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Produce EYF individual reports for parents  
 
These reports are automatically linked to Year Reception pupils and their EYF data recorded in the NC Early Years 
F 2022 markbook. 
 
The report can contain both Learning Characteristics (page 1) and the Early Learning Goals (page 2) or just 
one of these areas. 
 
 
> If you want Learning Characteristics page to be included in your reports, you must complete the ‘Learning 
Characteristics’ columns in the NC Early Years F 2022 markbook (any ‘text’ data entered in these LC columns will 
automatically be pulled through into the reports) 
 
> If you only want to produce reports showing the Early Learning Goals (page 2), you can select the option to 
include only this page when you run the report. 
 
Learning Characteristics – page 1 of report   Early Learning Goals – page 2 

 
 

      

The text for each pupil’s Learning Characteristics report 
is drawn from the ‘Learning Characteristics’ columns in 
the NC Early Years F 2022 markbook.  
 
If you want to include this page, you need to complete 
the LC units (last 3) in the NC Early Years F 2022 
markbook first! 
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To produce the report… 
 

Ø Go to Reports > Key Stage Reports > Pupil Assessment Sheet > select EYFS 
 

The Assessment Year should automatically default to 2022 
 

 
 
 
All your current Year Reception 2022 pupils should be automatically listed in the box. 
 
Before you generate the report, decide on: 
 

Ø Student Name format to appear on the reports - select your preference from the drop-down menu on right 
Ø Which pages to include – Early Learning Goals and/or Learning Characteristics - select your preference 

from the drop-down menu on right 
 

 
To produce a simple PDF report : 

Run the report for ALL the pupils listed – click Hand icon on right and click Generate Report 
OR 
select an individual pupil(s) and click Generate Report. 

 
A PDF Reader window opens – select Open to view the document containing reports for each of the 
children selected – the PDF report can then be saved and/or printed. 

 
To produce a WORD report (so that you can add school logos etc to the reports.) 

Before you run the report, select Rich Text (RTF) option in the Report Format drop-down box. 
  

When you Generate Report, you will see a .rtf file produced – select Open in Word to view it. Then go to 
File > Save As > change the Save As Type to Word Doc > and change the filename to EYF Reports 2022 
> click Save. 

 
Now you can add any school logos to the Header/Footer on the first page so that they appear for every 
report page. 
 


