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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
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1 Introduction

Today’s course outlines the procedures for processing Administration Manager Year End. Certain
steps assume that users have been provided with the SIS Backup Wizard for copying the current
year’s data files. If you do not have this application please contact Customer Service Centre
(contact details below) before proceeding with the Year End process.

Customer Service Centre (CSC)
Phone (CSC) Metro: 9264 5555 Country: 1800 012 828

Fax (CSC) 9264 4701

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

Much of the Year End process can be set up in Term 3 or early in Term 4 with the final Year End
being run at a time that suits the school. That is, either at the end of the current year or at the
beginning of the next year.

IMPORTANT:

These training notes are intended for use in the SIS Admin Year End

Training course. SIS users should use the Admin EOY Fact Sheet when
completing the End of Year process.
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1.1 Course Outline

Time

Content

8:45 a.m.

Coffee and Introductions

9:00 a.m.

Introduction to Administration Manager
Year End

Updating the datafile

Creating a checklist for Forms
Assigning a Leavers year

Backing up the datafile

School calendar

Define Semester/Timetabling Periods
Form descriptions

Set up Leavers

Increment proposed years and forms
Reports for proposed years and forms
Student lists for Reference

Process Year End

10:30 a.m.

Morning Tea

10:45 a.m.

Check Year End

Process Admissions Students
Move External Roll Students to the Former Roll
Update Form Descriptions
Changing Student FTE

Check repeating students

Assign Family Representatives
Print State Archives Report

Set up New Attendance Year
Notification of Transfer

Check student’s Destination School
Purge Audit Trails

12:00

Close

CIVICAa
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1.2 Logging on to the System

Activity:

To log on, double click on Integris Training on the desktop

&

Integris
Training

Type ADMIN as the User Name <Tab>
Enter the Password: keys

School Management Solutions - Integrated Database
7.0B10[02/06/16] Extended Mode

c%g UserMame  [aDMIN
Pazzword P

RN\

Datafile Path: G:\KEYS\INTEGRIS\RMOB\TRGDATATINTEGRIS. DF1

Quit

Click on Login or press <Enter>

In schools, each user has their own user name and password, which enables access to particular

sections of the software as determined by the school administration.

Note: It is strongly recommended that you change your password once a month.
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1.3 Help Contents and Index

Activity:

Top Toolbar > Help > Help Contents and Index

+
Integris Help

Help is available for the following installed Integris modules. Select an area from
the list below and click on the ‘Help' button.

MOTE:

If you are unable to play the video tutorials from the Integris Help Menu they can
be opened directly from within the folder KAHELP located on the RMMS drive. You
must have a media player installed on your workstation to play the videos.

Help Areas

Integris Administration Manager Help

Integris Administration tanager Reports Help

Integriz Eehaviour Management Help

Integriz Exam Scheduler Help

Integriz Lesson Attendance Help

Integriz Lesson Attendance Report: Help

Integriz Bk Biling Help

Integriz Time Help

Intearz WFT Heln o

| Help | | Cloze |

Double click Integris Administration Manager Help
View
Close Help

IMPORTANT

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

e The Administration Manager year-end process has been completed,;
and

e The system is in the new year (that is, the date must be on or after 1
January 2017)

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

The following list outlines the steps involved in the Year End process. Much of the process can be
set up early in Terms 3 or 4, with the final Year End being run at a time that suits your school that

is 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
3. Check Intake year for Secondary Schools
4. Check the leavers year in School Details
5. Back up the datafile
6. Set up the school calendar for the new year
7. Defining Semester/Timetabling Periods
8. Set up form descriptions for the new year
9. Set up Leavers
10. | Increment students’ proposed years and proposed forms
11. | Print reports showing proposed years and forms
12. | Print student lists for future reference
13. | Back up Data File
14. | Process Year End
15. | Check Year End was successful
16. | Process Admissions Students
17. | Move External Roll Students to the Former Roll
18. | Changing Student FTE
19. | Update Staff Details
20. | Update Form Descriptions
21. | Repeating Student; check they are flagged
22. | Assign Family Representatives
23. | Print State Archives Report
24. | Set up New Attendance Year
25. | Notification of Transfer
26. | Checking Student’s Destination School
27. | Purge the Audit Trall
Part A Can be completed prior to 15" December 22015
Part B To be completed after 15" December 2016
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3 Year End Process

4 Step 1: Bring your Datafile up to Date

This means that students who are coming to the school next year have been added to the
Admissions Roll and students who have left have been moved to the Former Roll. If the Lesson
Attendance module is being used, make sure attendance data is up to date. The following activities
will cover these tasks.

IMPORTANT

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

Activity:

General > Student Details

Moving a student to the Current Roll

A student on the Admissions roll, Wendy Ballarat, has started at the school and needs to be moved
to the Current Roll.

¢ Change the Roll Status to Admissions

Find Wendy Ballarat

Search |BAL W

e Type the first three letters of her surname, followed by a comma
e Press <Enter>

e Click Edit J
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e Check the Accepted box

e Allocate her to Form Room 1
e Allocate her a House
Complete her address details

Student Wendy Ballarat
Persanal IFamiI_l.J Group l Additionall Movement Hist. l Groups] (H1n]] ] Mizc. l.ﬁ.ttendance Hist. ] Medical ] Activities]
Sumame | Ballarat Address |
Legal Sumame | Ballarat |
Prev. Sumame | DOB |26 FEE 2009 = |
1st Mame Wendy . |
2nd Mame (7 Male @ Female TowindSub |PINEYWDDDS
3rd Name State |WA
Preferred Mame | 'wWendy Poztcode 5933
ehail Address Country |
Year 1 : Reference |1 Tel 1 |
Central IO IEI Tel 2 |
Form Roarm 1 : Luwaitivg M atification of LPK ] Fem |
House Blue : UFH Student Mob. |
Student Mo, | 00000000 Car Registration |
sl Family Representative [
[ 0K l I Cancel
e Go to the Miscellaneous Tab
e Enter her immunisation details as shown below
Imrnunisation 0 etails
Evidence provided Date Checked 2 “accination Schedule | Fully Completed )
M easles Yaccination Diphtheria, Tetanus and Pertussis Waccinations
MR (15t dose at 12 months] D'TPa [Immunization completed to school entry O
MR [2nd dose at 4 pears) DTPa (fear 7] ]
teasles Excluzion D ate of lazt Tetanus waccination

e Click OK
e Click Yes
View the Accepted Icon

| &

Note: An accepted icon

g

will appear in the Student window in the bottom task bar.

The Speed Edit function can be used to edit the Acceptance Status (Admissions) for more

than one student.
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Admin > Utilities

have been entered.

Double-click Admissions Transfer to Current Roll
Select Transfer all students with Acceptance Status of Yes, ignoring any Entry Dates that

Admissions Transfer to Current Roll

[Admizzions] within Speed Edit.

Chooze below how you would like to select the students to be transferred to the Current Roll.

Tranzfer ztudents with Acceptance Status of Yes, and Entry D ate of

hext student number will be 873

@ Transfer all students with Acceptance Status of Yes, ignaring any Entry D ates that have been entered.

Set the following Entry Date for all students who are transferred

This wizard will guide vou through the process of transfering Admizsions Rall students onto the Current Roll of your schoal.

Only thoze Admizzions Roll students whao have their Accepted? checkbox ticked will be moved anto the Current Rall
This can be zet either by editing the student within the Student Details area, or by selecting ‘Acceptance Status

<< Back [ Mewt x> ]l LCancel

e Use TODAY'S date as the Enrolment Date
e Click Next

Admissions Transfer to Current Roll

The fallowing students will be transfered to the Current Rall.

If any students are listed below who you do not want to transfer ta the Current Roll, zelect then within the list and click on
the 3 button.

Ref. Mame Doe Gender UFM Entry Date Transfer?

1 Wwendy Ballarat 25 FEB 2010  :Female A0JAN 2017 i o

X
< >
Mext student number will be 835 ¢ Back Cancel

e Click Finish

CIVICAa
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Admissions Transfer @

:I Transfer complete

e Click OK

Delete batches E3

Do you wish to check for empty batches?

e Click No to check for empty batches
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Activity:

General > Student Detail

Moving a student to the Former Roll

Linda So is leaving the school today. Move her to the Former Roll.

|:| Student

« Ensure the Roll Status is Current > % =)

e Find Linda So

Search |S0.L

e Click on Move Student to Former Roll A

Warning 2

e Click Yes
o Enter TODAY’s date and the following

Leaving Details
Leave Date iz

Diestination |Nolthampton [LH.S. W

Feason for Leaving  |Moved Address w

Cancel

e Click OK and Yes to remove the student from their groups
¢ Enter TODAY’s date regarding changes to the roll status

Change Attendance Details

From which date do you want to change the roll
status for Linda 507

e Click OK
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Note: The default date is the date up to when the Daily Records have been created. At
school, the date entered would be the date the student actually left.

¢ Remove Linda from her cohort by clicking El

Leavers
Remove from all Current and Future Cohorts

If the Leaver is left in the Cohert they will remain on the Timetable but be marked
as "Left”

Warning 2

o Click Yes to the message

Note: By clicking on El rather than using the Remove from Cohort feature, areport is
created in Timetabling which lists her subjects and teaching sets. If the student returns to
the school, they may be reinstated rather than re enrolled.
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Activity:

General > Student Details

Moving Multiple Students to the Former Roll

Cameron Smith and Kane Smith are moving to Jurien Bay, so they need to be moved to the
Former Roll.

e Ensure the Roll Status is Current

Search |SMIC

e Find Cameron Smith

e Right click in the Contacts area

- Contacts
Phone Address Relation Res Par Mail Emrg Motes Fee
9222 1113 B Argus Cross, LEEDERVILLE wit B011 Father Yes ‘Yez Yes A -
Mrz Glaria Smith 221113 {6 Argus Cross, LEEDERVILLE Save Column Widths Ho iN
KAME Smith 19395 6030 6 Argus Cross, PINEY WOOD) - iNo ;
Default Column Widths
: : Make Siblings the Browse Set I
] 111 | 3
Res - Student Resident  Par - Parental Responsibility  Mail - Family Mail Marker Emrg - Emergency

¢ Choose Make Siblings the Browse Set

e Click Edit 7
e Click on the Additional tab

o Enter today’s date as the Leave Date and Jurien DHS as the Destination

Entry Date I‘I &G 2012 Prev. Schoal |
Leave Date || Destination ~ [Jurien D.H.5. v )
Records Sent I Aftendance | Curent [Sinale redistr... |

Termnsz in thiz school |21 Boarder ]
Termnz in ather schoal(z)] IIJ Exzluded ]
e Click OK

Click Next Student b

[ ]

e Enter the same Leave Date and Destination for Kane’s records

e Click OK
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Admin > Utilities

e Double-click Current Roll to Former Roll
e Enter TODAY'’S date

Transter Students with leaving dates up to and including | Today

Ok ] ’ Cancel ]

e Click OK

Warning

Are you sure you want to move all students with a leaving date on or before 27
JUN 2076 into the former roll?

e Click Yes

Current to Former Roll

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

e Click Yes

Note: If Daily Records have been created for the day in question, a message will be
displayed showing that Attendance Records are being deleted

Deleting

Deleting Attendance Records for; Kane Smith
@ Date: 25JUL 2016,

Information

Updates complete, 2 students updated.

e Click OK
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Note: If one of the students being moved to the Former Roll was the Family Representative,
the following message will display.

Family Representative Tracking @

b A student moved to the former roll was the only Family Representative
@' for the sibling group. The eldest remaining sibling has now been
flagged as Family Representative,

OK

e Click OK

4.1 Step 2: Print Form Check 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:
o Write the name of the student’s new (proposed) form against the current form.

¢ 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 On the lists, mark as Leaver any students in the Leavers year (for example, Year 6 in primary
schools for 2016 and Year 12 in secondary schools), as well as any other students who will be
leaving.
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Activity:

WA Reports > Reports > WA Reports > Standard Student Check List

e Enter Proposed Year and Form as the Title
o Directions to staff may be added in the Footer

@ Reports

9 G | W o=

3w Reports
D Standard Student List
Standard Student C
D House/Faction List
El Housze/Faction Check List
D HouszeFaction Surimary Reparl
El HouseFaction Listing
D Birthday Report
El Student Update Form
|:| Immunisation Report
El Students with the same address
|:| Students for a Parent/Guardian
D Farily Representative List
|:| Student Profile

D Student Health Care Surrmarny

1 chdante itk 2 Macnmantad BI
4 | n r

e Click the Sort tab

»

m

=

Laypout lSDll l Select l Includes ]

et Coms: Do HIgh Schoal
Fropiosad Year and Form

Options

@ Small Fant Report
) Large Fort Feport

@ Prefened Mame
) Legal Mame

Title |F'ro|:-osed Year and Form

Footer |

Cancel

Frirk ] [

¢ Double click Form then Year
e Check Total and Page against Form

D Standard Student List
Standard Student C
D House/Faction List
D Hougze/Faction Check, List
D House/Faction Surimary Reparl
D House/Faction Lizting
D Birthday Repart
D Student Update Form
D Immunization Report
D Students with the same address

m

&5 Reports
L) & W o=
& Wik Reports * | Layout Sort lSeIectl Includes]

S.umame - Soart Field |Av |Tota| |Page
EI.:: Mame 1] Form . i
DOE 2 | ear -~ [
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Click the Select tab and choose Form option

Click ﬂl Select All to highlight all forms

La_l,loutl Gort Select |Includes|

) ‘Year Group

@ Form

) Group

() Subject/Teach Set

() Shudent Find

Select the Includes tab

Check Form Teacher(s), Student Form, Student Year Group (in that order)

Order
2 [V] Student Year Group

1 [/] Student Form

[7] Selection Criteria
[] Student Fief Mumber
Faorm Teacher(s]

[7] Teacher Name(s]

Tick the first two columns and enter the column labels: 2017 Form and 2017 Year

[ ]
e Enter the columns widths of 3 cm
La_l,loutl Soltl Select
D Selection Criteria Column Label Width
[ Student Ref Mumber 017 Form 000
Form Teacher(s) -
T 207 Year 3.000
2 [+] Student ¥ear Group DI I
1 [#] Student Form ] I
[] Teacher Mame(s) Il | |
[] Student Sex Ol |
[7] Student House Ol |
[] Student DOB Dl |
[] Family Rep Flag O
[] Student Mumber 0
ol |
Auvailable Space (in Cm) remaining: | 11.994
e Print to the screen then close the report
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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.

e Click on the blue folder

o Enter a name for the custom report

Report Title

Please enter a title far the report

|F'ro|:-osed Year and Form

’ Cancel ] [ 0K

e Click OK

w

e Print the report to the screen
A portion of the report is displayed below

Form Teacher(z): 07.1 Ms E Everage

West Coast District High School

Proposed Year and Form

Name Form Year (2017 Form 2017 Year
Alkatike, Maria 07.1 7
Amber, Kyhe 07.1 7
Andraws, Guy 071 7
Arrowsmith, David 07.1 7
Arrowsmith, William 07.1 7
Atlans, Aaron 07.1 7
Bandy, Brandy 071 7
Baverstock, Helen 07.1 7
Black, Mary 07.1 7
Brown, Lana 07.1 7
Cooper, Marianne 071 7
Davids, Chelzza 07.1 7
Dudney, Jenna 07.1 7

Note: Report can be accessed for later use via: WA Reports > Reports > Custom

Reports
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5 Check the Intake and Leaver’s Years

Schools will need to check the Start Year Group and End Year Group are correct in General >
Control > Preferences > Year Groups. It is advisable to do this prior to commencing the Year End
Process. The Intake Year and Leaver’s Year must also be checked in General > School Details

5.1 Step 3: Year Groups

Activity: Check the Start Year Group and End Year Group

General > Control > Preferences > Year Groups

Secondary schools should check the Start Year Group is correctly set up to start with Year 7 (as
shown below). Primary Schools should check that End Year Group is Year 6.

Fepoarts l Advanced l

here.

Start Year Group
EndYear Group

Preferences

Exparts I

Standard Year Groups are az fallows;

Sibling Management

General l Security ] Paths l Defaults l emdail /Wweb / Login

Pre-School [-8 to -2), Kindergarten, Reception, Year 1 to Year 13

T

12

b

Drives

Year Groups

By default the Year Groups will be setup as above. The descriptions for these can
be edited in the Parameters screen and the range which iz displaved can be zet

LCancel

Click Cancel as we will not be making any changes to Year Groups in Training
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5.2 Step 4: Check Intake and Leaver’s Year

Activity:

General > School Details

Secondary schools should check the intake year is correctly set up to start with Year 7. Primary
Schools should check that the Leavers Year is Year 6.

Intake vear |K Intake Vear |T-"

Leavers Year |E Leavers rear 12

b ax Intake |IJ bax Intake I

Mumber on Roll Iﬁ Mumber on Roll Iﬁ
Kindergarten v Kindergarten

Default FTE 1.00 Default FTE 1.00

In a District High School, the intake year will start with Year group K

1 School Details

f =R e 8 cawEzo

=3

Schoal Mame |W'est Coast District High District/S choal lﬁ /| 4567
Principal | Mr Carl Best Digtrict Code IW
Address |'I'I2D Hap Road Examn Centre Murnber l—
| District Marme |West Coast
| Intake Gender |Mi:-:ed
| School Type |District High Schoal
|PEF|TH Schoal Cantral |DDE
Ctate |W'estern Bt Curriculurn Group INot specified
Postcode ,W Intake “Year | K.
Country |Australia Leavers Year | 12
Man Intake ] ]
Telephone 1 |54-| 2 3456 Murnber on Rol IW
Telephone 2 |9423 £897 Kindergarten
Fax |9423 £990 Default FTE 1.00
E-Mail | wicosstdhz @ozemail com. au
Internet |

Note: If the Intake or Leaver’s Year is incorrect, it must be edited in School Details.
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6 Step 5: Back up the Datafile

It is necessary to make a copy of the datafile 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 datafile and storing it in a folder where it is accessible if needed.

The SIS Backup Wizard or 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
SIS Backup Wizard. Instructions for using the SIS Backup Wizard can be found in the K:\Inst\SIS
Backup Wizard folder.

Safe Backup and Single User Lock documentation can be found on the STIMS website
http://det.wa.edu.au/intranet/stims/detcms/intranet/student-information-management-system/sis-

administration/administrator-manager-module/general/general-fact-sheets.en?oid=MultiPartArticle-
id-10935290

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

(Step 13) because of changes you have made to the datafile between
now and then.
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7 Step 6: Set up the School Calendar for the New Year

It is critical when setting up the School Diary in SIS for 2017 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:
http://www.det.wa.edu.au/education/termdates/holidays.html

7.1 Term Dates and Public Holidays For 2017

Notes: These dates are accurate as of 27" June 2016. 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 30 January — Friday 7 April

Students Return Wednesday 1 February

School Development Days 2 Days before students return

Term 2, 2017

Monday 24 April — Friday 30 June

Students Return Monday 24 April

School Development Days Dates determined by the school
Monday 17 July — Friday 22 September

Students Return Monday 17 July

School Development Days Dates determined by the school
Monday 9 October — Thursday 14 December

Students Return Monday 9 October

Students Finish Thursday 14 December
School Development Days Dates determined by the school
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The Public Holidays for 2017 are:

PUBLIC HOLIDAY DATE
New Year's Day Sunday 1 January
Australia Day Thursday 26 January
Labour Day Monday 6 March
Good Friday Friday 14 April
Easter Monday Monday 17 April
ANZAC Day Tuesday 25 April
WA Day Monday 5 June

Queen’s Birthday

Monday 25 September

Christmas Day

Monday 25 December

Christmas Day Observed

Monday 25 December

Boxing Day

Tuesday 26 December

Boxing Day Observed

Tuesday 26 December

Notes: 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.
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7.2 Set up the School Calendar for the New Year

Activity:

General > School Details

IMPORTANT

Always make a copy of your data file prior to setting up a new year, in
case you accidentally overwrite data.

e Click Display School Diary =
e Click on Set up School Year £

e Click Display Diary for Specified Year to double check that the following year has not
already been set up

- Diary Setup (25w

() Display diary for curent year

(®) Dizplay dia for specified year: | 2016 :
2012 ~
2013

204
Ok lems .p_
e Select Set up year structure and click OK

5 Diary Setup E

() Digplay diary for curent year

() Display diary for specified year : |2D1 [ .

D Set up year structure

| ok || LCancel |

The School Year window will be displayed, showing this year’s terms.

School Year |2m?1

e Enter the Year in the School Year field

e <Tab> out
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Setting School Year

0 Do you wish to discard the unsaved data?

e Click Yes

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

o Overtype the | Inset Code to read S School Development

Inzet Code II |Inset to Inzet Code IS ISChDDlDE'\I‘ElDDI‘I‘lEnl

The new term dates can now be entered.

IMPORTANT

The Start Dates for each term are always set to the Monday of the first
week of school regardless of which day the students start attending.

Starting a term on any day other than a Monday has implications for
Lesson Attendance and Timetabling. Any days that the students do not
attend can be marked using the Closed code.
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e Click Add Term El

Enter the following:

5 School Term E

Term Marmne |Telm 1

StatDate  [30JAN 2017
ErdDate |7 &R 2017

| ok | | LCancel

e Click OK

o Repeat to add the remaining terms for the year

[+]

e Click Add Term

Term 2 Mon 24 April — Fri 30 June
Term 3 Mon 17 July — Fri 22 Sept
Term 4 Mon 9 Oct — Thurs 14 Dec

Terms
Mo, Term Mame Start Date End D ate
1 Term 1 kon 30th January 2017 Fri 7th Aypril 2017
2 Tem 2 Mon 24th April 2017 Fri 30th June 20017
3 Term 3 Mo 17th July 2017 Fri 22nd September 2017
4 Term 4 Man Sth Dctober 2017 Thu 14th December 2017
(i) | | LCancel |

Note: These dates were correct at the time of printing. Please refer to
http://www.det.wa.edu.au/education/termdates/to confirm dates prior to input.

e Click and close the School Year window

Important: Terms are always entered as starting on a Monday. If the

school is not open on the Monday, it may be entered as a closed day in
the School Diary.
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7.3 Add School Development Days and Public Holidays

Activity:

¢ In the School Diary window click on Toggle Paintbrush 4

Click in the green School Development cell
Scroll down to the 30" January
Enter Mon 30" Jan and Tues 315t Jan as School Development days

[ 5choel Diary
1P /&L
| January 2017 Paint Brush
Moming Afternoon Ewening
Palette:
Sun 15th Haliday Haoliday Huoliday
Man 16th Haliday Holiday Haliday D =in:
Tue 17th Haliday Haliday Haliday Clozed : Closed
Wwied 18th Haliday Haoliday Huoliday
Thu 15th Holiday Holiday Holiday st
Fri 20th Haliday Haliday Haliday Haliday : Haliday
Sat 21st Haliday Haoliday Huoliday
Sun 22nd Haliday Haoliday Huoliday
Mon 23id Holiday Holiday Holiday Selected Code: | School Development
Tue 2dth Haliday Haliday Haliday
Wied 25th Haliday Haoliday Huoliday
Thu 26th Haoliday Haoliday Holiday
Fri 27th Haliday Haliday Haliday =
Sat 28th Haliday Haoliday Huoliday
Sun 23th Haoliday Haoliday Holiday
Mon 30th School Developr| School Developr| S chool Developr
Tue Ist Schoal Developr|Schaool Developr| S chool Developr
4 e 3 Paintbruzh Qff

Hint: Click on the actual date. This will highlight all 3 cells. To correct an error, click in the

white cell, click on the error and reselect the correct colour code
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e Click in the blue Holiday cell

e Use the blue chevrons L to navigate to March
Enter Mon 6th as a public holiday

I:I School Diary
1taar J898
| March 2017
Morning Afternoon Evening
Wied 1st
Thu 2nd
Fri 3rd
Sat dth Clozed Clozed Clozed
Sun Bth Clozed Clazed Clazed
o Bth Holiday Haliday Holiday 3
Tue 7th
wed Sth
Thu th
Fri 10th
Sat 11th Clozed Clozed Clozed
Sun 12th Clozed Clozed Clozed
tdon 13th
Tue 1dth
wied 15th
Thu 16th
Fri 17th
Sat 18th Clozed Clozed Clozed -
4 L

1st March 2017

Palette:
Open :
Closed : Closed
Inset : S chool Development
Haliday : Holiday

Selected Code:

Baintbrush OFf
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Navigate to April
Enter Tuesday 25" April as a public holiday

[ school Diary @
1 b | JESLD

| April 2017 1st April 2017

Marning Afternoon Evening
Palette:

Fri 14th Haliday Haliday Haliday

Sat15th Holiday Holiday Holiday Open:

Sun 1Eth Holiday Holiday Holiday Clozed : Cloged

kon 17th Holiday Holiday Holiday

Tue 18t Haliday Haliday Haliday et
wied 15th Huoliday Huoliday Huoliday Haoliday : Holiday

Thiu 20th Haliday Haliday Haliday

Fri 213t Haliday Haliday Haliday

Sat 22nd Holiday Holiday Holiday Selected Code:
Sun 23id Holiday Holiday Holiday

Maon 24th

Tue 25th Huoliday Huoliday Huoliday

‘whed 26th E

Thu 27th

Fri 28th

Sat 25th Clozed Clozed Cloged

Sun 30th Clozed Clozed Clozed

] T 3 Baintbrush Off

Navigate to June
Enter Monday 5th June as a public holiday

|:| School Diary @
1P S &L

| June 2017 1st June 2017

Maorming Afternoan Ewening
Palette:

Thu st

Fii 2nd D=

Sat 3rd Clozed Cloged Cloged Closed : Clazed

Sun dth Clozed Clazed Clozed

Mon 5th Huoliday Mk Holiday st | Sehool Development

Tue Bth E Holiday : Holiday

Wed Tth

Thu 8th

Fri 3th Selected Code:

Sat 10th Clozed Clozed Clozed

Sun 11th Clozed Cloged Cloged

tan 12th

Tue 13th

*wied 14th

Thu 15th

Fri 16th

Sat17th Clozed Clozed Clozed

Sun 18th Clozed Clozed Clozed -

Fl [Tl 3 Baintbruzh Off
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Navigate to July
Change the Paintbrush Code to School Development
Mark 17" July as a School Development Day

[ school Diary

VLI RES

| July 2017 1st July 2017
Morming Afternoan Evening
Palette:

Sat 1st Holiday Holiday Holiday

Sun 2nd Holiday Holiday Holiday Open:

Mon 3rd Haliday Huoliday Huoliday Closed : Clozed

Tue dth Holiday Haliday Haliday

‘wed Bth Holiday Mk Holiday Inset | Sehool Development
Thu Bth Holiday Huoliday Holiday - Holiday : Holiday

Fri 7th Holiday Haliday Haliday

Sat Bth Holiday Holiday Holiday

Sun Bth Holiday Haliday Holiday Selected Code:
Mon 10th Holiday Haliday Haliday

Tue 11th Holiday Holiday Holiday

wed 12th Holiday Huoliday Holiday

Thu 13th Holiday Haliday Haliday

Fri 14th Holiday Haliday Haliday

Sat 15th Holiday Holiday Holiday

Sun 16th Holiday Huoliday Holiday

Mon 17th Schoal Develapr|Schoal Developr| Schaal Developr

Tue 18th hd

4 T} 3 Baintbruzh Off

Turn the paintbrush off

Paintbrush OFf
= and Close

Note: These dates were correct at the time of printing. Please refer to
http://www.det.wa.edu.au/education/termdates/to confirm dates prior to input.
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8 Step 7: 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 Bl icon will create semester dates.
Selecting the T icon will create term dates.

Selecting gl will allow users to create customised Timetabling Periods. Schools using
Timetabling will create the Timetabling Periods they require. Schools not using Timetabling will
use the semester Timetabling Periods to enable the reporting of half day absences in Formal
Reports.

ACTIVITY:

General > School Details

Define Semesters 1 and 2

Click on Timetabling periods
Ensure 2017 is selected

Click on Create Semesters from School Diary i to create semester periods

| Timetabling Periods
an7 v | m
Code Description Start Date End D ate | Semester Mo.

2m7 {School Year - 2017 (30JAN 2M7 14DEC2017 0D
Semester 1 S0UANZNT 30JUNZOTF T
Semester 2 7JUL207 14DEC2017 02

e

IMPORTANT

All dates MUST start on a Monday. If any start date is NOT a Monday,

please call the Customer Service Centre on 926 4555 (Metro Schools) or
1800 012 828 (Regional Schools)
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9 Step 8: Set up Form Descriptions for the New Year

If additional Form Classes need to be set up for the following year, these need to be created before
students can be allocated to them.

IMPORTANT: Do not allocate teachers at this time

Activity:
General > Parameters > Form Description
[ Form Descriptien
= |
Code  Description Teacher 1 Teacher 2 Foom Active
07 Mz E Everage A58 YES -
07.2 bz T Marton M57 YES m
0a.1 b1 C Best k52 wES
0.2 b J Brigg 51 ES
083 bz J Calvin +510 YES -
0s.4 br L Evanz M523 YES T
1= bl b D avids k54 wES
03.1 Mz & Greaves M55 YES
09.2 bz K Holter k59 YES
093 br M Creed M5E YES

Note: Do not edit or delete the Not Specified parameter. If there is no Not Specified
parameter in the list, contact your Customer Service Centre (92645555 for metropolitan
schools and 1800 012 828 for country schools) before proceeding.

Click Add <&
Enter the Form Description: Room 7 (skip the first field Form Code)
rAdd Form

Form Code I

Form Description |F|00m 7

Teacher(s] I @

| [e) (X]
Room I— E

Active

[ QK ] [ LCancel ]

Click OK and Close
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10 Step 9: Speed Edit Leaver’s Details

IMPORTANT

The processing of leavers is a 2 part function. The first part (Step 9) is where the

Leavers’ dates and destinations are entered; the second step (Step 10) is where the
Leavers are allocated a proposed year and form and then moved to the former roll
as part of the End of Year process.

Use Speed Edit to enter a Leave Date and Destination for your top year group for 2016, and for
all students who will not remain at the school. This includes 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.

To ensure that both the Destination and Leave Date are saved correctly in Speed Edit, enter the
Destination first, followed by the Leave Date, saving each separately as you go.

If the destination is unknown, use the value Not Specified or Other Sources. If the destination is

known but is not in the list, contact the Customer Service Centre on 9264 5555 (metro schools)
and 1800 012 828 (regional schools)

IMPORTANT

Do not use speed edit to set up proposed years or forms, as this will
prevent the Year End Process functioning correctly.
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Activity:

Admin > Speed Edit

e Find ﬂl the students in Year 12
e Change Area to Destination
o Click Select All

I‘P

Area

| Destination =]
| Select Al |[ Leselect All ” Inwert Selection ][ Blanks ” nis ]
Ref. Student Mame Walue Status

Mew Value | |E| [ e ] ’ Cloze ” Save

e Select the New Value of Not Specified

New Value INUt specified =

e Click Apply Changes

Are you sure you wish to save the modifications?

e Click Yes

C IV' Ca 2016 Integris Admin Year End Training Notes .docx 28-Jun-16

Page 39 of 96
© 2016 Civica Education Pty Ltd



e Select Leave Date from the Area drop down menu
e Click Select All
e Enter the New Value as 4 Nov 2016

Mew Value |4 MOY 2016

Note: Each school will determine the appropriate Leave Date for their Year 12 students.

e Click Apply Changes

*

Area

ILeave Date E

| Select Al ” Deselect Al ” Invert Selection ” Blanks || ni's |

Ref. Student Mame Walua Statug

Mew Y alue | | Cloze | | Save

e Click Yes

Note: Not Specified is only used for Year 12 |leavers. All other leavers including Year 6’s
going to High School and Year 10’s moving from District High Schools to Senior High
Schools or Colleges must have their destination school entered.
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11 Step 10: Increment Student’s Proposed Years/Forms

1)

The Year End function is available on the Admin side bar. & End

IMPORTANT

Do not use speed edit to set up proposed years or forms, as this will

prevent the Year End Process functioning correctly

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 on the Admin sidebar.

Note: Option 3 is recommended for most primary schools. Option 2 is recommended for
secondary schools where the student groups remain the same from one year to the next.
Option 3 must be used for students leaving the school who are not in the Leavers’ Year.

11.1 Automatic Increment of Year Groups

If students keep the same class hames but move up one year (For Example: Year 3, Form Room 1
becomes Year 4, Form Room 1)

e Select Year End in the Admin sidebar.
e Click on the Automatic Increment of Year Groups.

ﬁYear End

=]

r Instuctions

The Leavers Y'ear setting for
your zchool is;

12

All students in year 12 are
aszzumed to be leaving the
zchoal, and the final action in
the end of year process will
change their status and mave
them into the Leavers Rall

@ Aszsign Individuals to Year/Form

@ Reports Showing Proposed Year/Form
@ Process End of Year
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Automatic Increment of Year Groups
Please Mote
This procedure will update each Year group in the system to the

next logical Year Group. The registration designation will remain
unchanged.

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

e Click OK to proceed.

Note: Registration designation signifies Form.

11.2Assign by Year/Form

If students' Years and Forms change such that they are both incremented by one (for example,
Year 8, Form 8.1 becomes Year 9, Form 9.1), choose the second option from the Year End menu -
Assign by Year/Form.

e Select Year End in the Admin sidebar.
e Click on the Assign by Year/Form.

Assign Proposed Year/Form by Year/Form

Pleasze Note

For those students who, in the current academic vear, are in;
Current Year |2 : and Form {031 :

zet the Proposed Year and Form to:

Proposed Wear |9 : and Form {091 :

o Enter the Current Year and Form and Proposed Year and Form.
e Click OK

Note: Do not use this function to process Leavers. For Leavers follow the process shown
below in Section 11.3.
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11.3Assign 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. Itis
important to allocate a Proposed Year and Proposed Form for Leavers.

Click on Assign Individuals to a Year/Form.

o Select the Current Year/Form to display the current student’s names in the Modifications
pane.

¢ Highlight students to be allocated a proposed year group and proposed form.

o Select the Proposed Year Group and Proposed Form.

o Click Update Line(s).

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 the student’s names in the list. To flag the
Leavers, select Leaver in Proposed Year Group and Not Specified in Proposed Form.

[ End of Year Individual Assignment IEI
rrear/Faom Select

Current Year/Fom I 3/Foom 3 |Z|

r Modifications

Proposed 'ear Group I 4 E‘
Fropozed Farm I Foom 4 E‘

MName Proposzed Year/Form
Anderson, Kurt 4 /Foom 4 x
Avem, Charmaine i4/Floom 4
Connell, Melizsa §4HF|00m 4
D'e Mamiel. Zola 14/Room 4
Em, Brenton /Room 4

Haplew, Martyn

-

Select Al ] [ Inwert Selection Save Modifications ]

LCloze

Click Save Modifications.

Check that you have allocated a proposed year and form to each student in the form.
Repeat for each form.

Save the modifications and close the window when you have allocated all students.

For students in the Leavers year, allocate a Proposed Year Group of Leaver and Proposed
Form of Not Specified.

Note: Remember to allocate Leaver and Not Specified to any student that has indicated they
will not be returning in 2017.

The data that has been entered in the Year End is simply proposed Years and Forms. You can
return to the Year End function and update the information as required.
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11.3.1 Increment Students’ Proposed Years and Proposed Forms

Activity:

Admin > Year End > Assign Individuals to Year/Form

We will use Assign Individuals to Year/Form function to allocate Years 4, 5, 6, 7 and Form 12.1
to proposed years and forms.

Some of the Year 4 students are going into Room 5 and some are going into Room 6

Select the Current Year/Form: 4/Room 4
Choose the Proposed Year Group — 5 and Proposed Form — Room 5

[ End of Year Individual Assignment (23]

ear/Form Select
Current Y'ear/Form I 4/Room 4 IE‘

r Modifications

Froposed Year Group | 5

IE‘ Update Li
Proposed Farm I Fioom 5 E

Mame Proposed Year/Form

Price, Tiffani ot specified/Mot specifie

Sorrell, Sarah éNot specified/Mat specifie -
Select Al ] [ Invert Selection Save Modifications ]

Select the students from Albert, Jackie to North, Matthew
Click Update Lines

Click Invert Selection

Change the Room to Room 6
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iy oo Assignment (=2
r“rear/Form Select
Current Year/Fom | A4/Floom 4 E
r Modifications
Propozed Year Group |5
I El Update Line(z]
Froposed Form
MName Propozed Year/Form
Albert, Jackie 5/Room 5 -
Bailie, Doyen 5/Room 5
Dunstan, Jennifer 5/Room 5
Edwardsz, Julie 5/Foom 5
Farmer, Fristof 5/Foom 5
Gray. Thireth 5/Room 5
Jones, Tim 5/Room 5
I arzhall, Kristy 5/Room 5
toor, Chiis 5/Foom 5
arth, M athew 5/Foom 5
P ani g
I8
Select Al ] ’ Inwert Selection Save Modifications ]

Click Update lines

Click Save Modifications

Click Yes and OK

Repeat this activity to set the Proposed Year and Form for Years 5, 6, 7 and Form 12.1 using the
following screenshots as a guide

All of the Year 5 Students are going into Year 6 in Room 7

E E End of Year Individual Assignment E

r“rear/Farmn Select

Current Year/Fom | 5/Floom 5 |E|

r Modifications
Proposed Year Group I [ E‘
Proposed Form | Room 7 E‘

MName Propozed Year/Form
m Y

Select Al ] [ Inwert Selection Save Modifications ]

Cloze
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All of the Year 6s are going into Year 7 in Form 7.1

m

rrear/Faorm Select
Current Year/Farm I £/Room & Iz‘

 Modifications
Proposed Year Group I 7

Proposed Formn I 07.1

Select Al ” Irveert Selection Save Modifications ]

Lloze

All of the 7.1 students will go into Year 8 and Form 8.2

m

rear/Form Select

Current ear/Farm | FA7 E

r Modifications
Proposed Year Group I a E
Fropozed Fom | a2 E

Mame Proposed Year/Form

Select Al l [ Invert Selection Save Modifications ]

LCloze
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All of the 7.2 students are going into Year 8 and Form 8.3

m

r‘rear/Form Select
Current vear/Form | 7/07.2

r Modifications

=]
Fropogzed ear Group | 0 E

=

P

Proposed Fomn | ne.3

ed Year/Form

Select Al ] [ Invert Selection Save Modifications ]

Lloze

Click Update Lines and Save Modifications

All students in 12/12.1 will be set to Leaver as the Year Group and Form - Not Specified

m

r‘fear/Form Select

Current Year/Fom I 12421 Iz‘

r Modifications
Proposed Year Group | Leaver |Z|
Proposed Form [Nt specified [=]

Proposed Year/Form

. Phillip
Ta

Select Al ] ’ et Selection Save Modifications ]

Lloze

Click Update Lines and Save Modifications
Click Yes and OK
Close the window
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Admin > Year End > Assign by Year/Form

We will use Assign by Year/Form to allocate proposed Years/Forms for the remainder of the
students still to be processed.

Current Year Current Form Proposed Year Proposed Form
8 8.1 9 9.1
8 8.2 9 9.2
8 8.3 9 9.3
8 8.4 9 9.4
i Assign Proposed Year/Form by Year/Form
Please Note
For those students who, in the cument academic year, are in:
Current ¥ear |2 : and Form {021 :
zet the Propozed vear and Form to;
Proposed Year |9 : and Form 099 :
Lok | [ e
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12 Step 11: Print Reports Showing Proposed Years and
Proposed Forms

Admin > Year End > Reports Showing Proposed Year/Form

These reports allow users to check the proposed Years and Forms prior to processing Year End.
The Year End process will not proceed until all students have a proposed year group and form and
the leave date and destination have been set for school leavers.

Form Lists of Proposed Year/Form Groups will generate form lists for the new school year.
These will be complete, apart from the Admissions Roll students. Do not use proposed Year and
Proposed Form for students on the Admissions Roll. Students on the Admissions Roll can
also be included in reports by checking Include Admissions Roll. Admissions students are
identified on such reports with an asterisk.

Note: It is recommended that you print a list of students without a proposed Year or Form
or without a Leave Date and Destination, the fourth option. The report lists students who
have no proposed year and/or form. If any have been missed, return to Step 10 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 2017.
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Activity:

Admin > Year End > Reports Showing Proposed Year/Form

1 ear End [
Instructions -
T Ly Ve el e @ Autoriatic Increment of Year Groups E
your school iz @ Aszzign by Year/Form
12 @ Azzign Individuals to Year/Farm

| WF eports Showing Proposed vear/Form|
All students in year 12 are
azzumed to be leaving the @ Process End of Year
school, and the final action in
the end of vear process will

change their status and move

them into the Leavers Roll

e Select the End of Year Report List of students without a proposed Year or Form or without
a Leave Date or Destination

End of Year Reports

End of Year Reports Student Selection

Curret Form lists showing proposed changes ‘ear Group |AII
to each student.

=]
Farm [ [=]

= Form lists of propozed Year/Form groups.
[T Include &dmissions Roll
= List of students by surname showing proposed

ear/Form groups. Sorting

@ List of students withaut & proposed ear or @ Sort students by name.
Farm, or without a Leave Date or Destination. )

Sort and total students by Gender.
= List of Studentz by Propozed/Current Form and Year, Il Il G SR P S=ier

. Sort and total students by Ind Status.
Inchude Indigenous Status on Report ort and total students by Indigenous S1alus

Erint l ’ LCancel

e Click Print

Information @

| MNa records found. Click OK to continue.

e Click OK

Note: If there are any students without a Proposed Year or Form or without a Leave Date or
Destination, these will need to be allocated before the Year End Process can proceed
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Activity:

Admin > Year End > Reports Showing Proposed Year/Form

e Select the last option - List of students by Proposed/Current Form and Year

End of Year Reports

End of Year Reports Student Selection
Current Farm lists showing proposed changes “Year Group |AII E
to each student.
Form |l |=l

Form ligts of proposed Year/Form groups.

Include Admiszions Rol
List of students by surmame showing proposed
Year/Form groups. Sorting

List of students withaut & proposed Year or @ Sort students by name.
Form, or without a Leave Date or Destination.
Sort and tatal students by Gender.
@ List of Students by Propozed/Curent Form and Year. g

] Sort and botal studests by Indi Status.
|nclude Indigenous Status on Report ort and total stutents by IndiJenous Stals

Erint | | Cancel

e Click Print and OK

View the report and the students entered against their Proposed Year and Forms.
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13 Step 12: Print Student Lists for Reference (Recommended)

The Department of Education recommends the printing of Year and Form Lists for the current year
before running the Year End process for future reference as the system does not retain the

previous year’s data after Year End has been processed.

Activity:

Admin > Reports > Form Lists > Standard Form List

) Reports @
) & W o=
&3 Fom Lists ~ Titles

Standard Form List ain Title |Standard Form List
B Formn List Suramary Page Foater |

H Form List
D Stm:et::; ¥ Detal [#] Include Teacher Mame(z] on Feport

Lden rezz Details

(] Parert/Guardian 1 Phone and & S 3 8 Sort Fisld aw |Total |Page
[ Student Information Sheets Gender
[E] Student Information Cards Surname
] Student Update Fam ear
D Student Photos

Di W F eqist Options
D |nnerl aney .eg|s & Student Mumber
D Teaching Set List Form All %! ] Tick Box
[ Solos and Si.blings. v ‘Year Group ’ﬁ [] Show Family Representative totals
1 b s 12l Flamisbar | int []Separate by Year Group

£ >
Cancel

click [P Jang ok

Note: This report will print all Current Form classes by default. Other Form or Year Lists can
be printed from Admin > Reports > Roll Reports.
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Admin > Reports > Roll Reports > Year List

Highlight all Year Groups

& Reports =]
W LD S|
El Current Rall - rTites

El Current Roll with User Font Size
El Faormer Students

El Admizsions

D Mew Admizzions to Current Fall
El Admizzions or Leawvers Report
El Standard Student List

El Student Address Details

El Parent/Guardian 1 Phone and 2
El Students with Temparany PNz
El Students List Showing Current a
[£] Students with Siblings

"rear L

[F1 Dl ek b P b
] 1 3

|

Main Title IYear Lists

Page Foaoter I

~Sart

DOB -
Student Mumber
Gender

Sort Field

aw |Total |Page

rSelect Vear Group(s)

@ Including Student Mumber
() Excluding Student Murmber

Print ] [ Cancel

click [P Jang ok
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14 Step 13: Process a Back up

Process a backup of the data file as described in Section 5

IMPORTANT

Before proceeding to the next step, repeat the backup.

15 Step 14: Process Year End

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, that is, all users except the person
performing the Year End process must be logged out of Integris and the Single User Lock
activated.

Note: Users should negotiate a suitable time to perform the End of Year Processes.

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. Each school decides whether to process End of Year after
the end of the academic year or immediately before commencement of the new academic year.

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 or 1800 012 828 for regional callers.
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Activity:

File > Single User Lock

o Type your password (‘keys’for today’s training)

Single User Lock

E| Enter Passward | ===

e ]

Click OK

Locked Message

Enter the meszage pou would like to appear when anaother uzer attermpts to
log on to the zystem.

lIntearis and remate web services are cumently unavailable whils
maintenance wark iz carried out.

Enter how long you expect the system to be locked for. |1.00  his

[ Wiew Llsers] ’ 0K ]

. Wi 1
Click to ensure that no other users are logged on
e Click Close then OK

Note: There may be circumstances where users appear in the list but are adamant they have
logged off correctly. In this case you may use the Gateway command to reset all user
accounts. The instructions for this are on the next page.

&

Single User lock is now activated and the icon appears in the top tool bar.
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Activity: Resetting All Users

In some circumstances it may be necessary to reset all users’ access. You must be in Single User
Lock to perform this Gateway command.

File > Gateway
'l:l Gateway @

Flease enter pour gateway pazsword / command

Enter the text RESETALLUSERS and press <Enter>

1 Gateway @

Please enter pour gateway password / command

A This Gateway will reset all user accounts,

&' Please ensure that all users are logged out, and that a backup has been
taken of this

datafile before proceeding. Are you sure you want to proceed?

Click Yes

i Reset Users @

_:I All user accounts have been reset

Click OK
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Activity: Process Year End

Admin > Year End

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

Double Click on Process End of Year

I:I Year End IEI
Instructions -
The Leser ey sl i @ Automatic Increment of Year Groups L
your zchool s @ Aszzign by Year/Form
12 @ Aszsign Individuals to YYear/Form

Al students in year 12 are
azsumed to be leaving the
zchool, atd the: final action in
the end of year process will
change their status and move
them into the Leavers Roll.

@ FReports Showing Propozed Year/Form

Process End of Year

Pleaze Mote

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 for those students
whose attendance was last recalculated prior to:

Date [19DEC2XE  Time [1516
Attendance Year |201E V)

Cancel

Ensure the correct attendance year is selected

Click OK
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Attendance Check

You are about to recalculate the Lesson Attendance figures for the Year 2016, Is
this the correct Year?

e Click Yes
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A number of messages will display while the system checks daily records and attendance data

Processing

o Checking Day records

01111 5384
nooig
Processing
TTEn Updating Student Attendance Statistics
01111 333

oooi0

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.

wamning X

% ,  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?

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

UPN Generation Year

The UPM Year should match the Academic Year. The current UPN Year
is set to 2016,
Do you wish to advance this?

e Click Yes

Note: If the current UPN year is NOT set to the current year in your message box, continue
with the Year End Process and then contact the Customer Service Centre for assistance in
changing the UPN year.

@ Processing studentz, Please wait....
a2

6 Clearing "Repeating Current Year'" Flag.
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Family Representative Tracking

Representatives
for their sibling groups. The eldest remaining siblings have now been
flagged as Family Representatives in these cases.

o 9 students moved to the former roll were the only Family

e Click OK

Year End (=230

@ Update Complete,

Click OK

Day Records FTE Warning

FTE Pre Primary and Kindergarten

To enzure that Lesson Attendance day records have the correct
period structure in the new Lesson Attendance year, vou should
enzure the following before creating any day recards

All students that have moved o the Pre
v Primary year are marked az Full Time and
have an FTE value of 1.0

All students that are now in the Kindergarten
v year should be marked az Part Time and
have an FTE value of less than 1.0

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

Read the Day Records FTE Warning
Click OK

Note: The processing of Year End may take from 10 to 45 minutes depending on factors
such as processor capacity, student numbers and whether or not the Lesson Attendance
module is loaded.

Notes: Schools need to ensure that the FTE values for all Pre-Primary

and Kindergarten students are correct before creating any Lesson
Attendance Daily Records for the new year. See Checklist Step 18.
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16 Step 15: Check Year End was Successful

Activity

General > Student Details
All students’ should now have been incremented by one year. It is important to check that this has
been successful.

o Check that Jackie Albert (the first student) is now in Year 5/ Form Room 5
e Check that Adam Alkitik (the second student) is now in Year 10/ Form 10.1

Note: If Year End has not processed successfully, contact the Customer Service Centre.

C IVI Ca 2016 Integris Admin Year End Training Notes .docx 28-Jun-16

Page 61 of 96
© 2016 Civica Education Pty Ltd




17 Step 16: Process Admissions Students

Entering Admissions students (e.g. incoming Kindy or Pre-Primary students in a primary school or
incoming Year 7 students in a secondary school for 2017) may be done at any time, but accepting
them to the current roll should be undertaken after processing Year End. The Department of
Education WA recommends that schools admit Admissions students to the Current Roll when the
students arrive at 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.

Activity:

Admin > Speed Edit

e Choose the Area - Acceptance Status (Admissions)

Speed Edit
Alea
|Acceplance Status [Admizsion] E

Find w students on the Admissions Roll who are to be move to the current roll

Student Search
e &

General lF'arametersl D ates ] .ﬁ.ddress] Dthell []ul} ] T Sets!Cohortsl

Surname/Ref. Mo Foll Statuz Admizsions :
Frefered M ame Tear Group 1 g

Click Find, Select and Yes
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Click to highlight the students
ﬁl

Area

I.ﬁ.cceptance Statuz [Admissiong) El

[ Select Al " Deselect Al ” Irvvert Selection “ Blanks ” nds ]

Ref. Student Mame Yalue Statug

Mew Yalue I d I ’ Cloge H Save ]

Mew Y alue

Check New Value

Click Apply Changes

Details are changed and M (Modified) is displayed in the Status column.

Click Save

Are you sure you wish to save the modifications?

Click 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 in to 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.
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Activity:

Admin > Utilities > Admissions Transfer - Current Roll

Move the students to the Current Roll.

Note: This would only be undertaken once the students have arrived at the school.

Admissions Transfer to Current Roll

Thiz wizard will guide pau through the process of transfering Admizsions B all students onta the Current Roll of your schaoal.
Orly those Admizzion: Roll students who have their ‘Accepted? checkbow ticked will be maved anta the Current Rall.
Thig can be zet either by editing the student within the Student Details area. or by zelecting ‘Acceptance Status
[Admizzions])’ within Speed Edit.

Chaooze below how pou would like to select the students to be transferred ta the Current Rall.

() Transfer students with Acceptance Status of Yes, and Entry Date of

(®) Transzfer all students with Acceptance Status of Yes, ignoring any Entry Dates that have been entered.

Set the following Entry Date for all students who are transfenred 1FEE 2017

Mext student number will be 836 << Back Mext »> Cancel

Select the second option (ignoring any Entry Dates that have been entered)

Enter the Entry Date as 1 February 2017
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Click Next

Note: The entry date is the student’s first day of actual attendance at school. Any entry date
against students will be over-written with the date entered in the previous screen.

Admissions Transfer to Current Roll

The fallowing students will be transfermed to the Current Foall.

If any students are listed below who you do not want to transfer ta the Current Roll, zelect then within the list and click on
the % button.

Ref. MHame DOB Gender UPM Entry D ate Transfer?

26 Harnizh Angus 25 5EP 2004 iMale 30JAN 217 i o
Kk Walenting Antonela 294N 2004 Female A0JAN 2017 i

34 Adrian Baverstock 27 MaR 2006 iMale A0JAN 2017 i X
25 Caitlin Barsche 104PR 20013 (Female JDUAN 2017 i

23 Hary Carmelina 10APR 2013 iMale A0JAM 2007 1

46 Flarence Davids 19JUN 2002 :Female 30JAN 2007 i

45 Pariz Diavids 19.JUM 2002 iFemals 30JAN 2017 i

18 Blake Dowling ZZ5EP 22 iMale A0JAN 2017 i

38 Kiystle Farmer 26 MaY 2005 iMale A0JAN 2017 i

22 Jackson Freeborn T0APR 2013 iMale JDUAN 2017 i

1 Gordon Gordes Z5FEE 2010 iMale JDUAN 2017 i

9 Marcus Gaordes 27 MaR 2012 iFemale 30JAN 2007 i

8 Grant Hammand 2B FEB 2003  iMale 30JAN 2007 i

4 Jacob Jamila 26 Ma 2008 b ale A0JAN 2017 1

14 lanat | ardine WEEER N i hdala AN AAN WMT s

< >
Mext student number will be 836 ¢ Back Cancel

Note: Students can be deselected by clicking on the X if they have not arrived at the school.

Click Finish and OK
If prompted to check for empty batches, click Yes

Delete batches 3

Do you wish to check for empty batches?

Delete any empty batches
Click on the Single User Lock Icon
Select Restore Multi User

& Restore Multi-user

Single User Status

Enter the password ‘keys’ and click OK

| Single User Lock
1 Enter Passward Ixxxx—
’ Cancel ] [ ok, ]
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18 Step 17: Moving External Roll Students to the Former Roll

(Discussion Only)

All students on the External Roll who are not returning to the school in 2017, should be moved to

the Former Roll using the utility Admin > Utilities > External Roll to Former Roll

Edit existing External Roll Students and add a Leave Date.

General > Student Details
Select the External Roll

|:| Student

Extermnal El |

Admizsions
Ju Current
Formner

Select the student/students required
Click Edit

Add a Leave Date on the Additional tab and click OK

Student Justin Badely

Personal] Family Group Additional lMovement Hist. ] Groups] uol ] Misc. ]Attendance Hist. ] Medical]»’-‘«ctivities]

Mationality Mot specified : Ausztralian Citizen / In Receipt of llowance ]
Permanent Fesident =
Rieligion WE Allowance Type  |Mot zpecified :
) = Drate Amival Australia Yiza Sub Clazs Mo, :
It L R Mat specified E Wiza Grant Mo. ,7 Int. Fee Paying I—E
Indigenaus Status Mot specified : ‘iza SC Mo, Expie Date
Study Type Mot specified : Birth Certificate Seen  [7] D ate Checked

Country of Birth

Main Lang OTE SAH | Mat specified :

tainly speak English at home?

LEOTE Entry Date
Out of State Leave Date
Out of &rea

Access Restiction o
Entered in SLP Program Tems in this school
Educational Support Pragran
EAL/D Stage

Documented Plan Completed
In Care of DCP

Docurnented Plan B

OO 10 OoOocoO

2FEB 2012 Prev. Schoal |
17 DEC 2015 Destination | [l
Records Sent Attendance  [Current [Single redistr... [=]

Docurnented Plan fonwarded to DCP

Mot specified || Passpart Sighted [
Paszport Mumber li

i Boarder 1

Terms in other school(z) 0 Excluded

FTE |0.40 Part Time Status () am

) Cugtom

eview Date

[ oK. ][ Cancel
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Admin > Utilities > External Roll to Former Roll
Double Click on the Utility

[ Administration Utilities =]
::Sttl“['u:Crtigl“:lShand mnel (e @ Admizsions transfer -» Current rall -
are a .nl,!l'l'le':l of icons_with ; @ Agzign Family Representatives
docioe e oM || oS anbo oo

; @ Change Staff Reference Mo,
LTEZS: ICEE:“C‘E:E r;ihtohné @ Change Student Reference Mo,
required icon. @ Convert Temparany LIPNs to Pemanent PN
@ Current roll -» Former roll
@ Delete Staff Member
@ Delete Student from Current Roll E
@ Delete Student from Extermal Roll
@ Export Set-up File
L JE hernal ol -
@ Fees Biling Export
@ General Staff Export
@ General Student Export
@ Import Set-up File
@ Purge Completed Activities
@ Purge Leavers
@ Purge Unaccepted Students from Admizzions Roll
@ Recalculate Attendance Figures =
Tranzfer Students with leaving dates up to and including m
[ ] [ Cancel ]

Enter the Leave Date and Click OK

Warning 23

Are you sure you want to move all students with a leaving date on or before 17
DEC 2015 into the former roll?

(SRR e

Click Yes to the Warning message
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External to Former Roll B

Click Yes to remove students from their groups

Information @

Updates complete. 1 students updated.

Click OK

View the Students on the Former Roll

General > Student Details

|:| Student @
Fame [ d @D 47 2 & ¢ a@yOBROemmE0
Justin Badely (924 ) Year 7 Form 07.1
Address
Date of Bith & JUN 2002 PINEY WOQODS. Fhare 1
Y 13%rz 1 Mth WA, .. .
>~ ° S Pranes The Original Roll to which the
Gender Male Fan

N student belonged is displayed on

Student Mg the Student Details screen for

Reom Ms8 Famifiepresentative | Eormer Roll students.

151

gpg Original ol External Car Redistration

tudent Mo, 00000000 E Mail Address

Central ID 15123456700001201

Contacts

MName _Phone _Addless _Helaliun _Hes _Pal _Mail _Emrg _Notes _Fee

i i H H i i H i
. ; : = : i : : i : ‘ X
Res - Student Resident  Par - Parental Responsibility  Mail - Family Mail Marker Emrg - Emergency

Search || | | 6—}
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19 Step 18: Changing Students’ FTE

Some students will need to have their FTE altered. This has an impact on both Lesson Attendance

and Census.

Activity: Increasing the FTE for Pre-Primary Students

Admin > Speed Edit

e Select the Area — FTE and Part time status

Speed Edit

Area

IFTE and Part time status |E|

e Find the students in Year P

(|
Student Search

e H e B =
General |F'ararnelers| Dates | Addressl Eltherl upl | T Sets;"l:ohortsl

Surname/Ref. No. I Ruoll Status IEurrent :
Preferred Mame I Year Group IP :

First Mame I— Farm ~hig--
e Click Find, Select and Yes
e Click
e Enter a New Value of 1.00
e Click Apply Changes

Area

gﬁ Eﬁlt
|FTE and Part time status E

| Select Al ” Deselect All || Irwert Selection || Blanksz ” ni'z

Walue Statuz

Mew Walue I |'V/| | Llose | | save
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|
e Click

e (23]

I.-"'_"‘-.I This change of part-time status will be reflected in Lesson Attendance

WY the next time records
are created for the selected students.

e Click OK and Yes
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Activity: Check the FTE for Kindergarten Students

Decreasing the FTE
Leave the area as FTE and Part time status

Area
|FTE and Part tirme status |E|

Select Year Group K

Student Search
o E S B
General lF‘arameters] Dates l Addlessl Dther] ol l T Setsx’Cohorts]

Surname/Ref. Mo Rall Status Current :
Freferred Mame Year Group K. :
First M ame Form -

Click Find, Select and Yes

. Select Al
Click

o Edit the FTE for the Kindergarten student to 0.50

Mew Y alue 0En

e Click to Apply Change

e Click Save, OK , Yes

Part Time 5elector

Caitlin Borsche

Student FTE hasz been changed. Pleasze select
a Part Time Attendance pattern.

AM CPM () Custom
[ Use Selected for Al

If Schools have not yet determined the part-time attendance pattern, then stop at this point.

Click in the Custom button

Part Time 5elector

Caitlin Borsche

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

oA COPM (Cinda @ Custom
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Assign an attendance pattern by clicking on the cells where the students will NOT attend

Part Time Selector

Caitlin Borsche

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

A OPM (Cinda @ Custom

Attendance Pattem

Day AM PM
Monday W W
Tuezday \/ \/
Wednesday
Thursday
Friday

Click Use Selected for All

Attendance Pattem

Day AM PM
Monday v W
Tuesday W W
Wednesday \/

Thursday
Friday

Click OK

19.1.1 Notes on Kindy Part-time Attendance Patterns

Notes: If students are attending 0.5 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 Lesson Attendance 10 Day Cycle information at the link below to set this up. If
required, this must be done before creating Daily Records in Lesson Attendance.

The Enforced School Closure Function is used to close school for Kindy students on the
days they are not due to attend. This can only be done after the New Attendance Year has

been set up.

http://det.wa.edu.au/intranet/stims/detcms/intranet/student-information-management-system/sis-
administration/lesson-attendance-module/fact-sheets/kindy-10-day-cycle-setup
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20 Step 19: Updating Staff Details

When new staff commence at school, they must be entered in Staff Details. Similarly, if staff
leave the school, they must transferred to the Previous Employer Roll

20.1Adding New Staff

Activity:

Add yourself as a member of staff.

General > Staff Details

Click Add &
Enter the following information about yourself, tabbing between the fields:
o Title

o Surname *

o First Name *

o Gender*

o Date of Birth *

o Staff Code *(first three letters of your surname and your first initial)
o ID Number*

o Staff Type

Note: *indicates the field is mandatory
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UDI - TRBWA

Click on the UDI tab to enter the details of the TRBWA number.

Highlight TRBWA Number

Staff
750 Mr Harris Barclay 153 783 Male BARH

Perzonal InfolAdditionaI Infol Contacts DI lﬂualifications] Gmups] Teachingl Training / Skillsl Contractsl

Description Valus

0K l l Cancel

Click on the Edit

Enter the TRBWA number

Edit UDI

TREWS number
A7ER43M

Cancel

Click OK to save the number
Click OK to save the Staff Details entered
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20.2Move Staff who have left to the Previous Employee Roll

Activity:

General > Staff Details
Robert Charlton has left the school

Search |CHAR )
Search for his records

Click Move Entry to Previous Employee Roll Ll

Warning 2

Click Yes

Leave Details

Leave Date |19 DEC 2016

Ok Cancel

Enter a Leave Date and click OK
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20.3Update Integris Users
20.3.1 Flag Staff who have Left as Inactive Users

Activity:

General > Control > Users

|:| User Control

S WBEwG
": System Users

4

Logged In Active  User Mame

MO YES  (ABBOTT

YES YES  GADMIN

MO YES  iALAN

MO YES  IBARCLAY

MO YES  {BEST

MO YES  iBRIGG

MO YES  iBROOKS

MO YES  iCALVIN
ES  CHARLTON

MO YES  iCORMER

MO YES  iCREED

MO YES  iDICKINSON

MO YES  IDRAKE

MO YES  IEDWA

MO YES  GELLIOT

11wl R cicuco

Total Users: 45

Full Wame

Elaine Abbott
Syztem Administrator
kark lan

Hamiz Barclay

Carl Best

Jozeph Brigg

Fiona Brooks
Jennifer Calvin
Robert Charlton
Sandra Corner

Mick Creed

Kermy Dickinzon
Drake

ED'wod, SUPPORT - DO HOT U

Trawiz Elliat
Mrnmimd- Cialher

Staff Lirk.
tz E Abbatt

| »

m

Mr HJ Barclay
Ir C Best
krJ Brigg

2 5 Cormer
tAr M Creed

tr T Elliot

b A Cialmr

Show active accounts only

Cloze

-

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

™ Active

Uncheck Active

"‘ Edit User
" 4 k]

Edit User

UserMame  |CHARLTON
Pazzword |uouuo
Canfirmation |uouuo
E=piry D ate IW

Title Mr

B I I B

Initials  |R

Adminizstrator Status
Gateway Enabled
Supprezs Messages

Do Mot Load Chd

Full Mame |Hobert Charlton

Position | Teaher

Staff Link | ol X
Click OK
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20.3.2 Edit Expiry Dates for Continuing Users

Activity:

General > Control > Users

S HBRE=mS
"" System Users
* L]

Logged In éctive  User Name Full Hame Staff Link.

MO EYES EABEDTT EEIaine Abbott Ms E Abbott -
YES iTES  (ADMIN i Sugtem Administrator B
MO IYES lALAN iMark Alan

MO YES  BARCLAY Harris Barclay iMr HJ Barclay E
MO EYES EBEST ECalIBest EMICBest

MO YES  BRIGG iJozeph Brigg iMrJ Brigg

¥ [u] ivES  (BROOKS iFioha Brooks

MO YES  ICALVIN Llennifer Calvin

‘YES  CORNER i Sandra Corner ‘Mz 5 Comer

O 5 CREED
MO YES  (DICKINSON

Mr M Creed

I:l Uzer Control @

Select a staff member who’s account needs updating and click Edit 7

Enter a new Expiry Date

Edit User
"' Edit User
"4 5]

Lzer Mame |CF|EED R Active

Pazsword | sessseen ™ Administrator Status

Canfirrnation |..l.l... ™ Gateway Enabled

Expiry Date ,W ™ Supprezs Messages
™ DwoMot Load CM

Click OK

Note: At school this would be repeated for all continuing Users. It is recommended that the
expiry dates are not set for the very end of the year, at or the very beginning of the new

year, as these are times when office staff are very busy.
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21 Step 20: Update Form Descriptions

If you have added new staff members you can now attach the names of each Form Teacher for the
new academic year.

Activity:

General > Parameters > Form Descriptions
o Select the Form 9.4

[ Form Description @
= 2 AT
Code  Description Teacher 1 Teacher 2 Room Active

071 Mz E Everage M58 YES -
07.2 Mz T Marton M57 YES
0a.1 i C Best M52 TES
0.2 b1 J Brigg 51 TES
0a.3 Mz J Calvin 510 TES -
03.4 Mr L Evans MS3 YES 1
0s.5 b1 ' Davids b5 4 TES
031 Mz & Greaves M55 YES
09.z Mz K. Holter M53 TES —
03.3 br M Creed MSE TES
9.5 TES
101 i1 O Trainar (558 YES

e Click Edit s
e Click Find Form Teacher

e Type ABB in the Name/Number field and click Find

Staff Search - Extended Mode

Lo
General lF‘arametersl Dates l Address] Dthell {i]u]] ]
Marme/Mumber ABB Statuz | Current :
Preferred MName

e Elaine Abbott’s name will be added to the Teacher field

Teacher(s] Ms E Abbatt (X]
e Click on OK

e Add yourself as the Form Teacher for Form 9.5
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Activity:

e Select Form 9.3
e Click Edit «

Click Find Form Room 4]
e Click Find by Room Type — Computing

General > Parameters > Form Description

Room Search
Search Criteria

Room Code

Room Type

Click

Fioom Description |

Room Search Results

Fioom Code  Room Description
COMP 1 {Computing Lab 1
COMP 2 iComputing Lab 2
COMP 3 Computing Lab 3
COMF 4 Computing Lab 4

Foom Type
{Computing
{ Computing
: Compuling
Computing

e Click Remove Link to Teacher il and Yes

e Click Find Form Teacher El
Type ALAN in the Name/Number field
Select Mark Alan

Sometimes it is necessary to make changes to rooms for teachers and subjects.

¢ Highlight COMP4 Computing Lab 4 and click Select

Edit Form

Form Code |

Fom Description—[09.3

Teacher(z] Mr M Alan E

Faam COMP 4

Active

ak ] [ Cancel ]

e Click OK
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22 Step 21: Repeating Students

Ensure that for any students repeating an academic year, Repeating Current Year on the
Miscellaneous tab in Student Details has been checked.

Activity:

General > Student Details

o Locate Abrey Stewart’s records

e Click Edit | J
e Select the Miscellaneous tab
e Under Other Information check Repeating Current Year

Religion :
Repeating Current vear W
e Click OK

Note: This function needs to be run in Single User mode.

23 Step 22: Assigning Family Representative Status

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.
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Activity:

File > Single User Lock

Single User Lock

E| Enter Pazzword

| Cancel | [ Ok l

Enter Keys and click OK

Locked Message

Enter the message you would like to appear when another user attempts to
log on to the spstemm.

Interiz and remaote web services are curmently unavailable while
maintenance wark is carried aut.

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

| View Uzers | | Qk. |

Click OK again

Admin > Utilities > Assign Family Representatives

Enter the following settings:

Assign Family Representatives
This utility will st the Family Reprezentative indicator for students.

ze the buttons below to zet vour preferences,
then click on ‘0K ko run the utiliby.

ark. Eldest Siblings az Family Representatives

@ Mark Youngest Siblings as Family R epresentatives

@ Apply to ALL students [will cvenarite exizting Hags]

Apply OMLY ta sibling groups with no Family Representatives
(leaves existing flagged students and zibling groups uhchanged)

@ Tracking OM When O, Tracking will re-allocate the: Fannily
. Feprezentative 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

Click the Single User mode icon
Click Restore Multi-user
Enter Keys and click OK
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24 Step 23: Print State Archives Report

As part of the 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 left students held
within SIS are required to be produced in a hardcopy format.

The process will include:

Producing the relevant printout (this will list the various student enrolment details for left
students only).

Saving the hardcopy report in a file created in the 859 category of the School Filing System
e.g., 859/nn STUDENTS — ENROLMENTS — Enrolment details of students who left [name
of school] during the current year.

Retaining the file as an archival record and holding for one year.

At the end of one 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.

Activity:

Admin > Reports > Ad Hoc Reports
e Open Ad Hoc Reports folder

r@ Reports @
L) G | ow

1 Custom Reports - Titles
{3 AdHoc Reports t airn Title: |State Archives Report 2015
@ Book 'week
ﬁ Labels
@ Medical & Contacts
@ Out of Area
@ Proposed Form & Year
@ Proposed/Current Form & Y'ear
@ Rock Band Contacts
@ Rottnest Trp Contacts

Page Foater |

el State Avchives Report
; : Select
@ Update Behaviour Incident Date
@ Vaccination Schedule DOB on « IE‘ Iml
B Vnriv shiewn Sebadile NOD ae e

] T [

Frint

e Highlight State Archives Report
Add 2016 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.
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e Click New Query
Set Roll Status to: n/s

| Student Search
wE O
General lParametersl Dates l .t‘-\ddressl Dther] [i]u]] l T Setsx’l:ohorts]

Surname/Ref. Mo, Fioll Status s
Preferred Mame ear Group .

Click on the Dates tab

e Select the students within the year’s Leaving Date range in 2016

Student Search
W& dh

General] Parameters Dates ]f-‘«ddressl Dther] Dl l T Sets.-"l:ohorts]

|Date of hirth range v | o |

Birthday [Day, Month, vear) l— |--nf’s-- ) |
Fraom To
Entry Date | [
Leaving Date [1.J4N 2016 |31 DEC 2018
Date Checked | [

Docurmented Plan | |
forwarded to DCF Date

Documented Plan Feview Date | [

() MNatIn Care of DEP () Mat Documented Plan Completed
() In Care of DCP (") Documented Plan Completed
(®) Either (®) Either

[ Show Inactive Parameters in Dropdown Lists Close

e Click Find, Select and Yes
e Print the report to the screen
e Close Reports

Note: A copy of this report needs to be saved to the 859 category of the School Filing
System, that is 859/nn STUDENTS > ENROLMENTS > Enrolment details of students who left
[name of school] in 2016.

Retain this file as an archive record and store for one year. At the end of one 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.
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25 Step 24: Set up New Attendance Year

Setting up the New Attendance Year only applies to schools that currently use the Lesson
Attendance module.

Ensure the datafile has been backed up before proceeding.
Secondary schools, before proceeding it is important that you ensure the school’s timetable

specifies which periods are AM and which are PM in Timetabling > Timetable Setup > Timetable
Cycles > Master Period Structure.

Note: If you require assistance with creating the new attendance year please contact the
Customer Service Centre.

Metro 9264 5555
Count 1800 012 828

Activity: Set up the New Attendance Year

Lesson Attendance > Parameters > Create New Attendance Year

View pre-requisites to setting up the new Attendance Year in the New Lesson Attendance Year
window

Mew Lesson Attendance Year

Create New Lesson Attendance Year

Far the creation of a Leszon Attendance pear to be successful,
you should ensure the following -

v The year has been correctly set up in the
School Diary.

vy The corect term dates have been entered for
the wear in the School Diary.

o Your weekly closure pattern for the year has

been corectly zet up in the School Diary.

Are vou sure you want to proceed with the creation of a new
Leszon Attendance year?

Click Proceed
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Enter the following dates

Hew Eﬂeﬁan(:e Eear

Create New Lesson Attendance Year

Thig function will lead vou through & senes of steps neceszam
to create a new Lesson Attendance pear.

You will zet up the year details, the timetable cycles for the
year, the period availability structurez required. and allocate
period structures o wear groups.

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

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

Current Y'ear 2016

Mew ear I 2m7 :
Start of Academic Year I 30JaN 2017
Start of Attendance Year I 30JaN 2017

| Ok || LCancel |

Click OK

IMPORTANT:
The Attendance Year must ALWAYS commence on a Monday.

If an FTE Warning Report opens at this point check the information on
page 90.
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Create Mew Year 23

% Do youwant to copy Period Availability Structures and Year Group
¥ details
from the previous Lesson Attendance year?

Click Yes

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

The cycles reflect the term data entered in the School Diary. Cycle descriptions can be edited to
display in Day View with the terminology used in your school.

Place your cursor immediately before Week 1
Type Term 1 and a space

Highlight Term 1and a space - <Ctrl> +C to copy
Place your cursor immediately before Week 2
<Ctrl> + V to paste

Continue for all remaining weeks in Term 1
Overtype Week 11 and 12 with Holidays
Overtype Week 13 with Term 2 Week 1

Timetable Cycles for Attendance
@ 2m7 v
T|met§ble Cycle Days Cycle Mo |Start Date | Description
Daysincycle |5 1 Mon 30 JAN 2017 g | Term 1 Week 1 ~ é
Dravs oper: 2 Mon BFEB2017 @ | Term 1 Week2
Monday 3 Mon 13FEB 2017 2 | Term 1Week 3 m
4 | Mon 20FEB 2017 Term 1 Week 4
Tuesday ’ v
5 Mon 27 FEB 2017 @ | Term 1Week 5
Y] Wednesday & | Won 6MARZ2017 | Term 1Week®
Thursday 7 Mon 13 MAR 2017 @ | Term 1 Week7
] Friday 8 | Mon Z0MAR 2017 7 | Term1Week
9 Mon 27 MAR 2017 Term 1Week 9
[[] Saturday : ’ v
10 Mon 3APR 2017 @ | Term 1 Week 10
L] Sunday 11 | Won 10APR 2017 g | Holidays
12 Mon 17 APR 2017 Holidays
Edit Cycle Days : v v
13 Mon 24 APR 2017 @ | Term 2 Week 1 W
Exit Save

Note: In school, you would continue to edit the descriptions for the entire year.
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Click Save and Yes

Timetable Cycles B3

Click

Timetable Cycles £

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

Yes | ’ Mo

Click Yes
View the available period structures

Period Structure for Lesson Attendance

S 206 =]l # 2 @

Period Structure Mame | Prrirnary IZ‘
DayMNo | Day | [TIMETABLING N I T A I
1 tan T t e
2 Tue T t
3 ‘whed T t
4 Thu T t
3 Fri T t
] i 3
Key
H  Home/Registration period it the morming T  Teaching peniod in the morning
h  Home/Registration peniod in the afternoon t Teaching period in the aftermoon
I Peniod when students are not required to be B Break period
in clazs

Click
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Note: Alternative period structures could be added if required.

Timetable Cycles 23

Click Yes

Check the box for K and ensure Year Groups K to 12 are selected to be included in Lesson
Attendance

Select Year Groups
Please select which Year Groups are to be
included in Lesson Attendance.
Ll 0 A
V] K
v P
W] 1
V] 2
W] 3
v] 4
V] &
V] B
V] 7
v] &
v] 9
W] 10
W 1
W] 12
L] 15
L | 18
117 hd

Click Next

Add the Primary Period Structure to include the K students

Select the appropriate Period Structure for each year group including Kindergarten as Primary
and Year 7 — 12 as Timetabling

Year Groups Using Lesson Attendance
& 7 W
Year Group Period Structure |Start Date |End Date
K Frirmary w |30 JaM 2017 BT |14 DEC 2017 ~
P Primary w |30 JaM 2017 BT |14 DEC 2017
1 Prirnary w |30 AN 2017 14 DEC 2017
2 Primary W |30 JAN 2017 14 DEC 2017
3 Primary W |30 JAN 2017 14 DEC 2017
4 Primary W |30 JAN 2017 14 DEC 2017
5 Primary w |30 JaM 2017 [FF] |14 DEC 2017
g Primary w |30 JaM 2017 [FF] |14 DEC 2017 y
Exit Save Cancel
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Click Save and Finish

Year Groups 2

@ Are you sure you have finished entering Year Group settings for this
Year?

Click Yes

Eneate ﬁew iﬂeﬁam& ?ear

/ Creation of Year 2017 Complete

ou have successfully created the Leszon Attendance vear.

You have entered the start date of the year, set up timetable cycles
and period availability structures, and allocated these period shuchures
to year groups.

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

Mite that ohce attendance data has been entered into this pear,

zetting up the year again will require any student attendance data for
the year to be deleted.

Click OK

IMPORTANT

Year 11 and 12 End Dates will need to be edited once they have been
determined for 2017 through - Lesson Attendance > Parameters > Year
Groups.
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25.1.1 Create New Year FTE Warning

If Kindy and/or Pre-Primary students are included in the Lesson Attendance module and any of
these students in your Datafile do not have an expected FTE, a Report will run to display these

students.

Student FTE values should be corrected before creating the New Attendance Year. The Report will
display any Kindy students that have an FTE value of 1.00 or any students from Pre-Primary
upwards that have an FTE Value of less than 1.00

A Sample Report is shown below.

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.

This report lists students who are in the Kindergarten year but have an FTE value of 1.0 and students who have an FTE
value less than 1.0 but are notin the Kindergarten year.

Hame Year Form FTE Expected FTE
Caitlin Borsche K Mot specified 1.00 =1.00
Harry Carmelina K Mot specified  1.00 =1.00
Blake Diowling K Mot specified 1.00 =1.00
Jackson Freeborn K Mot specified  1.00 =1.00
Marcus Gordes K Mot specified 1 =1.00
lzan Kabulla K Mot specified  1.00 =1.00
Isabelle Lamaont K Mot specified 1.00 =1.00
Maomi Newbery K Mot specified  1.00 =1.00
Skye Wilson K Mot specified 1.00 =1.00
Total in Year K: 9
Luke Andrews P KIP 0.60 1.0
Cassie Brood P KIF 0.40 1.0
Fleur Caterer P KIP 0.40 1.0
Maglazas Davies P KIP 0.40 1.0
Ryan Edwards P KiP 0.40 1.0
Wendy Elliott P KIF 0.40 1.0
Kira Emery P KiP 0.40 1.0
Grant Fitzpatrick P KIF 0.40 1.0
Lorena Pate P KIP 0.40 1.0
Trent Pilter P KIF 0.40 1.0
Eileen Smith P KIP 0.40 1.0
Celeste Thomas P KIF 0.40 1.0
Thy West P KIP 0.40 1.0

The following warning will also display

Warning l-‘-l

.’.._..\.

\ Do you want to quit the creation of the New Year to correct the FTE
@' wvalues for the listed students?

Select Yes to quit now or Mo to continue creating the Mew Year,

Clicking on Yes will allow you to go back and edit any FTE Values for students that are not correct.

Clicking on No allows the User to complete the set-up of the New Year.
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26 Step 25: 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 school for the first time.

Activity: Print a List of New Enrolments

Admin > Speed Edit

Confirming Enrolment to the Previous School
Select Previous School from the Area drop-down menu

Speed Edit
Area
|F'revious Schoal |E|

Open the Student Search window ﬂl and select the Current Roll

Roll Status |Eunent IE‘ |

In the Dates tab, enter an Entry date of 1 FEB 2016

Note: When this activity is performed as part of the year end activities, the date range
would commence from the first day of the school year to the current date.

Student Search

wE G B
General] Parameters Dates ]f-‘«ddressl Dther] Dl l T Sets.-"l:ohorts]
|Date of hirth range v | o |
Birthday [Day, Month, vear) |--nf’s-- ) |
Fram To
Entry Date |1 FER 2016 [18DEC 2018
Leaving Date || [
Date Checked |

forwarded to DCF Date |

Documented Plan Feview Date |

I
Docurmented Plan |
I

() MNatIn Care of DEP () Mat 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

A list of students and their previous schools will be displayed.
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Click on the Value header and scroll down

Speed Edit

Area

|F'revious School |E|
[ Select Al ” Deselect All ” Invert Selection ” Blanks ” hi's ]
Ref. Studant Mame Walue Statug
295 Ballarat, wWendy Marther Territory -
829 Delphine, Grant (rana Catholic School [willettan)
a2 Kinnane, Benn
773 Ligbelt, b arija
754 Lirn, Bunthy
786 MeMaughton, Michellz
7as Price, Natasha

To print the list, select the printer icon El

Note: 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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27 Step 26: Checking Student’s Destination School

Schools must also resolve the destination of each leaving student, including those students making
the transition from Primary to High School, Middle School or Senior Campus. To assist in this
process, schools can print a list of all students on the Former Roll displaying their destination
school.

Activity: Check Student’s Destination School

Admin > Speed Edit
Select Destination from the Area drop-down menu

Speed Edit
Area
|Destinati0n Iz‘

Open the Student Search window | and select the Former Roll

Roll Status Former :

“f'ear Group .

In the Dates tab, enter a Leaving Date range of the previous school year

Student Search

wE G B
General] Parameters Dates ]f-‘«ddressl Dther] Dl l T Sets.-"l:ohorts]
|Date of birth range v | o |
Birthday [Day. Month, f'ear) [ -5 vl |
Fram To
Entry Date | [
Leaving Date |1 FEB 2016 [15DEC 2015
Date Checked | |

Documented Plan | |
forwarded to DCF Date

Dacumented Plan Feview Date | [

Click Find, Select and Yes

A list of students and their destination school will be displayed

To print the list, select the printer icon &I

Where an advice of transfer has not been received for a particular student, the school should follow
up with the parent(s) to determine the destination and confirm the enrolment with the new school.
Where schools are unable to verify student destination following investigation, the child may be
considered ‘whereabouts unknown’ and should be referred to the Student Tracking Officer through
the District Attendance Coordinator.

Note: Further information outlining this process can be found at http://bswb.det.wa.edu.au
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28 Step 27: Purge the Audit Tralil

Electronic Records of user activity are purged to a text file and saved, then deleted from the
software. The previous year’s records are kept on the system, however those for the year before
last year are purged.

Activity:

General > Control > Audit

Select All Users and Entries in the date range.
Enter the date range for the calendar year e.g. 01 JAN 2015 to 31 DEC 2015

Activity Log
Iser Criteria

" AllUsers
= Specific User

dsger Mame

Entry Criteria
= &l Entries
¥ Entries in the date range
From Ta

1JAN 2015 1 DEC 2015

Purge LCancel

Warning 2

"~ \ This process will dump the audit log to a text file, and then DELETE the
' audit log records which
match the criteria specified. Are you sure you want to continue?

Click Yes and Yes to the second message
r‘|.l'||'arnir1g 3 1

.' ) , This process cannot be reversed. Are you abselutely sure you want to
¥ purge the specified activity log entries?

Save to C:\Keys\Integris\Outbox with the file name: 2015 Audit Log
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29 Support

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

Contact details below:

29.1Phone (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 Fax (CSC)
9264 4701

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

29.3Email (CSC)

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

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

30 Online Manuals and Training Notes
30.1Civica 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

30.2STIMS Project

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

http://www.det.wa.edu.au/intranet/stims

Links to the Integris Manuals are also available from the STIMS website or by going to Help within
Integris.
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