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4.8 | Minor revisions after DET review Paul Gabelich (RMA-WA) 18/10/06
4.9 | Updated footer Paul Gabelich (RMA-WA) 24/10/06
5.0 | New Format and update for 08 Sidney Loke(RMA-Vic) 28/06/07
5.1 | Updated EOY Checklist Sidney Loke(RMA-Vic) 18/07/07
5.2 | Minor amendments to updated checklist | Sidney Loke(RMA-Vic) 18/07/07
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5.6 | Changes requested by DET E?Crrr]);rl?jiscgi]nson and Susan 23/08/07
5.7 Iﬁg:g‘ii‘es added and further DET Paul Gabelich 24/08/07
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5.9 | Updated for 6.86.11 Kerry Dickinson (RMA-WA) 11/09/07
6.0 | Update for 6.87.10 Joshua Kragt (RMA-NT) 11/10/07
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7.3 | Revision of TT information Kerry Dickinson (RMA-WA) 15/08/08
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7.6 | Update for 2009 Joshua Kragt (RMA) 21/07/09
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8.1 | Updated after training Joshua Kragt (RMA) 21/09/09
8.2 | Began update for 2010 Joshua Kragt (RMA) 20/12/09
8.3 | Update for 2010 Derek Mathieson (RMA) 16/08/10
8.4 | Reviewed and amended Susan Richardson (RMA) 20/08/10
9.0 | Updated following DoE review Susan Richardson (RM Ed) 02/09/10
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10.0 | Error corrected Susan Richardson (RM Ed) 13/09/10
10.1 | Updated for 6.94.10 and 2011 Derek Mathieson (RM Ed) 19/07/11
11.0 | Updated after DoE Review Derek Mathieson (RM Ed) 29/07/11
12.0 | Updated Term Dates for 2012 Derek Mathieson (RM Ed) 09/09/11
+21 | Updated for 6.96.10 and 2012 Derek Mathieson (Civica Ed) | 20/07/12
13.0 | Published after DOE Review Derek Mathieson (Civica Ed) 06/08/12
14.0 | Proofed by DoE and re-published Derek Mathieson (Civica Ed) 08/08/12
16.0 | Correction and re-published Derek Mathieson (Civica Ed) 12/09/12
16.1 | Updated for 6.98.10 and 2013 Derek Mathieson (Civica Ed) 16/07/13
17.0 | Published after DOE Review Derek Mathieson (Civica Ed) 19/07/13
17.1 | Updated for 7.00.10 and 2014 Shauna Henry (Civica Ed) 08/07/14
17.2 | Reviewed and amended Shauna Henry (Civica Ed) 09/07/14
17.3 | Further amendments Shauna Henry (Civica Ed) 17/07/14
17.4 | Reviewed and amended Derek Mathieson (Civica Ed) 15/08/14
17.5 | Updated for 7.03.10 and 2015 Shauna Henry (Civica Ed) 24/07/15
17.6 | Amended after DoE Review Derek Mathieson (Civica Ed) 29/07/15
17.7 | Further amendments after DOE Review Derek Mathieson (Civica Ed) 03/08/15
18.0 | Published after DOE Review Derek Mathieson (Civica Ed) 03/08/15
19.0 | Correction and re-published Derek Mathieson (Civica Ed) 23/10/15
20.0 ggggﬁg‘ (DoE Request) and re- Derek Mathieson (Civica Ed) | 20/11/15
21.0 gﬁgi‘r‘]ﬁe‘é” (DoE Request) and re- Derek Mathieson (Civica Ed) | 03/12/15
22.0 | Minor Corrections and re-published Derek Mathieson (Civica Ed) 07/12/15
22.1 | Updated for 7.06.10 and 2016 Derek Mathieson (Civica Ed) 06/07/16
23.0 | Published after DoOE Reviews Derek Mathieson (Civica Ed) 26/07/16
23.1 | Updated for 7.08.10 and 2017 Derek Mathieson (Civica Ed) 15/09/17
23.2 | Corrections after DoE Review Derek Mathieson (Civica Ed) 19/09/17
24.0 | Published after DoOE Reviews Derek Mathieson (Civica Ed) 20/09/17
24.1 | Updated for 2018 Shauna Henry (Civica Ed) 24/07/18
24.2 | Minor editing after DOE Review Shauna Henry (Civica Ed) 23/08/18
24.3 | Updated for 2019 Shauna Henry (Civica Ed) 23/09/19
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24.4 | Reviewed and amended Derek Mathieson (Civica) 26/09/19
25.0 Egt?e%vznd Published after further Dok Derek Mathieson (Civica) 27/09/19
Civica Education Pty Ltd ACN 086 405 174
Copyright © MMXIX
All Rights Reserved
This document is the property of Civica Education Pty Ltd and may not be
copied, transmitted or reproduced by any means
without written permission of Civica Education Pty Ltd
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Copyright

All rights are reserved. No part of this document may be reproduced or transmitted in any form or
means electronic or mechanical including photocopying and recording or by any information
storage or retrieval system except as may be permitted in writing by Civica Education Pty Ltd.

Application for permission for use of copyright material, including permission to reproduce extracts
in other published works, shall be made to the publishers. Full acknowledgement of author,
publisher and source must be given.

Material is contained in this publication for which publishing permission has been sought and for
which copyright is acknowledged. Permission to reproduce such material cannot be granted by the
publishers and application must be made to the copyright holder.

Microsoft, Windows and Excel are registered trademarks of Microsoft Corporation. Visual
Components is a trademark of OMNIS Software Limited. Integris is a trademark of RM Plc.

Because our policy is to improve our products and services continually, we may make changes
without notice. We have tried to keep the information in this manual complete and accurate, but
we cannot be held responsible for the consequences of any errors or omissions.

Your comments are of great value to us in improving our computer systems, publications and
services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual

property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.

C IVI Ca 2019 Integris Admin EOY Fact Sheet 26-Sep-19
Page 6 of 81
© 2019 Civica Education Pty Ltd



Contents

ENd of Year ChecCKIiSt .......ccooo i 10
Step 1: Bring your Data File Up t0 DALE..........uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiii e 11
Step 2: Print FOrm Lists for @ll FOrMS/YEaAIS.......ccoiiiiiiiicie ettt e e et a e 11
Step 3: Check the Intake and Leavers Year in School Details..............ccoovvvviiiiiiiniinciiee e, 14
Step 4: BaCK UP the Data File........uu e 15
Step 5: Set up the School Calendar for the NeW YEar.............uuuuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieenneeeeees 16
5.1 Term Dates and School Development Dates FOr 2020 ............cceeiiieeiiiiiiiiiiie e 19
Step 6: Defining Semester / Timetabling Periods ..............uuuuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeaeees 21
Step 7: Set up Form Descriptions for the NEW YEar ............uuuuuuiimiiiiiiiiiiiiiiiiiiiiiiiiiiinieeiienneeneeneeneees 23
SEEP B: SELUP LBAVEIS ...ovuiiiiiiii ettt ettt e e e e e et e e e et s e e e et e e e e et e e e eata e e e eatanaaaeees 25
Step 9: Increment Students’ Proposed Years and Forms using the Year End Function ................ 28
Option 1: Automatic INCrement Of YEAr GrOUPS ........uuuuuuuuuuuuiiueuiiuiiteiiieiinineaenesnnsnnsneenneeeenneneeneeeaene 28
Option 2: ASSIGN DY YEAIFOIM ...uuuii e e et e e e e e e e e et s e e e e e e e e e arrt e e aeaaes 29
Option 3: Assign Individuals t0 @ YEAITFOIM .......cooiiiiiiiicie et e e e 29
Option 3 continued: Leaving STUAENTS. .........uuuuuuiiiiiiiiiiiiiiiiiiiiieiib bbb beesneneeeennnene 30
Step 10: Print Reports Showing Proposed YEar/FOIM ...........uuuuuuuuuuiimiiiiiiiiiiiiiiiinininineeinnnennnennennnns 33
Step 11: Print Student Lists for Reference (Recommended) .........ccccooviiiiiiiiiiiiiinie e, 34
Step 12: BaCK UpP DAtafile .......ouvieiii et 35
Step 13: ProCeSS YEAI ENA.......uuuiiiiiiiiiiiiiiiiiiiiiiiitie bbb neeebnsnnnes 36
Step 14: Check Year ENd Was SUCCESSTUl ......coii i 39
Step 15: Process AdMISSIONS STUAENTS.......uuuiiii it e e e e et e e 40
Step 16: Reinstate Returning Students from the Former Roll to the Current Roll .......................... 43
Step 17: Move External Students to the FOrmer ROIl..............uuuiiiiiiiiiiiiiiiiiiiiiiiieeeees 46
Step 18: Changing STUAENT FTE ... e e e e e 49
Step 19: Update STaff DELAIIS .........uuueiiiiiiiiiiiiiiiiiiiiii bbb nene 53
L B A o I AL V] P 53
19.2 Move Staff who have left to the Previous Employee ROll............cccooeeeiiiiiiiiiiie i, 54
19.3 Flag Staff who have Left as INactive USEIS .........oooiiiiiiiiiii e 54
19.4 Add New Users and Assign AcCesS RIGNLS ... 55
19.4.1 Adding NEW Staff AELAIIS .........eieiiiiiiiiiiiiieeeeeee et e e e e esereseseseseseeesesasenesnnnees 55
19.4.2 AsSign ACCESS RIGNES ... 56
19.5 Edit Expiry Dates for ContinUING USEIS ........iiiiiiiiiiiiee et e e e e 58
Step 20: Update FOrmM DESCIIPLIONS ......uuuuuiiiiiiiiiiiiiiitiatieieeaeaeeeeeeaebeebssbeessesebses e sebeeeebeesnsneeeennnnnes 58
Step 21: Deactivate FOMMM ROOIMS ... ...uuuuuiiiiiiiiiiiititeeeeeeeeeeeeaeee bbb eeseee b esebebbeesasaeesnnnnenes 60
Step 22: Enter Repeating StUAENTS ... e e e e e eeeee e e e eeeas 61
Step 23: Assign Family REPreSENtatiVES ........coii i e e 62
Step 24: Print State ArChIVES REPOI. ... ...uuiiiiiiiiiiiiiiiiiiiiiibii bbb baeebensabaeeeneennees 63
Step 25: Set up New Attendance Year (if the Lesson Attendance module is loaded).................... 65
25.1 View the Available Period STTUCTUIES.........coi oo e e 70
25.1.1 Primary Period STIUCTUIE .........uuiiiiiiiiee ittt e ettt e ettt e e sttt e e e sabe e e e e snbae e e s snbeeeeesbbeeeeanbneeeeane 70
25.1.2.Timetabling Period STIUCIUIE .........icuiiiii ittt e et e e st e e s st e e e s snbreeeesnbbeeeeanes 70
25.1.3 SecoNdary Periof SLIUCIUIE .......ccoiiuiiiiiiiiiee ittt ettt e st e e e sttt e e s snbe e e e e snbreeeeanbneeeeane 71
CIVI Ca 2019 Integris Admin EOY Fact Sheet 26-Sep-19
Page 7 of 81

© 2019 Civica Education Pty Ltd



Step 26: Notification Of TraNSTer........ccoiviiie e 76

Step 27: Checking the Destination of Former StUdeNntS...........ooouuiiiiiii e 78
Step 28: Purge the AUt TAUL.......... bbb ennennennene 80
S (] e S o] o o APPSR 81
b4 T R o 1o 1IN (@35 3 TSRS 81
WA 1 4= 1L (@ ) 81
Step 30: Online Manuals and TraiNiNg NOTES ...........uuuuuuuueiiiiiiiiiiiiiie e eraneeeennene 81
L0 A @11V o= T o [F o= 11 [ o I 81
L0 2 I 11V S TN (o1 o 81
CIVI Ca 2019 Integris Admin EQY Fact Sheet 26-Sep-19
Page 8 of 81

© 2019 Civica Education Pty Ltd



IMPORTANT:
This Fact Sheet explains the procedures for processing Admin Year
End. Steps 4 and 12 assume the Customer Service Centre has provided

you with the New Safe Backup for making a backup of the data file. If
you do not have the New Safe Backup, contact the Customer Service
Centre on 9264 5555 (metro), 1800012828 (regional) or
Customer.Service.Centre@education.wa.edu.au
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End of Year Checklist

The following list outlines the steps involved in the Year End process. Preparing for Year End can
commence at any time, with the final Year End Process being run at a time that suits your school,
usually either at the end of the current year or the beginning of the next year.

Tick each step as it is completed.

Step | Function Completed
1. Bring your datafile up to date
2. Print form lists for all forms and years
&}, Check Intake and Leavers Year in School Details
4. Back up the datafile
5. Set up the school calendar for the new year
6. Defining Semester/Timetabling Periods
7. Set up form descriptions for the new year
8. Set up Leavers
9. Increment students’ proposed years and proposed forms
10. | Print reports showing proposed years and forms
11. | Print student lists for future reference
12. | Back up the Data File
13. | Process Year End
14. | Check Year End was successful
15. | Process Admissions Students
16. | Reinstate Former Roll students to the Current Roll
17. | Move External Roll Students to the Former Roll
18. | Changing Student FTE
19. | Update Staff Details
20. | Update Form Descriptions
21. | Deactivate or Delete Form Rooms
22. | Repeating Student; check they are flagged
23. | Assign Family Representatives
24. | Print State Archives Report
25. | Set up New Attendance Year
26. | Notification of Transfer
27. | Checking Student’s Destination School
28. | Purge the Audit Trail
Part A (Steps 1-11) Can be completed prior to 19 December 2019
Part B (Steps 12-27) | To be completed on or after 19 December 2019

Note: Daily Records must be created AND attendance data entered for students’ last day of
attendance BEFORE you Process Year End.
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IMPORTANT

RM Billing Schools must not perform the RM Billing End of Year
process until:

» The Administration Manager Year-End process has been completed,;

and

o The system is in the New Year (that is, the date must be on or after 1
January 2020).

Refer to the RM Billing End of Year Fact Sheet for further information.

Step 1: Bring your Data File up to Date

Ensure students who have left, have been moved to the Former Roll and students coming to the
school next year have been added to the Admissions Roll. If using the Lesson Attendance module,
ensure attendance data is up to date.

IMPORTANT

Do not move leavers to the Former Roll. This is carried out
automatically when processing Year End

Step 2: Print Form Lists for all Forms/Years

It is recommended that users create a checklist for each Form/Year Group in order to show current
and Proposed Forms/Years.

Setting up this report as follows will produce a checklist for use with the Year End process. Use the
lists to record proposed forms against current forms.

For each form group:
e Write the name of the students new (proposed) form against the current form

e Mark the names of individual students who will be moving to forms/years that are different from
the proposed form/year for the remainder of students in the list.

Note: Some students may be repeating their current year.

e Onthe lists, mark as Leaver any students in the Leavers year (for example Year 6 in Primary
Schools [for 2019] and Year 12 in Secondary Schools), as well as any other students who will
be leaving.
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WA Reports > Reports > WA Reports > Standard Student Check List

e Enter Proposed Year and Form as the Title
e Directions for staff can be typed into the Footer if required

&5t Reports
K LT G| e

»

3 wa Reports

= |Layout |Sort| Selectl Includesl
D Standard Student List

Standard Student C
D Hiouse/Faction List
D House/Faction Check List
D Hiousze/Faction Summary Feparl
D House/Faction Listing =

Proposed YeanForm

‘a1 Comst DisTic High Sohool Options

Srnall Font Report

Large Font Report

Preferred Name

D Binhdsy Fepon - sl
D Student Update Form
D | mrunization Feport
D Students with the same address
D Students for a Parent/Guardian Title |Proposed “ear/Form
D Family Representative List
D Student Profile ot I
D Student Health Care Summary
1 Chadawbe itk = Mecsirmartad B
4| m | »
[ Frint ] ’ Cancel

e Click the Sort tab
e Double click Form then Year
e Check Total and Page against Form

Lapout Sort |Select I Includes I

E_urn;me L Sart Field aw |Total |Page
sl.:.;t ame 1| Fom - -
DOE 2 | Year - |0

e Click Select tab and choose Form option

e Click ﬂ Select All to highlight all forms

La_l,loutl Sot Select |Includes|
() ear Group
@ Farm
) Group
() Subject/Teach Set

() Student Find

e Select the Includes tab
e Check Form Teacher(s), Student Form, Student Year Group (in that order)
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& Reports @
L) &G W | o=

[ 5tandard Studsnt List ~ Lepmf l St l Select Inchudes ]
Standard Student Check List
[[] Hause/Faction List [ Selection Criteria Column Label width
[ House/Faction Check List [] Student Fef Number [2020 Form [3.000
D HiouseFaction Summary Reporl Rotnleactell) |2D2D Year |3_DDD
[ House/Faction Listing grrStudent ‘fear Group Ol |
0 Birthday Report 1 [#] Student Farm Ol [
D Student Update Form [ Teacher Nameis) O | |
D Immunization Beport [] Student Sex N | |
D Students with the same address [] Student House O | |
D Students for a Parent/Guardian [ ] Studert DOB ] | |
D Family Representative List [ Family Fiep Flag 0 | |
D Student Profile [] Student Number 0 | |
D Student Health Care Summarny
D Students with a Documented Pl U | |
= TV Eori bd=il b =rb o | et = v Available Space (in Cm) remaining: | 13.994

e Tick the first two columns and enter the column labels: 2020 Form and 2020 Year
o Enter the columns widths you require (3 or 4 cm is sufficient)
e Click Print

In order to use this checklist again, users can save it as a custom report by clicking on the blue
folder at the top of the screen.

bl

Save as a Cuskorm Repork

e Enter a name for the custom report

Report Title

Flease enter a title for the report

| Propozed Year and Form

’ Cancel ] [ OF.

e Click OK

Note: The report can be then accessed for later use via Admin > WA Reports > Reports >
Custom Reports.
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Step 3: Check the Intake and Leavers Year in School Details

This is necessary so that the students in the final year of the school will automatically be
transferred to the Former Roll as part of the Year End process. Therefore, it is hot necessary to
manually move Leavers to the Former Roll. The Leavers’ Year should already be set up.

This can be checked at General > School Details > Leavers Year. For example, if Year 6 is the
final year in a Primary School then the Leavers Year will be 6.

| School Details (=]
f omBE0 & ¢c=2wEE
School Mame |W’est Coast District High Diztrict /5 chool 123 ¢ |4667
Principal | M1 Carl Best District Code 4098
Addess |'I'I2D Hay Foad Exam Centre Mumber
| District N.ame |We$t Coast
| Intake Gender |Mi:-:ed
| School Type |District High School
|F'EF|TH Schoal Contral |DDE
State |W'estern Fashala Curriculurm Group INot zpecified
Fedeass BO0E Intake “v'ear K |
Courty (e LeaversVear |8 «— _If t_he Leavers \_(e_a_r
Mas Intake ,70 IS Incorrect, ?dlt itin
Telephone 1 (3472546 Murber on Rl [525 School Details.
Telephone 2 |9423 ER97 Kindergarten ad
E-Mail | wioastdhs@ozemail. com.au
Internet |
School Details in Edit Mode
School Details
Main Detais |addiianal Sites | Directary | ctiviy| UDI |
School Mame |We$t Coast District High Diistrict/School 123 / |4567
Priewzipal |Mr Carl Best District Code 4093
School Address Exam Centre Murmber
Address [1120 Hay Road District Mame West Coast v
| Intake Gender tired W
)7j_| | School Type Digtrict High School |
' | Schoal Cantral Dok “
Town/Sub |F'EF|TH Curriculum Group Mot specified )
State |Westem Australia Irkake Year K. v
Postcode EO0A Leavers Year [ v
Country |.-'3.ustra|ia tax Intake 0
Kindergarten
Default FTE [1.00]
Telephone T |3412 3455
Telephone 2 |S423 B237 E -t ail |wcoastdhs@ozemail.com.au
Fax |9423 B30 Internet Address |

ok LCancel
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Step 4: Back up the Data File

It is necessary to make a copy of the data file as it stands before you set up a new academic year,
in case you inadvertently delete the current year’s data. This involves making a copy of the current
year’s data file and storing it in a folder where it is accessible if needed.

The New Safe Backup should be used to make a backup of your data at this time.

Ensure all users are logged out of Integris and the datafile is in Single User Lock prior to using the
New Safe Backup.

To go into Single User Lock:

e Click on the File Menu and select Single User Lock
e Enter your password and click OK

Single User Lock

B Enter Password I e

| Cancel | | 1] |

e Enter an appropriate Locked Message and click OK

Locked Message

Enter the message pou would like to appear when another user attempts to
lag on to the system.

Integriz iz currently unavailable due to end of year processes.

Enter how long you expect the system to be locked for, |1.00  hrs

ewlises| [

The Single User Lock icon will display in the top toolbar.

File Edit General Help

Slﬂ.'nt é.f L{a%s m F'%%e g

Read more about New Safe Backup and Single User Lock

IMPORTANT

You will be asked to repeat this backup prior to processing Year End

(Step 12) because of any changes you have made to the datafile
between now and then.
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https://apps.det.wa.edu.au/docserver/?key=PsoZmSaNLc3a74CmsN3a29
https://apps.det.wa.edu.au/docserver/?key=WKKVmM7sZCbhRq5DqdFoix

Step 5: Set up the School Calendar for the New Year

e To see if the new academic year has been previously set up, navigate to General > School

Details > Display School Diary

Note: If the diary is opened outside of the school year, the following window opens and
users will need to select the option they require.

Diary Setup

pn.  Today's date iz not within a curently defined

school year. Do vou wizh bo defing & new
i

school year, or display the diary for a different
year?

(®) Create new year stiucture

(") Display diary for specified year : | 2019 W

e Click on Setup School Year i
e Place the radio button in front of Display diary for specified year and, if possible, choose
2020 from the drop-down list

| Diary Setup ==

() Display diary for cument year

(®) Display diary for specified pear : | 2019 W
2015 ~
2018

2017
Ok 2018
w

e |If 2020 does not appear in the drop-down list, the calendar has not yet been set and will have
to be set up
e Click on Set up year structure and 2019 will appear in School Year field

() Set up year stucture

| Diary Setup =

() Display diary for cument year

cified year ; | 2019 W

e Click OK
e Change 2019 to 2020 in the School Year window and then press <Tab>

| School Year (=]
School Year (2020

e You will be asked if you wish to discard the unsaved data, click Yes
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Setting School Year 23

Note: This deletes last year’s term dates but does not affect the current year diary

e Overtype the Inset code | Inset with S School Development (This cannot be edited later)

Wweekly Clozure Pattern Clogure Codes
A Pt Code Description Fill

Monday Clogure Code ’C_ |Closed |
Tueszday
YWednesday Holiday Code ’H_ |H0|ida.'r' |
Thursday Inget Code ’S_ |School Development |
Friday
Gaturday Closed Closed OpenCode [ | [
Sunday Clased Clased School Event Calour

e To enter the term dates, click Add Term EI

e |If there is already data for a Term use the Edit button il to edit the dates if necessary
e Enter the name for the Term you are adding, then <Tab> to the Start Date field

|:| School Term @

Term Mame | Tem 1

Start D ate
End D ate

o [ G ]

e Enter the start date for the Term

If the date selected to start a Term is not a Monday, the following warning will appear. See
important information about Term start dates on the next page.

Warning

All terms rmust start on a Monday.

If the Monday is a Public Holiday or S5chool Development Day it should be
marked with the appropriate code after the School Year has been created.

Do you wish to continue?

e If this message displays, click No and change the Start Date to a Monday
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IMPORTANT

The date entered for the beginning of the term must be a Monday as

this has implications for both Timetabling and Lesson Attendance. Any
days where students are not expected to attend school should be
entered into the diary as holidays or School Development days.

e Press <Tab>
e Enter the End Date for the term and click OK

Click [+ to enter details for the next term.
Click OK (in the School Term window) as each term’s data is entered
Enter all terms

The details are displayed in the Terms window on the School Year screen. After entering details for
all the terms in the year and the closure code, review the data.

Terms
Mo, Term Mame Start D ate End Date
1 Term 1 ko 3rd February 2020 Thu Sth Apnil 2020
2 Term 2 Mor 27th Apnl 2020 Fri Zrd July 2020
3 Term 3 Mor 20th July 2020 Fri 25th September 2020
4 Termn 4 Mar 12th Dctober 2020 Thu 17th December 2020

kK || Cancel |

e Click OK to finish

The School Diary window now displays 2020.

IMPORTANT

Ensure the term dates are accurate. These dates were correct at the

time of printing.

Please refer to to
confirm dates prior to input.

Note: Dates may be entered by typing them in (for example, 03022020) or by selecting them

d)
using the Activity Calendar button. Double-click on a date in the Calendar ﬁl to select the
required date. Make sure you enter or select the correct year.
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5.1 Term Dates and School Development Dates For 2020

It is critical when setting up the School Diary in SIS for 2020, that the term dates are entered
correctly. Errors in the School Diary will have an impact on Lesson Attendance accuracy and on
the timetable in Secondary Schools using the Timetable Module.

Term dates may be accessed from the Department’s website:
http://www.det.wa.edu.au/education/termdates/

Public Holidays may be accessed at the following website:
https://www.commerce.wa.gov.au/labour-relations/public-holidays-western-australia

Term Dates and Public Holidays For 2020

Notes: These dates are accurate as of August 2019. Please check with DoE and your
school Administration Team for confirmation of School Development Days and student
start dates. When establishing the Terms in the SIS School Diary, ALL Terms MUST begin
on a Monday and the days where students are not required to attend should be marked as
either Public Holidays or School Development Days as appropriate.

Monday 3 February — Thursday 9 April (10 weeks)

Students Return Monday 3 February

School Development Days 1 Day before students return - Friday
31 Januar

Monday 27 April — Friday 3 July (10 weeks)

Students Return Tuesday 28 April

School Development Days Dates determined by the school
Term 3, 2020

Monday 20 July — Friday 25 September (10 weeks)

School Development Days Dates determined by the school
Term 4, 2020

Monday 12 October — Thursday 17 December (10 weeks)

Students Finish Thursday 17 December
School Development Days Dates determined by the school

Note: There are six school development days where students do not attend. Two of these
days are before the school year starts for students and one day is after the school year
ends for students.

All public schools now have the flexibility to trade off school development days except
Thursday 30 January 2020 and Friday 31 January 2020.
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Note: The Public Holidays falling during term have been highlighted.

When New Year’s Day, ANZAC Day or Christmas Day fall on a Saturday or Sunday, the next
following Monday is also a public holiday. When Boxing Day falls on a Sunday or Monday,

the next following Tuesday is also a public holiday.

The Public Holidays for 2020 are:
PUBLIC HOLIDAY DATE

New Year’'s Day

Wednesday 1 January

Australia Day

Sunday 26 January

Observed Monday 27 January
Labour Day Monday 2 March
Good Friday Friday 10 April
Easter Monday Monday 13 April
ANZAC Day Monday 27 April
WA Day Monday 1 June

Queen’s Birthday

Monday 28 September

Christmas Day

Friday 25 December

Boxing Day

Monday 28 December

Once the terms have been set up, public holidays and school development days can be added.

Note: Whilst there are 2 School Development Days (SDD) prior to the student’s
commencing on Monday 3 February 2020, no SDDs will be marked in the School Diary.
January will not appear in the School Diary.

e In the School Diary window click on the paintbrush 4

e Choose the relevant closure code from the right-hand side of the window and click on the
day/session you wish to fill with the closure code colour.

O

1aar J&5OL0H

School Diary

M arming

| February 2020

Afternoon

Evening

Sat 1st Haoliday

Haoliday

Haoliday

Sun 2nd Holiday

Holiday

Holiday

kon 3rd

Tue 4th

‘wed Gth

Thu Gth

Fri 7th

Sat Bth Clozed

Clozed

Clozed

Sun 3th Closed

Closed

Closed

i 10th

Tue 11th

‘Wed 12th

Thu 13th

Fri 14th

Sat 15th Clozed

Clozed

Clozed

Sun 16th Closed

Closed

Closed

Man 17th

Tue 18th
€

=l

Paint Brush

Palette:

Open :

Closed : Cloged

Inget : 5 chool Development

Haliday :

Huoliday

Paintbrush Off
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e Continue to enter all known School Development Days and Public Holidays

| School Diary ==
N YWE LY=L
| March 2020 1st March 2020
Marning Afternoon Ewening
Palette:
Sun st Cloged Clozed Cloged
ton 2nd Holiday Holiday Holiday Open:
Tue 3rd Clozed : Clozed
wed dth
—— Inzet ; School Development
Fri Bth Haliday : Holiday
Sat Fth Clozed Clozed Clazed
Sun Bth Cloged Clozed Clozed
ton Sth Selected Code:
Tue 10th

e Turn off the paintbrush | =21 Of

e Close the School Diary window

Step 6: Defining Semester / Timetabling Periods

General > School Details > Timetabling Periods

Timetabling periods are required for Timetabling, and are used for calculating the number of
student half day absences in Formal Reports. Terms dates must be entered in the School

Calendar before Timetabling Periods can be created.

Selecting the S icon will create semester dates.

Selecting the T icon I will create term dates.

Selecting El will allow users to create customised Timetabling Periods. Schools using

Timetabling will create the Timetabling Periods they require.

Define Semesters 1 and 2

e Click on Timetabling periods
e Ensure 2020 is selected

e ClickonS 8l to create semester periods

e ClickonT y to create timetabling periods

C IVI Ca 2019 Integris Admin EOY Fact Sheet 26-Sep-19

Page 21 of 81

© 2019 Civica Education Pty Ltd



i ing 3

2020 [v] W 8|

Code Description Start Date End Date Semester Mo.
2020 Schoolvear - 2020 3FEB 2020 17 DEC 2020 ]

Semester 1 2020 Semester 1 3FEE 2020  :3JUL 2020 1
Semester 2 2020 Semester 2 20JUL 2020 17 DEC 2020 2

IMPORTANT

All start dates MUST be a Monday. If any start date is not a Monday,

please call the Customer Service Centre on 9264 5555 (metro), 1800 012
828 (regional) or Customer.Service.Centre@education.wa.edu.au
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Step 7: Set up Form Descriptions for the New Year

IMPORTANT:

Do not add or edit teachers at this time. Teachers’ names are added or
edited once the current academic year has ended (See Step 20).

If you need to set up additional Forms for the following year:

e Go to General > Parameters > Form Description

o
| Form Description ==
= I VT |
Code  Description Teacher 1 Teacher 2 Room Active
Mz E Everage 58 YES
07.2 ks T Marton M57 YES
031 b1 C Best k52 wES
0g.2 hr J Brigg k51 ES
083 bz J Calvin w510 ES
0a.4 kr L Evans M53 YES
085 b ' D awids k54 YES
031 Mz & Greaves M55 YES
0.z bz K. Halter w53 YES
09.3 bt M Creed MSE ES
09.4 YES
0as YES
101 bdr D Trainar 558 YES
102 Dt M Swiderski 559 wES
103 Mz T Lomer 5510 YES
111 bz 5 Ozwald 551 ES
11.2 bz S Cormner 555 YES N
Orly show active enties 0 recard(z) have been hidden Total Active Parameters I?.EI—

The Form Description window displays forms for the current year. Any new forms (for the New
Year) will need to be added now.

e Uncheck Only show active entries (there may be existing Forms marked as inactive)

[l Ornily show active entries:

e To reactivate an inactive Form
e Highlight the Form

{Foom 7 YES

e Click on the Edit Pencil

e Check the Active box
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Edit Form

Form Code I

Farm Description IHoom g

T zacher(z) I o, | X
I | (X
Foom I o (X

Active

LCancel

e Click OK

e To add a new Form

e Click on the Add icon <
e Add the new Form Description

Add Form

Form Code I

Form Description |F|00m 3

Teachers] I
I | (X
Raom I [= N4

Active

0K Cancel

e Click Ok

e Repeat these steps to add any additional Forms
e Close the Form Description window

Note: Do not edit or delete the ‘Not Specified’ parameter. If there is no ‘Not Specified’
parameter in the list, contact the Customer Service Centre on 9264 5555 (metro), 1800 012
828 (regional) or Customer.Service.Centre@education.wa.edu.au before proceeding.
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Step 8: Set up Leavers

IMPORTANT

The processing of leavers is a TWO PART FUNCTION. The first part (Step 8) is
where the Leavers’ destinations and leaving dates are entered; the second step
(Step 9) is where the Leavers are allocated to a proposed year and form and then

moved to the Former Roll as part of the End of Year process.

Part One updates the leaving students’ details.

This specifies where they are going (Destination) and the date they are
leaving (Leave Date)

Use Speed Edit to enter a Destination and Leave Date for your top year group and for all
students who will not remain at the school, for example, Year 6 students in a Primary School,
Year 10 students in a District High School and Year 12 students in a Senior High School as well
as any other students known to be leaving at the end of the academic year.

Note: To ensure both Destination and Leave Date are saved correctly, ALWAYS process
the Destination value first, followed by the Leave Date

Admin > Speed Edit

e Find il the Year 12 students who will be leaving
e Select Destination from the Area drop down menu

e Select all of the students

e Select Not Specified from the New Value menu

Eﬁ Eﬁlt

Area
IDestination E

| Select Al || Dezelect All || Invert Selection || Blanks || nds |

Rief. Student Narne Yalue Status

4 Andrews, Rachael Mot specified Mooa

ars Black, Jenny Mot specified ]

29 Campbell, Ashlzigh Met specified ]

34 Casson, Shane Mot specified I

39 Coaper, Fyan Mat specified I

44 D avies, Caitlin Mot specified I

43 Dexter, Renee Mot specified I

74 Fulter, Michael Mat specified bl

7 Gold, Stephanie Mot specified I

a4 Guthrie, Sean Met specified I

a3 Hogan, Paul Mot specified ]

93 Johnston, Josh Mot specified I

109 Kent, Clapton Mat specified I

113 Kitchen, Marc Mot specified I

124 Kraft, Chelzea Met specified I

129 Lam, Chanara Met specified I

130 Lambert, [ amien Mot specified I

134 Laurents, Jazon Mat specified 2]

133 Leslie, Mathan Mot specified Mo,
Mew Value Mot specified E | ol | | LCloze | | Save
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e Click to Apply Changes
e Click Save and Yes

Note: Not specified should be used for Year 12 leavers only. All other leavers including Year

6 students going to Secondary School and Year 10 students

moving from District High

Schools to Senior Colleges must have their destination school entered. If the Destination is
known, but is not in the list, contact the Customer Service Centre on 9264 5555 (metro) and
1800 012 828 (regional) or Customer.Service.Centre@education.wa.edu.au

e Select Leave Date from the Area menu

Area

I Leave Date v

e Select all of the students

e Enter the leave date in the New Value

Mew WV alue I |\/|

e Click to Apply Changes
e Click Save and Yes

Admin > Speed Edit

Find il the Year 6 students who will be leaving

Select Destination from the Area drop down menu

Select all the students with the same destination

Select the appropriate destination from the New Value menu

Speed Edit

Arza

I [Drestination W & i

Select All Deselect Al Inwert Selection Blanks niz

Ref. Student M ame ' alue Skatusz
8FE Allen, Penelope M ount Lawley 5.H.5. bl
856 iBecker, Tareg iPerth Modem 5. H.5. (Subiaca) H

8253 Brawn, Steven Maunt Lawley 5.H.5. : M

az5 i Content, Damien wiesley College [South Perth) iM
a28 i Delamare, Graemes iPerth Modem 5.H.S. [Subiaco) M
230 iDesgilva, Haley Perth College [Mount Lawley) H

Mount Lawley 5.H.5. M

836 Edwardo, Jacob
938 : Edwards, Justin wesley College [South Parth) iM
833 i Elliatt, K.atherine iPerth College [Mount Lavley] i

843 Farmer, Kristy b ount Law .
852 iFarton, Steven 1Al Saints’ College |

Eull Creek]

857 Gray, Tenile Mount Lawley 5.H.5. :

263 iHavlent, Tom iPerth Modem 5.H.S. [Subiaco) iM

826 i Hushler, Elizabeth 1Al Saints’ College (Bull Creek) iM
MNewValue (4] Saints’ College (Bull Creek] (v | 7 Close Save
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e Click to Apply Changes
o Repeat until all leavers have a destination
e Click Save and Yes

Note: To ensure both Destination and Leave Date are correctly saved, ALWAYS process the
change to the Destination first and then the Leave Date.

e Select the Leave Date from the Area menu
e Enter the leave date in the New Value

M Walue I |\/|
$

Area

ILeave Date IE‘

| Select Al ” Deselect Al || Irvert Selection ” Blanks || nds |

Student Mame

Mew Y alue | | v | | Cloze || Save

e Click to Apply Changes
e Repeat until all leavers have a leave date
e Click Save and Yes

PART TWO is the allocation of a proposed year and form (see Step 9) to

leaving students which allows the EQY process to automatically move
the leaving students to the Former Roll.
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Step 9: Increment Students’ Proposed Years and Forms using
the Year End Function

IMPORTANT:

Do not use speed edit to set up proposed Years or Forms.

i

The Year End function is available on the Admin side bar, = End

This function enables manipulation of the Proposed Year and Proposed Form fields. It is not final
until completion of the Year End process.

There are three ways to increment the students who are moving up a year within the school:
1. Automatic Increment of Year Groups

2. Assign by Year/Form or

3. Assign Individuals to a Year/Form.

These functions are available through the Year End icon in the Admin sidebar.

Option 3 is recommended for most Primary Schools.

Option 2 is recommended for most Secondary Schools.

Option 1: Automatic Increment of Year Groups

Use this only if students keep the same class names but move up one year (for example, Year 3,
Form Room 1 becomes Year 4, Form Room 1):

Admin > Year End > Automatic Increment of Year Groups

Automatic Increment of Year Groups

.~ Please Note

This procedure will update each Year group in the system ta the
next logical Year Group. The registration designation will remain
unchanged.

Mo physical movement will take place at this time, only the
assignment of a proposed Year and Form

[ ok | [[Cancel |

e Click OK to proceed

Note: Registration designation is equivalent to Form.
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Option 2: Assign by Year/Form

Use this if groups of students' Years and Forms change (for example, Year 8, Form 8.1 becomes

Year 9, Form 9.1):

Admin > Year End > Assign by Year/Form

e Enter a Current Year and Form
e Enter a Proposed Year and Form

Assign Proposed Year/Form by Year/Form

Please Note

For those students who, in the current academic year, are in:
Current Vear |2 : and Form {021 :

zet the Propozed Y'ear and Form ta:

Proposed vYear |9 : and Form {091 :

e Click OK twice
e Repeat for all current Forms

Note: Do not use this function to process Leavers. For Leavers follow the process shown in

Step 9 - Option 3.

Option 3: Assign Individuals to a Year/Form

The third option enables each Form to be allocated a proposed Year and Form, and it also allows
for individual students within each Form to be assigned to a different Proposed Year/Form. It is
important to allocate a Proposed Year and Proposed Form for Leavers.

Admin > Year End > Assign Individuals to a Year/Form

e Select the Current Year/Form to display the current students’ names in the Modifications pane
e Highlight students to be allocated a Proposed Year Group and Proposed Form
e Select the Proposed Year Group and Proposed Form and click Update Line(s)
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e
ear ual nment
[ End of Vear Individual Assig

rear/Form Select

==

Current Year/Form | 3Fioom 3

L]

r Modifications

Froposzed Year Group I 4

Proposed Farm | Foom &

_
Update Linelz]
3]

Hame
Anderson, Kurt
Avery, Charmaine
Connel., Melizza
De Mamiel, Zola
Ermn, Brenton

Selectal | [

lepnsed Year/Form

-

Save Modifications ]

Lloze

e Repeat until all students have a proposed year and form

Note: To allocate all students to the same Year/Form, use the Select All button. To select
several students, hold the <Ctrl> key and click on students’ names in the list. To flag the
Leavers, select Leaver in Proposed Year Group and Not Specified in Proposed Form.

e Click Save Modifications

e Repeat for each Form

Option 3 continued: Leaving Students

For students who are leaving the school at the end of the year, for example Year 12 students in a
Secondary School, allocate a proposed Year Group of Leaver and Proposed Form of Not

Specified.
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[_] End of Year Individual Assignment

rYear/Form Select

Current Year/Form I 124121

[=]

r Modifications

Propozed YVear Group | Leaver

Froposed Fom Nt specified

S [ et
L=

Hame

Angus, Sally
Brown, Patrick
Cooper, Hayden
English. Dion
Gray, Werity
Julian, Trigtan
Kright, Paul
Lestan, Ryan
Lyrin, &shlyn
artin, Kristian
Mentoring, Jess
Mararu, Phillip

Select Al ] ’ Irnvert Selection

Proposed Year/Form
Leaver/Maone
LeaverMone
Leaver/MNaone
Leaver/MNone
Leaver/MNone
Leaver/Maone
LeaverMaone
Leaver/MNaone
Leaver/MNone
Leaver/MNone
Leaver/Maone
Leaver/MNaone -

| »

m

Save Modifications ]

Cloze

The data entered in the Year End function is simply Proposed Years and Forms. You can return to

the Year End function and update the information as required.

Note: Remember to allocate Leaver and Not Specified to any student who has indicated
they will not be returning in 2020. This includes Year 6 students moving to Secondary

School.

] End of Year Individual Assignment

rear/Form Select

Current Year/Form | G/Fioom 6

L]

r Modifications

Proposed Year Group | Leaver

Proposed Fom I Mot specified

_
Update Linelz]
3]

Mame

Baker, Reuben
Barbour, Ross
Born, Tanya
Churn, Maora
Ellard, Kate
Jones, Keith
Laston, K.atherine
Luck. Martin
Mills, kark
Murphy, Tamara
Richardz, Mazon
Tep. Josh

Select All ] ’ Inwert Selection

Proposed Year/Form
Leaver/None -
Leaver/None
Leaver/Mone
Leaver/MNaone
Leaver/MNaone
Leaver/None
Leaver/MNone
Leaver/Mone
Leaver/MNaone
Leaver/Naone
Leaver/None

Leaver/Mone

Save Modifications ]

LCloge
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Note: Remember to allocate Leaver and Not Specified to any student who has indicated
they will not be returning in 2020.

E E End of Year Individual Assignment E

rear/Form Select

Current Year/Form | 3/Foom 3 IE‘
r Modifications
Propozed Year Group I Leaver Iz‘
Propozed Farm | Mat specified IE‘
Mame Proposed Year/Form

Anderson, Kurt

onnell, Melissa
De Mamiel, Zola
Em, Brentan
Hayley, Martyn

Hill, Tracey
Janeic, Rasmi

Select Al ] [ Invert Selection Save Modifications ]

Lloze

T End of Year Individual Assignment [=E3m]
r‘rear/Form Select
Current Wear/Farm | A7 |z|
r Modifications
Proposed r'ear Group I Leawver |E|
Proposed Form I Mot zpecified IE‘
Mame Proposzed Year/Form
alkitik, b aria ESHDSE -
Arnber, FEylie 1R/08.2
Andre ] i

Arrowsrmith, David
Arrawzmith, william
Atk aron
Bandy. Brandy
Baverstock, Helen
Black, Mam

Cooper, Marianne
Davids, Chelzea

Select Al ] [ Inwert Selection Save Modifications ]

Cloze
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Step 10: Print Reports Showing Proposed Year/Form

Admin > Year End > Reports Showing Proposed Year/Form

[ VearEnd (23]
© Instuctions -
e Lesre ey el i @ Automatic Increment of vear Groups -
your zchool iz @ Azsign by Year/Form
12

@ Process End of Year

All students in year 12 are
assumed to be lzaving the
zchaal, and the final action in
the end of year process will
change their status and move
them inta the Leavers Roll

e Choose the type of report you wish to print by clicking in the appropriate radio button

End of Year Reports
r End of Year Reports r Student Selection g Reminders: o
~ Current Farm lists showing proposed changes Year G all Include Admissions Roll.
' to each student. el R I /EI

B [ — =] Ensure Student Selection drop

Form lists of propozed Year/Form groups.

© down boxes display Year Group-
™ List of students by suname showing proposed ) All and Form-All. This report

~ Year/Form groups, - Sorting . ’ ..

@ List of studenits withaut a proposed Year or B sl e cannot be printed for Individual

Form, or without a Leave Date or Destination.
Sart and tatal students by Gender. Year GrOUpS or Forms.

7 List of Students by Proposed/Curment Form and 'ear.

Sort and total shudents by Indigenous Status.

Inchude Indigenous Status on Fepaort

[ Frint ” LCancel ]

Note: It is recommended that you print the fourth option, a List of students without a
proposed Year or Form or without a Leave Date or Destination. The report lists students
who have no proposed year and/or form and/or Leave Date or Destination. If any have been
missed, return to Step 9 and make the necessary changes before the End of Year is
processed.

IMPORTANT

Students entered onto the Admissions Roll should be allocated to the
Year and Form they will go into in 2020.
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Step 11: Print Student Lists for Reference (Recommended)

It is recommended that, for future reference, year and form lists for the current year are printed,
including a Form List Summary before finally running Year End. Print all of the following reports,
scan a copy and save to K:\Keys\Integris\Outbox.

Note: The system does not retain previous years’ Forms once End of Year has been

processed.

Admin > Reports > Roll Reports > Current Roll Report

& Reports
KREEsR=1 A
el = 7<) A [ rites
[E] Cument Rall with User Fant Size Main Title |201 9 Current Roll
F Student
D orm.er. Hasnts Page Footer I
D Adrmizzsions
[E] Mew Admissians ta Current Roll - Sort
] Admissions or Leawers Report Gerder Soit Field | - |Total |F'age
[ Standard Student List 1| Wear -
@ Student Address Details 2 | Fam a | []
D Parent/Guardian 1 Phone and &
D Students with Temparam PNz
D Students List Showing Current a rSelect
[ Shudents with Siblings | » New Query
D ‘Vear Lists [] Totals anly
[ Bl it b st v Show Reference MNumnber
< >
Admin > Reports > Roll Reports > Year Lists Report
) Reports
WD S| e
D Current Roll ~ ~Titles
[E] Cument Rall with User Font Size Main Title IEU'I 9%'ear Lists
F Student
D orm.er. Heenie Fage Footer I
D Adrnizsions
D Mew Admiszions to Current Roll rsort
0] Achmissi L R DOB Sort Field |;v |T0tal |F'age
mizzions or Leawvers Feport Student Nurber
D Standard Student List Gender
D Student Address Details
D Parent/Guardian 1 Phane and 2
D Students with Temporary LIPMs ~Select Year Groupls]
D Students List Showing Current a ified ~
[] Students with Siblings
N (®) Including Student Number
< A Rl st bt st s Y e () Excluding Student Number
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Admin > Reports > Form Lists > Form List Summary

This Report will display a summary of all Forms as well as a gender breakdown and family
representative total (If selected).

%
X[ DT S e

3 Fom Lists L) —Titles
D Standard Farm List
El Farm Lizt Summary
D Hiouse Form List FPage Footer I
El Student Address Details
D Parent/Guardian 1 Phone and 2
El Student Infarmation Sheets Summarise
D Student Infarmation Cards (®) by Year Group
El Student Update Form

tain Title |2D1 3 Form List Surmmary

Include Teacher Mame(s) on Report

() by Farm
D Student Photos
D Dinner Money Register
D Teaching Set List
D Solos and Siblings [ Include Family Fepresentative tokals
71 b ariial Panistar | st bt
£ >

Print

Important: STOP HERE

At this point schools should stop their Year End processing. Steps after
this point must only be completed once the attendance Year is
completed for ALL students.

Note: Daily Records must be created AND attendance data entered for students’ last day of
attendance BEFORE you Process Year End.

Step 12: Back Up Datafile

IMPORTANT

Before proceeding to the next step, repeat the backup using the method
outlined in Step 4. This needs to be done in Single User Lock.
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Step 13: Process Year End

IMPORTANT

If you have transferred your Admissions Roll students to the Current

Roll before processing Year End, please contact the Customer Service
Centre on 9264 5555 (metro), 1800 012 828 (regional) or

This will move students to their new Year and Form groups and move the students who have been
flagged as Leavers to the Former Roll. It is the school’s decision whether to process End of Year
after the end of the academic year or immediately before commencement of the new academic
year.

Processing Year End should only occur when you are ready to roll over your student data. This
process can only be carried out in Single User Mode.

e Ensure all other users are logged out of Integris

File > Single User Lock

Single User Lock
EI Enter Paszword I""""
| Cancel | | (o

e Type your password and click OK

Locked Message

Enter the mezzage pou would like to appear when anather user attempts to
log on to the spstem.

Integris and remote web services are cumently unavailable while end of
year processes are camed out.

Enter how long you expect the system to be locked for. [1.00  hrs

| View Uzers | |

e Click OK

&

Single User lock is now activated and the icon appears in the top tool bar

Note: Integris will not let you perform a Year End update if it finds any students without a
proposed Form or Year group, or if any Leavers do not have a Leave Date or Destination. It
will produce areport of those students for whom such data needs to be entered. See Step
10 for details.
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Admin > Year End > Process End of Year

|:| Year End
r Instructions -
Theleraneer sciimbe @ Autornatic Increment of Year Groups
your zchool i @ Agzign by Year/Form
12 @ Agzign Individuals to Year/Form

@ Reports Showing Proposed Year/Form
All shudents in year 12 are
azzumed to be leaving the
school, and the final action in
the end of year process will
change their status and move
them inta the Leavers Roll.

End of Year

Process End of Year

- Pleaze Note
This process will update all student records, moving them to the
Proposed Year and Proposed Form specified in the preceding
Year End functions.

Any students in the top Year Group will automatically be moved to
the Former Roll.

PLEASE ENSURE YOU HAVE TAKEN A BACKUP OF YOUR DATA
BEFORE PROCEEDING WITH THE YEAR END.

- Recalculation of Attendance Figures

As part of the Year End process, current attendance figures will
be updated from your attendance module.

Year End will update attendance figures forthose students
whose attendance was last recalculated prior to:

Date |20DEC20M3  Time |03:14

Attendance Year |2D‘IE| W

Cancel

e Select the correct attendance year - 2019
e Click OK

Attendance Check

this the correct Year?

You are about to recalculate the Lesson Attendance figures for the Year 2019, Is

e Click Yes
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Note: If you attempt to process Year End before the end of the attendance year has been
completed, the following message will appear. End of year should be processed after the
end of the attendance year.

Warning

The selected date is before the last day of the school year.
This may lead to students having incorrect attendance history figures.
Do you want to continue?

The processing of Year End may take some time. For example, processing may take from 10 to
45 minutes depending on factors such as processor capacity, student numbers and also whether
the Lesson Attendance module is being used.

Processing

Updating Student Attendance Statistics
ooi11 276

At the conclusion of this process the following message will be displayed:

UPM Generation Year

The UPM Year should match the Academic Year. The current
UPM Year is set to 2015,
Do you wish to advance this?

Yes No

The current UPN Year should be set to 2019. You will be asked if you wish to advance the current
UPN to 2020.

Note: If the current UPN year is NOT correct in the message box, you will be able to
continue processing the Year End, however after completing the Year End process, contact
the Customer Service Centre on 9264 5555 (metro), 1800 012 828 (regional) OR
Customer.Service.Centre@education.wa.edu.au for assistance in correcting the UPN.

e Click Yes to continue

R T X
10 students moved to the former roll were the only Family
Representatives
for their sibling groups. The eldest remaining siblings have now been
flagged as Family Representatives in these cases.
e Click OK
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Year End 1

:I Update Complete.

e Click OK

Day Records FTE Warning

FTE Pre Primary and Kindergarten

To enzure that Lesson Attendance day records have the cormect
period structure in the new Lesson Attendance vear, you should
enzure the following before creating any day records |

Al students that have moved to the Pre
" Prirary pear are marked az Full Time and
have an FTE walue of 1.0

Al gtudents that are now in the Kindergarten
vy year should be marked az Part Time and
hawve an FTE value of less than 1.0

The Student Full Time # Part Time status and FTE value can be
updated in the Admin > Speed Edit window or individually in the

standard Student Edit window.

At the completion of the End of Year process, schools will be reminded to check the FTE of their
Kindergarten and Pre-Primary students and ensure that these are updated for the New Year.

e Click OK to finish

Step 14: Check Year End was Successful

Important

e Go to Student Details and find a student on the Current Roll

e Check that they are now in their new Year and Form. If not, contact Customer Service Centre
on 9264 5555 (metro), 1800 012 828 for (regional) or
Customer.Service.Centre@education.wa.edu.au, before continuing.
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Step 15: Process Admissions Students

Adding students to the Admissions Roll (for example, incoming Pre-Primary students in a Primary
School or incoming Year 7 students in a Secondary School) may be done at any time, but
accepting them and transferring to the Current Roll should be undertaken after processing Year
End. The Department of Education recommends that schools admit Admissions students to the
Current Roll in the New Year, when you are more likely to know which students will definitely be
attending the school.

If you are using the School-to-School Import function to import data for students from another Integris
school, place the incoming students on the Admissions Roll prior to the following steps.

Note: It is advisable to be in Single User Lock when transferring Admissions Students to
the Current Roll.

Admin > Speed Edit

e Choose the Area - Acceptance Status (Admissions)

Speed Edit
Area
Acceptance Status [Admizsions) El

e Find il students on the Admissions Roll who are to be moved to the Current Roll

Student Search
o E G
General IParameters] Drates l Addlessl Dther] ol l T Sets!Cohortsl

Surname/Fef. Mo. Floll Statuz Admizzions :
Preferred Mame ear Group .

e Select all of the students for whom you wish to update their acceptance status

HewValue
e Check New Value

e Click to Apply Changes
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Details are changed and M (Modified) is displayed in the Status column.

e ™

Speed Edit
Area
IAcceptance Statuz [Admissionz)
| Select 4l || Deselect All ” Invert Selection ” Blanks || n's |
Student Name Status

Newwalue [ | v | | Close || Save

e Click Save and Yes

Note: If Admissions records are being edited at the time of transfer to the Current Roll, the
record/s in use by other users will not be brought onto the Current Roll. A message will
appear to notify the user of the number of records not transferred to the Current Roll.

This is not a single user mode function. However, it is advisable to use Single User Lock
when performing the transfer of Admissions students to the Current Roll.

Admin > Admissions > Admissions Transfer to Current Roll

Mmlsmons | raﬂer to Eunent %"

Thiz wizard will guide you through the process of transfering Admissions Foll students onto the Current Roll of vour school.
Orly thoze Admizzions Roll students who have their ecepted? checkbox ticked will be moved onta the Current Roll.
Thiz can be set either by editing the student within the Student Details area, or by selecting ‘Acceptance Status
[&dmisgions]’ within Speed Edit

Choosge below how pou would like to select the students to be transferned to the Current Rall

() Transfer students with &cceptance Status of Yes, and Entry Date of I ﬁ

(®) Transfer all students with Acceptance Status of Yes. ignaring any Enty Dates that have been entered.

Set the following Entry Date for all students wha are transfemred @
Mexst student number will be 835 <¢ Back Mest > | | LCancel
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e Select the option Transfer all students with Acceptance Status of Yes, ignoring any Entry

Dates that have been entered

e Set the Entry Date to the date of the students’ first day of attendance at the school

e Click Next

The follawing students will be transferred ta the Current Rl

the 3¢ button,

Admissions Transfer to Current Roll

IF ary students are lizted below wha pou da not want to transfer to the Curtent Roll, select them within the list and click on

Ref. Mame Doe Gender UPN
26 Hamizh Angus Z35EP 2007 :iMale
7 Walentine Antonello 27 JAN 2007 (Female
1 Wendy Ballarat 22FEB 2013 iFemale
34 Adrian B averstack 24 MAR 2008 iMale
25 Caitlin Borsche TAPR 2016 (Female
23 Harry Carmeling TAPR 2016 iMale
a6 Flarence Davids TEJUN 2005  :Female
45 Pariz Davids 16 JUN 2005 Female
18 Blake Dawling 205EP 2015 iMale
33 K.pstle Farmer 23MAY 2008 iMale
22 Jackson Freebom TAPR 206 iMale
1 Gordon Gordes Z22FERB 2013 iMale
3 M arcus Gordes 25 MAR 2015 (Female
a Grant Hammend 22FEB 2006 iMale

A I ameh | amills T T

£

Mext student number will be 835

Entry D ate Transfer?

3FEB 2020 W
JFEB 2020 |
JFEB 2020
3FEB 2020 W
3FEB 2020
3FEB 2020 W
JFEB 2020 |
JFEB 2020
3FEB 2020 W
3FEB 2020
3FEB 2020 W
JFEB 2020 |
JFEB 2020 |

N

v

3FER 2020
I FFR 2090

J
X

>

LCancel

e |[f there are any students who should not be transferred, highlight their names and click

e Click Finish

Admissions Transfer

o Transfer complete

e Click OK

e |f prompted you may wish to check for empty batches

Delete batches

Do you wish to check for empty batches?

e Click Yes to delete any empty batches

Delete Batch

The batch: Mext Vear is empty.
Do you wish to delete it?
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e Restore Multi-user if you have engaged the Single User Lock function so that other users can
logon to Integris again.

@ West Coast District High
File Edit General Help

& SR g

‘ Single User Status

Step 16: Reinstate Returning Students from the Former Roll to
the Current Roll

Where students have a Former Roll record but are returning to your school, they need to be
reinstated to the Current Roll. Schools should always check whether any new enrolments have a
Former Roll record and use this reinstating process to move them to the Current Roll.

General > Student Details

e Select the Former Roll from the drop down list

Current v ‘

Admizzionz
Current

Formner

Ja

e Locate the Student required

Search |Ca.L

Note: The student record will show the Year and Form the student was in when they left the
school. This must be reviewed as it is likely the student will be in a different Year and Form
when returning to the school. This can be edited before reinstating the students, or during
the reinstating process. Students can only be reinstated to the original roll.
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| Student ==
Fomer v/ { @A D A7 2 S @3 maByO0EHecRBESS

Leif Campbell ( 776 ) Year2 Form Room 2
Address
Date of Bith 31 MY 2007 18 Macquarie Ridge, Phone 1 9395 4974
Age 1213 8 Mths PINEY WOODS, Phane 2
WA
Gend Mal :
ender ale 6999 Fax —
Teacher(s] . Australia Student Mob. Check the Original
Mz T Swindon . . .
Foom Family Representative [ Roll for this

us| 4/5/ student.
P Z123456706047 TR Bt ar Regiztration

Student Wo. 00000000 E Mail fuddress
Central ID 99123456700000223

Contacts

Mame .Phnne lAddress lHeIaliun lHes _Par _Hail _Emlg lNules lFee
bz Marjory Campbel 19335 4974 118 Macquanie Ridge, PINEY W00DS, W Mother Yes { Yes {Yes |1 ez N

Mr Stefan Halste ;9221 7a45 42 Minigwal Loop, JOLIMOMT, Wi, B ther MNa ez §N0 2 §N0 N

br & Mre Campbell {3 Fingerside Way, LONELY “WATERS andparer! No | Mo iHo (3 Mo iN

£ . >

Res - Student Resident  Par - Parental Responsibility  Mail - Famity Mail Marker Emrg - Emergency
Search ey | | e

Editing the Year and Form prior to the reinstatement process is done in the same way as editing
any other student record.

e Click edit

Change the Year and Form on the Personal Tab

'ear 4 "

Farm | Roaom 4 v

e Click OK to save

To reinstate a student to the Current Roll:

e Click Reinstate Student to Original Roll 2
e Click Yes to the Warning message

Warning

9 Are you sure you want to reinstate this record to the Current Rell?
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e Check the Year and Form the student is going to re-enter. If this has been updated by editing
the record click Yes. If the record has not been edited click No

e Enter the new Year and Form and click OK

Reinstate Student

Pleaze specify the Year and Form into which thiz
student should be reinstated.

Year 4 V)
Farm v
[1].4 Cancel

e Add an Entry Date and select the student’s Previous School
Entry Details
Ertry D ate 3FEE 2020 =

Previous School |Moerlina School (bt Clarem...| w

Cancel

e Click OK

If the Entry Date is in the Future, a warning message will display.

Warning

The movement date is in the future,
Do you want to continue?

e A Movement History record can be created by this process if required

Movement History

Do you want to add to the student's Movernent History to account for
their time spent at other schools?

(This is not necessary if the student has been recently updated by a CTF
import.)

Add the Student to a Timetabling Cohort if required or click No for Primary students

Option

Do you want to add this student to Timetabling?
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The student will be reinstated to the Current Roll in the new Year and Form selected.

| Student E

aleuen M @aP S LS ¢EagudmlROMEEOG

Leif Campbell (776 ) Year4 Form Room 4
rAddress
Date of Birth 37 May 2007 18 Macquarie Ridge, FPhare 1 9335 4374
Ane 121z 8 Mths PIMNEY WOODS, Phane 2
WA
Gend b4 al .
enader ale 5999, Fan

Teacherls)  MsJ Garden Australia Student Mab.

Family Representative [

Fioam
Usl
LIPM 2123456706047 Car Registration
Student Mo, 00000000 E Mai Address
Central ID 991 23456700000223
r Contacts
MName _Phune _Addless _Helatiun _Hes _Pal _Mail _Emlg _Nutes _Fee
bz Marjory Campbell 19390 4374 118 Macquarie Ridge, PINEY W0O0DS, Wiother | Yes | Yes (Yes |1 Mes N
Mr Stefan Holste 19221 7845 42 Minigwal Leop, JOLIMONT, WA, 601:Father (Mo ies (Noo (2 Ho i
bdr & Mrz Camphell {3 Fingerside \wWay, LONELY “WATERS. % Grandparet! No (Mo Mo (3 Mo
< >
Res - Student Resident  Par - Parental Responsibility  Mail - Family Mail Marker Emrg - Emergency
Search || I I eI

IMPORTANT:

Ensure all the student’s information is updated after reinstating them.

Contact information as well as other personal information (e.g. medical
and immunisation details) may have changed since the student was last
enrolled at the school.

Step 17: Move External Students to the Former Roll

Note: Community Kindergarten students enrolling in pre-primary for 2020 should be moved
to the current roll.

If the school has students on the External Roll who are not returning to the school in 2020, they
should be moved to the Former Roll using the utility in Admin > Utilities > External Roll to
Former Roll

Edit existing External Roll Students and add a Leave Date. This can be done in Admin > Speed
Edit if leave dates need to be added for multiple students.

General > Student Details

e Select the External Roll
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|:| Student

(=] 4

External

Admizzions
Julcument
Forrner

Add a Leave Date on the Additional tab and click OK

M ationality

Religion

Student Justin Badely

Personal | Family Growp Additional lMovement Hist. ] Groups] (H1n]] ] Misc. ].-’-‘«ttendance Hist. ] Medical].ﬁ.ctivities]

Mot specified )
Mot specified )

Australian Citizen /
Permanent Resident

Date Amival Australia

In Receipt of Allowance
Allawance Type

Wiza Sub Clazs Mo. W

[
Mot specified W

fiisiCapotacs Engiish ™, Viza Grant Mo. Int. Fee Paying W
Indigenaous Status Mot speciied | w ‘iza SC Mo, Expie Date
Shudy Type Mot specified ¥ Birth Certificate Seen  [] [Date Checked
Main Lang OTE S&H  [English ” Country of Bith Mot speciied |+ | Passport Sighted [
Pazzport Mumber
F ainly speak English at home? 1
LEOTE 1 Entry Date 3FER 21119 Prev. Schoal |
UOut of State | LeaveDate  [19DEC2019  Destination |
Out of Area N 1 RecardsSent | Attendance  |Cument [Sindle registr... | v
Access Restriction 1 o
Ertered in SLP Program O Temms in thiz school ] Boarder O
Educational Support Program 1 Terms in other school(z) i] Excluded
EAL/D Stage [ FTE [0z PatTimeStatus (Jam (pm (Jnfa @ Custom @
Documented Plan Completed |
In Care of OCP | Docurnented Plan Review D ate
Risk Maragement Plan O Documented Flan fonwarded ta DCP
@ k. LCancel

Run the External Roll to Former Roll Utility

Admin > Utilities >

External Roll to Former Roll

]

Instructions

In the right hand panel, there
are a number of icons with
descriptive tithes showing which
functions are available.

In arder tao start a function,
pleaze double click on the
required icon.

Administration Utilities

Admigsions transfer -» Current roll

Azzign Family Representatives

Change Staff Reference Mo,

Change Student Reference Mo

Convert Temporary UPM s to Permanent UPMs
Current rall -» Former rall

Delete Staff Member

Delete Student from Current Roll

Delete Student from External Foll

Export Set-up File

Extern

al roll -» Former

Feez Biling Export
General Staff Export

Gereral Student Export

Double Click on the External Roll > Former Roll utility
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e Enter the Leave Date and Click OK

Transfer Students with leaving dates up to and including I‘lg DEC 2019

Cancel

e Click Yes to the Warning message

Warning “

Are you sure you want to move all students with a leaving date on or before 19
DEC 2019 into the former roll?

e Click Yes if prompted to remove students from their groups

External to Former Roll

9 Do you want to remove these students from their groups?

e Click Yes

Information

Updates complete. 1 students updated.

e Click OK to the Updates Complete message

CIVI Ca 2019 Integris Admin EQY Fact Sheet 26-Sep-19
Page 48 of 81
© 2019 Civica Education Pty Ltd



View the Students on the Former Roll.

General >Student Details

| Student ==
Fomer (V|4 @ P £ F 2 S ¢ a@uOBROREEG
Justin Badely ( 924 ) Year 7 Form Not specified
Address
Date of Bith 24 MAR 2008 125 Watershed Road, Phone 1 9E5E2154
Age 11 %rs @ Mths FORRESTFIELD, Phone 2
WA
Gender ale 0 ..
6587 Fa The Original roll where the
Teachers] Student Mob.

student was enrolled is
Rioam displayed for Former Roll

sl / Students.
UPM Car Registration

Family Representative [

Studart N 00000000 Original Roll  External
tudent Ho. E Mail Address

Central I 19123456700001 201

Contacts

Mame .Phune lAddress lHeIaliun _Hes .Pal _Mail lEmlg _Nules lFee

. ‘ ‘ ‘ i ‘ i ‘ i -

Res - Student Resident Par - Parental Responsibiity Mail - Famity Mail Marker Emrg - Emergency

Search a1} | | {‘D

Step 18: Changing Student FTE

Ensure all students have a valid FTE including any part-time Secondary students.

e All Kindergarten (Year K) students must have an FTE value of either 0.40 (standard), 0.50 or
0.60 if your school is participating in the Universal Access program.

e All Pre-Primary and Primary students (Years P — 6) must have an FTE of 1.00. See
example on Page 50.

e Ensure that any Secondary students undertaking a part-time program have their FTE checked.
The FTE for any part-time Secondary student should be greater than 0.00 and less than or
equal to 0.90. All other Secondary students are full-time and should have an FTE of 1.00.

e All Secondary students less than 15 years old should have an FTE of 1.00.

If you find any Kindergarten (K) students who have been entered with an FTE of 1.00 these
students must have their FTE changed to 0.40, 0.50 or 0.60. As the system will determine this is a
change to part-time status, indicators for AM, PM, N/A and Custom will become available.
Kindergarten students should be assigned an attendance pattern using the Custom option.

Note: If schools need assistance setting up attendance patterns for part-time students,
please refer to the Part Time FTE Allocation fact sheet. Part Time FTE Allocation fact sheet.
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The example below demonstrates how to check and update the FTE for Pre-Primary students who
were Kindy students during 2019.

Admin > Speed Edit

e Select the Area— FTE and Part time status

Speed Edit
Area
|FTE and Part ime status E
e Find i Pre Primary students
e Click Find, Select and Yes
e Select the students who do not have an FTE of 1.00
e Enter a New Value of 1.00

*

Area
IFTE and Part time: status IE‘

| Select Al ” Dezelect Al || Irrveert Selection || Blanks || n's |

Ref. Shudent Mame Yalue Statug

MewWalue  [100 | v | | Close || Save

e Click to Apply Changes
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Note: Changing a Student’s FTE affects the student’s attendance.

e Repeat the steps above to set the FTE for the Kindergarten students at 0.40, 0.50 or 0.60
e Click Save

If the school is using the Lesson Attendance module, the following message will appear when you
change a student’s FTE:

[ Speed Edit ==

L This change of part-time status will be reflected in Lesson Attendance
@' the nexttime records
are created for the selected students,

e Click OK and Yes to save the modifications

When a student’s FTE changes from full-time to part-time a dialogue box will request a pattern of
AM, PM, n/a or Custom.

Part Time Selector

Caitlin Barsche

Student FTE haz been changed. Pleaze select
a Part Time Attendance pattern.

M COPM @ nda () Custom

e Do not select AM or PM, check the n/a and check Use Selected for All
e Click OK

If schools know the half-day attendance patterns for the 2019 part-time students, use the Custom
option to mark the attendance pattern for the student(s) concerned. When more than one student
with the same attendance pattern has been selected via Speed Edit, click Use Selected for All
and then click OK.

e Select the Custom radio button
e Click the periods the student(s) will not be attending
e Click Use Selected for All
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0.40 FTE Example

0.50 FTE Example

0.60 FTE Example or 0.50
FTE (10 day cycle-see
below)

?

Luke Andrews

Student FTE has been changed. Flease select
a Pait Time Attendance pattem,

A FM O n/a @ Custom

Altendance Pattern

Day

[
Part Time Selector

- Luke Andrews

Student FTE has been changed. Please select
a Part Time Attendance pattern.

AM  OPM  (Onfa @ Custom

- Attendance Pattern

Day

'ﬁﬂmsam

Luke Andrews

Student FTE has been changed. Please select
aPart Time Attendance pattern.

AM PM  (Onfa @ Custom

Attendance Pattem

Day

Monday
Tuesday
Wednesday
Thursday
Friday

e Click OK

IMPORTANT:

If students are attending 0.50 but have an attendance pattern of 3 days
in one week and 2 days in the second week, the attendance pattern
should be entered as 3 days. Refer to the Fact Sheet ‘Creating a 10 Day
Cycle for Kindy Students’ at the link below to set this up. This must be

done before creating Daily Records in Lesson Attendance.

The Enforced School Closure function is used to close the school for
Kindy students on the days when these students are not due to attend.
This can only be set up after the New Attendance Year has been created
(see Step 24).

Note: It is recommended that the Enforced School Closure function is applied on a
weekly/fortnightly basis to ensure all new Kindy enrolments are taken into account when
closing the school.

Note: Attendance Records must be created daily so that absences can be entered into SIS.
It is recommended that this is done before classes commence each school day or late each
afternoon for the following day. This task will generally only take a few seconds.

Refer to SIS Classic Lesson Attendance for further information
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Step 19: Update Staff Details

When managing staff accounts for the new year, the following actions should be undertaken.

19.1 Add New Staff
General > Staff Details

e Click add ‘é and enter new staff details

Staff
2400 Ms Elaine Abbott E1234567 Female ABBE

Personal Info |Additiona| Infol Eontactsl ol I Qualificationsl Groupsl Teachingl Training / Skillsl Contractsl

Title Initials Surname Salutation | s &bbatt
E Abbatt
I“ vl | Address |55 Smith Street
First Mame Elaine Freferred M ame ILaine_l,l I
Second MName Joy

Third Mame I Pl I
Legal Surname W Farmer Surname I— I

= Town/Sub |PEHTH
Gender (I Male Date of Birth |29 DEC 1974

= State [t
(®) Fernale
Postcode I [Etalali]
Courtry |

Stalf Code ABBE Join Date [1380G 2004
Reference [2400 Leave Date | Tel. 1 | 3370 9898
1D Mumber |E123458? Tel 2 |

Fax | 3370 9899
Staff Type |Permanenl W tiabile Mo, |U4D r7 1439
E-Mail I lainey@ozemail. com. au

Note: There are mandatory fields required for completing staff details entry such as
Surname, First Name, Date of Birth, Staff Code, ID Number and TRBWA number. Itis also
advisable to include a Title and Staff Type. The TRBWA number is entered on the UDI tab

Staff
2400 Ms Elaine Abbott E98765432 Female ABBE

Personal Info | Additional Info | Contacts UD! QualificationslﬁroupslTeachingITrainingfSkiIIsIContractsI

Diezcription Yalue
TREW? number 112345678
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19.2 Move Staff who have left to the Previous Employee Roll

General > Staff Details

e Search for a staff member who has left

e Click Move Entry to Previous Employee Roll

Search I CHAR

Warning

23

e Click Yes

Leave Details

Leave Date I'ISDEC 29

Ok

Cancel

e Enter a Leave Date and click OK
e Repeat for other staff who have left

H

19.3 Flag Staff who have Left as Inactive Users

General > Control > Users

18] YES
0 WES CHARLTOM

CORMER

[R1n] YES

Total Users: 46

Robert Charlton
Sandra Cormer

|:| User Control
I HREmS
i ? System Users
.
Logged In Active  Uszer Mame Full M ame Staff Link
1] WES  ABBOTT Elaine Abbott tz E Abbott -
YES YES ADMIN System Administrator i
1] WES  iALAM b ark Alan
MO YES BARCLAY Harriz Barclay kdr HJ Barclay =
wa YES BEST Carl Best M1 C Best
MO YES ERIGG Jozeph Brigg tdrJ Brgg
[¥[u} YES BROOKS Fioha Brooks
CalvIN Jennifer Calvin

Mz 5 Comner

[¥[u} YES CREED Wick Creed r M Creed

MO YES DICKINSON Kemy Dickinzon

1] YES DRAKE Dirake

1] wES EDrai EDw SUPPORT - D0 MOT L

1] YES ELLIOT Trawiz Elliat bAr T Elliat i
[11n] WOT cicuco Mopm i = Cimlemr kds A Cialeme

Show active accounts only

Cloze

e Select a staff member who has left and click Edit ﬁ'?

e Uncheck Active
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Edit User
“L4? Edit User
Fd a1
UserName | CHARLTON ™ Active
Password |nuu|u I~ Administrator Status
Confirmation |.n|nn ™ Gateway Enabled
Expiry Date 31 DEC 2020 ™ Suppress Messages
I~ DoMaot Load CH
Title tr Initials ~ |R
Full Mame |Floberl Charltan
Position | Teacher
Staff Link M1 Fi Charlton o] [
e Click OK

e Repeat for other staff who have left

19.4 Add New Users and Assign Access Rights

General > Control > Users

Once a staff member has been added through General > Staff Details < , appropriate access
levels will need to be assigned in order for the staff member to log in and use the system.

19.4.1 Adding new staff details

e Click on the Add button 4 in Control > Users > User Control window
Add New User

"" Add New User

¢ P

Iser Mame | M Active

Pazsword | ™ administrator Status

Confirmation | [T Gateway Enabled

E=piry D ate Ii [T Suppress Messages
I~ DoMot Load Ch

Title |7 Initials |7

Full Mame |

Position |

Staff Link. | ol X
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Enter the name of the staff member. This is the name they will use to log on <Tab>
Enter the password the staff member will first use to log on and then press <Tab>
Confirm the password and <Tab>
Enter the date on which you wish the password to expire
Enter the staff member’s title <Tab>
Enter the staff member’s initials <Tab>
Enter the staff member’s full name <Tab>
Enter the staff member’s position <Tab>

If the new user is a teacher, his or her account must be linked to the information entered in Staff

Details.

e Click Find Staff Member
e Enter the first three letters of the staff member’s surname in the Name/Number field

Lo

Staff Search - Extended Mode

General lParameters] Dates l Addlessl Dther] up| l

MameMHurmber |5BE

Preferred Name

Stabuz | Current

W

e Click Find
Staff Link |Ms E Abbott g |x
e Click OK

19.4.2 Assign Access Rights

e Double click on the staff member’'s name in the System User window

-
ST WRDEmG

"’e‘ System Users
"4 Al

User Control

==

LoggedIn Active  User Mame
[§1n] IYES  lABBOTT
YES YES LADMIN
MO EYES EAL.&N

MO IYES  (BARCLAY
MO wES IBEST

MO YES  BRIGG

MO EYES EBHDDKS

Full Hame

{Elaine Abbatt
{System Administrator
EMark Alan

iHarriz Barclay

iCarl Best

Llozeph Brigg

EFiDna Brooks

Staff Link,
iM3 E Abbatt

EMrHJ Barclay
iMr C Best
iMrJ Brigg

e The Access Control window will open displaying the list of modules the school uses
e Open the selected folder and highlight the component required
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- General
Contral
Groups

Paramneters

Schoal Details
Staff Details

oo

Activity
Additional Information
Attendance History
Exams
Groups
Medical
Mizcellaneous
Movement Hizhory
Teaching Sets
ol

Admiry

Behaviour

Cover

Lesson Attendance

Rk Billing

Timetabling

L

ook

]

Access Control

Mo Access Read Only Read it Custom
Security Item Access
Access Student Details ¥ ~
Add Student M
Change Timetable Cohortz M
Edit Student Personal Details M
Move students/Delete from Admissions M
Print Student Ay
Print Student Timetable ¥
Send Letter iy
Send eMail Ay
Status Bar - Mormal Bar ¥
Statuz Bar - Sensitive Infomation Bar iy
Student Emergency Button by
Edit Activity M
Wiew Activiy by
Edit Additional Information M
Wiew Additional Information ¥
Edit Attendance History M
Wiew attendance History by
Edit Exams M
Wiew Exams ¥
Edit Groups M
View Groups by
Edit Medical M e

Enable Al Cancel

e Double click on an item to change the user’s access rights

e Alternatively, click

Enable Al

to enable all items within the component

Access Control
=3+ General
Control Mo Access Read Only Read/write Custom
- Groups
Parameters Security [bem Arcess
3+ Schoal Details Access Student Details Y ~
| Add Student Ay
Staff Detail
a e Change Timetable Cohorts Ay
5] Edit Student Personal Details Ay
L dmin Move students/Delete from Admissions i
. Pritat Student Y
L+ Behaviour ! )
Print Student Timetable Ay
3 Caover Send Letter Ay
[} Lesson Attendance Send ebail Y
. Statuz Bar - Marmal Bar Y
2 H_M Bllhn_g Statuz Bar - Sensitive Information Bar Ay
(3 Timetabling Student Emergency Button Ay
3 wET Edit uctivity '
Wiew Activity Y
L1 Wi Census Ecit Additional Information v
W Feports View Additional Infarmation hs
e Click OK
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19.5 Edit Expiry Dates for Continuing Users

General > Control > Users

| User Control (=]
ST HBE=E

""' System Users

.

Logged In _Active _UserName _FuIINarne _Staff Lirik.

1] IYES  (ABBOTT iElaine Abbott iMs E Abbott ~
YES YES  (ADMIN i Systern Adrinistratar

YES Mark Alan
MO VES  BARCLAY iHarrig Barclay ibdr HJ Barclay

e Select a staff member who's account needs updating and click Edit 7
e Enter a new Expiry Date

Edit User
“ei? Edit User
"4 A
User Mame IALAN [ Active
Pazgword qunn ™ Administrator Status
Confirmation quuu [T Gateway Ensbled
E=piry D ate |23 OcT 2021 ™ Suppress Messages

e Click OK
e Repeat for other members of staff

Note: Itis recommended that the expiry dates are not set for the very end of the year, or the
very beginning of the new year, as these are times when office staff are very busy.

Step 20: Update Form Descriptions

If you have new staff members, add them in General > Staff Details before continuing.

General > Parameters > Form Description

e Select the first Form Description to be edited

|:| Form Description @
= V|

Code | Description | Teacher 1 | Teacher 2 | Room
i iMs E Everage M58
iMs T Morton i

M C Best : : 5
iMrJ Brigg H
ngJ Calvin EMS‘ID EYES E
e Click Edit
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Edit Ferm

Form Code

Form Description

Teacher(z)

Roaom

Active

=K

Mr C Best @
x]
M52 E3

[ ok ] ’ LCancel ]

e Click Find Form Teacher 2]

Note: Remove Link to Teacher

xJ

will remove a teacher’s name.

e Find the new Form Teacher

The new teacher’s name will be displayed in the Edit Form window.

Edit Form

Form Code

Form Description

Teacher|s)

Room

Active

[=R]

e ]
MS2 e (X]

[ ok ] [ LCancel ]

e Repeat for a second Form Teacher where appropriate.
e Add a Room where appropriate.

Note: If no rooms appear in the Room Search window, room descriptions will need to be

added to General > Parameters > Rooms.

e Click OK

e Continue editing Form Descriptions as required
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Step 21: Deactivate Form Rooms

Form Rooms which will no longer be used in 2020 can be deactivated.

Note: A Form Room cannot be deleted if students have ever been assigned or attached to
the room.

General > Parameters > Form Description

e Highlight the Form Room which will not be used in 2020
| Form Description ==
= I T |

Code  Description Teacher 1 Teacher 2 Foom Active
071 sz E Everage M58 YES ~
07.2 Ms T Marton M57 YES
081 b1 C Best M52 TES
082 tr. Brigg M51 YES
08.3 s J Cakvitn 510 YES
0z.4 br L Evans 53 YES
08.5 br ' D avids M54 TES
031 Ms & Greaves M55 YES
09.2 b4z K. Halter 53 TES
09.3 r M Creed MSE YES
03.4 TES
03.5 TES
D S Henry
101 br D Trainor 558 YES
10.2 Dir M Swiderski 559 YES
10.3 Mz T Lormer 5510 YES
11.1 iz 5 Oswald 551 TES
Ornly show active entiez 1 record(z) have been hidden Total &ctive Parameters | 31
Claze

e Click
. . Active O

e Untick the Active box

e Click OK
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o

O
&4 2su

Form Description

Code  Description
071
0r.2
081
08.2
08.3
08.4
08.5
031
09.2
09.3

Teacher 1 Teacher 2
Mg E Everage
ks T Morton
Mr C Best
tr.J Erigg
Mz J Calvin
br L Evans
b Davids
Ms & Greaves
Ms K Halter
kr N Creed

Dir 5 Henry

1 DJ Trainor
Dir M Swiderski
Mz T Lomer
ks 5 Ozwald

Only show active enties 1 record(s] have been hidden

Room Active
M58 YES
M57 YES
M52 YES
151 vES
510 YES
153 YES
k54 YES
M55 YES
M53 YES
MSE YES
YES
vES
558 YES
559 TES
5510 YES
551 YES
Total Active Parameters | 31

Close

Step 22: Enter Repeating Students

General > Student Details

e Locate the record of the repeating student(s)

e Click Edit 7

e Select the Miscellaneous tab

Personall Family Group l .&dditional] Movement Hist. l Groupsl Dl Misc. l.-’-‘«ttendanc:e Hist. l Medical l .&ctivitiesl
Dizabilities Infarmation
Dizability | Detail | v
Other Dizability | [retail | "
Other Dizability | Detail | -
@ Click here for information about funding for students with disabiliby
Imrnunisation D etails
Evidence provided [Date Checked 154G 2017 #  Vaccination Schedule |Up to date e
Measles Yaccination Diphtheria, Tetanus and Pertussis Yaccinations
MMB (12t doze at 12 months) DTPa [Immunization completed to school entry |
MMF [2nd dose at 4 years) DTPa[rear 7) 1
Measles Excluzion D ate of last Tetanus waccination
Other Information
Rl withdrawn | Religion Mok specified w
Repeating Current r'ear O
YWiza Sub Clazz No
@ (1].4 LCancel

Check Repeating Current Year

Click OK
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Step 23: Assign Family Representatives

The Family Representative Field flags a student as being the one who, for example, is given
newsletters on behalf of a family.

One or more members of a sibling group may be flagged as Family Representatives, although it is
anticipated that the marker will usually be attached to the eldest or youngest sibling enrolled at the
school.

The Family Representative Field is available in the address area of the Student Details. The field is
also included in Student Find, Speed Edit and Ad-Hoc Reporting.

Users may wish to control the allocation of family representatives manually. However, to assist in
the flagging of representatives a utility is provided.

Admin > Utilities > Assign Family Representative

e Enter the desired settings

Assign Family Representatives
This utility will zet the Family Reprezentative indicator far students.

Uze the buttans below ta zet your preferences,
then click on 'OK' to run the utility,

(®)Mark Eldest Siblings as Family Representatives:

() Mark ‘Y'oungest Siblings as Family Fepresentatives

() Apply to ALL students [will cvenarite existing flags)

(®) Apply OMLY to sibling groups with no Family Fepresentatives
[leaves existing flagged students and zibling groups uhchanged)

(®) Tracking OM Wwihen O, Tracking will re-allocate the: Fannily

_ . Fieprezentative for zibling groups where an

() Tracking OFF existing representative member of the group iz
maved fram the Current Fall.

ok Lancel

e Click OK and Yes

Assign Family Representatives

This will set Family Representative flags for students with no Family
Representative siblings.
Are you sure you want to proceed?

Assign Family Representatives

Family Representatives have been assigned for the required sibling
groups.

e Click OK to finish
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Step 24: Print State Archives Report

As part of the 2019 End of Year Process, schools are required to produce the State Archives
Report, which will ensure schools comply with the State Records Act 2000. As SIS is not a
Records Management compliant system, and in the absence of an electronic records and
document management system for schools, enrolment records for students who have left the
school, held within SIS, are required to be produced in a hardcopy format.

The process will include:

e Producing the relevant printout. This will list the various student enrolment details for left

students only.

e Printing the hardcopy report and filing it in the 859 category of the School Filing System, for
example 859/nn - STUDENT MANAGEMENT — ENROLMENTS - Enrolment details of

students who left [name of school] in 2019.
e Retaining the file as an archival record

At the end of a year, close the file and process it in accordance with the procedures in the Records
Management Manual for School, College and Campus Records relating to the transfer of archival
records to the State Records Office of Western Australia.

Admin > Reports > Ad Hoc Reports

e Openthe Ad Hoc Reports folder

@
K ) & | | o=

Reports

[J  Custom Reports
=4 &dHoc Reports
@ Baoak Week
ﬁ Labels
@ Medical & Contacts
@ Ot of Area
@ Proposed Form & Year
@ Froposed/Current Forr & Year
@ Rock Band Contacts
@ Rattnest Trip Contacts
el State Archives Feport
@ Update Behaviour Incident Dat:
@ Yacoination Schedule DOB on

£ >

B\ arcivation Cobadola AR an Y

Titles

Main Title |State Archives Report 2013

Page Foater |

Select

W

Pew Query

Cancel

¢ Highlight State Archives Report

Add 2019 to the Main Title, as shown above

Note: The report will only need to show students who have left school in the current

calendar year.

o Click New Query MJ

e Find the students with the Roll Status: --n/s--
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Student Search
T H O B =
General |F'arameters| D ates | .ﬁ.ddressl Dthell []ul} I T Sets#CohortsI

Surmamne/FRef. Mo, I Foll Statuz 13-
Prefered Mame I Tear Group .

e Click on the Date tab
e Enter Leaving Dates for 2019

Student Search
SH B =

Generall Parameters Dates |Address| Dlherl Dl I T SelstohortsI

IDate of birth range v | to |

Birthday [Day. Month, Year) I— |--n.u’s-- W I
Fram Ta
Entry Date | |
Leaving Date |‘I JaM 2019 |3‘I DEC 2019
Drate Checked | |

Documented Plan I I
forwarded to DCP Date

Docurnented Plan Review Date |

(") Mot In Care of DCP () Mot Documented Plan Completed
(_)In Care of DCP (") Documented Plan Completed
(i ®) Either

(o ()0

[ Show Inactive Parameters in Cropdown Lists Find Close

e Find, Select and Yes
e Click Print

Note: A copy of this report must be printed and filed under School File Plan 859 — Student
Management — Enrolments. The hardcopy file must be clearly labelled as ‘State Archives

Never to be destroyed’.

CIVI Ca 2019 Integris Admin EQY Fact Sheet 26-Sep-19
Page 64 of 81
© 2019 Civica Education Pty Ltd



Step 25: Set up New Attendance Year (if the Lesson Attendance

module is loaded)

This step applies to schools using the Lesson Attendance module. Please refer to the Lesson
Attendance Manual if the module is not loaded. This Process should be done in Single User Lock.

Before setting up your new attendance year, ensure that:

e Your data file has been backed up

e [f you are using timetabling, the school’s timetable specifies which periods are AM and which
are PM in Timetabling > Timetable Setup > Timetable Cycles > Master Period Structure

e Ensure all other users are logged out of Integris

File > Single User Lock

E| Enter Pagzword | *==

Cancel

Single User Lock

e Type your password and click OK

Locked Message

Enter the message pou would like to appear when another user attempts to
lag on to the system.

Integriz and remote web services are curmrently unavailable while end of
year processes are camied out.

Enter how long you expect the system to be locked for. [1.00 ks

Wiew Uzers

e Click OK

Single User lock is now activated and the icon appears in the top tool bar

Lesson Attendance > Parameters > Create New Attendance Year

e Double click on Create New Attendance Year

| Parameters (=]
Instructions
. ~
It the right hand panel, there . Attendance Codes
are a number of icong with . Create Daily Records
descriptive titles showing which . et
furictions are available. i
@ Defauls
I order bo start & function,
please double ciick on the @ Delete Old Attendance Data
required icor, @ Delete Student Day Records

' Erforced School Closure

' I ap Attendance Codes

' Period Availability Structure

. Timetable Cycle Start Dates

. Year Groups

@ Palm Setup W
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e View prerequisites to setting up the new Attendance Year in the New Lesson Attendance Year
window

MNew Lesson Attendance Year

Create New Lesson Attendance Year

For the creation of a Lesson Attendance year ta be successful,
wou should ensure the following :

o The year haz been comrectly set up in the
School Diary.

o The camect term dates have been entered for
the year in the School Diary.

o Your weekly clozure pattern for the year has
been carrectly set up in the Schoal Diary.
Are oLl zure you want to proceed with the creation of a new

Leszon Attendance year?

Proceed Cancel

e Click Proceed
e Enter the following dates and click OK

New Attendance Year

Create New Lesson Attendance Year

Thisz function will lzad you through a series of steps necessam
to create a new Lesson Attendance pear.

You will set up the year details, the imetable cycles for the
year, the period availability structures required, and allocate
peniod struchures bo year groups.

Itiz recommended that the Start of Attendance Year is the
Monday of the week in which the attendance year starts.

After pou have completed setting up a vear, you will not be
able to edit theze details without setting up that attendance
year again, a process which will result in the deletion of any
student data entered for that vear.

Current Year 2019

Mew ear |2EI2D W
Start of &cademic Year |3 FEB 2020
Start of Attendance r'ear |3 FEB 2020

u]: Cancel

IMPORTANT: The Attendance Year always commences on a Monday.
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The FTE warning check runs if either:
1. K students (and not P) are included in the current LA structure
2. P students (and not K) are included in the current LA structure
3. Both K and P students are included

The FTE for all students on the Current Roll is checked against the expected value for their year
group.

The expected FTE for a student in each year is as follows:

Lesson Year Group Expected FTE
Year group K FTE<1.0
All other Year Groups FTE=1.0

If all students on the Current Roll have the expected FTE value based on their Year Group then the
Create New Year process will proceed as per the current process.

Where neither Year Group K or P are defined as Year Groups using Lesson Attendance then the
check on Student FTE will not be run and the Create New Year process will proceed as per the
current process. This includes Secondary Schools.

If at least one student is found on the Current Roll whose FTE value does not match the expected
value in the table above, then a warning report is generated. See the example on the next page.

The warning report orders students by surname and displays the following:

Student Name
Year Group
Form

FTE

Expected FTE

The report will appear as a screen report, without the user being presented with the Report
Destination window. The user can print the report to printer via the printer icon at the top left of the
screen report if required.
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Student FTE Warning

0O 0Uu

Name
Luke Andrews
Cassie Brood

Total in Year K: 2

Dwayne Shaw
Keith Smothered
Katie Williams
Colin Simpson
Maglazas Davies
Grant Delphine
Ryan Edwards
Daniel Hulbert
Benn Kinnane
Robert Laurentsch
Marija Liebelt
Bunthy Lim
Michelle McMaughton
Lorena Pate

Trent Pilter

Create New Year Student FTE Warning

Students have been detected that do not have the expected FTE status for their year.

All students must have the correct Full time / Part time and FTE status before Creating Daily Records.

~

Matasha Price
Dean Smith
Yazeed Jones
Kristel Marshall
Lauren Parkey
Trisha Taleb

Totalin Year P: 21

Sebastian De Jong
Zola De Mamiel

Total in Year 1: 3

Candice Davies-Slate

Year Form FTE Expected FTE

K KIP 1.00 =1.00

K KIP 1.00 =1.00

P 122 0.50 1.0

P 122 0.50 1.0

P 122 0.50 1.0

P 12.3 0.50 1.0

P KIP 0.50 1.0

ar P e -

Warning - . ! l-‘-J

P
|
k.

N

. Do you want to quit the creation of the New Year to correct the FTE

| .
W' walues forthe listed students?

Select Yes to quit now or Mo to continue creating the New Year.

| Yes
S
050 1.0
0.50
Room 2 0.90 1.0
Room 2 0.90 1.0
Room 3 0.90 1.0

This report lists students who are in the Kindergarten year but have and FTE value of 1.0 and students who have an
FTE value less than 1.0 but are not in the Kindergarten year.

Where this report is generated, it will appear before the Period Availability Structures message.

Selecting Yes to the message shown above will stop the creation of the New Year.

Selecting No to the message shown above and closing the FTE Warning Report, will continue the
New Year creation, showing the Period Availability message on the next page.
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Create New Year

9 Do you want to copy Period Availability Structures and Year Group

details

from the previous Lesson Attendance year?

e Click Yes

Note: Schools would normally copy the previous year’s set-up if the Period Availability
Structures and Year Groups remain the same from one year to the next.

e View Cycle Start Dates and Descriptions

Cycle descriptions can be edited to display in Day View the terminology used in your school.

e Place your cursor immediately before Week 1
e Type Term 1 and a space
e Highlight Term 1 and a space - <Ctrl> +C to copy
e Place your cursor immediately before Week 2
e <Ctrl>+V to paste
e Continue for all remaining weeks in Term 1
e Overtype Week 11 and 12 with Holidays
e Overtype Week 13 with Term 2 Week 1
Timetable Cycles for Attendance
& 2020 v
Timetéble Cycle Days Cycle Mo |Start Date |Descripti0n
Daysineyele |5 1| Mon 3FEB2020 g | Term1Week 1 ~| [
[rays oper 2 Mon 10 FEB 2020 @ | Term 1 Week 2
[¥] Manday 3 | Mon 17 FEB2020 7 | Term 1 Week 3 W
7] Tugsday 4 | Mon 24FEB2020 7 | Term 1Week4
5 | Mon ZMARZ2020 @ | Term 1\Week5
V] wednesday § | Won OMAR 2020 g | Term 1 Week®
[+ Thursday 7 | Mon 1B MAR 2020 7 | Term 1 Week7
7] Friday B | Mon 23MAR 2020 7 | Term 1 Week 8
[ Seturcay g | Mon 30MAR 2020 7 | Term 1 Weekd
10 | Mon BAPR2020 7 | Term 1 Week 10
(] Sunday 11 | Won 13APR 2020 7 | Holidays
Edit Cyole Das 12 Mon 20 APR 2020 2 | Holidays
13 | Mon 27 APR 2020 7 | Term 2 Week 1 W
LCancel

e Continue to edit the descriptions for the entire year
e Click Save and Yes

e Click Next and Yes
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Timetable Cycles

9 Are you sure you have finished entering Timetable Cycles for this Year?

25.1 View the Available Period Structures
25.1.1 Primary Period Structure

The Primary structure displays as two attendance sessions:

for pm (indicated by t).

one for am (indicated by T) and one

Period Structure for Lesson Attendance

& 2020 vl b 2 T

Perind Structure Name | Primary v
DayMo | D | | | | | | [ [ | | [ [ | |
1 ton T t
2 Tue T t
3 Wed T t
4 Thu T 3
5 Fri T 3
< >

Key
H Home/Registration period in the morning T  Teaching period in the morming
h  Home/Registration period in the aftermoon b Teaching period in the aftemoon
U Period when students are not required to be B Ereak period
in class
Exit

25.1.2.Timetabling Period Structure

Timetabling links lesson attendance data directly to the timetable.

Period Structure Mame |T|METABLING W

Dawho| O | [ [ [ | | | [ [ [ [ | | |

|Periods will be calculated from the Timetabling module ‘

L4 >
Ky
H Home/Regstration period in the morming T  Teaching penod in the morming
h  Home/Registration period in the afternoon b Teaching period in the afternoon
L Period when students are not required to be B Break periad
in class
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The period structure in this instance is defined in Timetabling > Timetable Setup > Timetable
Cycles > Master Period Structure.

| Timetable Cycles (=]
2020 [IRv
Cycle Mame Cycle description Mo, Dayz  Cypcle Active uﬁ;’é
202005 2020 5 YES f
m
Dizplay Only Active Cycles
Timetable Cycles Master Period Structure | Staff Availability | Foom feeailability
Day Mame Row  Start End Duration  Type  Ak/PM E. Row Labels
Monday 1 0820 0235 0015 H A A Fiow Code  Label ﬁ?
Maonday 2 08:35 0935 0100 T i, = 1 H Hame Baam i
Monday 3 0335 035 0100 T & ) 1 Leszon 1
Monday 4 10:35 1105 0030 B A E? } 2 Lesson 2
Monday ] 11:05 210 0108 T & 4 E Recess
Manday g 1210 1310 0100 T F i 5 ] Leszon 3
Maonday 7 1310 1340 0030 L P g 4 | eszan &
Monday g 1340 1445 01:08 T F 7 L Lunch
Tuesday 1 0320 0335 005 H & a 5 Lezzon 5
Tuesday 2 08:35 09:35 01:00 T A
Tuezday 3 09:35 10:35 01:.00 T B,
Tuesday 4 10:35 11:05 00:30 B A
Tuesday 5 11:05 1210 01:05 T B
Tuezday 5] 1210 1310 01:.00 T P
Tuesday 7 1310 1340 00:30 L P
Tuesday 8 1340 14:45 01:05 T P L4 < >
£ >

Every student must have a timetable for their Lesson Attendance data to be recorded.

25.1.3 Secondary Period Structure

A Secondary Period Structure could be used by a Secondary School that does not use
Timetabling. This allows student attendance to still be recorded for each period.

Note: There is no direct link to timetabling from a Secondary Period Structure

If adding a new Secondary structure:

e Click Add <
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Create Blank [

Create Mew Period Availability Structure

Create Period Availability Structure
Thig wizard can be uzed to create new Period Stuctures, aszuming that ;

Home/registration periods are at the start of a session.
Lunch periods acour bebween the rarming and the afternoon periads.
All days in the structure are the same.

Mew Period Availability Structure

After pou have created the structure, you will have the opportunity to edit it.

IF pou would prefer ta manually enter details into a blank Period Awailability
Stucture, rather than using this wizard, uze the Create Blank button,

Period Stiucture Name |

Include a Moming Home/R egistration Period

Mumber of Marming Teaching Period:

|nclude an Afternoon Home/F eagistration Period

Mumber of Aftermoon Teaching Penods

Show Lunch az a Mot-Teaching Period

T

T

e Click Create Blank
e Enter the period structure for your school and Save

Period Structure for Lesson Attendance

2020 v A 4

Period Structure Mame |Secondar_l,l

DayMo | Day | | | | | [ N O A
1 Man H T T B t B t
2 Tue H T T B t B t
3 whed H T T B t B t
4 Thu H T T B t t
5 Fri H T T B t B t
< >
Key
H Hame/Reagistration period in the marhing T Teaching penod in the morhing
h Home/Registration period in the aftermoon t Teaching period in the afternoon
U Period when students are not required to be B Break period
in class
Exit Save LCatcel

Period type codes are used to define teaching and non-teaching periods. These are:

T — Teaching Period (AM Period)
t — Teaching Period (PM Period)

H - Home
B — Break
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Note: If you require a Secondary or another alternative period structure and it does not
appear in the period structure drop down menu, contact the Customer Service Centre on
9264 5555 (metro) or 1800 012 828 (regional) or
Customer.Service.Centre@education.wa.edu.au

e Click Save, Next and Yes
e Select the relevant Year Groups to be included in Lesson Attendance for your school

Primary School K-6 District High School K-10 Secondary High School 7-12
Select Year Groups Select Year Groups Select Year Groups
Please selectwhich Year Groups are to be Please select which Year Groups are to be Please select which Year Groups are to be
included in Lesson Attendance. included in Lesson Attendance. included in Lesson Attendance.
L |0 ~ L | -3 ~ L1 ~
[¥] K ]2 (]2
[v] P ] (13
vl 1 L]0 14
¥ 2 ¥ K L5
¥ 2 ¥ P L&
¥ 4 ¥ 1 ¥ 7
v 5 v 2 v B
v B V] 3 ¥ 3
L]7 ] 4 v 10
L& [v] 5 M 1
[]a [v] B v 12
L] 10 v 7 []15
Ll 1 v 8 Ll 18
L |12 ¥ 9 L |17
[] 18 [v] 10 [ ] 1=
] 16 (] 1 HRE
117 R 117 R 1 20 h

e Click Next
e Select the appropriate Period Structure for each year group

Primary School (K-6)

Year Groups Using Lesson Attendance
&h 2020 v
Year Group |F'eri0d Structure |Start Date |Enc| Date
< TR [3Fee 20 |17 0EC 220 )
3 Prirmany |3 FEE 2020 17 DEC 2020
1 Frimary w |3 FEE 2020 17 DEC 2020
2 Frimary w |3 FEE 2020 17 DEC 2020
3 Frimary |2 FEE 2020 17 DEC 2020
4 Primany |2 FEE 2020 17 DEC 2020
5 Primany |2 FEE 2020 17 DEC 2020
3 [S— |3 FEE 2020 17 DEC 2020 v
Exit Save LCancel
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District High School (K-10)

Year Groups Using Lesson Attendance
& EEIN v

Year Group |F'eri0d Structure |Start Date |Enc| Date

3 Prirarny + |3 FER 2020 17 DEC 2020 ~

4 Primary |3 FEE 2020 17 DEC 2020

5 Primary w |3FER 2020 17 DEC 2020

E Primary w |3FER 2020 17 DEC 2020

7 TIMETABLING w |3 FEB 2020 17 DEC 2020

8 TIMETABLING w |3 FEB 2020 17 DEC 2020

9 TIMETABLIMG w |3 FEB 2020 17 DEC 2020

10 TIMETABLING w |3 FEB 2020 17 DEC 2020 v
Save LCancel

OR
Year Groups Using Lesson Attendance
& 2020 v

Year Group Period Structure |Start [Date |End Date

3 Prirarny + |3 FEB 2020 17 DEC 2020 ~

4 Primary |3 FEE 2020 17 DEC 2020

5 Primary w |3FER 2020 17 DEC 2020

E Primary w |3FEB 2020 17 DEC 2020

7 Secondary w |3 FEB 2020 17 DEC 2020

8 Secondary w |3 FEB 2020 17 DEC 2020

3 Secandary |3 FEE 2020 17 DEC 2020

1 Secandary |3 FEE 2020 17 DEC 2020 v
Save LCancel

Secondary High School (7-12)

7 TIMETABLING w|3FEB 2020 17 DEC 2020

b TIMETABLING w|3FEB 2020 17 DEC 2020

k] TIMETABLING w|3FEB 2020 17 DEC 2020

10 TIMETABLING w|3FEE 2020 17 DEC 2020

1 TIMETABLING +|3FEE 2020 17 DEC 2020

12 TIMETABLING w|3FEB 2020 17 DEC 2020 v

Exit

Save LCancel

e Click Save

e Click Finish and Yes

Year Groups

9 Are you sure you have finished entering Year Group settings for this
Year?
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Create New Attendance Year

. / Creation of Year 2020 Complete

You have successfully created the Leszon Attendance year.

'ou have entered the start date of the year. set up timetable cycles
and period availability structures, and allocated thesze period structures
to year groups.

“rou will not be able to edit anw of the data that you have entered
without getting up thiz year again, except for editing any timetable
cycles which have not yet been reached and changing the end dates
for year groups.

Maote that once attendance data has been entered inta thiz pear,
zetting up the year again will reguire any student attendance data for
the year to be deleted.

e Click OK

Restore Multi-User when you have finished setting up the Lesson Attendance Year.

e Click on the Single User Lock Icon
e Select Restore Multi-user

Restore Multi-user

Single User Status

e Type your password and click OK

Single User Lock

E| Enter Pagzword | *==

Cancel

Note: For any variation to the last day of attendance for students, please contact the policy
area.

Note: Attendance Records must be created daily so that absences can be entered into SIS.
It is recommended that this is done before classes commence each school day or late each
afternoon for the following day. This task will generally only take a few seconds. Refer to
the Fact Sheet Creating Daily Records for further information.

Refer to SIS Classic Lesson Attendance for further information
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Step 26: Notification of Transfer

Schools are reminded that they must provide written or electronic notification of the date an
enrolment commences, to the school where the new student was previously enrolled. This
includes notification to Primary Schools when students are enrolling in Secondary Schools for the
first time.

Note: These notes assume that this process is being undertaken at the commencement of
the 2020 School Year. If the report is being generated for a different period, modify the
dates accordingly.

Confirming Enrolment to the Previous School

Admin > Speed Edit

e Select Previous School from the Area drop down list

Speed Edit

Area

Previous 5chaol v

e Open the Student Search window il and ensure the Current Roll is selected

Fioll Status |Eurrent v

‘ear Group [-nds- v

e Inthe Dates tab, enter an Entry Date range of 03 FEB 2020 to Current Date

Student Search
W E G

General] Parameters Dates ]Address] Elther] bl ] T Selsftohorts]

| Date of birth range v | o |

Birthday [Day. Month, f'ear) l_ [-n/s- vl|
From Ta
Entry Date |3 FEB 2020 | TOD&Y
Leaving Date | |
D ate Checked |

|
Docurnented Plan | |
|

fonwarded ta DCP Date

Dacumented Plan Feview Date |

(") Mot In Care of DCP () Mot Documented Plan Completed

() In Care of DCP () Documented Plan Completed
(®) Either (®) Either
[7] Show Inactive Parameters in Dropdavn Lists Find Close
e Click on Find, Select and Yes
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A list of students and their previous school will be displayed.

e Click on the Value heading to sort the list by school

Speed Edit
Area
Previous School w @
Select Al Dezelect Al Inwvert Selection Blanks n's
Ref. Student Mame Walue Statug
3 Lamant, lzabelle -
06 Gordes, Gordon Albary PS5
10 Jardine, Janet Albary P.5.
923 Yardley, Teang Albary PS5,
915 tilliken, kMolly Albary P.5.
920 Winters, Craig Applecross 5.H.5. [Ardross)
02 Hamrmond, Grant Applecross 5.H.5. [Ardross)
17 Pyatt, George Armadale Christian College (Bedfordale)
914 Miller, Lynda Armnadale PS5
9z K.elly, Billy Azhfield P.5.
303 Jamilla, Jacob Aghfield P.5.
a1 Woo, Angela E Buszelton F.5.
322 Yoo, Taom E Busselton P.5.
776 Campbell, Leif toerlina 5chool (Mt Claremont]
297 Ballarat, wWendy Marther Territom
235 Angus, Hamish Mullagine P.5.
7ar Davies, Maglazas Orana Catholic School [willetton)
VB3 Caterer, Fleur Other Sources
a1a Brood. Cassie Fingrup P.5. -
MHew Y alue - | vz | Close Save

e To print the list, select the printer icon EI

West Coast District High School

Speed Edit Report

Area: Previous School

Ref. Student Name Value Status
902 Davids, Paris

901 Davids, Florence

896 Antonello, Yalentine

918 Ramsden, Susan

904 Farmer, Krystle

898 Baverstock, Adrian

923 Yardley, Teong Albany P.5.

906 Gordes, Gordon Albany P.S.

915 Milliken, Molly Albany P.5.

910 Jardine, Janet Albany P.5.

920 Winters, Craig Applecross S H.S. (Ardross)
908 Hammond, Grant Applecross 3.H.5. (Ardross)
917 Pyatt, George Armadale Christian College (Bedfordale)
914 Miller, Lynda Armadale P.5.

9049 Jamilla, Jacob Ashfield P.5.

912 Kelly, Billy Ashfield P.5.

922 Woo, Tom E Busselton P.5.

921 Woo, Angela E Busselton P.5.

776 Campbell, Leif Moerlina School (Mt Claremont)
8497 Ballarat, Wendy Morthern Territory

805 Angus, Hamish Mullagine P.5.

A Transfer Note or list of students must be sent to each school identified in the previous school list,
advising that the student is now enrolled at your school.
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Step 27: Checking the Destination of Former Students

Schools must determine the destination of each leaving student. ‘Not specified’ should only be
used for Year 12 Leavers. Those students making the transition from Primary to Secondary
School, Middle School to Senior Campus and District High School to Senior Campus must have a

destination school entered.

Schools should check the Transfer Note details to ensure the correct destination school has been
entered against the student’s record. To assist in this process, schools can print a list of all
students on the Former Roll displaying their destination school.

Admin > Speed Edit

e Select Destination from the Area drop down list

Speed Edit

Area

Destination W

e Open the Student Search window

Roll Status Former :

ear Group .

and select the Former Roll

In the Dates tab, enter a Leaving Date range of 31 Jan 2019 to 19 DEC 2019

Student Search

wEH S

Generall Parameters Dates lAddressl Dtherl [iln]} l T Sets.-’Cohortsl

| Dt of birth range vl oo |

Birthday [D1ay, Marith, ‘rear] [-rds- w! |

Fram To

Enty Date | [
Leaving Date [37 J&N 2019 [19DEC 2019
Date Checked | |

Documented Plan | |
forwarded to DCP Date

Dacumented Plan Feview Date | [

()Mot In Care of DCP () Mot Documented Plan Completed
() In Care of DCP () Documented Plan Completed
(®) Either (®) Either

[ Show Inactive Parameters in Dropdown Lists

Find Close

Click on Find, Select and Yes
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A list of students and their destination school will be displayed.

Speed Edit
Area
Destination W @ ih
Select 4l Deselect All Invert Selection Blanks n's
Ref. Student Name Walue Status
924 Grant, Alan FS
2 Alkitik, Adarm Albarg S HES.
ara Alkitik., M aria Albarg 5.H.5.
a6E Allen, Penelope Applecross P.S.
ann Allen, Tamara Applecross S.H.5. [Ardross)
a45 Anderson, Kurt Magle Catholic College [Geraldton)
3 Anderson, Ben Wagle Catholic College [Geraldton)
az20 Avyery, Charmaine Meerabup P.5.
aeg Erokenshire, Pamela Maollamara Chriztian Adcademy
59 Emerm, Blake Marthampton D.H.5.
ar3 Fuller, Blade Marthampton D.H.5.
285 Frice, Charlie Mat specified
290 Pryor, Cassie Mot specified
2a0 Piper, Michella Mot specified
275 Peterzon, Candice Mot zpecified
270 Perani, Adam Mot specified
250 Otter, Lauren Mat specified
295 Ramszay, D'amien Mot specified
247 Oscar, Jilian Mot specified o
Hew Y alue = e Close Save

e To print the list, select the printer icon &l

West Coast District High School ] '
Speed Edit Report ? ;

| et
Area: Destination e
Ref. Student Hame Value Status
24 Grant, &lan
2 Alkitik, Adam Albany SH.S.
ara Alkatik, Marnia Albany SHS.
BEE Allen, Panalopa Applacross P.5.
BOD Allen, Tamara Applecross 5 H.5 (Andross)
845 Anderson, Kurt Magle Catholic College (Geraldion)
3 Andersan, Ben Magle Catholic College (Geraldion)

Notes: It is the school’s responsibility to follow up transfer notes. Where an advice of
transfer has not been received for a particular student, the school should follow up with the
parent to determine the destination and confirm the enrolment with the new school. Where
schools are unable to verify student destination following investigation, the student may be
considered ‘whereabouts unknown’ and should be referred to the Student Tracking
Coordinator through the Education Regional Office.

Note: Further information outlining this process can be found at:
http://det.wa.edu.au/studentsupport/behaviourandwellbeing/detcms/navigation/student-
attendance/

If a student returns after being moved to the former roll in the year end process, contact the
Customer Service Centre on 9264 5555 (metro), 1800 012 828 (regional) or
Customer.Service.Centre@education.wa.edu.au
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Step 28: Purge the Audit Trail

General > Control > Audit

Select All Users and Entries in the date range.

Enter the date range for the calendar year e.g. 1 JAN 2018 to 31 DEC 2018

Note: Audit entries for 2019 will be purged at the end of 2020

ser Criteria

Etitry Criteria

Activity Log

o+ All Users
" Specific User

zer Hame

= &l Ertries
* Entriez in the date range
Fram To

1.JaM 2018 31 DEC 2018

Purge LCancel

Click Purge

Warning

audit log records which

9 This process will dump the audit log to a text file, and then DELETE the
match the criteria specified. Are you sure you want to continue?

Yes

Click Yes

Warning

This process cannot be reversed, Are you absolutely sure you want to
purge the specified activity log entries?

Click Yes
Save to K:\Keys\Integris\Outbox with the file name: 2018 Audit Log
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Contact the Customer Service Centre on 9264 5555 (metro), 1800 012

828 (regional) or if you
have any queries regarding the Year End process.

Step 29: Support

Should you require support please contact the Customer Service Centre (CSC) at the
Department of Education.

Contact details below:

29.1 Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

29.2 Email (CSC)

customer.service.centre@education.wa.edu.au

Please include your ID number, contact details and a brief description of the problem.

Step 30: Online Manuals and Training Notes
30.1 Civica Education

Online manuals and training notes are available to download in PDF format from the Civica
Education website.

http://www.civicaeducation.com.au/

Select: Integris Support,

Log in to Western Australian SIS Schools
Username: school

Password: help

30.2 STIMS Project

The Department’s Student Information Management Project (STIMS) website has numerous
factsheets and support documents for all SIS Administration modules.

The Department’s Ikon website has numerous factsheets and support documents for all SIS

Classic Administration modules. Simply search for the area of interest using the search function.
Manuals can be accessed from the help menu within Integris.

Home Find a service IntranetAto Z SIS‘ C)\
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