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1.0 Introduction 
This guide provides instructions for using the Adult Basic Education (ABE) system. The system 
tracks institutions providing ABE services, students, the courses taken by each student, the 
results achieved, and in the case of Level III, provides an audit function to ensure that a 
student has earned graduation status. The system houses the entire ABE student record 
collection from present to 1990. 

1.1 Supported Browsers 

The system is Internet based and can be accessed by using one of the following browsers:  
 

• Mozilla Firefox version 3+ 
•  Internet Explorer version 7 or 8 

 
Examples shown in this guide were produced using Internet Explorer version 7.  

1.2 Printing Transcripts/Diplomas/Reports 

You may want to remove header and footer information prior to printing transcripts, diplomas 
or reports. The steps to do this varies between browsers and different versions as outlined 
below. 
 

 
Mozilla Firefox: 

From the browser menu, select File and then select Page Setup. Alternately, select File, 
Print Preview and then the Page SetUp option (2nd

 
 button on menu bar).  

• Under the Format and Options tab, select Landscape  
• Select Print Background (colors & images).  This will ensure the grey lines are printed 

on the transcript. 
• Under the Margins and Header/Footer tab, blank out any information in the Headers 

and Footers section except you may want to keep Page # of # option for printouts 
with more than one page. 

• The Margin settings do not need to be altered. 
• Click OK to commit the changes 
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Internet Explorer:
 

  

From the browser menu, select File and then select Page Setup. Alternately, select File, 
Print Preview and then the Page set up icon (4th

 

 icon on menu bar). An example page setup 
window using IE 8 is shown below. 

 
Figure 1 - IE 8 Page Setup Window 

 
• Select Landscape Orientation  
• In IE 8, select Print Background Colors and Images. This will ensure the grey lines are 

printed on the transcript. In IE 7, select Tools, Internet Options, Advanced tab. Scroll 
down to the Printing section and select Print Background Colors and Images. 

• Blank out any information in the Headers and Footers section except you may want to 
keep Page # of total pages # option for printouts with more than one page. 

• Click OK to commit the changes 
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2.0 Accessing the Website 
Open a supported web browser. In the address bar of the browser, enter the URL: 
https://abe-admin.gov.nl.ca and press the <enter> key on your keyboard. The following 
screen is displayed. 
 

 
Figure 2 - Login Screen 
 
Enter your username and password.  Press the <enter> key or click Login.   
 
 If you do not have an account or have forgotten your password, contact your 

system administrator. 
 
Some security features are:  
 
 After a system administrator sets you up with a new account or resets your forgotten 

password, the system will force you to choose your own permanent password 
immediately after login. See section 2.1. 
 

 Passwords must be changed every six months. Within 7 days prior to the expiration, 
the system will display a message telling you this. A link will become available for you 
to change your password. If you do not change your password within these 7 days, the 
system will force you to do so by displaying the change password screen immediately 
after login. See section 2.1 for the change password screen. 
 

 After three invalid attempts to login, you will be locked out of the system for 15 
minutes.  
 

 After 20 minutes of inactivity, you will have to log back into the system.  
 

 A user can only log into the system once. If you are logged in on another machine you 
will receive a message as shown below. 
 

 
 

When the login is successful, the home page is displayed as shown in section 3.0. 

https://abe-admin.gov.nl.ca/�
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2.1.1 Reset Password 

After the system administrator creates a new account for you or resets your forgotten 
password, you will receive an email notification with a temporary password.  This password 
must be used within 12 hours. The expiry time is stated in the body of the email as shown in 
the example below. 
  

 
Figure 3 - Temporary Password Email 
 
Enter your username (obtained from your system administrator) and the password contained 
in the above email into the corresponding fields on the login screen.  The system immediately 
prompts you for a permanent password as shown below. 
 

 
Figure 4 - Change Password Screen 
 
The new password must be a minimum of 6 characters and must include at least one non-
alphabetic character. If your new password does not meet these requirements then the 
system displays a message to this effect and you can try again.  

 
  Note that your new password cannot be one of your last three passwords used. 
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3.0 Home  
After you have successfully logged into the system, you will be presented with the home page 
as shown below.  
  

 
Figure 5 - Home Page 
 
The home page shows the main menu, the name of your institution and a student search list 
as indicated in the above figure and discussed below. 
 
1. The main menu will always be displayed at the top of each screen and includes these 

options: 
 
Home In the main menu, click Home to return to the home page shown above.  

Add In the main menu , click Add to add a new student. This is the same as 
Add a new student link in the body of the home page. See section 4.0. 

Search In the main menu, click Search to find an existing student. This is the 
same as Search for Student link in the body of the home page. See 
section 5.0. 

Reports In the main menu, click Reports to obtain a submenu of available reports. 
See section 7.0. 

Help In the main menu, click Help to download a copy of the user guide and to 
view ABE contact information. See section 8.0. 

1 

2
 

3 
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Logout In the far right of the main menu, click Logout to exit the system.  It will 
ask for confirmation. You can either confirm the log out or cancel it to 
remain on the same page.  It is good practice to always log out of this 
system rather than closing the browser. 

 
Hold the mouse over the Log Out hyperlink at anytime to 
obtain the name of the logged in user. 

 
2. The name of your current institution will always be displayed at the top of each screen. If 

you have access to more than one institution, click on the institution name to switch to 
another.  A screen similar to the one shown below is displayed. 

 

 
Figure 6 - Switch Institution Screen 

 
On the screen, click Cancel to stay at your current institution. To switch, first select the 
institution from the drop down list and then click Switch.  Note that the drop down list 
will only list those institutions to which you have access. 

 
(If you have access to more than one institution then one of them will be set by your 
system administrator as the default. This means that each time you log into the system, 
this will be your current institution regardless of whether you switched to another in your 
previous session.) 
 
After you switch institutions, the home page is displayed showing a student list for your 
chosen institution. 

 
3. The home page displays a list of all students enrolled in your current institution which is 

shown above the log out link. If there are more than 25 enrolled students, the system 
displays page navigational buttons such as First, Next, Previous and Last at the bottom of 
the page.  You may need to use the browser scroll bar on the right side of the screen to 
see all on the page. 

 
The list is initially sorted by first name. To sort by any other column, click on the column 
heading.  To reverse the sort, click again on the column heading. 

 
To proceed to the student dashboard, click Select on the same row as the student.  
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4.0 Add a Student 
Before adding a student, ensure that your current institution is correct since the student will 
automatically be assigned to that one. To add a student, either click Add in the main menu or 
navigate to the home page and click Add a new student.  The following screen is displayed. 
Use the scroll bar on the right side of the browser to view all of the fields on the screen. 
Because this screen is lengthy, it is shown here in two parts; figure 7 and 8. 
 

 
 
Figure 7 - Add Student Screen - Demographics 

This is your current 
institution as shown 
at the top right of 
the screen. It 
cannot be changed 
here.  
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Figure 8 - Add a Student Screen – Extended Information 
 

 
The extended 
information 
(education, 
employment, etc.)  
shown in this figure 
cannot be edited 
later. It will be used 
for compiling 
reporting statistics. 
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The required fields are indicated on the screen. These fields must be completed. 
 

 
Entry Tips: 

 Use the tab to move to the next field. 
 Use the shift and tab together to move back to the previous field. 
 Click within a field to move immediately to it. 
 Click within the birth date field to obtain a calendar, or you may directly enter a date. 
 Click on “Same as above” to bring the permanent address block of information forward 

into the mailing address block.  You may modify the mailing address afterwards. 
 
Click Save to save the new student. If any of the required fields are missing or invalid, then a 
message indicating the problem will be displayed on the screen and the record will not be 
saved.  You may make corrections and try again or you may click Cancel to abort and return 
to the home page. 
  
If the save action is successful, the student dashboard is displayed as shown in figure 11 in the 
Section 6. 
 

5.0 Search for a Student 
To search for a student, either click Search in the main menu or navigate to the home page 
and click Search for Student.  The following screen is displayed.  
 

  
Figure 9 - Student Search Screen 
 
There are two search options as follows: 
 
1 You may search for students enrolled in your selected institution.  This is the default 

option.  If you do not specify any names then all students enrolled in your selected 
institution will be displayed which is the same list that is displayed on the home page. 
Otherwise, the search results are filtered accordingly. 
 

2 You may search for all students enrolled in any institution. If you use this option then you 
must complete one of the name fields. Also for any students that do not belong to your 
selected institution, the student dashboard will be limited to the transfer/reactivate 
functionality. This means that you cannot edit or add courses while the student is at 
another institution. 

1 

2 
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After specifying the search criteria, click Search.  If the search is successful, the results are 
displayed in the bottom section of the screen as shown in the example below. 
 

 
Figure 10 - Student Search Results Screen 
 
When there are more than 25 rows in the search results, the system displays page 
navigational buttons such as First, Next, Previous and Last at the bottom of the page.  You 
may need to use the browser scroll bar on the right side of the screen to see all on the page. 
 
The list is initially sorted by first name. To sort by any other column, click on the column 
heading.  To reverse the sort, click again on the column heading. 
 
To proceed to the student dashboard, click Select on the same row as the student. 
 
To perform a different search, modify the fields or click Reset for a clean form.
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6.0 Student Dashboard 
After you add a new student or select a student from the search results, the student 
dashboard is displayed as shown in the example below. 
 

 
Figure 11 – Enrolled Student Dashboard Screen 
 
Sometimes, the following message is displayed on top of the above screen for the reason 
stated within the message. 
 

 
 

The dashboard buttons are underneath this popup message. Click anywhere 
within this message to clear it so that these buttons are accessible. 

 
In addition to the dashboard buttons at the top as shown in figure 11, other buttons appear 
depending on the situation.  
 

If the student is not enrolled in your selected institution then the edit profile and edit 
demographics buttons are not applicable.  The Edit Profile button will be replaced with a 
Transfer button.   See section 6.6 for a description of the Transfer functionality.  

Students enrolled in other institutions 

These buttons 
appear for 
students enrolled 
in your selected 
institution.   
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If the ‘Date of Exit’ field is completed on the profile, then the Edit Profile button is replaced 
with a Transfer/Reactivate button and the ‘Enrollment’ block changes to show that the 
student is no longer enrolled in any institution as demonstrated in the figure below: 

Unenrolled Students 

 

 
Figure 12 - Unenrolled Student Dashboard 
 
You must reactivate the student in order to edit their enrollment profile. See section 6.7 for a 
description of the Transfer/Reactivate functionality. As well, the student’s status will appear 
as ‘inactive’ and in any later search results showing this unenrolled student. See figure 9. 
 

If the ‘Date of Exit’ field is blank on the profile then depending on the selected enrollment 
status, different buttons will appear on the top of dashboard as follows: 

Enrolled Students 

 
for level I enrollment – see section 6.3 

 
for level II enrollment – see section 6.4 

 
  

for level III, upgrading or high school transfer enrollment – see section 

6.5.   

As well, for an un-graduated level III student in the 2006+ profile,                          appears in 

graduation status block. See section 6.5.5.  

 
After a topic or course has been added, it is shown below the ‘Graduation Status’ block. 
There are separate blocks for each level. As well, this button appears in the dashboard menu: 
 
                                   See section 6.5.6 for more information about using this button. 
 
 
 All dashboard buttons are described in the following sections. 
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6.1 Edit Demographics 

Click Edit within the Demographics block to change all information that is shown in figure 7. 
Note that the extended information such as education, employment, financial, etc. as shown 
in figure 8 cannot be edited.   
 
All field validations are the same as when adding a new record. Click Save to save any 
changes to the record. If successful, you will be returned to the dashboard. If any of the 
required fields are removed or invalid, then a message indicating the problem will be 
displayed on the screen and the record will not be saved.  You may make corrections and try 
again. Click Cancel to abort and return to the dashboard. 

6.2 Edit Profile 

For a student who is enrolled in an institution, click Edit Profile on the top of the student 
dashboard screen.  A screen similar to the following is displayed: 
 

 
Figure 13 - Edit Profile Screen 
 
The ‘Date of Entry’ defaults to today’s date. It may be changed.  
 
The ‘Status’ defaults to part-time. It may be changed to full-time.  
 
If you choose an enrollment type other than level III ensure that a profile is not selected in 
the drop down list corresponding to level III. 
 
After completing the fields, click Save to save any changes to the record. If successful, you 
will be returned to the dashboard. If any of the required fields are removed or invalid, then a 
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message indicating the problem will be displayed on the screen and the record will not be 
saved.  You may make corrections and try again. Click Cancel to abort and return to the 
dashboard. 

6.3 Add Level I Topic 

Find a student who is enrolled in Level I, click Add Lvl I Topic on the top of the student 
dashboard screen or the Add button that appears above topic list in the bottom section of the 
dashboard. The latter button only appears after the first topic has been added.   The 
following screen is displayed.  
 

 
 
Figure 14 - Add Level I Topic Screen 
 
Click within the date fields to obtain a calendar, or you may directly enter a date. 
 
Click Save to save the new record. If successful, you will be returned to the dashboard.  
 
If any of the required fields are missing or invalid, then a message indicating the problem will 
be displayed on the screen and the record will not be saved.  You may make corrections and 
try again.  Click Cancel to abort and return to the dashboard. 
 
If the save is successful, the topic will be added to the list in the bottom section of the 
dashboard. An example is shown below. 

 
Figure 15 – Dashboard - Level I Topic List 
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For each course completed in your selected institution, there are Edit and Delete options.   
 
Click Edit to change any information for the topic named on that row. The screen is the same 
as when adding a new topic except current information is shown in the fields. Field 
validations, save and cancel buttons work the same as when adding a new record. 
 
Click Delete to delete the row. The system will ask you to confirm the deletion action.  The 
record will only be deleted if you okay it. 
 
Notice also that an Add button appears above the list. This button works the same as the Add 
Lvl I Topic in the dashboard menu.  

6.3.1 Level I Transcript 

After a topic has been added, click Transcripts/Diploma on the top of the student dashboard 
screen. The following screen is displayed. 
  

 
Figure 16 – Level I Transcript Menu Screen 
 
If the student is enrolled in Level II and/or III, additional options will be shown on this menu 
for those transcripts. Click Return to go back to the dashboard. 
 
Click View Level I for the Level I transcript. A sample is shown below. 
 

 
Figure 17 - Level I Transcript Screen 
 
All Level I topics added to the student are listed here. 
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Click Return to go back to the dashboard.  
 
Before printing you may want to remove the header and footer information. See section 1.2. 
Click Print to send it to the printer. You will first be asked to select a printer. 

6.4 Add Level II Course 

Find a student who is enrolled in Level II, click Add Lvl II Course on the top of the student 
dashboard screen or the Add button that appears above level II course list in the bottom 
section of the dashboard. The latter button only appears after the first course has been 
added.   The following screen is displayed. 
 

 
Figure 18 - Add Level II Course Screen 
 
Click within the date fields to obtain a calendar, or you may directly enter a date. 
 
Click Save to save the new record. If successful, you will be returned to the dashboard.  
 
If any of the required fields are missing or invalid, then a message indicating the problem will 
be displayed on the screen and the record will not be saved.  You may make corrections and 
try again.  Click Cancel to abort and return to the dashboard. 
 
If the save is successful, the course will be added to the list in the bottom section of the 
dashboard. An example is shown below. 
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Figure 19 – Dashboard - Level II Course List 
 
For each course completed in your selected institution, there are Edit and Delete options.   
 
Click Edit to change any information for the course named on that row. The screen is the 
same as when adding a new course except current information is shown in the fields. Field 
validations, save and cancel buttons work the same as when adding a new record. 
 
Click Delete to delete the row. The system will ask you to confirm the deletion action.  The 
record will only be deleted if you okay it. 
 
Notice also that an Add button appears above the list. This button works the same as the Add 
Lvl II Course in the dashboard menu.  

6.4.1 Level II Transcript 

After a level II course has been added, click Transcripts/Diploma on the top of the student 
dashboard screen. The following screen is displayed. 
  

 
Figure 20 - Level II Transcript Menu screen 
 
If the student is also enrolled in Level I and/or III, additional options will be shown on this 
menu for those transcripts. Click Return to go back to the dashboard. 
 
Click View Level II for the Level II transcript. A sample is shown below. 
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Figure 21 - Level II Transcript Screen 
 
All Level II courses added to the student are listed here. 
 
Click Return to go back to the dashboard.  
 
Before printing you may want to remove the header and footer information. See section 1.2. 
Click Print to send it to the printer. You will first be asked to select a printer. 



Adult Basic Education (ABE) 
Public User Guide 

Page 19 of 35 
 

  

6.5 Add Level III Course 

Find a student who is enrolled in Level III, click Add Lvl III Course on the top of the student 
dashboard screen or the Add button that appears above the level III course list in the bottom 
section of the dashboard. The latter button only appears after the first course has been 
added.  The following screen is displayed. 
 

 
Figure 22 - Level III Course Menu 
 
Click Cancel to return to the dashboard.  Otherwise, select one of the menu options. Each of 
these menu options are discussed in the following sections. 

6.5.1 Course 

From the menu shown in figure 22, select the Course option. The following screen is 
displayed. 
 

 
Figure 23 - Add Level III Course Screen 
 
Select a transfer code only when the course was done in a previous ABE stream or outside the 
ABE program.  Note that this transfer code will show on the student’s transcript. 
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Click within the date fields to obtain a calendar, or you may directly enter a date. 
 
Click Save to save the new record. If successful, you will be returned to the dashboard.  
 
If any of the required fields are missing or invalid, then a message indicating the problem will 
be displayed on the screen and the record will not be saved.  You may make corrections and 
try again.  Click Cancel to abort and return to the dashboard. 
 
If the save is successful, the course will be added to the list in the bottom section of the 
dashboard. An example is shown below. 
 

 
Figure 24 - Dashboard - Level III List 
 
Notice that the level III stream is shown in the header. For each course shown in the list 
completed in your selected institution, there are Edit and Delete options.   
 
Click Edit to change any information for the course named on that row. The screen contains 
the same fields as adding a new course except current information is shown in the fields 
including the credit value that was assigned to the course in the admin system configuration.  
This credit value can be changed for this student only. Field validations, save and cancel 
buttons work the same as when adding a new record. 
 
Click Delete to delete the row. The system will ask you to confirm the deletion action.  The 
record will only be deleted if you okay it. 
 
Notice also that an Add button appears above the list. This button works the same as the Add 
Lvl III Course in the dashboard menu.  
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6.5.2 Manual Override 

From the menu shown in figure 22, select the Manual Override option. The following screen 
is displayed. 
 

 
Figure 25 - Add Manual Override Screen 
 
Different profiles have different subject areas that may be overridden. For example, the 
subject areas for the ‘degree and technical profile’ are ‘Employability’ and ‘English’.  When a 
subject area such as English is overridden then the student is given the total credits for all 
courses within that subject area. In our example, that would be nine credits for English.  
(Manual overrides have the same effect as adding each course in the subject area separately 
however it only assigns the credits. It does not add the individual courses.) 
 
If the save is successful, the override will be added to the list in the bottom section of the 
dashboard. An example is shown below. 
 

 
Figure 26 - Dashboard - Manual Override List 
 
If you take a look at the graduation status summary you will see the number of credits gained 
by the override. 
 
For each row in the list, there are Edit and Delete options.   
 
Click Edit to change any information on that row. The screen is the same as when adding a 
new override except current information is shown in the fields. Field validations, save and 
cancel buttons work the same as when adding a new record. 
 
Click Delete to delete the row. The system will ask you to confirm the deletion action.  The 
record will only be deleted if you okay it. 
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6.5.3 Level II Equivalency/Maturity Credit 

From the menu shown in figure 22, select the Level II Equivalency/Maturity option. The 
following screen is displayed. 
 

 
Figure 27 - Add Maturity/Level II Equivalency Credits Screen 
 
If the save is successful, the credits will be added to the list in the bottom section of the 
dashboard. An example is shown below. 
 

 
Figure 28 - Dashboard – Maturity/Level II Equivalency Credits List 
 
Click Edit to change one or both numbers.  Click Delete to remove both numbers which is the 
same as editing and changing both to zero. 
 
If you take a look at the graduation status summary you will see the number of credits listed 
like this: 
 

 
 
Note that the ‘General’ count does not include maturity and level II equivalency credits even 
though they contribute to that category. This is for ease of viewing the credits in the 
category. 
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6.5.4 Non Specific 

From the menu shown in figure 22, select the Non Specific option. The following screen is 
displayed. 
 

 
Figure 29 - Add Lvl III Non Specific Credit Screen 
 
If the save is successful, the non specific category will be added to the list in the bottom 
section of the dashboard. An example is shown below. 
 

 
Figure 30 -Dashboard - Non Specific Credit List 
 
For each row in the list, there are Edit and Delete options.   
 
Click Edit to change any information on that row. The screen is the same as when adding a 
new non specific category except current information is shown in the fields. Field validations, 
save and cancel buttons work the same as when adding a new record. 
 
Click Delete to delete the row. The system will ask you to confirm the deletion action.  The 
record will only be deleted if you okay it. 
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6.5.5 Graduation Summary 

For a level III student who has not graduated, a Summary button appears in the graduation 
status block on the student dashboard. This does not apply to upgrading or high school 
transfer students. 
  
Find the student and navigate to the dashboard. Click Summary to find the total credits that 
the student has obtained in each subject area. As well, the system determines the remaining 
courses that this student must complete in order to graduate. A sample screen is shown 
below. 
 

 
Figure 31 - Graduation Summary Screen 
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Click Return to go back to the dashboard. 
 
Click Transcripts/Diploma to go to a menu screen to print the student’s transcript or you can 
go back to the dashboard and use the same button at the top of that screen. See section 
6.5.6.   

6.5.6 Level III Transcript/Diploma 

After a Level III course has been added, click Transcripts/Diploma on the top of the student 
dashboard or the Summary screen. The following screen is displayed. 
 

 
Figure 32 - Level III Transcript/Diploma Menu Screen 
 
If the student is also enrolled in Level I and/or II, additional options will be shown on this 
menu for those transcripts. The ‘View Diploma’ option is shown only for graduated students. 
 
 Click Return to go back to the dashboard. 
 
Click View Level III for the Level III transcript. A sample is shown below. 
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Figure 33 – View Level III Transcript Screen 
 
Although not shown in the above figure, all Level III courses added to the student are listed 
on the transcript.  
 
Click Return to go back to the dashboard.  
 
Before printing you may want to remove the header and footer information. See section 1.2. 
Click Print to send it to the printer. You will first be asked to select a printer. 
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To obtain the diploma, select View Diploma from the menu shown in figure 33. A sample is 
shown below. 
 

 
Figure 34 - View Diploma Screen 
 
Click Return to go back to the dashboard.  
 
Before printing you may want to remove the header and footer information. See section 1.2. 
Click Print to send it to the printer. You will first be asked to select a printer. 
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6.6 Transfer 

For a student who is enrolled in another institution, click Transfer on the top of the student 
dashboard screen.  A screen similar to the following is displayed: 
 

 
Figure 35 - Transfer Student Screen 
 
This screen is used to transfer a student from another institution to your selected institution. 
 
After completing the fields, click Save to save the transfer. If successful, you will be returned 
to the dashboard.  A popup message will be displayed telling you to set up another academic 
profile. (This is the same message that is shown when you first add the student.) 
 
 If any of the required fields are removed or invalid, then a message indicating the problem 
will be displayed on the screen and the record will not be saved.  You may make corrections 
and try again. Click Cancel to abort and return to the dashboard. 
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6.7 Transfer/Reactivate 

For a student who is not currently enrolled in an institution, click Transfer/Reactivate  on the 
top of the student dashboard screen.  A screen similar to the following is displayed: 
 

 
Figure 36 - Transfer/Reactivate Screen 
 
This screen is used after the student has exited the previous institution as recorded on their 
academic profile. The student may be returning to the same or a different institution. 
 
After completing the fields, click Save to save the transfer. If successful, you will be returned 
to the dashboard.  A popup message will be displayed telling you to set up another academic 
profile. (This is the same message that is shown when you first add the student.) 
 
 If any of the required fields are removed or invalid, then a message indicating the problem 
will be displayed on the screen and the record will not be saved.  You may make corrections 
and try again. Click Cancel to abort and return to the dashboard. 
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7.0 Reports 
Select Reports from the main menu and the following options are displayed. 
 

 
Figure 37 - Reports Menu Screen 
 
Each of these reports are shown below. 

7.1 Gender Enrollment Count Report 

Select the Gender Count Report option from the report menu.  The following screen is 
displayed. 

 
Figure 38 - Gender Count Report Options 
 
Click Back to return to the report menu. 
 
Click Reset to clear the fields. 
 
Enter a date range and click Generate to obtain a report as shown below. 
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Figure 39 - Gender Enrollment Count Report 
  
A Print button is shown at the top of the report which may be used to obtain a printed 
version of the report. Before printing you may want to remove the header and footer 
information. See section 1.2. 

7.2 Graduation Report 

Select the Graduation Count Report option from the report menu.  The following screen is 
displayed. 

 
Figure 40 - Graduation Count Report Options 
 
Click Back to return to the report menu. 
 
Click Reset to clear the fields. 
 
Enter a date range and click Generate to obtain a report as shown below. 
 

 
Figure 41 - Graduation Report 
 
A Print button is shown at the top of the report which may be used to obtain a printed 
version of the report. Before printing you may want to remove the header and footer 
information. See section 1.2. 
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7.3 Students Enrollment Per Level Report 

Select the Students Enrollment Per Level Report option from the report menu.  The 
following screen is displayed. 

 
Figure 42 - Students Enrollment Per Level Report Options 
 
Click Back to return to the report menu. 
 
Click Reset to clear the fields. 
 
Enter a date range and click Generate to obtain a report as shown below. 
 

 
Figure 43 - Student Enrollment Per Level Report 
 
A Print button is shown at the top of the report which may be used to obtain a printed 
version of the report. Before printing you may want to remove the header and footer 
information. See section 1.2. 

7.4 Student Age Report 

Select the Student Age Report option from the report menu.  The following screen is 
displayed. 
 

 
Figure 44 - Student Age Report Options 
 
Click Back to return to the report menu. 
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Click Reset to clear the fields. 
 
Enter a date range and click Generate to obtain a report as shown below. 
 

 
Figure 45 - Student Age Report 
 
A Print button is shown at the top of the report which may be used to obtain a printed 
version of the report. Before printing you may want to remove the header and footer 
information. See section 1.2. 

7.5 Commuting Distance Report 

Select the Commuting Distance Report option from the report menu.  A sample report is 
shown below. 

 
Figure 46 - Commuting Distance Report 
 
Click Back to return to the report menu. 
 
Click Print to obtain a printed version of the report. Before printing you may want to remove 
the header and footer information. See section 1.2. 

7.6 Intend to Pursue Report 

Select the Intend to Pursue Report option from the report menu.  A sample report is shown 
below. 
 

 
Figure 47 - Intend to Pursue Report 
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Click Back to return to the report menu. 
 
Click Print to obtain a printed version of the report. Before printing you may want to remove 
the header and footer information. See section 1.2. 

7.7 Average Weeks to Complete Level 3 Course Report 

Select the Average Weeks to Complete Level 3 Course Report option from the report menu.  
The following screen is displayed. 
 

 
Figure 48 - Average Weeks Report Options 
 
Click Back to return to the report menu. 
 
Click Reset to clear the fields. 
 
Enter a date range and click Generate to obtain a report as shown below. 
 

 
Figure 49 - Average Weeks Level 3 Completion Report 
 
A Print button is shown at the top of the report which may be used to obtain a printed 
version of the report. Before printing you may want to remove the header and footer 
information. See section 1.2. 
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