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Premier’s be active Challenge Data

This fact sheet provides instructions on:
1. Preparation for data entry.
2. Accessing the website to enter data for Premier’s be active Challenge (PbaC).
3. Enteringtotal school enrolment numbers.
4. Entering existing students.
5. Entering new students as having completed the Challenge for the current year.
6. Printing reports of data entered.

Data for the current year can be entered between the first day of term 3 and the last day of term 3. Please
refer to the Premier’s be active Challenge website for details of cut off dates.

You will be assigned an Education EdPass account username (eg Contactl.Site XXXXXXX@schools.sa.edu.au)
and a password for logging into the Education departments’ application portal to access the Premier’s Challenges
Administration System. These will be emailed to you before the beginning of term 3.

Data can be added any time after receiving your Education EdPass account username and password. Data does
not have to be entered all at once. It is recommended that after entering about 40 students, you click the
Mark completed for PBAC button to save the data.

Please note: Please submit any data entered before walking away from the computer, even for a few
minutes, as you will lose your data.

When you have finished using the Premier’s Challenges Administration System each time, please close the
system in the following way:

1. Click on the Menu button in the top left hand corner and then Log Out.

2. The following window will appear:

Message from webpage @

dC% The current browser window will be closed. Would you like to
‘&Y' continue?

oK ] [ Cancel

3. Click the OK button.
To close the departments’ EDU Portal, click on Logout in the top right hand corner.
A dialogue box asking if you want to close the browser window will appear. Click the OK button again.
The window will then close and you will be logged off the departments’ EDU Portal.

Please note: You are NOT required to send any Student Records or Reports to the department. All student
data will be collected electronically as detailed in this Data Entry Instructions fact sheet.

If you have any issues with your data entry, please contact the Premier’s be active Challenge team via an
email Education.PbaC@sa.gov.au.
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Preparation

What you need:

1.

5.

An Education EdPass account username (eg Contact1.SiteXXXXXXX®@schools.sa.edu.au) and
password - which will be supplied by email to the school contact person for the Premier’s be active
Challenge before the beginning of term 3.

The numbers of students enrolled in the school, in total, for each class - not just the number of
students who completed the Challenge. Eg If you have 50 students in Reception to Year 2, and 45
completed the Challenge, you would enter 50 for the enrolment figure.

Date of birth for any new students - this will help to avoid duplication of students and to match
students to their Challenge record at a different school in previous years if applicable. It also helps to
distinguish students who have the same name. This should be noted on each student’s Student
Record.

The previous school for students new to your school this year - who have come to your school from
another school. This should be noted on each student’s Student Record and is a mandatory field.

All Student Records - for those who have completed the Premier’s be active Challenge.

Accessing the Premier’s Challenges Administration System

1. Openthe Premier’s be active Challenge website http://www.pbac.sa.edu.au. Click on Staff & Teachers (on
top of the page) and then click on Data Entry for Schools (on the right hand side). Click on the link EDU Portal
(under the heading Non-Government Schools) to log into the Education departments’ application portal (EDU
Portal) to access the Premier’s Challenges Administration System.

OR

Go to the following website - https://www.eduportal.sa.edu.au.

2. A EdPass Sign In screen will appear. Enter your Education EdPass account username for Username and
in the Password field, enter your password that was emailed to you and click on the Trouble logging in?
at the bottom.

-
= EdPass
Sign in
Username

| Password
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3. Click on the Select a different site at the bottom.

4. Click on | Work or study at multiple schools and click on the Continue button.

Please select your site below, you will be redirected to complete the
login process. Click here for help logging in.

Search for your site

EdPass Portal (@schools.sa.edu.au login)

Preschools

ﬂ | work or study at multiple schools j

Cloud Device (Azure AD)

Adelaide Botanic Hiah School h

/] Remember my site

5. A EdPass Sign In screen will appear again. Please enter your Education EdPass account username for
Username and in the Password field, enter your password that was emailed to you and click on the Sign
In button.

+ EdPass

Sign in

Username

Password
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6. It will prompt you to change your password (this will only occur on your first login). Enter the old
password and enter a new password and click on the Change Password button.

: EdPass

Partal

\
/

Your password has expired

Password requirements

Old password

New password

Repeat password

Change Password

7. A Welcome to EdPass screen will appear. There is no need to Add Phone Number for resetting your
password or unlocking your account using SMS. You will need to Select a Security Image by clicking on
one of the pictures and then click on Create My Account at the bottom.

Welcome to EdPass - Education South Australia, Contactl!
Create your EdPass - Education South Australia account

e Add 2 phone number for resetting your password or unlacking yaur
account using SMS (o

& Add Phone Number

Click a picture to choose a security image

Create My Account
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8. A My Apps screen will appear and click on EDU Portal.

(® EdPass
wen e wes wen wes e
(:h ............. s GROK l y 4 k j
s b SPECTIV scootle
§ & bt erhe p INK. PERSPECTIVE g
SWiFT portal eCarl Grok Learning Plink Portal Perzpective Survey Scootls

EDI LF O e [

EDi Intranet edIT User Portal EMS Chemwatch Whispir. EDU Partal

=T F\VAdobe &7 Edsmar b »

Adobe Creative edSmart Microsoft Office 365 Microsoft Office 265 Microsoft Cffice 365
CoviU i o

Cloud Power BI Stream Power Automate

[rersery—
MyCareerPortal

MyCarserPortal

9. It will prompt you to accept the User Agreement. In order to continue on to enter data for the Premier’s
be active Challenge the agreement must be accepted by clicking the | Accept button.

User Agreement

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

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

As a user of the Education portal you must:

sy

. Understand and adhere to the requirements of the Education ICT Security Policy.
Understand you are responsible for any actions undertaken under your login account.
. Protect your login details from unauthorised use by:
& Mot disclosing your password to anyone else;
@ Taking adeguate steps to protect your password;
o Not allowing anyone else to use your login account.
Follow the directions of ICT Services relating to your use of Education ICT facilities.
Mot attempt to gain access to information for which you are not authorised.
Understand and adhere to the Employee Code of Ethics.
Understand that perscnal information on this Education portal and associated applications must be kept confidential
and only used for the purpose it was collected or for a purpose incidental to or connected with that purpose and
adhere to its use in accordance with the Information Privacy Principles Instruction of the Government.
8. Understand zand adhere to the reguirements of the Department for Education Policy - Information Management

W

L

o

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

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

investigations.
| Accept | Do Mot Accept
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10. Once accepted, the departments’ EDU Portal appears which shows the link to the Premier’s Challenges
Administration System under the Applications heading. Click on Premier’s Challenges Administration
(PCA) and it will take you directly to the Welcome screen and the main Menu of the system.

Applications Forms

Oz

Email ! Power Bl
Email mailbox Grants Manag yste rg ture ire ges System Perfo

Premier’'s Challenges Administration System

% Gowvernment of South Australia
o Department for Education

Welcome Contact1

4/ Woticas

Netice: | |

If you need any assistance, please call the Department for Education ICT Service Desk on 8204 1866 (metro)
or 1300 363 227 (regional).
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Premier’s Challenges Administration System — Main Menu

1. Click on the Menu button in the top left hand corner of the Welcome screen.

2. Click on Non-Government.

m Premier's Challenge Administration System(TEST)
Non-Government ] Enrolments
Non-Government Schools Enter non-Government School
= enrclments,
Log Out Students
‘% Search or add non-government
S students,
@ s I
- Obtain a report. ‘

Notice:

™

3. The secondary menu that shows up when you click on Non-Government contains 3 options:

a.

Enrolments (Total enrolment) - enter the numbers of students enrolled in the school, in
total, for each year level group as applicable (R-2, 3-5, 6-9, 10-12), (not just the number of
students who completed the Challenge). Eg If you have 50 students in Reception to Year 2,
and 45 completed the Challenge, you would enter 50 for the enrolment figure. (This option
may have already been completed by the Premier’s Reading Challenge (PRC) school
contact person).

Also, if you are an R-12 school who only runs the Challenge in certain year levels, please
enter enrolment figures for all year levels available at your school.

Students - edit student details, add new students and select students as having completed
PbaC for the current year.

Reports - view and print reports on the numbers of new and existing students involved in
PbaC for the current year. (Please run these to confirm whether your data entry has been
successful).
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Step 1 - Enter Enrolment Figures

To enter enrolment figures:

1. Click on Menu....> Non-Government....> Enrolments...>.

m Premier's Challenge Administration System(TEST)
Non-Government '] Enrolments
Non-Government Schools Enter non-Government School
enrolments.
Y Lo Out Students
0 g | Search or add non-government
R students.
4 tosce S
%j Obtain a report.
Nofice: |

2. Your school should already be listed in the drop down list next to School (you should not be able to
see any other schools listed).

Premier's Challenge Administration System(TEST)

Total School Enrolments - Reception to Year 12

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

Scnool:| Cabra Dominican College |

Enter Total School Enrclments

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

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

Years R-2 I:l Years &SD Years £-8|0 Total R-9

Years 10-12 |0 Total R-12

=]

=]

3. Enter your Total School Enrolments for each year level group, eg Years R-2, Years 3-5, Years 6-9 and
Years 10-12 (as applicable). (This may have already been completed by the PRC school contact
person).

Eg 1: If you have 50 students in Years R-2, but only 45 completed the Challenge, please enter 50 as
the enrolment figure.

Eg 2: Schools that only enroll students in certain year levels enter enrolment figures for the relevant
year levels (eg an R-7 school would enter enrolment figures for R-2, 3-5 and 6-9, the 6-9 figure being
students in years 6 and 7).

Eg 3: Special Schools or schools with special classes should include students in those classes in the
approximate, equivalent year level for their learning ability (eg a 10 year old in a special class at a
year 2 learning ability can be included in the Year R-2 figure).

4. Click the Save button to the right of the screen and the window should return to the Welcome
screen.
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Step 2 — Check Students

To check students listed:

1. Click on Menu....> Non-Government....> Students...>.

m Premier's Challenge Administration System(TEST)
Non-Government § Enrolments
Non-Government Schools Enter non-Government School
& enrolments.
Ty Loo Out Students
0 g ! Search or add non-government
= students.
4 ot & "o [
‘Q Obtain a report.
Nofice: |

a. Check that the School drop down box lists your correct school and the Registration Year
should be, by default, last year.

b. Also, check that there is an orange PbaC at the top right of your screen; to ensure you are
entering data for the Premier’s be active Challenge. If not, click on the drop down box next
to it and select PBAC.

c. The list of students shown is by default the students who completed the Premier’s be active
Challenge last year.

d. Alternatively, search for the missing student using the Additional Search Criteria and clicking
the Go button.

e. Toview students who completed the Premier’s Reading Challenge last year, click the Show
completed students from PRC as well tick box.

f. The names are listed in alphabetical order by Last Name, but can be sorted by Current Year
Level or Roll Class as needed. To sort, hover over the column heading you would like to sort
by, until the arrow turns into a hand and then click.

The list may show students who have left your school. The Premier’s Challenges Administration
System will always show the history of all students who have completed the Premier’s be active
Challenge at your school in past years and deleting them will alter their history and result in the
incorrect award being presented at their new school.

Premier's Challenge Administration System(TEST)

Existing Participants Pba c Challenge Type: | PBAC ]
Select your school and registration year to view the list of students who have successfully completed P5aC/PRC in the year selected
Sthool | Cabra Dominican College | Registration Yesr: | 2017 [] show completed students from PRC as well
Additional Search Criteria
Given Names.l | Last Name.‘ ‘ DoB | | Gendel.| | Year Level:
- Number Current PBAC
Selected Given Names Last Name OF Weeks Gender ATSI Year Level Roll Class Last Completed Year Level
] Samuel Thomas Austin 4 Weeks  11/01/2005 M N 08 2017 o7
O Jess Bashford 10 Weeks  23/12/2002 F u 10 017 08
| Daniel Erown 4Weeks  25/10/2004 M u o8 2017 or

3 Participants
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Step 3 — Edit Student Details

Please edit student details carefully, as the award list will be generated using this data.

Please submit any data entered before walking away from the computer, even for a few minutes, as you
will lose your data.

To edit student details:

1. Click on Menu....> Non-Government....> Students...>.

m Premier's Challenge Administration System(TEST)
Mon-Government § Enrciments
Non-Government Schools Enter non-Government School
& enrolments.
Ty Loo Qut Students
0 &'s Search or add non-government
= students.
P | E—
‘Q Obtain a report.
Motice: | ﬂ

a. Student’s Name, Date of Birth, ATSI Status - click on the student’s name. A window will pop
up to allow their Given Names, Preferred Name, Last Name, Date of Birth and ATSI status to

be edited.

Please update the spelling of the student’s name and date of birth.

Mote: Even if the student has left your school, no names can be deleted.

Given Mames: |Daniel

Preferred Name: |

Date of Birth (DD/MMMA Y ): |25|"1GJ'2DCI4

|
|
Last Name: |Brown |
|

ATSI: | Not Appicable [v]

The Preferred Name option is for use in a case where the student is not normally known by
the official first name, but is not designed to be used for ‘nick’ names. For example, a
student officially enrolled as ‘Thu Anh’ may prefer to use the name ‘Anna’. Enter ‘Thu Anh’
as the Given Names, and ‘Anna’ as the Preferred Name. Or, if the Preferred Last Name is
different to the enrolled last name, put the full Preferred Last Name in the Preferred Name
box. Eg Sally Jones prefers to be called Sally Brown, so put Sally Brown in the Preferred Name
box.

Please note: Entering a Preferred Name will change the student’s name in the list of
participants, but our records will still maintain the given name as entered previously.

Any errors in the spelling of names from previous years can also be edited at this stage.

b. Current Year Level - click in the Current Year Level column and use the drop down list if the
current year level shown is incorrect (R-12 only). (For most students, you will not need to
edit this field).

For students in special needs classes, enter the year level for that student as the
equivalent year level that the student is learning at (eg a 10 year old student at a year 2
learning level would be entered as Year 2). This allows for easier reporting on participation
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by year level.

c. Roll Class - click in the Roll Class column next to the student’s name and a text box will
appear. Enter their Roll Class code according to your class lists — this will be saved when you
click on the next student.

For students in special needs classes, please enter SPEC (or something that makes sense to
you) in the Roll Class NOT the Current Year Level.

This is not mandatory but it may save a lot of sorting time when the awards for your school
arrive. The roll class code can be any combination of up to five letters and numbers.

Step 4 — Submit Student Data

Please submit any data entered before walking away from the computer, even for a few minutes, as you
will lose your data.

Itis a good idea to work in small batches (eg one class at a time), checking spelling of student names, their
current year level and marking the students HAS having completed the Premier’s be active Challenge. To
check if you have submitted your data, enter one class and then run a report (see Step 6) to see if the class you
have entered appears on the report.

To submit student data:

1. Click on Menu....> Non-Government....> Students...>.

m Premier's Challenge Administration System(TEST)
Mon-Government § Enrolments
Non-Government Schools Enter non-Government School
enrolments.
l Log Out ’4 Students
0 i"_ Search or add non-government
S students.
& oo [
‘Qi Obtain a report.
Nofice: | ﬂ

2. The screen shown is by default the students who completed the Premier’s Reading Challenge last
year. Please select PBAC from the Challenge Type drop down list, at the top right of your screen.
Check that there is an orange PbaC at the top right of your screen.

3. Click on the Show completed students from PRC as well tick box. This will show students who have
completed the Premier’s Reading Challenge last year.

|:| Show completed students from PRC as well
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4. Select the students who have completed the Premier’s be active Challenge for this year. Click on the

box to the left hand side of the student name in the list and a tick will appear in the box. This marks
the student HAS having completed the Challenge for the current year. (The tick can be removed from
the box by clicking on it again).

Premier's Challenge Administration System(TEST)

Existing Participants Pba c Challenge Type:| PEAC ]
Select your school and registration year to view the list of students who have successfully completed PbaC/PRC in the year selected.
School: | Cabra Dominican College ﬂ| Registration Year: |:| Show completed students from PRC as well
Additional Search Criteria
Given Names:l:l Last Name:l ‘ DOE:‘ | Gendel:| ﬂ| Year Level: ﬂ|
o Current PBAC
ﬂ Given Names Last Name Gender ATSI Year Level Roll Class [t o—— Year Level
] Samuel Thomas Austin 4 Weeks  11/01/2005 M N o8 2017 ar
‘ ] Jess Bashford 10 Weeks  23/12/2002 F u 10 2017 [v::]
O Daniel Erown 4 Weeks  25/10/2004 M u [ 2017 a7

3 Participants

Select the number of weeks the students have completed the Challenge. Click in the Number Of
Weeks column and a text box will appear. Choose the number of weeks the student has completed
the Challenge from the drop down list, either 4 Weeks or 10 Weeks. The number of weeks will
appear next to the student.

Click in the Roll Class column next to the student’s name and a text box will appear. Enter their Roll
Class code according to your class lists — this will be saved when you click on the next student. The
roll class code can be any combination of up to five letters and numbers and must be entered
before submitting data. You cannot do it later as those students’ names will have disappeared
from the list.

For students in special needs classes, please enter SPEC (or something that makes sense to you) in
the Roll Class NOT the Current Year Level.

This is not mandatory but it may save a lot of sorting time when the awards for your school arrive.
Click on the Mark completed for PBAC button.

Please note: Click the Mark completed for PBAC button regularly and before stepping away from
the computer for any length of time, to avoid the system timing out resulting in lost data.

The following message with appear:

Message from webpage @

"-.I Premier's be active Challenge

You are about to make the selected students as having successfully
completed the Premier's be active Challenge for this year. Are you sure
you want to continue?

| ok || Concel

9. Click on the OK button.
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10. Then click OK on the pop up message that will come up, letting you know how many students are
marked completed for the Premier’s Be Active Challenge.

Message from webpage @

I_\ student(s) marked completed for Premier's Be Active Challenge

11. The students will then be marked in the system as having completed the Premier’s be active
Challenge and their name will disappear from the list. (Please note that this action is not reversible
by you at your school).

12. To check which students have been entered, either run a report (see Step 6), or change the
Registration Year to the current year from the drop down list. They will be listed there. Please make
sure the Show completed students from PRC as well is not ticked.

Step 5 — Add New Students

Any students on your lists, who are not found in the Students screen above or by searching using the
Additional Search Criteria, should be entered into the New Students screen. This can include students new
to your school, or who have not completed the Challenge at your school prior to this year. There are a few
searches you can do prior to creating a new student record.

To add new students:

1. Click on Menu....> Non-Government....> Students...>.

m Premier's Challenge Administration System(TEST)
Mon-Government § Enroiments
Non-Government Schools Enter non-Government School
enrolments.
1Y Loo Out Students
0 i’s Search or add non-government
= students.
P [
‘9 Obtain a report.
Motice: | ﬂ

2. Click on the Show completed students from PRC as well tick box. This will show students who may
have completed the Premier’s Reading Challenge at your school previously, but not the PbaC. See if
the student now shows in the list and, if so, select the student and follow the instructions above (see
Step 4).
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3. Additional Search Criteria - enter the Given Names, Last Name or Date of Birth in the Additional
Search Criteria and click the Go button. A list of possible matches will show up. Select the correct
student and then follow the instructions above (see Step 4).

Premier's Challenge Administration System(TEST)

Existing Participants Pba c Chllenge Type: | PBAC ~]
Select your school and registration year to view the list of students who have successfully completed PbsG/IPRG in the year selected
School | Gabra Dominican College ﬂ‘ Registration Yesr. | 2017 [v]| [ show compieted students from PRC as well

Additionz] Search Criteia

Given Names: [Ssm | LastName:[au | Doe:| | Gender | []] vear Lover ~]

Selected Given Names Last Name Number  pop Gender ATSI  SUTEMt  pojiciass [

Year Level

C
Of Weeks Year Level Last Completed

[ samuei Thomas Austin 4Wweeks 11012005 M N 08 2017 o7

1 Participants

If the search does not produce the required student, click on the Add New Student button at the
bottom of the screen, which will bring up a screen, Add New Participant for Registration Year 20XX.
Enter all the information required (blue boxes are mandatory).

Please enter all information into the required fields carefully, before clicking the Save button.

Mark completed for PBAC Add New Student Clear Selected

Cabra Dominican College Select Challenge Type: F'BACﬂ
Given Names: | | Last Name:

Preferred Mame: | | Gender: (Il

Date Of Birth (DDMIMMYYY): | | ATSI: | Not Applicable v
Number of weeks (O 4 weeks () 10 Weeks VYear Level: [v]
Previous School {if known) | Unknown ﬂl | Roll Class: ‘ |
Last Updated On [ | Last Updated By: | |

a. Date of Birth - use the calendar that will pop up to select the correct Date of Birth.

b. Previous School - where a student is new to your school from another school. Click on the
drop down box to indicate whether this information is Unknown, Not Applicable or Known.
If Known is selected, the box to enter the previous school becomes a mandatory field for
you to complete.

This will help match these students to their previous records if they have completed the
Challenge prior to attending your school.

c. Roll Class - enter their Roll Class code according to your class list. The roll class code can be
any combination of up to five letters and numbers.

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

4. Click on the Save button. The record will be added to the list for the current year. Check by changing
the Registration Year to the current year.

5. Click the Close button to return to the Welcome screen and proceed to printing your reports.

If you have accidently entered a student/s who has/have NOT completed the Challenge this year,
please let the Premier’s be active Challenge team know via an email Education.PbaC@sa.gov.au. We
can then delete the student/s from the current year’s participants list.
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Step 6 — Print Your Reports

To print your reports:

1. Click on Menu....> Non-Government....> Reports...>.

m Premier's Challenge Administration System(TEST)

Non-Government § Enrolments
Non-Government Schools Enter non-Government School

enrolments,
Log Out

Students
m Search or add non-government
S students,

{Q Obtain a report.
Nofice:

2. Select the required report using the Report Type drop down list and ensure that the Challenge Type
drop down contains PBAC.

Premier's Challenge Administration System(TEST)

Reports Menu

Report Type Student Participation By Status
Student Participation By Year Level
Criteria Student Participation By Roll Class
School | Cabra Dominican College ZH
Challenge Type | PBAC |

m =T s

Report 1 - Student Participation By Status. All students who have completed the Challenge
in the current year, grouped by weather they are new or existing students.

Report 2 - Student Participation By Year Level. All students who have completed the
Challenge in the current year, grouped by year level in alphabetical order.

Report 3 - Student Participation by Roll Class. All students who have completed the
Challenge in the current year, grouped by roll class in alphabetical order.

3. Click the Run Report button to run the report.

4. Print the report - you can either save it to your computer as an Excel or PDF document and then
print the report, or print the report directly from the page. Use the buttons in the top right hand

corner.

Premier's Challenge Administration System(TEST)

Student Participation By Status

This report shows student participation in PBAC for Cabra Dominican College in 2018

First Name

Roll No of Challenges

Last Name Gender DOB  Yrid oo e

Award Desc

Existing Participants

Keyan James Ahmadi (%} 10411/2004 [ 10 Weeks 2 Silver medal
Grace Lily Austin F 27/05/2003 9 4 Weeks 1 Bronze medal
Massimo Bartemucci ) 09/11/2003 (2] 4 Weeks 2 Silver medal
Jacob Blake- Smith [ 17/02/2004 e:] 4 Weeks 2 Silver medal
Milly Calvert F 25/05/2004 o9 4 Weeks 1 Bronze medal
Mia Baliard F 22/07/2003 10 4 Weeks 1 Bronze medal

Exisfing participants: §

Total Participants: 6
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It is recommended that you print and/or save all reports for your records. You are NOT required to send
any Student Records or Reports to the department.

Please check all reports carefully to make sure all students who have completed the Challenge are
included and that all names are spelt correctly.

If you notice any corrections that need to be amended and you have already submitted your data, please
email your requested changes to Education.PbaC@sa.gov.au.

Thank you for entering your Premier’s be active Challenge data for this year.

Awards are scheduled to arrive at your school in PE Week.
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