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Downloading a CSV file from ERN

Open ERN (Enrolment and Registration Number) database.
From the left-hand menu, select ‘Reports’.

From the top menu, select ‘Student Details Report’.

Tick to display ‘Scholastic Year’.

Tick to display ‘Roll Class’.
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Image 1: Screenshot of ERN software interface showing Student Details Report filters.
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Scheduling a report:
5. Give the report a name
6. Select the format as ‘CSV’
7. Click ‘Save Criteria’, then
8. Select ‘Schedule Report’

Image 2: Screenshot of report scheduling in ERN.
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Accessing your report:
1. Select ‘My Reports’ from the left-hand menu

2. Select ‘Download’

3. Open the report and then save to your desktop for easy access

Image 3: Screenshot of the report download process in ERN.
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Note: In order to view the reports you'll need WinZip to extract them or Acrobat Reader to read them. These products can be downloaded by using the
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File Download 3]

Do you want to open or save this file?

ﬁ Name: ..._sport_challenge_whole_school-10-Aug-2012.csv
a'] Type: Microsoft Office Excel Comma Separated Yalues File
From: products.schools.nsw.edu.au

m Save ]E Cancel i
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I i While files from the Interet can be useful, some files can potentially
g/ harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

Final preparations for uploading to the PSC Tracker

The spreadsheet will most likely have extra rows of information above and beside the table of data
required. This may include student SRN numbers, school details, enrolment status and so on.

Then only four columns needed are those shown below:

First name

Last name Scholastic year Roll class

Important: ANY variations or additional characters will cause the file to be rejected. For example, the
data may include commas, spaces, missing data, or typos in the column headings. Please carefully
review your CSV file before attempting to upload.

You may refer to the ‘How to upload a CSV file to the PSC Tracker’ guide or check out our NSW
Premier's Sporting Challenge FAQ page to get your file upload ready.

If you believe these instructions need amending, please email psc@det.nsw.edu.au.

How to download a CSV file from ERN - February 2026

Page 3 0of 5


https://app.education.nsw.gov.au/sport/File/4401
https://app.education.nsw.gov.au/sport/page/1548
https://app.education.nsw.gov.au/sport/page/1548
mailto:psc@det.nsw.edu.au

NSW Department of Education

NSW Premier’s Sporting Challenge

Level 2, 105 Phillip Street

Parramatta NSW 2150

0409845607

psc@det.nsw.edu.au
app.education.nsw.gov.au/sport/premiers-sporting-challenge

© State of New South Wales through Department of Education 2025. You may copy, distribute and otherwise freely deal
with this publication for any purpose, provided that you attribute the Department of Education as the owner.

The information contained in this publication is based on knowledge and understanding at the time of writing and may not
be accurate, current or complete. The State of New South Wales (including the NSW Department of Education), the author
and the publisher take no responsibility, and will accept no liability, for the accuracy, currency, reliability or correctness of
any information included in the document (including material provided by third parties). Readers should make their own
inquiries and rely on their own advice when making decisions related to material contained in this publication.

All images are owned by the NSW Department of Education under the Copyright Act 1968 (Cth) or licensed under the
iStock Getty Images Content License Agreement.

NSW

GOVERNMENT


mailto:psc@det.nsw.edu.au

