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1 Introduction

These Training Notes provide a reference during and following Civica Education’s Advanced
Administration training.

They cover:

e Maintaining Student Details
School-to-School exports and imports
User Defined Information

Mail Merge

Checklist and Ad Hoc Reports

The Administration Manager Software 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 refers to that data.

1.1 What is Administration Manager?

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, the Year End function, Admissions, and
Standard and Ad Hoc Reports.

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

Time

Content

9.00 am

Help

Parameters (Student and School Activity)
Adding Student Activity

Adding School Activity

Viewing the School Diary

Locating Students

Maintaining Student Details

Printing Family Representatives

10.30 am

Morning Tea

10.50 am

Entering Student Details in the Admissions Roll
Moving Students to the Former Roll

Exporting Student Details

Importing Student Details

Transfer students to the Current Roll

12.30 pm

Lunch

1.00 pm

Mail Merge 1 (Using .kst templates)

Mail Merge 2 (Using MS Word and csv data)
Mail Merge Labels

Speed Edit

User Defined Information

Ad Hoc Reports

2.50 pm

Admin Reports
WA Reports

CIVICa
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1.3 Training Outcomes

At the end of training participants will be able to:

Maintain Parameters

Use Student and School Activity

Use Simple Student Search and Student Find

Maintain Student Details

Maintain and report on Family Representatives details

Enter Student Details in the Admissions Roll

Move Students to the Former Roll

Export Student Details

Import Student Details to existing students on the Current Roll
Create Mail Merge letters using a .kst format and a.csv format
Create Mail Merge letters using MS Word and a csv datafile
Create Labels

Create User Defined fields

Create an Ad Hoc Report

Create Admin Reports

Create Checklist Reports

Create a Student Profile Report

CIVICa
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1.4 Logging On to the System

Activity

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

A

Inteqris
Training

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

School Management Solutions - Integrated Database
7.09.50 (08/10/18] Esxtended Mode

(gg UserMame  [ADMIN
Pazzword TR

RN\

Datafile Path:  CAKEYSUNTEGRIS\RMDETRGDATA 1\NTEGRIS.DF1

e Click on Login or press <Enter>

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

sections of the software as determined by the school administration.

Note: It is strongly recommended that you change your password once a month.
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1.5 The File Menu

The file menu may be accessed by clicking on File in the top left of your screen.

@ West Coast District High
Edit General Help

Change User Ctrl+U
Password...

Single User Lock

Lock Terminal Ctrl+L

Change Datafile
Database Tools L4

Report Destination

Page Setup

Print Saved Reports (from disk)
Exit

Gateway

e Password enables the user to change his or her password. For security purposes, it is
recommended that this is done regularly.

e Change User should be used to ensure that each person accessing Integris does so under
their own user name and with their personal levels of access.

e Lock Terminal may be used if the user needs to leave his or her computer temporarily, does
not want to log off and does not want to allow access to anyone else. Unlocking the terminal
requires the user to enter his or her password again.

e Report Destination allows the user to choose where to send any report created in Integris.
The options are displayed below.

Report Destination
Destination lF‘arameters l Page sizesl
| FT
Koo
& [ B«
001011
Printer Preview Screen Dizk. Clipboard Port
Tl ® ps |2
File HTML Postzoript RTF
Cancel ] [ 114
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Activity: The File Menu

Top Toolbar > File

View each of the following items in the File menu
e Password

e Change User

e Lock Terminal

e Report Destination

1.6 Accessing Help

Activity: Accessing Help

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar
e Select Help Contents and Index

Integris Help

Integris Help

Help is available for the following installed Integris medules.
Select an area from the list below and click on the "Help® button.

Integriz &dministration Manager Help

Integriz Administration Manager Reports Help
Integriz Behaviour Management Help
Inteqriz Exam Scheduler Help

Inteqgriz Leszon Attendance Help

Integriz Leszon Attendance Reports Help
Integriz Bk Biling Help |5
Integriz Time Help

Intenris WFT Heln i

m

[ Help ] [ LCloze ]

Highlight Integris Administration Manager Help
Click Help

View the manual

Close the manual and Help

Note: <Ctrl + F> allows you to search a document for a specific topic or go to Edit and
Search to open a search window
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1.7 System Preferences

General > Control > Preferences > eMail/Web/Login

Schools can now add a Staff Notice for staff when they first login to Integris each day. A photo

from your school can also be added.

Preferences

Feports l Advanced l Exparts I Sibling Management I Dirives I
General ] Security l Paths l Defaults eMail /wieb / Login l Year Groups l

SMTF Server Address or Mame

Default From' et ail Address | WCPS@inet.net au

Launch Staff Motices window on logging into Integris
Staff Motices Login Image File

| Crikeys\INTEGRIS\WPHOTOS \MaticesPhoto jpeg o

Staff Motice Fort  [Arial Font size ,ﬁ

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

Click on the magnifying glass S

Click OK

Navigate to C:\keys\Integris\Photos\NoticesPhoto2.jpg to select a new photo

Click on File > Change User and log back in as ADMIN and keys to see the change

Note: The Recommended size for jpeg files is 600x350 pixels

General > Control > Preferences >Reports

e Tick the box to Display Report Location Footers

Preferences

General ] Security l Paths l Defaultz I eMail / \Wweb / Login l Year Groups l
Reparts l Advanced ] Exports ] Sibling Management l Drives ]

Fieport Heading Image Path

| C:ikeys\INTEGRISWCM Imagesiadmin logo. jpg Q_

Report Heading
|West Coast District High S chool

[efault Report Footer

[¥]iDisplay Feport Location Footers:

e Click OK
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2 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

2.1 Managing Parameters

Some Parameters assist is adding and maintaining meaningful information about students and also
the school.

2.2 Activity Parameters

The Student Activity screen in General>Student Details can be used to add further information
about students and activities relating to them.

The School Activity screens in General>School Details>School Diary can be used by schools to
manage their activities and events within a calendar.

Parameters can be added to categorise the Student and School Activity information
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2.2.1 Student Activity Types

Activity

e Add the activity type Parent Contact
¢ Right click in the list of Student Activity Types
o Select Add New Parameter

General > Parameters > Student Activity Types

rIS

YER

| Student Activity Types
=R

Code Description

D Auwards

EP Endorzed Pragram

FIG Fighting

Gw Good Work - sent to office

LS Letter Sent

MER herit Certiicates

Mizbehaviour

Mot specified
Werbal Abuse £~ Go to First Record

= Goto Last Record

@ Delete Parameter

*ﬁ Add Mew Parameter

Enter PC as the Code
o Enter Parent Contact as the Description

I FC | Parent Contact |
e Click OK
Code Dezcription
n's Mot specified a
MER Merit Certiicates J
FIG Fighting
YER Werbal Abuse
MIS Mizbehaviour
G Good Work - sent to office
A Awards
LS Letter Sent
EF Endaorzed Program
FC Parent Contact

e Close the Student Activity Types window

CIVICa
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2.2.2 School Activity Types

Activity

General > Parameters > School Activity Types

e Open School Activity Types
¢ Right click in the list of School Activity Types

O School Activity Types =)
& m

Code Description

ASS Agsembly

CiE Campsz & Excurzions

SCHCLOSE; Enforced School Closure

GEM General Schoal Activity

' Mot specified .
ED Prof Do, £ (o to First Record
WESH Workshop = Go to Last Record

'@' Delete Parameter

"% Add MNew Parameter

Total Parameters |7

Cloze
e Select Add New Parameter
e Enter INC as the Code
o Enter Incursion as the Description
| IMC | Incursion |
e Click OK
= School Activity Types ==
= R
Code Description
n's Mot specified
A55 {Azzembly
FD iProf Dew.
GEM i General School Activity
WKSH EWleshop
CLE iCamps & Excursions
SCHCLOSE:Enforced School Clogure
10708 Elncursion
o Close the School Activity Types window
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2.2.3 Adding Student Activity

Activity:
Alecia Bishop’s mother has contacted the school to request a meeting to discuss Alecia’s
attitude to school. Record this in the Student Activity screen.
General > Student Details
e Find Alecia Bishop
Search |BIS.A
L
e Click on the Student Activity Icon
e Click on the Edit pencil 7
e Click on Add New Record
e Use today’s date
e Add details of the contact as shown below
Activity Details

Date / Type |26FEE 2019 % |Parent Contact "

Time 15:00 =|1500

Dezcrption |Hequest for meeting

Details

Alecia's mother phoned thiz aftermoon to request a meeting to discuss

Alecia's attitude towards schoal and her recent behaviour.

Spoke with Mr. Alan [DP] who will co-ordinate the meeting SH

Review ]ﬂ [] Complete

] Cancel
e Click OK
e Highlight the Activity to view the details
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Student Alecia Bishop

Perzonal | Famnily GroupIAddilionaII tMovement Hist. I Groupsl (1] I Mz, IAttendance Hist. | Medical Activities

Activities
Date Type Diezcription Fieview Caomplete [+
2BMOV 2018 iLetter Sert CMKETYSAMMTEGRISSMMTPLALE TTERS Head Lice3!

26 FEB 2019 Parent Contact ezt for meeting : j

£ >

Activity Detail

Alecia's mother phoned this afternoon to request a meeting to discuss Alecia’s attitude towards school and her recent
behavior.

Spoke with Mr. Alan [DF) who will co-ordinate the meeting SH

Print

e Add a further record as shown below

Activity Details

Date / Type |Tnda_l,J's Date  |FS IF'arent Contact W

Time I'ID:DD -I 00

Degcription | teeting zcheduled

Details

k. Alan hag scheduled a meeting with Alecia's mother for Tuesday
dd/mm/wy. School Paych and Year Co-ordinator to attend. SH

Review I 2 [] Complete

Ok Cancel

e Click OK and Print to view details in a report
e Click OK to save and finish

Note: Student Activity Records can be printed from the main Student Activity display
screen for individual students and can also be printed while in Edit Mode. To report on
multiple student’s activity use the Report in Admin > Reports > General Reports.
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2.2.4 Student Activities Report

Activity

Admin > Reports > General Reports > Student Activities Report

e Check the box Sort by Student
e Check the box Show Activity Details
e Enter Both in the Completion Status

e Click the tab

e Find the Year 8 students

& Reports
eneral Reports iHes
4 GereralR Tith
Main Title | Student Activities Report
D Activities Fleport Page Foot |
age Footer
D Medication Report e
D Wedical Conditions Students [optional] Act?v?t}l
(] Medical Canditions Trained Staf |53|30t3d Subset 108 .. |w Activity Type
[] Medical Details |4
D Doctor/Practice List Dates
gg'et:? F‘:ctlcet List Adctivity D ate Fram li E To ’7 E
ithday B epor .
. R Dt Fi T
(] Studerts with no Address Fiw Hale om E ° E
D Students and their Teaching Se Options .
[] List of UDIs Sort by Student Completion Status
1 Haslbh ara Fendifinne Paviaw © Show Activity Details Show Reference Ma. Both Vv
< >
Prirt Cancel

e Click Print and OK to print to the screen
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2.2.5 Adding School Activity

Activity

General > School Details > School Diary

Constable Care will be attending the School for 3 afternoons for performances regarding

Bullying.

e Click on Display School Diary

e Click on Year View
Select August 20th

Click on to add an activity

Enter 13:00 to 15:00 as the times
Enter the other details as shown below

Activity Details

[20 406 2019 [Incursion v
1200 - [15.00

Description | Constable Care

Date

Time

Motes

Bullying Prevention Performances

Review JE [] Complete

Cancel

e Click OK
e View the Activity

e Click on Recurring Events
e Add 2 further occurrences

Select Incursion from the School Activity Type drop down menu

Recurring Activity Manager
Activity
Date:  bon 17th Aug 2015

Time:  13:00-1%:00

Activity: Caonstable Care

Generate Repeat Occunences

Mumber of further occurences: 2
@) Every 1 days
) Every 0 weeks

Bullying Prevention Perfarmances - ) Every ’T months
[7] Ocours when session closed
[ Generate ] [ LCancel
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e Click on Generate and view the message

Generate Repeat Occurrences |

This function will create 2 occurrences of the chosen activity at the intervals
selected. Continue?

e Click Yes

e Clickon to view a Term Calendar
e Select Term 3 and Select All Types

| Term View Report

Report Title | Calendar - Term 3 - 2019

Term |3 Termn 3 W

Activity Types [[¥] Mot specified

| Aszembly

Prof Dev.

General School Activig
Wiarkshop

Carmps & Excurzsions
Enforced School Closure
Incursion

[wel<]<]«]=]<]

: [ Show closed codes on report?

Show times of Activities on report?

Prirt Cloze

e Click on Print

e View, then close the Calendar and Close the Term View Report window
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2.2.6 Editing School Activities

Activity

General > School Details > School Diary > Year View

e Select Monday 21st October

e Highlight the Spare Parts Puppet Theatre Incursion
e Click Edit

e Change the Activity Type to Incursions

e Add the required Notes

Activity Details

Date |21 0CT 2013 [Incursion v
Time: 03:.00 =|10:00

Diescription |S|:|are Partz Puppet Theatre

Maotes

Year B/7 students
Drama Room 1

Review JE [] Complete

ak. Cancel

e Click OK

e Click on = to view a Term Calendar
e Select Term 4 and Incursions

| Term View Report (=]

Feport Title | Calendar - Tem 4 - 2019

Tem |4 Termn 4 v

Activity Types L] Mot specified

[ ] Assembly

(] Praf Dev.

[ ] General School &ctivity
[ ] workshop

[ ] Camps & Excursions

[ ] Enfarced Schoal Closure
[¥] Incursion

[]5elect ALL Types [ ] Show closed codes on report?
Show times of Activities on report?

Print Cloze

e Click Print
e View and close the calendar
e Close the Diary and School Details
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3 Maintaining Student Details
3.1 Revising Student Find

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 standard Integris Find Student function 4
e Using the Advanced Find Student Search i

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

4 &P

They can be used to scroll through the current browse set of students.
Click on the Next Student arrow 4 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.

3.1.2 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 [SkLE
e To search for a student Kane Smith enter the following: I
e Press <Tab>
The Student Details screen for Kane Smith is displayed.
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e Use the Simple Student Search to locate William Green'’s record

e Repeat to locate Jackie Albert’s records

3.1.3 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 siblings’ 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

MName Phone Address Relation Res Par Maill Emig Hotes Fee
bdr Paul & bert 9396 7002 9 Marmion Cigee BIRIE " LTI =il
I Rita dlbert 19336 7008 3 Marmion O Save Column Widths

es Ay
iz Penhale {9345 767 14 Wisdom L ) ez M
JENNIFER Zoker-Albert {3396 7008 |9 Mamionr;  Default Column Widths No
Make Siblings the Browse Set

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

e Select Make Siblings the Browse Set

® |ndicates that a Browse Set (a subset of student records) has been created.

e Click Next Student b

Jennifer Zolter-Albert’s records will be displayed.
e Click Previous Student 4 to return to Jackie’s records

e Click = and Yes to clear the browse set

3.1.4 Find Student

Another method of finding a student’s record is by using the standard Find Student & function
located at the top of the Student window. 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.
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Student Search
e &
General ]F‘arameters l Dates l Address l Other l [i]n]} l T Setz/Cohorts ]
Sumame/Ref. Mo, Ruoll Statuz Current W
Preferred Mame ear Group . v
First Mame Farm —nfe- W
Legal Surname Housze —-h/g- W
Group Type —-ndge- W
Group ~nfge- W
Contact Surname
Global Mame Search Termnsz in 5chaool
(®) Mat Specified
|.-’-‘«II Mames [Exchuding History) v () More than
| : i}
() Equalto
[] Shows Inactive Parameters in Dropdown Lists Find

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
students’ ages), addresses and user-defined information (UDI).

Activity

Search for students 15 years and older

e Select the Dates tab

e From the drop down list select Student Age criteria
e Click the il button to change it to the il

e Enterthe age 15

e Enter TODAY'’S date

Student Search
wE o B

General ] Parameters Dates ]Address ] Other l (Wn]] ] T Setz/Coharts l

|Student.-’-‘«gecriteria Iz‘ |E| 'ﬁ Agof | TOD&Y

e Click Find or <Enter>
e Sort by Date of Birth column

e Click to view a report
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Find students with a Health Condition

e Find the students who have an Allergy - Anaphylaxis

Student Search
Wl S dh

Genelall F'alametersl Dates].-’-‘«ddress Other lUDI ] T Setsa’Cohorts]

Health Condition Allergy - Anaphylasis v (J5HCS Mot Completed
Dr / Practice |--na"s-- v () SHCS Completed

e Click Find or <Enter>
e Click Back and clear your settings ©

Search for Students with a Measles Exclusion

e Select the UDI tab
e Choose the option Equals from the dropdown list and type Yes in the third column

Student Search
W E G dh
General] Parametersl Datesl.&ddresslﬂther upl lT Setsx’l:ohorts]
| |
MMR [2nd doze at 4 Years) |n,-'$ = | vl A
Mair Category of Disabiliy w w
Measles Erclusion w | |ves v
| v
e Click Find or <Enter>
e Sort by Year Level then Print =1
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Find students In Care of DCP

e Select the Dates tab

Student Search
L= RV

General] Parameters Dates ]Address] Dthell ()] ] T Sets#Cohorts]

|Date of birth range IE‘ | to |

e

From Ta

Birthday [D1ay, Month, Year)

Entry Date |

|

Leaving Date | |
Date Checked | |
|

|

Dacumented Plan |
forwarded to DCF Date

Documented Plan Review Date |

Mot In Care of DCF

Mot Documented Plan Completed

InCareUfDC Documented Plan Completed
Either @ Either
Show Inactive Parameters in Dropdown Lists Find | | Close

e Click Find or <Enter>

Q

o Click Back and clear your settings

Find the Students with an Access Restriction

e Click on the Parameters Tab

Student Search
wE G &
General Parameters lDateslAddress] Dthell (]u]] ] T Setsa’Cohorts]

Indigenaus Status | --nds- :

First Language —-nfs--

M ationality —hidg-- Shudy Type —-hig--

Religion 15 Courtry of Bith | -ns--

Allowance Type | --nds- Gender ~hfz--

WET Status g Wiza Sub Class Mumber :
Mo Health Card Mot Ot of Area Mot LEOTE Mo Access Restriction
Health Card Out of Area LEOTE @

@ Either @ Either @ Either Either
Mat an Aus. Citizen/F.R. Birth Cert. Mot Seen Part-Tirne:

Aus. Citizen / Perm. Res. Birth Certificate Seen Full-Time
@ Either @ Either @ Either
Show Inactive Parameters in Dropdown Lists Find | | Close

e Click Find or <Enter>
e Click Back and clear your settings
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3.1.5 Advanced Find Student Search

When searching for students the Advanced Find Student Search i 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 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 S

General lF'alameters l Dates l Address l Other l Dl ] T Setz/Cohorts ]

SumamesRef. Mo, Foll Status Current W
Frefered M ame Tear Group R
First M arme Farm g v

e Inthe Parameters tab, select Gender: Male

[ Student Search
wE S
General Parameters lDates]Address] Dther] []ul} ] T Selstohorts]
Indigenous Status ln.-"s—v First Language ~-hlg-- W
M ationality ~nig- v Shudy Tppe N/ v
Fieligion g v  Country of Birth Nz W
Allowance Type | -n/fs-- w | Gender Male W
WET Statuz ~hf'g-- w | Wiza Sub Clazs Murmber ’7\;

e Click Find or <Enter>
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Student Search Results
=
Reference Surname Preferred Mame Year Form Date of Birth
E Antanello b ark g 0g.4 24 JUL 2005 A
24 Biraom Declan 8 na.2 24 JUL 2005
26 Brant Oliver a [ e] 2411 2005
K1l Carless b atthew 8 023 13 DEC 2005
33 Cartraright M atthew 8 0a.3 154UG 2005
45 Defazio b atthewy g 0g.4 22 MOV 2005
46 DelPrete Erapden 8 0z 13 DEC 2005
5 Dianiner Liarn a ns2 11 OCT 2005
BE Ellictt Bryce a 033 11 OCT 2008
E1 Enbwistls Desyn 8 034 254G 2005
&l Gray M athan g 0g.2 11 OCT 2005
a5 Haneock eyl g 083 24.JUL 2005
a5 Harper Rhysz a 0.3 11 OCT 2005
9 it Moah a 034 11 OCT 2008
1 Jury Brad a 031 11 OCT 2008
106 Keenan Tam g 0g.2 10 MaY 2008
Total recards found |59
Back Select Claze

e Click Advanced Find dh to search for the additional students to add to the query

e Click Add Students EI to find for the Year 9 boys

Student Search
LTl =

General lParameters l Dates ] Address ] Other l ol ] T Setz/Cohorts ]

Sumame/Ref. No. Roll Status Current :
Preferred Mame Year Group :

e Select the Parameters tab and Gender — Male

Student Search

Wi S
General Parameters lDates].&ddres&] Dther] Ul ] T Setsftohortsl
Indigenous Status ,m’s—E First Language —hifz-
M atiorality ’m’s—E Study Type iz
Religion IM—E Country of Bith | --n/g--
Allowarice T ype ’m’s—E Gender I ale

e Click Find, Select and Yes
e This will add the Year Nine boys to the Year 8 list
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Student Search Results

Tatal records found |40

&
Reference Surname
2 Alkitik,
22 Braddon
a2 Cunliffe
52 Douglas
[ Eren
67 Fawkes
az Green
a7 Hiddem
37 Isacc
102 Kafter
107 Feil
117 Kinhane
142 Le-Ti
147 Lilt
152 London
157 Luck

Preferred Name Year
Adam
Braydie
Aaron

b athew
Aidan
Fiyan
“william
Traviz
Brendan
Brad
Ethan
Erant
Traviz
Callurm
Rorinie

T e e R N T R T R e e = R a T T i)

Stewvie

Back

Form
0.1
n3.z
9.3
n9.z
0.1
09.z
n3.z
093
n9.z
09.3
0.1
09.3
031
n9.z
09.3
0.1

D ate of Birth

GJAN 2005
15 MAR 2005
27 0CT 2004
11 MaY 2005
11 MAY 2005
11 MaY 2005
11 MaY 2005
21 WO 2004
11 MaY 2005
21 NOY 2004
5.JUL 2004
21 WOY 2004
480G 2004
4 aUG 2004
4 aUG 2004
15 MAR 2005

Select Cloze

~

L

Clear the browse set by clicking on

Click on the Form column header to sort into Forms

Click Print @I and send the report to the screen
Close the report

Click Select and Yes to create a browse set of Year 8 and 9 boys
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3.1.6 Saving a Query

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.

Activity

Find the students who are the Family Representatives

e Click on the Address tab
e Select the Family Representative radio button

Student Search
el B

General] Parameters] Dates Address ]Dther] upl l T Setz/Cohorts

Address Line 1 containg

Address Line 2 containg

State beqitis with

Post Code beging with

|
|
Town/Sub beging with |
|
|
|

Country beging with

Telephone Mo. begins with |

I Mot Familp Fepresentative

[ Show Inactive Parameters in Dropdown Lists Find J I Close

e Save = this query
e Give it an appropriate name and click OK

Save

Flease enter a name for this querny.

|Famil_l,.l Reps

[ ceneel ] [

e Close the Student Search window

To use the saved search query.

e Click Find Student ﬁ

e Click View the Query List v
e Highlight Family Reps
e Click Load and Find to locate the students matching the query
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Note: Saving a query saves the question not the answer. Every time the query is loaded, an
up-to-date list of the students matching the search criteria is displayed.

3.2 Editing Student Records
3.2.1 Family Mail Marker

General > Student Details > Family Group

The Family Mail Marker field should be enabled if letters are to be sent to the parent/guardian at
this address. If this field is used, ensure you complete the salutation. Enter the salutation that is to
be used when writing a letter to this person. Itis also displayed on some reports.

Student Jackie Albert

Personal Family Group l.f-‘-.dditional] Movement Hist. l Groupsl Lol l Mizi. IAttendance Hist. ] Medical]a’-‘«ctivities]

Parent/Guardian 1 ]F‘arent#ﬁualdian2 l Siblings ] Other Cantacts l

Title Intisls _ Sumame Salutation |Mr and Mrs Albert
Mz R Albert
| |z| | | Address 9 karmion Drive,
First Name |F|ita FIMEY W0OODS,
. W,
@ Midde Namefs) | bl
Relationship | Mather E Tell: 9396 7008
Gender (7 Male @ Female () nfs
Parental Responzibility Student Resident
Fees Biling Farmily M il 4 ark.er

I abile & Emergency ,2_ E-bdail |.-’-‘«Ibelt@ozemail.com.au

“_Personal Detail: § Additional Details

MHates Location MHurmber

Fiita warks at Myer City Store can be contacted on 9325 3996 iMenswear Dept - Myer 59325 3996 -

4| n 3

[ oK |[ Cancel |

In the example above, the student has details of both parents recorded, with only one
parent/guardian (the mother) nominated as a family mail marker. The salutation Mr and Mrs Albert
will be available as a mail merge field.

Note: When entering the Salutation for multiple parents ‘and’ must be used not ‘&’. Refer
to the Departments Guidelines for Data Entry Procedures document for further information
on data entry procedures.
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3.2.2 Flagging Family Mail Markers

Activity

General > Student Details

e Use the Search field to locate Adam Alkitik’s record

Search [ALKA

e Click Edit ¢

e Select the Family Group tab

e Select Parent/Guardianl

e Edit the Salutation to read Ms Alkitik
e Select Parent/Guardian2

e Check Family Mail Marker
e Edit the Salutation to read Mr Alkitik

This will ensure that both Parent/Guardians will receive all correspondence issued, regarding
Adam.

Student Adam Alkitik

Personal Family Group lAdditional] M ovement Hist. ] Gmupsl ol ] Mizc. lAttendance Hist. ] Medical]hctivitiesl

Parent/Guardian 1 Parent/Guardiar2 lSiinngs] Other Contactsl

Title Initials  Surnarme [T Ma Parent/Guardian 2' for thiz student
|Mr E |p |.-’-‘«Ikitik Salutation |Mr.t‘-\|kitik
First Name | Paul Address 28 The Avenue,
B Middle Name(s) | \F,'\;Ef TH.
Relationship  [Father = 5000,
Auiztralia,
Gender @ Male () Female (O nds Tell: 9221 6500

Parental Responsibility Student Resident [~
FeesBiling [7] Family Mail Marker

Mobile [0405 865 199 B Emergercy [4 | E-Mai

"4 Personal Details 4 Additional Details

Motes Location MHumber
Wwiorks part-time at Happy Kidz Day Care Centre iHappy Kids Day Care 9324 5632 -
: <

Part-time [uzually Fridays] iPerth City Council 5921 33888

.

4 I 2

o[ ool |

e Click OK to save

Both of Jordan Corey’s parents wish to receive correspondence regarding his schooling.

e Flag Jordan’s father as a Family Mail Marker
e Enter an appropriate Salutation for Jordan’s father
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3.2.3 Print Family Mail Markers

A Report can be printed to display all students and their Family Mail Markers.

Activity

WA Reports

e Click on the Profile Icon at the tiop of the screen P%R
e Scroll down and highlight the Family Mail Marker List

e Click on New Query and then Find, Select and Yes to load the Current Roll

-

El Housze/Faction Listing

D Birthday Feport St

D Student Update Form Selected Subset 527 | w

El Immurization Fepaort

D Students with the same address

|:| Students for a Parent/Guardian

El Family Reprezentative List

D Studert Profile

|:| Student Health Care Summary

El Studentz with a Documented P

B Farmily tail Marker List
1 Custom Reports

Mew Query

Optiors

[] Display E-mail address for Contacts

[] Display Address for Contacts

[] Only show Students with 2 or mare Family Mail Markers
[] Extract data bo C5¥ file

< >

& Repaorts [e2
L) = A
[ Houss/Faction List o) Titles
E] House/Faction Check List Main Title | Family Mail Marker List
[ House/Faction Summary Reporl Page Footer |

Cancel

e Click Print
e View and close the Report
e Re-Print the Report using some of the additional options

Titles
tain Title

|Famil_l,.l Mail M arker List
Page Footer |

Select
Selected Subset B27.. | w

Mew Query

Options

Display E-mail address for Contacts

Display Address for Contacts

[WliOnly show Students with 2 or more Family Mail Markers :
[] Extract data to CSY file

e View and close the Report
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3.2.4 Editing Parent/Guardian Addresses

Activity

Find Emily Gold

Click Edit

Select the Family Group tab
Select Parent/Guardianl

e Click Edit il

e Select Specific address
e Enter the address information below

Parent/Guardian Address
Address [PO Box £172 Telephone 1 [9757 3334 B
| Telephone 2 =
| Fax =
Z
Town/Sub  |EAST PERTH
State |WA
Pastcode £a92
Country |
Options () Lirked to Student address
I P WP =t e address
(®) Specific address I
(1].4 Cancel
e Click OK
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3.3 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 v

If a student is added to the database and they are to be the family representative for a sibling
group, mark the Family Representative checkbox. 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
This utility will 22t the Family Reprezsentative indicator for students.

Lze the buttans below ta set your preferences,
then click on 'OF ta run the utility,

() Mark Eldest Siblings az Family Fepresentatives

(®)iMark Youngest Sibiings as Family Representatives:

() &spply to ALL students [will cvenwite existing flags]

(®) Apply DMLY to sibling groups with no Family Fepresentatives
[leaves existing flagged students and sibling groups unchanged)]

(®) Tracking ON When OM. Tracking will re-allocate the Family

_ . Feprezentative for zibling groups where an

() Tracking OFF exizting repregentative member of the group iz
mowved from the Current Roll

ak Cancel

Press OK to run the function.

Note: This function needs to be run in Single User mode.
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3.3.1 Flagging Family Representatives

Activity

General > Student Details

Search IF.-’-\FLK

e Use Search to locate Kristof Farmer’s records

Contacts

Phone Address
19395 7298 | 23 wichmann Court, PINEY 'WOODS, i Father

MName

Mr Tresar Farmer
s Marnia Farmer : :
Mz Lyle {9365 7avE Swell Bd, PIMEY 'WOODS, Wa, B39 Aunt

Relatid

19395 7295 {23 WWichmann Court, PINEY WOODS, ‘Wi Mather

5 728

KRISTY Farmer 9 .
: Save Column Widths

Default Column Widths

e Make Siblings the Browse Set

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

e Click Next Student b to view Kirsty Farmer’s records

Which sibling is the Family Representative? Who is the youngest?

Note: Assigning Family Representatives in this way requires that only a single user is

logged on.

File > Single User Lock

E| Enter Pagsword | *==

Cancel

Single User Lock

e Enter your password keys and click OK

Locked Message

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

Integriz and remote web services are currently unavailable while
maintenance work iz carried out.

Enter how long you expect the spstem to be locked for. [1.00  his

Wiew Uzers 0K

e Click OK again
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Admin > Utilities > Assign Family Representative

= Administration Utilities (3]

Instructions

In the right hand panel, there
are a humber of icans with
descriptive titles showing which
functions are available.

@ Admizzions transfer -» Cumrent roll -

n Family Representatives|

Change Staff Reference Mo,

I order bo start a function,
please double click on the
required icon,

-

]

@ Change Student Reference Mo.

@ Convert Temporary UPMz to Permanent UPM g
[ ]

Current rall -» Former rall

e Select the options below

Assign Family Representatives
This utility will st the Family Reprezentative indicatar far students.

ze the buttans below ta et your preferences,
then click on 'OK' to run the utility.

() Mark Eldest Siblings as Family Fepresentatives

(®) Mark Youngest Siblings as Family Fepresentatives

apply bo ALL students [will ovenwrite existing flags]:

(1 Apply OMLY to gibling groups with no Family Representatives
[leaves existing flagged students and zibling groups unchanged)

When O, Tracking will re-allocate the Farnily
_ ) Fiepresentative for zibling groups where an
() Tracking OFF exizting representative member of the group iz
maved from the Current Roll

oK LCancel

e Click OK and Yes
e Click OK
e Close Administration Utilities

Restore Multi-user

&

e Click Locked in Single User Mode
e Click Restore Multi-user
e Enter keys and click OK

General > Student Details

e Load Kristof and Kirsty Farmer’s records
e Check to see who is the Family Rep
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3.3.2 Linking Siblings

Activity

General > Student Details
Brenton Em and Lance Em are siblings. This needs to be updated in Student Details.

e Find Brenton Em

e Click Edit
e Click the Family Group tab
e Click the Siblings tab

e Click Add sibling relationship El
e |eave the Search Criteria as Same Surname

] Search Criteria  [23w)

Find siblings by:

() General Search

Cancel

e Click Find
e Highlight Lance Em, click Select
e Click OK to save

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

e Click Next Student b to check that Lance has been added as a sibling to Brenton

e Click

° UnCheCk Farily Fepresentative [~
e Click OK
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3.3.3 Family Representative List

Activity:

WA Reports > Reports > WA Reports > Family Representative List

&5 Reports @
L) & W o=

3 WhARepors * |Layout lSDlll Selectl Includes]
|:| Standard Student List
[ 5tandard Student Check List e T o Options

|:| House/Faction List

D House/Faction Check, List

|:| HouseFaction Summary Reporl ! :
[F] House/Factian Listing a Preferred Name
D Birthday Report 2 Legal Name

El Student Update Form i
D | mrunization Feport

El Students with the same address
D Students far & Parent/Guardian
|:| Family Rep
D Student Profile

|:| Student Health Care Summary

1 Chidambe it = M rnesbad DI
4 T b

m

Title |Fami|_l,.l Representative List

Footer |

Print l ’ Cancel

e Click the Sort tab
e Sort first by Form and then by Surname

& Reports 5
) & | | o=

D Standard Student Check List =

Layout Sort lSeIectl Includes]
El HouseFaction List

D House/Faction Check, List M Sart Field aw |Total [Page
[£] House/Faction Summary Repar SS::SB 1 Farm - o
D House/Faction Listing Year 2 | Surname « O

|:| Birthday Report

D Student Update Farm

|:| Immunisation Aeport

D Students with the same address

|:| Students for a Parent/Guardian

D Fariily Fep

|:| Student Profile

D Student Health Care Surmmary

|:| Students with a Documented P
1 Custom Reports

m

4 L1 3

Print l [ Cancel

e Check Total and Page for Form
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e Click the Select tab
e Select Form

La_l,loutl Sort Select |Includes|

) Year
@ Farmn

() Student Find

. Click select A1l 8]

e Click Includes

e Check Selection Criteria and Form Teachers

La_l,loutl Soltl Select Includes |

Order
[ Student Year Group
[] Selection Criteria [7] Student Form
] Student Ref Mumber [T Rioom
Form Teacher(z) 1
O Teser [ Student Sex
okalz only

[ Student House

e Print the report to the screen
e Click Save as a Custom Report L

Report Title

Flease enter a title for the report

IForm Family Representative List

Cancel |

e Close the report and WA Reports
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3.4 Updating a Medical Record

Activity

General > Student Details

We have been advised that Aimee Futterby requires an update to her Medical Records. Produce
a Form 7 Seizures Form for her parents

¢ Find the student Aimee Futterby

e Click Send Letter &
e Use the Mailing Options Shown

Mailing Opticns

Single student
(@) Create letters for all students in the browse set

Create a letter far the current student anly

terging system

@ Send letter/s to "word” using a " kst template:

() Produce a C5Y file for use in a subzequent mail-merge

[7] Send to all Contacts marked as Family Mail Marker

[ ok ” LCancel ]

Click OK and click on up one level

Navigate to the Student Health Care Plan folder

Double click on the Form 7 Seizure document

Click Yes to send a copy of the letter to the student’s activity log

On return of this form we can update Aimee’s details

e Click 1 and Edit Student 7
e Select the SHCS and SP’s tab

e Aimee’s SHCS has been completed and she has completed a Seizures Plan as of
YESTERDAY

SHCS and SP's |Medical Details] Health Care F'Ianningl
SHCS Sharing
SHCS to be shared O
If nat , who will be informed? | o,
SHCS Completed SHCS Completed Date [vesterday 75
Standardized Plan: Completed Reviewsd
[] Severe Allergy Anaphylasis | |
[ ] Minor to Moderate dllergy | [
[] Diabetes [ [
Seizures | |

e Mark the Medical Details Tab as shown below
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SHCS and 5P's Medical Details lHeaIlh Care Planning

Permizziohs
Ambulance Cover Insurance Provider:

Ambulance Cover |Medibank Private
Permizgion to Call Doctor
Permizsion to Administer First &id
Medic Alert

Conditior: | Epilepsy Bracelet

Medicare Mo. Expiry | 1172021
[6]ofo]s] [ofo]7]7]4]
I ‘

d . o
Health Care Card Mo Expiry
L -]l

e Select the Health Care Planning tab

¢ Highlight the Health Condition and click Edit il and enter the information displayed below
e Enter the Emergency Response Plan information under the existing note

Note: The Emergency Response Plan can be copied and pasted from Form 7 Seizure.kst
which can be found in the following location C:\keys\Integris\MMTPL\Student Health Care

Plan.

Health Care Plan - Edit

Health Condition |E|:ui|ep$_','

Planz
Draily M anagement Plan

Emergency Responze Plan

Severe attacks - contact mather or Dr Byan.

Step 1. Remain calm and remain with student

Step 2. Remaove furniture or objects that could causze harm. Do not
reztrain

R equirementz
M edication required
[ ] Daily Management Plan required

|z the Health Care Plan to be shared with all Staff?
If not ticked, pleaze refer to Principal

[] 5taff Training required

[#]Health condition flagged on status bar

Step 3. Recard the length of the seizure and what happens during it

Emergency Responze Flan required

Cancel

W

e Check the information entered, then click OK
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e Click Open Medication Details Lﬂl and Add Medication EI
Enter the Medication information as displayed below

Edit Medication

Health Condition | Epilepsy

Medication

| Keppra [Levetiracetem)

Daily Doze/Frequency/Storage

1 ¥ 500rg tablet swallowed whole
Doge taken at lunchtime
Stored in Reception

Duration

Route of Administration: |Dral W
Details: |

Method of &ssistance: | Self ¥
Ewpiry Date:

(] Cahcel

Add an Expiry Date

Check the information entered, then click OK twice
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3.5 Medical Reports

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

3.5.1 Medical Details Report

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 BT
K ) S W o=

»

3 General Reports - Titles
[ Student Activities Report Main Tile  |Medical Detais
D Achvities Report

Page Footer |
D Medication Repart L
[ Medical Conditions I SErt -
orm -

D Medical Conditions Trained Staf DOB o FEE | - |Total |F'age

Medical Details 1| Year - B -
D Doctor/Practice List L i
D Dental Practice List
D Birthday Report Select
[ Students with no Address One page per student Selected Subset 527 ... IZ| [M

Ihclude Student Photagraph

D Sltudents and their Teaching Se Only include students with flagged' health conditions
D List of UDIs Al Include D aily kM anagement Plan
4 = Plasi Las Lo s o [Vlinclude Parent/G uardian 1 Details:
Print l [ 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.

C IVI Ca Integris Advanced Admin Manager Training Notes 22-Jan-19

Page 45 of 140
© 2019 Civica Pty Ltd



3.5.2 Medication Report

Activity

Admin > Reports > General Reports > Medication Report

Sort by Form then Year

Click New Query

Find All Current students

Print to the screen

@
k)

& | W |en

Reports

=

General Reports

|:| Student Activities Report
D Activities Report
D Medication Repart
|:| Medical Conditions

|:| Medical Conditions Trained Staf

(] Medical Detail:

D Dioctor/Practice List

|:| Dental Prachice List

D Birthday Report

D Students with no Address

|:| Students and their Teaching Se

[ List oruDIs

71 Wl M ars Crindibiome Blaui

=

>

L

Titles

Main Tile  [Medication Repart

Page Footer |
Sort

DOE Sort Field

|AV |T0ta| |F'age

Form

Fe

|

L

1
2 | Year

S

|

L

Select

Selected Subset 511 . | v

Print

Cancel

Cl
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3.5.3 Health Care Conditions Review Date

Activity

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

e Select Plans ALL.

e Print to the screen
[All students with a Health Care Condition Plan will be selected for the Report]

& Reports rsem
9 AT S W e
[] Medical Conditions - Titles
[ Medical Conditions Trained Staf Main Title |Health Care Canditions Review Date
[ Medical Details Page Footer |
] Doctor/Practice List Students fontional Pl
D Dental Practice List L] ans
[ Bithday Repart [ = || A m
Wihday Repor = Severe Allergy Anaphylasis B
[ Students with no Address [¥] Minar to Moderate Allergy =
[ Students and their Teaching Se Diabetes
) (] Seizures
[ List of UDIs Asthma
@ [Health Care Conditions Review [¥] Activities of Daily Living
\;I Ho" Hepglts ¥ Cernmrmmmmn Danmemms Dlan fare ©annial Manda
-* . Dates
1  Form Lists l— I—
03 Check Lists Completed Date  From E To E
T Caved Chacl sk |: Reviewed Date  From B To | 58|
« T ’
[ Print ] [ Cancel ]

Note: 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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4 Managing the Rolls
4.1 Entering Student Details in the Admissions Roll

While it is recommended that schools use the school to school export and import processes to
enrol new students, for any number of reasons this is not always possible. In these instances,
students’ details will need to be entered manually.

Activity

Joshua Burnett will be starting at the school next week. His mother has completed his
enrolment form today. We do not have his details from his previous school.

General > Student Details

e Select the Admissions roll

e Click Add Student &
e Type Burnett in the surname field and <Tab>
e Cancel Choose Siblings

e Enter Joshua’s personal details

Student
Personal IFamiI_l,J Group l Additional l M ovemnent Hist. l Groups ] [i]n]} l Pizc. l Attendance Hist. l Medical l Activities l
Surname |Burnett Address |35 Mary Street
Legal Surname | Burnett |
Prew. Sumame | DOB | 194UG 2008 = |
1zt Hame Jashua ' |
2nd Name (®) Male () Female Tawn/Sub |FINDICH
3rd Mame State |W,&
Preferred Mame  |Josh Postcode EOE3
ebail Address Country |
Year 7 W Reference |0 Tel 1 |9455 5953
Central 1D EI Tel 2 |
Form 071 v Awaiting Motification of UIPN | Bep |
Houze Blue v UPM Student Maoh. |
[ Accepted? Student Mo, | 00000000 Car Regizstration |
LS| Family Representative
@ ok Lancel

e Check Family Representative
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e Select the Family Group tab

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

Student

Personal Family Group l»’-‘«ddilionall M avement Hist. l Groupsl (]u]] l Mize. ]Attendance Hist. ] Medical l Aclivitiesl

Parent/Guardian 1 lParent;"GuardianEl Siblings] [ther Eontacts]

Title Initial:  Sumame
|Mrs V) |S |Burnell

Firgt Mame | Sabina

Middle Mame(z] |
R elationship | b other v
Gender (JMale (@ Female () nis

Parental R esponszibilit Student Resident
Fees Biling Famrily Mail b arker

Salutation |Mrs Burrett

Address 36 Mary Street,
FINDICH,

i,

5053,

Tell: 94558953

Mobile  [0407 090 425 2 Emergency[1 | E-Mai
™ Personal Details 4 Additional Details
Hotes | Location | Humber
L
w
< >
@ ok LCancel

Note: Do not use ‘&’in the Salutation field for multiple parents.

e Click Add Notes EI on the right

e Enter the mother’'s work information

Contact Information

Manager at Coles

Location |Galleria Marley

Number | 34713620 =

LCancel

e Click OK
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e Select the Additional tab

Australian Citizen ¢ I3
e Check Femanent Resident

e Check Birth Certificate Seen and add Australia as the Country of Birth
e Enter TODAY’s date as the date Joshua'’s Birth Certificate was checked

M ationality ,NolspeciT
Religion ,NDtspeciT
First Language ,NDtspeciT
Indigenous Status ,NDHDECiT
Study Type ,NDtspeciT
Main Lang OTE 54H  [Not specified | ]

Mainly speak English at home?
LEOTE

Out of State

Out of Ares

Access Restriction

Entered in SLP Program

E ducational Suppart Program
EAL/D Stage

Documented Plan Completed
In Care of DCP

Risk Management Plan

I o o o

Student

Personal | Family Group  Additional ]Movement Hist. ] Groupsl (]al} ] Misc. lAllendance Hist. l Medical l Aclivitiesl

Australian Citizen / In Receipt of &llovance ]
Pemmanent Resident =
Allowance Type | Mat specified )

D ate Arival Australia Yiza Sub Class Mo v

Viza Grant Mo Int. Fee Paying W
Viza SC Mo. Expiry Date

Birth Certificate Seen Date Checked Todav's Date
Country of Birth Australia | Passport Sighted [ ]
Pazzport Mumber

Entry Date [ Prev. School |
LeaveDate |  Destination | W
RecordsSent | Attendance  |Cument [Single registr... | v
Terms it thiz schoal [07 Eoarder |

Termz in other school(z) i] Excluded

FTE |1.00 Part Tirme Status am pm ®nta Cuztom

Documented Plan Review Date
Docurented Plan forwarded to DCP

&

e Select the Movement History tab and click Add g
e Enter the To date as YESTERDAY (or last Friday)
e Enter the previous School and Reason

Movement Details

Drate From | Ta sy

School | Tapping PS

b

Fiesson  |Moved Address

W

Cancel

e Click OK

e Select the Medical tab

e Select a Medical Practice

e Enter a Doctor’s name

e Tick the SHCS Completed box (Student Health Care Summary-Form 1) and add today’s
date

|West Fairt Medical Centre W SIIES Sl

Dictor SHCS ta be shared |

(D1 CFyie If rot , who wil be informed? | &

Address SHCS Completed SHES Completed Date [Today's date [0
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Click the Medical Details tab

[ ]
e Check Permission to Call Doctor and Permission to Administer First Aid

Medical Practice lDentaI F'racticel SHCS and SP's Medical Details ]Health Care Planning]

- - Permizsions

|W’est Pairt Medical Centre lz‘ Armbulance Cover Insurance Provider:

Dioctor [] &mbulance Caver |

|,Ec:dc Fyte Permission to Call Doctar

15 Iile:;Street m [¥]iPermizzsion to Administer First Aid:

WEST FERTH ‘wa 6003 [T Medic Alert

Conditior; |

e Select the Health Care Planning tab

e Add E’ and enter Joshua’s medical condition as below, then click OK

Health Care Plan - Add

Health Condition |Hearing Condition [eg otitis media) W

Flans
Daily M anagement Plan

Deaf in left ear. Congider where Josh sits in clazzes to optimize hiz ability
to hear

Emergency Responze Plan

Requirements
[ ] Medication required [] Staff Training required
Daily Management Plan required | Emergency Fesponze Plan required

|z the Health Care Plan to be shared with all Staff?
It niot ticked, pleaze refer ta Principal

[#]iHealth condition flagged on status bar

Cancel

Mizc.

Click on the Miscellaneous tab

Under Immunisation Details, check the Evidence Provided box

Imrnunisation 0 etails

Evidence provided Date Checked | Today [ Waccination Schedule | Fully Completed |E|
e Enter Today’s date as Date Checked
e Select Fully Completed for the Vaccination Schedule
. , Measles Exclusi
e Untick the Measles Exclusion box| FaTes T O]
e Click OK to save the record
e Click Yes if a Timetabling message appears
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4.2 Transfer Students from Admissions to the Current Roll

Activity

Joshua is ready to start at the school. We can mark him as Accepted on the Admissions Roll.

e Click the Summary folder

e Click Edit 4
e Check Accepted

3

to return to his home page

Student Josh Burnett

Personal |Family Group I .&dditionall M oevemnent Higt, I Groupsl DI | Misc. |Attendance Hist. I Medical I .-’-‘«ctivitiesl

Sumame IBumett

Legal Surname I Burmett

Prese. Surname: |

1at Mame IJoshua
Znd Mame I
3rd Name I

Prefemed Mame I.Josh

DOB |19a&UG 2008

(® Male () Female

sl

efdail Address
“'ear I? W Fieference |4?

Central [ I 8
Farm ID?.1 W Auaiting Motification of P J
Howse w | LN I

Student Mo, I 0aaoaaoa

——

Address |3E b ary Street
|

7

Town/Sub  [FINDICH

State [wids

Pastcode I GOE3

Country |

Tel 1 | 9455 £963

Tel 2 |

Fax |

Student Mok, |

Car Registration |

Family Representative [

&

LCancel

e Click OK

e View the Accepted Icon on the Status Bar

| | <

e Close Student Details
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Admin > Utilities

e Double click Admissions Transfer > Current Roll

Admissions Transfer to Current Roll

Thig wizard will guide pou through the process of transferring Admissions Roll students onto the Current Boll of your school.
Orily thoze Admiszions Boll students who have their ‘Aocepted?' checkbox ticked will be moved onto the Current Roll.
This can be et either by editing the student within the Student Details area. or by selecting ‘Acceptance Status
[&dmizsiong]' within Speed E dit.

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

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

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

Set the following Ertry Date for all students who are transfened Today's date

Mext student nurber will be 895 << Back LCancel

e Select the second option (ignoring any entry dates) and leave TODAY as the Entry Date

Note: If the first option 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.

e Click Next

Admissions Transfer to Current Roll

The following students will be transferred ta the Current Roll

IF ary students are lizted below who you do not want to transfer to the Curent Foll, select them within the list and click on

the 3¢ buttan.

Ref. Mame DOB Gender LPM Entry D ate Transfer?

47 iJash Burnett 940G 2008 (Male vy W
; ; ; ; =

Note: Students can be deselected if they have not arrived at school

e Click Finish and OK
e Click No as we will not check for empty batches at this point

General > Student Details

e Locate Joshua Burnett on the Current roll
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4.3 Moving Students to the Former Roll

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

4.3.1 Moving an Individual Student to the Former Roll

Activity

Linda So is leaving the school today.

General > Student Details

e Select the Current Roll
e Use the Search field to find Linda So

e Click on Move Student to Former Roll B
Click Yes to move her to the Former Roll
Leave the Leave Date as TODAY and enter the following details

Leaving Details
Leave Date =)
Destination |Northampton DHS. W
Fieason for Leaving | Moved Address v
e Click OK

e Select TODAY’s date regarding changes to the roll status (the default date is the date up to
which Daily Records have been created)

Change Attendance Details

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

e Click OK

Leavers

il | Remove from all Current and Future Cohorts

If the Leaver is left in the Cohort they wil remain on the Timetable but be marked
as "Left”
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e Remove her from her cohorts by clicking El

Warning 3

e Click Yes

Note: Removing students from their cohorts in this way, enables the Timetabling module
to keep a record of their teaching sets.

Linda’s records have now been moved to the Former roll.
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4.3.2 Re-Admissions Form

The Re-Admissions Form can be printed for timetabled students who have been removed from
their cohort by clicking on the bin when moving them to the Former Roll.

Activity:

e Ensure the date range captures Linda So’s Leaving Date
e Click Find and select Linda So

Timetabling > Reports > O&M Reports —Students > Re-admissions Form

& Reports =]
L) =
1 DataValidation Reports Titles
1 Planning and Preparation Feports Mairr Title |F|e-adrnissions Farri
1 O %M Reports - Timetable P Faster |
©y 0 &M Reports - Students
D Student Timetable by Date Ran Select
[] Student Timstable by Grid TT'ear [2018 pelectediSiidents
|:| Student Load 357 50 Linda
D Clearance Forrm
|:| Student Course Information Leaving Date Fange:
D Student Course Information Exp
a
El Courze Change Reports From
i Ta -
(3 0O &M Reports - Staff Remove Find
1 0% Repots - Rooms
1 0 &M Reports - Teaching Sets
< >
e Click Print
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4.3.3 Moving Multiple Students to the Former Roll

Activit

Admin > Speed Edit

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

e Select the Area: Destination
Speed Edit
Area
|Destinati0n E
- i
e Click Select Students
e Type Smith in the Surname/Ref . No field
Student Search
L =NEa Y
General |F'alametels| DatesIAddressl Dtherl bl | T Sets!CohortsI
Sumame/Ref, Mo |SMITH Floll Statuz ICunent W
Frefermed M ame I Year Group . v
First Marme I Farm 15 W
Legal Surname I House ~Fid 5 W
¢ Find the siblings Cameron and Kane Smith
e Highlight both students
Student Search Results
L= N
Reference Surname Date of Birth
Sriith 1 AG 2010
24 JUL 2005
7he Smith 3AUG 2013
Smith 12 9 by 2002
851 Srnith Steven 2 Room 2 7FEE 212
280 Smith Thy 7 071 2 0CT 2008
31 Smith-Carter  iBen a 081 10JUL 2005
52 Smithering Aaron 9 091 B JaM 2005
353 Smithers Emma 1a 101 95EP 2003
Total reconds found I‘IEI
Back Select Close

Click Select then Yes
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Ref. Student Mame Walue
8 2101

e Highlight both students in the Speed Edit window
e From the New Value menu, find Jurien DHS
Click Apply Changes v
Click Save, then Yes
Speed Edit
Area
Destination v = i
Select Al Deselect All Irwert Selection Blanks hi's
Ref. Student Name W alue Statuz
315 {Smith, Cameron Hurien DVH.S.
350 éSmith, K.ane éJurien DHS.
e Change the Area drop down menu to Leave Date
Speed Edit
Area
Leave Date W =] h
Deselect All Invert Selection Blanks n's
Status

Enter TODAY’s date in the New Value field

e Walue I 7

e Highlight both students
e Click Apply Changes
e Click Save
Warning

Are you sure you wish to save the modifications?

Click Yes
Close Speed Edit
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Admin > Utilities

[ Administration Utilities (=23
Inztructions —
I the fight hand panel, there @ Admizsions tansfer -» Current roll e
are a number of icanz with @ Aszzign Family Representatives
dezcriptive titles showing which
functions are avaiable. @ Change Staff Reference Mo
@ Change Student Reference Mo.
In order bo start a function,
please dauble click on the @ Convert Temporary UPM sz to Permanent PNz
required icon. L W Cuirrent rall == Former roll
@ Delete Staff Member

e Double-click Current Roll > Former Roll

Transfer Students with lzaving dates up to and including

[ ok l [ Cancel ]

e Enter TODAY’s date as the students’ Leave Date
e Click OK to moving the students
e Click Yes confirm you want to move them on these dates

Current to Former Rell 23

e Click Yes to remove students from their Groups

Information @

Updates complete, 2 students updated.

General > Student Details

e Locate Cameron and Kane Smith on the Former roll

Note: Moving students to the Former roll in groups does not allow the option of saving a

record of their teaching sets.
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4.4 Assigning Schools 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.

Opening this Utility allows you to apply SCSA Student Numbers to a year group.

Activity

The Year 7 students do not have their SCSA Student Numbers. Before running the utility, we
will check to make sure they have not been applied.

General > Student Details

e Click Student Search i
e Load all the Year 7’s as a browse set

| Student (=3
@ tuet M4 @D |LAFH &G @EaBuCBBEOMBDEDS
Maria Alkitik (879 ) Year 7 Form 07.1
Address
Date of Birth 15 MaY 2007 15 Kentia Close, Phone 1 9221 6543
Age 11 %is 9 Mths PERTH, Phone 2
WA
Gender Female '
6000 Fax
Teacher(g] Mg E Everage Student Mob
Froam MSE Family Reprezentative
151
PN JO23456715001 Car Registration
[ Student Mo, 0000000 E Mai Addiocs
Central ID 141234567000071156
Contacts
Mame _Phnne _Addless _Helatinn _Hes _Par _Mail _Emrg _anes _Fee
bz Danielle &kitik 041876555415 Kentia Close, PERTH, WA, G000 Mother | Yes | Yes iYex 1 ex Y
Mr & Mz O'Feefe $9370°2358 14 Sith'way, PINEY WOODS WA, 6939 (Grandparer, Mo § No iMNo {2 rex M
kr Paul dlkitik i040 838 19% 24 The Avenue, PERTH, WA, 6000, Au: Father iHo i Yes iNo i0 res M
ADAM Alkitilk 19221 6548 115 Kentia Close, PERTH, WA, G000 :Sibling  infa infa inda [0 iMo ;
n i ; ; ; ; i i i -
Res - Student Resident  Par - Parental Responsibility Mail - Famity Mail Marker Emrg - Emergency
Search o] | |

e Scroll through and view the student numbers are 00000000
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Activity

Admin > Utilities > Student Number Import

] Administration Utilities

~ 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 function,
please double click on the
required icon,

Convert Temporary UPMs to Permanent UPNs
Current roll -> Former roll

Delete Staff Member

Delete Student from Current Rall

Delete Student from E xtemal Rall

Export Set-up File

External roll -» Former roll

Fees Billing 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 Export

Student Mumber Import

e Select Year 7 from the drop down list and click OK

Student Number Import

Select the pear group you would like
to import Student Mumbers to,

W

Cancel

m

1

CIVICa

Integris Advanced Admin Manager Training Notes 22-Jan-19

Page 61 of 140
© 2019 Civica Pty Ltd




Import Student Numbers

Continue with import?

On successful import, all year 7 students will be assigned a Student
MNumber

e Click Yes

O 7SCSA Student Mos. bt
O 85CSA Student Mos. bt

Navigate to C:/keys/Integris/Inbox/StudentNos

e Highlight the 7CCNos text file and click Open
Look in; I Student Moz
Mame

Student Number Import Validation

s

)| There were no validation errors detected. Impert will now proceed.

e Click OK to the Validation message
e The import will commence

Aggigning Student Mumbers. Please wait....

e Click OK

View the Year 7s SCSA Student Numbers through Student Details
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5 Exporting and Importing Student Data

It is important that all schools use the SIS School to School Export and Import processes to enrol
new students.

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

The data transfer procedure consists of 2 steps

Step 1 Feeder school completes the School to School Export of student administration data. This
file is emailed to the receiving school for importing.

Step 2 Receiving school completes the School to School Import of student administration data.

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 and 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 un-checked.

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
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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)

. . . . [] Rietain on transfer )
e Behaviour records (if the exporting school has ticked the _ box for behaviour
records). These records will be in grey in the Behaviour Management screen for the student

e [f using the Student Details XML Export Utility, schools may elect to export ALL Behaviour
Records or only those marked as Retain on Transfer

e Attendance records summary

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

Transfer of data between primary and secondary schools in preparation for end of year

Student data is usually transferred to the secondary school 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 the production of contributions and charges information. This means
that the process may be spread over a number of terms.

Transfer between schools during the year
The process is used when a student or students move between schools during the school year.

Note: In all cases, students should be enrolled onto the Admissions Roll and then
transferred to the Current Roll upon arrival at the destination school.
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5.1 Exporting Student Information
5.1.1 School to School Export

Activity

Admin > Utilities

-

Instructions

In the right hand panel. there
are a nurmber of icans with
descriptive litles showing which
functions are available.

I arder to start a function,
pleaze double click on the
required icon.

Administration Utilities

Current roll -= Former rall

Delete Staff Member

Delete Studant fram Current Fiall
Delete Student fram External Roll
E=port Set-up File

Exrternal roll -» Former roll

Fees Biling Export

General Staff Export

General Student Expoart

Impart Set-up File

International Fee Paid To Impart
Purge Completed Activities

Purge Leavers

Recalculate Altendance Figures

Schoal ta School Irport
Set Up Additional Staff for ATLS
Student Details =ML Export

Student Mumber |mport

Purge Unaccepted Students from Admizsions Roll

e Double click on School to School Export

e Enter the Destination of Jurien DHS and TODAY’S date as the Date of Leaving
e Ensure each of the Export options are checked

Transfer Format |Common Transfer Format [CTF) v
Destination [ Jurien D.H.5. W
D ate of Leaving li
Export Extended Student Infarmation
Export Medical Details
Export Extended Contact Infarmation

Cancel

e Click OK

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

Note: This is the Department of Education’s recommended protocol for naming Admin

export files.
File name: West Coast DH5 to Jurien DHS_Smith Famity - Save
Saveastpe: | XML Files (- XML) -] [ Canest |

e Click Save
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Attendance data will need to be recalculated for accurate figures,
Would you like to recalculate attendance figures for exported pupils?

e Click Yes

Info @

Export Complete. 2 pupil record(s) exported.
File can be found at//Chkeys\INTEGRIS\OUTBOX\West Coast DHS to Jurien
DHS_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

Note: This activity can be completed because the Smith family had already been given a
Leave Date, Destination and moved to the Former Roll.

5.1.2 Students Details XML Export

Usually a school will export student data using the School to School Export function as outlined
above. The Student Details XML Export allows student details to be exported without students
requiring a leave date or destination, that is the students remain in the system but their export file
can be emailed from the location to which it has been saved.

Schools can elect to do a Full Export or Partial Export of student data if using the Student Details
XML Export. If selecting a Partial Export schools may choose to export ALL Behaviour Records or
only those that have been marked as Retain on Transfer.
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Activity

Admin > Utilities > Student Details XML Export

|:| Administration Utilities ==

Instructions

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

Current roll -» Former roll ~
Delete Staff Member
Delete Student fram Current Fall

Delete Student fram External Roll
I arder to start a function,
please double click on the
required icon.

Export Set-up Filz

Exrternal roll -» Former roll

Fees Biling Export

General Staff Export

General Student Export

Impart Set-up File

International Fee Paid To Impart
Purge Completed Activities
Purge Leavers

Purge Unaccepted Students from Admizsions Roll
Recalculate Attendance Figures
School to School Export

School to School Import

Set Up Additional Staff for ATLS

Student D et

Student Murmber |mpart W

e Click ik Find Students
e Enter the following information to locate Linda So

Student Search
o EC
General IParametersl Dates ] Address] Dtherl ol l T Setsx’Cohorts]
Surname/Ref. Mo, |50 Roll Statuz Forrmer W ‘
e Click Find
O XML Export (=3

2% XML Export

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

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

Ref. Sumame Preferred Mame ear Farm Date of Birth
357 (R iSo iLinda i3 i0a.z {BJAN 2005
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e Click Next

e Select Partial Export

e Check Attendance History and All Behaviour Records

e Enter the Destination of Northampton D.H.S

i XML Export ==

4% XML Export

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

Y'ou must specify whether vou would like to perform a Full Export containing all possible export sections, or
a Partial Export which may contain just the Attendatce Hista or Behaviour zections. You must alzo select
the Destingtion School that will be receiving thiz file.

Export Type () Full Export Export Extended Student Information
Export Medical Details
Export Extended Contact Information

(®) Partial Export

Attendance Histo

["] Behaviour Records [Fetain on transfer onl)

&l Behaviour Records

Destination School /4033 - Marthamphon 0UH.S.

<< Previous LCancel

e Click Export
e The export file should be saved to the outbox

File Marme: |West Coast DHS to Morthampton DHS_Linda So "

# 5L > Cancel

Filez of tupe:

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

e Click Yes to recalculate the Attendance figures

Info @

Export Complete. 1 pupil record(s) exported.
File can be found at//C:\keys\INTEGRIS\OUTBOX\West Coast DH5 to
Mortharmpton DHS_Linda So.XML

e Click OK and close the Transfer window by clicking Cancel

The export file may now be sent to the destination school as an email attachment.

C IVI Ca Integris Advanced Admin Manager Training Notes 22-Jan-19

Page 68 of 140
© 2019 Civica Pty Ltd




5.2 Importing Student Data
5.2.1 School to School Import to the Admissions Roll

Activity

Admin > Utilities > School to School Import

,
@ rosomsosven e e

Lookin: |, INBOX - @ oEr
T LM
-“r_f-‘ . Student Mos
Recent Places  § | Ravensthorpe DHS to West Coast DHS Alan Grant |

__ Tapping P5 to West Coast DH5_Joshua Burnett

Desktop

Libraries

A

Computer

@

MNetwork

File name: vensthorpe DHS to West Coast DHS_Alan Grart -

Files of type: (Import Files (*mi) - | cancsl |

e Highlight the file Ravensthorpe DHS to West Coast DHS_Alan Grant and click Open
e Leave Admissions selected

Import key |Nationa| LIPH |z|
Import into IAdmissions : Foll

Admigsions Batch |m’s

. Clickadd 2]

e Give the Batch an appropriate name and click OK

New Batch

Flease enter the name of the batch

20193 Term #

e Leave the Entry Date as TODAY
e Check Extended Checking (this ensures that possible duplicate records may be displayed)

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

M atch Studentz on UPH anly

Estended Checking
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| Import Transfer File =

File Format |l:omrnon Tranzfer Format (CTF]

Generated by |'I23a"455? |Haven$thorpe Diztrict High Schoal

Map ta |‘I23a"458? Wwhest Coazt District High Schoal

Import key |Nati0na| UPM W

Impart into Admizsions | Rol

Admizsions Batch |2D‘I 9Tem# 9 W
Year Group | Will be determined from Import File

Entry Drate W
[]Replace all Contacts and related detail when updating existing Students
Fatch Students on PN only
Extended Checking

ak. Cancel

e Click OK

KMLImport Log

Saving Data. Please ‘W ait...

Fram Period: 0 -
Until Period: 0

Total Dayps: 0.0

Extracting Behaviour Suspenzionz

Suspension Code: 002

Suspenszion Description: A progranm of work ta be completed during the Suspension haz been provided

Estracting Behaviour Suspensions

Suspension Code: 001

Suzpenszion Description; Specific permizzion must be gained to enter the echool grounds

Estraction Complete for Behaviour Incident: 2
End of additional RS specific data
Extraction Complete for Student: 1

Completed Extraction of Import Data

Saving walid Student D ata ‘: ‘

Saving Data for Student 1. Alan, Grant
« [ r

Save Frirk Cloze

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
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5.3 Moving Students to the Current Roll

Activity

General > Student Details

e Locate Alan Grant on the Admissions roll

Search |GRAA

e Click Edit

e Enter his Form and new address and telephone details as shown below

e Check Accepted
Student Alan Grant
Persanal IFamin Group l .&dditionall Movement Hist. l Groupsl ol l Misc. l.ﬁ.ttendance Hist. ] Medical ] .-’-‘«ctivitiesl

Sumame |Grant Address |53 Brighton Road
Legal Surname |Grant
Prev. Sumame | DOB |24 AUG 2005 5 |
Tst Mame Alan . |
2nd Name (® Male () Female Town/Sub |SE.6.F|BDF|DLIGH
3rd Name State |WA
Preferred Mame | Alan Postcode B3
e ail Address Cauntry |
Year 7 W Feference |48 Tel 1 |944E BED

Central ID 191 2345700001173 BiTel2 |
Farm 071 W Awaiting Motification of LIPN J Fau |
Houze Blue w PN AN0N0409207001 Student Mob. |

Accephed? Student Mo, | 00000000 Car Registration |

sl Farnily Feprasentative

@ ok LCancel
e Click OK
Warning

The waccination zchedule field iz curently blank. for thiz student. You
are required to gelect one of the six categones from the drop-dovery bos,
For further information refer to the

Guidelines for recording and managing student immunisation data,

Do you wizh to continue?
Click es to zave, or Mo to edit the record,

e Click Yes
e Close Student Details
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Admin > Utilities

e Double click Admissions Transfer > Current Roll

Admissions Transfer to Current Roll

Thiz vaizard will guide pou through the process of transferming Admiszions Foll students onto the Curent Foll of your school,
Only thoze Admizzions Roll students who have their ‘Bccepted? checkbox ticked will be moved onto the Current Roll,
Thig can be zet either by editing the student within the Student Details area, or by selecting 'Acceptance Status
[Admizzions])’ within Speed Edit.

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

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

@ Transfer all students with Acceptance Status of Yes, ignaring any Ertg Dates that have been entered.

Set the following Entry Date for all students who are transfered

Mext student number will be 896 << Back [ Mest »> ][ LCancel ]

e Select the second option (ignoring any entry dates) and leave TODAY as the Entry Date

Note: If the first option 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.

e Click Next

Admissions Transfer to Current Roll

The following students will be transfemed to the Current Roll,

If any students are isted below who you do not want to transfer to the Curent Foll, select them within the list and click on

the % button.

Ref. lName lDDB lGender lUF'N _Entr_l,l Date lTransfer?

43 iAlan Grant (244G 2005 iMale  ADOD403307001  :2BFEB 2013 W o
H H H H H x

Note: Students can be deselected from this window if they have not arrived at school

e Click Finish and OK
e Click No as we will not check for empty batches

General > Student Details

e Locate Alan Grant on the Current roll
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5.3.1 School to School Import to the Current Roll

Activity

Admin > Utilities > School to School Import

@ Impaort School to School Transfer

Look in: ) INBOX he
I . PM
o . Student MNos

Recent Places

Desktop

__ Ravensthorpe DHS to West Coast DHS_Alan Grant
i Tapping PS5 to West Coast DHS_Joshua Burnett

=
Libraries

| L
|

Computer

= %
T
Metwork

File pame:

(< N5

Tapping PS to West Coast DHS_Joshua Bumett -

-3 mv

Open

Files of type: [Import Files {~xml)

[ Cancel ]

7]

e Change Import into to Current Roll

e Select the file for Tapping to West Coast_Joshua Burnett and click Open

|| Imnport Transfer File

=l

File Farmat | Common Transfer Format [CTF)
Generated by |DDD.-’5802 |Tapping Frimary School
Map to |DDD.-’5802 Tapping PS5

Import key Mational UPN :

Impart inta Current Fall

Admizzions Batch |n.-’s

= @)

“fear Group | *ill be: determined from Impart File

—

Entry Date

M atch Students on UPK anly

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

] [ Cancel
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e Leave the Entry Date as TODAY

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 student shown

e Select Import into the selected existing student record, retaining the existing core
details

Extended Import Checking for Possible Duplicates

The student(z] lizted below alieady exizt within Integriz with the same date of bith and gender. and a similar name to one of the students
you are importing. Please exanine the detailz of the student in the import file and the students held within Integriz belaw, and indicate how
you would like to proceed.

Student in Impart File

LIPM 2123456710004 Date of Bith 19406 2002
Surmame Burnett Gender Male
First Marne Joshua

Sirnilar Eizting Student(z) within [ntegris

P Surname First M ame COE Gender Fol Tear Form

3456715018 Burnett Joshua 194UG 2002 Male  Curent

Action to be taken

0 Impart a3 a new student

(@ {import into the selected existing student record, retaining the existing core details;

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

() Da nat impart this student

o

e Click OK

Info @

Import Complete

e Click OK to Import Complete
e Close the window

A hard copy of the Transfer File may be printed by clicking the Print button

General > Student Details

e Check that Joshua Burnett's information has been updated and that he now has a Lesson
Attendance history.
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5.4 Advanced Admissions Batch Entry

Advanced Admissions Entry enables users to enter students in batches and then transfer the batch
from the Admissions Roll to the current roll. Multiple students can be added to the batch as they
apply for admission to the school. It is recommended that only basic information be entered in
Advanced Admissions in event the student does not end up attending. The transfer process allows
for the deselection of the student in the Transfer window if they have not arrived on their due start
date and they will remain in the Transfer window until they either eventually arrive at the school or
notification has been received that they will not be attending, whereby they can then be removed
from the admissions list.

Activity

There are two ways in which students can be entered using the Advanced Batch Entry function.
The first option involves entering and editing details.

Madeline Crean is enrolling for next term. Her half-sister Helen Baverstock is already enrolled at
the school. They have different fathers.

Admin > Admissions

e Double Click on Admissions Batch Entry

[ Admissions =
Inztructions
In the right hand panel, there
are a humber of icong with *B Admissions Transfer - Current Roll

descriptive tithes showing which
functions are available,

“ﬁ Purge Unaccepted Students from Admissions Roll

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

e Click Add Batch =

e Enter 2019 Term (Next Term number)
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| Admissions Batch (=3

Admizsions Batch

| Mo Batch selected W

El

Student Details

Admizsion Mo i} ® fale Female

Surmame |
First Name [
Preferred New Batch
Date of B plaase erter the name of the batch
ear Gro
| 2019 Tem #
Batch kg
Az sioy Lancel

< >

Sort - this list can be sorted by clicking on the column headings.
Search - key *x to jump to the first cccurrence of %' in the list.
Then key + or - to move to the next / previcus occurrence.

e Click OK
B
Click Advanced Admissions Entry

e Enter Crean in the Surname field

Surmame |Erean

e Press <Tab> to move between the fields and the Choose Sibling window will display

Choose siblings

There are no students with matching surmames

Student Mame _Heference _YearfForrn

4| 1 | 3

[ ak ][ LCancel ]

e Use Student Find to locate Helen Baverstock

General lParamelersl DateslAddressl Elther]

Sumame/Ref. Mo, |BAYERSTOCK.
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Clone Sibling Data

Information that has been checked will be copied to the

Copy FROM: |lalZ ke niewly added student [exizting values will be replaced)

Student Address |12 St. Ettiene Gardens,

Postcode | G008 Phone 1 |9222 5754

Religion I Medical Practice |East Perth Medical Centre

House IGreen Doctor IDr Carena
Health Card [NO

Parent/Guardiat 1 I tr: Hazel B averstock

Relation IMolher Parl YES Flesl YES Mail | YES Emrgl 1
Parert/Guardian 2 IMI Raon Baverstock

Frelation IFather ParIYES Hesl NO MaiIIYES Emrgl 2
o

Other Contacts | b ame Relation  Par  Res Emrg
kdr &be Steirway iMeighbour £ i3

Abort Sibling Selection Lancel Copy

Click to copy Helen Baverstock’s details

Continue to enter Madeline’s details as shown below

Advanced Admissions Entry

Perzonal Info. |F‘arenh"G uardian 1 I Parent/Guardian 2 | Emergency Contact I Additional Info. I Imnunization/Medical/New Detailz

Surname |Crean Address |12 Gt Ettiene Gardens
Prere. Surnarme | |
1t Mame |Madeline I
2nd Marme | |
Srd Narme | Town/Sub [WEST PERTH
Preferred M ame IMaddie State |WA
Postcode W
Tel 1 92228754
DateofBith  [24J0L2007 Tel 2
(O Male (@) Female ehail

rear I? v

Access Restriction [ I

Clear Ok

Cloze

Click on the Parent Guardian 1 Tab
Change the Relationship to Stepmother for Hazel Baverstock
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e Click on the Parent Guardian 2 Tab and edit the details as shown below

Advanced Admissions Entry

Personal Info. I Parent/Guardian 1 FParent/Guardian 2 |Emergency Corntact I Additional Infa. | Immunization/Medical/Mew Details

[T No 'Parent/Guardian 2' for this student

Salutation |Mr Crean
Relationship |Father W

Farental Responsibility Student Resident [

t oibile |I34I33 BBE 777

Family tail Marker [ Ermergency I? Address I 8'whatley Crescent
Title Initials  First Mame I
br W I F I Peter I
Surname I Crean I
Town/Sub |MT. LawLEY
Oecupation | Ctate IW’E‘
Wark Name | Postcode 050
ok Phore |
Main Lang OTE SAH INot specified v Schoal Education INot stated/Unknawn W
Mainly speak Englizh at home? Il Mon-School Education I Nat stated/nknown )
Decupation Group | Mot stated or unknown v
Clear ok Cloze

e Click OK to Save

Admissions

e Click OK
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|= Admissions Batch

Admizsions Batch

[2019 Temn 1 v

Student Details
Admizzion Mo 43 (IMale (® Female

Surname | Creat

Firzt Marme |Made|ine

Preferred Name | Maddie

D ate of Bith 24 JUL 2007
Year Group 7 W

Batch Members

Admigsion Mo First Name Surname
I adeline

Sort - thiz list can be sorted by clicking on the celurmn headings.
Search - key *x to jump to the first occurrence of " in the list.
Then key + or - to move to the next / previcus occurrence.

g [a&< (==

Note: Data can be edited by using the Advanced Admissions Edit . Data can also be

edited via Student Details > Admissions Roll.

The second option for entering students using the Admissions Batch Entry Function, is a quick
way of entering bulk students using minimal information.

Admin > Admissions

e In the Student Details window, click Add Student

Student Details
Admiszsion No 50 () Male @ Female

Surnare | Crean

Firzt M arne: |Made|ine

Preferred Mame | M adeline

D ate af Birth 24 JUJL 2002
“ear Group 7 :

]
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e Enter the details as shown below

| Admissions Batch
r &dmissions Batch

[2019 Tem 1 -
r Student Details

Admizsion Mo ID O Male (@

Sumnanne |Pearce

First Marne | Ermma

Preferred Mame I Emma

Date of Bith I‘I AN 2008
Year Group IE w

g =Dk @BH

e <Tab> or <Enter> to drop the details into the bottom window

r Batch Members
Admizsion Mo First Wame Sumame
43 {Madeline {Crean
B0 Emma iPearce
< >

e Highlight a student to view their details or edit if necessary

| Admissions Batch =3
r Admizzions Batch
[E3]
|2019 Tem 1 v
m)
r Student Details
Admizgzion Mo |49 () Male (@) Female v
Surname IErean 3]
First Mame IMadeIine o
Preferred Wame IMaddie
Dateof Bith  [24.1UL 2007
Year Group I? v

r Batch Members

Admigsion Mo First Name Surname

t adeline
50 Emma :Pearce

Sort - this list can be sorted by clicking on the celumn headings.
Search - key *x to jump to the first occurrence of %" in the list.
Then key + or - to move to the next / previous occurrence.

e Close the Admissions Batch Entry Window
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5.5 Moving Admissions Batch Students to the Current Roll

Activity

Madeline Crean and Emma Pearce have been accepted as students at West Coast District
High School.

Admin > Speed Edit

e From the Area menu, select Acceptance Status (Admissions)

Speed Edit
Area
|.t’-‘«cceptance Statug [Admizsions) E‘

| and select the Admissions Roll LS [adrsins J |

e Click the &
e Click
e From the list of students, highlight Madeline Crean and Emma Pearce
e Click Select and Yes
e Highlight both students
Speed Edit
Area
Acceptance Status [Admizsionz] v % h
Select Al Deselect All Invert Selection Blanks ns

Walue Statuz

Mew Walue Close Save

e Tick the New Value box
e Click Apply Changes

e Click = and Yes and Close

Note: Accepting students can also be done through Student Details > Admissions Roll
and ticking the Acceptance box on each Individual record.
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Admin > Utilities

e Double-click Admissions Transfer =@ Current Roll

Admissions Transfer to Current Roll

Thig wizard will guide you through the process of transfering Admizzions Roll students onto the Curent Boll of wour school.
Orily those Admizzions Roll students who have their Accepted? checkbox icked will be moved onto the Current Roll
Thiz can be zet either by editing the student within the Student Detailz area, or by selecting 'Acceptance Status
[Admizzionz) within Speed Edi.

Chooze below how vou would like to select the students to be transterred to the Current Rall,

() Transker students with Acceptance Statuzs of Yes. and Entry D ate of

@ Transfer all students with Acceptance Status of Yes, ignoring any Enty D ates that have been entered,

Set the following Entry Date for all students who are transferred

Mest student number will be 833 <¢ Back Hest »> ] [ LCancel

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

Note: If the first option 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.

e Click Next

Admissions Transfer to Current Roll

The following students will be transferred to the Current Roll.

IF any ztudents are listed below who you do not want bo transker to the Curent Foll, select them within the list and click on
the % buttan.

Ref. Hame DOB Gender UPN Entry Date Transfer?
49 iMaddie Crean P24 UL 2007 iFemale ) v
a0 gEmma Pearce 'I by 2008 gFemaIe J =
e Click Finish
e Click Ok to the Transfer Complete message
e Click No as you do not wish to check for Empty Batches
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6 The External Roll

It is possible to enter essential information on 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.

I:l Student

Curent |z| q 4

Admigsions
Jadryrent
Former

When the external roll has been activated, it is possible to search the External Roll from the main
student window or through the Find Student function

Student Search

W G

First Marne Farm

General ]F‘arameters ] Dates l Address ] Other l (Wn]] ] T Setz/Coharts ]

Sumame/Ref. Mo, Rall Status
Preferred Mame Year Group

Legal Surname Hauze

Current :

g
Admizsions

Current
Farmer

6.1 External Roll Active

Activity

General > Control > Preferences > General tab

e Check External roll active for students

Preferences

Reports ] Advanced l Exports

Sidebar control background

Sidebar control label colour

Sidebar control selected label colour
Sidebar control speed - Fast
Parameter list backaground

Parameter 'code’ digits

Set Defaults

External roll active for students

|

TTHR ]

=

Sibling Management ] Dirives l

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

[1].4 ] [ LCancel

e Click OK
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6.2 Adding a Student to the External Roll

Activity

Justin Badley 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 A 4
Admizsions

Current

Farrmer

‘External

e Select Add Student @

e On the Personal tab fill in the following information:
o Surname: Badley
o He has no siblings at the school — Cancel the choose siblings window
o First Name: Justin
o DOB: 24/3/2008
o Gender: Male
o Year: 7
o Form: Form 7
o Address: 125 Watershed Road, FORRESTFIELD, WA, 6587
o Telephone: 08 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 Badley
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e On the Additional tab, check Australian Citizen/Permanent Resident
e Setthe FTE to 0.20
e Select Custom

FTE |0 Part Time Statuz  (Jam (Jpm (Infa (@ Custom ﬂ

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 PR
Monday
Tuesday
Wednesday
Thursday
Friday

LCancel

e Click OK and OK to Save

Warning

The waccination schedule field iz currently blank far this student. You
are required to select one of the sis categories from the drop-down box.
Far further infarmation refer to the

Guidelines for recording and managing student immunisation data,

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

e Click NO to continue to edit the record
Change the Vaccination Schedule to Not Provided

Immunisation Details

Evidence provided [] Date Checked [ “accination Schedule | Mot provided |Z|

e Click OK to save the record
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7 Mail Merge

7.1 Introduction to 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 administrative details such as students'
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 way is to create an export file into MS Word, which then allows users to use the MS
Word mail merge functions to create their letters or other documents such as address labels.

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

5 records in the browse zet

(®)iCreate Ietters for all students in the browse seti

(") Create a letter for the curment student only

Merging zystem
(®) Send letter/s to "waord" using a " kst template

(") Produce a C5Y file for use in a subsequent mail-merge

[]Send to all Contacts marked as Family bail Marker

Ok Cancel

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

[“|:5end ta all Contacts marked as Family bail barker

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 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).
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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 =fddeehlame=
AddresseeFirstName =tddeefirsttlame=
Addressee Mohile =Addesmobile=
Addressee Email Address =AddecEmail=
Addiesseesuname =addeesurname=
AddresseeSaltation =Addeesalutation= These fields are updated when "Send
Addressee Telephone 1 =AddeePhoneT! = to Family Mail Marker" is selected.
Addressee Telephone 2 =AddeeFPhoneT2=
ddresseefddress sfddeesddress=
=tddesaddshonBlock=
=AddeeAddTown>
=AddeesddCountytates
=AddeeAddPosiCode>
=AddeeAddCountry=
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7.2 Mail Merge: kst format

Using the kst method, the user creates a letter template prior to selecting contacts to whom 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).

7.2.1 Creating a kst Template
e Open Microsoft Word

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

RM Management Solutions I‘N
Integris Student Mailing Fields

25 June 2013 (note —this is a Word Date field. it can be used in your letter templates

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.)
o Type the body of the letter.
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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.

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.

Activity

A sample letter can be found on page 17 of the Administration Manager Supplement.

¢ Navigate to C:\Keys\Integris\MMTPL\Letters to open Student.kst

e Open the document Sample Transfer Note also located in
C:\Keys\Iintegris\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 Schoaol <PrevSch>

TRANSFER NOTE

The following student has enrolled af this schoaol.

SURNAME:
FIRSTNAME:
DATE OF BIRTH:
NEW ADDRESS:

e View how <Surname> appears in Student.kst
e Type <Surname> into your Transfer Note
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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 24).

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

File name: | "Transfer Mote.kst"

Save as type: | Word 97-2003 Document (*.doc)

e Click Save

7.2.2 Using the kst template to create letters

General > Student Details

e Load a browse set of students to whom the letter will be sent
e Click Send Letter &

Select the “.kst” option
Make other selections as appropriate

Click OK

Navigate your way to the folder where the letter template has been stored
Double click on the name of the template, for example transfer note.kst

% Send letterds o "word" wsing a kst template

If any editing needs to take place:
e Open MS Word and open the template document
e Make and save any changes, close the template and use it again
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Activity

General > Student Details

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

e Find # the students with an entry date of this year.

Student Search

W E S &
Genelall Parameters Dates l.&ddressl Dther] Dl l T Sets.-’CDhortsl
|Date of hirth range v [ o |
Birthday [Craw. Month, vear] |--nf’s-- ) |
Frarn To
Entl_l,lDate|1 FEE 2019 |1.'-" DEC 2019
Leaving Date | |
Date Checked | |
Docurnented Plan | |
forwarded to DCF Date
I

Documented Plan Review D ate |

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

) Mot Documented Plan Completed

[] Show Inactive Parameters in Dropdown Lists Find Clase

e Click Send Letter &
e Select the following options

Mailing Options

2 records in the browse set

(®):Create letters for all students in the browse set;

) Create a letter for the current student anly

Merging system
(®) Send letter/s to "word" using a " kst" template

) Praduce a CSV file for uze in a subzequent mail-merge

[]5end to all Contacts marked as Family Mail Marker

e Click OK

e Select Transfer Note.kst

e Click Open

e Check the Transfer Note has merged correctly
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Option 2

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

e Click Yes
e View the Transfer Notes
e Close the Transfer Notes

DO NOT CLOSE WORD

i
e Click Student Activity |
e View the new students’ records

| Student

@ twent Mid AP L7 H SEezmadgywdiRROerRmEEG

Ex=)

Josh Burnett ( 885)

Year7 Form 07.1

Activities
Date Type Description Review Complete
25 FEB 2015 ELetterSent §c:'\KEYS'\INTEGHIS&MMTPL\LETTEHS\Transfer Not§

e Highlight the Transfer Note and click Print

West Coast District High School
Activity Report

Produced on 26th February 2019 at 15:27

Burnett, Josh
Date Activity Tyvpe Description Review Complete
26FEB 2019 Latter Sent ' KEVSINTEGRIS MMTPL LETTERS Transfar No
Mote26_02_19 152050 doc
Details for the Transfer Note are displayed
e Close the Transfer Note and click Open Sent Letters in MS Word
e Close Student Details
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7.3 Mail 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.

7.3.1 Create an Export (.csv) File

e Find the student/s for whom you wish to send a letter

This creates a browse set.

e Click Send Letter &2 in the Student Details window
The Mailing Options window opens.

e Select the CSV option

terging system
(70 Send letter/s bo "word” uging a " kst template

@) Produce a CSV file for use in a subsequent maikmerge:

Click OK
@ Enter file name @l
Savein: || OUTEOX ~- @ e m-
i MName = Date modified Type
e B:) EMPSTART.CSV 11/11/2013 9:28 AM  Microsoft Excel C..
RecentPlaces g1 STUDNOTN.CSV 11/11/20139:29 AM  Microsoft Excel C..
Desktop
=l
Libraries
A
Computer
= Y
1
Network
4 I 3
File name: | - Save
Save as type: ['.csv v] ’ Cancel ]

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

This file can now be used in Microsoft Word, or other word processing packages, to create letters,
labels or other merged items.
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Activity:

General > Student Details

e Find dh the Senior Choir

Student Search
wE o @B
General lF‘arameters ] Dates ] Address ] Other l Dl ] T Setz/Cohorts ]

Sumame/Ref. Mo. Roll Status Current v
Preferred Mame Tear Group g W
Firgt Marne Farm ~nig-- W
Legal Surname House ~n/s- W

Group Type 2019 Music v

Group 2013 Senior Choir )

Contact Surname

Global Mame Search Terms in School

) Mot S pecified
tare than

Less than 1}

(_)Equal to

|AII Mames [Exchuding History) )

[] Show Inactive Parameters in Dropdown Lists Find Close

e Select All the students from the list

Student Search Results
B S
Reference Surname Preferred Name Year Form Date of Birth
7 Aszpinal Simane 9 032 15 MAR 2005
12 Bennett Tracey 9 09.3 11 MaY 2005
17 Bloggs b erika 9 031 15 MaR 2005
22 Braddon Braydie 9 09.2 15 MaR 2005
er Buzuttil Sacha 9 09.3 B.JaM 2005
29 Carnpbell Azhleigh 1 11.2 JAPR 2003
kil Carless b atthew 8 08.3 13DEC 2005
32 Carter Chiristine 3 031 15 MaR 2005
i Clark. Gemma 9 03.2 21 MOV 2004
42 Cunliffe Aaron 9 09.3 27 0CT 2004
47 Dient K.ty 9 031 11 MaY 2005
43 Drenter Fenes 11 11.3 11 DEC 2002
B3 Etheridge Chloe 1a 10.2 T AUG 2003
] Fittan Rhys 1a 10.3 AL 2003
73 Fullarabe Firsten 10 101 14 PR 2004
4 Fulker tichael 1 11.3 11 DEC 2002 «
Total reconds found | 34
Back Select Close
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e Click Send Letter @
e Select the following options

Mailing Opticns
34 records in the browse set
@ Create letters for all students in the browse st
() Create a letter far the current student anly
terging zystem
7 Send letter/s to "word” Lsing a " kat" template

@ Produce a C5Y file for use in a subsequent mail-merge

[¥]iSend ta all Contacts marked as Family Mail Marker:

ok ] [ Cancel

e Click OK
e Name the export file Senior Choir

Note: The file defaults to save in the Integris Outbox, however you can save the file
wherever you wish. For training purposes you may use the Desktop.

File: M arne: | 5 enicr Chair W

Files of twpe: fogy W

e Click Save

Information @

File saved: C\keys\INTEGRIS\WOUTBOX\Senioe Choir.csv

e Click OK
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7.3.2 Creating a Mail Merge Letter in Word

Activity

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

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

Envelopes Labels

Create

Start Mail

Select
Merge = Recipients = Recipient List

Start Mail Merge

W0+
Home Insert Page Layout References Mailings
= P = =

Edit

Block

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

rﬁ| Mormal Word Document

! ot

= ' @ ]
Start Mail Select Edit Higl
Merge ~ |Recipients ~ Recipient List | Merg
2 Letters
[=d E-mail Messages
=1 Enyelopes...
éﬁ Labels...
E Directory

Step by Step Mail Merge Wizard...

e Select Letters
e Click on Select Recipients and choose Use Existing List

Select Edit Highlight
Recipients =|Recipient List | Merge Fields

E Type Mew List...
Use Existing List...
8 select from Qutlook Contacts...

e Browse to the csv file on your desktop

-
@ Select Data Source

Qs owosores

Organize « Mew folder

-~
@ Microsoft Word <L

ZL] Senior Choir
5.0 Favorites

w Bl Desktop

m

& Downloads
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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 = LegaISi
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...

e Click OK for all recipients or select those required

You are now ready to start creating your letter

e Place your cursor where you want the first address line in your document to appear

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

[Zr Rules -

93 Match Fields
#] Update Label

PreferredMame
Firsthame
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

@ 3
Preview
Results

'@?Mql b oM

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

M=
By

=

]
Finish &
Merge =

i:.j Edit Individual Documents...
23 Print Documents...

»'"_i Send E-mail Messages...

e Click OK for All

-

Merge to New Document @I&J

Merge records
o il

() 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 22 of your Supplement to insert the remaining merg fields.
Click Preview Results when you have completed your letter

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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7.3.3 Using the Mail Merge Wizard

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.

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

Edit Hig
Merge = |Recipients ~ Recipient List

Letters

E-mail Messages
Enyelopes...
Labels...

Directory

Hormal Word Document

AE IDLDD

Step by Step Mail Merge Wizard...

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

Mail Merge * X

Select document type

What type of document are you
working on?

@ Letters

() E-mail messages
) Envelopes

) Labels

() Directory

Letters

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

Click Next to continue.

Step 1of 6
B MNext: Starting document

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

Step 1 of 6
& Next: Starting document

e Click Next: Select Recipients
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e Ensure Use an Existing List is selected and click on Browse

Mail Merge hd

Select recipients

X

@) 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.

Browse...

@ Edit redpient list...

Step 3 of 6

B Mext: Write your letter

@ Previous: Starting document

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

—
@ Select Data Source

Organize « Mew folder

T

@ Microsoft Word

S Favorites

Bl Desktop
w 4 Downloads

m

Name

@ Senior Choir
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e View your Recipient List and select the recipients required and click OK

' ™y

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 remaove recipients from the merge. When your list is ready, dick OK.

Data Source |7 Sumame | FirstMame ~ | EMail w | PrefemedMame - | Legals =
C shdmiat 5| | Simone | Simaone
ChUsers\dmathie.. [¥  Bennett Tracey Tracey Benne
C\Users\dmathie... [¥ Bloggs Merika Merika Blogg
C\Users\dmathie.. [¥ Braddon Braydie Braydie Bradd
ChUsers\dmathie.. |¥  Busuttil Sacha Sacha Busutl
ChUsers\dmathie... |7 Busuttil Sacha Sacha Busut
C\Users\dmathie.. [¥ Campbell Ashleigh Ashleigh Camp
Ch\Users\dmathie.. [¥  Carless Matthew Matthew Carles _
- - .. Ll - P - . - -
<[ b
Data Source Refine recipient list
C:\sersidmathieson\Desktop' -« ‘él Sart...
] Filter...
E Find duplicates. ..
L Find redpient. ..

Validate addresses...

e Click Next: Write your letter

Step 3 of 6
B Mext: Write your letter

4 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
vour letter, dick a location in the
document, and then dick one of
the items below,

[5) Address block...

|3 creetingline...

|£§ Electronic postage. ..
ﬁ? More items. ..

When you have finished writing
your letter, dick Mext, Then you
can preview and personalize each
recipient’s letter.

Step 4 of 6

B Mext: Preview your letters

4@ Previous: Select recipients
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The available fields will display

' B
Insert Merge Field &Iﬂ
.

Insert:
() Address Fields @ Database Fields
Fields:
-
Firsthame Tl
Surname =
LegalSurname
DOB
Form
Teacher1
Teacher2
Year
Reference
StuGender
Prevsch
EntryDate
DestSch
LeaveDate i

[Matd1FieIds... ][ Insert J[ 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 Items again.

Once you have inserted all your items and typed your document:
e Click on Next: Preview your Letters

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

27 Find a recipient...

Make changes

You can also change your
recipient list:

B Edit recpient list. ..

Exdude this recipient

When you have finished
previewing your letters, dick
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 5of 6

& Mext: Complete the merge

@ Previous: Write your letter

This allows you to return to the previous page to edit the letter.
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If you are ready to finish the Mail Merge:

Step 50f 6

& MNext: Complete the merge

4@ Previous: Write your letter

Click Next: Complete the merge

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

Merge

L2 Print...
479 Editindividual letters. ..

Click on Edit individual letters

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

-

~
Merge to New Document &Iﬂ

Merge records

() Current record

() From: To:
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7.3.4 Create Student Activity Record for Letter Sent

Producing a Mail Merge data source for MS Word does not result in an activity record in Integris.
We can use a short kst letter to create an Activity Log Record

Activity:

e In Word type a short letter similar to the one below
e Make sure you include <FirstName> and <Surname> as Mail Merge Fields using <>

Mail Merge Letter sent to <FirstName> <Surname> for the following activity/event

Activity: Choir Festival

Date Sent: Use Insert Date and Time from the MS Word Toolbar

Letter Saved to: S: \Students\Letters\Music

e Save the letter on your Desktop as “Mail Merge letter Choir Festival.kst”

General > Student Details
The Senior Choir Browse Set should still be there.

e Click on Send Letter @
e Select the options below

Mailing Options
34 records in the browse set
@ Create letters for all students in the browse set
~) Create a letter for the curent student only
terging system
@ Send letterds to "wWord" using a " kst template

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

[¥]:5end to &l Contacts marked as Family Mail Marker:

[ ok ]I Cancel I

e Click OK and navigate to where you saved the Mail Merge Choir Festival.kst letter
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| Do youwant to send details of this letter to the Student's activity log.

e Click Yes
e View the Students’ Activity Logs

CIVICa

Integris Advanced Admin Manager Training Notes 22-Jan-19

Page 105 of 140
© 2019 Civica Pty Ltd



7.3.5 Create Address Labels

It is possible to create Address Labels for the students for whom you have created the mail merge

documents or letters.

Activity

e Click on the Mailings Menu in Word
e Click on Start Mail Merge and select Labels

Start Mail Select Edit
Merge = |Recipients ~ Recipient List

i
Hig
Merg

Letters

E-mail Messages
Envelopes...
Labels...

Directory

Mormal Word Document

JEOLDL D

Step by Step Mail Merge Wizard...

-
Label Options

Printer information
(7 Continuous-feed printers
(@ Page printers Tray:

Label information

Label vendars: | Avery A4/AS

Find updates on Office.com

e Make the following selections and click OK

Bypass Tray IEI

-]

Product number: Label information

32231 - | Type: Address Label
gﬁ‘s‘é []| Height: 48am

33757 Width: 10.5 cm

Page size: 21cm x 29,69 cm

T, e
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e Click on Select Recipients and Use existing list

T j
@=

Select Edit Highlight
Recipients =|Recipient List | Merge Fields

E Type Mew List...
i Use Existing List...
85 select from Outlook Contacts...

e Browse to the csv file on your desktop

-
Select Data Source

Organize « Mew folder

-~
Microsoft Word <L

%'] Senior Choir
.0 Favorites

Bl Desktop =
w & Downloads
e Double Click or Highlight the file and click Open
e Click the Edit Recipient List icon

Edit
Recipient List

i ™

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 ~ | FirstMame « | EMail ~ | PrefemedMame

Ch\Users\dmathie... Aspinall Simone Simone
Ch\Usershdmathie...
Ch\Usershdmathie..,
Ch\Users\dmathie...
Ch\Usershdmathie...
Ch\Usershdmathie..,
Ch\Users\dmathie...
ChlUsershdmathie...

Bennett Tracey Tracey

Bloggs Merika Merika

Braddon Braydie Braydie

Busuttil Sacha Sacha

Busuttil Sacha Sacha

Campbell Ashleigh Ashleigh

Carless Matthew Matthew Carles _

I<IRIRRIX*A

o : ;

Data Source Refine recipient list

Ci\Users\dmathieson'Desktop' - ‘%l Sort...
43 Filter...
E Find duplicates...

ind redpient...

Validate addresses...

e Click OK for all recipients or select those required
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You are now ready to start creating your labels.

e Click Insert Merge Field

&gl

Insert Merge
Field =

¢ Insert the mail merge fields shown below

«AddeeSalutation»

«AddeeAddL1»
«AddeeAddTown» «AddeeAddState» « AddeeAddPostCode»

. | Update Labels
e Click |©

e Click Preview Results when you have completed your labels

@ 4
Preview
Results

e Preview other labels by scrolling through the recipients with the scroll arrows

f«g%—g‘de b

Preview
Results Q/ Auto Check for Errors

If there are mistakes in your labels:
e Click Preview Results again and make any changes required
When you are happy with your labels:

e Click on Finish and Merge
e Select Edit Individual Documents

I
=
p gt
Finish &
Merge =
L9  EditIndividual Documents..,
g Print Documents...

L;L Send E-mail Meszages...
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e Click OK for All
rMergeto MNew Document &Iﬂﬂ

Merge records

() Current record

©) From: To:

e View your merged labels

Ms Aspinall
3 Regua Crescent

WEST PERTH WA 6008

Mr and Mrs Bennett
12 Minilya Loop
SUBIACOWA 6009

Mr and Mrs Bloggs
7 Anzio Court
LEEDERVILLE WA 6010

Mrand Mrs Braddon
72b Parkin Street
WEST LEEDERVILLE WA 6011

CIVICa

Integris Advanced Admin Manager Training Notes 22-Jan-19

Page 109 of 140
© 2019 Civica Pty Ltd




8 User Defined Information

User Defined Information (UDISs) is used for storing any information specific to schools that does
not already have a field in Student Details. It could be anything from Indigenous Language Groups
to Internet Permissions. Once UDIs have been created they can be used to report on and find
students.

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

8.1 Create a UDI

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

Activity

File > Single User Lock

Single User Lock

E| Enter Pazzword

Cancel

e Enter your password

Locked Message

Enter the meszage pou would like to appear when another uzer attempts to
log o to the zystem.

Integriz and remote web services are cunmently unavailable while
maintenance work iz carried out.

Enter how long you expect the epstem to be locked for. [1.00  his

Wiew Uzers 0K

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

e Click OK

This icon appears under the Menu Bar:
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Create a field to record permission to use students’ images in various media.

General > Control > UDI Definitions

Wi UDI Tables

=

Student UDI - Miscellaneous

School UDI Staff UDI

Double click Student UDI

Right click in the white pane under the Field Name heading

Edit UDI Table

Table name | Student LD

Description | Student UD| Defirtion

Field Mame

Field Type

1
Z
K

l&SF’

— Add Field
career

Colt Add Loockup Value

Select Add F

ield

Enter the Field Name: Imagepermission

Note: Field Names cannot have spaces.

e <Tab>
e From the drop-down menu, select Lookup
e Click Edit
e Type Yes and <Tab>
e Type No and <Tab>
e Type Contact Parent and click OK
Lookup ltems

Field name |Imagepermissi0n

1 es

2 Mo

3 Contact Parent

0K Cancel

e Enter the Description: Image Permission
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e Check Index

25||magepetmissi0n |L00kup | M |Image Permizzion | ~ | r | [ ||—
e Click OK
Warning 3

'@' The UDI fields cannot be deleted once they have been created.

4

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.

Return to Multi-user mode

&
e Click Single User Lock
e Click Restore Multi-user

Single User Lock

|E| Enter Pazsword | ===

[ Cancel ] [ Ok l

e Type your password
e Press <Enter> or click OK
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8.2 Speed Edit UDI

Speed Edit the UDI Image Permission for all Year 9 students.

Admin > Speed Edit

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

Speed Edit
Area D Field
|"" Student UD| Figlds ** W |Irnage Permiszion

v | &

e Select Image Permission from the UDI Field menu

e Find ﬂl the Year 9 students

Student Search
L= VR ]

Preferred Mame Year Group
First Mame Farm
Leqal Surmname House

General IParameters ] D ates l Address ] Otther l []ul} ] T Sets/Cohorts l

Surmame/Fef. Mo. Fioll Status Current W
-

W

W

e Click Find, Select and Yes to load all students into the Speed Edit window

e Highlight some of the students in the list
e Select Yes from the New Value menu

v

e Click Apply Changes

e Enter No or Contact Parent or leave Blank for the remaining students

e Click Save and Yes

General > Student Details

e View the UDIs 2 for the Year 9 students
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8.3 Ad Hoc Reports

Admin > Reports > Ad Hoc Reports > Ad Hoc Manager
Users can create their own reports using the Ad Hoc section under the main reporting menu.

Highlight the Ad Hoc Reports folder and click on the __24HasManager | button that appears on the
right-hand side of the window.

j AdHec Manager @

FE QYU & & N EB

Book Week Labels Medical & C... Rock Band ... Outoffrea Update Beh... Rottnest Trip...

0
W
¢
W

State Archiv... Waccination ... Yaccination ... Proposed Fo... Propozed/C...

To create a new report, click on the Ad Hoc Wizard icon. #" 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-Hoe Report Designer = @
i [=]| 0 [=] 5l F=FiepoNoke®e
Fz 8 [l s Partrait [=]
rChart_1024 -
rAdHocTemplate_Header
Fage header
First Name sSurname Form Year DOB Student Phone : PG1:Mobile = Vacci
T
t (Name: First Nar Name: Surnai Form Year! Date of bith : Student Address: PG1 : Mobile upl: v

DTPa (Imm completed to sch) LDl DTPa (Immunisa
MMR. (15t dose at 12 months) UDI: MMR (1st dose a

Fecord] MMR (2nd dose at 4 years ) UDI: MMR (2nd dose 2
Measles Exclusion UDI: Measles Exclusic
Date of last tetanus UDI: Date of last tetan)

It is here that field lengths can be extended, text styles can be changed and fields can be
rearranged, added or deleted 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.

n o= [

Use the == | puttons to change the view of the ad hoc reports.
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Reports can be:
e modified using Modify Report &
e copied using Copy Selected Report 2

e renamed using Rename Selected Report &

Note: Itis agood ideato copy areport and give it a new name before making changes to
the report.

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

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

9  AdHoc Reports
(%? B ook ‘week
ﬁ Labels
-@ Medical & Contacts
-C%? FRock Band Contacts
-@‘ Ot of Area
-C@ Rattnest Trip Contacts
@;’ Spare Clazs list
@ Test Test
(%? Froposed Form & Year
@3’ Propozed/Current Farm & Y'ear

e Use New Query to load the Student Search window and select students or load a saved query
e Print the report
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8.3.1 Simple Ad Hoc Reports

Activity

Admin > Reports > Ad Hoc Reports

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

e Click Ad Hoc Reports

&' Reports (3]
L) o
1 General Reports -
O] Fol Reports Ad-Hoc Reports
[ FomLists Tuesday, 7th July 2015
Check List
. S . ﬁ“"‘l Create reports to your own specification, containing
(3 Saved Check Lists your choice of the available student information.
1 Graphs \/' )
1 Monitoring Reports ¥ E Save the report with a name of your choice for easy
[0 Addess Lahels repeats of commeonly-used reports
(O Esports X View the report you have created in the Ad Hoc
1 Staff Reports Designer, and change layout and effects for optimum
(1  Custom Reports appearance
el Bapei 1 Export your Ad-Hoc reports for PRI
)i 4.2 others to use __DC SIS
- ; N 1.2
Print ] [ Cancel ]
e Click Ad Hoc Manager
e Click Ad Hoc ¥
e Enter the following information
[ AdHoc Report Wizard 3]
Welcome to the AdHoc Report Wizard
Feport Mame |IMAGE PERMISSION
Description
[ Imane Pemizsion
Repart Area Report Format
@ Students G ElmplelF;eport
SCFE Staff [ - ) Eorma eport
] Ut ' m School i Gt
i () Labels
< Back MHext > ] [ Cloze

e Click Next
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Check the following fields:
o Form
o Name: First Name
o Name: Surname
o UDI: Image Permission

Click Next

Leave the Selection Criteria as ALL
Click Next

Select the following Print/Sort Options:

Print # Sort Options

Field Sort aw | Total Page

Farm

Mame: First Name

Mame: Surname

|| | |

] Y
] ) Y

BRI

D1 Image Permission

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

Print Order Either - uze the buttans below ta move
Farm

Mame Suname the zelected field to the required pozition
Mame: First Mame
UDI: Image Permission

(Or - drag and drop the fields inta their

carrect pazitions in the list box ta the left.

< > = Down

Click Next

Click Create

Click the column header (in bold) Form

Change the font size to 12

With Form still selected, click Text Colour

Double click Name: Surname and change it to Surname
Change the font size to 12 and select a suitable colour
Continue to format the remaining column headers
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=
L)

Close Ad Hoc Report Designer and Ad Hoc Manager
Open the Ad Hoc Reports folder
Select the report Image Permission

eports

S W=

@ Book wWeek -
@ Contact Infarmation

@ Image Permizzion

ﬁ Labels

@ Medical & Contacts

@ Out of Area

@ Propozed Form & vear

@ Propozed/Current Form & Year
@ Rock Band Contacts

@ Rottnest Trip Contacts 3
@ State Archives Repart

@ Update Behaviour Incident D atz

@ ‘Waccination Schedule DOB on e

2 Varrimation Sebadila 0D Ae e |
m [

Click New Query

Titles

Main Title |Image Permizsion

Page Footer |

Select

Find the students in Year 9
Print the report to the screen

Iz‘ Mew Query

Print l [ Cancel

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.

8.3.2 Normal Ad Hoc Reports

These reports are used when the following fields are required in a report:

LM

[ ] M

[ ] Activities

[ ] Contacts

[] Groups

edical Details

ovement Higtony

Cl
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Activity

Admin > Reports > Ad Hoc Reports > Ad Hoc Manager

Create a Normal report for Contacts information, including the students’ First Names, Surnames

and Forms.

e Select Ad Hoc Reports
e Click Ad Hoc Manager

e Click Create a new report re
e Enter a Report Name and Description

= AdHoc Report Wizard ==
Welcome to the AdHoc Report Wizard
Repoart Mame COMTALCTS
Dezcription
| Contact Informatian
Feport Area Feport Format
(®) Students
Staff
School ) Export
() Labels
e Select Normal Report
e Click Next
e Select Contacts
] AdHoc Report Wizard IE'
Wiould you like ta include any additional information ?
[ Activities
[T Medical Details
Contacts
[T Groups
[] tovement History
< Back ] [ Mext > ] [ Cloze

e Click Next
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Select the fields:
o Form
o Name: First Name
o Name: Surname

e Click Next
e Leave the Selection Criteria at All and click Next
e Make the following selections

| AdHoc Report Wizard ==

Print / Sort Dptions

Field | & |Sot | aw|Tatal |Page
Farm 1 - O
Wame: First MHame a - (OO0
Mame: Sumame 2 - (OO

Click Next

Select the following Print Order: Form, Surname, First Name
Click Next

Click Create

e Inthe Ad Hoc Report Designer window, format the report as you wish

e Close the Ad Hoc Report Designer window and the Ad Hoc Manager window
e Print the report for students in Year Group 8
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9

Admin Reports

There are many reports available in Integris. We will view a few that may be particularly useful.

9.1 General Reports

9.1.1 Medical Conditions

Activity

Admin > Reports > General Reports > Medical Conditions

e Sort by Form
e Check Include Daily Management Plan
e Select all students on the Current Roll
& Reports @
L) 8 W o=
=3  General Feports - Titles
[] Student Activities Report Main Title |Medical Conditions
D Activities Feport Page Foter |
W edical O = 5 Sort
|:| Medical Conditions Trained Staf Gendsr 1 Sort Field | - |Total | Page
[] Medical Details 4 Year 1] Farm a ([ | @ =+
D Doctor/Practice List
El Dental Practice List i il
D Birthday Report
[] shudents with no Address Select
D Students and their Teaching Se |Selected Subsel 510 IZ|
[ List of UDIs
[ Hasle Cars Conditions Paviaw Include D aily Management Plan
] I 3
Print ] ’ Cancel
e Print the report to the screen
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9.2 Roll Reports

9.2.1 Parent/Guardian 1 Phone and Address

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

& Reports @
KRS RoR=1L 2
(1 General Reports - " Titles
23  FRol Repors F Fain Title IParentJGualdian'I Phone and Address
|:| Current Roll Page Footer I
D Current Roll with User Font Size | - S
|:| Faormer Students peoihic: -
] Admissions —— - Sart Figld |AV |T0tal |F'age
|:| Mew Admiszions to Current Roll Y'ear Foim - it
D Adrizsiote or Leavers Report il
|:| Standard Student List
[ Shudent Address Details —Select Optionz
&) Parent/Guardian 1 Phone and 4 I Include Shudent Humber
D Students waith Temporam UPMz
[E] Students List Showing Curent a i [ MNew uery [ Include Year Group
- [l cn n:r?nh* wiith Giklinas . [ Include Form

[ Prrint ] ’

Cancel

e Click Print
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9.3

Form Lists

9.3.1 Student Information Card

Admin > Reports > Form Lists > Student Information Card

Click New Query, find the Year 6 students

@
L)

& W e

Reports

=3 Fom Lists

|:| Standard Form List

D Formn List Summmary

D Houze Forr List

|:| Student Address Details

D Parent/Guardian 1 Phone and £
D Studert Infarmation Sheets

|:| Student Infarmation Cards
|:| Student Update Form

D Student Phaotos

D Dinrer Money Register
|:| Teaching Set List

D Solos and Siblings

7] b 22l Bmmichar | ist

Titles

b ain Title |Student Infarmation Cards

Page Footer |

Select

W Mew Query [ Sort on ear/Form

Option

In the Contacts section: | Show Al Contact Phone Numbers

Cancel

Click Print
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9.4 Check Lists
9.4.1 Group Checklist

Activity

Admin > Reports > Checklists > Group Checklist

Report Title

Flease enter a title for the report

Interschool Sports Checklizt

e Click OK
e Click Allow Custom Report to be used by others
=3 Saved Check Lists

o2 51 Check List

[] Bali Tour List

IQ Exannple Check List

Q Int

Sports [ it

e Enter the following information
e Reports @
L) & & o=
1 General Reports [
(3 RolRepoits b ain Titlz |Interschool Ewent
3 Form Lists Page Footer |
3 Check Lists aotes |Winter Carnival
[] Check Lists
D Farm Check Lists Select Enter Column Header Text
B Group Che: Group Tupe Cansent Farm
|:| “Weekly Check Lists |2IJ‘I 3 Sports =2 M edical Form
[ Fomn wheskly Check Lists Group Paid
1 SavedCheck Lists |2D1 3 Senior Footy v Unifarm
] Graphe DOB Column [ Gender Calumn
[ Monitoring Reports ] Only include current roll students
Sort Fields
Address Label
E En'nef P v | Sumname v Column Width [Cm] (300 |£4
e Print the report to the screen
e Close the report, but not the report definition
e Click Save as Custom Report W
e Rename the saved Checklist to Interschool Sports Checklist

ol

Close the Checklists and Saved Checklists folders
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9.5 Address Labels
9.5.1 Family Mail

Activity

Admin > Reports > Address Labels > Family Mail

e Select Standard Labels 8x3
e Use New Query drop down list to select the saved query Family Rep’s

&7 Reports @
3 Fomm Lists » Stationery Setup -
£ CheckLists o Temdammliy |00 Measurements
(1  Saved Check Lists i Label width [5.67
[0 Graphs Lett . Lesccsccsscosocossosood
o 1 e
(3 Monitoring Reports % ' Label Standard Labels
2 Address Labels L : ¢ Height 83 [=]
D Student Resident E 33 E
D Emergency ] 0
(@ JFamily tdail 5 - o
] Parental Respansibility Labels Across |3
[ A0l Contacts Celact
[ Fees Biling Query |Farni|_|,J Freps lz‘ =
D Student Address Include “rear

[l &hidant Matsils

Salutation |Title, Initialks and Sumame [«

Include Form

[ Frint l

’ Cancel

e Print to the screen
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9.6 Exports

Activity

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 7

" AM Exchange

& Reports @
L) & W o=
g ghe':'; ';:ts o “ | Parent/Guardian Email Export
t ; - B
- Gaveh S Selecting the export type and an existing or new student query will
& raphs | export the Parent/Guardian Email details to the export path defined
tomitaring Reports below.
[0 Address Labels Parent Guardian Email Export options
] Esports Export the Email &ddress for PG 1 anly

Export the Emaill Address far PG 1 and PG 2

Click Save and OK

" Teaching Group Export the Email Ad: o all marked as Family Mail Marker

P EDvws Library Export 1 Expart Path

Rl Pzt /Guardian Email Export |C3\KEY5 SINTEGRISYOutBox' &,
g Staff Reports: S aloct

Cuztam Report ; :
5 ."-‘«:sHDm Hepm: |Selected Subszet 40 entries E . Mew Query
oc Reports .
i Include & repart of Parent/Guardians with no email detailz
4
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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10 Timetable Reports

10.1 O&M Reports-Teaching Sets
10.1.1 User Defined Teaching Set Lists

Activity:

e Select the radio button Teacher
e Select Harris Barclay

< Reports
LT & W=

Data ¥ alidation Feports Titles

Flarning and Preparation Reports

Title |L|ser Defined Teaching Set Lists

Footer |

0 & M Reports - Students

0 % M Reports - Staff
0 & M Reports - Rooms

Select |Sort I Includes I

Timetable

L)
@
@
1 0O &M Repots - Timetable
@
@
@
A

0 % M Reports - Teaching Sets
[ Teaching Set List [all Sets)
D Teaching Set List by Schedule

TT Year |2EI19 w LCycle

[2013-08 v

Date Range |28 JaW 2019 -12 PR 2019 &

Day  [a v| Period fai v

(®) Teacher
() Department

() Subject/Teach Set

ABBE  Abbott, Elaine A
ALAT  Alan, Maria Theresa
BARH  Barclay, Hamis

BESC Best, Carl
BRI Brigg. Joseph - ,@]

AL Ml laenlian

[[JUse Preferred Name

[] Show Teaching Sets lists and Period infarmation for all Periods selected.

e Click the Sort tab
e Sort by Subject

Select Sort |Includes|

rlnfarmation

then by Teaching Set.
Teaching Set sorts will precede Student Sorts.

The default zort is by Teaching Set, Day and Perod. Sumame. then First Mame.
Selecting Sort by "Day and Period" will result in a sart first by Day and Period,

rSorts
Dray and Period Sart Field L
Teacher ;
Department 1 S ubiect 2

Farm
Year

Timetabling > Reports > O&M Reports —Teaching Sets > User Defined Teaching Set Lists
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e Select the Includes tab
e Check Student Form, Parent/Guardian Name, and Parent/Guardian Phone
e Enter 6 in Number of Columns
& Reports ==
L) &
1 Data¥alidation Feports Titles
1  Plarning and Preparation Reports Title |USBI Defined Teaching Set Listz
1  0%M Reports - Timetable Footer |
L1 0&M FPeports - Students
[ 0&MFRepats - Staff Select | SontIncludes ]
1 O &M Repots Hooms. [ Student Reference Mumber Check List Colurnns
=3 04&M Repors - Teaching Sets
) . Order Select the number of columng you
[ Teaching Set List (all Sets) [C] StudentYear Group wald like to appear in the check
D Teaching Set List by Schedule lizt. The width of theze columnz
T m 1 L Stueglot: (P will be calculated by dividing the
&fined Teac [C] Student Gender available space remaining by the
[} Students and their Teaching S [7] Student DOE nurnber of columns selected.
7] student Address ou can select up bo 50 columns
[C] student Telephone )
] Student Mobie Mumber of Colum.ns. ,E;_
2 Parent/Guardian Mame Check Column width [cm) — [1.12
[] Parent/Guardian Address Orientation Portrait
3 Parent/Guardian Phone sovailabl ) o
[ Farent/Guardian Mobik vailable space (in cm) remaining:
7] Parent/Guardian E-mail 6.705
] I b
Print ] [ Cancel
e Print the report to the screen
e View then close the report
[ ]

Run the report again, however select Department or Subject/Teach Set from the Select tab
and choose from the Department list or the Subject/Teaching Set list.

c
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11 WA Reports

WA Reports > Reports > WA Reports
& Reports @

ity Fleports

= ot WA Reports

Tuesday, 26th February 2019

om Reports

Use a new or saved "Queny to select the subjects of
the report

r ‘Drag-and-drop’, tick-boxes and pick-lists allow you to
specify the report format and content

Select any fields in the order you want then in your
report.

Report will automatically orientate between Portrait
and Landscape depending on the number of fields
selected for inclusion.

P
S

&

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.
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11.1.1 Standard Student Checklist

It is possible to create checklists in WA Reports for Forms, Year Levels, Groups or Teaching Sets.
A check list can be created to cover multiple groups of students, which is done through the
Advanced Search function. This allows the user to customise the report to suit their purpose.

Activity:

WA Reports > Reports > WA Reports > Standard Student Checklist (Using the Advanced
Search function)

e Select the Standard Student Check List

<7 Reports @
L) & W o=
3 Wi Reports 2 |Layout lSoltl Select | Includes |

D Standard Student List
B} 5tandard Student C
D Houze/Faction List
D Houze/Faction Check List

|:| House/Faction Summary Reporl
D Houze/Faction Listing |
D Birthday Report ) Legal Name
|:| Student Update Form |
D Irmunization Fepart

[ Studerts with the same address |
|:| Students for a Parent/Guardian Tille |Standard Student Check List
D Family Representative List

‘iWes: Coass DISTIC High Sanod
Startar Stuert Creck List

Optiors

@ Small Font Report

) Large Font Report

@ Preferred Mame

m

D Studert Profile Footer |
|:| Student Health Care Summary
[F1 Skt ity = M e msebad B
o nr [
Print ] [ Cancel
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e Onthe Layout Tab enter a suitable name for the report

Layout |Sort| Selectl Includesl

‘Wes? Coas? Disirict High School
(Chair Fastual

Options

@ Small Font Report
(71 Large Font Repart

@ Prefered Hame
() Legal Mame

Title IEhoir Festival

Faater |

e On the Sort Tab double click Year and check Total and Page
e Double click on Sex and Surname

Lapout Sort |Select| Includesl

T - Sort Field aw |Total |Page
House 1 Vear - 1
Farm 2 Sex - | [0

3 | Sumame - | [0
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e On the Select tab, click the Student Find radio button

(71 Subject/Teach Set

@ Student Find

e Click on New Query
e Find the Group Type 2019 Music and Group 2019 Senior Choir

Student Search
W E S &
General lF‘alametelsl Datesl.-’-‘«ddressl Dther] [i]u]] l T Setsx’l:ohorts]

Surname/Ref. Ho. Ruoll Status Current W
Frefermed Mame “ear Group iz v
Firzt Marme Farm s v
Legal Surnarme House s W

Group Type 2019 Music W

Group 2019 Senior Choir W

e Click Find

e On the Search Results Screen click on Advanced Find i

This saves the first search and allows you to add another.

e Click Add .

e Findthe Group 2019 Junior Choir

Student Search
W o
General lParametersl Dates l .ﬁ.ddress] Dthell ol ] T Sets#Cohorts]
Surmame/Ref. Mo, Rall Status Current W
Preferred Mame “ear Group . v
First Name Form e \
Legal Surname Housze ~ndg-- W
Group Tope 2019 Music W
Group 2013 Juniar Chair W

e Click Find, Select and Yes

The Junior Choir Students have been added to the group. The Advanced Find can be used
again to select more students if required.
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Student Search Results

&
Reference Surname
875 Arrawsmith
774 Brawn
825 Cantent
a21 Davids
828 Delamare
830 Desilva
a3 Dudney
836 Edwarda
835 Edwards
83 Ellard
839 E lliatt
a41 Etheridge
843 Farmer
852 Farnton
205 Goddard
aa8 Gray

Preferred Mame Year

David
Lana
Duamien
Chelzea
Graeme
Haley
Jerna
Jacob
Justin
Kate
Katherine
Eirsty
Eristy
Steven
Tim

Thi reth

Tatal recards found | 27

[N I RIS s S I RS IS I e )

Form D ate of Birth
[IFA 5 0CT 2006w
071 7 MAR 2007
Raaom 5 15 DEC 2008
[IFA 20JUN 2007
Room & 7 ALUG 2008
Room & 13 DEC 2008
071 20JUN 2007
Raaom 5 15 DEC 2008
Room & 24 MaR 2009
Room B 8 k' 2008
Room & 7 AUG 2008
[IFA 8 OCT 2006
Raaom 5 15 DEC 2008
Room & 7 ALG 2008
[IFA 7 MAR 2007
Room 4 J0CT 2009 «
Back Select Cloze

Click Select and Yes

The Senior and Junior choir are now added to the group

Advanced Student Find

Usge the '4dd' and ‘Bemove' buttons to populate the list with the students you would like to use.

Ref. Surname Preferred Hame Year Form Date of Birth

875 Arrawsmith [ awid 7 071 BOCT 2005 A

7 Aspinall Simane 3 03.2 15 MAR 2008

12 Bennett Tracey 3 09.3 11 MaY 2005 i

17 Blogg: erika 9 0.1 15 MaR 2002

22 Braddaon Brapdie 9 09.2 15 MaR 2008

7rd Brawn Lana 7 071 7 MaR 2007

2 Buzuttil Sacha | 09.3 B.JaM 2008

29 Campbell Azhleigh i 1.2 3APR 2003

kil Carless M atthew g 03.3 13 DEC 2005

2 Carter Chriztine 9 0491 15 MaR 2008

7 Clark: Gemria 9 n3.z 21 MOV 2004

825 Content Damien L} Room  :13DEC 2008

42 Cunliffe Aaran | 09.3 27 0CT 2004

a1 D avids Chelzea 7 071 20JuM 2007

g28 Delamare Grasme g Room 5 (7 AUG 2003

47 Dient K.zt 9 031 11 MaY 2005

Total students selected |61

=] Select Cancel
e Click Select and Yes
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e Onthe Includes tab, check Student Sex and Student Form
e Enter the Column Labels and Widths as shown

Layout] Sortl Select Includes I
Selection Criteria Colum Lahel wWidth
[ Student Ref Mumber [Cansent 2000
E:lr:IE”—Fc:rrn Teachers] |Medical |2.IJIJIJ
[ Student ‘Year Group |Paid |2.000
2 [¥] Student Farm |Bus Transpart |2.000
[7] Teacher Name(z] |F'arent Transport |3.DDD
1 [#] Student Sex 0| |
[ Student House 0| |
[] Student DOB | |
[] Family Rep Flag | |
[ Student Mumber ]| |
[ |
Available Space (in Cm) remaining: | 5.985

e Print the report to the screen

e Click on Save as a Custom Report v
e Name the report Choir Festival Checklist and click OK

Report Title

Flease enter a hitle for the report

| Choir Festival Checklist

[ Cancel | [ER Y

The Report is saved in the Custom Report Folder.

=3 Custom Reports
] class list
D Temp Home Room List

Chair Festival Checklizt

Note: As Advanced Searches cannot be saved in this version of Integris, only the set up
in the other Tabs will be saved in this example
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11.1.2 Student Profile Report

Activity:

WA Reports > Reports > WA Reports >Student Profile

PTD;”E'

e Click on Student Profile Report Icon

This provides a shortcut to the WA Reports Sidebar and defaults to the Student Profile Report

G Reports
L) & W | o=

B

[] Standard Student List A Titles

D Standard Student Check List

Main Tile |Student Profile

[2] House/Faction List Page Footer |
|:| House/Faction Check List

El Houze/Faction Summany Reporl

[£] House/Faction Listing Options

[ Bithday Report Page per student
[E] Student Update Form ':?:' Display Al

[ Immurisation Report () Behaviour

D Students with the zame address () Attendance

El Students for a Parent/Guardian
|:| Family Representative List

() Student Activities

Student Prafile Select

Student Selection l1 4 Behaviour Typels] / 7 Action[s] l Attendance | Activity Type

£ >

El Student Health Care Summary Selected Subset 4 e, | v Mew Query
|:| Students with a Documented Pl
T mrmile b ol bl s | ot v Date Range  from: [1 FER 2018 to: |26 FEE 2019

Cancel

Click New Query
Choose Form 8.1 and click Find

Enter the From date as 01 Feb 2018 and the To date as Today

Highlight the first four students in the list and click Select and Yes
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e Select the Behaviour Types/Actions tab

All Behaviours are checked by default.

Shudent Selection 13 Behaviour Typels] / 7 Action(s) l.&ttendance ] A civity Typel

Show Behaviour Detallz Behaviour Type Actiot

|+ Merit or good behaviour award [often wiz .« ] Mat specified [+] i
Z + Posgitive behaviour - other Z Detertion

|¥| + Significant positive behaviour or major a1 || Intention to suspend

| - llegal substance offence | Lozz of privilege

[¥] - Megative behaviour - other ] Mot specified [-)

[¥] - Physical assault or intimidation of other st [¥] Other

z - Phygical aszault or intimidation of staff Z Reprimand

¥ - Substance misuse ¥ Suszpended

| - Verbal abuze or harazzment of staff | withdrawal

[¥] -Verbal abuse or harassment of students ] Mat specified (=)

[¥] -Wiolation of school Code of Conduct, beh

z - Wilful offence against property

| = Heutral behaviour - -
4 2 4 2

e Click on the Attendance tab
Show Attendance Details is checked by default.

Studert Selection] 13 Behaviour Typels) / 7 Action(s) Attendance l.-’-‘«ctivity T_l,lpel
Options
Show Attendance D etails

,‘I_ or more half day absences

Unresolved &bsences
Unautharized Absence
Authorised Abzences
Lpproved Absences
Lates

e Click on the Activity Types tab
e Check Show Activity Details

Student Selection] 13 Behaviour Tupe(s) / 7 Action(z] ] Attendance Activity Type

Show Activities Shaw Activity Details

Activity Type Completion Status
~ Both v

Awards

Endorsed Program

Fighting

Good Work, - sent to office
Letter Sent

et Certiicates
Mizbehaviour

Mot specified

Werhal Ahize v

e Click Print
e View then close the report
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11.1.3 Student Health Care Summary (Form 1)

Activity

WA Reports > Reports > WA Reports > Student Health Care Summary

Click on New Query
Select all the students in Year Group K

Type in a footer message

& Reports

9

& | | o=

=

Wi Reports

El Standard Student List

D Standard Student Check List
El HouseFaction List

D House/Faction Check, List

El HouzeFaction Summary Reporl
D House/Faction Listing

|:| Birthday Report

D Student Update Farm

|:| Immunisation Aeport

D Students with the same address
|:| Students for a Parent/Guardian

D Farily Representative List
|:| Student Profile
Student Health C.

m

1 Chidante with 2 Neermentad BI

L1 3

Titles

ain Title

| Student Health Care Summary

P'age Footer |

Select

Selected Subset 13 .. Iz‘

Lo Mew e

Print l [ Cancel

Click Print

Note: Printing this form through the WA Reports will not create a letter sent in the
student’s activity log record.
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12 Index

AcCesSING HElP .uuviiiiiii e
Activity Parameters
Ad Hoc Reports......cccceeecveeenveeecnnenn.
Ad Hoc Reports > Ad Hoc Manager...
Ad Hoc Reports............. .
Address Labels......coceiiieiniiniiiiececsieee e
AdMIN REPOIES ....uviiiiiiieiciiie ettt e
Admin Reports-Address Labels........cccocveeiviieiiiiiiiniiennns
Admin Reports-Check Lists .......coovvveiiriieeiniieeiieeeeiieeee
Admin Reports-FOrm Lists ........cccoevueeeriiieeeniiieeiiieeeeiiee e
Admin Reports-General REPOrts......cccccvvveeevveeeiveeeeiiieeenns
Admin Reports-Roll RepOrts .......cccceeeeciieeeciieeccieeeciieeens
Admissions ROI......ccocviiiiiiiiiiieecieeeeee e
Admissions Transfer to Current Roll
Advanced SEarch .......oocveveeiciieneeee e

C
Change USEr..........coocuviiiiiieeeeee et 11
CheCKIIStS cuveeeieeiieeieeee e 130
Create UDI oottt 110
Creating a Mail Merge Template in Word .........cccccveeeinennn. 96
E
Exporting and Importing Student Data........cccccevvevrveenneennne. 63
Exporting Student Information........ccccecvevveeceeneenieeeeeenee, 65

|25 o Lo T o 3PNt
External Roll..
External Roll Active

F
Family Mail Marker........cccoveeeeienieeiee e see e 32,33
Family Mail-Address Labels ........ccoovveeveeriieenieneenieeieene 125
Family Representative List........ccoceeveerieriienieeeneeseeesee e 40
Family Representatives .......ccccceveeeveenienneeneeenienieene 36, 37
Find Student .......ooeciiiiiiiniiiiiii, 24
Flagging Family Mail Markers ........cccccovvvvevvenceeneesieesieene 33
Flagging Family Representatives ........c.cccoevveeceeneeriieeneeenne 37
Former ROl ......ccoviiiiiiiiiiiiiciicin 54
G
Group Checklist ......cceeiiiieeiiiiiciee e 124
H
Health Care Conditions Review Date......c...cceceeveerveenueenne. 47
|

K

kst86, 88, 90

[ A K= a0 o] = PSPPI 88
L

LinKing SibIINGS ...vvieiiiiieeiiie e 39

Lock Terminal.......cooeeeiiniiiiiiee e 11

LOBEING ON .ttt e e e e e e 10
M

Ml MBI ittt s

Mail Merge using csv format .

Mail Merge Wizard .............

Mail Merge: kst format .........coecveeveeniieenieniicree e

Make Siblings the Browse Set ........ccccceevverieeneennieenieeeseennns

Medical CoNditions ......ceecveeriierienieerie e

Medical Details REPOrt......cccvveeeeiiieeiiee e

Medical Record-Editing........cccceeevveiiiiiiiciiie e,

Medical REPOIES ..ccvveerieiieiieeriieeee e

Medication REPOIt ....cc.eevierieerieeeerte et
0]

Online Manuals and Training NoOtes.........ccccvveeeviveeenvneeenns 140
P

Parameters......cueeieiiieeee e 14

Parameters-School ActiVity TYPeS.....cccvvveeveererrreenieeieennns 16

Parameters-Student Activity TYPeS.....ccccevvveeirireririieeeninenn, 15

Parent/Guardian 1 Phone and Address .........ccccoeerveuenene. 122

Parent/Guardian Email EXport.......cccoceeveevereeveneesieneenens 126

PaSSWOId ........cccoevuiiiiieniieciee et 11

QUICK SEAICN ... 23
R

Re-AdMISSIONS FOMM ....eeeieiiieeieeciee e eee e 56

Report Destination ...........ccccoevuiiiieiiiiniiiiieeec e 11
S

Saved Checklists........ccouunee

School Activities-Editing

Yol g T Lo Yot 4 1Y/ 1 Y2

SChOOI ACEIVILY TYPES wovvveeeeceeeieeee e e e

School to School Export
School to School Import
Schools Curriculum and Standards Authority-Student
N0 4] o =T S 60
Simple Ad HOC REPOItS...ccuuiieiiiieiciieeeiiee e 116
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Simple Student Search........cccvevcvevieeceece e 23

Speed Edit....ueiieeiiiiiiee et 113
Speed Edit UDI......ooiiiiiieiiiieeeieee et sinee e 113
Standard Student Checklist .........cccceevieriienieinienieenienee, 130
Student Activities Report.....cccceeviieiiniiiiiiie e, 19
Student ACtiVIty c...eeeveieeiieeee 17
Student ActiVity TYPES .ecccvvieeiiieeciee et 15
Student Details .....coceeeeeerieiiiiiieeeecceee e 23
Student Health Care SUMMArY ......cccoovvieeiiiieeiiieeeeiee e 137
Student Information Card.........ccceeeeevieeviesce e 123
Student Profile REPOIt......cccecvveveeeceesieeee e 135
Student Records-Editing .......cccveeviieeiiiiieeeiiiee e 32
Students Details XML EXPOIt .....ccovvveeeiiieeeniieeeiieeeeivee e 66
18] o] o Lo SO PP PUTP PP 140
SYStem PreferencCes......cccvvvveceeeeceeeiee e 13
T
The File MenU ..., 11
Timetable REPOItS ....cccveieciiieceiee e 127
Timetable Reports-Teaching Sets .........coceevvieeevireeeccnnnen. 127

Timetable Reports-User Defined Teaching Set Lists .......... 127

Training OULCOMES ......eiiieieieiiitee e e e e e 9

Training Program ...cccuuveeeeeieiiiieee e eseiiiecee e sssivree e e e s s siveneees 8

TranSfer File ..ooiiiiieeiieeiceieee e 64
V)

Unlocking the terminal ........ccooeeiiiiiiiiiiccie e, 11
User Defined Information ........ccccecceevveeceesiecseeeeeseeeen, 110
w
WA REPOIES ..ttt ettt e e e e e e e 129
WA Reports-Standard Student Checklist ..........ccccoveeenneeen. 130
WA Reports-Student Health Care Summary ........ccccccu.e.. 137
WA Reports-Student Profile Report......cccccceeeveeeeiieeennnnenn. 135
X
XML EXPOFT..ceiiiiiiiieeiieieee ettt e e eirree e e e eee e e 66, 67
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13 Support

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

Contact details below:

13.1Phone (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.

13.2Fax (CSC)
9264 4701

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

13.3Email (CSC)

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

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

14 Online Manuals and Training Notes
14.1Civica

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

www.civicaeducation.com.au

Select online manual login.
Username: school
Password: help

14.2STIMS Project

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

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