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Export to Excel Options in Portal

Throughout the Portal there is a facility to export lists, results lists, tables etc. to Excel. If this
feature is available it is indicated by a green cross in the top right part of the screen(s). This
document provides examples of where this appears in the Portal.
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(Activity Due Date
Schedule the interview - Nathan Blake - 05/0217
13:00 Schedule the interview - Matthew Blake - 05/02117
o] Schedule the interview - Harry Swanson - 30117 1539
. - Schedule the interview - Megan Jones - I001AT 1601
ik'ns Funding Schedule the inferview - Steven Whittaker - 290117 16:17
gency 14:00 Schedule the interview - Ethan Hollis - HMT 1602
Schedule the interview - Sarah Culbver - 290147 1332
Schedule the interview - Carl Carter - 28/01H1T  16:48
Apprenticeships Schedule the interview - Anna Barrett - 2810117 16:18
. 15:00 Schedule the interview - Amy Wallwork - 280117 16:18
Funding rules ) Schedule the interview - Bethany Walker - 2810117 16:18
. . . Schedule the interview - Chantal Vickers - 280117 16:18
Register of training v \ Schedule the interview - Christy Taylor - 280117 16:18
PSR ST - 16:00.17-0  Class Chemistry A2 One Year, 125 Chemis Schedule the interview - Elisha Shakid - 80117 1618 W
& g - B [T Srhedule the infendaw - Fllie Sehnfisld - FRNAMT ARR

The green cross appears in the top right of the Timetable and Tasks parts of the screen. Hover
over this to see the tooltip as highlighted. Click the = to initiate the export.

Do you want to open or save SOtable.xds from 94597 Open Save b Cancel

The system will export the contents of the table to Excel as displayed below.

SOtablels [Rezd-Only] [Compatibility Mode] - Excel S X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Elaine Nicholson ~
== Cut - =, = [==] e AutoSum -
;é@py ) il To & & - ErwpTet Generdl - i [orma Bad oA mv Ay ik
Paste B Iu- - 5 Merge & Center - - 95 3 | 4§ $§ Conditional Formatas| Good Neutral | Insert Delete Format Sort& Find &
- Farmat Painter Formatting = Table~ - - - £ Clear~ Filter - Select~
Clipboard i) Font ] Alignment i) Number i) Styles Cells Editing ~
H s
AL - S| activity v
A B c D E F G H J K L M N o P Q R s T =
1 [ Activity |Due Date  Time
2 [Schedule the interview - Nathan Dlake - 06/02/2017 10:51
3 Schedule the inteniew - Matthew Blake - 08/02/2017 09:21
4 |Schedule the interview - Harry Swanson - 31/01/2017 15:39
5 Schedule the inteniew - Megan Jones - 30/01/2017 16:01
6 | Schedule the intenview - Steven Whittaker - 29/01/2017 16:17
7 Schedule the inteniew - Ethan Hollis - 29/01/2017 16:02
8 | Schedule the inteniew - Sarah Culver - 29/01/2017 13:32
9 Schedule the inteniew - Carl Carter - 26/01/2017 16:48
10 |Schedule the inteniew - Anna Barrett - 26/01/2017 16:18
11| Schedule the interview - Amy Wallwark - 26/01/2017 16:18
12 |Schedule the intenview - Bethany Walker - 28/01/2017 16:18
13 |Schedule the interview - Chantal Vickers - 26/01/2017 16:18
14 |Schedule the inteniew - Christy Taylor - 26/01/2017 16:18
15 |Schedule the interview - Elisha Shahid - 26/01/2017 16:18
16 |Schedule the inteniew - Ellie Schofield - 28/01/2017 16:18
17 |Schedule the inteniew - Eustina Rugwaro - 26/01/2017 16:18
18 |Schedule the inteniew - Idrees Okewumi - 26/01/2017 16:18
19 |Schedule the inteniew - Imogen Nappin - 26/01/2017 16:18
20 Schedule the intenview - Jamila Jones - 26/01/2017 16:18
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Other Examples - Learner Lookups

Enter details in search criteria to produce a results list.

Search Criteria Last Leamners Selected
Year Leamer ID Family Name |Given Name Year
Leamner ID or ULN — Porter Graham 2016
Shaw John 2016
Family Name L 1 Abbott Andrew 2016
Given Name [ Sheridan lan 2016
) Barber Adrian 2016
Date of Birth L Austen Emily 2016
Postcode [ Appleton Rose 2016
Tutor Group ] Andrews Sarah 2016
Addington Michael 2016
: Addy Mark 2016
List
Leamer ID Famiy DB [Tutor Group Status
1 2 Abbott Andrew (Andy) Male 14/09/1998 Enrolled 2016
1563345 Addington Michael Male 15/09/1998 Enrolled 2016
1563341 Addy Mark Male 14/10/1998 Enrolled 2016
1663490 Agnew Nicholas John (Nikki) Male 15111970 Enrolled 2016
1663518 Alderley Neville Male 08/10/1963 Enrolled 2016
1663529 Allinson Sophia Female 13/10/1999 Enrolled 2016
1663550 Andrews Sarah Female 1711011999 Enrolled 2016
Andrews Tony Male 29/06/1981 Enrolled 2016
Appleton Rose Female 16/11/1998 Enrolled 2016
Arden Rebecca Female 19/09/1999 Enrolled 2016
Amitage William (Wil Male 14/09/1999 Enrolled 2016
Atkinson Francesca Female 15/09/1997 Enrolled 2016
Austen Emily Female 15/09/1998 Enrolled 2016
Baker Michael (Kayleigh) Male 1411011999 Enrolled 2016
Baldwin ark Male 1411111998 Enrolled 2016
Barber Adrian Male 15/09/1998 Enrolled 2016
Barkeley Joanne Female 16/12/1999 Enrolled 2016
Barlow Emily Female 231111974 Enrolled 2016
Beck Danielle Female 1711111998 Enrolled 2016
Bedford Lauren Female 15/09/1999 Enrolled 2016
Benson Isabella Female 28/12/1999 Enrolled 2016 v
Benson Julia Female 18/10/1998 Enrolled 2016
Leamers listed: 117 Find Select

Green crosses available where highlighted.
download message will appear:

Depending on software versions in use, the file

Do you want to open or save LStable.xls from 94597 Open Save > Cancel
Ltableads [Read-Only] [Compatibility Mode] - Excel ? @3 - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Elaine Nicholson ~
oy X Cut A =, Tm Bx 5 > AutoSum ~ A,
Avial o A A - EPWrapTet General - % noma Bad & o [n 2 4
Paste EBCDPVY 2] Conditi | F Et Good Neutral \EEIR IEEl‘Et Fe it EF\H' SZRBL Flidi;
aste I == . @ +3 99 Conditional Formatas| Goo eutra nsert Delete Formal ort & Fin
- ¥ Format Painter Tu- - H-a o Merge & Center % v |8 Formatting = Table - - - & Clear~ Filter = Select =
Clipboard El Font F) Alignment i) Number ] Styles Cells Editing ~
=] s
AL - Learner ID v
B c D E F G H | J K L 1] N s P Q R s T u i
1 [Leameri0__JFamiy Given Gender DoB Postcode Tutor Group  Status  Year
2 (1563342 ‘Abbott Andrew (Andy) Male 14/09/1995 B14 688 Enrolled 2016
3 1663345 Addingtan  Michael Male 15/09/199% B13 9LR Enralled 2016
4 (1563341 Addy Mark Male 14/10/1993 B13 9LR Enrolled 2016
5 11663490 Agnew Nichalas John (Nikki)  Male 1571111970 B14 4AL Enrolled 2016
6 1663518 Alderey  Neville Male 08/10/1963 B14 7DA Enrolled 2016
7 1663529 Alinson  Sophia Female 131011999 B14 7DA Enrolled 2016
8 1663550 Andrews  Sarah Female  17/10/1999 B14 LR Enralled 2016
9 1264622 Andrews  Tony Male 29/0611981 B14 7DA Enrolled 2016
10 /1563386 Appleton  Rose Female  16/11/1998 B14 TEG Enrolled 2016
11 71663514 Arden Rebecca Female  19/09/1999 B14 7SA Enrolled 2016
12 11663481 Armitage  William (Will) Male 14/09/1999 B14 7DA Enralled 2016
13 (1463213 Atiinson Francesca Female  15/09/1997 B13 8JS Enrolled 2016
14 11563359 Austen Emily Female  15/09/1998 B14 TEG Enrolled 2016
15 /1663501 Baker Michael (Kayleigh) Male 1471011999 B14 TEG Enrolled 2016
16 1563337 Baldwin Mark Male 1471111998 B14 TEG Enrolled 2016
17 1563297 Barber Adrian Male 15/09/1993 B14 685 Enralled 2016
18 (1663498 Barkeley  Joanne Female  16/12/1999 B30 2PD Enrolled 2016
19 11663475 Barlow Emily Female  23/11/1974 B14 TDA Enrolled 2016
20 11663553 Beck Danielle Female 1771111998 B14 4AL Enrolled 2016
21 11663500 Bedford Lauren Female  15/09/1999 B14 7DA Enralled 2016
22 1663546 Benson Isabella Female  28/12/1999 B13 8QB Enrolled 2016
23 11663420 Benson Julia Female  18/10/1993 B14 7DA Enrolled 2016
24 11663554 Blenheim  Scott Male 147091991 B14 4AL Enrolled 2016
25 11663418 Boothe Colin Male 14/09/1999 B14 685 Enrolled 2016
26 11262846 Bouvet Jackie Female  12/11/1945 B14 688 Enralled 2016
27 11663351 Bowen Ian Male 14/11/1993 B14 LR Enrolled 2016

This feature is available in all other Portal Lookups and Results screens:

Enrolments
Applications
Enquiries
Payments
Courses
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Prospectus Courses

Groups

Companies

Activity Management Activities

This feature is also available throughout the various modules within Portal — some examples
below.

Learner Enrolments

Enrolments.

Inst. Type |Description 522[ Start Planned End |Actual End  |Status Outcome Grade GLH I
[1A2BI1003-A01 121301 Q Biology A2 One Year 2012 03/0912 27/05/13 Continuing 18
1A2CHED3-A01 121301 Q Chemistry A2 One Year 2012 03/09M12 01/06/13 Continuing 159
1A2CMP03-ADG 121301 Q Computing A2 One Year 2012 03/0912 27105113 Continuing 186
1AZMPS03-A01 121301 Q Mathematics A2 One Year 2012 03/0912 27106113 Continuing 186
A2TG2012 121201 T A2 Tutorial 2012 2012 05/09M12 06/06/13 Continuing 78
{2012/2013) Leamer Details for Jolal Abdul - 1162553
pl 2 R
< Attendance for week beginning | 1510712 (11) [~ Cument >
PEE Period From To Class/Reg Description Lecturer Room Mark  |Notes
15/10/2012 Mon 01 09:00 10:00 1A2CMP-A-201 Computing A2 One Year BEACH 221C !
15/10/2012 Man 02 10:00 11:00 1A2CMP-A-202 Computing A2 One Year BEACH 227C !
151102012 Mon 03 11:00 12:00 A2ANSED3 A2 Tutorial 2012 - ANSEN ANSEN 101 !
15/10/2012 Man 04 12:00 13:00 1A2ZMPS-D-204 Mathematics A2 One Year SHIE CB132 !
15/10/2012 Man 09 17:00 12:00 1A2BIO-E-209 Biology A2 One Year WEBBS 1058 !
16/10/2012 Tue 05 13:00 14:00 1A2CHE-F-305 Chemistry A2 One Year ABRARE 125 !
16/10/2012 Tue 06 14:00 15:00 1A2CHE-F-306 Chemistry A2 One Year ABRARE 125 !
16/10/2012 Tue 08 16:00 17:00 1A2BIO-E-308 Biology A2 One Year WEBBS 1058 !
16/10/2012 Tue 09 17:00 18:00 1A2CMP-A-309 Computing A2 One Year BEACH 227¢C !
17/10/2012 Wed 01 09:00 10:00 1AZMPS-D-401 Mathematics A2 One Year SHIJE 126 !
1711012012 Wed 02 10:00 11:00 1A2MPS-D-402 Mathematics A2 One Year SHIJE 126 !
17/10/2012 Wed 04 12:00 13:00 1A2CMP-A-404 Computing A2 One Year BEACH MB217 !
17/10/2012 Wed 08 16:00 17:00 1A2CHE-F-408 Chemistry A2 One Year ABRARE 125 !
17/10/2012 Wed 09 17:00 18:00 1A2CHE-F-409 Chemistry A2 One Year ABRARE 125 !
18/10/2012 Thu 01 09:00 10:00 1A2BI0-E-501 Biology A2 One Year WEBBS 1058 !

Learner QoEs

(2016/2017) Learner Details for Andrew Abbott - 1563342- Talented Student

Type Description NvVQ [ Grade |Award Body |MonthiYear Points| Excl VA Auth
GCSE At GCSE 2 D AQA 06/2015 4
GCSE Biology GCSE 2 A AQA 06/2015 7
GCSE Chemistry GCSE 2 A AQA 06/2015 7
GCSE Computing GCSE 2 A AQA 06/2015 7
GCSE English GCSE 2 c AQA 06/2015 5
GCSE Mathematics GCSE 2 B AQA 06/2015 6
GCSE Drama GCSE 2 E AQA 06/2015 3

Register Management Screen

ister Management

Alan Bradley's Registers
Your Registers Intotal you have 12 registers to be marked
ja Register Title Date Day Period [Time: Duration Room Lecturer
Chemistry A2 One Year 2710117 Fri 04 12:00 60 125 ABRARE
A2 Tutorial 2016 31/0117 Tue 01 09-00 60 412 ABRARE A
Chenmistry A2 Cne Year 0117 Tue 05 13:00 50 125 ABRARE
Chermistry A2 Cne Year 30117 Tue 06 14:00 50 125 ABRARE
Chenmistry A2 Cne Year 10217 Wed 08 16:00 80 125 ABRARE
Chemistry A2 Cne Year 10217 Wed 09 1700 50 125 ABRARE
Chemistry A2 Gne Year 030217 Fi [ 12:00 50 125 ABRARE
A2 Tutorial 2016 070217 Tue 01 0900 50 412 ABRARE
Chemistry A2 One Year 07102117 Tue 05 13:00 60 125 ABRARE
Chemistry A2 One Year 07102117 Tue 06 14:00 60 125 ABRARE
Chemistry A2 One Year 08/02/17 Wed 08 16:00 60 125 ABRARE
Chemistry A2 One Year 08/02/17 Wed 09 17:00 60 125 ABRARE
M Biology AS One Year 10/01/17 Tue 01 09-00 60 CB101 ARMIJ
M A2 Tutorial 2016 10/01/17 Tue 01 09-00 60 412 ABRARE
M 1A2CHEF 305 Chenmistry A2 Cne Year 1001H7  Tue 05 13:00 50 125 ABRARE
M 1ASBUS-F-308 Business Studies AS One Year A0/0947 Tue 05 1300 80 115 HARVC

WwWWw.civica.com

Page 3 of 4

Civica UK Ltd 2018


http://www.civica.com/

REMS Documentation ClVl Ca

Register Marking Screen

Alan Bradley
Register 1A2CHE-F-604 Chemistry A2 One Year Session 26 27/012017 Fri  12:00

d a learner to register No Learners24 Room 125 > Register (Header) Notes
Leamer ID Family Name Given Name 16 Dec 13Jan  [20 Jan Last Period  |Mark Auth Reason [ Mins Late
1563342 {} Abbott Andrew (Andy) ! ! I 1 [Presen |4 5| A
1563345 /8 Addington Michael ' i i 1 [/ Presen V| [None M
1563341 {j Addy Mark ! ! / 1 [/ Presen v [None V] 3
1563337 Baldwin Mark i ' / 1 [/ Presen V] [None v o3
1563297 {} Barber Adrian ! ! I 1 [ Presen v [None v s
1663553 Beck Danielle # # # 1 [/ Presen V| [None v] 3|
1563351 Bowen lan ! i i 1 [1 Presen ~| [Nane V] 3
1563340 G Brennan Michael li ! I 1 [/ Presen ] [None v s
1663536 d Burns Philip ! i i i [ Presen v] [None M
1563367 v Clifton Adam i ! I 1 [ Presen v [None v s
1563300 - Coles Emma li ! / 1 [/ Presen v [None v] 3|
1563334 v = Collins Harvey li I I 1 [/ Presen | [None vl >
1563375 Cross Christine i li i 1 [/ Presen V| [None V] sl
1563347 (") Cullen lan ! i i 1 [/ Presen | [None v o3
1563352 Devon Peter ! i I 1 [ Presen V| [None v o3
1563313 Evans Michael i li i 1 [/ Presen | [None V] s
1663535 Gardener Sarah li ! / 1 [/ Presen v [None v] 3|
1563367 Grey Jennifer ! ! I 1 [/ Presen | [None V] s
1563245 v Harris Michael i ! I 1 [ Presen v [None v s v
Legend : i

Infil  [NWifidfEwAN  Transfered NomEntolled —Complete Present 24 Destination Mail Al Email Al SMS All Submit Back

Course / Registers Screen

ign A2 One Year

Class/Reg BL |D Start End od |From |To Room | Lecturer
1A2AAD. A Art & Design A2 One Year 12/09/16  22/05(17 Mon 01 09:00 10:00 MB215 Stuart Ravey,
1A2AAD-A-202 A Art & Design A2 One Year 12/09/116 22/05117 Mon 02 10:00 11:00 MB215 Stuart Ravey,

B Art & Design A2 One Year 12/09/16  22/05(17 Mon 05 13:00 14:00 MB220 Marc Bell

B Art & Design A2 One Year 12/09/16  22/05(17 Mon 06 14:00 15:00 MB220 Marc Bell

C  Art & Design A2 One Year 12/09/116 22/05117 Mon 08 16:00 17:00 MB215 Jenny Barnard,

B Art & Design A2 One Year 06/09/16  09/05/17 Tue 01 09:00 10:00 MB220 Marc Bell

B Art & Design A2 One Year 06/09/16 09/05/17 Tue 02 10:00 11:00 MB220 Marc Bell

C  Art & Design A2 One Year 06/09/16 09/0517 Tue 04 12:00 13:00 MB215 Jenny Barnard,
1A2AAD-A-309 A Art & Design A2 One Year 06/09/16  09/05/17 Tue 09 17:00 18:00 MB215 Stuart Ravey,
1A2AAD-A-404 A Art & Design A2 One Year 07/09/16  10/0517 Wed 04 12:00 13:00 MB215 Stuart Ravey,
1A2AAD-C-405 C  Art & Design A2 One Year 07/09/16 10/0517 Wed 05 13:00 14:00 MB215 Jenny Barnard,
1A2AAD 06 c Art & Design A2 One Year 07/09/16 10/05/17 Wed 06 14:00 15:00 MB215 Jenny Barnard,
1A2AAD-B-504 B Art & Design A2 One Year 08/09/16 18/0517 Thu 04 12:00 13:00 MB220 Marc Bell
1A2AAD-A508 A Art & Design A2 One Year 08/09/16 18/0517 Thu 08 16:00 17:00 MB215 Stuart Ravey,
1A2AAD 09 A Art & Design A2 One Year 08/09/16 18/05/17 Thu 09 17:00 18:00 MB215 Stuart Ravey,
1A2AAD 01 c Art & Design A2 One Year 09/09/16 190517 Fri 01 09:00 10:00 MB215 Jenny Barnard,
1A2AAD-C-602 C  Art & Design A2 One Year 09/09/16 19/0517 Fri 02 10:00 11:00 MB215 Jenny Barnard,
1A2AAD-B-608 B Art & Design A2 One Year 09/09/16 19/05(17 Fri 08 16:00 17:00 MB220 Marc Bell

Staff / Learners Screen

Staff Details for Alan Bradley (ABRARE)
|

Cohort  [Leamers I tesch | Edit Cohort Add Cohort

LoameriD Photo | Famiy Name Given/Other Notes | Gen | Age |Mobile Email g
\

1663342 L Andrew s M 18 07869 887615 elaine nicholson@civica.co.uk =

1563345 Addington Michael e” M 18 (07866 651187 elaine nicholson@civica.co uk

1563341 Addy Mark s ow 18 07866 547765 slaine.nicholson@ivica.co.uk

1563386 Appleton Rose 8 F 18 elaine.nicholson@divica.co.uk

1563337 Baldwin Mark M 18 (07896 884938 elaine nicholson@civica.co uk

1563297 = Barber Adrian 5 m 18 07896818809 slaine nicholson@civica.co uk

1663553 Beck Danielle F 18 (07866 878877 elaine nicholson@civica.co uk

1563351 Bowen lan M 18 elaine nicholson@civica.co uk

1563340 B Brennan Michael ;” M 18 (07866 176111 elaine nicholson@civica.co uk

1663536 Bums Philip M 17 07685 54332 elaine nicholson@ecivica co uk

1563357 Clifton Adam M 18 elaine nicholson@civica.co uk

1563300 B Coles Emma F 18 elaine nicholson@civica.co uk

1563334 B Collins Harvey M 19 elaine nicholson@civica.co uk

1563375 Cross Christine F 19 elaine nicholson@civica.co uk

1563347 Cullen lan M 18 elaine nicholson@civica.co uk

1663352 Deven Peter M 15 slaine.nicholson@civica.co.uk

1563313 e Evans Michael M 18 elaine nicholson@civica.co uk

1663535 Gardener Sarah F 18 07109 188818 elaine nicholson@civica.co uk

1563367 B Grey Jennifer F 18 elaine nicholson@civica.co uk

1563245 Harris Michasl M 13 slaine.nicholson@civica.co.uk

1563368 B Hodge Sophie F 18 elaine nicholson@civica.co uk

1663345 Kindiey Paul M 13 slaine.nicholson @civica.co.uk b
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