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Connexis Assessment Results Reporting Workbook
User Guide

Accessing the information required for the Results Reporting Workbook (RRW)

To find the information required for the workbook a coversheet will be provided with the
trainee’s assessment material by the CSAM if the trainee is on a training plan. This sheet will
have all of the information required to fill in the Results Reporting Workbook. If a trainee is not

registered on a training plan, please make sure you have all of the required information to report
the results.
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Connexis Assessment Results
Reporting Workbook

By uning this Waorkbock io repart the Unit Standard Asamsa ment Rasulia | a= agresing thet anamsamants heve bsen carpleted in lire mith Conrexia Comasrt, Moderetion and
femmesnment Folicies med Procedumes

| alag accept that H the Training Plen 13 s nzt idertHiad in this werkboalk thet | will be cSarged for all cred®s reporied at She cusrent Connacia Canual Peporking Pate

| Alsa Sicept that dny Casusl Credits Wl 8re reporied s theut 5 MIN numiber w0l regaal ne et b3 Sead T roagh & Copy of the relevant | demmilicenion Joouments b allos K204
registraion or ide~tficakicn for the candidats L. bith cartificabs, pasapert, drivers licenca

This report must be amailed 1o resul @ oonmexis ongne

A A B C DE F

SumEne Fiel Mamc: Uril Bvecwmnl Dale  Traiving Pl
AstEsnr [raineel raines] [EXER: B L] Stamiard Werdom  Result u
12545 Witk Charlie FE0G/ 1L AGETES 17ans 3 e Lo/ 2030 TE-BTES2E
12543 Wick Cherlig 33,0, 1 9ES 4576 17310 L 3 104/ 2020 TE-0PRZ2E
13543 Wick Charlim la/a 1o A5ETES 2545:" L [< Lic<4°2020 TF-DOPEEZE
12845 [
12545 "

The key points of information that you need to fill in the workbook
are:

- Trainees legal name

- Trainees NSN number

- Training Plan ID

- Unit Standard and version number

Accessing the Connexis Assessment Results Reporting Workbook (RRW)

Each assessor will be sent an individualised workbook by the Quality Assurance team which will be pre-
populated with your new assessor number and scope.
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Connexis Assessment Results
Reporting Workbook

By using this Workbook to report the Unit Standard Assessment Results | am agreeing that assessments have been completed in line with Conmexis Consent, Moderation and
Assessment Policies and Procedures.

| also accept that If the Tralning Plan 1015 not identified In this warkbook that | 'will be charged for all credits reparted at the current Comnexis Casual Reporting Rate.

1 alzo accept that arny Casual Cradits that are reportad without an NN number will require me to send through a copy of the relevant identification documents to allow NZOA
registration or identification for the candidate i.e bith certificate, pessport, drivers licence.

This repart must be emailed to: results @ conmexis.org nz

sor Surname Fl@ MName D.OE. NSH Unit Version  Result Assessment Date  Training Plan
(Trainee| (Trainee) Standard i

12345
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12345
12345
12345
|12345
12345
12345
12345
12345
12345
12345
12345

How to open and save the RRW

When you first receive the workbook, | highly recommend that you save a Masterfile, that way
you will always have a blank copy of the RRW to submit results in.
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1. To openthe RRW, click the arrow next to the
attachment on the email sent to you from
quality@connexis.org.nz and click Save As.

2. Click Documents

3. Click New Folder
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4, Typein new folder name i.e.

‘ConnexisResultsWorkbook’ - Name Date mo
MNew folder name in hergl 4/03/20z
. w folder
5. Double click on folder .
Mame Date modifie
Mew felder name in here A/03/2020 10
6. Type in File Name * | suggest using a
name such as MasterfileV# and this File name: |
will be updated as scopes change and Save as type: | Bxcel Workbook
when resources become available. y L B .
7. Click Save
Tools - Save Cane




How to create a copy of the RRW
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1. Open up the file by double clicking the (] Name Date modified

Masterfile

2. Click File AutoSave (@ Off) =

Paste [‘EI ’ B
T <
3. Click Save As
Pri
Work

4. Update the name of the file *| suggest resultsfor16April
incorporating the date into the name

e.g. resultsfor16April ek e

Maore options...

5. Click Save

Tools Save

@ MasterfileV1 16/04/2020 &:41 AM

Cane




6. Check the name has saved at
the top of the page, this will
mean it has saved a new
copy W View Developer Help £ search

resultsfor16April - Saved

Entering results into the workbook

1. Enter the surname into the field ;sessor 5urr'lame Flrs'f -
by clicking the cell, a green (Trainee) (Trainee
border will appear

£345
1345
1345
2. Enter the trainees surname i.e.
Richie McCaw would be McCaw w S First Name

(Trainee) (Trainee)

tha\\d |

3. Tofill in the First Name field you can
press the Tab key on your keyboard First Name
OR use the arrows to move to the (Trainee)
next cell OR click the next field so a _
green box appears. I |

D.0.B.

4. Tofill in the first name field, start =
typing. *Please note, this must be the TR - D.0.B.

legal name rather than a nickname i.e. jlismer)
Richie will be entered as Richard as [ ]
this is his legal name. Richard
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5. To fill in the date of birth (D.O.B.)
field you can press the Tab key on
your keyboard OR use the arrows to
move to the next cell OR click the
next field so a green box appears.

6. Enter the trainees D.0.B. This field is
recommended however optional unless
the assessment is a casual credit and
you don’t have the NSN number *Please
note that the date field must be filled in
DD/MM/YYYY

7. Tofill in the NSN field you can press the
Tab key on your keyboard OR use the
arrows to move to the next cell OR click
the next field so a green box appears.

8. Type in the NSN number as one number
e.g. 12345 not 12 345. *If the assessor
has not provided a NSN number for a
casual credit, additional information will
need to be sent in alongside the
workbook.

9. Tofill in the Unit Standard field you can
press the Tab key on your keyboard OR
use the arrows to move to the next cell
OR click the next field so a green box
appears.

10. Enter the Unit Standard number

11. If the Unit Standard number is not able to
be entered and the error message
appears ‘this value doesn’t match the
data validation restrictions defined for
this cell’ the Unit Standard number is

Uni
D.0.B. NSN
Stand
L1 1
st Name
: D.0.B. NSN
ainee)
hard | 4/03/1980
Unit
D.B. NSN Version Result
Standard
/1980 | [ | 4
r
Unit .
D.0.B. NSN Version i
Standard
03/1980 | 12345 | "
4 L3
F
Unit ;
NSN Version Result
Standard
12345
1T
F
Unit .
NSN Version Result
Standard
380 12345

|49?| +|

F

@ This value doesn't match the data validation restrictions defined for this cell.

Retry Cancel Help

either incorrect or not included on your scope.
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12.

13.

14.

15.

16.

17.

18.

A=

To fill in the Version field you can press
the Tab key on your keyboard OR use
the arrows to move to the next cell OR
click the next field so a green box
appears. *Please note the latest version
of the Unit Standard will automatically
appear

If the version you are assessing it older,
ensure that the cell is outlined in green
and type in the correct version number.

To fill in the Result field you can press
the Tab key on your keyboard OR use
the arrows to move to the next cell OR
click the next field so a green box
appears.*Please note the latest version
of the Unit Standard will automatically
appears.

Enter C into the field *C stands for
completed

To fill in the Assessment Date field you
can press the Tab key on your keyboard
OR use the arrows to move to the next
cell OR click the next field so a green box
appears.

Enter the date you assessed the material,
not the date that you are entering the
result, or the trainee completed the
material.*Please note the date field must
be filled in as DD/MM/YYYY

To fill in the Training Plan ID field you can

press the Tab key on your keyboard OR use
the arrows to move to the next cell OR click

the next field so a green box appears.

Unit . Assessment Date T
NSN Version Result
Standard
r
12345 457 10
r
r
r
r
Unit : Assessment Date
NSN Version Result
Standard
8
r
r
Unit Assessment Date Tr
NSN Version  Result
Standard

12345 497 8 I ‘I

Uit e St Assessment Date |raming |
ersion esu
Standard Id
5 497 8 C

— T Result  TUSTILI LU srumg s
ersion esu
Standard Id

457 8 £ I |
ol

w
"
L4
.
Unit . Assessment Date Training Pla
Version Result
Standard Id

497 8 c Edfosfzozcl _|

Unit - Assessment Date Training Plan
Version Result
tandard Id

4a7 B C 4/03/2020 I l!




19. Enter the Training Plan ID, this will always
Assessment Date Training Plan

be the format of TP-#### Version Result
d Id

37 8 C 4/03/2020 Ep-u 3456| ‘|

20. If entering another result click in the Surname First Name
Surname field in the row straight below e (Trainee) (Trainee)
and repeat the above steps.

12345 McCaw Richard
12345 {l |
12345

21. If you are entering the result for the same
trainee you can copy the information from McCau Richard
the cell above by holding Ctrl and D on

5 McCaw

your keyboard




Saving and Submitting the RRW
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Once you have entered all the results you
would like to submit click Save

Insert Draw Page Layout Fo

Calibri |11 - A

Create an email to results@connexis.org.nz

To results@connexis.org.nz

Cc

Attach the document by clicking Attach File

U Attach File - FJE fa

Assign
Policy -
IE Signature ~ ¥
Include T
Locate the file in your computer and click the file [ name " Date modified
to highlight it B2 MasterfileV1 16/04/2020 £:41 AN
@ resultsforl@April 16/04/2020 8:45 Ab
Click Insert
v| | AnFites v
Teols = Insert Cancel
h
Repeat steps three to five if you need to attach O Name B Date modified
any personal identification for a trainee with no LD.
NSN number B3] MasterfileV1

Once you have attached all the documents, you
can add a subject to the email, | suggest that you

use something will enable you to locate this email
later if need be. «ct Results164pril2020]

ril wlew



mailto:results@connexis.org.nz
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8. Inthe email itself, feel free to add any notes,

such as identification for Trainee with no
NSN number attached. The email itself is
where you should advise of any notes rather
than the workbook itself.

9. Once you have completed all notes, press send.

Identification for Trainee with no NSKM number attached

Send
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