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1 Introduction

These training notes provide a reference during and following Civica’s Administration Manager
training. They cover all of the main sections of the software. The Administration Manager Manual
provides a comprehensive guide to the software

During training we will be working with fictitious data and all the exercises contained within this
user guide refer to that data

The training is designed to start with the focus of the integrated set of modules — Student Details,
to provide users with an understanding of the look and feel of the software. The program
progresses through the other functions and features of the software

1.1 What is the Administration Manager Module?

Administration Manager is a Windows-based database that enables schools to keep detailed
student and staff records and use these records to produce a wide range of reports. Student data
is stored in four data sections — Admissions, Current Roll, External Roll and Former Roll. Each
student record is divided into several sections such as personal, additional information, activities,
attendance history, medical details and teaching sets. There is also an Emergency feature for fast
access to student data.

Other functions include Speed Edit, Control functions, Year End functions, Admissions, Standard
and Ad Hoc Reports

The system is relatively easy to use and maintain. Administration Manager is a powerful tool that
will give administrators smooth access to information with a well-structured, logical layout
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1.2 Administration Manager Training Program

Day One

Time Content

9.00 am Introduction
Menu Bar
Side Bars
System Preferences
Parameters

10.30 am Morning Tea

10.50 am Staff Details
Administrator Tasks
Student Details
Current Roll

12.20 pm Lunch

1.00 pm Admissions Roll
Former Roll
Importing and Exporting Student Data

2.30 pm Afternoon Tea

2.50 pm User Defined Information
Speed Edit
Ad Hoc Report
Groups

Day Two

Time Content

9.00 Review Questions

9.15 am Mail Merge

10.30 am Morning Tea

10.50 am School Details
Year End Process

12.20 pm Lunch

1.00 pm Year End Process (cont.)
Reports

3.30pm Finish
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1.3 Training Outcomes

At the end of the two days, training participants will be able to:

Navigate their way through the side bar options in both the General and Administration

Modules of Integris.

Set up system defaults and preferences

Locate and edit specific parameters

Enter staff details

Set up users

Set up User Permissions

View, find, add and edit student records

Use the current and external rolls to enrol students
Produce an emergency report

Move students to the Former Roll

Use the Admissions Roll to enter students
Understand the procedures for importing and exporting data
Create a User Defined Field

Speed Edit student records

Produce an ‘Ad-Hoc’ report

Create Groups

Create a kst template for use in Mail Merge

Use the mail merge function to generate a document
Use MS Word to produce a Mail Merge document
Follow the Year End Process

Produce standard reports
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1.4 Logging On

Activity:

A

Inteqgris
Training

e Enter the password: keys

School Management Solutions - Integrated Database
7.09.50[0810/18] Extended Mode

[% UserMame  [aDMIN
Pazzword wEEE

RN\

Datafile Path: C:\KEYS\INTEGRIS\RMDE\TRGDATA 1\INTEGRIS.DF1

e Click on Login or press <Enter>

e Tolog on, double click on the Integris Training icon on the desktop

e Type ADMIN as the User Name for use in today’s training
e Press <Tab> to move the cursor to the Password box

Note: It is strongly recommended that you change your password once a month.
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2 Menus

File Edit Curriculum Manager General Help

2.1 The File Menu

File | Edit General Help
Change User Ctrl+U

Password...

Single User Lock
Lock Terminal Ctrl+L

Change Datafile
Database Tools L4

Report Destinaticn
Page Setup
Print Saved Reports (from disk)

Exit
Gateway

2.1.1 Change Password

Once users have been set up with access to the software, they can change their password at any
time.

Activity

File > Password

Change Password

tﬁ\g Username ADMIN
Full name Systern Administrator
Current Password

New Password
Verification

[0 ] [ Concei

The user would enter their Current Password, press <Tab> to the New Password field and
enter the new password, then enter the new password again in the Verification field.

e Click Cancel as we will not be changing passwords today
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2.1.2 Change User

If the software is open and another user wishes to use it, make sure they log on using their own
user name and password to ensure they only have access to the appropriate sections of the
software.

Activity

File > Change User

e Log in again with the User Name ADMIN and the Password keys

2.1.3 Lock Terminal

Some sections of the software display confidential data. If a user is working on confidential data
and needs to conceal the data, or if they are leaving the computer and do not want anyone else to
use the software while they are away, they can use Lock Terminal to temporarily lock the screen

Activity

File > Lock Terminal

Lock Details

This terminal was locked while being used by

| Supstem &dminiztrator

To unlock this terminal, please click on the
‘Unlock® button and supply the password for the
user name that is shown above.

( Linlock

The screen is locked

To unlock the screen:

e Click Unlock
e Enter your password

Terminal Lock

|E| Enter Unlock Password | ===

[ Cancel ] [ Ok l

e Click OK
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2.1.4 Single User Lock

Use Single User Lock to bar global access to Integris when single user mode is required. This
function is accessible to all users with administrator status

Activity

File > Single User Lock

Single User Lock

B Enter Password ||

[ Cancel ] [ Ok ]

e Enter your password

Locked Message

log on to the spstem,

Enter the message pou would like to appear when another user attempts to

Inteqriz and remote web services are curently unavailable while
maintenance work iz carried out.

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

hrs

’ Wiew Users] [

oK.

|

e Click OK

If other users are logged in, their details can be displayed via the View Users button
so that the administrator can ask them to exit the system.

The following icon appears under the Menu Bar: ﬂ
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When the lock is applied, users attempting to access the system will be presented with a
message indicating the system will be unavailable for a specified period of time. This window will

automatically close and exit the Integris session after 15 seconds. Only Administrators who
initiated the lock can log into Integris at this time.

School Management Solutions - Integrated Database
7.03.40[17/07/18] Extended Mode

[% Jszer Mame [

Passward
RN\
Datafile Path: C:\KEYS\INTEGRIS\RMDE\TRGDATANNTEGRIS. DF 1

Single User Lock

A

Itwasz locked by | System Administrator who has sole access

It waz locked on |1?JAN 2019 at |14:35 for |‘I.EIEI hourg

Integriz will automatically close in 10 seconds

Integriz and remate web services are cumently -~
unavailable while maintenance wark iz caried ot

To return to Multi-user mode:

e Click Single User Lock ﬂ

e Click Restore Multi-user

Single User Lock
B EnterPasswod [=+
[ Cancel ] [ ok, ]

o Type your password
e Click OK or Press <Enter>
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2.1.5 Report Destination

Activity

File > Report Destination

Report Destination
Destination |F'arameters| Page sizesl
L_HTow1]
o 101]
= D piieed D &8
010l
Frinter Preview Disk Clipboard Fort
1) @ v [
File HTHL Postscript RTF
l Cancel ] [ Ok

e View the various options
e Click Cancel
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2.2 The Help Menu
2.2.1 Help Contents and Index

Activity

Help > Help Contents and Index

Integris Help

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 &reas

Inteqriz Adrministration Manager Help ~
Integriz Administration kanager Reports Help

Integris Behaviour b anagement Help

Integriz Exam Scheduler Help

Inteariz Leszon Attendance Help

Inteqriz Lesson Attendance Reports Help

Integriz Bk Billing Help

Integriz Time Help

Widen | A | lzinn Benistration

Cloze

Highlight Integris Administration Manager Help
Click Help

View the Administration Manager manual

Click Close
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Notes: <Ctrl + F> allows you to search a document for a specific topic. Check Section 22 of
these Training Notes for all details of Support available to schools. Holding down <Shift>
<Ctrl> + F will open the Full Reader Search window as shown below.

A Search = B

[[] Arrange Windows

Where would you like to search?
® |n the current document
) All PDF Documents in

b My Documents v

What word or phrase would you like to search for?

[1Whole wards only
] Case-Sensitive
[1Include Bookmarks
[1Include Comments

Search
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2.3 Using the Side Bars

Once you have logged onto the system, a blank window with a control panel (side bar) appears on
the right-hand side of the screen. The General side bar is displayed.

Gererdl The Administration Module comprises two Eiznizial
g sidebars. The one on the left of this page is £dmin
dﬁ" the General side bar. This provides access ﬁ...
to the core functions. From here, you can
5 chool Details enter school details, view and enter student
and staff details and create groups of Emergency

students and staff.

P
g

Student Details It is also where schools set up their own
parameters for the system and use the speed Edit
Control function to add new modules and
set up new users and passwords.

i

L

Staff Detailz Lo .
By clicking on the Admin tab on the bottom ‘'ear End

of the side bar, a second bar is revealed.
This is the Admin side bar - seen on the
right.

B
b=

Groups .
s Admizziong

The Admin side bar provides an emergency
report function, enables users to speed edit
information in students’ records, carry out

"

\

Parameters

Year End procedures and produce reports. Feports
Contrcl Utilties
Activity

e Click on each of the sidebar headings and view the various icons in each
¢ Intoday’s training the following modules are loaded:

General
Admin
Lesson Attendance
‘Wit Reports
Timetabling
WET
Behaviour
Coveer
Rk Billing
Wit Census
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3 System Preferences

General > Control > Preferences

Activity

General > Control > Preferences > General tab

Integris is able to accommodate visiting students who may come to a school for various periods
or activities on a regular basis, but who are not actually enrolled at the school.

e Tick External roll active for students

Preferences

Reports l Advanced l Exportz l Sibling Management l

Sidebar control background

Sidebar control label colour

Sidebar control selected label colour
Sidebar control zpeed - Fast
Pararmeter list background

Parameter ‘code’ digits

Set Defauls

External roll active for students

N | B

[«

Drives

General l Security ] Paths l D efaults ] ekdail /Web / Login l Year Groups l

|

Cancel
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General > Control > Preferences > Paths tab

The paths tab displays the default pathways that Integris uses to locate images, import and
export data and to saved mail merged kst documents.

Preferences

Reports ] Advanced l Exports l Sibling Management ] Dirives l
General l Security Pathz l Defaults ] eMail /web / Login ] “ear Groups ]

Directary Image Path
| COKEYSUNTEGRISFHOTOS, O, Mone

Import Directory EMP
| CKEYSMNTEGRIS InBaox,

Ewport Directony
|C:'-.I(EYS'-.INTEGF{IS'-.DL.[E-DK'-. g‘

TIF

Default Save path for merged * kst files
| ¢ WWEY S\NTEGRISIMMTPL.LETTERS! gq-

o ) [ )

Enter the pathway by clicking on the magnifying glass icon and locating the folder. Click on the
folder, the path will now be displayed in the Directory Image Path field as shown above.

General > Control > Preferences > Defaults tab

Preferences

Reports ] Advanced l Exports ] Sibling Management ] Drives ]
General l Security l Paths Defaults I ehail A web ¢ Login ] ‘Year Groups ]

Mest Student Mo, a95 Enable Fees Biling

Mest Admizzion Mo. |47 Auta-prampt far additional information [l

Auto Mumnber? Dizplay Houze on Student Details =
_ _ main header

Default Gender () Male ) Female

@ Mo Default Gender

On Student Detailz and Emergency windows, display Contact () Initials @) First Mame
Mest Staff Mo 773 Town/Sub | PINEY wOODS
Staff Auto Mo State |WA

Postcode £333

Set default to 'Show only Active Subjects’ for Subjects and related Teaching Set options

[ oK ][ Cancel ]

Note: The option of ‘No Default Gender’ must be selected for WA DoE schools. When

adding new students the gender will then appear blank and the user must select the
relevant gender.
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General > Control > Preferences > Reports tab

Preferences

General l Security l Pathz l Defaults l ekdail /Web / Login l Year Groups l
Reports I Advanced l Exportz l Sibling Management l Drives l

Feport Heading Image Path

| C:\keys\INTEGRIS\CM\Images'admin logo.jpg (=%

Feport Heading
|West Coast District High Schoal

Default Beport Footer

[+]iDisplay Feport Location Footers!

(1] Cancel

e Tick the box to Display Report Location Footers

General > Control > Preferences > eMail/Web/Login tab

-

Preferences

Reports ] Advanced l Exports l Sibling Management l Dirives l
General l Security ] Paths ] Defaults etdail / web / Login l Year Groups ]

SMTF Server Address or Name

Default From' et ail Address |WEPS@iineLnet.au

Launch Staff Motices window ot logging inta Integris

Staff Motices Login Image File

| Ckeys\INTEGRIS\FHOTOS \MoticesFhoto.jpeg o

Staff Motice Fomt | Arnial w| Font size ’? B

Welcome to Integris Training. This Staff Notices page can be
used to deliver information to your staff when they login to
Integris. Schools can also add a photograph.

(]9 Cancel

e Change the message if required

e Click and navigate to C:\keys\INTEGRIS\PHOTOS to select a new image

e Click OK to save changes

Note: The maximum size for a jpeg file is 23.5cm x 12cm. Optimal size is 600 x 350 pixels.
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4 Parameters

General > Parameters

Various windows within Integris contain fields with information. Some of these fields have drop-
down menus. The items in these drop-down menus are referred to as Parameters. In other
words, many fields are completed by choosing values from a list. For example, when adding a
staff member’s Indigenous Status, a user cannot simply type in Aboriginal, it must be selected
from a pre-defined list. These lists are set up in Parameters.

Note: The length of Parameter codes is set up in Control > Preferences > General >
Parameter ‘code’ digits.

The Department of Education (DoE) manages several data fields. These fields must not be edited
or added to. DoE will ensure that these key parameter fields are updated as required. The
managed fields are:

Allowance Type

Country of Birth

First Language

Indigenous Status
Previous/Destination School
Religion

Year Groups

VISA Sub Class Numbers

Activity

General > Parameters > Country of Birth
e Highlight Australia
e Click Make Current Line Default =

] Country of Birth IEI
=] Bl €1 ew

Default entry; Mot specified

School _Code _Description _.t'-\ctive _Locked
n's  infs  [Not specified YES YES -

LU ES YES

102 Narfolk 1sland NS i

e Close the window
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General > Parameters > Relationship Type

| Relationship Type
SIWEEe e

Diefault entry:

School Code Description Active Lacked

nds n's Mot specified YES YES A
1 Sibling YES YES
2 Parents YES YES
3 tather ES YES
4 Father ES YES
5 Sigter ES YES
[ Brather YES YES
v Aurt YES YES
a Uncle ES YES
3 Cousin YES YES
10 {Grandmother YES YES
11 Grandfather YES YES
12 iGrandparents YES YES
13 iGuardian YES YES
14 iMeighbour YES YES
15 iStep Father ES vES ~

Only show active entriez 0 record(z] have been hidden  Total Active Parameters | 21
Cloze

The Parameters window displays all the parameters. Some can be added and also edited.

Note: Not Specified parameters should not be edited or deleted

e Right click in the list of Relationship Type

| Relationship Type
S m e e

Diefault entry:

School Code Description Active
n's cifie

T hing 4 GotoFirst Record

Parents = Goto Last Record
ather

2

3

4 Father
5 Sigter
g

v

a

Find Parameter

o
At M|l Add/Edit Parameters

Unch
g Cgﬁs?n Wl Delete parameter

10 :Grandmother &= Toggle 'Locked' Status

11 Grandfather . 00 e
12 Grandparent] E}: Toggle 'Active' state

13 iGuardian | 423 Make Current Line Default
14 Mainkhou

Locked

YES
ES
ES
ES
ES
ES
ES
ES
ES
ES
ES
ES

TES
EC

e Select Add/Edit Parameters
e Enter 21 as the Code
e Enter Partner as the Description

Schaal | Code. | Description
| 21 |Partrier
e Click OK
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e Highlight the new parameter and lock it

Confirm Action

You are about to change the 'Locked’ state of the selected parameter(s);
proceed?

e Click Yes to the message
e Close the Relationship Type Parameter

General > Parameters > Medical Practices

|:| Medical Practice @

edical Practice Active

Carepoint Medical Centre YES |
East Perth Medical Centre YES
Perth Children's Hospital YES
West Point Medical Centre YES
Address Telephone 1
18 &ndrews Road - [5226 7845
EAST PERTH ‘wis BO32
Telephone 2
I
Fax
[53220 1545

0 record(z) have been hidden
Only show active entries Total Active Parameters |4

Click Add Practice EI

[ ]
e Enter the details of a Medical Practice close to your school
e Click OK
e Close the Medical Practices parameter
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General > Parameters > Student Activity Types

e Add the activity type Parent Contact
o Right click in the list of Student Activity Types
e Select Add New Parameter
e Enter PC as the Code
o Enter Parent Contact as the Description
|F'C | Parent Contact
e Click OK
[ student Activity Types
Code Description
aiwD Awards
EFP Endorzed Program
FIG Fightirg
e Good Y ork - zent o office
LS Letter Sent
MER erit Certiicates
HIS Misbehawiour
s Mot specified
YER Yerbal Abuse
PC Parent Contact

¢ Close the Student Activity Types window
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5 Staff Details

General > Staff Details

Administration Manager can hold details on staff. The staffing section of the system is accessed
via the Staff Details icon on the General side bar. Functionally it is very similar to the Student
window, using many of the same icons.

i Staff (=]
e V(M S0 S eE B BADRO 4

Ms Elaine Abbott (2400) Staff Code - ABBE
Gender - Female Staff Type - Permanent ID Number - N2400
Iritials E Salutation Mz Abbott Phone 1 93701 9990

Surname Abbott Address 55 Smith Street,

Legal Surname  Abbatt PERTH, Phane 2

Former Surnarme WA,

First Mame Elaine 6000 Fax 33703333

Second Mame  Joy

Third Mame tobile 040 777 1439
Preferred Hame Lainey

Date of Birth 28DEC 1977 E Mail lainey@aozemail com. au
1D Mumber w2400 Join D ate 16 AJG 2007 Leave Date
Contacts MoK - Mext of Kin Emrg - Emergency
Mame _Helalionship _Phune _Addless _NDK _Emlg
Anne Greatores i Sister 0917 654311 {PINEY wWOODS, Wi, 6333 Mo ies
Mr Frank Hawter {Mot specified {9087 7700 {15t Georges Toe, PERTH, YW/A, 5333 ifes (Mo
. ‘ ‘ ‘ ‘ ‘ .

Search ||

To add a new member of staff click Add. & The following window will appear, enabling users to
enter relevant information.
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2400 Ms Elaine Abbott

Staff

N2400 Female ABBE

Title Initials Surname Salutation
] E Abbatt
| : ¥ | | ° Address
First Mame Elaine Preferred Mame | Lainey
Second Mame Joy
Third Marne );_‘-ﬂ
Leqgal Surnarne Abbott Farmer Surnare
. Tawn/Sub
Gender () Male 2B DEC 1977
— State
(®) Fermale
Posteode
Country
Staff Code ABBE Jain Date 16 aUG 2007
Reference 2400 Tel 1
1D Mumber 2400 Tel 2
Fau
Staff Type |F'ermanent Mobile Mo.
E -t ail

Personal Info l.t‘-\dditional Infol Eontacts] (1] l Qualificationsl GIDUDS] Teachingl Training / Skillsl Contracts]

[M:z &sbhatt

|55 Srmith Strest

|PERTH

[ty

6000

|9370 9898

[53270 9233

(040777 1429

| lairneypEiozemail. com, au

To edit a staff member’s details, locate their record and click on Edit. g

Activity

e Click Add &

o Title

o Surname *

o First Name *
o Gender

o Date of Birth *

o Staff Type

General > Staff Details

e Enter the following information about yourself, tabbing between the fields:

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

Note: *indicates the field is mandatory
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Contacts

e Click on the Contacts tab to enter the details of a next of kin contact

e Click Add Staff Contact
e Enter details for a contact

Staff Contact

Title Firgt Mame Sumame
| E | | Address |
Initials Relationship |
Mot specified : |
z
Gerder Tel. 1 [ Town/Sub |FINEY w0ODS

) Male @ Femals Tel2 [ State [,
Mabile Paosteode £339
Fax Countiy |

Salutation [

E-Mail |

Emergency Contact

[ Cancel

e Click OK
e Place atick in each of the Emergency and Next of Kin checkboxes

UDI — Teacher Registration Board WA Number

All teachers who are teaching in Western Australian schools are required to be registered with the
Teacher’s Registration Board WA. The TRBWA number issued to the teacher must be recorded in
the UDI field for each teacher.

e Click on the UDI tab

e Double Click on TRBWA Number or highlight TRBWA Number and click on Edit UDI il
e Enter the TRBWA number

Edit UDI

TREWA rurber
B7E54321

e Click OK to save

e Click OK to save the Staff Details entered

Note: The Working with Children Check will be managed through HRMIS.
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6 Administrator Tasks

6.1 Setting up New Users

General > Control > Users

¢ Highlight the user ABBOTT
e Click Clone User #

Clone User

User Name
Pazzword
Canfirmation

E=piry D ate

Title
Full WMame
Position

Staff Link

"’" Clone User
w 5]

|
1 MaR 2020

—

Initials

o]

El

L B

Active

Administrator Status
Gateway Enabled
Supprezs Meszages

Do Mot Load Ch

oK

” Cancel ]

Note: Users who require Administrator Status can have that box checked when Cloning.
Access Rights will not expire when the user has administrator rights.

Details.

Enter your user name

<Tab>

Enter the password as Password
<Tab>

Confirm the password

<Tab>

Enter your title, initials, full name and position, <Tab> between the fields

e Click Find Staff Member El

If the new user is a teacher, his or her account must be linked to the information entered in Staff
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e Enter the first three letters of your surname in the Name/Number field

e Click Find

Staff Search - Extended Mode

wH|r=
General |F'arameters| D ates | .ﬁ.ddlessl Dthell []ul} I
tame/MNumber IM.-’-‘«T Status IEurrent |z|
Frefered M ame l—
First Mame: I—
Former Sumame l—
10 Murnber l—
Gender g
Staff Code I
Staff Type I--n.u’s-- Iz‘
| Find | | Close |

e If necessary, Select your name from the list

e Click OK to save the new user account

Note: The school’s system administrator user name is SCHADM. This is the default
account, and you must not delete it from the system. The user name ADMIN is used by
Civica for support purposes and the user name EDWA by DoE. These should not be edited

or deleted.
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6.2 User Access Rights
6.2.1 Setting up User Access Rights

Activity

General > Control > Users

e Double click on Elaine Abbott
e Click on the General folder and highlight Student Details

Access Control
e General E
Cantral [ Mo Access l Read Only Fiead ke [ Cuztom l
(g Groups
Parameters Security ltem Acoess
(3 School Details Access Student Details N -
; Add Student M
Staff Detail
e o I s Change Timetable Cohorts M
5] nt Details Edit Student Perzonal Details M
- Admin Move students/Delete from Admizzions M
3 Behaviour Print Student Ny
Print Studert Timetable Ny
3 Cover Send Letter Ny |
I+ Lesson Attendance Send eMail Y 3
- Status Bar - Hormal Bar Ay
G H_M B|Il|n.g Statuz Bar - Sensitive [nformation Bar v
3~ Timetabling Student Emergency Button N
C3-VET Edit Activity M
Wigw Activity Y
(3 W Census Edit Addtional Infarmation N
i Reparts Yiew Additional |nfarmation v B
Edit Attendance Hiztory M
Yiew Attendance History N
Edit Exams M
Wiew Exams Ny
Edit Groups M
Yiew Groups Y
Edit Medical M N
Enable All [ Ok ] [ Cancel ]
Elaine currently has Read Only access
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Double click on Edit Activity to grant her access to Students’ activities

[ Mo Access l [ Fiead Only l l FieadMwrite

(o)

Access Student Details

Add Student

Change Timetable Cokorts

Edit Student Perzanal Detail:

Move students/Delete from Admissions

Prirt Student

Print Student Timetable

Send Letter

Send eMail

Status Bar - Normal Bar

Status Bar - Sensitive Information Bar

Student Emergency Button
1

AR EE R

Wi Activity

Edit &dditional Information
Wiew Sdditional Information
Edit Attendance Higtory
Yiew Attendance Histom
Edit Examsz

Wiew Erams

Edit Groups

Wiew Groups

Edit Medical

Security lkem Access

»

m

-

ks
i
'
N
ks
i
ks
i
'
il

e

=)
e

Cancel ]

Highlight Staff Details

Access Control

= General

Cantral
Groups
Farameters

School Details

oo

Student Details

Click
Click OK
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6.2.2 Copying Access Rights

Activity

General > Control > Users

e Click Copy Access Rights Between Users &

e Highlight ABBOTT in the left pane and ALAN, BEST and BRIGG in the right pane

[ Copy Access Rights Between Users
"" Copy Access Rights
. . To copy access rights between users, selectthe userto copy from the lefi-hand list. Clicking OK

will then overwrite the access rights ofthe user(z) selected in the right-hand list with the access
rights ofthe selected source user.

Source Uzer Usger Mame Full Name
- {Elaine Abbatt
ADMIN B i S ystem Administrator
ALAN ASLAN an
Ba&RCLAY =
BEST
BRIGG
BROOKS T o= |B
CaLvIM CaLviIM Jennifer Calvin
CH&RLTOM CHaRLTOM Fobert Charltan
CORMER CORMER Sandra Corner
CREED CREED Mick Creed
DICKINSON DICKIMSOM F.emy Dickingon
DR&kE DRAKE Crake
EDMwid, E D EDhid SUPPORT - DO MOT USE
ELLIOT ELLIOT Trawiz Elliat
FISHER FISHER Amanda Figher
GABELICH i GABELICH Faul Gabelich i
[ 0K ] [ Cancel
e Click OK
Warning EZ

This function will allocate the access rights of the user selected in the left hand list
to the users selected in the right hand list. Continue?

e Click Yes

The users Alan, Best and Brigg now have identical access rights to the user account Abbott.

Note: The Clone User function & allows for cloning of access between individual staff at
your school. This is particularly useful when setting up a new user who will have exactly
the same access rights as a user already on the system.

Use the Copy function = to copy access from one user across to more than one user.
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6.2.3 Making User Accounts Inactive

Activity

Angela Moore has left the school. User accounts cannot be deleted but can be made inactive.

General > Control > Users
e Highlight the user account MOORE in the System Users list

Click Edit User 7

Uncheck Active

Click OK

Uncheck Show active accounts only
View inactive accounts in the list

6.2.4 Resetting User Accounts

Activity

In the event of a system crash it may be necessary to reset a user’s account. For example,
there was a power failure when Carl Best was logged in. When he tried to log in again, the
following message appeared:

x|

\}j) The user: BEST is already logged in.

Carl Best’s account will need to be reset.

General > Control > Users

e Highlight Carl Best in the Users list
e Click Reset User &

Reset User X

e Select Yes to the warning message
e Close the window
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6.2.5 Resetting All Users

Note: From Integris version 6.96 the resetallusers function runs on the first Integris login of
the day, meaning all users will be automatically reset each day.

Activity

In some circumstances, it may be necessary to manually reset access for all users. For
example, if there was a power failure and all users are locked out of the system. In this
instance, it would not be possible to make a backup; however, standard backup procedures
should be in place.

File > Single User Lock

e Enter the password keys
e Click OK
¢ View the locked message and click OK

Locked Message

Enter the meszage you would like to appear when another uzer attempts to
log on to the spstem.

The Administrator iz currently rezetting user accountz

Enter how long you expect the spstem to be locked for, (0256 hrs

[ Wi Users] ’ ok ]

File > Gateway

e Enter the text resetallusers

|:| Gateway @

Pleaze enter your gateway pazsword / command

e Press <Enter>

Reset All Users X

I.-"'_"‘-.I This Gateway will reset all user accounts.
W' 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?

e Click Yes
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Reset Users (=]

All user accounts have been reset

Click OK
Restore Multi-user

Single User Status

e Enter the password Keys

Single User Lock
EI Enter Pazzword I""""
’ Cancel ] [ Ok ]
e Click OK
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6.2.6 Audit

System administrators are able to print an Activity Log, detailing everything that has been done on

the system.

Activity

General > Control > Audit

Viewing the Activity Log for a Date Range

Activity Log
User Criteria

& All Users
™ Specific User

Uszer Mame

Entry Criteria
" All Entries

Purge ak LCancel

e Select All Users and TODAY as the date range
e Click OK
e Close the Activity Log

Purging an Activity Log (Discussion Only)

K: /keys/Integris/Outbox

Purging the Activity Log is part of the Administration End of Year processes. This will be covered
later in training. Purging an activity log removes the log entries from the system and the purged
entries are then saved in an Audit log file.

Clicking Purge, then Yes to the two messages allows you to save the purged files. These files
would be named Audit Log with the year and defaults to save in the Outbox.

File: Name: v
Files af type: W Cancel
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7 Student Details

General > Student Details

Student Details display comprehensive information about each student attending the school. From

the General side bar, choose Student Details. The following window will appear:

O

Current

vdar 470l &Geam @y EHecE

Student

[l

abc

abc

=R

Jackie Albert (766 )

Year 4 Form Room 4

Address

Date of Bith 3 0CT 2009 9 Marmion Drive, Phone 1 9336 7008
e e 3 Mths En:riEY WooDns, Phane 2
Gender Fernale '
Teach Mz J Gard 6999 =

eacher(z] zJ Garden Student Mab.
Foom Family Representative [
sl
PN E123456706004 Car Registration
Student Mo, 00000000 E Mail Addrezs albert@inet. net. au
Central 1D 9912345E7000001 51
Contacts

Mame Phone Address Relation Res Par Maill Emig Motes Fee
br Paul albert 59398 70oa 9 tdarmion Drive, PINEY WOODS, W, EéFathel Tes Tes END 'I Ve N
ts Rita albert {9336 7008 i3 Marmion Drive, PINEY WOODDS, WA EMother Wes | Yes iWes 12 e
trz Penhole {9345 6767 14 Wisdom Lane, PINEY 'wW0ODS ‘WA, B Friend iMoo i No iMoo i3 iM
JEMMIFER Zolter-Albert 13336 7008 {3 Marmion Drive, FINEY W0O0DS, Wa, ESibling  infa infa infa 0

£ . >

Res - Student Resident  Par - Parental Respensibility Mail - Family Mail Marker Emrg - Emergency

Search ||

Y E3lss

This is the summary window and displays the basic student data and a photograph of the student
(where available).

Photos are accessed by clicking on Display Student Photograph EI at the bottom right-hand
corner of the window.
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Student Details Toolbar

Current W

J.ﬂ.dmissiuns

Farmer
Estermnal

This drop-down menu enables the user to decide which of the rolls they wish to view. The available
options are the Admissions Roll, Current Roll, Former Roll or the External Roll.

4 &b The Next Student and Previous Student arrows on either side of the binoculars allow
you to scroll through the database either forward or backward in alphabetical order.

A The Find Student tool enables users to find individual students or groups of students based
on selected criteria.

To view specific areas of a student’s record use the buttons on the tool bar at the top of the
Student window:

RFOB@OCFRED i ¢ Bp=4&

[
2
[p]

[
2
[p]

@ [ |

Add a new student

Edit student data

Move a student to the Former Roll

Print student details
Send a letter
Send an e-malil
Summary details
Additional details
Movement History
Attendance History
Groups
Student Activity
User-defined Information
Medical Details
Teaching Sets
Miscellaneous details
Student timetable
Cohorts
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Student Status Bar

| o | Q0 ©

The Student Status Bar is designed to be visible from all panes of the window, giving users a view

of key student indicators at a glance.

The Status Bar is split into two sections, with the left-hand section reserved for more sensitive
data. In both sections, information on the current student is displayed using icons. Hover the
pointer over an icon and it will display a description of its meaning.

Normal Bar

E3 Student has a flagged medical condition
0 Language Background other than English
Qo Access restriction

) Part-time student

< Accepted (Admissions Roll)

¥ VET Student

< Student Notes

i

Name Change

Sensitive Status Bar

2 Educational Support Program

[
= Excluded (Former Roll)

Activity

e View each of the screens in Student Details
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7.1 Locating Student Records

General > Student Details
There are five methods of searching for students in Student Details

e Using the Previous Student/Next Student arrows
e Using Quick Search
e Making Siblings the Browse set

e Using the Find A
e Using the Advanced Find Student Search #h

7.1.1 Using the Previous Student/Next Student Arrows
The Previous Student/Next Student arrows are located at the top left of the Student window.

4 &b

They can be used to scroll through the current browse set of students.

Click on the Next Student arrow b to move to the next student in the browse set. Click on the

Previous Student arrow 4 to move to the previous student in the browse set.

7.1.2 Quick Search

The Summary screen in Student Details provides a Simple Student Search facility to enable the
user to quickly locate and load a specific student’s record. It is located at the bottom left corner of
the Student window.

Search

The search operates on the currently defined browse set in the Student Details window. If no
browse set is defined, the currently selected roll will be searched.

Activity

General > Student Details

e Place your cursor in the Search box or tab to the field to activate it

Search |SMLE

e To search for a student Kane Smith enter the following:
e Press <Enter>

The Student Details screen for Kane Smith is displayed.

e Use the Search to locate William Green’s records

e Repeat to locate Jackie Albert’s records
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7.1.3 Make Siblings the Browse Set

Once a student’s record is loaded and any necessary changes have been made, it is easy to
create a browse set of the student’s siblings so that the sibling’s records can be edited. In the
Contacts pane, right click and select Make Siblings the Browse Set.

Activity

General > Student Details

e Right click in the contacts pane for Jackie Albert

Contacts

Mame Phone Addiess Relation Res Par Mail Emig Motes Fee
bdr Paul Albert 59398 FO008 9 b armion Dirive, PIMEY WOODS, Y, EFather fves | Ves END i Mes N -
iz Rita Albert :9336 7008 i

:9 Marmion Drive, PINEY \WOODS, W, EMather

ies ies Yes 7 es
Mrz Penhole 9345 BYET fisdom Lane, PIMEXY i/ b o ho o 3
JEMNIFER Zolter-Albert (3335 7008 (3 Marmion Drive, FINI Save Column Widths a il Moo

5 ; Default Column Widths P
| »

o L
Res - Student Resident Make Siblings the Browse Set | Marker Emrg - Emergency

<

e Select Make Siblings the Browse Set

_® Indicates that a Browse Set (a subset of student records) has been created.
e Click Next Student >

Jennifer Zolter-Albert’s records will be displayed.

e Click Previous Student ¢ to return to Jackie's records
e Click ® and Yes to clear the browse set
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7.1.4 Find Student Function

Another method of finding a student’s record is by using the standard Find Student function located
at the top of the Student window.

dh

This function is used in other sections of Administration Manager and in other Integris modules.

Use the Find Student tool to select students by a variety of different search criteria. Click on the
Find Student icon and the following window appears.

Student Search
el
General lPalameters] Dates].&ddress] Dther] ol l T Setsx’Cnhnltsl
Surname/Ref. Mo. || Rall Status | Current w
Preferred Mame | ear Group |..n;3.. W
First Mame | Form [-n/s- >
Legal Surnarme | Housze | g v
Group Type | -nig- v
Group | N W

Contact Surhame |

Global Mame Search Termz in School
(@) Mot Specified
|.~’-‘-.II MHamesz [Excluding Histor] W (") Mare than
| () Less than 0
() Equal ta

[] 5how Inactive Parameters in Dropdown Lists Find Close

Find a particular student by entering either a surname or Student Reference number in the
Name/Number field. It is not necessary to enter the whole surname. Enter the first few characters
and press <Enter>. A list of students names matching the characters entered will be displayed.
Double click on the appropriate name.

You can find individual students or groups of students by many other criteria such as year group,
form, teaching set, group, previous school, indigenous status, dates (including birthdays and
student’s ages), addresses and user-defined information (UDI).

The system can save any search criteria you enter - this is called a Query. A query can then be
used at a later date to save you setting up the search again.
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Activity

Find the students in K/P Form

e Choose Form: K/P from the Year Group drop down menu

Student Search
wE G B
General lF‘arameters] Datesl.&ddless] Dther] [i]u]] l T Setsx’l:ohorts]

Surname/Ref. Mo Roll Status Current :
Frefered Marme ear Group -
Firgt Mame Form

e Click Find or <Enter>
e Click on the Year header to sort by Year level

Student Search Results
# S
Reference Surname Preferred Name Year Form Date of Birth
78 Andrews Luke K kAP AMAR 2013 A
28 Brood Cazzie K kAP 5 MAR 2013
TE3 Caterer Fleur K. KPR 4JUk 2013
787 Davies Maglazas K K/P EAUG 2012
234 Edwards Ryan K. [ EALG 2012
238 E lliatt Wwiendy K. [ B MAR 2013
840 Emem kira K kAP 5 MAR 2013
TE4 Fitzpatrick Grant K K/P 4N 2013
i Fate Lorena K. KPR BAUG 2012
864 Filter Trent K. [ EALG 2012
850 Smith Eileen K. [ B MAR 2013
13 Thomas Celeste K KR 5 MaR 203
a03 et Thy K kAP 4JUN 2013
829 Dielphine Grant P kAP 22 WA 2012
T Hulbert D aniel P KAP EALG 2011
Mz Kinnane Benn F KR 22 May 2012 w
Total records found IT
Back Select Cloze

e Click on Print to print a list
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Find students using Surname and Roll Status

e Find the student with the Surname Fuller

e Change the Roll Status to n/s to search the Admission, Current, Former and External Rolls

Student Search
Ll = RV

General lF'alameters l Dates ] Address l Other l ol l T Sets/Cohorts l

Surmame/Ref. Mo, ’W Roll Status fifs-- W
Freferred hame l— “ear Group g w
First Mame l— Farm ndg-- W
Legal Surnarme l— House . v
Group Type nig-- v
Group ni'e-- W

e Click Find or <Enter>

We can see he has been moved to the Former Roll

4 &b
Blade Fuller ( 873)

Farmer W

Find students In Care of DCP
e Click on the Dates Tab

Student Search
el B

General] Parameters Dates l.ﬁ.ddress] Dthell ()] ] T Sets#Cohorts]

E
l_ [-n/s-

Fram To

|Date of kirth range to |

Birthday [[1ay, Month, Year)

L=}

Entry Date |

|

Leaving Date | |
Date Checked | |
|

|

Dacumented Plan |
forwarded to DCF Date

Documented Plan Review Date |

(") Mot In Care of DCP ) Mot Docurnented Plan Completed
@ In Care of DCP
() Either

() Dacumented Flan Completed
o Eifel

[ Showe Inactive Parameters in Dropdown Lists Find ] ’ Close

e Click Find or <Enter>

e Click Back and clear your settings ©
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Find students with a Health Condition

e Find the students who have an Allergy — Anaphylaxis
e Click on the Other tab

Student Search
wE G B

General] Parameters] Datesl.&ddless Other IUDI l T Sets/Cohorts

Health Condition |hllergy - Anaphylasis Iz‘ 1 SHCS Mat Completed
Dr / Practice [ s |+] (@ SHCS Completed

e Click Find or <Enter>
e Click on Print to print a list

e Click Back and clear your settings o

¢ Find the students who are the Family Representatives
e Click on the Address Tab

Student Search
W E S

General] F'alametelsl Dates Address lDther] (in]] l T Setz/Cohorts

Address Line 1 containg

Address Line 2 containg

Town/Sub begins with

State beging with

Paszt Code beginz with

Cauntry beging with

Telephone Mo. beging with |

] Show Inactive Parameters in Dropdown Lists Find I I Close

e Click Find or <Enter>

e Click Back and clear your settings ©
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e Find the Students with an Access Restriction
e Click on the Parameters Tab

Student Search
e E S B
General Parameters lDates]Address] Dther] []ul} ] T Selsftohorts]
Indigenous Status Im’s—g First Language ~hfz--
1 ationality g Shudy Type ~n/s-
Religion ~hidg-- Country of Bith | --n/'s--
Allowance Tepe | -nds- Gender g
YET Statug 15 iza Sub Class Mumnber l—lzl
Mo Health Card ) Mot Out af Area () Mat LBOTE (1 No dccess Feshiction
) Health Card 0 Ot aof Area ) LEOTE [
@ Either @ Either (@ Either

e Click Find or <Enter>
e Click Back and clear your settings ©
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7.1.5 Saving and Loading a Query

Activity

Find students by Teaching Set
¢ Find the Female students in 9ENG English 9

Student Search
L = BEVE
Genelall Palametersl Dateslhddressl Dther] Dl T Sets/Coharts l
Find by Teaching Set
Tirmetabling *'ear 2019 v
Gid Reference |2D1 9-09 v
Subject |3Eng Engiish 3 v
Teaching Set |..n,-'$.. “
Student Search
PG
General Parameters lDates]Addressl Dther] [i]u]] l T Sets.-’Cohortsl
Indigenaous Status ln,-'s—v Firzt Language -5 W
M ationality g w | Study Type -tz W
Fieligion N w | Country of Birth —nfe- W
Allowance Type | --nts- w  Gender Fermale W
e Save = this query
Save

Pleaze enter a name for this query.

3 English

e Give it an appropriate name and click OK
e Click Find or <Enter>

e Close the Student Search window

e Click Find Student A
e Click View the Query List ‘¥

e Highlight 9 English
e Click Load and Find to locate the students matching the query

C IVI Ca Integris Administration Manager Training Notes 21-Jan-19

Page 50 of 218
© 2019 Civica Pty Ltd




7.1.6 Advanced Find Student Search

When searching for students, the Advanced Find Student Search tool can be used to add another
student or group of students to an existing search results list.

For example, a normal student search could be performed using the # tool.

Once the desired list of students is displayed, the Advanced Find Student Search tool i could
be used to add more students to the existing list.

Activity

Find the Year 8 and 9 Boys

e Click Find
e On the General tab, select Year Group: 8

Student Search
W E G @
General lParametem] Dates l .&ddre&&] Eltherl uol ] T Setsftohorts]
Surmame/Ref. Mo l— Roll Status W
Preferred hame l— ‘Year Group ,ﬁ
First Mame l— Farm —hdg- W

e Inthe Parameters tab, select Gender: Male

[ Student Search
WwE S b
General Parameters lDates].ﬁ.ddress] Dthell []ul} ] T Setsa’Cohortsl
Indigenaous Statuz ln,-'s—v First Language Nz W
Hationality ~hifge- w |  Study Type ~hifz-- W
Religion ~nig-- w  Country of Birth —-nig-- )
Allowance Type | -nds-- W  Gender ’_
WET Statuz -5 w | Wiza Sub Clazz Murmber ’7\;

e Click Find or <Enter>
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Advanced Student Find

Uze the "Add' and ‘Rermowve' buttons to populate the list with the students pou would like to use.

Ref. Surname Preferred Mame Year Form Date of Birth
2 Alkitik, Adam 9 0.1 EJaM 2005 A
g Antonello I ark, g 084 24 JUL 2005

22 Braddan Brapdie g 3.z 15 MAR 2008
24 Broom Declan 8 03.2 24 JUL 2005

25 Brown Oliver a8 0s.3 24 JUL 2005

kil Carless Matthew g 03.3 13 DEC 2005
33 Cartwright Matthew g 08.3 154UG 2005
42 Cunliffe Aaran g 9.3 27 0CT 2004
45 Defazio b atthew a8 084 22 MOV 2008
46 Del-Prete Brayden a 081 13DEC 2005
1 Cianrer Liam g 0s.2 11 0CT 2005
52 Douglas M athew 9 09,2 17 May 2005
5E Elliatt Bryce ] 0.3 11 OCT 2005
&1 Entwiztle Devypn g 08.4 28 AU0G 2005
g2 Eren Aidan ] 0.1 11 My 2008
67 Favakez Fiyan ] n9.z2 11 May 2008 o,
Total students selected '99—

@ Select Cancel

e Click Advanced Find i to search for the additional students to add to the query
e Click Add Students El to find for the Year 9 boys

Student Search

L= AR

General lF'alameters l D ates ] Address ] Other l []ul} ] T Sets/Cohorts l

Surname/Ref. Mo. Rl Status Current :
Frefermed Mame ear Group

e Select the Parameters tab and Gender — Male

Student Search

W&
General Parameters ]DateslAddressl Dther] ol l T Sets!Cohortsl
Indigenous Status ’m’s—E First Language N
Mationality ~ns-- Study Type s
Religion ~hs-- Country of Bith | --n/s--
Allowatice Type | —nts-- Gender Male

e Click Find, Select and Yes
e This will add the Year Nine boys to the Year 8 list
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Advanced Student Find
Uze the '"ddd’ and 'Femoyve’ buttons to populate the list with the students you would like to uze,
Ref. Surname Preferred Name Year Form Date of Birth
2 Alkeitik Adam 9 031 BJaM 2005 A
g Antanello b ark, a 0g.4 24 JUL 2005
22 Braddon Braydie 9 0s.2 15 MAR 2008 |
24 Broom Declan 8 0.2 24 JUL 2005
26 Brown Oliver a 08.3 24 JUL 2005
K1l Carless b atthiew 2 0.3 13 DEC 2005
33 Cartwright I atthew g a3 15406 2005
42 Cunliffe Aaran 9 09.3 27 OCT 2004
45 Defazia b atthew a 084 22 MO 2005
46 Del-Prete Brayden 2 021 13 DEC 2005
a1 Donner Liam a 082 11 OCT 2008
52 Douglas I athew 9 03z 11 May 2005
56 Elliott Bryce a 08.3 11 OCT 2005
&1 Entwiztle Dewyn a a4 25 411G 2005
g2 Eren Aidan 9 031 11 WAy 2005
BY Fawkes Rwan 9 0s.2 11 bay 2005 o,
Total students selected |99
@ Select LCancel

e Click on the Form column header to sort into Forms

Advanced Student Find
Usge the "add' and ‘Bemowve' buttons to populate the list with the students pou would like to uze.
Ref. Surname Preferred Mame Year Form Date of Birth
45 Del-Prete Erapden a 081 13DEC 2005 4 &
1m Jury Brad ] 0a.1 11 0CT 2005
114 King Jared a8 0a.1 24 JUL 2005 |
126 Furby Dale a 081 24 JUL 2005
156 Lucey Michael g 0g.1 22 MOV 2005
206 Monneran Thomas a 0a.1 27 JAN 2006
208 Moore Gregom a 081 11 0CT 2005
23 Moakes Scott a8 0a.1 13.JUN 2008
23 Fal Louiz a8 0a.1 13.JUN 2008
298 Fath Hugh g 0g.1 11 0CT 2005
ard Stk D avid g 0g.1 24 JUL 2005
351 Smith-Carter Ben ] 031 10.JUL 2005

e Click Print @l and send the report to the screen
e Close the report

e Click Select and Yes to create a browse set of Year 8 and 9 boys

e Clear the browse set by clicking on

Note: There is currently no ability to save advanced searches.
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7.2 Entering and Maintaining Student Records

General > Student Details
7.2.1 Entering a New Student’s Details

< Students can also be entered onto the Current, Admissions, Former or External rolls by
selecting the appropriate roll and clicking Add Student.

The minimum information the system requires is Surname, First Name, Date of Birth, Gender,
Reference Number (automatically generated if Auto Number is selected in Control > Preferences >
Defaults) and Entry Date. Any other information can be added at a later date by editing the record.

Where Timetabling is also loaded, the following window will appear at the conclusion of the Add
Student process:

Option 3

Do you want to add this student to Timetabling?

Click No for primary students and Yes for secondary students where the Timetabling module is
being used. Allocate the students to a cohort. This prompt does not appear when adding students
to the Admissions Roll. The Timetabler may place children on the Admissions Roll into a cohort
via Timetabling > Timetable Setup.
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Activity

General > Student Details

Joshua Burnett is enrolling in West Coast High School today. Enter his details as outlined below.

Refer to Administration Manager — Supplement for Joshua’s enrolment form.

Click Add Student B

Type Burnett in the surname field and <Tab>

Click Cancel when the Choose siblings window appears

Enter Josh’s personal details from the enrolment form

Joshua Burnett has no siblings at the school, so mark him as the Family Representative

Student

Personal IFamiI_l.J Group ] .-’-‘«dditionall M ovement Hist. ] Gmupsl []nl} ] = ]Attendance Hist. l tMedical ] .-’-\c:tivities]

Surhame | Burmett Address | 35 May Strest
Legal Surmame | Burnett |
Prev. Sumame | DOB  |19AUG 2008 = |

1st Mame Jaoshua |
2nd Mame (®) Male () Female Town/Sub |FINDICH

3rd Name l— State: |W,a_

Preferred Mame ,Josh— Fostoode ’EDESi

ebail &ddress Courtry |

Tear ﬁ Reference ’Ui Tel 1 |9445 2953
Central ID l— B 1l 2 |

Farrn 071 v Temp UPH  [] Berg |

House W UPH ’— B | Student Mab, |
Studert Mo. | 00000000 Car Registration |

sl Family Representative

e You may place him a House of your choice
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Family Group Tab

e Click the Family Group tab

e Enter his mother’s details in Parent/Guardian 1

e Check the boxes for Parent Responsibility, Student Resident, Fees Billing and Family
Mail Marker

e Click ® to mark her work phone number as the Primary Contact Number.

Student

Personal Family Group l.-’-‘n.dditionall M ovement Hist. ] Groupsl (H1n]] l Misc. ].-’-‘«ttendance Hist. ] MedicallActivitiesl

Parent/Guardian 1 lParenta’Guardian2] Siblings] Other Contactsl

Title Intisls _ Sumame Salutation |Ms Burnett and Mr Brock
Mrg ) |S |Bumett
Address 36 Mary Street, .5
First Mame | Sabira FINDICH,
. Wi,
Middle Mame(s] | EOED
Relationship | b ather > Tell: 9445 8953
Gender () Male (@ Female ()n/s
Parental Responsibility Student Resident
Fees Biling Farnily b4 ail b4 arker

Mobile | 0407 020 426 £ Emergency I‘I_ E -t ail |sburnett@co|es.com.au

Note: When entering the Salutation for multiple parents ‘and’ must be used rather than
‘&’

e Click Add Notes EI on the bottom right
e Enter her work information

Contact Information

Manager at Cales

Location |Galleria arley

Number  [3471 3520 )
LCatcel
e Click OK
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e Click the Additional Details

FParental Rezponzibility Student R esident
Feesz Billing Farnily b ail M arker
Mobile  |0407 080 426 B Emergency [1

% Personal Details |4 Additional Details [/

e Tab to enter MCCETYA (parents background information) for Parent/Guardian 1

Personal Family Group l»’-‘«ddilional] Maovement Hist. l Groups] u

Parent/Guardian 1 lParent;"GuardianEl Siblingsl Other Contact

I i Lang OTE SaH |Not specified W
Mainly speak Englizh at home?

School Education

|Year 12 or equivalent W

Mon-School Education

|Not stated/Unknown v
Oecupation Graup

|Grou|:- 2 W

Parent Guardian 2

e Click the Parent/Guardian 2 tab and uncheck No Parent/Guardian 2 for this student
e Enter the step father’s information

Student

Personal Family Group l.&dditional] Movement Hist. ] Gmupsl (1] l Misc. ]Attendance Hist. ] Medical l Activities]

Parent/Guardian 1 Parent/Guardianz ]Siblings l QOther Contacts l

Title Initials  Surname [ Mo 'Parent/Guardian 2* for this student
|Mr v |S |Brock Salutation |
First Name |Sasha Address 36 hary Street, £
Middle Namels] | Weanls
Relationship  [Step Father v BOE3,

Gerder @ Male () Female ()nds Tell: 94455353

Parental A ezponsibility Student Fesident
FeesBiling [ | Family Mai Marker []

Mokile | 0408 751 750 & Emergency [2 E-Mail

™ Personal Details 4 Additional Detalls

Motes Location Mumber
Engineer at UMC Construction {Perth 19276 3454
m)
< >
@ ok LCancel
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Other Contacts

e Select the Other Contacts tab and click Add Contact EI
e Enter the Aunt’s information and click OK
e Flag her as being emergency number 3

Student Contact
Title Initials Surname
|Mrs " |G |Naughton Address |2'I Firey Lake Drive
First Marme |Georgina |
Middle Mame(z) | |
Relationship |Aunt W E |
Gender () Male (@ Female () ns Town/Sub |F'INEY Ww00DS
State |W.-’-‘«
Parental responsibilty [ | Student Resident [ Postcode 8333
Fee Biling [ Emergency ’3_ Contry |
Farnily Mail Marker [ ]
Salutation | Tel 1 |9276 2943 2
E-tail | Tel 2 | =
t obile ,W = Fax | =
Options () Linked to Student address
Linked to Parent/Guardian 1 address
(®) Specific address 1] Cancel

Additional Information

e Click the Additional Information tab and tick the Australia Citizen/Permanent Resident box
e Enter the additional information shown below

Student

Personal | Family Group Additional lMovement Hizt. l Grnupsl ol ] Mize. l.t’-‘-.ttendance Hizt, ] Medical].ﬁ.ctivities]

M atiomality Mot specified | w Australian Citizen / In Receipt of Allovance O
Fermanent Resident e
. - Allowance Type | Mot specified ]
Religion Anglican W

Date Armival Australia Yiza Sub Class Mo, W

First Language English s Yiza Grant No. Int. Fee Paying W
Indigenous Status Mot Abariginal .. | w o Yiza SC Mo, Expiry Date

Study Type Mot specified | v Birth Certificate Seen Date Checked  [Todavs date
Main Lang OTE 54H  [Engiish = Conry of Birth Australia v Passport Sighted []
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Movement History

e Select the Movement History tab and click Add g

e Enter the To date as last Friday
e Enter the previous School and Reason

Movement Details

Drate Fram | Ta iz

Schoal |Tapping F5 W
Reazon |Moved Address v
Cancel
e Click OK

Medical Details

e Click the Medical tab
e Select the Medical Practice
e Enter the Doctor’s Name
e Tick the SHCS to be shared box
e Tick the SHCS Completed box and add today’s date
Medical Practice lDentaI Practicel SHCS and 5P's lMedicaI Details] Health Care Plarining
|W’est Paint Medical Centre SHCS Sharing
Dactor SHCS to be shared
|Dr Moore IF nat . who will be informed? |
Address SHCS Completed

SHCS Completed Date | Today's date

e Click on the Medical Details tab
e Enter the following details

SHCS and 5P's Medical Details lH ealth Care Planning ]

Permizsions
Ambulance Cover Insurance Provider:

Ambulance Cover |HBF
Permizzion to Call Doctaor
Permizsion to Sdminister First &id

[ Medic Alert
Conditior: |
Medicare Mo. Enpiry | 05/2021

EITo]2] [+[5[e[7e] [31]

[]Health Care Card

. N
Health Care Card Mo. E wpiry
L)L) LT
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Miscellaneous Details

Click on the Misc tab

Select the Disability, Autistic spectrum disorder

Add the Detail as Autism

Tick the Evidence Provided box and Today’s date as the Date Checked
Add the Vaccination Information of Up To Date

Untick the Measles Exclusion box

Meazles Exclusion

1

Perzonal | Family GrouplAdditionall Mavement Hist. ] Groups] DI Misc., ]Attendance Hist. ] MedicallAclivities]

Evidence provided [ate Checked | Todaw's Date [#  “accination Schedule |Up to date

Student

Dizabilities Information
Diizability

|.t‘-\utistic spectum dizorder W

Detai |.t'-\utism
Other Disability | Detail |
Other Dizability |

Detail |

@ Click here far infarmation abaut funding for students with dizability

Imrnunisation D etails

W
Meazles Waccination Diphthenia, Tetanus and Pertuzsis Y accingtions

MMR (15t dose st 12months) [ DTPa (Immunisation completed to school entry ]

MMR [2nd dose at 4 years) DTPa [Year 7) O

Measles Excluzion J D ate of lagt Tetanus waccination ’7
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UDI Details

e Click on the UDI tab

e Double Click on the Main Category of Disability

e Select Cognitive and Click OK

Edit UDI
b ain Category of Disability k.
W
Cancel
Phyzical
Social
Senzorny

e Double Click on the Level of Adjustment Provided UDI

Fain Category of Dizability i Coghitive

Level of Adjustment Provided  Supplementary

Ui

e Select Supplementary and Click OK
e Click OK to save
Warning E3

"-I An Entry Date has not been provided for this student,
" Do you want to enter today's date?
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e Click Yes to an entry date of today

Option

Do you want to add this student to Timetabling?

Izgl

e Click YES, to add the student to timetabling

e Ensure you have 2019 as the current year
e Highlight 07 in the left window

e Move to the right using ’
e Click OK to save

1 Cohorts for Student (==
219 W
Joshua Burnett
|Cuhort Name Add  w Member0]
i) Joining a Cohort
09 Click on single or muttiple
10 items in the 'Grids’ list.
s Click *Add" or drag the
selections to the
‘Member list
Leaving a Cohort
Click on single or multiple
items in the ‘Member’ list.
Click 'Remove’ or drag
the selections to the
"Grids’ list
4 Hemove
u]4 LCancel
Add ke
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7.2.2 Immunisation Notes

Parents must provide their most recent copy of the ACIR (Australian Childhood Immunisation
Register) Statement on enrolment. The school should take a copy and file this statement. If
parents do not have an ACIR statement, then Not provided should be selected.

When a student has a blank Vaccination Schedule, the following message will display.

Warning

g The vaccination schedule field is currently blank for this student. vou
'.0.' are required to select one of the ik categories from the drop-down baox.
— For further information refer to the

Guidelines for recoding and managing student immunization data.

Do you wizh bo continue?
Click ves to save, ar Ma to edit the record.

The warning message will not stop a new record from being created or stop an existing
enrolment record from being edited, however it will advise the user that they must select one of
the 6 options available from the Vaccination Schedule drop down list.

Clicking on the blue hyperlink with take you to the DoE website to the Guidelines for
Recording and Managing Student Immunisation Data document.
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7.2.3 Adding a Student and Copying Family Information

Activity

David Allen has transferred from another school. Add his details to the Current Roll with today
as the Entry Date. We will be able to copy much of his data from his sisters’ records.

Refer to Administration Manager — Supplement for the enrolment information.

General > Student Details

Click Add Student <&

Type Allen and press <Tab>

Highlight both Tamara and Penelope Allen
Click OK

Click Copy Data

Address, Family Group and Additional information from the siblings will copy to the new record.

e Enter the remaining data from the enrolment form
e Click OK
e View the Immunisation Warning message

Warning

I are required to select one of the sik categories from the drop-down bos.

0 The waccination schedule field is currently blank far thiz student. Yau
| |
S Far further information refer ta the

Guidelines for recording and managing student immunisation data,

Do pou wizh bo continue?
Click Yes to save, or Mo to edit the record.

e Click No to continue and edit the record

Immunization D etails
Evidence provided [Date Checked |Today's Date [ “accination Schedule | Fully Completed W
Measles Waccination Diphtheria. Tetanus and Pertussis Y accinations
MMRB (12t doze at 12 months) DTPa [Immunization completed to school entry O
MMR [2nd dose &t 4 pears) DTPa[rear 7] O
Measles Exclusion J Drate of last Tetarus vaccination
e Tick the Evidence Provided box
e Enter Today’s Date as Date Checked
e Select Fully Completed for the Vaccination Schedule
e Uncheck the Measles Exclusion box
e Click OK
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e Click Yes to the Entry Date message

Warning

An Entry Date has not been provided for this student.
Do you want to enter today's date?

Yes

e Click Yes to the Timetable message

Option [-£3|

Do you want to add this student to Timetabling?

e Highlight 08 and click Add

| Cohorts for Student ==
2019 |w
David Allen
Cohort Hame add M Member0f
a7
os | Joining a Cohort
09 Click on single or multiple
10 tems in the "Grids’ list.
us Click "Add’ or drag the
selections to the
‘Member’ list
Leaving a Cohort
Click on single or multiple
tems in the "Member' list.
Click 'Remove’ or drag
the selections to the
‘Grids' list
4 FRemaove
ok LCancel

CIVICa

Integris Administration Manager Training Notes 21-Jan-19

Page 65 of 218
© 2019 Civica Pty Ltd




7.2.4 Adding a Student to the External Roll

Activity

Justin Badely is attending PEAC at the West Coast Community College. He needs to be added
to the External Roll and flagged as a part-time student.

General > Student Details

e Select the External Roll

External w 4

Admizsions
Current

Farmer
‘External

e Select Add Student <
e On the Personal tab fill in the following information:
o Surname: Badely
o First Name: Justin
o DOB: 24/3/2008
o Gender: Male
o Year: 7
o Address: 125 Watershed Road, FORRESTFIELD, WA, 6587
o Telephone: 9658 2154

e On the Family Group, Parent/Guardian 1 tab fill in the following information:
o Title: Mr
o Initial: T
o First Name: Travis
o Relationship: Father
o Gender: Male
o Tick all four check boxes relating to parent information
o Mobile Number: 0412 568 458
o Salutation: Mr Badely
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e On the Additional tab, check Australian Citizen/Permanent Resident

e Setthe FTE to 0.20
e Select Custom

FTE {o.20 Part Time Status  am & pm nda ﬁ‘

e Click Assign Part Time Pattern o

e Set Tuesday and Wednesday mornings as the Attendance pattern

Part Time Pattern

Justin Badely

Attendance pattern for the week

Day AM PM
Monday
Tuesday
Wednesday
Thursday
Friday

e Click Close

e On the Miscellaneous tab select Not provided for the Vaccination Schedule

Imrnunisation D etails

Evidence provided  []  D'ate Checked li [ “accination Schedule |Mot provided )
Measles Vaccination Diphthena, Tetanus and Pertussis Vaccinations

MMA [13t doze at 12 months) li DTPa (Immunization completed to school entry O
MMP [2nd dose at 4 years) [ DTPa [Year 7) ]
Measles Excluzion 1 D ate of lagt Tetanus vaccination ’7

e Click OK to save
e Return to the Current Roll
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7.2.5 Editing Students’ Records

General > Student Details

Once a student has been entered on to the database, details may be added or edited at any time.
To do this, find the relevant student and click Edit Student. J

Activity

Changing a Student’s Name

e Find Clay Karman

o Click Edit 4
e Change both the First Name and Preferred Name fields to William
e Click OK

e On the student status bar, click on Name History to view the changes =

Entering an Access Restriction
e Find Nicole Lively

e Click Additional i

e Click Edit J

e Check Access Restriction, then click on i to enter details of the Access Restriction

Access Restriction - Details

R estraining Order iz in place againzt the father, - o
Contact police and mother if Father attends the \g]
school. WRO Mumber 62223452 . 02/02/2016

e Click the il to close the details window then click OK to save the information entered

e Check for the Access Restriction icon @ in the student status bar.
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Adding a Student Note

Find Michael Parker
Click Summary
Click Edit 7

Click Edit Student Notes gl
Add the note details

|:| Motes - Motes - Michael Parker

=

kizhael iz gtaying with his Grandmother [Conthia
Farker] far the nest twio weeks starting from
dd/mmA. Contact numbers: 3376 5432

Mob: 0409959 888, Dk

-

Close the note and click OK
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7.3 Medical Records

Medical Records are usually entered at Enrolment from the Student Health Care Summary Form.
Records should be reviewed annually and any changes to a student’s health information must be

updated.

7.3.1 Entering and Maintaining Student Health Care Information

Activity

e Find Corrina Born’s records
e Click Medical !
e Click Edit Student ¢

e Click SHCS Completed and enter today’s date

e Check the box for the Standardised Plan of Severe Allergy Anaphylaxis

SHCS and 5P's lMedicaI Details] Health Care F'Ianningl
SHCS Sharing
SHCS to be shared

If nat , wiho will be infarmed? |

SHCS Completed SHCS Completed Date |4 aPR 2017

Standardized Plar: Completed Reviewed
Severe Allergy Anaphylaxis |5 APR 2017 [T [s apR 2018
[ tiror bo Moderate Allergy | |

e Click on the Health Care Planning tab
e Click Add New Record £

e Select Allergy - Anaphylaxis and enter the information in the Daily Management Plan and

Emergency Response Plan
e Tick the box for all 5 requirements

e Tick the box for Health Condition Flagged on the Status Bar and click OK

Health Care Plan - Add

Health Candition Allergy - Anaphylasis [=]
Flanz

Daily Management Plan

Allergy to eqq products -

Supervizion required during eating times

Emergency Response Plan

1. Give epi-pen -
2. Call Ambualnce

3. Lay flat and elevate legs or place in a sitting position

4, Call parents or emergency contactz

Regquirements
Medication reguired Staff Training required
Draily M anagement Flak required Ernergency Responze Plan required
|z the Health Care Plan to be shared with all Staff?
IF nict ticked, pleaze refer to Principal

[¥]iHealth condition flagged on status bar:

| ok || cencsl |

CIVICa

Integris Administration Manager Training Notes 21-Jan-19

Page 70 of 218
© 2019 Civica Pty Ltd




Note: Health Care Forms are located on the Department of Education website. They can be
downloaded in either “.kst” or MSWord formats. To access or download the forms, follow
the link below. Some Emergency Response Plans can be copied and pasted from these
forms.

Location of Health Care Forms: Behaviour and Well Being Website

http://www.det.wa.edu.au/studentsupport/behaviourandwellbeing/detcms/portal

e Click Open Medication details Lﬂl

« Click Add Medication 21
e Enter the information pictured below as well as an Expiry Date

Add Medication
Health Condition | sllergy - Anaphylaxiz
Medication
|E|:|i-pen
Daily Doze/Frequency,/Storage
1 doge at the onset of an attack -
Dwration
Route of Adrministration: |Iniecti0n El
Details; |
Method of Assistance:  |Requires Assistance =
Expiry Date:
’ 0K ] [ Cancel ]
Cloze

Click OK, then click

: - . P
e Click Open Staff Training details
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e Enter the Type of training information

Staff Tramning

Health Condition: |Allergy - Anaphylasis
Type af kraining:

I1ze of Epi-pen "
M anaging Anaphylasiz

e Click Add Staff member E
e Find Joseph Brigg and Elaine Abbott

Stalf Training

Health Condition: | Allergy - Anaphylasiz
Type of training:

Usze of Epi-Pens -
M anaging Anaphylaxis

Authorized staff:
Fef Mo, Sumame FirstMame Training Date FRetraining Dat

2401 iBrigg Jozeph -
2400 :Abbott  iElaine

e Highlight one of the staff members and click on edit

Edit Authorised Staff Training Dates

Ref Mo, | Sumame First Mame | Training Date | Retraining D ate
24M  |Brigg doseph |6FEB 2017 ||6FEE 2018
2400 Abbott Elaine | |

Gance

Click OK
Click on Close
Click OK to save

Enter today’s date as the Training Date and a date one year ahead as the Retraining Date
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7.3.2 Medical Reports

There are several Medical Reports in Admin > Reports that can be used by schools to display
Medical Information about students.

Activity

Admin > Reports > General Reports > Medical Details

e Sort by Year Level
e Tick all the boxes
e Click New Query and Find Select and Yes to load all students on the Current Roll

& Reports | EE_|

L) & W | e=

5  General Reports =2 Titles
[F] Student Activities Repart Main Title |M'3d"3‘3| Details
D Activities Fleport = Page Footer |
El M edication Fepaort
[ Medical Canditions | & SE” e T

arin -
El Medical Conditions Trained Staf DOE Sl -~ e 0=
edical Details 1| Year - =
|:| Doctor/Practice List il it
D Dental Practice List
|:| Birthday Report Select
[] Students with no Address Uiy e e sl Selected Subset 513 ... IZ| [m
I:I Shudents and their Teaching [¥] Include Student Phatograph
.u Enis and el {eaching 28 Orly include students with flagged' health conditions

H List of UDIs il Include Daily Management Plan

4 |%Hmnm Rviet o Inchude Parent/Guardian 1 Details

Print ] [ Cancel
e Click Print

Note: By selecting the option to ‘Only include students with ‘flagged’ health conditions’,
and then selecting your whole school, this report will only print those students who have
their condition flagged on the Status Bar.
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Activity

Admin > Reports > General Reports > Medication Report

e Sort by Form then Year
e Click New Query
e Find All Current students

& Reports
|8 70 T & | |ew
23 General Reports = Titles
[E] Studert Activities Repart b ain Title |Medication Repart

D Activities Repart

Page Foater
D Medication Report 9 I

m

[ Medical Conditions - Sort

[] Medical Conditions Trained Staf DOB T Sort Field | - |Tota| |F"5'9'3
[ Medical Details 1 | Form - | [ | B =
[ Doctor/Practice List 2 | rear - (O | @

D Diental Practice List
D Birthday Report

[] students with no Address rSelect
D Students and their Teaching Se S olocted Subset 529 |z|
[] List of UDIs
] Heabh Care Condibione Raviaw
4| T | 3
Frint ] [ Cancel
e Click Print
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Activity

Admin > Reports > General Reports > Health Care Conditions Review Date

e Select Plans ALL.

CRepors e
§ LTS e

D Medical Conditions - rTitles
[ Medical Conditions Trained Staf Main Title |Health Care Conditions Review Date
[ Medical Detais Page Footer |

D Doctor/Practice List

D Dental Practice List ~Students (optional] IPTF'S
[ Birthday Repart L | = v Al -

Severe Allergy Anaphylasis

[ Students with no Address [V] Minor to Moderate Aller
ew Que ay
./ Diabetes

D Students and their Teaching Se

m

) (V] Seizures .

D List of UDIs Asthma

a 7] Acivies of Daly Living
\__—| Rol Reports [T Ernmemmsnmns B oareinn Do bor ©mmmind blasds
(1 FormLists ‘Dates l— - I—
T3] Check Lists Completed Date  From To B
M9 Caued Cherl | icte - Reviewed Date  From To I
< T 3

[ Print ] [ Cancel ]
e Click Print

Notes: [All students with a Health Care Condition Plan will be selected for the Report]

Entering From and To Dates will allow filtering to include only students who have

Completed Dates and Review Dates entered in the report window
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7.4 Student Photographs

You can add photographs to student records if the students are on the Current Roll. The
photographs are not contained within the main datafile but are instead linked from a location
specified within the General > Control > Preferences. The default path at school is:
K:\Keys\Integris\Photos.

Note: Only photographs of current roll students can be displayed.

Scan the required photographs using a scanner and its associated software or use a digital camera
to take student photos. Alternatively, you may already have the photographs saved to a disc.

Save the photos (files) with the following structure: {student number}.{format}, for example,
324.jpg, where a student number is the same as the student reference number, and the format is
the format specified on the images tab in Preferences (e.g. jpg)

Note: Images can currently only be held in the JPG format.

7.4.1 Linking a Student Photograph

Activity

e Navigate to C:\Keys\Integris\Photos
e Find file Haylee_Marlin.jpg

e Right click and choose Rename. Type in the new filename as the reference number168
making sure you click out of the field or press enter once the 168 is inserted.

e Close the window

General > Student Details
e Locate Haylee Marlin’s records

e Click Display Student Photograph EI

e Close Student Details

Note: These files need to be .jpg files. On these training computers, the file extension
(.jpg) is hidden.
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7.4.2 Student Photo Report

A Report is available in Admin > Reports > Form Lists that will display student photographs.
Reports can be displayed by Form (default setting) or by Year Group or Student Find.

Activity

Select Form 8.1

Admin > Reports > Form Lists > Student Photos

@
k)

= &

Reports

=

Farrn Lists

D Standard Form List

|:| Form List Summary

D Houze Form List

D Studert Addrezs Details

|:| Parent/Guardian 1 Phone and 2

D Student Information Sheets
D Student Infarmation Cards
|:| Student Update Form

Student Photos
D Ditirer Maoney Reaister
D Teaching Set List

|:| Solos and Siblings
1 bl ai vl Plaickar | ik

Titles

bl ain Title | Student Photos

Page Footer |

Sart

Sort Field

| e | Page

Farm

|

- | O

(®) Select by Form
() Select by ear
() Select by Student Find

Click Print
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7.5 School Curriculum and Standards Authority (SCSA) Student
Numbers

School Curriculum and Standards Authority Student Numbers (Previously Curriculum Council
Numbers) can now be assigned to students up to and including Year 7’s through the Admin >
Utilities window.

A Text file can be obtained from the School Curriculum and Standards Authority (SCASA) to use in
the Import Utility.

7.5.1 Student Numbers - Validation Information

The text file contains a list of Student Numbers to be imported. An example Student Number
import file is shown in the figure below.

! CCYear8Import3.txt - Notepad

Eile Edit Format Wew Help

21031201
21031272
21031283
21031205
21031206
21031217
21031208
21031239
21031238
21031249
21031215
21031204

The selected import file has the following validation to check it meets the agreed format and follows
the rules described below.

e Each line must be a numeric field of length 8 and must not start with a zero.

e Any Student in Year 7 who already has an 8-digit Student Number is ignored; the existing
Student Number is retained and NOT overwritten by a number in the import file.

e [f a Student Number in the import file is already assigned to a student in the data file, then that
number is ignored and not assigned to another student.

Student Mumber Import Validation @

:I There were no validation errors detected. Import will now proceed.

Clicking OK will result in the allocation of the Student Numbers to the selected Year level.
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7.5.2 Student Number Import

Opening this Utility prompts the user to select a Year level to which the SCSA Student Numbers

will be applied.

Activity

Admin > Utilities > Student Number Import

The new Year 7’s and existing Year 8’s do not have a SCASA Student Number

] Administration Utilities

W
.

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

In order to start a funchion,
please double click on the
required icon.

Convert Temporary UPNs to Permanent UPNs
Current roll -» Farmer roll

Delete Staff Member

Delete Student from Current Rall

Delete Student from E stemal Roll

Export Set-up File

External roll -» Former roll

Fees Biling Export

General Staff Export

General Student Export

Import Set-up File

Purge Completed Activities

Purge Leavers

Purge Unaccepted Students from Admissions Roll
Recalculate Attendance Figures

School to School Export

School to School Import

Set Up Additional Staff for OTLS

Student Details XML Expaort

Student Number Import

m

1

Student Number Import

Select the year group you would lke
to import Student Mumbers to,

—

LCancel

e Click OK

e Select Year 7 from the drop down list
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Irmport Student Mumbers

I.-"'_"\-. On successful import, all year 7 students will be assigned a Student
Y Number

~ Continue with import?

Yes | [ Mo

Click Yes

Navigate to C:/keys/Integris/Inbox/StudentNos
Highlight the 7CCNos text file and click Open

Mame

| 85C5A Student Mos.bd
|| 7T5C5A Student Mos.td

e Click OK to the Validation message

Student Number Import 1n."iilida._ ]

:I There were no validation errors detected. Import will now proceed.

Azzigning Student Mumbers. Please wait....

Student Number Import CompleteL ]

:I Student Mumbers successfully assigned.

e Click OK
e Repeat for the Year 8’s

e View the Year 7’s and Year 8's SCASA Student Numbers through Student Details

Note: Secondary schools will need to import both Year 7 and Year 8 SCASA numbers
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7.6 Student Emergency Contact

The Emergency button can be used to quickly display all relevant information on a student or staff
member in the event of an emergency.

Located in the top left-hand corner of the screen and present at all times the software is open, you
will see the two Emergency Contact buttons for Students and Staff.

Click on an icon to load the standard Search window, enter a student or staff member’'s name and
load their data. The Emergency Contact window will open. The following example is for a student.

Emergency Contact

Jackie Albert (766) Year4 Form Room 4
Female Date of Bith 20CT 2009 Age 3%z 4 Mths
Contact Mo: 1 4 |p Doctor / Medical Practice
Mame: r Paul Albert [Father] Dir Pi Peng
Address 9 Marmion Drive, Carepoint Medizal Centre

&EEY WIS, Permizsion to call Doctor

£333 Permizzion to administer First Aid

Address 18 Andrews Road
EAST PERTH ‘wia BO3Z2

Salutation b1 & brs Albert

L 3336 7003 Tel 1 92267845

Tel 1 9335 7003 Tel 2

Vel Fax 92201545

b abile

c Ambulance Cover

i . . Ambulance Cover Insurance Provider

E-Mail Albert@azemail. com. au

Medical Description Emergency Procedure
Without delay give 4 zeparate puffs of a reliever. \Wait 4 -
mirwtes. [Flittle or no improvement, repeat steps. I there is stil

little or no improvement, call an ambulance [Dial 000].
Continuously repeat steps 2 and 3 while waiting for the
ambulance. w

Student emergency information can also be accessed via the Emergency icon on the Admin
sidebar.
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7.6.1 Viewing and Printing Emergency Contact Information

Activity

Print emergency details for Penelope Allen

ha

e Click Student Emergency Contact 5&“
e Enter ALL in the Surname/Ref. No. field and click Find

Student Search
wE S

General lF‘alameters l Dates l Address l Other l

Surname/Ref. Mo, ,ALL—
Frefermed Mame l—
First Mamne l—
Legal Surname l—

e Highlight Penelope Allen and click Select

e Scroll through the Contacts using il LI
e Print the report to the screen
e Close the print screen and Emergency Contacts

Print emergency details for a Staff Member

A
e Click Staff Emergency Contact é’
e Enter Your Surname in the Surname/Ref. No. field and click Find

e Scroll through the Contacts using il LI
e Print the report to the screen
e Close the print screen and Emergency Contacts
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8 The Admissions Roll

During the course of the year, it will be necessary to enter details for students who may be
admitted to your school at any time in the future. These students are entered on the Admissions
Roll. This can be done in one of three ways.

Entering Data Directly onto the Admissions Roll
To enter admissions in this way, select the Admissions Roll in Student Details. Click on the Add
Student button and enter data in the normal way.

Entering Minimal Data via the Admissions Batch System

Admissions can also be entered via the batch system. This is a fast way to enter only the most
basic information required for each admission. It is seldom used as it enables so little data to be
entered.

|:| Admiszions Batch @
Admizzions Batch
E3]
[}

Studant Details

Admizzion No 26 (® Male () Female Ve
Sumarne |.t‘-‘mgus E3
Firgt M amne | Hamish o
Preferred Mame |Hamish

Date of Bith |25 SEP 2005
Year Group 7 w
Batch Members

Admizsion Mo First Mame Surname

26 Harnizh Angus

3 LAdrian iBaverstock

k) Walentine {Antonello

38 Hrystle {Farmer

44 iSuzan {Ramsden

£ >
Sort - thig list can be sorted by clicking on the column headings.
Search - key *x to jump to the first occcurrence of ' in the list.

Then key + or - to move to the next / previous occurrence.

Advanced Admissions Entry (from Admissions Batch screen)

This function enables users to rapidly enter much of an Admissions student’s data, by tabbing
through all the fields.

Advanced Admissions Entry

Personal Infa. ]F‘arenh"ﬁualdian 1 l Parent/Guardian 2] Emergency Contact ] Additional Info. l Immunization/Medical/Mew Details

Suname || Address |
Frev. Surname | |
13t Mame | |
2nd Mame | |
Srd Mame | Town/Sub [FINEY Ww00DS
Freferred Mame | State |W,&
Coecpeede, [roon
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8.1 Admissions Roll

Madeline Crean is enrolling for next term. Her half-sister Helen Baverstock is already enrolled at
the school. We can enter Madeline on the Admissions Roll and copy her data from her half-sister
Helen.

Activity

General > Student Details

e Select the Admissions Roll

|:| Student

e Click £

o Enter Madeline Crean’s last name in the Surname field
Press <Tab> to move between the fields and the Choose Sibling window will display

Choose siblings
There are no students with matching sumames
Student Mame | Reference .Yeal.-"FDllTl
] m: : ¥
o) [

e Use Student Find ﬂl to locate Helen Baverstock

General ]F‘arameters l Dates l Address l Other l

Sumame/Ref. No. |BAVERSTOCEK.
Preferred Mame

e Copy Helen Baverstock’s details using
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Clone Sibling Data

Copy FROM: |{5EE e

Infarmation that has been checked will be copied tao the
newly added student [existing values will be replaced)

Student Address |12 5t Ettiene Gardens,

‘MNeighbaur

Postcode | 5003 Phane 1 |9222 8754
Religion Medical Practice |East Perth Medical Centre
House |Green Dactar |DrCarena
Health Card [NO
Parent/Guardian 1 |Mrs Hazel Baverstock,
Relation |Mother Par| YES Res | YES Mail | YES Emig 1
Parent/Guardian 2 |Mr Ron B averstock
Relation |Father Par| YES Res| MO Mail | YES Emrg 2
Other Contacts | 4y Felation Par  Fes Emrg
Mr Abe Steirway i :

3 ;

[ Abort Sibling S election ]

Copy D ata ” Cancel Copy

Enter her First Name
Enter her Date of Birth and Gender
Enter her Year

Enter her Form Room as 07.1
Tick the Accepted box

Click OK to move her from one Lesson Attendance Period Structure to another

Student
Perzonal lFamiI_l,l Group l .&dditionall M oveement Hist. ] Groupsl (1] ] Misc. l.&ttendance Hisgt. l Medical l Activitiesl

Sumame | Crean Address [12 5t Ettiene Gardens
Legal Surname |Clean |
Prev. Sumame | DOB | 24.JUL 2008 = |
1t Name M adeling ’ |
2nd Name () Male (®) Female TowndSub |W’EST PERTH
rd Mame State [
Freferred Wame | Madeline Postcode EO0Z
etdail Address Country |
Year 7 W Feference |0 Tel 1 |9222 8754

Central 1D B Tl 2 |
Farm 071 W Awaiting Motification of UPM J Fax |
House  |Green v UPM Student Mab. |

Student Mo, | 00000000 Car Registration |

LSl Family Representative []
@ k. Canecel
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e Click the Additional tab, check Australian Citizen/Permanent Resident

Australian Citizen /
Permanant R esident

e Click OK

Warning

The waccination schedule field is currently blank far thiz student. Yau
are required to gelect one of the six categonies from the drop-down bos.
Far further infarmation refer to the

Guidelines for recording and managing student immurisation data,

Do you wizh o continue?
Click Yes to save, or Mo to edit the record.

o Click Yes to Save without entering the Vaccination Schedule

Admin > Utilities

Madeline has now arrived at school, so we will transfer her to the Current Roll

e Double-click Admissions Transfer = Current Roll

Admissions Transfer to Current Roll

Thig wizard will guide you through the process of transfermng Admizzionz Roll students onto the Current Roll of your school,
Only thoze Admizsions Aol studentz who have their ‘Accepted? checkbos ticked will be moved onta the Current Roll
This can be zet either by editing the student within the Student Detailz area, or by selecting ‘Acceptance Status
[Admizsions) within Speed Edit.

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

() Tramsfer students with Acceptance Statuz of Yes. and Entry Date of

@) Transfer 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 transfered

Mest student number will be 832 << Back [ Mesit 22 ” LCancel l

e Select the second option (ignoring Entry Dates) and leave today as the entry date.
e Click Next

Notes: If Option one is selected, only those accepted Admissions students whose Entry
Date matches the date of entry will be transferred to the current roll.

If the second option is selected, ALL accepted Admissions students will be transferred to

the Current Roll and any Entry Date previously entered will be ignored and be replaced by
the date entered in this window.
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Admissions Transfer to Current Roll
The following students will be transferred to the Current Roll.
If any students are listed below who vou do not want to transfer to the Current Roll. select them within the list and click on
the % buttan.
Fief. MHame [a[u]} Gender UPN Entry Date Transfer?
47 M adeline Crean 24 JUL 2002 iFemale vy vy
X
< >
Mext student number will be 838 <¢ Back Einizh LCancel
e Click Finish
Admissions Transfer | 3 |

:I Transfer complete

e Click OK to the Transfer Complete message
Delete batches % |

Do you wish to check for empty batches?

Yes | [ Mo

e Click No as you do not wish to check for Empty Batches

Note: Speed Edit may be used to edit Acceptance Status (Admissions) for more than one
student.
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9 The Former Roll

Students may be moved from the Current to the Former roll individually or in groups.

9.1 Moving an Individual Student to the Former Roll

Activity

Linda So is leaving the school today.

General > Student Details

Search |S0OL

e Use Search to find Linda So

e Click on Move Student to Former Roll B

Warning 23

e Click Yes

e Leave the Leave Date as TODAY and enter the following details for Destination and
Reason for Leaving

Leaving Details
Leave Date
Destination |Northampton D.H.5. |E|
Reazon for Leaving | Moved Address |Z|
[ [i]4 l [ Cancel ]
e Click OK
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e Select TODAY'’S date for changes to the roll status

Change Attendance Details

From which date do you want to change the roll
status for Linda Sao 7

e Click OK
e Remove her from her cohorts by clicking

Leavers
Remove from all Current and Future Cohorts

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

Where students are enrolled in classes (Teaching Sets) in the timetable the following message
will display.

Warning B3

e Click Yes

Note: Removing students from their cohorts in this way, enables the Timetabling
module to keep a record of their teaching sets. This report can be accessed in
Timetabling > Reports > O&M Reports-Students > Re-admissions Form

Linda’s records have now been moved to the Former Roll.
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9.2 Moving Groups of Students to the Former Roll

If several students are leaving the school (for example, a family group) it is faster to use the

‘Current Roll to Former Roll’ utility.

Activity

Cameron and Kane Smith are moving to Jurien DHS. Move them to the Former Roll.

General > Student Details

Search |SMIC

e Use Search

to locate Cameron’s details

e Right click in the Contacts pane and select Make Siblings the Browse Set

Contacts

Hame Phone Address

Mrs Glaria 5 Save Column Widths
KANE S
™ Default Column Widths

Make Siblings the Browse Set

4 1

e Click Edit ¢

e Onthe Additional tab, enter a Leave Date of TODAY and the destination of Jurien DHS

Entry Date 29JUL 2015 Prew. Schoal |

Leave Date Taday Drestination |.Jurien D H.S.

Records Sent Attendance | Cunent [Single reqistr... |

Click OK
Scroll to Kane’s records

Close Student Details

Enter the same details in his records
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Admin > Utilities

[ Administration Utilities (=53]
Instructions —
o el ol e @ Admizsions transfer -» Current roll -
are a number of icons with @ Azsign Family Representatives
descriptive titles shawing which
Functions are available, @ Change Staff Reference Mo.
@ Change Student Reference Mo.
I order bo start & function,
pleage dpuble click on the @ Corvert Temporary PNz ta Permanent PNz
required icon. @ Curent roll -» External rol
[

e Double-click Current Roll = Former Roll

Transfer Students with leaving dates up to and including | Today's D ate

[ ak ] I Cancel I

e Enter TODAY’S date as the student’s Leave Date
e Click OK
e Click Yes to remove them with today’s date

Current to Former Rell B

e Click Yes

Information @

Updates complete, 2 students updated.

e Click OK

General > Student Details

e Locate Cameron and Kane Smith on the Former Roll

Note: Removing Students in this way does not allow users to save a copy of a student’s
Teaching Sets.
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9.3 Reinstating Former Students

To work with former students you must first select Former from the drop-down roll menu at the top
left of the Student window. This will display only Former student’s records. If you are using the
Student Find to locate a student on the Former Roll, remember to select Former in the Roll Status
field when entering your search criteria.

2 If you wish to reinstate a student who has been transferred to the Former Roll, you can do this
by clicking Reinstate Student to Current Roll.

Activity

General > Student Details > Former Roll

Leif Campbell is transferring back to the school from Moerlina School.

e Find his records on the Former Roll

e Click Edit i
e Update his Year to 4 and his Form to Room 4
e Click OK
e Click on Reinstate Student to Current Roll &
e Click Yes to confirm that you wish to reinstate him
e Click Yes to confirm his year and form to re-enter
e Enter his Entry Date as TODAY
e Leave his Previous School as Moerlina PS
Entry Details
Entry D ate @I
Frevious School |Moerlina School [kt EIalem...lZl
[ oK ] | Cancel |
e Click OK
| Movement History 2
[ "y 1 Do you want to add to the student's Movement History to account for
" their time spent at other schools?
~ (This is not necessary if the student has been recently updated by a CTF
import.)
Y ][ No

e Click Yes

e Select No, as we will not be adding Leif to the Timetabling Module
e View Leif’s details on the Current Roll
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10 Exporting and Importing Student Data

It is possible to electronically export and import student data without losing any information or the
information being overwritten.

When student data is received from another school, you are given options regarding the retention
of the data that already exists in your datafile. There are three checkboxes available in the Import
Transfer File window. These determine how the data is matched to student records that exist in the
datafile, as well as what data is retained or overwritten according to the selections made.

™ Replace all Contacts and related detail when updating existing Studerts

[~ Match Studentz on PN anly

[~ Extended Checking

Replace all Contacts and related detail when updating existing Students — recommend
leaving this un-checked. If the student already exists in the datafile, it is unlikely that the details in
the import file are more current than those in your datafile, unless the student has been reinstated
from the Former Roll and not had their contact details updated.

Match Students on UPN only — recommend leaving this unchecked.

Extended Checking — recommend checking this box. This function will look for similarities
between student records based on a combination of gender, date of birth, the first two letters of the
first name and the first two letters of the surname. When a potential duplicate has been found, the
Extended Checking window will display. The window provides the user with options for importing
or rejecting the student record. During processing, an activity log displays the progress of the
import of each record. The activity log can be saved or printed.

Student data can be transferred from primary to secondary schools well before the end of the
academic year. This enables the secondary school to undertake activities associated with the
creation of the following year’s timetable and in producing a charges and contributions sheet.

In all cases, students should be enrolled onto the Admissions Roll and then transferred to the
Current Roll upon arrival at the destination school. The exception to this rule is only if the student
already exists in the datafile, either on the Former or Current Roll

Items in the Transfer File include:

e Student personal details (entry date, address, DOB, etc)
e Student additional information (Indigenous Status, religion etc.)

e Medical information (sensitive information is not included and a message is displayed
indicating the student has a flagged medical condition)

e Contact details for parents and emergency contacts
e Previous school (if entered when importing the data)

e Behaviour records (If using the XML Export Utility, schools may elect to export ALL Behaviour
Records or only those marked as Retain on Transfer) These records will be in Grey in the
Behaviour Management screen for the student

e Attendance records summary

Note: Student Photos are not included in the Import/Export process.
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10.1Exporting Student Data

Activity

Admin > Utilities > School to School Export

[ Administration Utilities

d

Instructions

In the right hand panel, there
are & number of icons with
dezcriptive titles showing which
functions are available.

Delete Staff Member

Export Set-up File
In arder tao start a function,
please double click on the
required icom.

Feez Billing E xport
General Staff Export
General Student Export

Impart Set-up File

Purge Leavers

Esternal roll -» Current roll

External roll -» Former rall

Purge Completed Activities

School to School Import
Set Up Additional Staff for OTLS
Student Detailz *ML Export

Student Mumber Import

Delete Student from Current Roll

Delete Student from External Fol

International Fee Paid To Impart

Purge Unaccepted Students from Admissions Roll

Recalculate Attendance Figures

m

e Enter the Destination of Jurien DHS and TODAY as the Date of Leaving

e Check each of the export options

|:| Create Transfer Information

Thiz funchion enables detailz for & group of students transferring
to anaother school ta be exparted.

At thig point you have already specified the destination and
lzaving date of the students to be transfemed.

MNOTE
Flease enzure you choose the most appropriate transfer format
for the chozen destination schaoal.

(el

Transfer Format |Common Trarsfer Format [CTF)

[=]

| Jurier D.H.S.

Expart Extended Student Infarmation
Export Medical Details
Export Extended Contact Infarmation

Drestination

Diate of Leaving

=]

e Click OK
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e Give the export file a name, for example West Coast DHS to Jurien DHS_Smith family

Network J il k
File name: West Coast DHS to Jurien_Smith Family - Save
Saveastpe: | XML Files ("XML) -] [ cancel |

e Click Save

Note: This is the DoE recommended protocol for naming Student export files.

Warning 23

Attendance data will need to be recalculated for accurate figures.
Would you like to recalculate attendance figures for exported pupils?

=
e Click Yes
Processing
TTE Checking Day records
01111 55674
oogig
'Info @

Export Complete. 2 pupil record(s) exported.
File can be found at.//Ch\keys\INTEGRIS\OUTBOX\West Coast DHS to
Jurien_Smith Family XML

e Click OK

The export file may now be sent to the destination school as an email attachment. It would be
helpful to provide the school with a list of the students whose data is being exported.

e Close the Transfer window by clicking Cancel
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Admin > Utilities > Student Details XML Export

1 Administration Utilities =]
::sttf:l::rti;:}shand panel, there @ Delets Stalt Merber 0
are a _nu_rnbe_r af icons_with ) @ Delete Student fram Curresit Foll
Ifjuerfcctli:ljr:l:Zri}lzz;ivaobulq:g phich @ Delete Student from Extermal Roll

; @ Export Set-up File
LT;[S: thoousbtlirtcﬁcfﬁr;?tohné @ Extemnal roll -» Current roll
required icon. @ Extemnal rall -> Former rol
@ Feez Billing Export
@ General Staff Export
@ General Student Expart
@ Impart Set-up File
@ International Fee Paid To Import
@ Purge Completed Activities
@ Puge Leavers E
@ Purge Unaccepted Students from Admizzions Roll
@ FRecalculate Attendance Figures
@ School to School Export
@ School to Schoal Impart
@ Set Up Additional Staff for OTLS
| WStudent Detai
@ Student Mumber Import =

e Click @k Find Students

Enter the following information to locate Linda So

Student Search
wE O
General lF‘arameters ] D atex l Address ] Oither l [Wlul} l T Setz/Cohorts ]

Sumame/Ref. No. |50 Roll Status Farrner : ‘

e Click Find

Ol XML Export [
4% XML Export

@ This utility allows pou to generate an ML export file of students in the Common Transfer
Farmat [CTF).

Select the students that wou would like to export by uzing the Find Students button,

Fef. Sumame Preferred Name Crear Fuarm Date of Birth
357 [F) 5o iLinda 4 inaz ‘BJAN 2005
e Click Next

e Schools can elect to create a Full or Partial Export from the Student Details XML Export
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e Choose the Partial Export option

1 XML Export =
2% XML Export

ﬁ Thiz utility allows pou to generate an =ML export file of students in the Common Transfer
Format [CTF).

Yo must gpecify vahether pou would like to perform a Full Export containing all pozsible export sections, or
a Partial Export which may contain just the Attendance History or Behaviour sections. Y'ou must also select
the Destination Schaoal that will be receiving thiz file.
Export Type () Full Export Export Extended Student Infarmation
Export Medical Details

Ewport Extended Contact Information

Attendance Histony

"] Behaviour Records [Fetain on transfer onl)

&l Behaviour Recards

Destination Schaol — [/4093 - Marthamptan D.H 5. [=]

[ <« Prexious ] [ Export l [ Cancel ]

e Enter the Destination of Northampton D.H.S
e Click Export

e The export file should be Saved to the outbox

e Give the export file a name, for example West Coast DHS to Northampton DHS_Linda So

Network t n +
File name: West Coast DHS to Nothhampton DHS_Linda So - Save
Save as type: XML v] [ Cancel ]
e Click Save
e Click Yes to recalculate the Attendance figures
“Info ==
Export Complete. 1 pupil record(s) exported.
File can be found at//Chkeys\INTEGRIS\OUTBOKX\West Coast DHS to
Morthhampton DHS_Linda So.XML
e Click OK
e Close the Transfer window by clicking Cancel
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10.2Importing Student Data
10.2.1 Importing Student Data to the Current Roll

Activity

Admin > Utilities > School to School Import

,
© o somstoswmn e

RecentPlaces || Ravensthorpe DHS to West Coast DHS_Alan Grant

£ Tapping PS to West Coast DHS Joshua Burnett  :

Libraries

Computer

File name: Tapping PSto West Coast DHS_Joshua Bumett -

Lookin: |, INBOX - @
T LM
whe 5 . Student Nos

]

-

Files of type: ’Import Files {*xml)

[ ]
e Change Import into the Current Roll (as we have entered him onto that roll)
[ Import Transfer File
File Format |Comm0n Transfer Format [CTF)
Generated by |123a’458? |Tapping Primary Schoaol
tap to I'I 237567 West Coast District High Schoal
Impart key I M ational PN :
Import into ICurrent : Fall
Admissions Batch |na’s E
Year Group I Will be determined from Import File
Entry Date I
[ Replace all Contacts and related detail when updating existing Students
Match Students on UPM anly
Extended Checking
[ [i]4 il [ Cancel

Select the transfer file for Tapping PS to West Coast DHS_Joshua Burnett and click Open
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e Check Extended Checking (this ensures that possible duplicate records may be displayed)
e Click OK

The Extended Import Checking for Possible Duplicates window appears, showing any possible
duplicate students that the important function has found.

e Highlight the Similar Student shown
Select Import into the selected existing student record, retaining the existing core

details

Extended Import Checking for Possible Duplicates

The student(s] lizted below already exist within Integris with the zame date of bith and gender, and a similar name to one of the students
yau are importing. Pleaze examing the detailz of the student in the import file and the students held within Integris belaw, and indicate how

wou would like to proceed.

Student in Import File

PN 2123456710004
Sumame Bumett

First Mame Joshua

[Ciate of Birth 19AUG 2004
Gender I ale

Similar Existing Student(z) within ntegris

Gender Foll Year
Lurrent

Firgt Mame

Surmname

M ale

Action to be taken
() Impart a5 & hew student
(®) Import inta the selected existing student record, retaining the existing core details

() Impoart into the selected existing student record, replacing the core details with those from the import file

() Do not impart this student

Frint

e Click OK

Info @

Import Complete

e Click OK and Close

General > Student Details

e Check that Joshua Burnett's information has been
Attendance History.

updated and that he now has a Lesson
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10.2.2 Importing to the Admissions Roll

Activity

Admin > Utilities > School to School Import

-
@ Import School to School Transfer | = |
Lookjn: |, INBOX - @7 o
= . PM
v . Student Mos
Recent Places | Ravensthorpe DHS to West Coast DHS_Alan Grant
__ Tapping P5 to West Coast DH5_Joshua Burnett
Desktop
LiEraries
P 1
A
Computer
@
MNetwork
File pame: Rawvensthope DHS to West Coast DHS_Man Gr - Open
Fies of type: (Import Files (*mi) -] [ cance |

Highlight the transfer file for Ravensthorpe to Wes
e Select the Admissions Roll

e Click

e Enter the following

New Batch

Please enter tha name of the batch

2013 Term #

e Click OK

t Coast_Alan Grant.xml and click Open
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e Leave the Entry Date as TODAY

e Extended Checking option is ticked by default (Do not change)

File Format |Eomm0n Trangfer Format [CTF)

Generated by |'|23.-’45I3? |F|avensthor|:ue Diztrict High Schaoal

| Import Transfer File ==

Map to |123£458? “west Coast District High School

Import key [ Mational IPH v

Irpart inba Adrmizzions «|  Rall

Admizsions Batch |2D1 9 Tem i, w
“fear Group | will be determined from Import File

Entry Date 4FEB 213

[] Replace all Contacts and related detail when updating existing Students

Fatch Students on LPM only

Exrtended Checking

ak. Cancel

e Click OK

Info @

Import Complete

e Click OK at the conclusion of the import process
e Print the import log to the screen

At school, this information could be saved as a hard copy of the import routine.

e Close the Import Log and Utilities
e View Alan Grant’s records on the Admissions Roll.

e Check the Movement History i
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11 User Defined Information

Within student records there is a section called UDIs. This is used for storing any information
specific to your school that does not already have a field in Student Details. It could be anything
from Student Photo Publication Permission to SmartRider Permission. Any Student fields that you
set up as a UDI can also be used to report on and find students.

It is also possible to set up and maintain Staff and School UDIs.

11.1Creating a UDI

Note: To create a UDI, it is necessary to be in Single User mode.

We wish to create a UDI field to record whether students have permission to use the internet at
school.

Activity

File > Single User Lock

Single User Lock

E| Enter Pazzword

I Cancel I [ ak l

e Enter your password

Locked Message

Enter the message you would like to appear when another user attempts to
log an ta the spstem.

Integriz and remote web services are cumently unavaiable while
maintenance work is carmed out.

Enter how long you expect the spstem to be locked for, (1.00  hre

l View Users I I ok J

If other users are logged on to Integris, their details can be displayed via the View Users button
so that the administrator can ask them to exit the system.

e Click OK
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General > Control > UDI Definitions
[ UDI Tables ==

School DI Staff UDI Student UDI - Miscellaneous

e Double click Student UDI
e Right click in the white pane under the Field Name heading

Edit UDI Table

Table name | Student LD

Description | Student LID| Definition

Field Mame | Field Type
1 P‘SP 11 mokeun
2 | carcenn I
3 |Cd Add Lockup Yalue

e Select Add Field
e Enter the Field Name: Internetaccess

|nternetaccess

Note: Field Names cannot have spaces.

e Press <Tab>
e From the drop-down menu, select Lookup

52| Intemetaccess Lookup e ﬁ?
|

e Click Edit

e Type Yes, <Tab>, No. <Tab>, Restricted (See Student’s File)

Lookup ltems

Field name |Intemetaccess

1 e
2 Mo
3 Resticted [See Shudent's File)

ak. Cancel

e Click OK
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e Enter: Internet Access in the Description field
e Check the Index box

Intermet Access ™2

e Click OK

Warning E3

-

f 1 The UCI fields cannot be deleted once they have been created.

>
~ Do you still wish to create the defined fields 7

e Click Yes

Note: While a UDI cannot be deleted, it can be edited or disabled.

To return to Multi-user mode:

&

e Click

e Select Restore Multi-user

Single User Lock
El Enter Pagsword | =
[ Cancel ] [ QK. l

o Type your password
e Press <Enter> or click OK
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12 Speed Edit

Admin > Speed Edit

Speed Edit enables users to edit a number of student records at the same time in order to make
the process faster. Speed Edit can be used to allocate House Factions, Current Forms,

Acceptance Status, PG1 Fees Billers, Health cards and much more.

Activity

Speed edit the UDI Internet Access for all students in Year 6

e Select **Student UDI Fields** from the Area menu

Speed Edit
Area
|** Student DI Fields = [=]

DI Field

|Internet Access El

e Find

Roll Status W
“ear Group ﬁ
Farm 15
Housze g
Group Type g
Group ~hig

e Select Internet Access from the UDI Field menu

! and select the Year Group 6

Click Find, Select and Yes
Click on the New Value drop down arrow to view the Lookups

MHew Walue |

[=]

Mo

Yes

Resticted [See student's file)

Highlight some of the students and select Yes

Mew Value |Yes

[=]

e Click Save and Yes

e Click Apply Changes

e Highlight some of the students and select No

e Click Apply Changes

e Highlight some of the students and select Restricted (See student’s file)

e Click Apply Changes
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Some students have not provided their Vaccination Schedule to the school. Speed Edit may be
used to flag those students who have not yet provided evidence of their Vaccination status.

e Select the **Student UDI Fields** from the Area menu
e Select the Vaccination Schedule from the UDI Field

Speed Edit
Area LD Field
** Student UDI Figlds = [+ I‘v"accination Schedule |=l
Click

Select all the student on the Current Roll
e Click Find, Select and Yes

e Click on the t | tab
( Speed Edit
Area LD Field

“ Studert LIDI Fields ** v IVaccination Schedule v | S
Select Al Deselect All Invert Selection nis

Walue

879 Alkitik, Maria Mot provided

SEE Allen, Penelope Fully Completed
800 Allen, Tamara Fully Completed
846 Amber, Kyle Fully Completed
290 Amber, Kylie Fully Completed

Mat provided

Mot provided
T8 Andrews, Luke Up to date
4 Andrewes, Rachael Mot provided
5 Angus, Sally Mat pravided
E Antanello, Mark Mat pravided
878 Armrawsmith, D avid Fully Completed
a3 Armrowsmith, William Mot provided
7 Aszpinall, Simone Mot provided
1 Atking, Aaran Mat pravided
820 Awery, Charmaine Mat pravided o
Mew Walue v v Close Save
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e Select Not Provided from the New Value menu

Mew Walue

[4]

v ]

Fully Completed
Mo - medical
Mo - abjection

L] »

1

e Click Apply Changes

Speed Edit
Area U0 Field
* Student UDI Fields ** v IVaccination Schedule v | &
Select Al Deselect Al Inwert Selection Blanks n's
Ret. Student Mame Walue Status
7ES Whard, Guy Mo - objection S
798 Ward, Simon Mot up to date
386 Watzon, Tomm Mat pravided
387 welsh, Louis Mot provided
803 wiest, Thy Up to date
388 Wheeler, Margaret Mot provided
290 ‘willianns, Katie Mat provided
ezl | Williams, Sandra Mat pravided
383 ‘Wwilliarns, Tenille Mot provided
TE1 williett, Elizabeth Mot provided
211 Winter, Annette Mot provided
392 Yeoma, Bobby Mat pravided
393 Young, Eileen Mat pravided
334 Yuppy. Travis Mot provided
395 Zanadu, Paul Mot provided
396 Zilker, Suzan Mot provided
397 Zione, Koby Mat pravided
Zip, Michellz Mat pravided
Mew Yalus Clase Save
e Click and Yes
Warning 29
Are you sure you wish to save the modifications?
l Yes J [ Mo
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Country of Birth has not been recorded for most of the students in Year 2. Speed Edit their
records to show their Country of Birth.

e Select Country Of Birth from the Area drop down list

Speed Edit
Area
Coauntry of Birth Iz‘

e Find all the students in Year Group 2

Current :
2 :

Mot specified -

e Click Find, Select and Yes

Speed Edit

Area

|Counlr_l,J of Birth |Z|
’ Select Al ][ Deselect All " Invert Selection ” Blanks “ nés ]
Ref. Student Mame Walue Status
800 Allen, Tamara Mot specified -
846 Amber, Kyle Mot specified
822 Conchi, Cherie Ann Mat specified
755 Davies-Slate, Candice Australia
TIE De Jong. Sebastian Ausstralia
808 Dean, Troy Auistralia
844 Fava, Kiystal Mot specified
o889 Green, Thy Auztralia
802 Mchlindon, Tanwa Mat specified
816 Pauley, Candice Mot specified
847 Rafferty. Paul Mot specified
824 Rogers, Conan Mot specified
876 Schmidt, Hannah Mat specified
734 Sharp, Sarah Mot specified
843 Simpson, Bermadette Mot specified
251 Smith, Steven Mot specified
048 Thome, Tina Mot specified
a1 WWinter, Annette Mat specified

Mew Value |z| [ v ] [ Close ] [ Save
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e Highlight Kyle Amber

| Selctal | Dessiectan | Blanks | nss

Ref. Student Mame W alue Stabuz
ann iallen, Tamara {Mat specified -
B4E Amber, Kyle Albaria

g2z i Conchi, Cherie Ann i Mot specified

755 iDavies-Slate, Candice iAustralia

e Select Albania from the New Value menu

MHew Value |Z|

Adelie Land [France]
Afghanistan
Aland |zlands

e Click Apply Changes
o Cligk [t sesin

[ Select Al " Deselect Al ]

Blanks “ n's

Ref. Shudent Mame Walue Status
Bllen, Tamara

tmber, Kyle
[

e Select Australia from the New Value menu

Mew Walue Albania lz‘

Argentiniah Antarctic Teritory
Armenia
Aruba

e Click Apply Changes

e Click Save and Yes
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12.1 Ad Hoc Reports

Admin > Reports > Ad Hoc Reports
Users can create their own reports using Ad Hoc Manager.

Highlight the Ad Hoc Reports folder and click on the | AdHosManager | tt0n that appears on the
right-hand side of the window. The Ad Hoc Manager window opens.

j/ AdHeoc Manager IEI

=== . . . . -

O
aonn
B
0
)
&
W
0

Book 'week Labels Medical & C... RockBand... OutofArea Update Beh... Rottnest Trip...

¢
0
i

State Archiv... Vaccination ... “accination ... Proposzed Fo... Propozed/C...

To create a new report, click on the Ad Hoc Wizard. # This will take you through the Ad-Hoc
Wizard function, asking you to select what data you wish to include in your report and how you
wish to sort it. Once you have progressed through all the Wizard windows you will be asked to
create your report. This takes all the fields you have specified and displays them in the design
window, enabling you to make changes to the layout of the report:

] Ad-Hoc Report Designer = @
Aial =0 [= F-Frpovoklée
| Q D ES Partrait |Z|
rChart_1024 -
rAdHocTemplate_Header -
Fage header
Form Name: Surname Hame: First Name UDL Internet Access
I
Hecmdt Darm Mame: Surname Mame: First Mame UDI: Internet Access
i
nt StuFirsthlame Footer sub3
dent StuSurname Footer sub
fClass.ClsDesc hooter subl
Page foater FooterT ext
tot
Tatals| §
I
Fl [ 3

It is here that field lengths can be extended, text styles can be changed and fields can be
rearranged and added to change the whole layout of the report.

Closing the design window saves the set-up and brings you back to the Ad Hoc Manager window
where all the reports created will be displayed.
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o
o

Use the

* *== puttons to change the view of the Ad Hoc Reports.

& Modify Report

<

<% Copy Selected Report

& Rename Selected Report

} AdHoc Manager @

FE|IEED B& &
Feport Hame Description Created Modified
BOOk WEEK. Book WwWeek 8JaM 01 00:00:00 194PR 01 1 .
LARELS Labels 194PR 01 00:00:00 19APR O (
MEDICAL & COMTAL Medical & Contacts 194PR 01 00:00:00 194PR 01 (
ORCHESTRA COMT:Rock Band Contacts 22 4PR 00 18:05:30 194PR 01 (
OUT OF ARE& Out of Area ZZ5EP 99 123110 194PR 01 1
RESETbehaviourD al: Update Behaviour Incident Data 17 DEC 07 08:45:15 17DECO7 (
ROTTHEST TRIF  iRattnest Trip Contacts 16 JAM 03 10:09:24 1E5.JAN 03 1
STATE RECORDS [ State Archives Report 11JUL 11 11018 1140811 1
Wal SCHED DOE 0% accination Schedulz DOE on or before 30 June 2007 128 JUWN 12 14.35:65 28JUN 121
VaACINATION Waccination Schedule DOB on or after 1 July 2007 28 UM 12 14:3554 28JUM 12 1
YEAR EMD Propozed Form & vear Z20DEC 02 12:21:55 20DECOZ -
YR EMND Proposed/Current Form & 'ear 20DEC 02 12:22:25 20DEC D2 -

Note: It is a good idea to copy a report and give it a new name before making any changes.

Once reports have been defined, they are run in the same way as standard reports.

Open the Ad Hoc Reports folder
Highlight the report to be printed

3  AdHoc Reports

-C%? Book week

ﬁ Labels

-C@ bedizal & Contacts

@;’ FRock Band Contacts

@ Ot af Area

(%? Fottnest Trip Contacts

@3’ Spare Clazs list

-@ Test Test

-C%? Propozed Form & Year

-@‘ Propozed/Current Farm & Y'ear

[ )
e Select students or load a saved query
e Print the report

Use New Query to load the Student Search window
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Activity

Create an Ad Hoc report displaying student’s names, Forms and the UDI Internet Access.
Sort by Form and display each form on a separate page.

e Click on the text for Ad Hoc Reports

< Reports =
) &
[0 General Reports -
&1 Aol Repots Ad-Hoc Reports
1 FomLists Monday, 11th January 2016
Check List
= Fek bR ) ({""1 Create reports to your own specification, containing
[0 Saved Check Lists . your choice of the available student information.
[0 Graphs 4
[1  Moritoring Reports . Save the report with a name of your choice for easy
[ Addess Labels repeats of commaonly-used reports
(O Ewports View the report you have created in the Ad Hoc
1 Staff Reports Designer, and change layout and effects for optimum
@ appearance
G 1 Export your Ad-Hoc reports for 2l Hoo M
ji - 1 -;.: others to use EERaNCeE)
’ =y
1 . 1.7
Print ] [ Cancel ]
e Click Ad Hoc Manager
e Click Ad Hoc Wizard |#
e Enter the following information
[ AdHoc Report Wizard =

Report Hame

Description

Welcome to the AdHoc Report Wizard

[INTERMET ACCESS

Report frea
@ Shudents
Staff

Schoal

8¢
i

[ Internet Access Pemmission

Report Format

@ Simple Fepart
) Marmal Fepart
() Expaort

0 Labels

< Back Mext > l ’ Cloze

e Click Next
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e Check the following fields:
oForm
oName: First Name
oName: Surname
oUDI: Internet Access
o Click Next
e | eave the Selection Criteria as ALL
e Click Next
e Select the following Print/Sort Options:
Print # Sort Optiong
Field | & [Sot | av|Total |Page
Farrm 1 PO N O I
Marne: First Name 3 - | @ | B
Marne: Surnarme 2 - | @ | B
UDI: Irternet Access i} - |3 ||\

Note: Normally a Page break would be used for Form or Year for this type of report.

e Click Next
e Highlight Name: Surname and click Up to select the following print order

Prrirt Order Either - uge the buttons below to move
Farm L
Mame: Surmame

Mame: First Name

DI Intemet Access

the zelected field to the required position

Or - drag and drop the fields inta their

corect pogitions in the list bos to the left.

e Click Next
e Click Create

The Ad-Hoc Designer window opens

e Click the Form column header once (in bold)
e Change the font size to 12

e With Form still selected, click Text Colour i
e Double click and remove Name: from Name: Surname and Name: First Name
e Continue to format the remaining column headers if required
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:,D':er i Mame: Surname i Mame: FirstMame ¢+ DI Internet Access

e Close Ad Hoc Report Designer and Ad Hoc Manager
e Open the Ad Hoc Reports folder
e Select the report Internet Access Permission

& Reports IEI
k) 8 W o=
1 Staff Reports o Titles
(2 Custom Reports Main Title |Internet Access Permission
£  &dHoc Reports
& Book Week Fage Foaoter |

ﬂ Labels

@ Medical & Contacts

@ Ot of Area

@ Proposed Faorm & Year

@ Propoged/Current Form & Year
@ Fiock Band Contacts

K | Select
@ Rottnest Top Contacts
@ State Archives Report Iz‘ M]
5 | lndate Dahavicnr lncidant Mab:
4| 1 2

m

Print ] [ Cancel

Click New Query

Find the Year Group 6 students
Click Find Select and Yes

Print the report to the screen
Close

Note: To make any further changes, close the report and return to Ad Hoc Reports > Ad Hoc
Manager. Double click on the report name to open it if you wish to modify the report.
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13 Groups

Groups of either staff or students can be set up so that it is easy to identify who are attending
excursions, what clubs people are affiliated with, or for grouping students for assessment.

Groups are categorised under Group Types which are set up within Parameters > Group Types.

13.1Group Types

Activity

General > Parameters > Group Types

e Right click in the Group Types list
e Select Add New Parameter

| Group Types (=3
= A=
Description Active
2018 Music EYES
2018 Excursions YES
2018 ESLD rES
2018 Spartz irES
2018 After Schoal iTES
2018 Committees YES
2019 After Schoal TES
2013 Committtees iMES
2019 ESLD wES
2015 £ Go to First Record ES
C
M Go to Last Record ES
Find Parameter
‘% Add Mew Parameter
3 Toggle 'Active’ state Lz
Cloze

e Enter 2019 Camps and click OK

Dezcription

2018 Mugic

2018 Excursions
2018 ESLD

2018 Sportz

2018 After School
2018 Comimittees
2019 After Schoal
2013 Committtees
2019 ESLD

2013 Excurzsions
2019 Muzic

2019 Sparts

2019 Camps

Active
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

e Close Group Types and Parameters
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General > Groups

e From the Group Types menu, select 2019 Camps

1 Groups =

Groups Students
Group Type

| 2019 Camps w

Ref. No. .Sumame _Filsl Mame _Eunsenl

=< B

2019 After Schoal

e Click Add Group

e Enter a Group Description and check Parental Consent required

Add / Edit Group

Graup Type | 2019 Camps v

Group Description |Year 8 Rottnest [gland

Parental Conzent required

(1].4 LCancel

e Click OK

e Highlight the Year 8 Rottnest Island and click Add Members on the right
e Find the Form Year 8.1 students and select some of the students

e Highlight most of the students in the list and click Parental Consent given il

| Groups (=]
Groups Students

B e Ref. Ho. Surname First Name Consent E3

| 2018 Camps v 896 Allen David Y
9 Eandy Tamara Y |
14 Bizhop Alecia A
16 Blake F.eira Y k'
20 Batt Lara Y ;
46 Del-Prete Brayden Y =
64 Evans D ayha e N
76 Gaunt M atalis N
101 Jury Brad N
114 King Jared Ny
126 Furby Dale Y
137 Leoncia Jayriee A
151 Lirely Micaole A
156 Lucew Michael Ny
181 Medirthur Aimee Ny
206 Marneron Thomas M

< > é
(@) Student () Staff

e Delete El from the list those students without parental consent

e Print %I the list of students on the Rottnest Island camp to screen
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Add a second Group Year 10 Coral Bay and again check Parental Consent required

e Click OK
Add / Edit Group

Group Type | 2019 Camps v

Group Descrption |Eora| Bay

Parental Conzent required

0K Cancel

e Add some Year 10 students to the Coral Bay group
¢ Indicate that these students have parental consent
e Print %I the list of students on the Coral Bay camp to screen
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14 Review Maintaining Students Records
14.1 Start of Day Two

Activity

Complete each of the following tasks and make a note of the pathway taken.

1. Lynda Miller’ is on the Admissions Roll and has been accepted as a student at West Coast
District High School. Edit her record to mark her as accepted, allocate her to a form (Room
1) and move her to the Current Roll.

2. Move Kevin Istan to the Former Roll. He is leaving TODAY and going to Bunbury Senior
High School.

3. Export Kevin Istan’s records so his data can be sent to Bunbury Senior High School

4. Print emergency contact information for Doyen Bailie.

5. Three students in Form 8-2 have not been allocated to a House. Use Speed Edit to put
them into Houses.
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15 Mail Merge

Integris provides users with a letter writing facility as part of the Student, School and Staff Details
sections of the software.

There are two ways that Integris can create mail-merged documents.

Option 1

The first is by way of using mail merge fields available through the database. The Integris
database is supplied with a mail merge function whereby certain administrative details such as
student’s names and addresses can be dynamically embedded into a MS Word template. These
can then be saved as school letters. The letter templates are created before using the Send Letter
function in Student Details.

Option 2

The second waly is to create an export file, which then allows users to use the MS Word mail
merge functions to create their letters or other documents such as address labels, by linking to this
exported data.

Selecting Students and Merging System

When you are ready to send a letter, decide to whom the letter will be sent. If the letter is to be sent
for one student, load their records in Student Details. If the letter is to be sent for a group of
students, use the Find Student function in Student Details to create a browse set of students.
When the user has selected the student/s in Student Details and the Send Letter button is clicked,
a Mailing Options window is displayed.

Mailing Options

Single student
Create letters for all students in the browse set

Create a letter for the current student oy

terging system

@ Send letterds bo "Word' using & " kst termplates

Produce a CSY file for use in a subsequent mail-merge

Send to all Contacts marked as Family Mail Marker

[ 0K ]| LCancel |

Make selections as appropriate. If using the .kst method, the template has to be created prior to
clicking Send Letter.

J]iSend ta all Contacts marked as Farnily Mail Marker

Letters to be sent to all contacts flagged as Family Mail Markers:

If *.kst file merging is being used, this may result in multiple copies of the letter being produced for
each student, e.g. if more than one contact is flagged as Family Mail Marker. If a *.csv file is being
exported, several record lines may be included in the file for each student (one for each Mail
Marker contact). In this regard, tick the Family Mail Marker box to only have letters sent to the
Parent/Guardian flagged as such.
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Note: Other Contacts can be flagged as Family Mail Markers as well as Parent/Guardians.

The Family Mail Marker field should be enabled if letters are to be sent to the person at this
address. If you use this field, make sure you complete the Salutation. Enter the salutation that is to
be used when writing a letter to this person. It is also displayed on some reports.

If a student has details of both parents recorded, with only one parent/guardian nominated as a
family mail marker. The salutation field will need to be completed for the nominated parent e.g. ‘Mr
and Mrs Allen’. This will be available as a mail merge field to start a letter “Dear Mr and Mrs Allen”.

Note: If letters are to contain Family Mail Marker information then the letter template must
contain ‘Addee’ fields and the box ticked for ‘Send to all contacts marked as Family Mail

Marker’ (see screenshots below).

AddresseeName =tddesllame=
AddresseeFirsthame =tddesfirsttiame=
Addressee Mobile =Addeemobile=
Addressee Email Address =AddeaEmail=
Addresseesurname =addessumname=
AddresseeSalutatio =AddeeSalutation= These fields are updated when "Send
Addressee Telephone 1 =AddeePhoneT1 = to Family Mail Marker" is selected.
Addressee Telephone 2 =AddeePhoneT2=
ldress (Block) =tddessddress=
AddresseeAddress (Split) =tddesaddshonBlock=
=AddeeAddTown>
=AddeeAddCountyState>
=AddeeddPastCode=
=AddeeAddCouniny=
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15.1 Mail Merge: kst format

Using the kst method, the user creates a letter template prior to selecting contacts to which the
letter will be sent. This method is useful for printing small numbers of letters. If letters are to be
merged for a large number of students, use the Export method (Option 2).

Creating a kst Template

e Open Microsoft Word

e Click Open Document =
e Navigate your way to the K:\Keys\Integris\MMTPL\Letters folder
e Open the Student.kst document that is supplied with the software.

RM Management Solutions I{m

Integris Student Mailing Fields

| 30 June 2015 {note — this is a Word Date field. It can be used in your letier templates)

Known Name(UK) <KnownMame=
Preferred Name(Australia) =Preferrediame=

First Name =FirstName=

Second Name Mew! =SecondName=

Surname <Surname:=

Legal Surname <LegalSurname=

DOB =D0E=

Age <Age=

Year/Class (UK) <Year/Class=

Year/Form (Australia) <Year/Form= Student Details
Class (UK) =(Class=

Form (Australia) <Form=

Class Tutor 1({UK) =Tutori=

Class Tutor 2(UK) <TutorZ=

Form Teacher 1{Australia) <Teacheri=

Form Teacher 2{Australia) <Teacher2=

Year <Years

This can be used to copy merge fields into the letter template you are creating.

e Open a new Microsoft Word document

This will be used for the letter template.

e Type the body of the letter.

e Enter the merge fields for your letter template using the field names in the Student.kst
document for any Integris fields you want included in the letter.

e Save your document with .kst extension in quotation marks, for example “Student Letter.kst”

This letter template should be saved to an appropriate folder within your school network, for
example to a shared drive where all templates are stored.

When the template is complete, it will be available to all users with access to the drive where the
template is stored.
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Note: When creating .kst Templates, users are advised NOT TO USE Numbered Bullet lists
as these will cause the Template to be corrupted. Numbers must be typed in, rather than
inserted using Numbering or Bullet Lists. This issue is with MS Word kst Templates.

15.1.1 Creating a kst Template

Activity

A copy of the sample transfer note can be found in the Administration Manager — Supplement.

e Navigate to My Computer - C:\Keys\Integris\MMTPL\Letters to open Student.kst

e Minimise the Student.kst

e Open the document Sample Transfer Note also located in
C:\Keys\Integris\MMTPL\Letters

Text has been entered but the merge fields need to be added.

e Type Previous School above the black line
e Copy <PrevSch> from Student.kst and paste it at the top of your Transfer Note

West Coast District High School

Previous School <PrevSch=

TRANSFER NOTE

The following student has enrolled af this school.

SURNAME:
FIRSTNAME:
DATE OF BIRTH:
NEW ADDRESS:

Note: The Previous School field comes from the Movement History record for a student. If
a Movement History has not been added against the student, the field will not populate.
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West Coast District High School

Previous School <PrevSch>

TRANSFER NOTE

The following student has enrolled af this school.

SURNAME: <Surmamez
FRSTNAME:

DATE OF BIRTH:

NEW ADDRESS:

Note: When typing in merge fields, they must appear exactly as they appear in
Student.kst.

e Continue to copy and paste, or type merge fields into your transfer note (Hint: Use the
example in the Administration Manager Supplement on page 23).

e When all merge fields have been added File > Save As
e Enter the file name as "Transfer Note.kst"

File name: | RICHBECANEOUES v
Save as type:  Word 97-2003 Document (*.doc) v

e Click Save
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15.1.2 Using the kst template to create letters

Activity

General > Student Details

Send Transfer Notes for the students who started at West Coast District High School yesterday.

e Find # the students who started yesterday

e Click on the Dates tab

e Enter Yesterday’s and Today’s date in the Entry Date From and To fields
e Click Find, Select and Yes

Student Search

W o d

General] Parameters Dates lAddressl Dther] upl l T Sets!Cohorts]

|Date of birth range |Z| [ to |

Birthday [Day. Morth, vear) | g El |

Fram To

Entry D ate | |

Click Send Letter &
Select the following options

Mailing Options

G records in the browse set

terging aystem

@) (Create letters for all students in the browse sef;

) Create a letter for the current student only

@ Send letterds bo "word" using a " kst template

~ Produce a CSY file for use in a subsequent mail-merge

[]5end to all Contacts marked as Family b ail Marker

Ok l l LCancel
e Click OK
e Select Transfer Note.kst
e Click Open
Option

Do you want to send details of this letter to the Student's activity log.

e View the Transfer Notes before you click Yes to this message

e Close the Transfer Notes

e Click Yes if the Transfer Notes printed as expected.
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Note: If there are problems with the merged document, you can close and re-open the
original to make any corrections before running the mail merge again.

DO NOT CLOSE WORD

i
e Click Student Activity |
e View the new student’s records
e Close Student Details
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15.2Mail Merge using CSV format

General > Student Details

The second mail merge option is to create an export file, which then enables users to use the MS
Word mail merge functions to create their letters or documents. This method is faster than the .kst
method when creating merged documents for a large number of students.

Find the student/s to which you wish to send a Letter

This creates a browse set.

e Click Send Letter & in the Student Details window
The Mailing Options window opens.

Select the CSV option

terging syztem
() Send letter/s to "word" using a " kst template

@ Produce a C5Y ble for use in a subsequent mall-renge;

e Click OK
-
@Enterﬁlename [=]
Savein: || OUTBOX ~- @F = m-
I Mame = Date modified Type
el [:|EMPSTART.CSV 11/11/2013 9:28 AM  Microsoft Excel C..
Recent Places gt sTypnOTN.CSV 11/11/20139:29 AM  Microsoft Excel C.
Desktop
wi=n}l
Libraries
A
Computer
@
Metwork J il G
Save as type: ['_csv v] [ Cancel ]

e Name the file and save it to an appropriate location
e Click OK

You have now created a file that can be used in Microsoft Word, or other word processing
packages, to create forms, letters, labels or other merged items.
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15.2.1 Creating an Export (.csv) File

Activity

General > Student Details

e Find & the Senior Choir

Student Search

Wi O
General lF‘alametelsl Datesl.&ddress] Dther] Ui l T Sets.-’Cohortsl

Surname/Ref. Ho. Roll Statuz Current W
Frefermed M ame ear Group . v
First Mame Form 15 v
Legal Surnarme House ~hidg- L

Group Type 219 Music W

Group 2019 Senior Choir W

Contact Surname

Global Name Search Terms in 5 chool

(@) Mot Specified

|.~'-‘-.II Mames [Excluding Histary) w

[] Show Inactive Parameters in Dropdown Lists Close

e Select All the students from the list

e Click Send Letter &
e Select the following options

Mailing Options

33 records in the browse zet
(®) Create lstters for all students in the browse set

() Create a letter for the current student only
terging system
() Send letter/s to "word" using a " kst template

(®) Produce a C5Y file for use in a subsequent mail-menge

[#]i5end to all Contacts marked as Family bail Marker:

ak Cancel

e Click OK
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Note: The file will default to save in the Integris Outbox, however you can save it to your
desktop or any other location.

Enter file name 2]
Savein | DUTBOX 5 e N = e

Dezktop

My Documents
g B
L T
Wy Camputer
| File hame: ISenior Chir j Save I
Save as lype: I*.csv j Cancel |
i
e Give the export file an appropriate name
e Navigate to your desktop
e Click Save and OK
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15.2.2 Creating a Mail Merge Letter in Word — Using Letters

Activity

A sample letter can be found in the Administration Manager Supplement on page 22.

e Open a new Microsoft Word document
e Click on the Mailings Menu

Wid -0l
Home Insert Page Layout References Mailings
Envelopes Labels | Start Mail Select Edit Highlight Address
Merge = Recipients = Recipient List | Merge Fields Block
Create Start Mail Merge

e Click on the small arrow at the bottom of the Start Mail Merge icon

— T

= @~ i
Start Mail Select Edit High
Merge ~ | Recipients ~ Recipient List | Merg
2 Letters
= E-mail Messages
=1 Enyelopes..
Q Labels...
E Directory

rﬁ| Hormal Word Document

ls]  step by Step Mail Merge Wizard..,

Select Letters

Click on Select Recipients and choose Use Existing List

Select
Recipients =

Edit
Recipient List

Highlight
Merge Fields

E Type Mew List...

=]

Use Existing List...

Select from Outlook Contacts...

Browse to the csv file on your desktop

(]

QU

Select Data Source

[ oo

Organize «

Mew folder

[El Microsoft Word L

2] Senior Choir
¢ Favorites
BE Desktop
& Downloads

m

c
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e Highlight and Click Open or Double Click
e Click the Edit Recipient List icon

Edit
Recipient List

f ™

This is the list of redpients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source |7 Sumame ~ | FirstMame w | EMail | PrefemedMame w | Legals -
ChlUsers\dmathie... Aspinall | Simone | Simone
C\Users\dmathie.. [V Bennett Tracey Tracey Benne
C\Users\dmathie.. [¥ Bloggs Merika Merika Blagg
C\Users\dmathie.. [¥ Braddon Braydie Braydie Bradd
Ci\Users\dmathie.. [¥ Busuttil Sacha Sacha Busuti
CAUsers\dmathie.. [¥  Busuttil Sacha Sacha Busutl
C\Users\dmathie... [¥ Campbell Ashleigh Ashleigh Camp
Ci\Usersidmathie.. |[¥ Carless Matthew Matthew Carles _
= T
Data Source Refine recpient list

C:\Users\dmathieson'Desktop! . ‘%l Sort...

3] Filter...

7_‘_-_9 Find duplicates...
_| 423 Find redpient...

Validate addresses...

Click OK for all recipients or select those required

You are now ready to start creating your letter

Place your cursor where you want the first address line in your document to appear
Click on the small arrow at the bottom of the Insert Merge Field icon

|2 Rules ~
9% Match Fields
i

#] Update Label

PreferredMame
FirstName
Surname
Legalsurname
DOE

Form

Teacherl
Teacher2

Year

All available Mail Merge fields will show in this list.
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Click on AddeeSalutation
Move your cursor to the next line

Click on AddeeAddL1

<€§%' 4
Preview
Results

‘@_ﬂ‘wa !

Preview
Results Q/ Auto Check for Errors

If there are mistakes in your letter:

When you are happy with your letter:

e Click on Finish and Merge
e Select Edit Individual Documents

By

=i
[,;._I
Finish &
Merge =
L3  EditIndividual Documents..,

g Print Documents...

»'"_i Send E-mail Messages...

e Click OK for All

-
Merge to New Document @I&J

Merge records

o

-

() Current record

() From: To:

4

e View your merged letters
e Close the letters but do not close word

Click on the small arrow at the bottom of the Insert Merge Field icon

Use the Sample on Page 25 of your Admin Manager Supplement to type a short letter for the
Choir activity and insert all the Mail Merge fields as displayed.

e Click Preview Results when you have completed your letter

e You can preview other letters by scrolling through the recipients with the scroll arrows.

e Click Preview Results again and make any changes required
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15.2.3 Creating a Mail Merge Letter in Word — Using the Mail Merge Wizard

Select Step by Step Mail Merge Wizard from the Start Mail Merge Icon

FENDEL DD

Merge = |Recipients = Recipient List
Letters

E-mail Messages

Enyelopes...

Labels...

Directory

Mormal Woard Document

Step by Step Mail Merge Wizard...

Edit Hig

The Mail Merge Wizard will open on the right hand side of the document

Mail Merge v X

Select document type

Step 1of 6

What type of document are you
working on?

@ Letters

) E-mail messages
1 Envelopes

) Labels

() Directory

Letters

Send letters to a group of people.
‘You can personalize the letter
that each person receives.

Click Mext to continue.

% MNext: Starting document

Select the document you require and Click on Next: Starting document

Step 1of 6

& MNext: Starting document

Click Next: Select Recipients

If you are accustomed to using the Mail Merge Wizard available in Word 2003, the same
Wizard can still be used. A summary of those steps are outlined below.
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Ensure Use an Existing List is selected and click on Browse

Mail Merge hd

Select recipients

=

@ Use an existing list
() Select from Outlook contacts
() Type a new list

Use an existing list

Use names and addresses from a
file or a database.

3| Browse...

@ Editrecpient list...

Step 3 of 6

B Mext: Write your letter

4 Previous: Starting document

Navigate to where you have saved your data source and Open the file

=
Select Data Source

Organize * Mew folder

Microsoft Word

0 Favorites

[ Desktop
& Downloads

m

MName

%'] Senior Choir
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e View your Recipient List and select the recipients required and click OK

i ™

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

Data Source |7 Sumame | FirstMame w | EMail w | PrefemedMame w | Legals -
Ch\Users\dmathie... Aspinall | Simone | Simone

C\Users\dmathie.. [V Bennett Tracey Tracey Benne
C\Users\dmathie.. [¥ Bloggs Merika Merika Blegg
C\Users\dmathie.. [¥ Braddon Braydie Braydie Bradd
Ci\Usersidmathie.. [¥  Busuttil Sacha Sacha Busut
Ch\Users\dmathie... |[¥ Busuttil Sacha Sacha Busut
C\Users\dmathie... [¥ Campbell Ashleigh Ashleigh Camp
CaUszers\dmathie... |7 Carless Matthew Matthew Carles i
;D .. — o IR -—
Data Source Refine recipient list

C:\Users\dmathieson'Desktop’ » | 4| Sort..

U= Filter...

{1 Find duplicates. ..
L Find redipient. ..

Validate addresses...

e Click Next: Write your letter

Step 3 of 6

B Mext: Write your letter

@ Previous: Starting document

e To Insert Mail Merge Fields click on the link to More Items

Mail Merge - X

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to
your letter, dick a location in the
document, and then dick one of
the items below.

5 addressblock...

B Greeting line. ..

|E§ Electronic postage. ..
E’E More items...

When you have finished writing
your letter, dick Next. Then you
can preview and personalize each
recpient's letter.

Step 4 of 6

% Mext: Preview your letters

4 Previous: Select redpients
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e The available fields will display

i ™
Insert Merge Field LME
.

Insert:

(") Address Fields (@ Database Fields
Eields:
Preferrediame -

FirstMame (i
Surname I
LegalSurname

DOB

Farm

Teacher1

Teacher2

Year

Reference

StuGender

Prevsch

EntryDate

DestSch

Leavelate &

[Match Fields... ][ Insert ][ Cancel ]

Note: Fields can be inserted by double clicking or highlighting and clicking Insert. If you
need to re-position your cursor in the document, you must close this window, move your
cursor and click on More Iltems again.

Once you have inserted all your items and typed your document:

e Click on Next: Preview your Letters
e You can scroll through and view all recipients’ letters or edit the recipient list at this point.

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, dick one of the
following:

Recipient: 1

23 Find a recipient...

Make changes

You can also change your
redpient list:

T Editrecipient list. ..

Exdude this recipient

When you have finished
previewing your letters, dlick
Mext. Then you can print the
merged letters or edit individual
letters to add personal comments,

e If you find errors, click Previous: Write your letter

Step 50f 6
% MNext: Complete the merge
4 Previous: Write your letter

e This allows you to return to the previous page to edit the letter.
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e If you are ready to finish the Mail Merge:
e Click Next: Complete the merge

Step 5 of 6

% Mext: Complete the merge

4@ Previous: Write your letter

e Letters can be printed at this point. If you wish to open the letters as a new document:
e Click on Edit individual letters

Merge

2 Print...
47 Edit individual letters...

You can open All Letters or select particular letters if you know which recipient you wish to edit.

(@ ™
Merge to Mew Document lilﬂ

Merge records

() Current record

() From: To:
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16 School Details

General > School Details

The School Details window is very similar to that in Student Details and some of the icons are
the same. The main tools within School Details are:

Display school

details summary
AN

Maintain information
about additional

Send a letter

/

email

Send an

Set up timetabling
periods

;-ﬁ/
\

Set up and
maintain the

School user-defined

sites
/
Edit school
details \
F 9 b i =
Maintain / \
directory of
contacts
School information
activity log

Print school
details

school diary

Edit School Details 7 enables the user to maintain details in all areas of the school’'s details.

Activity

View each of the following windows in School Details.

e Sites =
e Directory

e School Activity
e School Diary

e Timetabling Periods
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16.1Entering Events in the School Diary

Activity

General > School Details

It is possible to enter events that may be occurring at the school during the Term or Year and
then print a Term or Year planner to display the up and coming events.

e Select Display School Diary

o
e Click Year View
e Select YESTERDAY'’s date

. Click Add 2]
e Enter the following information and click OK

Activity Details

Date | |F'meev. Iz‘
Tirne 0300 =|1&00

Description | 515 Training

Maotes
Administration banager Course -
Fieview 7] Complete

| ok || cancal |

e Click Recurring Events ﬁl
e Enter the following information

Generate Repeat Dccurences

Mumber of further occurnences: ’T
@Every [ 1 days
DEvem [0 weeks
) Every 'T rmotiths

[7] Oceurs when session clozed

[ Generate ] ’ LCancel ]

e Click Generate and Yes
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16.1.1 Printing the Term Planner

Activity

e Click Term View Report %I
e Select the CURRENT TERM from the Term menu
e Check Select ALL Types

| Term View Report ==

Repart Title | Calendar - Term 1 - 2019

Tem |1 Temn 1 v

Activity Types [¥] Not zpecified

[#] Assembly

[#] Prof Dev.

[¥] General School Activity
] Workshop

[#] Camps & Excursions

[+] Enforced School Closure

esi [ Show closed codes on repart?
Show times of Activities on report?

Frint Cloze

e Print the planner to the screen

17 Year End

The Year End function is run at the end of the academic year-end in order to move all students up
a year and move the admissions students onto the current roll. In training, we will be working with
a school that has Years K-12 and we will demonstrate two of the three Year End methods for
allocating proposed years and forms for the following academic year.

The following list outlines the steps involved in the Year End process. Much of the process can be
set up earlier in the year, with the final Year End rollover being run at a time that suits your school,
which is either at the end of the current year or the beginning of the next year.

Tick each step as it is completed.
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Year End Checklist

Step | Function Completed
1. Bring your datafile up to date
2. Print form lists for all forms and years
3. Check Intake 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 student’s 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

Note: Step 24 is not demonstrated in training. Instructions on how to do this can be

obtained in the Admin End of Year Fact Sheet.
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17.1Bring your Data File up to Date

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

DO NOT MOVE LEAVERS TO THE FORMER ROLL. THIS IS CARRIED

OUT AUTOMATICALLY WHEN PROCESSING YEAR END

Activity

General > Student Details

e Find # the students who started yesterday by putting in the Entry Dates

Student Search
S HC B =

Generall Parameters Dates |.f-‘-.ddress| Dthell Dl I T Setsf[ﬁohortsl

IDate of birth range (=l | to |

Birthday [D1ay, Month, Year) I |--n.u’s-- El |

Fram To

Entry Date | |
Leaving Date
Date Checked

Dacumented Plan
forwarded to DCP Date I I

Docurnented Plan Review Date | |

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

(0 In Care of DCP () Dacumnented Plan Completed
(@) Either @ Either
[T Showe Inactive Parameters in Dropdown Lists ’ Find ] ’ Close ]

e Check that each one has been assigned to a Year and Form

e If not, click Edit g and assign Year and Forms
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17.2Print 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:

e Write the name of the student’s new (Proposed) Form against the Current Form.

e Mark the names of individual students who will be moving to Forms/Years that are different
from the proposed Form/Year for the remainder of students in the list. Some students may be
repeating their current year.

e On the lists, mark as ‘Leaver’ any students in the Leavers year (that is Year 6 in most primary
schools 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 Checklist

e Click Standard Student Check List
e Enter Proposed Year /Form Lists as the title
<& Reports =X
) & W e
[] Standard Student List - ..E‘?HEH_‘.EISDHI 5e|ect] Includes]
Standard Student Check, List
[ HouseFaction List e e e Optians
&) House;"Faction Check List @ Smal Font Report
D House/Faction Summary Reporl ) Large Font Repart
D House/Faction Listing :
[ Bitthday Frepart c 0 Preferred Mame
D Student Update Form (2 Legal Name
D Immunisation Report
D Students with the zame address
D Students far a Parent/Guardian Plenms 5e Tass CRETISTS 30 rason S for 57U
D Farnily Representative List Tille |Pr0posed “Year/Fom Lists
Student Profil
D Helent Frolie Foater |F'Iease uze these checklizts to record forms for students for next year
D Student Health Care Summary
D Students with a Documented Pl
TE0E il b =il b =ebe o | ek i
| i 3
Print ] [ Cancel
e Type any directions to staff in the Footer

Note: If your school does not have Form groups, you could use the Current Roll Report
with user Font Size (located in Admin Reports> Roll Reports). Sort by Year and

Surname.

Click on the Sort tab and double click on Form and then Year
Check the Total and the Page boxes next to Form

:E]Select] Includesl

Sumame - Sort Field |av [Total |Page
E:r;t Mame 1 | Fom - -
DOE 2 | Wear « | [0
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e Click on the Select tab and choose Form

e Click Select All

Layoutl Sort Select |Includes|
() Year Group
@ Form
() Group

() Subject/Teach Set

() Student Find

[ Include Extemal Roll

e Click on the Includes tab and enter the following information

& Reports (=]
ORI
[ Standard Student List ~ La_l,loutl Sortl Select Includes |
B Standard Student C
] HousedFaction List L] Selection Criteria Colurnn Label Width
El House/Faction Check List [] Studert Rt Nurber |2D2D Farr |2.DDU
El HousedFaction Summary Reporl DrErme V] |2D2D Year |2.DDEI
(] House/Faction Listing 2 [ Student Year Graup ]| |
[ Bithday Frepart 1 Student Faorm DI I
El Student Update Form [] Teacher Mamels) O I |
El Immunization Report [] Student Sex O
[ Shudents with the same addiess [ Student House O
[ Shudents for a Parent/Guardian [] Studert DOB O]
El Farnily Representative List [] Farmily Rep Flag = I I
El Student Profile [] Student Mumber DI I
El Student Health Care Summary
[ Shudents with a Documented P U I I
2 T Farmie b =il bd 2bar ot > v Available Space (in Cmj remaining: | 14.994
| Frint | | Cancel |

e Print to the screen
e Close report

CIVICa

Integris Administration Manager Training Notes 21-Jan-19
Page 144 of 218
© 2019 Civica Pty Ltd



Save as a Custom Report

e Click Save as a Custom Report | b4
e Enter a name for the Custom Report

Report Title

Flease enter a title for the report

Proposed Year/Farm 2020

e Click OK

£  Custom Reports
D clazz list
D Termp Haome Foon List
D Propoged Year/Form 202

View the Report underneath the Custom Reports folder
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17.3 Check Intake Year for Secondary Schools

Secondary Schools will need to check their Intake Year is setto Year 7 in Year Groups

Activity

General > Control > Preferences

e Select the Year Groups Tab

Preferences

Reports l Advanced I Exports I Sibling Management Drives
General l Security ] Pathz l Defaults l etail / Web / Login ] Year Groups

e Ensure the Start Year Group is set to Year 7

Preferences

Feports I Advanced l Exportz l Sibling Management Dirives
General l Securty l Paths ] Defaults l ebail /Web / Login Y'ear Groups

Standard Year Groups are as follows;
Pre-School [-8 to -2), Kindergarten, Reception, Year 1 to vear 13

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 is displayed can be set

here.
Start Year Group T :
End ear Group 17 :

e Click Cancel as we will not change the Start Year Group for the Training datafile

Note: Primary schools should also ensure their End Year Group is set to Year 6.
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17.4Check Leavers Year in School Details

This is necessary so that the students in the final year of the school will automatically be
transferred to the Former roll as part of the Year End process. The Leavers Year is probably
already set up; however check that it is accurate.

Activity

General > School Details

e Check the Leavers Year is correct

e Click 7 to make any changes
e Primary Schools will have their Leavers’ Year set to Year 6

Intake Year |K

Leavers ear | g

e Secondary Schools will have their Leavers’ Year set to Year 12

Intake Year |?

Leavers Year | 12

We are working with a District High School, so the Intake Year will be K and the Leavers’ Year
will be Year 12.

Intake Year | K

Leavers Year |12

e Click Cancel and Yes as we will not make any changes
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17.5Back up the Data File

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

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

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

(Step 13) because of any changes you have made to the data file
between now and then.
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17.6Set up the School Calendar for the New Year

Activity

General > School Details

Set up the new school year for (2020)

Note: Always take a back-up your data file prior to setting up a new year.

e Click Display School Diary
e Click 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 =3

() Display diary for curent year

(®) Display diary for specified vear : | 2019 W
2015 ~
2018
207
oK |zoi8

() Set up year structure

e Click Set up year structure
e Click OK

School Year [2020

e Enter the year in the School Year field and press <Tab>

Setting School Year 3

e Click Yes when asked if you want to discard last year’s data

lnsetCode |1 [Inset | to InzetCode  [5 [School Development

e Change

Clazure Codes

Code Dezcription Fill
Clozure Code |C | Clozed

|
Holiday Cade [H [Holiday |
Inzet Code IS_ |SchooIDeveIc-|:-rnent |

|

Open Code l_ |

School Event Colour
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Set up terms within the new year:

e Click Add Term to add details of terms, ( these are entered one at a time), dates may be
typed in or selected via the Activity Calendar button

il

] School Term ﬂ

Termn Mame ITerm 1

Start Date |3 FEE 2020
ErdDate |3 APR 2020 2]

ok Cancel

e Click OK

Note: These dates were preliminary dates at the time of the Administration Training
Notes updates. Please refer to http://www.det.wa.edu.au/education/termdates/to confirm

dates prior to input.

e Add the other terms for 2020

Mo, Term Mame

1 Term 1
2 Temn 2
3 Temn 3
4 Temn 4

Start Date

Mo 3rd February 2020
kon 27th April 2020
kon 20th July 2020

kaon 12th Octaber 2020

End Date ¥
Thu Sth April 2020

Fri 3rd July 2020

Fri 25th September 2020 .5
Thu 17th December 2020
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ear

School Year |2020

r"Weekly Closure Pattern ————— [ Closure Codes
A Pt Code Diescription Fill

Monday Closure Code IE |Closed |
Tuesday
wiednezday Haliday Cade IH IHolida_l,l -
Thunrsday Inget Code I S | School Develapment |
Friday
Saturday Clozed Clozed Open Cade I I I
Sreley Closed Closed Schoal Event Colour I

r Terms
Mo, Term Mame Start Date End Date
1 Term 1 Fan 3rd February 2020 Thu Stk April 2020
2 Term 2 Mon 27th April 2020 Fri 3rd July 2020
3 Term 3 Fon 20th July 2020 Fri 25th September 2020
4 Term 4 Mo 12th Dctober 2020 Thu 17th December 2020

ok || LCancel |

Note: 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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Identify days within the school year when the school will be closed

¢ In the School Diary window click on Toggle Paintbrush 4

e Click in the blue Holiday cell

e Use the blue chevrons III to navigate to March
e Enter Monday 2" March as Public Holiday

| School Diary
1 JESLD

| March 2020

toming Afternoon Evening

Sun Tst Clozed Clozed Clozed
Mon 2nd Holiday Holiday Holiday
Tue 3rd
wied dth
Thu Gtk
Fri Bth
Sat Tth Clozed Clozed Clozed
Sun Sth Clozed Clozed Clozed
Man Sth
Tue 10th
YWed 11th
Thu 1Z2th
Fii 13th
Sat 14th Clozed Clozed Clozed
Sun 15th Clozed Clozed Clazed
tan 16th
Tus17th
*hed 18th
L4

1st March 2020
Palette:

Open:

Cloged : Clozed

= School Development
Haliday : Huliday

Selected Code:
Baintbruszh Off

Note: Schools may conduct School Development Days prior to the students’ return. As
the School Calendar is set up to commence on Monday 2" February, we are unable to

assign Development Days in January.

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 Use the blue chevrons

b

" to navigate to April
e Enter Monday 27th as a public holiday

| School Diary
1 75 L

| April 2020

M arming Afternoon Ewening

Tue 14th Hualiday Haliday Haliday

wied 15th Holiday Huoliday Huoliday

Thu TEth Holiday Holiday Holiday

Fri 17th Holiday Holiday Holiday

Sat 18th Holiday Holiday Holiday

Sun 13th Holiday Holiday Holiday

kon 20th Huoliday Holiday Holiday

Tue 213t Holiday Holiday Holiday

Wed 22nd Huoliday Haliday Haliday

Thu 23rd Huoliday Haliday Haliday

Fri 2dth Haliday Haliday Haliday

Sat 25th Holiday Haoliday Holiday

Sun 26th Holiday Huoliday Huoliday

Mon 27th Holiday Holiday Holiday

Tue 28th

‘wed 29th

Thu 30th

w

< >

1st April 2020

Palette:
Open :
Closed : Clozed
Inget ; School Development
Holiday : Holiday

Selected Code:

Paintbrush Off

e Use the blue chevrons L to navigate to June
e Enter Monday 1st June as a public holiday

0

1ddb SEOLL

School Diary

June 2020

orming

Afternoon Evening

Ion st

Holiday

Holiday

Holiday

Tue 2nd

wied 3rd

Thu dth

Fri Bith

Sat Bth

Clazed

Clazed

Clazed

Sun 7th

Closed

Closed

Clased

Mon Sth

Tue Gth

wed 10th

Thu11th

Fri 12th

Sat 13th

Clozed

Clozed

Clozed

Sun 14th

Clozed

Clozed

Clozed

an 15th

Tue 16th

wed 17th

Thu 18th
<

1st June 2020
Palette:
Open :
Closed: Closed
Inget : School Development
Holiday : Holiday

Selected Code:

Paintbrush OFf
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e Navigate to July
e Change the Paintbrush Code to green School Development
e Enter Monday 20™ July as a School Development day

| School Diary ==
1 @b | J&E&OLH

| July 2020 1st July 2020

tdarming Afternoon Evening
Palatte:

Wwed Sth Holiday Haliday Holiday -

Thu Sth Holiday Haliday Holiday Open:

Fri 10th Huoliday Huoliday Huoliday Closed : Clozed

Sat 11th Haliday Haliday Haliday

Sun 12th [T Holiday Haliday Inset: | School Development

Man 13th Haliday Haliday Haliday Haliday : Holiday

Tue 14th Haliday Haliday Haliday

“wed 15th Haliday Haliday Haliday

Thu 1Eth Holiday Holiday Holiday Selected Code:

Fri17th Holiday Holiday Holiday

Sat 18th Holiday Holiday Holiday

Sun 15th Holiday Holiday Holiday

kon 20th School Developr| School Developr| School Developr

Tue Xst

Wed 22nd

Thu 23rd

Fii 24th

Sat 25th Cloged Clozed Clozed v

< > Paintbrush Off

e Turn the paintbrush off Eaintbrush Df and Close
C IVI Ca Integris Administration Manager Training Notes 21-Jan-19

Page 154 of 218
© 2019 Civica Pty Ltd




17.7Defining 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. Term dates must be entered in the School Calendar
before Timetabling Periods can be created.

Selecting the s| icon will create semester dates.

Selecting the T icon will create term dates.

Selecting El 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

e Click on Timetabling periods
e Ensure 2020 is selected

e Click on Create Semesters for School diary 5| to create semester periods

| Timetabling Periods =)
220 |v|| i Sl
Code Description Start Date End Date Semester Mo, [4]
2020 School vear - 2020 3FER 2020 17 DEC 2020 ]
Semester 1 2020 Semester 1 3FEE 2020 (3JUL 2020 1 uf-':
Semester 2 2020 Semester 2 20JUL 2020 17 DEC 2020 2 &
< >

Note: Primary Schools must click on 5| to create the semester periods for the lesson
attendance data for reports to parents to be accurately reported.
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17.8Set up Form Descriptions for the New Year

Important: Do Not Allocate Teachers at This Time

Activity

General > Parameters > Form Descriptions

e Double click on Form Description

[ Form Description
= % WA |
Code  Description Teacher 1 Teacher 2 Room Active
Mz E Everage S H YES -
07.2 Mz T Morton M5 YES g
081 br C Best M52 YES
0s.2 b J Brigg 51 YES
083 bz J Calvin k510 YES L
0s.4 tr L Evans MS3 YES 5
025 b " D avids k54 wES
031 bz & Greaves M55 YES
0.z bz K Halter k59 YES
0.3 bedr M Creed MSE YES
034 YES
035 wES
100 tdr DJ Trainor 558 YES
102 Oir W Swiderski 559 YES
103 2 T Lomer 5510 YES
111 bz 5 Oawald 551 YES
1.2 ts S Corner 555 YES i
Only show active entries 0 record(s) have been hidden Tatal Active Parameters |29

Note: Do not edit or delete the Not Specified parameter. If the Not Specified parameter
isn’tin the list, contact your Customer Service Centre before proceeding. Only show
active entries is ticked by default.

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

Edit Form

Form Code I

Farrn D escription |Fioom 7

Teacher(z] I @

e Click OK

Note: The DoE recommends Primary Schools do not use Year Groups to identify Form
Rooms. Rooms should be identified as Room 1, Lab 2, Kindy 3 etc.
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17.9 Speed Edit Leaver’s Details

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

The processing of Leavers is a two-part function. Part One updates the leaving student’s details,
for example: What date are they leaving and where are they going? Part Two allows the EOY
process to automatically move the leaving students to the former roll.

Note: If the Destination is unknown, use the value Not Specified. If the Destination is
known but is not in the list, contact CSC to have it added to your parameter list.

The top year group in this training data file is Year 12. Their Leave Date for this school will be
25/10/19 and their Destination will be Not Specified.

Do not use Speed Edit to set up Proposed Years or Forms.
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Activity

Admin > Speed Edit

e From the Area drop down menu choose Destination

Find the Year 12 students
Click Select All
Enter the New Value as Not specified

e
Speed Edit

Area

|Destination lz‘

| Select Al ][ Deselect Al ” Invert Selection ][ Blanks ” nds ]

Stabuz

Mew'ale  [wot specified = ’ v l I Llose ” Save

e Click Apply Changes
e C(Click Save and Yes

Speed Edit Leave Date

Change the Area to Leave Date
Click Select All
Select the New Value of 25 Oct 2019

Click Apply changes R
Click Save and Yes

Notes: To ensure that both Destination and Leave Date are correctly processed, ALWAYS
speed edit the change to the Destination first, followed by the change to the Leave Date.
Primary Schools will enter the Destination as the Secondary Schools that the students will
be attending (if known). Otherwise students are marked as Not Specified.
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17.10 Increment Students’ Proposed Years and Forms

Admin > Year End

Do not use Speed Edit to set up Proposed Years or Forms.

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

e Assign by Year/Form

e Assign Individuals to a Year/Form.

Automatic Increment of Year Groups
If students keep the same class names but move up one year, for example, Year 3, Form Room 1
becomes Year 4, Form Room 1.

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

[]¥earEnd
r Instructions - - e
T Lerars Yesn seling Automatic Increment of Year Groups| -
yaur zchaal i @ Azsign by Year/Formn
12 @ Agsign Individuals to Year/Form

ol stud ; 12 @ Reports Showing Proposed Year/Form
students in vear 12 are
sszumed to be leaving the @ Process End of Year
zchiool, and the final action in
the end of pear process will

change their status and move
them inta the Leawers Rall

The following window will be displayed.

Autematic Increment of Year Groups

r Please Note

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

ancel ﬂ

e Click OK to proceed.

Note: Registration designation refers to Form.
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Assign by Year/Form

If student’s Years and Forms are both incremented by one, for example, Year 8 Form 8.1,

becomes Year 9 Form 9.1, then choose this option.

e Select Year End in the Admin sidebar
e Click Assign by Year/Form
[ ]

Assign Proposed Year/Form by Year/Form

Please Mote

For those students wha, in the curment academic vear, are in;
Current Year |2 : and Form {021 :

zet the Proposed Year and Form tao:

Propozed vear |9 : and Form |09 :

=

Assign Individuals to a Year/Form

Complete for all the Forms, changing the Year and Form

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

e Select Year End in the Admin sidebar

e Click on Assign Individuals to a Year/Form

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

e Highlight students to be allocated a Proposed Year Group and Proposed Form

e Select the Proposed Year Group and Proposed Form

e Click Update Line(s)

1 End of Year Individual Assignment

(=l

“rear/Form Select

Current Year/Fom | E/Roam B

=]

rodifications

Propozed vear Group |?

= [l |
L]

Fropozed Farm |D?_1

Plupnsed Yean"Fnrm

Mot $|:-e-:|f|eda"N nt $|:-ec:|f|e
Lawton, Katherine iMoot 5 eu:|f|edf'Not 3 ec:|f|e
Luck., Martin
Feills, b ark.
Murphw, Tamara
Richards, Mazon

iMoot spemﬂeds’N ol specme
i Mot specified/Mot specifie
iMoot specified /M ot specifie

Tep, Jazh iMoot specified /M ot specifie ~
Select Al ] [ Invert Selection Save Modifications l
e Click Save Modifications
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Check that you have allocated a Proposed Year and Form to each student in the Form

Repeat for each Form

For students in the Leavers year, allocate a Proposed Year Group of Leaver and Proposed

Form of Not specified.

|:| End of Year Individual Assignment

Year/Form Select

Modifications

Current ear/Form | E/Room B E

X5

Proposed Year Group | Leaver

Propozed Farm |Not specified

Hame
Baker. Reuben
Barbour, Ross

_Pmpused Year/Form
iMoot specified/MNat specifie
Mot specified/Mot specifie

Born, Tanya ENDt specified/Mot specifie
Churn, Mara iMoot specified/Mot specifie
Ellard, Kate ENot specified/Mot specifie
17.10.1 Year End Assign by Year/Form
Activity

Admin > Year End > Assign by Year/Form

e Setthe Current Year as Year 8 and Form as 8.1
e Setthe Proposed Year as Year 9 and Form as 9.1

Pleasze Mote

zet the Proposed Year and Form to:

Propozed Year |9 :

Assign Proposed Year/Form by Year/Form

For those students who, in the current academic vear, are in;

Current Year |2 :

and Form |01 :

and Form {051 :

Cw

| [Eance™)

e Click OK

e Continue to process the rest of the Year 8’s as in the table below

Current Year

Current Form

Proposed Year

Proposed Form

8 8.2 9 9.2
8 8.3 9 9.3
8 8.4 9 9.4
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17.10.2 Assign Individuals to a Year/Form

Activity

Admin > Year End

Note: As the proposed Year/Form for all Year 12s is Leaver / Not Specified, the Assign by
Year/Form function could also be used.

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

e Click on Assign Individuals to Year/Form
e Choose the Current Year/Form: 4/Room 4

[ End of Year Individual Assignment

rrear/Faorm Select

Current Year/Fom I 4/Foom 4

r Modifications

Propozed Year Group | 5

Propozed Farm I Foom 5

Frice, Tiffani

Select Al ] [ Irvert Selection

15
Mot specified/MNot specifie -

Save Modifications ]

LCloze

Click on Update Lines

Click Invert Selection
Change the Room to Room 6
Click on Update Line(s)

Click Save Modifications

Select the students from Albert, Jackie to North, Matthew
Choose the Proposed Year Group: 5
Choose the Proposed Form: Room 5

e Repeat to set the Proposed Year and Form for Years 5, 6 and Form 7/07.1, 7/07.2 and
12.1 using the following information as a guide
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All of the Year 5 students are going into Year 6 and Room 7

m

rrear/Fom Select
Current ‘f'ear/Farm | E/Faom 5 [=]

- Modifications

Propozed Year Group I I3

Fropozed Form I Faam 7

Select Al ] [ Inwert Selection Save Modifications ]

Cloze

The Year 6s from Room 6 will go into forms 07.1 and 07.2

e Place Rueben Baker down to Mark Mills into 07.1

-

rﬁ End of Year Individual Assignment @

r‘fear/Form Select

r Modifications

Prapased Year Group [ |
Update Line(z]

Mame Proposzed Year/Form

I urh_l,l, Tmala ot zpecified/Mot specifie
Richards, Mazon ot zpecified/Mot specifie
Tep, Jazh iMoot specified /Mot specifie

Select 4l | | Invert Selection Save Modifications |

Claze

e Click Invert Selection and place the rest of the students in 07.2
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r‘rear/Faormn Select

Current Year/Form

r Modifications

Proposed Year Growp [N
Fropozed Farm I 07z E

Name
Baker, Feuben
Barbour, Rossz
Bom, Targa
Churn, Mora
Ellard. K.ate
Jones, Keith
Lawtan, Fatherine
Luck, Martin
Mills, b ark.

Propozed Year/Form

{707
707
7071
7A07.1
/071
74071
74071
/071
74071

Select Al

| | Invert Selection Save Modifications |

Cloze

All of the Year 7/07.1 students will go into Form 8.2

M

rear/Form Select

Current ear/Farm | 7071 |E|
r Modifications
Propozed Year Group I a |z|
Prapozed Farm | a2 |E|
Proposed Year/Form

Select Al

] [ Invert Selection Save Modifications ]

Lloze
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rear/Form Select

All of the Year 7/07.2 students will go into Form 8.3

m

Cuirrent “'ear/Farm I 7072 [=]

r Modifications
Proposed ‘ear Group I a E
Fropogzed Form I 0ea E

Select Al ] [ Invert Selection

Proposed Year/Form

Save Modifications ]

LCloze

All of Year 12 Form 12.1 will be set to Leaver as the Year Group and Form Not Specified

r ear/Form Select

[0 End of Year Individual Assignment

(=]

Current Year/Form I 12121

[=]

Modifications

Proposed Year Group | Leaver

Proposed Form | Mot specified

_
Update Line(z)
B

Select All ] ’ Inwert Selection

Proposed Year/Form

Save Modifications ]

LCloze

Close the window
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17.11Reports Showing Proposed Year/Form

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 and Form and the
Leave Date and Destination have been set for school leavers.

e 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 the Include Admissions Roll box. Admissions
students are identified on such reports with an asterisk.

e [tis recommended that you print a list of students without a Proposed Year or Form or without
a Leave Date and Destination. This report is useful for checking that all students have been
allocated a Proposed Year and Form and a Leave Date and Destination where appropriate.
The report lists students who have no Proposed Year and/or Form. If any have been missed,
make the necessary changes before the End of Year is processed.

Note: Students on the Admissions Roll can be allocated their Year and

Form once the Acceptance box is checked. They can then be
transferred to the Current Roll once they arrive at school.

Activity
Admin > Year End > Reports Showing Proposed Year/Form
End of Year Reports
~ End of Year Reportz ~ Student Selection
= Cunent Form lists showing proposed changes Year Group IA"

E1E]

= toeach student.
Farm T

v Form lists of propozed Year/Form groups.
[ Inchude Admiszions Rol

() List of students by sumame showing proposed
“Year/Form groups. - Sarting

i@ List of students without a proposed *ear or @ Sort students by name.
Form, or without a Leave Date or Destination. -

Sort and total students by Gender.
") List of Students by Propased/Current Farm and Year. e

Sort and total students by Indigenous Status.

Include Indigenous Status on Report

[ Brirt ] l Cancel

e Print to the screen each of the five options in turn

Note: If students are identified without a Proposed Year or Form or without a Leave Date or
Destination, this will need to be rectified before proceeding.
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17.12Print Student Lists for Reference (Optional)

You may wish to print year and form lists for the current year before finally running Year End for
future reference. For example, navigate to Admin > Reports > Roll Reports > Current Roll and
Admin > Reports > Roll Reports>Year List Reports.

Note: The system does not retain previous years Form/Year data for students once End of
Year has been processed.

17.13Process a Backup

Process a backup of the data file. This step assumes that users have been provided with the SIS
Backup Wizard for copying the current year’s datafiles. If you do not have this application please
contact Customer Service Centre (contact details below) before proceeding with the Year End
process.

17.14Process Year End

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.

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.

Activity

File > Single User Lock

Single User Lock

|E| Enter Pazzwmord | ===

[ Cancel ] [ Ok l

e Type your password and click OK

Locked Message

Enter the message pou would like to appear when another user attempts to
log on to the spstem.

Integriz iz curently unavailable while the vear End function iz being
performed

Enter how long vou expect the syztem to be locked for, (1.00 his

’ Wiew Users] [ 0K ]

e Click OK again

&
The Single User Lock is now activated. J
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Admin > Year End > Process End of Year

e Click OK

Process End of Year

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

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

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

- Recalculation of Attendance Figures

Az 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 |2DDEE201EI Time |14:41
Aftendance Year |2D1EI w

LCancel

e Select the correct Attendance Year
e Click OK

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

You are about to recalculate the Lesson Attendance figures for the Year 2019, 1s
this the correct Year?

e Click Yes
Processing

Tt Updating Student Attendance Statistics

10110 130
LERL:E]

The UPN academic year is also incremented.

is set to next.
Do you wish to advance this?

0 The UPM Year should match the Academic Year. The current UPM Year

Yes No

e Click Yes

Processing students. Please wait....
9

Student records are updated.

@ Clearing "Fepeating Current rear' Flag.

Family Representatives are updated.

Family Representative Tracking

9 students moved to the former roll were the only Family
Representatives
for their sibling groups. The eldest remaining siblings have now been
flagged as Family Representatives in these cases,

e Click OK.
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Year End &J

:] Update Complete,

e Click OK.

Day Records FTE Warning

FTE Pre Primary and Kindergarten

To ensure that Lesson Attendance day records have the correct
periad structure in the new Leszon Attendance year, you should
enzure the following before creating any day records

Al students that have moved to the Pre
v Primary vear are marked az Full Time and
have an FTE walue of 1.0

All students that are now in the Kindergarten
o7 year zhould be marked az Part Time and
hawe an FTE walue of less than 1.0

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

ak.

e Click OK.
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17.15Check Year End was Successful

Activity

General > Student Details

e Check that Jackie Albert is now in Year 5/ Form Room 5
e Check that Adam Alkitik is now in Year 10/ Form 10.1

Note: If Year End has not processed correctly in your school, contact Customer Service
Centre.

17.16Process Admissions Students

Admitting incoming students may be done at any time, but accepting them to the Current Roll
should be undertaken after processing Year End. Most schools do not admit Admissions students
to the Current Roll until the student/s have physically arrived at the school ready to commence
classes. Until the student arrives at the school, they should remain on the Admissions roll.

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

Note: 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 on 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.

CIVI Ca Integris Administration Manager Training Notes 21-Jan-19
Page 171 of 218
© 2019 Civica Pty Ltd



Activity

All students on the Admissions Roll have been accepted for 2020

Admin > Speed Edit

e Choose the Area: Acceptance Status (Admissions)

#h

e Find students on the Admission roll

Student Search
wE o d
General lF‘arameters] DateslAddress] Dther] upl ] T Sets.-’Cohorts]

Sumame/Ref. No. Roll Status Admizsions :
Preferred Mame “ear Group .

e Click Find
e Click on the Year column header to sort the students by Year
Student Search Results
=
Reference Surname Preferred Mame Year Form Date of Birth
11 Gordes Gordon 1 Mot specifiei 22 FEB 2013 A
14 Jardine Janet 1 Mot specifie; 22 FEB 2013
12 tilliken bally 1 Mot specifie; 25 4G 2012
17 Woo Angela 1 Mot specifie 25 AllG 2012
15 “ardley Teang 1 Mot specifie: 25 AIG 2012
3 Kelly EBilly 3 Mat specifie: 16 AFR 2011
38 Farmer Kipstle 7 Mot specifie: 23 MaY 2008
48 Grant Alan ¥ 24 4G 2008
4 Jamilla Jacob T Mot specified 23 MAY 2008
44 Famzden Suzah 7 Mot specifie 24 MAR 2008
16 Wan Tam 7 Mot specifie: 23 SEP 2007
8 Hammond Grant 3 Mot specifie; 22 FEB 2008
E “Winters Craig 3 Mot specifiei 23 SEP 2005
46 Davidz Florence 10 Mot specified 16 JUM 2005
45 Davids Pariz 10 Mat specifie; 16 JUN 2005
10 Pyatt George 12 Mot specifie: 8 MOW 2003
Total records found 'T
Back Select Cloze
e Click Select and Yes
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e Click Select All

(speed bt ]

Area
IAcceptance Statuz [Admizsiong)

| Select Al ” Deselect Al || Invert Selection || Blanks || n#s |

Ref. Student Mame Walue Status

Hewvalue  [] | v | | Claze || Save

e Check the New Value box New¥ake  [4]]
e Click Apply Changes

(speed bt ]

Area
IAcceptance Statuz [Admizsiong)

| Select Al ” Deselect Al || Invert Selection || Blanks || nis |

Ref. Student Mame Walue Statuz

MewValue  [] | v 1 | Cloze | | Save

e Click Save and Yes

C IVI Ca Integris Administration Manager Training Notes 21-Jan-19
Page 173 of 218
© 2019 Civica Pty Ltd




Allocate Admissions Students to Forms

Admin > Speed Edit

e Select the Area: Current Form
e Highlight from Wendy Ballarat down to Teong Yardley

Ref. Student Mame Y alue Statuz

Speed Edit

Area

ICurrent Farm E
[ Select Al H Leselect Al ” Inwert Selection ” Blanks H nis ]

ey, Teang

K.elly, Billy Mat specified
48 Grant, Alan
30 Alkitik, Maria Mot specified
35 Armber, Kylie Mat specified
28 Andrews, Guy Mat specified
2B Angusz, Hamizh Mat specified
33 Arrowsrnith, \william Mat specified
4 Avery, Roslyn Mot specified
33 Bandy, Brandy Mot specified
34 Baverstack, Adrian Mat specified
27 Black, Mary Mat specified
Kl Brown, Roberta Mat specified
32 Cooper, Marianne Mot specified A

M ew Walue |F|nnm 1 |Z| [v”] ’ Clase l ’ Save

e Select New Value: Room 1
e Click Apply Changes

e Repeat to assign the remaining students to Forms as per the screen shots below

15 “ardley, Teong iM
3 Kelly, Billy
26 Angusz, Hamizh ) [
M B averstock, Adrian nz.4 b
38 Farmner, Kiygtle nz.4 b
44 Grant, Alan na.4 A
4 Jamilla, Jacob ns.4 [
44 R amzden, Suzan nz.4 b
16 Won, Tam na.4 b
a7 Antonello, Yalenting 094 A
a Harnrmond, Grant 03.4 b
A Winters, Craig 0.4 b
46 Davids. Florence 101 A
45 Dravidz, Pariz 101 b
10 Pyatt, George 121 b

m

4]
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m

NewlValus [P =l v ’ Cloze l [ Save

e Click Save and Yes,

Speed Edit (=23

This change of Form will be reflected in Lesson Attendance the next
time records
are created for the selected students.

e Click OK and Close

Move Admissions Students to the Current Roll

Admin > Utilities > Admissions Transfer — Current Roll

Emlsslons | mEer to Eumant E"

This wizard will guide vou through the process of transfering Admizzions Foll students onto the Current Roll of paur schoal.
Only thoze Admizzions Rall students who have their ‘Accepted? checkbox ticked will be moved onto the Current Roll.
Thiz can be et either by editing the student within the Student Detailz area, or by selecting 'Aoceptance Status
[Admizzions] within Speed Edit.

Chooge below how you would like to select the students to be transfered to the Curent Roll.

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

(®){Transfer all students with &cceptance Status of Yes, ignoring any Entry D ates that have been entered.:
Set the fallowing Entry Date for all students who are transfered 3FER 2020 @

Mest student nurmber will be 901 << Back | Mest >> || Cancel

e Select the second option
e Enter the Entry Date for the beginning of Next Year
e Click Next
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Admissions Transfer to Current Roll

The following students will be transferred ta the Current Roll

IF ary students are listed below who vou do not want to transfer bo the Current Roll, select them within the list and click on
the 3¢ buttan.

Fief. Mame DOB Gender UPM Entry D ate Tranzfer?

26 Hanmizh Angus 235EP 2007 iMale 27 Ak 2020 i of
kn) YW alentine Antonella 27 JaM 2007 iFemale 27 JAN 2020 i

1 “wWendy Ballarat Z2FEB 2013 :iFemale 2TJAN 2020 X
34 Adrian B averstock 24 MAR 2008 Male 2T AN 2020 1

25 Caitlin Borsche TAPR 2016 (Female 2T JAN 2020 i

23 Harmy Carmelina TAPR 2016 iMale 2TJAM 2020 1

45 Flarence Davids 16JUN 2005  :Female 27 JAN 2020 i

45 Fariz Davids 16U 2005 i Femals 27 AN 2020 i

18 Blake Diowling 205EP 2015 iMale 2T AN 2020 1

] F.ystle Farmer 23 MaY 2008 iMale 27JAN 2020 i

22 Jackszon Fresborm TAPR 2016 iMale 27 JaN 2020 i

1 Gardon Gaordes 22FER 2013 iMale 27 AN 2020

3 Marcus Gordes 26 MaR 2015 (Female 2TJAN 2020

43 Alan Grant 244G 2008 iMale  :A000409807001 4FEE 219 v

A Frank Harmmand 27 EFR PR hdala DT AN WA P

€ >
Mest student number will be 907 <{ Back LCancel

e Click Finish and OK

e When prompted to check for empty batches, click Yes

e Delete any empty batches
e Close Administration Utilities

Restore Multi-user
o &
e Click Single User Mode
e Choose Restore Multi-user
e Enter your password and click OK
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17.17Moving External Roll Students to the Former Roll

All students on the External Roll who are not returning to the school in 2016, 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.

Activity

General > Student Details

e Select the External Roll

|:| Student

Extermal |z| q

Admigsions
Ju Curmrent
Former

e Find Justin Badely

e Click the Edit

e Click on the Additional tab

M ationality Mot specified | w
Fieligiot Mot specified W

First Language ,NDtspeciT
Indigenous Status ,NotspeciT
Study Tupe ,NotspeciT
Main Lang OTE S&H  [Mot specified ||

Mainly speak English at home?
LEOTE

Out of State

Out of Area

Access Festriction

Entered in SLP Program

E ducational Support Program
EAL/D Stage

Diocumented Plan Campleted
I Care of DCP

Rizk banagement Plan

o001 00o0oodd

Student

Personal | Family Group Additional lMovement Hist. l Groupsl Lol l Wiz, ]Attendance Hist. ] Medical]a’-‘«ctivities]

Australian Citizen / It Receipt of Allowance 1

Allowance Type  |Mot specified L)
Date Armival &ustralia Yizga Sub Class Mo, v

Wiza Grant Mo. Int. Fee Paying v

Permanent Fesident

Yiza SC Mo. Expiry Date

Bitth Certificate Seen [

Country of Birth Australia | Passport Sighted [ ]

Ertry [ abe [ Prev. School |
Leave Date Im Diestination Iﬁ
RecordsSent | Aendance  |Cument [Single reqistr.. |w
Terms in this school [0 Boarder J
Terms in ather schoolfz] [0 Excluded J

FTE |p2o0  Part Time Statuz () am

Documented Plan Review Date
Documented Plan forwarded to DCP

Date Checked
Pazzport Mumber

(Jpm @ nfa () Custom

—
—

&

e Add a Leave Date
e Click OK
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Run the External Roll to Former Roll Utility

Admin > Utilities > External Roll to Former Roll

] Administration Utilities
::Sttl*['uicrtigl*:lshand semel Ghe @ Admizsions transfer -» Curent roll
are a _nl.,!mbe:r of icons_with } @ Azzign Family Reprezentatives
fduer?c?t[iErgl:.:rglzijiTanbI\l;g aeey @ Change Staff Reference Mo,
} @ Change Student Reference Mo,

:JTBZEI: [dt;uit|aencﬁcf}l:r;i“?hné @ Corvert Temporary PNz ta Permanent PNz
required icon, @ Curent roll -» External rol

@ Current roll -» Former roll

@ Delete Staff Member

@ Delete Student from Current Roll

@ Delete Student from E xternal Roll

@ Export Set-up File

@ External roll > Current rall

[ WE :ternal roll -> Former roll

@ Fees Biling Export

@ General Staff Export

@ General Student Export

@ Import Set-up File

@ Purge Completed Activities

@ Purge Leavers

@ Purge Unaccepted Students from Admizsions Rall

m

e Double Click on the Utility
e Enter the Leave Date and Click OK

Tratzfer Students with leaving dates up to and including |17 DEC 2019

Cancel

e Click Yes to the Warning message

Warning

Are you sure you want to move all students with a leaving date on or before 17
DEC 2019 into the former roll?

Yes

e Click Yes if prompted to remove students from their groups

e Click OK to the Updates Complete message

Information IEI

Updates complete. 1 students updated.
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View the Student on the Former Roll

General > Student Details

| Student (=3
YN YR I I T T A E 1=
Justin Badely ( 897 ) Year 7 Form Not specified
Address ..
Date of Bith 24 MAR 2008 125 Watershed Road. The Original Roll can be seen on
Age 11715 10 Mths FORRESTFIELD, the Student Details screen.
Gender t ale VIPA,
B5BT
Teacher(s]
Broom Bpresentative [
si
;IF'T: N 00000000 Original Roll  External Lar Registration
tuaent Mo, E Mail Address
Central 1D 19123456700001174
Contacts
Mame Phone Address Relation Res Par Maill Emrg Motes Fee
Mr Traviz Badely ;9858 2154 §125 Watershed Road, FDHHESTFIELD,;Father Yes Yes gYes EI gNo e
Res - Student Resident  Par - Parental Responsibility  Mail - Famity Mail Marker Emrg - Emergency
Search | 1] | | @
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17.18Changing Student’s FTE

Some students will need to have their FTE altered to reflect their correct attendance at school.
This will affect both Lesson Attendance and the Census.

Activity

Admin > Speed Edit
Increasing the FTE

e Select the Area: FTE and Part-time status

Find the students in Year P

Click Select All
e Enter a New Value of 1.0

Speed Edit
Area
IFTE and Part time status IE‘
l Select All ” Deselect All ” Invert Selection ” Blanks ” hi's ]

Student Mame Walue Status

Mew Value |1.U I i I ’ Cloze ” Save

e Click Apply Changes
e Click Save

e =

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

e Click OK and Yes
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Decreasing the FTE

e Find the students in Year Group K
e Click Select All
e Enter a New Value of 0.5

P

Area
IFTE and Part time status |Z|
[ Select Al “ Deselect Al " Invert Selection “ Blanks " nis ]

Ref. Student Mame Walue Statuz
£ B Caitlin 0o

MewValue [pg5 I - I [ Cloge H Save

e Click Apply Changes
e Click Save

M

This change of part-time status will be reflected in Lesson Attendance
the next time records
are created for the selected students.
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When a student’s FTE is set to less than 1.0, a Part Time Selector window will be displayed.
e Select the Custom radio button

Part Time Selector

Caitlin Borsche

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

(JAM  (OPM  (infa @ Custom

e Deselect all of the Thursday and Friday sessions and the Wednesday PM session

e Check Use Selected for All

Part Time Selector

Caitlin Borsche

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

AM (OPM (Dinfa @ Custom

Attendance Pattem

Day AM P
Monday & &
Tuesday V V
Wednesday
Thursday
Friday

e Click OK and Close

Notes: For further information on preparing Lesson Attendance for the New Year, please
refer to the Lesson Attendance Manual or the Administration Manager End of Year
Factsheet.

For Information on setting up Kindergarten students on a 10-Day Attendance Cycle, refer to
the documentation on the DoE STIMS website (Under Lesson Attendance) at the link below.

http://det.wa.edu.au/intranet/stims/detcms/intranet/student-information-management-system/sis-
administration/lesson-attendance-module/fact-sheets

17.19Add New Staff

If new staff members are starting at the school, their details can be added through General > Staff
Details. This can be done at any time, but is included on this checklist as a reminder
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17.20 Update Form Descriptions

Once staff members have been added in Staff Details, they can be assigned Forms and Rooms

Activity

e Select the Form 9.4

General > Parameters > Form Description

|:| Form Description

&4 LT

Code  Description
071
07z
031
0a.z
083
024
085
031
0.z
03.3

095
101
102
103
1.
1.2

Teacher 1

Mz E Everage
Mz T Marton
br C Best
kdrJ Brigg
Mz ) Calvin
tr L Evanz
kr i Davids
bz & Greaves
ts K Halter
M N Creed

tdr DJ Trainar
Dr N Swiderski
tds T Lomer
Mz 5 Oswald
bz 5 Carner

Teacher 2

Oy show active entries 0 record(s) have been hidden

(508

Room Active
M58 YES -
M57 YES 3
k52 wES
k151 wES
w510 ES =
+53 wES 1
k54 YES
k55 YES
k59 wES
MSE WES

WES

YES
558 YES
559 wES
5510 wES
551 ES
555 YES St
Total Active Parameters | 31

Cloze

e Click Edit

e Click Find Form Teacher

Teacher(z]

W ame/MNumber

&BH

General lF‘arametersl Dates l .-’-‘«ddressl Dther] L

| Room Search
Search Criteria
Foom Code
Fioom D escription

Room Type

Room Search Results

e Click Find Form Room
e Type MUSL in the Room Code and click Find

[MUS1

|l

e Type ABB in the Name/Number field and click Find
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e Highlight MUS1

Room Search
Search Criteria

Room Code {MUS1

Foom Description |

Room Type IAII Iz‘

Room Search Results

Room Code  Room Description Room Type

4| : m : | »

Total records found: I'I ’ S elect H Close ]

e Click Select
e Click Ok

Form K/P will have a two new teachers

e Select Form K/P and click Edit

e Find Mark Alan

e Find Travis Elliot
e Find room MUS2

Edit Form

Form Code I

Farm Dezcription IKHF'

Teacher(z] IMrMAIan E
IMIT Elliat E
Room IMUS2 E
Active
[ kK. l [ LCancel ]
e Click OK
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17.21Repeating Students

Ensure that for any students repeating the current academic year, the Repeating Current Year
box in the Miscellaneous window in Student Details has been checked.

Activity

General > Student Details

e Use Search to load Abrey Stewart’s records

e Click Edit

s

e Change his Year back to Year 10 and Form 10.2

Year

Form

10

10.2

b

e Select Miscellaneous tab

e Check Repeating Current Year

Religion

Repeating Cument vear

[

e Click OK and Close
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17.22Assign Family Representatives

Admin > Utilities > Assign Family Representatives

Family Representative flags a student as being the one who, for example, is given newsletters on
behalf of a family. The field differs from the Family Mail Marker in that the field is attached to the
student, rather than to the student contacts.

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 personal area of the Student window.
Farnily Representative |

If a student is added to the database and he or she is to be the family representative for a sibling
group, check Family Representative. This will not overwrite any sibling already flagged as family
representative.

To ensure that all family groups have a family representative, go to Admin > Utilities > Assign
Family Representatives and choose the options that suit your needs.

Assign Family Representatives
Thiz utility will zet the Family Fepresentative indicator for students.

Ize the buttons below ta zet your preferences,
ther click on 'O to run the utility,

@ Mark Eldest Siblings az Family Bepresentatives

kdark Y'oungest Siblings az Family A epresentatives

Apply ta ALL students [will ovenarite exizting flagz]

@ Apply OMLY to sibling groups with no Family Bepresentatives
[leaves existing flagged studentz and sibling groups unchanged]

@) Tracking OM YWhen OM, Tracking will re-allocate the Farmily
Reprezentative for zibling groups where an
Tracking OFF  existing reprezentative member of the group is
moved from the Curent Rall,

ok | | LCancel

Press OK to run the function.

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

File > Single User Lock

Single User Lock

B Enter Passward ||

| Cancel | [ ] l

e Enter keys and click OK

Locked Message

Enter the message pou wauld like to appear when another uzer attempts o
log on to the spatem.

Inteqriz and remote web zervices are currently unavailable while
maintenanice work is carried out,

Enter how long pou expect the system to be locked for. 1,00 hrs

| Wiew Ugers | | u]8 |

e Click OK again

Admin > Utilities > Assign Family Representatives

e Select Mark Youngest Siblings as Family Representatives
e Select Apply to ALL Students
e Leave Tracking ON

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

Uze the buttons below to set your preferences.
then click on 'OK' ko run the utility.

M ark. Eldest Siblings az Family Representatives

@ Mark Youngest Sibling: as Family Representatives

@ fpply to ALL students [will ovenarite existing flags];

Apply OMLY to sibling groups with no Family B eprezentatives
(leaves existing flagged studentz and zibling groups unchanged)

@ Tracking ON Wwihen OM, Tracking will re-allocate the Family
Representative for sibling groups where an
Tracking OFF  existing representative member of the group is
mawved from the Current Roll

ok | | LCancel

e Click OK
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Assign Family Representatives 2
I.-"-_-"— This will overwrite the existing Family Representative flags for all
V' students. Are you sure you want to proceed?

[ Yes J l MNo
e Click Yes
Saving Family Reprezentatives. .
@
Assign Family Representatives @

il Family Representatives have been assigned for the required sibling

LY groups.

Click OK
Close Administration Utilities

Click the Locked in Single User Mode icon
Click Restore Multi-user
Enter keys and click OK
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17.23 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:

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

e 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] in 2019.

e 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.
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Activity

Admin > Reports > Ad Hoc Reports

Open the Ad Hoc Reports folder
Highlight State Archives Report

e Add the year 2019 to the Main Title

@
9

8 W ew

Reports

@
=

Custorn Reports
Ad Hoc Reports
@ Book ‘week
ﬁ Labels
@ Medical & Contactz
@ Ot of Area
@ Propaszed Form & Year
@ Propoged/Current Form & Year
@ Rock Band Contacts
@ Fattnest Trip Contacts

State A

@ Update Behaviour Incident Datz

@ Waccination Schedule DOB an ¢

2 A arrinabionn Gehadila FOR ane ?
>

eport

Titles

Main Title |State Archives Report 20019

Page Footer |

Select

W Mew Query

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 to find the students with the Roll Status of n/s

Student Search
W E G
General IParameters] Drates l Addlessl Dther] Ui l T Sets!thorts]

Surname/Ref. Mo, Fioll Status N/
Prefermed Mame ear Group Y.

e Click on the Date tab
e Enter Leaving Dates for the current year

Student Search
W E| o dh

General] Parameters Dates lAddressl Dther] upl ] T SetsJCohortsl

|Date of birth range W | o |

Birthday [Day. Month, Year) l_ |--na"s-- W |
From Ta
Entry D ate | |
Leaving Date [1 FER 2019 [17 DEC 20019
D ate Checked | |

Documented Plan | |
forwarded ta DCF Date

Documented Plan Review Date | |

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

) In Care of DCP () Documented Plan Completed
(®) Either (®) Either
[7] Show Inactive Parameters in Dropdown Lists Fird Close

e Print the report to the screen

Notes: A copy of this report needs to be saved to the 859 category of the School Filing
System e.g. 859/nn STUDENTS > ENROLMENTS > Enrolment details of students who left
[name of school] in 2019.

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.

e Close Reports

17.24 Set up New Attendance Year (if using the Lesson Attendance
Module)

This step applies to schools using the Lesson Attendance Module. Please refer to the Lesson
Attendance Manual to set up your new attendance year.

(Not Demonstrated in Training)
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17.25 Notification of Enrolment

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
Primary schools when students are enrolling in Secondary school for the first time.

Activity:

Admin > Speed Edit

Confirming Enrolment to the Previous School

e Select Previous School from the Area drop-down menu

Area
Previous 5chool |E|

e Click to find the students on the Current roll
e Select the Dates tab and enter an Entry date range of 1 Jan 2019 to 31 January 2020

Student Search
Wl o dh

Genelall Parameters Dates l.&ddressl Dther] Dl l T Sets.-’CDhortsl

|Date of hirth range v [ o |

Birthday [Craw. Month, vear] l— |--nf’s-- W |
From To
Entry Date |1 04N 2019 [31.04M 2020
Leaving Date | |
Date Checked |

I
Docurnented Plan |
I

forwarded to DCP D ate |

Documented Plan Review Date |

(I Mot In Care of DCP () Mot Documented Plan Completed
() In Care of DCP (") Documented Plan Completed
(@) Either (@) Either

[] Show Inactive Parameters in Dropdown Lists Find Close

e Click on Find, Select and Yes

A list of students and their Previous School will be displayed

Note: At school when this activity is performed as part of the year-end activities, the date
range would commence from the first day of the new school year.
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e Click on the Value header and scroll to check the list

Speed Edit
Area
Previous School v = i
Select Al Deselect Al Invert Selection Blanks n's
Ref. Student Name Walue Status
A6 Allen, David
L] Andrews, Luke
aa Brood. Cassie Fingrup P.5.
295 Burnett, Joshua Tapping PS5
776 Carnpbell, Leif Maoerling School (Mt Claremant]
7B3 Caterer, Fleur Other Sources
233 Crean, Madeline
a7 Davies, Maglazas Orana Catholic School Pailletton]
a3d Edwards, Ryan
a3a Elliatt, ‘W endy
240 Emery, Kira
764 Fitzpatrick, Grant
00 killer, Lynda Armadale P.5.
T Pate, Lorena
a64 Filer, Trent
2a0 Smith, Eileen
k] Thomas, Celeste
a3 West, Thy
Mew Y alue W od” Cloze Save

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

A Transfer Note or List must be sent to each school identified as the student’s last school,
advising that the student is now enrolled at your school.

Note: A Previous School will only display where this has been added in the Movement
History for the students.
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17.26Checking 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

Admin >Speed Edit

e Select Destination from the Area drop-down menu

Area
Destination IE‘

e Click to find the students on the Former roll

Ruall Status Former :

e Click the Dates tab and enter a Leaving Date range of 04/02/19 to 17/12/19

Student Search

L= REV
Generall Parameters Dates lAddressl Dther] upl l T Sets.-’Cohortsl
|Date of hirth range: v [ o |
Birthday (D1ay, Marith, ‘Year] [-nts- w! |
Fram To
Entry Date | [
Leaving Date [4 FEB 2019 [17 DEC 2015
Date Checked | |

Docurnented Plan | |
fornwarded ta DCP Date

Documented Plan Feview Date | [

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

[] Shaw Inactive Parameters in Dropdawn Lists Find Close

e Click on Find, Select and Yes

A list of students and their destination school will be displayed
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Speed Edit
Area
Diestination v = i
Select Al Deselect Al Invert Selection Blanks n's
Ref. Student Name Walue Status
a97 Badely. Justin -
93 |ztan, Kevin Bunbury 5.H.5.
a5 Srnith, Cameron Jurien 0.H.5.
350 Smith, K.ane Jurien 0.H.5.
357 Sa, Linda Marthampton D.H.5.
295 Ramszay, D'amien Mot specified
290 Pryor, Cassie Mot specified
285 Price, Charlie Mot specified
2a0 Fiper. Michelle Mot zpecified
275 Peterson, Candice Mat specified
270 Perani, &dam Mot specified
250 Otter, Lauren Mot specified
247 Oscar, Jilian Mot specified
245 Orringe, Mathan Mat specified
240 Ontaz, Martin Mat specified
237 O'Donnell. Sean Mot specified
235 O'Brien, Mike Mot specified
230 Mixon, T ania Mot specified
220 Furphy, Carlas Mat specified -
bl [ PSR R, pp—— Rlat cm e ailiad
Mew Y alue | w7 v Close Save

e 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 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 as 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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17.27Purge the Audit Trail

Activity

General > Control > Audit

e Select All Users and Entries in the date range.
e Enter the last day of the year prior to the previous calendar year

Note: Schools are requested to keep the Activity Log for all entries in the previous year

Activity Log
User Criteria

+ Al Jsers
" Specific User

Jzer Mame

Entry Criteria
= &l Entries
»" Entrieg in the date range
Fraom Ta

1JAN 2078 3 DEC 2018

LCatcel

Purge

e Click Purge

Warning

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

e Click Yes

Warning

4% This process cannot be reversed. Are you absolutely sure you want to

I‘-\_____,-' purge the specified activity log entries?

e Click Yes
e Save to C\Keys\Integris\Outbox with the file name: 2018 Audit Log
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18 Reports
18.1Standard Reports

Admin > Reports

Each folder on the left-hand side contains a number of reports. To run a report, click on the
relevant report to highlight it. Any Sort Fields and Options will be displayed on the right hand side
of the window.

& Reports =]
) &=
2 B General Reports
1 RollReports p
I Form Lists Monday, 14th October 2019
[ Check Lists ) _
. Use a new or saved "Query to select the subjects of
1 Saved Check Lists the report
L1 Graphs
1 Monitoring Reports 'Drag_—and-drop', tick-Doxes and pick-lists allow you to
[0 Address Labels specify the report format and content
[0 Exports ' You only need to do this once, then save the report as
[ Staff Reparts a'Custom Report, with a name of your choice
1  Custom Reports
Click on the Custom Report to see the settings you
01 AdHoc Reparts 1 saved, then just one click prints your report
L -~
“__'_-_, 1.2

Example: For a Standard Form List report sort options available are listed under Sort Fields. To
sort the report by a particular field, drag the field name from the Sort Fields box on the left into the
Sort Field box on the right. Alternatively, double click on a Sort Field to select it. Place a tick in
checkboxes to total (count) a field or to display each new value for a sort field on a new page.

<7 Reports @
k) G W e
3 Fomm Lists - Titles
B tandard Form List Main Tite | Standard Form List
B Form List Surnmary Page Footer |
H Farm List
o Stm:lseh:::j 3 Detail [¥] Include Teacher Mamels] on Report
udenl ress Details
[£] Parent/Guardian 1 Phane and & 1 Sort Fields -
[ studert Infarmation Sheets DOB r S:[t Field |Av |T0ta| |F'age
e s
El Student Information Cardz 1_ ear
[ student Update Form 2| Sumams - | [ i
El Student Photos
i b Regizt Options
a |nner. o -egm = Student Murnber [ Include Estemal Foll
[ Teaching Set List Farm All ] Tick Box
01 Solas and Siings o Year Group 'AM—E [T Shaw Family Representative totals
o [ 'h‘:nll:[|”n=nio}=r Lisk - [P Sepaiate by ear Graup

[ Print ] [ Cancel ]

When all the details have been set up, click Print and choose a destination for the file.
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Some Reports allow the user to select students by Year and Form. Others allow the user to select
students using the New Query button. This enables you to select students based on a previously
saved query or to select a new query. Selecting New Query brings up the standard Student
Search window.

Once the query has been defined, click Print and choose a destination for the file.

4 If you often run a standard report using the same criteria, you can save the settings for future
use by clicking on the Save as a Custom Report button. This stores the report settings in the
Custom Reports folder.

If other users need to run the report, use Allow Custom report to be used by others 1 so that
other users can be given access rights to the report.
To expand the whole of the reports tree at once, click on Expand Tree. 8.
18.1.1 General Reports
Activity
Admin > Reports > General Reports > Medical Conditions
e Sort by Form
e Click New Query to find all the students in the school
e Tick to Include Daily Management Plan
< Reports =5
L) S W o=
£ General Reports - Titles
D Student Activities Repart Main Title |Medical Conditions
|:| Activities Report Page Footer |
D Medication Repart L £
D M edical Conditions T Sart :
[] Medical Conditions Trained Staf ender 0 Sort Field av |Total | Page
[E] Medical Details Year 1 Farm - | OO -
D Doctor/Practice List
|:| Dental Practice List i il
El Birthday Fepaort
|:| Students with no Address Select
El Students and their Teaching Se Selocted Subsel 494
[ List of UDIs Selcted subeet 434 ] [
[l Haslth Cara Candibions Bawiam Include D aily M anagement Plan
o I 3
Prrint I I Cancel
e Click Print
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Admin > Reports > General Reports > Birthday Report

e Click New Query, find the Year 7 students
e Sort by Day of month
e Print to the screen

& Reports
€| 1l 0T &|¥|e=
£ General Reports = Titles
[F] Student Activities Repart M ain Title IBillhda_l,J Report

D Activities Report

Page Foater
El M edication Fepaort I

m

[£] tedical Conditions [ Sart
El Medical Conditions Trained Staf E?err:nder i Sort Field av |Total | Page

[E] Medical Details
El Doctor/Practice List
D Dental Practice List
El Birthday Feport

—_

Day of manth - | O -

D Students with no Address rSelect
|:| Sltudents and their Teaching Se ISeIected Cubset 13 e |E| [F] New page for evary manth
[] List of UDIs
[ Haalh Care Condifices Rawviaw [7] Display age as at I—
< I | b
[ Print ] [ Cancel
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18.1.2 Roll Reports

Admin > Reports > Roll Reports > Current Roll with User Font Size

Sort by Form, then Year

Check Total and Page for Form

Check Total for Year

Use New Query to find all the students in the school
Enter Font Size 12 or 14

Uncheck Show Reference Number if required
Print to the screen

& Reports @
) S W o=

El Current Roll - Titles

D Current Roll with Uzer Font Size kain Title |Cunent Foll with User Font Size
|:| Former Students
D Adrnizzsions

[£] Mew Admissians ta Current Roll = Sort
[E] Admissions or Leavers Report DOB i Sort Field | - |Total | Page
[] Standard Shudent List 1 | Farm - -
[ studert Address Details L 2 | Year Fs ]

|:| Parent/Guardian 1 Phone and £ ]
D Students with Temparam UPMs
|:| Students Lizt Showing Current a Select
[] Students with Siblings

|:| Vear Lists

| =P T T T
4 | mn b

Page Footer |

Font Size [12

[ Tatalz only

|Selected Subset 434 .. | = |

b Show Reference Mumber

Print ] ’ Cancel

CIVI Ca Integris Administration Manager Training Notes 21-Jan-19
Page 200 of 218
© 2019 Civica Pty Ltd



Admin > Reports > Roll Reports > Parent/Guardian 1 Phone and Address

e Sort by Form
e Tick Total and Page for Form
e Select all students on the Current Roll
e Click Print
& Reports @
KRS E=1L 2
1 General Reports - " Titles
23  FRol Repors B tain Title IParentJGualdian 1 Phone and Address
[l Curent Ral Page Foaoter |

[ Currert Frall with User Fort Size |

[ Former Students rSort Fields :
[ Admissians Gerder - Sart Field av | Total |Page
[ Mew Admissions b Curent Roll Year 1| Fom - N

D Adrizziote or Leavers Report
|:| Standard Student List
[] student Address Details —Select Options

#Guardian 1 Phone and 4 I E Include Shudent Number
D Students with Temparam UPMs
|:| Students Lizt Showing Current a I [ New Query ] [ Include Year Group
. [ =1 ..:;m with Cihlinae X [ Include Fom
[ Print ] ’ Cancel
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Admin > Reports > Roll Reports > Roll Count by Date

Type today’s date

Click Print

Re-Print for Year Levels
Check the box for Totals Only
Click Print

& Reports @
IR

D Mew Admizzions to Current Rall = ~Titles
[] sdmissions or Leavers Report Main Title |F|0|| Count by Date
D Standard Student List

|:| Student Address Details

Page Footer I

D Parent/Guardian 1 Phone and 2 rsor -

|:| Students with Temporary UPMs EJDEZ? b Sort Field | i |Tota| | Page
D Students Lizt Shawing Current a/ = Gender T
[ Students with Siblings Ethnicity

[ ‘ear Lists - -

T ~Select [ Summanze
1 Form Lists -
[0 Check Lists Tear Al @ Fom
B Saved Check Lists pate [ || OYea Totals only
T1___Granhe 7
[ Print ] ’ Cancel

Note: This reportis best run for the Current Year only.
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18.1.3 Form Lists

Admin > Reports > Form Lists > Form List Summary

¢ Change the Main Title to Class Numbers

e Check Include Teacher Name(s) on Report
e Check Include Family Representative totals
e Summarise by Year Group
e Print to the screen
&2 Reports @
L) & o=
3 Form Lists o Titles
g .. Fm List Main Title [ Form List Summary
[ House Form List Page Footer |

D Student Addrezs Details L
D Parent/Guardian 1 Phore and £
D Student Infarmation Sheets

D Student Information Cards

D Student Update Farni

D Student Photos

D Dinner Money Regizter

D Teaching Set List

D Solos and Siblings
[F1 b arial Plamichar | ist

Include Teacher Marme(z] on Report
Summarise
@ by ear Group

1 by Farmn

[¥]inchude Family Fepresentative totals:

Prirk ] [

Cancel

Admin > Reports > Form Lists > Student Information Card

e Click New Query, find the Year 6 students

<7 Reports =35
L) G W ew
=3 Form Lists - Tiles
[ Standard Fom List o -
D Form List Summary tain Title |Student Infarmation Cards
El Houze Form List Page Foater |
|:| Student Address Details L
D Parent/Guardian 1 Phone and 2
Select

El Student Information Sheetsz
|:| Student Information Cards
El Student Update Form

|:| Student Photos

Selected Subset 14 . |z|

Option

[ Sart on ‘Year/Fom

] Dinver Money Register I the: Contacts section: |Sh0w All Contact Phone Mumbers

El Teaching Set List

|:| Solos and Siblings

1 bd mvns il Drmmicbar | it
4 n ¥

)

Frint ] ’

Cancel

e Click Print
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18.1.4 Check Lists

Admin > Reports > Check Lists > Form Check List

e Click Save as Custom Report L4

Give your checklist a name and click OK

Report Title

Fleaze enter a hitle for the report

|ExcursionIEamp Check List

Click Allow Custom Report to be used by others

o

e Enter the Main Title and Notes
e Select Year 10
e Check DOB Column
e Enter Column Headers (<Tab> to create new rows)
e Enter Column Width: 2 cm
& Reports
L) & W o=
1 General Reports -
1 FRol Bepors tain Title |E:-:c:ursionf'l2arnp Checklizt
(1 FomLists Page Foater |
3 Check Lists Hotes ‘ear 10 Camp
[] Check Lists
B | Form Check Lists = Select Enter Colurmn Header Text
[1] Group Check Lists Year 1a : Conzent Form
[ weekly Check Lists Eam Al Medical Form
[] Form Weekl_l,:l Check Lists [B Separate by rear Group Paid
(3 Saved Check Lists DOE Column [ ] Gender Colurnn
[0 Graphs [ *rear Group Column
[0 Manitaring Reparts [ Include Extemal Roll
1  Address Labels Sort Fields
r;‘n [ | Sumarne |~ Calumn */idth [Cm] {3 pg
’ Print ] ’ Cancel
e Print to the screen

Note: Once areport has been shared, it cannot be unshared.
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18.1.5 Address Labels

Admin > Reports > Address Labels > Family Mail

e Select Standard Labels 8x2
e Use New Query to find Year Group 10

|:| Student Address
[l chidant Matais

Salutation | Tite, Initials and Sumame ||

@ Reports @
L) G W ew
3 Form Lists - Statiomery Setup
[  Check Lists Top Margin 137 Meazurements
Po oo oo mmssso———o—oo-o--o--oo are in cms
[0 Saved Check Lists Label width [1015
[0 Graphs Left | e
i 1 ot

1 Moritaring Reparts Ma[,ﬂ Ulabel Standard Labels
2 Addess Labels L 047 B gne

|:| Student Resident E 339 E

D Emergency ! !

& | Family t4ail g - -

D Parental Responsibility Labels Across |2

|:| All Contacts Select

0] Fees Biing Buery |Selected Subset 70 entries| v | [ Hew Quen Include Narne

Include Year
Include Form

’ Print

] ’ Cancel

e Print to the screen
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18.1.6 Exports

Admin > Reports > Exports > Parent/Guardian Email Export

e Select Export the Email Address for all marked as Family Mail Marker
e Use New Query to find Year Group 8

" AM Exchange
"5 Teaching Group

m

@ Reports @

) S W o=

g ghecz E‘:ts i “ | Parent/Guardian Email Export
ave eck Lists B . :

01 Graph Selecting the export type and an existing or new student query will
rapns | export the Parent/Guardian Email details to the export path defined

[ Monitoring Reports below.

[0 Addess Labels Farent Guardian Email Export options

3 Esports Export the Emall Address for PG 1 only

Export the Email Address for PG 1 and PG 2

Export the Email Address for all marked az Family kail Marker

Click Save and OK

S EDvw Library Export Expart Path
Wl st /G uardian Email Expart | CAKE'YSUNTEGRISA OB &
g Staff Reports S elect
Cuztam Report : 7
HeEm nEpans |Selected Subset 40 entries |E| i New Luery ¢
1 AdHocReports L
&7 Include a report of Parent/Guardians with no email details
rl
Print ] ’ Cancel
Click Print

Select the desktop to Save the Export file

View and Close the exception Report.

This Report displays any students where no email addresses were located in the student record.

e Navigate to your desktop to open and view the file

Note: The Export file defaults to save to the Outbox but can be saved in any location. The
Export file may be opened and viewed in Microsoft Excel. Email Addresses can be copied
from the excel file and pasted into the “To” box of your email client (e.g. Outlook)
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18.2WA Reports

The WA Reports module has been specified by the WA Department of Education. These reports
provide schools with additional standard reports.
&

WA Reports can be accessed from the Sidebar or from the Student Profile Icon ™" _ on the top
toolbar. If activating from the Student Profile Icon the software will default to open that report.

Activity: WA Reports

WA Reports > Reports > WA Reports > Student Update Form

e Use New Query to find Penelope Allen
e Check the desired Options
e Enter a Return by Date a week from TODAY

&y Reports @
L) S W =

[ standard Student Check List ~ » Titles
[ HouseFaction List Main Title | Student Update Form

El House/Faction Check, List Page Foater |

[ HousesFaction Summary Reporl Instructions | The following information is held on the schools -

D Hause/Factian Listing administration system. Please check the infermation and

D . make any corrections that are necessary on the form. fis
Birthday Report important that student records are kept up to date throughout ™

El Eil.l.u:lent |_||:u:I-atEe Form Selact

D Immurisation Report |Selected Subzet1e.. IE‘ Mew Guem ] Sort on Formev'ear

El Students with the zame addresz| =

[] students for a Parent/Guardian Options

[ Family Feprasentative List [¥] Include UDIs on the repart [ Hide Details ] [ 18 UDIs selected

Include Teacher Mame(z] on Repoart
Include Contact Motes which have a Location’ an the repart
Include Siblings on the repart

D Student Profile
|:| Student Health Care Summary

00 Students with a Documented P Include Siblings who are on the Former Rall
01 Custom Reports [lInclude Parents Background Beturn bu [iate -
P m , I Print each Student on a fresh sheet of paper I

| Print 3 ’ Cancel ]

Note: Reports for each student may now be started on a new page

e Print the report to screen
e View and close the report
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We can run this report again but this time we can now hide some details from the Update form.

. . L X
e Click on Hide Details —I
e Select some details to hide including Other Student Contacts and click on the cross

Show / Hide Report Data

Flease specify which fields should be included on the report.

Report Field Included?
Parent/Guardian 1 Yes -
Parent/Guardian 2 éYes
Student Home Address Detail: es E
Student Phore 1 iYes

Student Phone 2 EYBS

Student Mobile Mes

Student EMail Yes

Other Student Contacts iYes i

LCancel

e Click on Other Contacts and select a contact to display and click on the tick

Select
Selected Subset 1 e IZ‘ e Query Sort on Form/Year

Select contacts to be excluded from the report

Other Contact _Emrg Relationzhip _Include?

Fr & Mrz Allen i3 {Grandparents iNo . E

brs Janet wWheeler 2 Aunt iNa

e Click OK and then Print to run the report again
e Check that these details have been removed from the report.
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WA Reports > Reports > WA Reports >Student Profile Report

F'I'DE”E

e Click on Student Profile Report Icon

This Icon provides a shortcut to the WA Reports Sidebar and defaults to the Student Profile
Report. The Student Profile Report can give us an overview of Behaviour, Attendance and
Student Activity data. These can be accessed all at once or separately through this report.

& Reports [l
L) G W ew
[] Standard Student List ” Titles
El Standard Student Check List lain Title |Student Prafile
[£] House/Faction List Page Foater |
D HiouszeFaction Check List .
] House/F astion Summary Fepar Student 5election ]1 3 Behaviour Typels] / 7 Action(s) l Attendance | Activity Type
|:| House/Faction Listing Opitess
D Birthday Rreport Page per student
D Student Update Farm ':?:' Display Al
[ Immurisation Repart () Behaviaur
[] Students with the same address () Attendance
D Students for a Parent/Guardian () Student Activities
El Family A epresentative List
B | 5tudent Profile Select
D Student Health Care Surmary v M ew Queny
El Students with a Documented Pl
71 F areilis bd 2il b arlear | ok ~ Date Range  from: [1 FEB 2019 ta |
£ >

e Enter the dates as 1 Feb 2019 to today’s date
e Click on New Query
e Find Tamara Bandy

Student Search Results

B S
Reference Surname Preferred Name Year Form D ate of Birth
[ {Bandy  Brandy i ing.2 {25 JAN 2007
9 Batdy Tamara 9 15 400G 2005

Total records found |2

Back Select Cloze
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e Click on the Behaviour Types/Actions tab

e All Behaviours are checked by default

Student Selection 13 Behaviour Tupefz] / 7 Action(s) ]Attendance l Activity T_l,lpel
Showe Behaviour Detailz Behaviour Type Action

¥ +Merit or good behaviour award [often viz » || Mot specified [+] -
|+ Pogitive behaviour - other | Detention

[¥] + Significant positive behaviour or major at (V] Intention to suzpend

7] -llegal substance offence V] Lass of privilege

Z - Megative behawviowr - other ; Mot specified [-)

[¥] - Physical aszault o intimidation of other st || Other

| - Physical azzault or intimidation of ztaff | Feprimand

[¥] - Substance misuse V] Suzpended

(V] -Werbal abuse ar harassment of staff 7] ‘withdrawal

Z -Werbal abuse or harassment of students ] Mot specified [=]

¥ - Wiolation of school Code of Conduct, beh

| - wilful offence against property

[¥] = Meutral behaviour - -
4 3 4 3

e Click on the Attendance tab

Show attendance details is checked by default

Student Selection] 13 Behaviour Type(s) / 7 Action(z) Attendance
Options
Shaw Attendance Details

|1_ or more half day abzences
Codes

ENCes
Unresolved Abzences
Unautharized Absence
Authorised Absences
Approved Abzences
Latesx

m

e Click on the Activity Types tab
e Check Show Activity Details

e Click Print
e View and close the report

CIVICa

Integris Administration Manager Training Notes 21-Jan-19

Page 210 of 218
© 2019 Civica Pty Ltd



WA Reports > Reports > WA Reports > Family Representative List

e Click the Sort tab
e Sort by Form then Year
e Check Total for Form and Page

K| LT G e

»

3w Reports
El Standard Student List
D Standard Student Check List S_urname - Sort Field aw |Total [Page
El Houze/Faction List E'l:sl:sriame 1 | Fam A -
[ House/Faction Check List Sex 2 | Year - ([
D Hiouse/Faction Summany Reporl
El Houze/Faction Listing
El Birthday Report
D Student Update Farm
El Immunization Report
D Students with the zame address
El Students for a Parent/Guardian
El Family Repr ative List b
D Student Profile

El Student Health Care Summary

[l Shidants with 2 Macimantad Pl
« Il ]

— | Layout electl Includesl

m

=

[ Frint ] ’ Cancel

e Click the Select tab
e Click the radio button for Form

e Click Select All M|

La_l,loutl Sort Select |Includes|

) Year
@ Formn

() Student Find

e Click the Includes tab
e Check Selection Criteria

Selection Criteria
[ Student Fef Mumber

[ Tatals only

e Print to screen
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WA Reports > Reports > WA Reports >Student Health Care Summary

The Student Health Care Summary (Form 1) is now available through the WA Reports menu

Click on New Query
Select all the students in Year Group K
Type in a footer message

9

&5 Reports

& W ew

El HouseFaction List

|:| House/Faction Check List

D HaouseFaction Surmary Reparl
El HouseFaction Listing

|:| Birthday Report

D Student Update Form

El Immunization Report

|:| Students with the same address

D Students far & Parent/Guardian L

El Family Reprezentative List
|:| Student Profile

Student Health Care Summary
El Students with a Documented Pl
[E] Family tail Marker List
Custorn Reparts

m 2

Titles

tain Title |Student Health Care Surarnary

Page Footer |F'Iease complete and return to the office ASAP

Select

Selected Subszet 9 e... Iz‘

Print ] [ Cancel

Note: As this form is being run as areport, it does not create a Student Activity log
against the student’s record.
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WA Reports > Reports > WA Reports > Students with a Documented Plan

e Select All Students in Care of DCP
e Click Print
&5 Reports @
L) G W e
[ HousesFaction List = | Select lDetaiIs]
El HougzeFaction Check List Titles
D HouseFaction Summary Reparl _
[ House/Faction Listing Main Title |Students with a Documented Plan
[E] Birthday Repart Page Footer |
D Student Update Form
El Immunization Report Include
[ Studerts with the same address .
[ Students for & Parent/Guardian (1 All Studerts with & Completed Documented Plan
[E] Family Representative List 3 () Students with a Docurnent Plan Completed matching the selected dates
[ Student Profile @ &l Studerts in Care of DCP:
From To
Documented Plan forwarded to DCP Date | |
[0 Custom Reports Diocumented Plan Feview D ate [ [
4 n 3

[ Print l ’ Cancel

This Report can be run to show ALL students with a Documented Plan or select them based on
the Plan Completion and/or Review Dates.
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18.3Report Security

There are three main steps in setting up access and security for Admin Reports:
1. Allocate report security access rights to appropriate users

2. Set the report security profile

3. Activate Report Security

Step 1: Allocate report security access rights to appropriate users

This enables the appropriate users to specify which reports are accessible by which Integris users.
Access can be enabled in General > Control > Users - in the Reports section of the Access Control

window.

Access Control

1 General -
- ddmin Mo default masks are available for this security area.
Admissiong
Emergency Security lkem Acoess
Access Reports s -
Access Ad-Hoc Manager i

Speed Edit
|Itilities
ear End

Report Security

Step 2: Set Report Security Profile

This function enables schools to allocate access to specified reports to users as appropriate. The
function is only available to users who have had access rights allocated in Step 1.

There are two options for allocating access to reports:

1. Allocate Reports to Users £

2. Allocate Users to Reports B

Note: It is recommended that Schools contact the Customer Service Centre to discuss their
needs and are encouraged to carefully consider all possible implications before using
Report Security Settings.
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19 Backing Up

For Department of Education and Training schools, a back-up is completed each day on your
server. A warning message will be displayed if a back-up is unsuccessful. Should this warning
appear, please contact the Customer Service Centre.

The Backup Wizard is available for backups required before performing major changes to the
datafile.

If you do not have the SIS Backup Wizard please contact the Customer Service Centre on 9264
5555 or 1800 012 828

In the case of a system crash, your data may be restored from the backup so it is imperative that
your back-up routines are stable and regular.

20 User Accounts
RM Asia-Pacific will have set up three users on the system:

e EDWA - for the Department to assist you remotely

e ADMIN - for Civica to assist you remotely

e SCHADM - this is the System Administrator account for the school

For security purposes, you will need to change the password for the SCHADM user.

Set up the required users’ user names, passwords and access.
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21 Index

Access ReStriCtion........cevvvieieiiieiiiiccieceeee e
Activity Log for a Date Range.......cccceevcveevereiieerieeseeecee s
Ad HOC REPOIES....viiiiiiiiiiieeeite ettt
Address Labels......cocvivieenieniiiiieee e
Address Labels > Family Mail.........ccccoovviiiiiiiiiiiiiicieeens
AAMISSIONS...eiiieriiieieeiee sttt e s esaeesaee s
Advanced Find-Student Search........cccocceeiriieiiiieiiniieeeen,
Allocate a Leavers Year.....cccvieevieeeeeiiee e
AsSIgN bY YEAr/FOrM....ceevieeiiecieeeciee et
Assign Family Representatives .......cccoccveeeeieeeecieeecciiee s
Assign Individuals to a Year/Form ...
Assign Individuals to a Year/Form ...

BaCKiNg UP .eiioiiiieciiee ettt 215
Birthday REPOIt ..c..eeriieiiieieerieeeeceeee e 199

Change PassWord .........cocveeeeerieenieenieeiee e seee e
Change User
Changing Students’ FTE

Copying Access RIgNTS ....c.eevvierieeriierieeee e
Copying Family Information ..........cceevvevviiieiniieninieeeieenne 64
Creating a Mail Merge Template in Word................. 129,132
Creating @ UDL......cooiiiiieeeeeeee e 102
Creating an Export (.csV) File ..ccoevvveiienieieeeeeeeeee 127
CSV ettt e e ettt e e e s e e e s e e e e e st e e e s e s raeeeeaenaas 126
D
Defining Semester/Timetabling Periods...........ccceeveveunee. 155
E
Editing Students’ RECOrdS.........ccvevvviiiiiivieiniiieerieeeeiee s 68
Emergency Contact Information .......cccccevveeieeneeniienniennne. 82
Entering @ new student ........ccceeveeeveeveeecie e 54
ENtering EVENTS ..ot 138
Exporting and Importing Student Data.........cccceevveeeeiieennnns 93
Exporting Student Data ........cccoceeeriieeeciiiie e eiee e 94
EXPOIS ettt 206
External Roll StUdeNtS........cccevveecieiieeree e 177
F
Family Representative List........cccceeveereercieenieeceesieeieenns 211
FILE ettt 13
Find Student FUNCLION .....oovvieriieieiieeniceeeeeee e 45
FOrm Check List ..c...oecveerieiieenieeieesieeriee e 204
FOrm Check LiStS.....cccierieereerieeciiesee e eieesee e see e 142

Form List Summary .

Form ListS......cccuueeee
Former Roll
G
General REPOIES ....uiiiiiiieiiie et 198
GrOUP TYPBS e it 115
GIOUPS toeieieieieieieee ettt e e e e e e e e e e eeaeaaaeaes 115
H
Health Care Conditions Review Date .......c.cccccceervveervernneennns 75
Help Contents and INAeX........oocvveieerieenieniienee e 18
HEIP MENU ittt s 18
|
Importing Student Data .......cccceeeeveieeiiie e 98
INTEEIIS USEI'S ..uvviieeeiieieiiiieee e ettt esrree e e e e e sven e e e e e e 31
K
KST oot 119,121,124
KSt TE@MPIALE w.eeenieeeiieee e 121
KSt TE@MPIALES ..o 122
L
Lesson AttendanCe.....cccevveerieereenieenie e 168
Locating Students’ RECOrdS........cocvvvvueereerireenieeieeseeesieenens 43
Lock Terminal
M
Ml MIEE.cneieiiiieiteee ettt
Mail Merge using csv format ......cccccevveeveeniennecniieeneeeen,
Mail Merge: kst format ......c.cceeveerreeniinneenieeeceeeeeeee,
Maintaining Student Records.........ceccveveeriveeneenneenieeneennns
Make Siblings the Browse Set ........ccccccevverieenerrneenieeeneennns
Making User Accounts INactive.......cocueeveerieeneeniieenieeiieenns
Medical Conditions REPOrt ......cccvcveeeriveeeniiiieiniieeeieee s
Medical Details REPOIt......ccceerveerieeieeree e
Medical RECOIAS......uveiierieeeeeie e
Medical REPOIES ...ccceviiiiiieciee et
Medication REPOIt.....cccccuiiieiiiiiiieeeeieee e

Moving an individual to the Former roll ...
Moving Groups of Students to the Former Roll

Notification of Enrolment ..........ccccoeeeiiiieciii e 192

ParameEterS. ... e
Parent/Guardian 1 Phone and Address
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Parent/Guardian Email EXport.........cceeueeievieneeciecienienenns 206

Printing the Term Planner ........cccceevveveerieesie e 139

Process Year ENd .......cccecereiniiiieiiinieniinicienecteeeeieniene 167

Proposed FOrMS .......coiiiiiiiiiiic e e 142

Purge the Audit Trail......cooviiiiiiiiie e 196

Purging an ActiVity LOg ...cccoeveimiiiieeiiiiiiieee e 39
R

Reinstating Former Students.......ccoccceveviiieiniieeniieeeeieeee 92

Repeating Students ............. ..185

Report Destination ....... .17
Report Security ..214
REPOItS cooeeeiieee e ..197
Reports Showing Proposed Year/Form........ccceeveevveennns 166
ReSEtting All USErS....cccvviieiiiiiciiie ettt 37
Resetting User ACCOUNTES.....ccuuuiiiieeiieiiiieee e eeieeeee e 36
Roll Count by Date.....cccueiiviiiiiiiieeeiieeee e 202
ROII REPOIS ..ottt 200
S
SaVING @ QUETY c..eiiiiieee et e e eerre e e e e e e erane e s 50

School Curriculum and Standards Authority Student

Numbers
School Diary
School to School Export...
Set up Form Descriptions

Set up the School Calendar..........ccceeeeviiieeiiieeiiieeeciee s 149
SIHE BAIS weeiiiiiieeiiiee sttt ettt e e e s bae e s sta e e e 20
Simple Student Search........cocveviinienee e 43
Single UsSer LOCK......cccouiieeiiieeiiiee et 15, 167
Speed Edit..cccuveeeiiiiiiiee e 105, 157
Speed Edit Leaver’s Details.......ccccoceerierieeniienienieeeeee 157
Staff Details .uveeeevieiiiieeie e, 28, 29
State Archives REPOIt.....ccvevieiiii v 189

Student Check List......cccueevuveceerieerie e 143
Student Emergency Contact .........cccevviiiiiniieiiniieneieeees 81
Student Information Card .......ccccevveeieinienieenieeeeneeeenn 203
Student Number Import ........ccceeeeiiieiiieece s 79
Student Numbers - Validation Information ..........cccccceenen. 78
Student Photo REPOrt ....ocuviviiiiiiiiieeeieeeice s 77
Student Photographs .......ccveeviiieiiieeecciee e 76
StUAENT PROTOS ..veiiieeiieeieeee et 77
Student Profile Report .......ccccevvvieereeecierie e 209
Student Update FOrm .......cccooviiieiniieiiiieeeiee e 207
System Preferences ......ccccveveeeeieerie et 21
T
TranSFer File ..ooiiriieiiiieeiceeee e 93
V)
Update Form Descriptions .........cccveeeeveeeeiiieeesireeeesneeeennes 183
User Access RigNES ....ooiviiiiiiiiiccieeeeeee e 33
USEI ACCOUNTS ...eiiiieeeieiiiiitee et cee e e sirree e e e e sarneeeeeeeas 215
User Defined Information ........ccceceeeviieiiniieniniieseieeens 102
w
WA REPOIS ittt 207
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22 Support

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

Contact details below:

22.1Phone (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.

22.2Fax (CSC)
9264 4701

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

22.3Email (CSC)

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

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

23 Online Manuals and Training Notes
23.1Civica Education

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

Www.civicaeducation.com.au

Select Support | Integris Support

Click Login for Western Australian SIS Schools
Username: school

Password: help

23.2STIMS 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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