 158 | 56 [ 11 ] 19
European

I 23 | 37 | 21 | 19
hdaari

[ 23 | 35 20 | 13 | 2z
Opfion A: 11MABT

[ 1o | 20 | 30 | 20 | 20

Oplion A 11MAHP

[ & [ 13 | 38 | 38 EE
Opfion A 11 ARA

[ 1o ] = 30 | 20 | e
Option © : 11hdAML

[ 11 | 13 £ | o2 | =
Option E: 11hASM

[ 11 ] s | 27 | 18 | =
Oplion F : 11MARA

[ 11 | 3 | 27 | 15 | 18

lllustration 28 : An example from ‘Adapt’
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12 NZQA Short summary

Click ‘NZQA short summary’. This option provides a short analysis of your school’s results

for a particular year. An example of such an analysis is shown below.

This analysis offers two alternatives (each of which has two alternatives!) via the
generation panel displayed below.

NZOA short summaries

rear 2005 -

" Include
f» Enclude

Withdrawn standards

Generate entriez zummary [ghort) |

[Fenerate entriez zummary [full] |

Generate subjects summarny |

Generate domaing surnmary |

lllustration 29 : The ‘Short summary’ options
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An example of the ‘Short’ version of the Entries summary is shown below.

Kairakau Schoal

Overall position for year 2005 as at 05/07/2005

Withdrawn students and standards excluded

Includes any nonaccrediated standards

Overall position

Unaccredited entries

Candidates Entries

Totals 359 20735
MOF Level 1 251 11912
MOF Level 2 313 BE21
MOF Level 3 139 2201
MOF Level 4 1 1
MNZ Scholarship 1] 0
Financial Assistance Applications

Benefit 1

Income 12

Farmily 2
Externally Assessed Standards for 2005 Candidates | Entries

Te Reo Translated Paper requests ] ]

Answer in Te Reo Applications 1] 1]

Standard | Ver [Title Entries

225 O7E |ldentify the occupational areas and structure of the Mew Zealand Automotiv e 16
Industry

228 O7E | Select and use hand tools and workshop equipment for an automotive 16
application

228 OGE |ldentify the functions and general locations of motor vehicle systems and 16
components

231 07E |Explain the operation of two and four stroke petrol and diesel engines 2B

237 O7E | Describe automotive brake, steering, and suspension systems, and their 1
operation

240 07E |Demonstrate khowledge of petrol fuel systems 10

MUSAC © 2014
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The following example is of the ‘Full’ entries summary.

Kairakau Schoal

Withdrawn students and standards excluded

Overall position for year 2005 as at 05/07/2005

Overall position

Overall position Candidates Entries Achieved Not Percentage
achieved

MCEA Level 1 entries Live 251

Internal live 9021 1650 7341 18.6

Esternal live 2891 0 2891 0
NCEA Level 2 entries Live 33

Internal live 5290 1166 4124 22

Esternal live 1331 0 1331 0
NCEA Level 3 entries Live 139

Internal live 1574 224 1350 142

External live B25 0 B26
SFC Transation 0

Live 0 0 a
University Bursary Entries 0
Live 0 0 a
Higher School Cerificate 0 1]
Year 13+ Candidate s without HSC 73 0
Total fees (NZOA) | $25945 .00 Paid | $0.00

Financial Assistance Applications

Benefit 1

Income 12

Family 2
E xternally Assessed Standards for 2005 Candidates | Entries

Te Reo Translated Paper requests 1] 0

Angwer in Te Reo Applications 1] 0

lllustration 31: The ‘Full’ entries summary
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An excerpt from the third, the ‘Subjects summary’ is shown below.

Kairakau School Subject surnmary for 2005
Subject Level Candidates Intel'_lml E}-ﬂel_'n'ﬂl
entries entries
Accounting 1 27 54 135
Accounting 2 15 30 =i}
Accounting 3 8 7 45
Accounting Totals a1 91 240
Agricultyre Totals
Agriculture and Horticulture Totals
Art 1 a4 108 54
Art Totals A4 108 54
Art - Desigh Yearl2 2 16 32 16
Art - Design Yearl2 Totals 16 32 16
At - Design Year13 3 11 22 11
Art- Desigh Year13 Totalg 11 22 11
At - History of At Totals
Art - Painting Year 12 2 15 27 13
Art - Painting Year 12 Totals 15 27 13

lllustration 32: The ‘Subject’ summary

The final example is of the ‘Domain summary’

Kairakau School Subject sumrary (by domain) for 2005
Subject Entries
1758 Unrecognised Domain 403
1248 Accounting - Generic 331
1087 Agricultural And Horticu 13
1047 Algebra 1202
921 Apparel Cutting And Sewing 16
555 Autornotive Administration 16
558 Automotive Fuel Systems And Exhaust 10
554 Automotive Preventative Maintenance 17
5651 Autormotive YWorkshop Engineering 2
1170 Biology 837
1142 Busine ss Information Pro 72
24 Calculus 160
554 Canoeing - Kayaking 28

lllustration 33: The ‘Domain’ summary

13 Markbook by Teacher analysis

Click ‘Markbook by teacher analyses’. The purpose of this analysis is to provide a
comparison of the results for each teacher within a particular subject (markbook).

MUSAC © 2014
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The settings are as shown below.

10a8CL 2004
108RT 2004
100RA 2004
10ECO 2004
10EMT 2004
10EN4 2004
10FRE 2004
10GRA 2004
10HOR 2004
10JAP 2004
10MA7T 2004
10ma4 2004
10MA0 2004

Adjust GPA zettings
I

lllustration 32 : Markbook by Teacher analysis

Select the year and the relevant markbooks which you wish to analyse. Then set the GPA
settings. Clicking the GPA button will lead to the following window, via which you can
select the settings which you wish to apply when calculating Grade Point Averages for
individual students or for groups of students.
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Grade point average
settings

Several af the avalable printauts allow far the
calculation of grade point averages. The
following zettings will be applied whenewer
theze are calculated.

Standards
Unit gtandards Inchude [w

Achievement ztandards : alwayz included

Reszult values

IInit standards |N =0 A=2 ﬂ
Achievematt =0 A=7 W=7 F= -
standards |N_D A=2 M=3 E=4 J

Blank [Mat pet azzezsed]  Include v
F [Failed ta =it) Inciude [

Progress offsets

Fesults are extracted from markbooks which
can be zet up to allow for Progress results’

Intemalz |0 Ewternalz |0

Save settings |

lllustration 33 : The G.P.A. settings
You have a variety of choices.
1. You may include or exclude unit standard results from the calculation.
2. You can set various values to be allocated to the students’ results.
For unit standards the choices are :

TP TS T

lllustration 34 : The Unit standard choices for G.P.A.s
(Note : A very few unit standards may also have a Merit and Excellent result. For the
purposes of GPA calculations these are treated the same as ‘Achieved’)
For achievement standards the choices are :

fM=1 A=2 M=3 E=4

Illustration 35 : The Achievement standard choices for G.P.A. s

You can include or exclude both blank and (F)ailed to sit results.
3. You can allow for results contained in progress columns to be used instead of final
results, by setting a ‘Progress offset’ for either / or Internally and externally
assessed standards.
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Once you have made your selections, click on the ‘Save settings’ button to return to
the previous screen, where the final decision before proceeding is to decide whether or
not you wish to have leavers included in the analysis.

An example of a resulting analysis is shown below.
The results for three teachers are shown and the option line in which they teach the
class is shown after their name.

The results for each standard attached to the markbook are shown, along with overall
totals. These are followed by the results for each gender and each of the MOE five
ethnicity groups. At the bottom of the table are the grade point averages for each
class.
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Kairakau Callege 12MAT 2004
Analysis of markbook : 12MAT 2004
Teacher HC__n (A) [ — (5] CC__ _1In (F)

Stan dar IE [Lev | Crds No. [ N A M E [ NYA | Total || No. N A M E | NYA | Total || No. | N A M NYA | Total
2028401El | 2 4 0 0 0
9023501 El | 2 3 0 0 0
9023601 El | 2 4 0 0 0
8028701El I 2 2 o o o
S025801E I 2 3 4 ] 9 T ] 12 g 7 15
3023001 El | 2 2 0 0 0
3023 101El | 2 2 2 4 ] 11 ] 3 2 13 1a & 2 18
9029201 El | 2 2 0 0 0
5244 03EI | 2 2 0 0 0
5245 03El I 2 2 T4 11 El g 14 m] 7 17
5248 03E I 2 2 a 11 11 a
5251 O3EI | 2 3 0 0 0
52253 03EI | 2 3 0 0 0
5260 O3EI | 3 2 0 0 0
5261 O3EI | 3 2 0 0 0
5264 03El I 3 3 o o o

Totals 41 9 [12({101] 0 a 31 9 1281 8 ] a a0 20012119 a 50
Males 7 3 3 10 21 10 &) 22 2 3 33 4 =] 4 2 11
Females 4 B 4 10 5] 3 B B 2 17 14 [ 15 [ 17 T 33
European 9 5] 12 110 27 14 8 26 8 =] 47 14 | 15 | 17 5] 40
3 0or 2 4 4 0 3 4 4 8
Polynesian o 1 1 2 3 o
Asian 1] 1] 1]
Other 0 0 1 1 1 2
Total in class 11 3 12 110 31 15 3 28 8 o a0 18 | 20 | 21 3 20

Class grade point average 4613 51.12 35.04

An example of the markbook by teacher analysis
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14 Extended student summary

For a complete summary open OneScreen and see NCEA tab for a comprehensive
individual student overview.

Click ‘Extended student summary’. The purpose of this analysis is to provide a full
markbook by markbook analysis of each student. The following window provides the
settings which you may make in the generation of this report.

Extended student summary

1. Select year 2004 -

2. Select option zet
“rear 2004 Termn Four ﬂ

&l Aduzt GRS setiings |

4. Specify User-selected columns

& Select students |

6 [ Include Leavers

7 Procesd |

lllustration 37 : The student analysis settings

Select the year and the option set required.
Set the Grade Point Average calculation settings — which will be memorised from the
settings made previously, either here or in the previous or next report.

Next, specify up to six other data columns, the results from which you wish to display on
the analysis. In the example above the Yr 9 Maths Class Stanine has been selected — and
the title renamed to a maximum of twelve characters (to preserve the appearance of the
resulting report).

To select a column click in one of the six rows and the column selection dialogue will
appear. If necessary, the title will be truncated to 12 characters and the titles can be
edited by right clicking on each.

Finally select your students and include or exclude leavers.

The following is an illustration of two students’ analyses — which can generally be produced
three to a page.
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Kairakau College

Student details

Subject tatals
}__H__: Other results Credits Credits Standand totals
Subject  Tchr  Atternpted Gained Gained % GPA
Year: 13 Yr 9l Stan 13C5K EM 4 4 100.0% a0.0 N grades
Faorm: 13CR 13ENG BE 4 4 100.0% 8.3 A grades 2
House : Ru M grades
Gender : Female E grades
Ethnicity : Other European Crds attermpted ]
Enral. Mo. : PO4471 Crds gained a
% gained 100.0%
Crverall GPA 4.0
Subject tatals
>D Other results Credits Credits Standand totals
Suhject  Tchr  Attermpted Gained Gained % GPA
Year: 13 Y19l Stan T3CLA GE B f 100.0% 188 M grades 1
Form: 13CR 13ENG BE 7 4 57.1% 8.3 A grades ]
House : Ta 13TOU LD a0 a0 100.0% 74 M grades 3
Gender : Female 13HIS GE 9 g 100.0% 281 E grades
Ethnicity : N2 Crds attempted 52
European/Pakeha Crds gained 48
Enral. Mo. - PO1204 % gained 894 2%
Crverall GPA 252

An example of the individual student analysis

The first column lists the student’s basic information. The second reports the results from

lllustration 38

the selected columns.

These are followed by a section which summarises the student’s results in each of their

subjects — ending with a GPA for each.

The final column displays the overall results for the student in terms of numbers of each
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level of attainment reached and an overall GPA result.
It is possible to generate all but the left hand column of this analysis as an ‘NCEA report’
for a nominated year in a document — via NCEA report format 7.

15 Option class student summary

Click ‘Option class student summary’. The purpose of this analysis is to provide a list of all
of the students in a particular option class, reporting their overall results. The window via

which you may select your settings is shown below. This is similar to the previous report,

except that, in this case the (maximum of) four extra columns do NOT require abbreviated
names.

Option class analyses

1. Select year 2004 -

2. Select ophion zet

2004 Set 2 Options |

3. Select up to four other columng [e.g. Pat
rezultz] which pou wizh to include

Clazz Stanine ListComp 13
Clazz Stanine ReadComp v
Clagzs Stanine Readvoc 3

4. Adjust GPA settingz

A Select option clazzes

Clazzes selected

7. [ Include Leavers

8. Proceed

lllustration 39 : The student analysis settings
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An example of a summary is shown below.

Kairakau College Aralaysis of 11ENGTT @)
Student Year | Teach Form | Class | Class N A M E Credits | Credits % G.P.A.
Stanin | Stanin atempt | gained | gained
e e e
ListCo |ReadC

mp omp

e Y9
LAl Al 11 11 11KA 2 ] a 1 2 i] ] ] 100.0% | 28.6
g.ﬂ 11 11 11KB 3 3 i 2 1 i] ] ] 100.0% | 250
B 11 1 11KB 5 3 a 3 a i] ] ] 1000% [ 21.4
Fl
| Bl 11 11 11HB a 1 1 1 ] ] 100.0% | 321
| Ci L 11 11 1T 2 4 a 1 a 2 ] ] 100.0% | 357
| D 11 11 1T1KA a 3 a i] ] ] 100.0% | 21.4
| D 11 11 11T, 5 5 a 3 a i] ] ] 100.0% | 31.4
F 11 1l 11KB ] 1 2 1] ] ] 100.0% | 28.6
L4
| G 11 11 11T 7 3 1] 2 1 1] ] ] 100.0% | 250
| G 11 11 1T b ] a a 2 1 ] ] 100.0% | 357
| Hy 11 11 11T 5 5 a 2 1 i] ] ] 100.0% | 350
| Hy 11 11 1T1KA a 2 a 1 ] ] 100.0% | 28.6
|.1d] 11 11 11PB 1 2 a i] ] G 6.7 % 14.3
| Kl 11 11 11KB 3 2 a 3 a i] ] ] 100.0% | 21.4
| LH 11 11 11PB a 3 a i] ] ] 100.0% | 21.4
| h] 11 11 11MS 5 G a 3 a i] ] ] 100.0% | 31.4
M 11 1 11KB 4 ] ] ] 2 1 ] ] 100.0% | 387
| M| E| 11 11 11HE 5 5 1] 1 1 ] ] 100.0% | 321
‘TI 11 1 11PB B 7 a 1 1 1 ] ] 1000% | 321
Q 11 11 11KB 7 5 1 1 a 1 ] G 6.7 % 21.4

lllustration 40 : The option class summary

Each student is listed, along with their class details and the requested columns. These are
followed by their totals at each level of attainment, their credit attempted, credits gained,
their percentage gained and their overall GPA.

16 Gender by Ethnicity analysis
The purpose of this analysis is to provide a table showing the overall G.P.A. of students in
three formats :

e Ethnicity by gender

e Ethnicity by level

e Level by gender
The ethnicity analysis can use either the MOE 5 (European, Maori, Polynesian, Asian and
Other) or the full breakdown of all MOE specified ethnicities.
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Adust GPA zettings
I
o
.
.

lllustration 41 : The Ethnicity / gender / level options
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Examples of each of the three analyses are shown below.

Cverall grade point averages for 2004

Ethnicity Number Male Female Total
Mumber g0 52 172
European 132 28 1.1 2.0

M aori 35 1.1 1.7 1.4
Folynesian 0 0.0 0.0 0.0

Asian 1] 0.0 0.0 0.0

Other 5 A 0 1l

Totals 172 a0 1.6 2.3
Ethnicity Number Male Female Total
Number g9 g2 171

Year 9 0.0 0.0 0.0

Year 10 0.0 0.0 0.0

Year 11 78 49 4.0 4.6

Year 12 71 ) .

Year 13 22 0 . 1]

Totals 171 26 1.2 1.8

E thnicity Number | Year9 [ Year10 | Year11 | Year12 | Year 13+ Total
Murnber 0 ] 78 71 22 171
European 131 oo 0.0 5.4 3 .0 2.0
Maori 35 oo 0o 2.4 i} i 1.4
Paolynesian ] oo 0.0 0.0 0.0 0.0 0.0
Asian 0 oag .o 0.0 0.0 oa 0.0
Qther 5 oag .o a i 0 i
Totals 171 oo 0o 4.6 3 i 1.8
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12 Imports, Checks and the NZQA Website

What'’s in this chapter?

Overview of Imports and Checks
The imports or data from NZQA

Importing NZQA results

Importing billing information from NZQA
The checking of the validity of a range of settings
Access NZQA website

12.1 Overview of Imports and Checks

The three final buttons detailed in this chapter relate to processes used only occasionally
during the year. They are :

1. The import of data from NZQA
Several times during the year files are either received or are downloadable from
the NZQA. These include
e The return file of allocated NSID numbers
e The results from the previous year
e The file of billing information — i.e. fees as calculated by the NZQA

Your task will be to process each of these files, using the import routines described
below.

2. The checking of your NZQA data validity

This is an optional process. It consists of a series of tests of your data and
generates a report on its findings. It can be useful in enabling you to identify either
problem areas or tasks which have yet to be performed.

3. Accessing the web site
From time to time you will wish to access the NZQA website. This option provides a
quick gateway to the site.

12.2 The imports or data from NZQA
Click ‘Imports from NZQA’ for:

Import NZQA Results

Import Billing Information

Import Other Provider Results

To import a file assessed and submitted by other providers of the highest attainment and
literacy and numeracy, student NCEA standards and results can be imported into
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CMAdmin, for one or more students using the ‘Import Other Provider Results’ button.

12.2.1 Importing NZQA results

Import NZQA Results ‘

This button should be used to access the process which imports the results from the

previous year from the file supplied by the NZQA. The screen will initially appear as that
shown below.

Importing results : the disk drive and the file name

Import NG Results

This process may be repeated as often as necessary during the vear,
Import Billing

Infoimation ‘ear in which results were gained | 2013 E|

Import Cther Provider
Resulks Please specify the disk drive containing the NZ0A file, and identify the file thereon,

The name of wour results file should be : SchoolResults-00 95-2013, xml

Drive selected Click here to select
File selected: File wersion
Curing the impott process () Report all resulks @ Report only errors

Either Import all Results or Just Import Highest sktainments

lllustration 5 : Importing the previous year’s results

You cannot proceed until you have correctly selected the import file, the name of which will
be displayed in the green label in the middle of the screen. You should click in the area
opposite the ‘Drive selected’ to cause the following file identification dialogue to appear.

Bopr =
P
(I [1 v Computer » Lacal Disk (C) » Secondary Schonl Testing » CM » [ 42| [ search o ol
Organize = Mew folder =~ 0 |_§|
B Desktop * Mame . Date modified Type Size i
4 Downloads :
= J Archivedinstalls 14/05/2014 10:13 .., File folder
= RecentPlaces .
N - . AutoleCT 14/05/2014 10:14 3., File folder L
(e | Backup 14/05/2014 10:14 a..  File folder
P musac _
. BOTReportingExparts 1470572014 9:48 3., File folder
& OneDrive X
. cmbmps 1470572014 10:14 5., File folder
ChRemote 14/05/2014 10:13 a...  File folder
w4 Libraries . .
3 Documents | Config 14/05/2014 10:14 a.., FTIE falder Select o file to preview.
Jv - . Debuglogs 14/05/2014 9:48 a...,  File folder
@ Music
. Documents 14/05/2014 2:49 a....  File folder
= Pictures :
B vid J e-asTTle 0370472014 1:35 p.... File folder
aees J elnput 13/01/2014 10:25 a...  File folder
. ELRAL 14/05/2014 10:14 a...  File folder
1M Computer . .
~ . | emails 1370172014 10:25 .., File folder
fe Local Disk (C) .
. . EMROL 14/05/2014 10:14 3., File folder
a Files (D)
- . . ErrorLog 14/05/2014 10:00 a...  File folder -
File name: »  |MNZQA XML Result Files
wt Result Files

lllustration 6 : ldentifying the import file

The file is in the folder displayed. Click on the file to select it, then click ‘Open’. This will
return you to the main import screen, this time with the file location identified and the two
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import buttons enabled.

During the impart proces: Beport ALL results (+ Beport anly erars

Either Impoart ALL results ar Juzt impart Highest Attainments

lllustration 7 : Ready to proceed

Select the button corresponding to the process you wish to perform — either to import ALL
results or just the Highest Levels of Attainment — and the process will begin.

12.2.2 Importing billing information from NZQA

Impart Billing
Information

This button allows you to import details of students’ fees, as calculated by the NZQA, and
to have them stored against each student in the ‘NZQA fee’ column of the database.

The file used will be listed on the screen and, if identified in your \cm directory, the
‘Proceed to import’ button will be enabled, allowing you to proceed with the import. The
screen for this process is shown below.

Import of NZQA billing information

NZQA make available a file of billing details for all students including financial assistance
applications.

The name of your billing file is : bills 2w bt
The file cannot be found in your C: \CM directory

File version

lllustration 8 : The billing import screen

As a result of the process, you can compare the NZQA fees determined by the NZQA with
those determined by ClassRoom Manager. Any discrepancies can be quickly rectified (the
Support Desk receives a few each year). NZQA will expect payment, later in the year, of

the amount of fees collected by your school.
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12.2.3

Import Candidate Results from Other Providers

Impork NZOaA Resulks
This import process can be used o import a File of student standards and results previously assessed and submitted

— bey other providers, ©ne or more students transFerring ko your school can be included in the file.
Import Billing

Information

i

Only MCEA standards and resulks, highest attainment and literacy and numeracy will be imported,

Irnport gtheTtProvider This process may be repeated whenever necessary during the vear,
esUlts

what will be recorded?
- Where a student does not have a standard, the standard will be added and the result recorded.
- Where a student already has a standard, but without a result, the result will be recorded.

- Where a student already has a standard, with an existing result, the result will not be aver-written. & warning
will appear on the report, The result can then be adjusted manually on the Student Standards page if required,

- Where the school does not have consent ko provide & standard, the standard will be added to the available
standards list, but under another provider,

Download the File - BERE Diovwinload File The file must first be downloaded from the NZ0A website.

Locate the file ko be imported - Browse

Once complete, report on - @ Al standards in the file Only standards that were not imported

Import
lllustration 9 : Import Candidate Results from other providers screen

The import process includes importing results recorded by other providers which have
been assessed and submitted already. This can be repeated whenever necessary during
the year. The Import Other Provider Results initial screen provides further detail, and
includes the NZQA website link to obtain the file.

12.3 The checking of the validity of a range of settings

NZQA Check

List

From the main NZQA Utilities menu, this button opens the utility which runs a series of
checks on the information contained in your database to a) inform you and b) identify any
possible problem areas. The main request screen is shown below, where you will see that,
initially, only the basic test has been requested for the current year.
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&, NZQA Check list

This utility provides you with a step by step check of the processes involved in using ClassRoom Manager to
manage the requirements of the New Zealand Qualifications Authority. Use this process at any stage to see
where you are up to, or to check on the validity of the steps you have already taken and/or the contents of the
NZQA data held within ClassRoom Manager.

Basic NZQA process tests
[ Attaching standards to students : report on number of attachments to each standard
[] Electronic markbooks : provide full analysis
[ Unit standard spreadsheets : provide list
[ Teachers and their dossiers : provide ful list
M.B. An even more detailed listis available via the "teachers and their dossiers' utility.
[1 Unit Standards : provide analysis of results () Display numbers () Display percentages
[0 achievement Standards : provide analysis of results () Display numbers (O Display percentages

lllustration 10 : The checking utility screen

Select any further checks which you wish to have performed and click the ‘Proceed’ button
at the bottom of the screen. Depending on the number of tests you have requested, the
process may take a short time, at the end of which the pages will be displayed in the
standard CM printer view. You will, by now, be aware of the ability to double left-click to
enlarge the image displayed, double right-click to reduce it again, the use of the mouse to
drag the enlarged image around the screen and the ability to print via the button at the
top of the display.

The following four illustrations are all obtained from different parts of the test report.
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Wl 136 w|m Q v S

Installation of NZQA columns

Columns found

Option set configuration

Option set(s) found
2004
2004-Yr9-S5em?2
2004-Yr8-Sem3

Option columns for year 2004

Columns for option set 1 have been created

Columns for option set 2 have been created

Columns for option set 3 have been created

Columns for option set 4 have been created

Columns for Core set have been created

You have 4 set(s) of option columns set up, and 3 set(s) of option lines configured.

This may or may not be a problem, depending on the time of the year and your intentions.
Option columns are used to hold individual student's options, and option lines refer to the
option structure as specified in School details / Option details

Kairakau Primary School NZQA Check list 09/06/2004

lllustration 11 : The basic test details

Achievement standards on file

1053 achievemnent standards are available in your database

You are automatically accredited to offer all achievement standards
Attaching standards to subjects

43 subjects are listed in your databasze

of which 43 are linked correctly to Ministry of Education codes.

145 options are linked to these subjects

and 612 standards are linked to these options

Yfou can abtain a full printout of these connections via the global attachement routine.

Attaching standards to students
11890 standards have currently been attached to students in 2004

The following standards have been attached to students

Standard Mo,
F2 02E Maintain personal presentation for the workplace B3
S04 03E Produce a C (curriculum witael B3
551 03E Install and dismantle temporary electric fences
1281 05 E Begin to commpnicate Drally, usinq_ ESOL i B
lllustration 12 : Part of the standards summary
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Electronic markbooks

157 electronic markbooks have been created for 2004

hlarkbook Subject Option(s) Standards | Students
columns
10ART 2004 Year 10 ART 10ART 0 67
10450 2004 10A50 2004 10450 0 127
10DRA 2004 Year 10 Drama 10DRA 0 26
100TF 2004 Year 10 Design 10DTF 1] 62
Technology Food
100TT 2004 Year 10 Design 10DTT 1] a

Technology Text

10ECO 2004 Year 10 Economics 10ECOD 0 B0

T0ENG 2004 Year 10 English 10ENG ] 130

10GRA 2004 Year 10 Graphics 10GREA ] 72

10HMRE 2004 Year 10 Homeroom 10HMR ] 2

10HTH 2004 ‘Year 10 Health 10HTH 0 a9

101MP 2004 Year 10 Inforrmation 101MP ] 108
Processing

lllustration 13 : Part of the markbooks report

Attaching options to students

There are 586 full time students inthe database.

They have a total of 52458 options attached in 2004
There are 0 part time students in the database.

They have a total of O options attached in 2004
There are 277 leavers in the database.

They have a total of 162 options attached in 2004
There are 0 pre-enrolled students in the database.

They have a total of O options attached in 2004
There are 0 deleted students in the database.

They have a total of 0 options attached in 2004

The average number of options per student is 10.

B.B. If you have imported into more than one set of options then the numbers of options might
appear rather large. They could well include the same option in each set of colurmns. This is not a
problern and is expected within the database. ClassRoom Manager keeps a track of which option is
current.

lllustration 14 : Part of the Options analysis

12.4 Access NZQA website

Click on this button and, if you are currently connected to the internet, you will reach the
NZQA website login page.
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[ www.nzga.govtnz/loging

LOGIN»

STUDYING IN UALIFICATIONS PROVIDERS

MACRI
NEWV ZEALAND & STANDARDS & PARTNERS

Harma > Login

LOGIN . @ QD

TEO online services for Students 2 learners
registered providers

Get your results Login »
Online access for new providers « Update your details
and course owners
Request a copy of your record of
achievement
See your Yocational Profile

.

Online TED applications

.

ESAA Bulk ID Upload Qs & As For questions or urgent enquiries, please contact the NZ20A Call Centre on D800 697 296 between Sam and Sprm, Monday to
Friday
If you haven't logged in before: Register now »

Other user logins

Tertiary education organisations Login =
Register now »

MNZQa contractors including markers, Login »
moderators, exam centre managers Register now »
Schoal users including Login =
General and High Security a) Register now » {PDF, 108KB)
(ESas)

lllustration 14 : Accessing the NZQA website
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13

The CMTeacher report formats

What'’s in this chapter?

Overview of CMTeacher’s report formats
The Interim Results Notice

The Multi-option format

The ‘Short’ format

The ‘All standards’ format

The Credits summary

The Literacy/Numeracy report

The individual summary format

13.1 Overview of CMTeacher’s report formats

In the design of documents within the CM User Guide, all of the objects which may be
placed on a document were described in full, except this one. This one is the NCEA Report
object and it has five alternative formats. The various formats and decisions available to
affect their appearance are detailed here. The red line is not shown as ALL sections of this

chapter are important.

The report formats are :
1. The Interim Results Notice
The Multi-option format
The ‘Short’ format
The *All standards’ format
The Credits summary
The Literacy / Numeracy formats

I

For the demonstration of all of these reports, begin by loading a basic document, placing
an NCEA object on the base, setting the properties of the object, and saving the document

under a new name each time.

The initial appearance of the base document is as follows.

I:'I_|‘E--wgpen |n§ave |E|1.f1 B|%Qata.ﬁ.ssistant‘

General LTl
A !H r~ Foo i
H - s e GBI
&S FRIY €
MCEAR=port : MCEA reports inseweral [ - - - - - - - n s s
alternative formats Ll
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Illustration 1 : The base document is loaded

This document displays the school name and logo, the student’s name and their year, and
awaits further editing.

13.2 The Interim Results Notice

When NZQA first began training people in schools in preparation for the introduction of the
NCEA, one of their recommendations was the use of a report which would indicate to
caregivers how much progress their students had made.

This format of the NCEA report object duplicates that early notice.

Q This object is the NCEA object which we shall select, then drag out across the report
to the size shown below.
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A @AMk F

0 - = -

{cm.special(1)}

& 2 = T
NCEAReport : NCEAreports in several
ahemative formats

Left 940

Top 2880

Wicith a07s

Heighit E750
Report_format b
htarkhook .
Grade_average v
Title_display ¥
Comiment_link ¥
Subformat b
First_yeat

Lazt_year

IRMN_Ratios hd
Progres=_offset

Offzet_External ¥
IncludeEsdernal ¥
Help b4
Muttipage \J
Omitithelraawn v

lllustration 2 : An NCEA object is in place

You can vary the size to suit your own needs, but you should allow sufficient depth for all
of the standards attached to a markbook to be reported.

On the left hand side of the screen above are the properties of the NCEA object. The first
four dictate its position and size on the report.

The report format property, the choices for which are shown below, is the first which
requires a decision.

Report_formst E v
Markbook IR format
Grade_sverage | ZIMuli0pt format
Title:_display 35 hort format
SRR R T 44l standards
= | B|Creditz summary
Subformat { gL it/Num list

Firat wear ST

lllustration 3 : Selection of one of the formats

For this demonstration select the first.

Not all of the following properties relate to format 1 — the IRN report. The next which does
require a selection is the Markbook. This indicates which set of standards will be the
subject of the report.

You have two options at this point. Either you can dedicate the report to a particular
subject by selecting the markbook now, as shown in the centre column in the illustration
below, or you can choose the first entry in the markbook table — ‘Select at document load’
— and the report becomes a ‘generic’ report. This is particularly useful as it means the one
report design can be used for ALL subjects. You will be asked to select the markbook at
the time of loading the document prior to viewing / printing.
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2 o 5 = . ] . l
8 [E' - l H = @ =, Markbook selection X | Bl = Markbook selection %]
General Lo Thisd h e X
. L Is document or graph refers bo a . Thiz document or graph refers to a

ARE- ¥ sl generic markbaok. Flease select the : generic markbook. Please select the
B - B EE e o required markbaok - required markbook.

I | [1zeizond A | Select at document load A
) & e elect a

Nﬁw?n H@n? Ef o 12CH 2004 ! 04T 2004
al;;rrati;pao"or.rra‘-t's feRers i =REE Lo 12CL 2004 " 104T 2004
| Q o 12CH 2004 : 10CL 2004
Left 590 12CP 2004 : 10CL 2004
Top 2880 o 12DR 2004 R 10CP 2004
Width 9075 S 12EC 2004 - 10CF 2004
Height 6750 c :
Report_format |1 ¥ S 12EG 2004 - 10CH 2004
WMarkbook =] D 12GE 2004 : 10CH 2004
Grade_average v 12HE 2004 . 10FF 2004
Tile_display vl : .
Comment_link Y| T2H1 2004 - 10FR 2004
Subformat ¥l 12MA 2004 . 10HE 2004
First_year I s 1205 2004 . 10HE 2004
Last_year = .
RI_Ratios v|: 12MU 2004 ; 10HO 2004
Progress_offzel | ol 1205 2004 b . 10HO 2004 b
Offset_Externa v| .
IncludeExternals v Shows non-current - : Show non-curent
Help v rnarkbooks oo, : P : markbooks oo, [ [ ]
Multipage L] | Toceed i i Proceed :
OmitWithdrawn Ll B ; i ; i
Inc_creds_total L o T i

lllustration 4 : A composite screen shot - Connection to a markbook possibilities

Next, choose whether or not to have each student’s grade point average calculated and
displayed on the report. The method for the calculation of the grade point average is
dictated by the NZQA and is detailed in the CM User Guide.
hark ook =elect on load L
Grade_average  J
Title_display D «ciude
Comment_link | 1lInclude
Subrfarmat
First_wear
Last_vear

lllustration 5 : Include or exclude the Grade Point Average

Next select the display format for the title of each standard — either the full title or the

short title.
Grade_average 1 k. J
Title_dizplay L
Commert_link | 1|IStandardfull title
Subformat 2Istancard shart title
First_year
Last_vear
IRM_FRatios

Flom mvm - - LN

lllustration 6 : The standard title format

The ‘Subformat’ process only applies if you have selected report format 3 — as you will be
informed if you attempt to select it, as shown below.
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Itle_display 1 ¥

Comment_link |1 L

Subformat Y

First_year - This process applies only ko Report format 3 - the 'Short' Format
Last_year T

IRM_Ratios LAY I

Progress_offset R

Offzet_External L 11 I

lllustration 7 : Only format 3 requires further format definition

The width of the various display cells of the IRN report can be determined either by the
group’s data (in which case the proportional width of each cell will depend on the
proportion of the members of the group who fall into each category) or by the supplied
rations (you will remember in the earlier chapter on the maintenance of NCEA achievement
standards that it was possible to set the ratios for each standard to represent those
proportions which you wish to display for your school). Examples of both are shown at the
end of this section. In the meantime we shall select the supplied ratios.

AR T -

First_vear 2004

Last_year 2004

IRM_Ratios ¥
Progress_offzef] 0lUze qroup's data
Oftset_External{ 1/Use supplied ratios
IncludeExternals
Helg

huttipage
Omitwithdrawen ¥
lllustration 8 : Use of IRN ratios

That completes the setting of the properties which apply to the IRN report. Click on the
‘Save’ button at the top of the screen and give the report a name by which you will later
recognise it, as shown below.

Data
assistant

|NCE& deme 1.dmt

s B asgic.dmt W
v % PAT tiwo.dmt )

. Aumards. dmt ’
Sotoar dacurd | Demo2 dt )

_ Maths number analysis.dmt
_Maths analysis sheet.dmt .
E ear Mett.dmt -

Left Activity summary. drmt N
Top Ages in order far Byr net and rd =
wicth f (2GS Term 1 Junior Report 6.dr .
W AGS Term 1 Senior Repart 5.d

M AGS Term 1 Senior Repart B.di

DERE_ETEN [ An Introduction. dmt

Markkook At Repart DMT v Save | Cancel
Grade_averag [ :

——— i = I

lllustration 9 : Saving the report

Now select the report from the left hand menu and you will immediately be asked to select
the markbook the results from which are to be displayed in the report.
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Kairakau College
i, Markbook selection |
This document or graph refers to a
genenic markbook, Pleaze zelact the :
M aral st drt A required markboaok,
b anual b aths. dmt 104T 2004 A
Manual MO.dmt 04T 2004 [
b anual MCE & dmt 10CL 2004
b anual roa.dmt 10CL 2004
b anual dmt 10CP 2004
Maths algebra L7 dm 10CP 2004
M aths demo.dmt 10CR 2004
M aths Profile. dmt 10CR 2004
b aths results 2004.di 10FR 2004
b aths summary shee 10FR 2004
Multi media. dmt 10HE 2004
Multimedia. drt 10HE 2004
Musical activities. drt 10HO 2004
MNCE& demo 1.dmt 10HO 2004
Hew Entrant analysis 10MS 2004 b/
Mew entrant report. dr
New Entrant Sunmar fn:?ggoogsctl;gent N
NZ04 2004 Financia Show markbook Proceed
NZ4 2004 Full drot e T
NZ0A 2004 Short.dn I

lllustration 10 : Selection of the markbook

The following illustration shows the IRN report, with equal proportions for each of the four
possible levels of attainment.

Method Credits Performance Credits
'Eillz"ii'la'tz;‘:"'“““"J""""c"x""’“b"“"' En Mot &chd. Achieved M erit E xcellence 4
MATH22 - Sketh ane e teou-liear graphs E3 Mat schd. Achieved Merit E xcellence 3
.1.."'(.I'|'Il::jr;:|l(|3l(| e stakithrwand dervatves Eit Mot Achd. achieved Merit E xcellance 4
‘euomi: I'"c';%":dp bkl s 4Ehga coordate EZ Mot Achd. Achieved Merit E xcellence
;:.'(I’I:E‘.S-Celectasample and make Wte ez from 3 Mat Achd. Achieved Merit E xcellence 3
;:T:ﬁ";’a;(?;';:lﬂzo': robab iy s tators, and apply Mot Achd. Achieved Merit E xcellence
.:.‘:.I':l:.:;s—coh'? stakitfowand problems hvok g En Mot Achd. Achieved Merit E xcellence 2
MATH2 S - Soke practcal thorom ety problem s Iz Mot Achd, Achieved Merit E xcellence 2
"('r'l:::'b:i'm"e“"‘“‘J'm”"‘"' oo etri: Ec Mat Achd. Achieved Merit E xcellence 2

Total credits available = 24 Total credits gained = 20 Grade average = 60

lllustration 11 : The example of an IRN report

The student’s current performance in each standard is indicated by the shaded cell. Their
individual credits are displayed down the right hand side, and their total is displayed in the
bottom line. The example below is of the same report where the group’s performance has
been used to determine the widths of the cells.
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Method/C redits Performance Credits

MATHZ.1- M late algab d Mot . )

Do cqutiong o 2SR aprEssiens an &4 || achd. Achieved Merit Excellence 4
MATHZ2.2 - Sketeh and interpret non-linear graphs Es2 Mot Achd Achieved Merit Excellence a3
l;nraTi:é.;;lzind and usz e straightforward deriv atives £/ Mot Achd. Achieved herit Excellence 4
MATHZ.4- Solve problems using a coordinate . By

leometry mathod e Mot Achd. Achieved Werit Exc

Mh,;ATdI:(ZE.SV Select asample and make inferences from I Mot Achi Achieverd M Etit Excellence q
MATHZE - Simulate probability s kuations, and apply

he nomal distribution 12 Not Achd Achieved I erit Excellence

MATHZ.7 - Sohre straightfonward problems invobring . 2

bequences Eiz Mat Achd Achieved Merit Excellence ?
MATHZ.S - Sobre practical trigonom etry problems 172 Mot Achd Achieved Merit Excellence 2
MATHZ.9 - Solve straightfonw ard trigonom etric

lequ ations Eiz Mot Achd Achieved Merit Excellence 2

Total credits availahle = 24 Total credits gained =20 Grade average =60

lllustration 12 : The example of an IRN report with group results

13.3 The Multi-option format

The second format, the ‘Multi-option’ format, is not intended to be a report for parents.
Rather it is intended as a ‘summary’ report for people such as deans who need to see the
overall picture of a student, as at report time, without having to have a number of
individual reports. It can include comments but, in order to keep the report at a
manageable length, the comments are reduced to fit in the line below the last standard for
each subject. The comment selection process is shown below.

Commert_link v
Subformat QMo comments A
First_wear 1|Comment 1
Last_yesr 2|Comment 2
FM Fatios | JCamment 3
=== | 4|Comment 4
F'rl:ugress_l:uffsﬂ BICamment 5 w
LT L N R =B JENPE S Py L

lHlustration 7 : Selection of a comment

You can also elect to include or exclude a 'Total credits' line at the bottom of each subject.

LTI WILFICE 0T ¥
Inc_creds_total Yes ¥

lllustration 8 : Inclusion of the 'Total credits’' line

The following is a portion of a multi-option report.
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Subject Standard Title Credits | Int/Ext | Grade
Year 12 MATHZ A Manpilak akeh @k express ous and soke equatons + E *IE5
Mrgﬂgt[!\jq%TEaF\!]?\]SAN MATHZ .2 Sketh and e Etion-learg@apis 3 E NS
MATHZ.3 | Fnoaidse stragitoan e matves a1d negrak [ E Y A
MATHZ 4 | soke prbkms 1shg acoordhat geometry methad 2 E MY A
MATHZ2 .5 Sekcta sam pk ardmake g eices fom tie dat 3 | iy
MATHZ .6 S vIAE probabiity styations, avd appl the vomm aldk b o H | A
MATHZ.7 Sole straky ko and probkm s Wuol g sequences H E YA
MATHZ2 .8 Sole practial tgowom ety probkm H | I
MATHZ .9 |[sowe stagitowan tngarom e ik eqratons 2 E Ty
Funcity werk: bty o etk & e gcrctts sppradh korestkrnl] be e des e | koreay e 3 Brdad requed %o e ex el papers In Woseniber,
Year 12 English ENGLZ1 | rose o s e cesee s : l 1243
Wrs O ENGLZ.2 | rroduce crakd and develoned ommal iransac tonal wriing 3 | MY A
FarfakKERLEY EMGLZ 3 e, rhdy and analyse exkended wrilkn kxks 3 E NS
ENGLZ 4 Read, shdy and analyse sherlwrlllen lexl 3 E Y A
N R R T T p e ——— 3 E NYA
ENGLZ.B Read uniamilar kxk and analyse he Hear and larguage ®akre s 3 E AN
ENGLZ.7 | vewerapreseniatcn using orat and sisust iangusge i chnues 3 [ NYA
vear 12 Legal /S 103358 | vesaibe ant compare me hot s ot dipuk resolutan b ihe tegal s lem 2 | YA
Mr BSt‘tJ’\?lllngN 1J/5 B3 | vescibe he rde and eteci oflaw in Hew Zealand socke 2 | A
/S B544 | vescrie now taw s are made and amendst 1n new Zsatand 3 [ A
IU/s 8545 bescribe he nalue ard consequences of crlme z | YA
IS 8546 Describe ,and evaluale an aspecl of, he Wew Zealand ludiclal 553 lem 3 | MY A
/S BEAT | vescrive ne rate, cperaton, ar e cluene 5 of he oulh Juslce Syzkm 3 | YA
1U/S BEAD | veseribe ok s and especialons for parkclpalig In Dsklel & curl ciming proces dirg £ 2 | Y A
/5 884 Menliy yhiz and oblgalons i relalion b convack 2 | YA
1U/S BEEE | vescrive he rate of consumer taw In te soking consumer probkm s 3 | YA
Funcity hvas worbed wellin chass , geling alequiesd wark Canple bl He s gained undl kv ds bulilss el anober & 1 @ sesament 15 requied . 0n he whde Tnohy shadd suczeed I gaining al credl s ofired [T $u ki s preseniwork o).

lllustration 9: The ‘multi-option’ report

The following example illustrates the use of the 'Total credits gained' line.

ENGLI A Carry out a practical agricultural or horticubural investigation with supervision 4 | A
English Year 13
H ENGL3.? Describe physical factors of the environment and techniques used to modify these 4 E MY A
BE . for plant production
Describe management practicels) used to optimise the soilwater £ air ratio for
ENGL33 plant processes 4 E NYA
ENGLI 4 Cescribe methods used to modify livestock reproduction or plant propagation 4 E [ A
ENGLI .S Cescribe growth and development and productivity in livestock or plants 4 E Y A
ENGLI B Describe how livestodk behaviour impacts on produ ctivity 4 | YA
ENGLIT Examine and redesign landscaped arears) 4 | YA
Total credits gained 4

lllustration 10: The ‘Total credits gained' line

13.4 The ‘Short’ format

This format is designed to provide a single subject report, somewhat different in
appearance to the IRN report. In this case the school can make a significant number of
adjustments to what is presented.

Having set the format to ‘3’ you can then click on the ‘Subformat’ property to reveal the
screen below.
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% NCEA report designer,

1. Which standards do you wish to include?

Section headings

¥ Unit Standards |Unit Standards (internally assessed)

Combine [ Caombine ;
I Achievement Standards - Intemally Assessed |Interna|ly assessed Achievement Standards

altres = coppine

v Achievement Standards - Exterally Assessed |Externa|ly assessed Achievement Standards

2. Which fonts do you wish to use for the report?

Adjust headings font See headings Adjust cantents font Seetable Adjust standard title | This is an example of the font used
I ° ahove : helow font for the standard title

3. Which columns do you wish to include in the report?

Heading |Code | Title Level | Credits |Grade

Type Code  Long title Level  Credits Grade

Include a summary line below each section? [

Explanation line | j

Treat F (- Failed to sit) as 'Notyet assessed’ Yes? Mol

Including a comment? If so where?
Mo comment (% Comment below ¢ Comment at right hand side ¢

=~ o ;M I

8. Include un-assessed standards? Yes © No & [|f so these will be reported as NYA (Not yet assessed)

9. Base ‘un-assessed’' on: | j

lHlustration 11: The subformat screen

This screen offers you nine areas where you can make adjustments to suit your own
needs. At the bottom of the screen is a button which will generate a preview of the report
using the settings you have in place. The preview for the initial settings is as shown below.
The report is split into three sections, as specified in the first setting, and the columns also
reflect the settings.

Unit Standards [internally assessed]

Code Title Lewel Credits Grade

s 1012 Eampk of s Edan 1 a2 A

Internally assessed Achievement Standards

Code Title Lewel Credits Grade

ALCCOH .2 Ecample of standan te 1 2 A

Externally assessed Achiewvement Standards

Code Title Lewel Credits Grade

ALCCOA A Esample of s Endar 1 a2 A

lllustration 12 : A preview of the original settings
The first setting allows you to determine how the display is split — into one, two or three

sections, using the heading(s) you specify on the right hand side. In the example below,
everything has been reduced to a single display, with the heading 'All standards’.
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1. Which standards do you wish to include? ) .
Section headings
W Urit Standards

. v Combine
v Cornbine v Achievement Standards - Intemnally Assessed

all three: .
v Combine _ |AII standards
v achievement Standards - Extemnally fssessed

lllustration 13 : Adjusting the sections of the report

The resulting preview screen is shown below.

Unit Standards (internally assessed)

Code Title Lewel Credits Grade
s 1012 Evampk otstncand e 1 2 A
ACCOA A Examplk ofstacdard e 1 2 A
ALCCOH .2 Exampk ofsacdand e 1 2 A

lllustration 14 : A second preview

The second setting allows you to specify the fonts used for
e The headings
e The contents
e The standard titles

In each case, clicking a button to adjust the fonts results in the appearance of the font
dialogue shown below.

v Achievement Standards - Internally Assessed

P
all three [v Combine

If you uze the word ‘External [or 'Estermally’) Fant: R Size: n
2. Which fonts do you wish to use for ’m |Bc-|d |1u oK |
; -
Adiust headings font See headings Adil Arial Black Cancel N
sbove — O Arial Narow : 12
3. Which columns do you wish to incly % i:::: Eﬁ;ﬁ%zdhﬂT Bl Bold ltali 13
&  Adustthecolid |H Balloon 18
Numberof columns:[5 %] Eitk in the ses O Baskenile Old Face ¥ a0 ¥
Heading | Code | Title Sample
Type Code  Long title AaBbYvZ
aBbYyZz
4. Include a summary line below eacl
- . Script:
5. Explanation line |‘:f”pt |
ezlern hd
6. Treat F (= Failed to sitf) as 'Not ye
7. Including a comment? If so where?
No comment ™+ Comment below ¢ 0 e e

lllustration 15 : Selection of the fonts

On step three you can adjust the column headings, contents and the number of columns
displayed on the report. You can add or remove columns, type in their headings, then
select one of the display options, which are shown below.

Two of the options relate to ‘Progress’. This is where those extra columns in between each
standard column come into their own. Some schools like to record a ‘progress’ grade prior
to the student sitting the internal or external assessments. These can be reflected in the

report by a) using the ‘Progress’ column option above, and b) setting the ‘Progress offset’
as shown in the following illustration.
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The last entry, ‘Standard’, causes the standard code (e.g. ‘ENGL 1.3’) to be printed.

3. Which columns do you wish to include in the report?

: |5_ j Adugt the column widths by dragging the boundaries of the columnz in the top row,
Mumber of colums : b Click in the second row bo select the type of entry pou require

Heading |Code | Title Level |Credits |Grade

Type Code |Standard jLeveI Credits  Grade

Include a summarn | qye|
Credits
Progress
Treat F (= Failed Progress in wards Ma
Grade

Grade in wards
HCredits gained
Include un-assesgAssessment Ese will be reported as NYA
Comment
9. Base 'un-assessqCM Column —L|
Standard

Explanation line

FeliTe o R

Including a comm
Mo comment %

=

=2

lllustration 16 : Setting the column contents

If you have selected one of the ‘Progress’ options in order to display the contents of the
‘Progress’ columns, then you will need to set the ‘Progress offset’ property on the main
screen. In the example below, the offset has been set to —1, indicating that the column
holding the progress result for a particular standard is one before the actual standard
column.

Pru:ugress_nffsetﬂ
Offzet_External

IncludeExternals
Helg

huttipage
OmitWithdrasen Mo

4 |4 || A

lllustration 17 : Setting the progress offset

The next property allows you to determine which types of standards you wish to apply the
progress offset to — all results, just externally assessed standards (which naturally would
not have an assessment in their main column), or just for externally assessed achievement
standards. The options are shown below.

Offzet_External k4
IncludeExternals O[Ozt all results

Help THuszt externally asss
Multipage 2Hust Ext. Ach.Stnd

Omitithdrawen

llustration 18 : Offset which standards?
You can also elect to include all standards, or just internals or just externals, as shown

below
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W PEEL_CXLET ] R L J
IncludeEternals L J
Help 0l standards
Multipace THust internals

omitvsithcrawen |2Hust externals

lllustration 19 : Include or exclude assessment categories
These two properties also apply to format 2 — the multi-option format — above.
The next two choices concern the inclusion of an ‘explanation line’ under each section,

indicating to the reader what each of the possible assessment codes mean. If you choose
to include the line (step 4) then in step 5 you should choose the line to have printed.

4. Include a summary line below each section? I
h. Explanation line i d M=Mat achi igved M=Merit E=Excelence v'=Failed to sit Y=Failad ta attempt Z=No resul
: MYA = Mot vet agsessed M = Mot achieved 4 = Achieved M = Achieved with mert E = Achieved with excellence -
b. Treat ¥ (= Failed |y - Not achieved A = Achieved
- YA = Not yet azsessed M = Mot achieved A = Achieved
7. Including a comme M4 = Mot yet aszseszed M = Mot achieved 4 = Achieved M = Ment E = Excellence v = Failed to sit
Mo comment % CqM = Mot achieved 4 =Achieved ' =Failed to sit % = Failed to attempt Z = Mo result
MYA = Mot vet assessed N = Not achisved A = Achisved v = Failed to sit W = Failed to atternpt 2 = Mo result
8. Include un-assessyy d N=Mat achieved A=Achieved M=Merit E=Excellence ‘f=Failed ta sit ¥=Failed to attempt Z=ha e
All pozzibilities in bwo lines s
9. Base 'un-assessed on: | Jd |

lllustration 20 : Selection of the summary line

Step 6 allows you to specify how you wish to have an entry of ‘F’ reported. This normally
indicates that the student has failed to sit the assessment.

=

Treat F (= Failed to sit) as 'Motyet assessed' ves? HNo©
Including a comment? If so where?

hl

Mo camment O Cornment below @ Comment at ight hand side O

8. Include un-assessed standards? Yes ¢ HNo i |f so these will be reported as NYA (Not yet assessed)

9. Base 'un-assessed’' on: || ﬂ
A entry in the Grade' column

A entry in the 'Progress’ column

A entry in either column

lllustration 21 : Selection of the ‘unassessed’ option comment

Next, you decide whether or not you wish to include a report comment extracted from a
comment in the markbook. The particular comment was specified back in the original
report properties. You also must decide, if including the comment, where you wish it to
appear, either below or down the right hand side of the report.

In step 8 you decide whether or not you wish to include unassessed standards. If you DO
elect to include them then you have the following choice to determine on which basis a
particular result is unassessed. The decision can be made on the basis of entries if the
‘Grade’ column (the standard’s main column, or in the ‘progress’ column, or in either.
Before returning to the main design screen, preview the report once more, as shown
below.
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Unit standards
Code Title Lewel Credits Grade
s 1042 Eamplk ot sticard e 1 3 A
Auvagilable credits : 3 Total credits gained : 3
Intermally assessed Achievement Standards
Code Title Lewvel Credit= Grade
ALCCOq 2 Eampk ot stcarnd tie 1 3 A
Auagilable credits : 3 Total credits gained : 3
Externally assessed Achievement Standards
Codea Titla Lewel Cradits Grade
ALCCOT 1 Etample otshcdar e 1 3 A
Acailable credits: 2
M A = Mot yet asseszed M= Mot achieved A= Achieved M= Achieved with merit E = Achieved with excellence
Heee io the comen t ald chadll e priotedin the sel ected posd ti on

lllustration 22 : The final preview

Once you are satisfied, click on the ‘Save’ button at the bottom of the sub-format screen,
then exit back to the main screen. Once there you will need to consider the remaining
properties. We used the ‘Progress offset’ property and the following two refinements to it,
in the explanation above. They also apply to this report format.

|Dm'rt'lf'-.l'rthdrawn es L |

lllustration 23 : Omit withdrawn standards?
Finally, save your document (as a third name) and, when you view a particular student

(having selected the particular markbook of course) — as we made these ‘Select at
document load’ — the result may well appear similar to the example shown below.
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Internally assessed Achievement Standards
Code Title Level Credits Grade
MATHZ.8 Select & sample and make inferences fom the data 2 3 A
MATHZ.6 Sim ulate probability situations, and apply the normal distribution 2 2 I
MATHZ.8 Solve practical trigonom etry problems 2 2 E
Available credits © 7 Total credits gained : &
Externally assessed Achievem ent Standards
Code Title Level Credits Grade
MATHZ1 Manipulate algebraic expressions and solve eguations pl 4 ]
MATHZ.2 Sketch and interpret non-inear graphs 2 3 A
MATHZ2.3 Find and use straightforward derivatives and integrals 2 4 E
MATHZ.4 Solve problem s using a coordinate geometry method 2 2 I
MATHZ.7 Solve straightiorward problem s involving Seguences 2 2 il
MATHZ.9 Solve straightiorward trigonometric equations 2 2 A
Available credits - 17
MY A = Mot yet assessed M = Mot achieved A = Achieved M = Achieved with merit  E = Achieved with excellence
Leigh haswarked extremely hard this last half year and | am delighted with the progress which she has made.

13.5

lllustration 24 : The resulting report

The ‘All standards’ format

This report enables you to print a complete list of all standards taken by a student, and is
for this format that the ‘First year’ and ‘Last year’ properties become important. In the
example below the ‘First year’ has been set to 2002 and the ‘Last year’ to 2004, although

the latter could easily be 2010 — and this report would then last for many years.

The other property which is important is the ‘Multipage’ property which should be set to

‘True’.

Left 360 o
Top 2820 :
itk 10455 o
Height Grad |
Report_format 4 ¥ -
Markkbook Select on load L i -
Grade_sverage 1 vl |
Title_dizplay 1 L e
Commert_link 1  J o
Subformat  J e
First_year 2002 N
Last_vear 2004 .
IRM_Ratios 1 ¥ s
Progrezz_affzet-1 e
Offzet_Externald ¥l |
IncludeExternals L J N
Helg ¥ : " :
Multipage es ¥
Omityithddrawn [Yes L i

lllustration 25 : The ‘All standards’ format properties
A portion of an ‘all standards’ report, listing the standards, their results, credits attempted
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and credits gained is displayed.

Year stnd D etail Level Result Credits Gained
2004 9022001E EXphie te CoNcepmalbask oTaccoth g Torasok propreo 2 3
9022101E Frocess TRANCIAI IO 3U0K Tor Ted 3358 T AN0 DAl ce~day adl 1 ents 2 2
S022201E Inve stigate ard mporto) acconithg sAbaystems 2 4
S022301E Demorstiak an (b BN INg 0Tacco 1hthg CIDSVSEm S 2 4
Q022401 E |reportmarciaintomatin fora sok popletor kgl ed for GSTor e hvoke bask 9 4
902251 E Arakie, Ntepretardevalate Tharclal nfom atks Bra sole propretor b ness 7 4
9022601E Process Tharelal tans acto 13, 13 Ing com pate s ofiware £ 1a 50k proprktor 2 3
902B8401E Marpuiae akebak sxpress i and soke squatan 2 1 4 4
9028501E She £ ard Bt ipre aor-ear graphs 2 A 3 3
9028601E Fliel and wse swalghtfamward derhaties ard Wtegrak 2 E 4 4
9028701E Soe prob kms 5lg acooniate geom ety metiod 2 N 2
9028801E Sekctasample and make Wt 1ces fiom e data 2 A ] 3
9028901E SVt probab iy § et 1s, and appk e 1om al dkbiton 2 I 2
9029001E SoNe stk H AR prob km s ok g Feque 1ces 2 M 7 9
9029101E Sake practialtrgo om e by probkm & 2 E 2 2
9029201E Sole Al bfanward trlgorom etz ¢ quatiars 2 A 2 ]
9033101E Explah 1atal Ridscapes 2 3
T T T T

lllustration 26 : The ‘All standards’ report

At the bottom of this report is the following summary line reporting the total credits gained
at each level. A part of a bottom line is shown below.

Lev 1:0 Lewv 2 : 20 Levd: 0

lllustration 27 : The last line of the ‘All standards’ report

The on-screen version is a little different at the bottom. The totals are displayed, as
shown below, along with two buttons which enable you to Page up and Page down
thorough the multiple pages of the document. These buttons do not appear on the printed
version.

Standards found : 22

Levz: 0 Levd: 0 LewS:0 < Back Mext =

Lev1:0 |Le\r2:2Cl

7 of 283 | S 2 LSS

lllustration 28 : The bottom of the screen version of the ‘All standards’ report

13.6 The Credits summary

The properties for this report have been covered in the previous examples. The report is
intended to provide a summary of each student’s current total credits. An example of such
a report is shown below.
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Lewvel Mot yet assessed Mot yet gained Gained Total
Lewel 1 10 12 102 124
Level 2 0 26 98 124
Level 3+ 112 4 2 118
Total 122 42 202 356

MUSAC © 2014

lllustration 29 : The Credit Summary report
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13.7

The Literacy/Numeracy report

The purpose of this report is to indicate a student’s progress towards the attainment of the
Literacy and/or Numeracy requirements at both levels 1 and 2.

When you select this format, the following message appears and when selecting
‘Subformat’ the following choices are offered.

Commert_link

Lett 60

HTop 2520
ickth 9480
Height BIE0
Report_format |6
Markbaook TR farmat
Grade_averade %Ig‘#'“ﬂpt font'nat

e i ot farma

The_dsplay A& standards

The only other property relevant to this format is the "Subformat’ property

S SICredits summar oo
First_vear

Last_vear 2004
IRN_Ratios
Progress_offset
Offzet_External
IncludeExternals
Help

Mutipsce
omitiithdrawn [Yes
Ine:_creds_total

lllustration 30 : Selecting the Lit/Num format

| |iteracy f Numeracy format r5_(|

Select the format far the Likeracy/Murmeracy list

" Level 1 Numeracy
" Level 2 BeadingA#/riting

" Level 2 Numeracy

Cancel Proceed

lllustration 31 : The four Lit/Num choices

An example of a level 1 numeracy report is shown below.
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Level 1 Numeracy
Year Code Standard Level | Credits | Result | Gained
2003 [(3014701E MATHI.1 Use strakiforward akebracmetiods and o e equatibng 1 3 s 3
2003 |9014501E MATH1 2 Sketch and interpret linear or quadratic graphs 1 3 ] 3
2003 |9014901E MATHI.3S0Me probkms Wyok g measyeme itoTee nay oblacts 1 4 I 4
2003 |9015101E MATH1.7 Salwe straightforward number problems in context 1 3 E 3
2003 |9015201E MATH1 .S Solve right-angled triangle problems 1 2 ] 2
2003 |9015301E MATH1 .9 Use geometric reasoning to solve problems 1 2 A, 2
2003 |90189301E fATH1 5 Use straightforn ard statistical methods to explore data 1 a3 A a3
2003 |90139401E MATH1 .6 Calculate relative frequencies and theoretical probabilities . 1 2 A, 2
2004 |S025401E AT H2 .1 Manipulate algebraic exprezsions and solve equations 2 q Mo
2004 |9025501E MATHZ2 2 Sketch and interpret non-linear graphs 2 3 MY A
2004 |S025701E AT HZ .4 Solve problems using 3 coordinate geometry methad 2 2 Mo
2004 |9025801E MATHZ .5 Select a sample and make inferences from the data 2 3 ] 3
2004 |S028001E MATHZ.Y Solve straightfonward problems involving sequences 2 2 Mo
2004 |9025101E MATHZ2.8 Solve practical trigonometry problems 2 2 M
2004 |9025201E MATHZ2 9 Solve straightforward trigonom etric equations 2 2 MY A
Total credits attempted : 40 Total credits gained = 25
Hadine has reached the numeracy requirement at level 1 (8 or more credits from any level)

lllustration 32 : A Level 1 Numeracy report

Level 2 Literacy report

Level 2 Reading and Writing Literacy

Year Code Standard Level | Credits | Result | Gained
2004 |9037401E ENG L2.7 Dellvera prese natbn 1shgo@lard vk 1al Rigeage eknkes 2 3 M 3
2004 |9037501E ENGL2.1 Produce erafted and dewelaped cre ative writing (i) 2 3 A 3
2004 |90376MME ENGLZ.2 Prodnce crathedand deve loped T al tansactional writhg o0 2 3 ]
2004 |903770ME ENGL2.2 Read, study and analyse extended written text(s) (B 2 3 M
2004 |90378MME EMGL2 4 Read, study and analyse short witten texts (B) 2 3 M
2004 |9037901E EMGLZ.6 View flistento, study and analyse a visual ororal text (B) 2 3 Moy
2004 |9035001E ENGLZ.E Read vatam Nar t2xts and anakse the leas and geage eaties (R 2 3 Moy
2004 90381 D_1E ENGLZE |I'.'9$11(J31P3 L?I(Jl-ag?Olllﬁ‘;\':lrl'leb?)ﬂbaltl |JI'9$9It|ITOI'II‘I\'|tIJI Ivworite n 2 3 NYA

Total ‘R eading’ credits attempted : 3 Total ‘Reading’ eredits gained = &

Total Writing® credits attempted : 3 Total "Writing® credits gained : 3

Total "R eading or Writing® credits attempted : 12 Total 'Reading or Writing® credits gained : 0
Hadine has not yet reached the required level in either reading or Writing at Level 2

lllustration 33 : A Level 2 Literacy report

This format is quite complex, a necessitated by the relatively complex nature of the
Reading and Writing requirements. It would be normal to generate separate Numeracy and
Literacy reports for each student.

13.8 The individual summary format

The purpose of this report is to provide an analysis of a student’s performance in a
particular calendar year. The display is based on the parallel report obtained via the NZQA
Printing utility in CMAdministrator.

Drop an NCEA report on to your document and select format 7. A message will appear to
inform you that the only other relevant property to this report is the ‘First year’ — which
you should subsequently nominate in the relevant property on the left side.
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The only other property relevant to this Format is the markbook, o

Comment_link
Subfarmst
First_year

Lest_yesr BEEERL Fee—— S

IRT_Ratios

Progress_offset DL [ -

Oftset_External

IncludeExternal
Helpp

Muttipace
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lllustration 34 : An Individual report being designed ....

Comment_link L
Subfarmst ¥
First_vear 2004

Last_vear

IRF_Ratios ¥
Progress_offsel

lllustration 35 : .. for the 2004 year

Having done that, save your design and view. An example report is shown below. You will,
if you’ve been active in the NZQA Printing Utilities area, recognise it as the right hand part
of the equivalent report from that area.

Subject totals Credit totals
Other results Credits  Credits

Subject Tchr Attempted Gained Gained % G.P.A. Grades Credits

12PHY scC 5 3 60.0% 6.8 N grades 2

12JAP LB 9 9 100.0% 21.9 A grades 11 40

12ZMAX BW 7 7 100.0% 16.7 M grades 3 7

12ACC VR 3 3 100.0% 7.5 E grades 1 3

12ELS RS 27 23 85.2% 0 Crds attem pted 56

12CHE LE 5 5 100.0% 21.4 Crds gained 50
% gained 89.3
Overall G.P.A. 15.1

lllustration 36 : The final product.

One of the beauties of this format is that you can probably fit three to a page (the printing
process ignores your height and width settings and only takes notice of the top position)
and thus, by setting for three years, have an overall picture of the student progress in,
e.g. years 10, 11 and 12.
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