
Staff Update for NCEA Reporting in FACTS SIS 
 

  
Once logged into FACTS please select Reports > Report Manager 
 

 

 

 

 

 

 
Select Custom > NCEA Staff Data 
 

 

 

 

 

 

 

 
Select Double Arrow to move all Staff to Selected List and Click View Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Report 
Manager 

1.  Select 
Custom  

2.  Select NCEA 
Staff Data 

 
1.  Select 

Double Arrow 

2.  Click View 
Report 



Selected Fields will display, your Missing Data appears Blank.  Click Dropdown to enter Missing Data.    Select 
Update to Save your Changes   

To Exclude a Staff member from the NCEA Report, Select “Yes” under Exclude from NCEA report Dropdown.  
**Please Note:  Excluded Staff will appear in Red  
  

 

 

 

 

 

 

 

 

 

 

 

 

2.  Select Update to 
Save your Changes 

1.  Click Dropdown to 
enter Missing Data 

Albano, Claire 

Excluded Staff will  
appear in Red 


