Morrisby Manager — Generate a Printable Summary Report

To generate an individual student report:

1.
2.

Open Morrisby Manager and locate your students' list.

Select a student name.
Click the "Reports" dropdown and view one of the available report options (Adviser Report,
Student Report, DET Short Report)
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Morrisby Manager — Generate and Print DET Short Reports
For printing purposes, we highly recommend using the DET Short Report.

[PNote: Students need to have a completed profile and an educational level set for a report to
generate successfully.

To generate reports for all your students:

1. Select ALL Students
2. Click on the "Actions" button
3. Select "Generate Reports"
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In the newly opened window:

1. Select “DET Short Report”
2. Click "Generate" and confirm the pop-up window

I Generate Reports .

For the 29 selected students, choose the type of report you wish to generate, and a name for the batch of reports.

The reports will be grouped into a single zip'file for each report type. The zip file will be available from the Reports’
tab. Depending on the number of candidates selected this may take up to 10 minutes.

Select Reports

Student Report Adviser Report tervie\
Interview Notes z Personal Statement

Learner Passport DET Short Report

Batch Name

2023-04-19

Selected Students
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Cancel Generate

To find the downloadable file:

1. Go to the Student Tab located on the left-hand side of Morrisby Manager
2. Click the “Reports” button on the top-right of the page

To print the reports:

Accept the Terms of Download and the reports will then appear in your tool bar, for you to open,
save in a file and print.

Need Help? Contact the MCI Support Team
MCI Support:
Ph: (03)94338033

E: support@ceav.vic.edu.au
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