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1 Getting Started

1.1 Introduction

This manual is intended as a reference during and following training with RM Asia-Pacific in the
use of the Integris Cover module. It covers all the main sections of the software and guides users
through its main functions.

The Cover Module offers schools the ability to allocate relief cover when a member of staff is
known to be absent. It has the ability to allocate relief cover with or without the Timetabling module
installed. Extra functionality also caters for the HRMIS system used by the Department of
Education and Training (WA) for payroll and the ability to exclude periods of cover allocation from
the timetable.

Where schools run Timetabling for only half the school, i.e. District High Schools that have
Timetabling for years 8 — 12, but not 1 — 7, the Cover module will detect the timetabling module
and hence load Timetabling specific functionality.

1.2 Prerequisites to using the Cover Module

Before you can log on to the system for the first time you must:

e Install and set up Integris Administration module and if required the Timetabling module,
including your school, staff, student and timetable information. Version 1.10 of Cover requires
Integris v6.80 or later of the Administration module and those running the running the
Timetabling module will need to be running version 6.71 for Cover to operate correctly.

e Install the Cover module and ensure that it is added to the data file with which you wish to
work.

See the Integris Administration Manager manual for advice on installing modules of Integris.

1.3 Logging on to Integris

In order to log on onto Integris a user name and password is required. School Administrators set
up users and allocate user access rights to various modules of Integris.

See the Integris Administration Manager manual for advice on setting up user access rights

e Double click on the Integris 7]
icon. Integriz

e The Omnis Studio window opens and after a short delay the user login dialog box is displayed:
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School Management Solutions - Integrated Database
£.91.11 [15/0110) Estended Mode

(% Uzer Mame |
Pazzward

RN\ oo | [t |

Datafile Path:  KARMDBUNTEGRIS.DF1

e Type a User Name into the User Name field.

e Press the <Tab> key.

e Type a password into the Password field.

e Click Login, or press <Enter>. Access to the system will then be allowed.

For assistance with user names and passwords, please see the Integris Administration Manager
Manual or access Help from the top tool bar for comprehensive Help contents.

1.4 The Cover Sidebar

The Cover sidebar gives access to the following menu options:

Cover

+
a. Staff Absences - Clicking this icon will a window that will allow users to view,

add, edit and delete staff absences.
Staff Absences

) Cover Allocation - Clicking this icon will open a window that will allow users to
Cover Slocation allocate cover for absent staff.

E Relief Register - Clicking this icon will open a window that will allow users to
Relief Register view, add and edit relief staff members.

Parameters - Clicking this icon will open a window that will allow the user to
select a parameter to edit.

4

Parameters

¥

Reports - Clicking this icon will open the reports submenu from which the user
Reports can run general Cover reports.
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2 Staff Absences

Cover > Staff Absences

Clicking on the Staff Absences button will activate the Staff Absences window.

o'

Staff Absences

When the Staff Absences Window is activated it will default to the current date and display all staff
members who have been entered into the system as being absent on that day, the reason for the
absence, whether a medical certificate has been received and who the Relief/Cover member will

be.

B COVER - Staff Absences

From [ 17 OCT 2005 Te [170CT 2005 ® S8 >SS

X

‘Staff Member [Date [Feason [Medical Certificatd Felief Member
Micholas Creed 17 OCT 2005 Ex James Kent
Anna Greaves 17 OCT 2005 Ex Febecca walker
Jenrifer Calvin 17 OCT 2005 Sl Ruth Fortune
Sandra Comer 17 OCT 2005 Sl Julie Grubelich
tirnie: b ouse 17 OCT 2005 PD John Jones
Jozeph Brigg 17 0OCT 2005 PD Pamela Smith

When viewing historical, current and future records, days that are in the past will be shaded light
grey, while current and future records will be shaded white.
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Bl COVER - Staff Absences

%)

From [ 21 SEP 2005 Tolm o A R =
‘Staff Member [Date |Freason |Medical Certificatd Relief Member
Evwan Dale 18 0CT 2005 UMHEMOWHM N
Ywfilliarn D avids 18 0CT 2005 UMHEMOWHM |
Donald Drake 18 0CT 2008 UMHEMOWHM
Tory Duke 18 0CT 2008 UMHEMOWHM
Travis Elliot 18 0CT 2005 UMNKMNOWHN [John Jores
Luke Evans 18 0CT 2005 UMKNOWHN Rebecca Walker
Luke Evans 12 0CT 2005 FD
Luke Evans 100CT 2005 FD lames Fent
Luke Evans Z35EP 2005 UMHEMOWHM
Luke Evans 11 OCT 2005 Ex Tahitha Swindon
Luke Evang 130CT 2008 UMHEMOWHM
Luke Evang 22 5EP 2005 UMHEMOWHM —
Luke Evans 14 OCT 2005 EX Rebecca Walker
Luke Evang 21 5EP 2005 LUMEMOWHM
Edna Everage 18 0CT 2005 LIMEMOWHN
Amanda Fisher 180CT 2005 LMEMOWH ulie Grubelich
Paul Gabelich 2B0CT 2008 UNEMOWHM
Paul Gabelich 21 0OCT 2005 UMHEMOWHM v

The records in the Staff Absences window can be sorted by clicking on any one of the column
headings. A single click on a column heading will sort the column by ascending/descending order
depending on the data in the column.

2.1 Staff Absences Tool Bar

Date Selector — Allows the user to change the From and To dates.

Refresh View — Refreshes the Staff Absences window after the date range has been
changed.

Add Staff Absence — Enables the user to enter a new staff absence.

Edit Staff Absence — Enables the user to edit a staff absence.

SR - )

Delete Staff Absence — Enables the user to delete a staff absence.

Only current and future absences may be deleted.

Assign Relief Staff — Opens the Assign Relief window for selected staff.

=1

Print Relief Advice — Prints the Relief Staff Allocation Advice for selected absences.
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2.1.1 Changing the Date Range in the Staff Absences window

Cover > Staff Absences Date Selector
June 2004 «l(l‘lil»lRl
. .
e Click on the date selector button to the right of the From on | Tue [[wed | Thu | Fri || Sat || Sun

31 1 2 3 4 9 6
g 3 m N 12 |13
14 |15 |18 |17 (18 |19 |20

date field. This will launch the standard Date Selector window.

e Either double click on the required date or click on the date and
then OK to drop the date into the From field.

21 22 24 |28 |26 |27
28 |23 |30 |1 2 2 4
] B 7 8 3 m

]

Note: If a date in the future is selected, the “To” date will be changed automatically to
match the “From” date.

e Repeat the above process for the To date if it is different to the From date.

e Click the Refresh View E button to refresh the list of staff requiring cover.

2.1.2 Adding a new Staff Absence for the Entire Day

Cover > Staff Absences

e Click on Add & Staff Absence. The Add Absence Day window will open. This window will
default to the current date and display Unknown as the reason for the staff absence.

For schools using the timetabling module, the following window will be displayed:

COVER - Add Absence Day

Staff Member
From 29 SEP 2005
Period
Check this box if you wizh to select the
periods absent manually.
Reason UHNEHDWH _
Leave Code | hd

Medical Certificate. [

Mate, comment or
special instructions

ak ] [ Cancel
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For the schools not using the timetabling module, the following window will be displayed:

COVER - Add Absence Day

Staff Member
From f 4 0CT 2005
Period Al Phd

Check Ak and PM If staff member iz aveay
the whole day

Reazon

Leave Code | hd

Medical Certificate [

Mate, comment or
special instructions

[ ak ] [ Cancel

e Click on the binoculars ﬂl to the right of the Staff Member field to activate the Find Staff
function.

Note: If multiple staff members have the same absence details and are assigned to the
same timetabling cycle, then they can all be added in a single entry as the Staff Member
field allows for more than one staff member to be listed.

To locate a single member of staff:

e Key in the first few letters of the staff member’'s name and click on Find or press <Enter>. The
name will be dropped into the Staff Member field.

Staff Member William Davids

To locate multiple members of staff:

e Click on the Find button to list all staff and, holding down the <CTRL> key, click on the names
in the staff list who are absent.

Staff Member Maria Theresaslan |
Harris Barclay Ll

e Specify the date/s of the staff absence by using the date selector | to the right of the From
and To date fields.

e [f using the timetabling module leave the Period box unchecked to indicate that staff are

absent for the whole day.

Period [l

Check. thiz box if you wish to zelect the
periods abzent manually.
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e If not using the timetabling module leave both checkboxes checked as per the default.

Period AM PH

Check AM and PH if staff member iz away
the whole day

e Choose areason for the absence by clicking on the down arrow to the right of the Reason
field.
Reason |IMENDWN v

Leave Code

M edical Certifizate

e To add a new Reason to the available list click on the Add "~ [UNKNOMN = ﬁl
button to the extreme right of this field. This will open the Parameters — Reason for Absence
window. Enter the new reason and close the Parameters window. (See Section 5.3.2 on adding
new parameters.)

e Select the new reason from the Reason drop-down menu.

e Choose areason for the absence by clicking on the down arrow to the right of the Reason
field.

Reason |UNKNDWN v

Leave Code

b edical Certifizate

e To add a new Reason to the available list click on the Add ~ ~o-=°" JUNKNOWN =
button to the extreme right of this field. This will open the Parameters — Reason for Absence
window. Enter the new reason and close the Parameters window. (See Section 5.3.2 on adding
new parameters.)

e Select the new reason from the Reason drop-down menu.

e Select a Leave Code from the drop down list.

Leave Cods |SKUSICK LYE UNFD &

e If a medical certificate is supplied, check this field by clicking in it Medical Cerificate
e Enter a Note, comment or special instruction if required.
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COVER - Add Absence Day
Staf Member F_

From [24 GCT 2005 To |26 0CT 2005
Period [F]

Check thiz box if you wish to select the
periods absent manually.

Reason

* [

Leave Code

Medical Certificate [

Hote, comment or | Artending a VET conference in Melboume.
special instructions

ok l [ Lancel

e Click OK.

On confirming the Absence Day window the following message screen will appear:

B COVER - 5taff Absences

|3 Absent Day(z) added successfullp.

If weekends, holidays or existing recorded absences are detected within the specified date range
the user will be informed.

B COVER - Staff Absences

3 Abzent Day(z) added successtully.

2 Failed to be added due to the following dates falling on
a nion working day.

15 0CT 2005, 16 OCT 2005

1 Failed due to the following records already existing.
Sandra Comner, 14 OCT 2005

e Close the window.

2.1.3 Adding a new Staff Absence for Selected Periods Only

Cover > Staff Absences

As staff may not be absent for the entire day and may only need to be covered for selected periods
for a particular day, the Cover Module will allow the user to choose the periods of cover that are
required for absent staff members.

To record a staff absence for selected periods:

e Click on the Add & Staff Absence button. The Add Absence Day window will open. This
window will default to the current date and display Unknown as the reason for the staff
absence.
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COVER - Add Absence Day
Staff Member

From [20 SEP 2005 To [ 31 OCT 2008

e Click on the binoculars ﬂl to the right of the Staff Member field to activate the Find Staff
function.

To locate a single member of staff:
e Key in the first few letters of the staff member’s name and click on Find or press <Enter> and
the name will be dropped into the Staff Member field.

Staff Member William Davids

Note: If multiple staff members have the same absence details and are assigned to the
same timetabling cycle, then they can all be added in a single entry as the Staff Member
field allows for more than one staff member to be listed.

To locate multiple members of staff:
e Click on the Find button to list all staff and, holding down the <CTRL> key, click on the names
in the staff list who are absent.

Staff Member Maria Theresa Alan
Hartis Barclay Ll

e Specify the date/s of the staff absence by using the date selector | to the right of the From
and To date fields.

Schools using the timetabling module:

e Check the Period box Feried on the Add Absence Day window.

e Click on the Select Period button to load the timetabling information into the Staff Period
Selection window.
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Staff Period Selection

4 Edna Everage ] 24 OCT 2005

Staff Timetable Selected Periods

Period  Subject TSet Room Period | Subject TSet  Room
2 Mathematice 8 18Math_i M55

4 Science 9 95ci_2 (5014

5 Mathematice 3 i 9kath_" MS1

il button to move the information to the Selected Periods list.

Staff Period Selection

q Edna Everage 2 24 OCT 2005

Staff Timetable Selected Periods

Period  Subject TSet  Room Period | Subject TSet  Room
2 Mathernatic: 8 :BMath_iMSE 4 Science 9 95ci 2 1501 4
5 Mathematice 3 3kdath_i k51

Entering periods to be covered for more than one teacher:
[ ]

Click on the Next Staff Member button to the right of the name currently displayed.

Staff Period Selection

Amanda Fisher ° 4 2socT 2005 P

If you are entering periods to be covered for more than one day:

Click on the Next Day button to the right of the date currently displayed.
Staff Period Selection

Amanda Fisher
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e Click on OK to confirm the Selected Periods information

Schools not using the timetabling module:

Period ClaM  [Z1Pw:
Check Ak and PM if staff member is away

e Uncheck the AM or PM box. the whale day

If both boxes are unchecked the following message will be displayed:

COVER - Staff Absences

i Y¥ou have encountered the Fallowing errors;
- Mo absent periods were selected

e Choose areason for the absence by clicking on the down arrow to the right of the Reason
field.

Reason [IMENDWN v

Leave Code

Medical Certificate

e To add a new Reason to the available list click on the Add ~ ~o-=°" JUNKNOWN =
button to the extreme right of this field. This will open the Parameters — Reason for Absence
window. Enter the new reason and close the Parameters window. (See Section 5.3.2 on
adding new parameters.)

e Select the new reason from the Reason drop-down menu.
Leave Cods |SKUSICK LYE UNFD &

e Select a Leave Code from the drop down list
e Enter a Note, comment or special instruction if required.

COVER - Add Absence Day
Staff Member P

From 24 OCT 2005 To [260CT 2005
Period [Fl

Check thiz box if you wish to select the
periods abzent manually,

Reason |F'D A

CHF-COMFEREMCE

Leave Code

Medical Certificate [

Mate, comment or  [Attending a VET conference in Melbourre.
gpecial instuctions

1]'8 l ’ LCancel
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Click OK on the Add Absence Day window to confirm and add to the list.
On confirming the Absence Day window the following message screen will appear:

B COVER - Staff Absences

|3 Abzent Day(z] added succezsfully.

If weekends, holidays or existing recorded absences are detected within the date range specified
the user will be informed.

W COVER - Staff Absences

3

3 Abzent Daylz] added successfully,

2 Failed to be added due ta the following dates faling an
a nok warking day.

15 0CT 2005, 16 OCT 2005

1 Failed due ta the fallowing recardz already existing.
Sandra Comer, 14 OCT 2005

2.2 Editing a Staff Absence

Cover > Staff Absences

Once a staff absence has been entered and saved there are only limited details of the entry that
are available for editing. Fields that are greyed out are inactive in the Modify Absence Day window
and cannot be edited. Only those fields that are white and active may be edited. Those fields are:

Period

Reason

Leave Code

Medical Certificate

Note, comment or special instructions.

COVER - Modify Absence Day

Staft Member | Jenifer Calvin
Date 18 0CT 2005
Period I
Check thiz box if you wish to select the
periods abzent manually,
Reazon |5I w
Leave Code | SCK-MED TCH v

Medical Certificate [ ]
Relief Staff Member |

Mate, comment o | Gaing to hospital for an operation
special instuctions

(1] l [ LCancel
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2.2.1 To edit acurrent or future Staff Absence:

¢ In the Staff Absence window, highlight the record to be edited and click on the Edit
button 7

e To change the period/s of absence for a staff member, tick the Periods box and then the Select
Periods button. (See Section 2.1.3 on how to add staff absences for selected periods only.)

e To edit the reason for the absence click on the down arrow for the Reason field and choose an
appropriate code.

e To edit the leave code, click on the down arrow for the Leave Code field and choose an
appropriate code.

e To record the receipt of a Medical Certificate, check the Medical Certificate box.

e Click in the Note, comment or special instructions box to edit or add text.

e Click OK to save the changes.

2.2.2 To edit a past Staff Absence

When trying to edit historical staff absences the Period field becomes inactive and the following
message appears:

COVER - Staff Absences

.
‘E) ‘au will not be able ko madify the periods as the absent day has already past.

e Click OK and proceed to edit the other fields as for current or future staff absence. (See
Section 2.2.1)

2.3 Deleting a Staff Absence
Cover > Staff Absences

Absence record/s can be deleted from the Staff Absence list by using the Delete E button. An
absence record must be highlighted before using the delete button otherwise the following
message will be generated:

COVER - Staff Absences ; x|

.
\_l(' ‘ou must select an absent dawvis) to delete
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Note: Only current and future absences may be deleted.

To delete a Staff Absence:

Cover > Staff Absences

e Highlight the required absence record in the Staff Absence window.

i COYER - Staff Absences x|
Frarm [14 JUN 2004 To [26 JUN 2004 @ | S F o\ ‘ Gy &

IStaﬁMember |Date |Reasan |Medical Certific{Relief Member

e To continue click Yes

e If the Absence is dated in the past, this message will be generated:
i COYER - Staff Absences x|

0 &bzent Dayls) deleted successfully. ﬂ
1 Failed to be deleted due to the following dates Falling
on a historical day.

e |[f the absence is for the current date or in the future this message will be generated after
confirming the deletion process:
i COYER - Staff Absences x|

1 Abzent Day(s) deleted successfully. ;l
(0 Failed to be deleted dus to the following dates falling
on a historical day.

2.4 The Assign Relief Window

Cover > Staff Absences > Assign Relief Staff

Relief staff can be assigned in the same window as absent staff are entered. This window will allow
the user to allocated relief staff to one or more periods for absent staff members and print the relief
advice reports and a summary of relief staff allocations.

2.4.1 Assign Relief Toolbar
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E Assign Relief Staff - Opens the Assign Relief Teacher window where the user can select
from available internal or external relief staff.

= Print Relief Advice - Prints the Relief Advice Notice which details the relief the periods to
be covered and the teaching set details.

-

window

Print Relief Summary - Creates a report identical to what is visible in the Assign Relief

¢z p Navigation keys - On either side of the date field are activated when

multiple dates are selected from the Staff Absences list. User may scroll backwards and forwards
through the selected dates by clicking on the blue arrows.

ﬂl Save Details - Saves the relief allocation details entered.

The Assign Relief window displays the selected absent staff member(s) and the periods that
require cover.

e Any cell in the window that is greyed out does not require cover.

e Cells shaded blue have already had a relief teacher assigned.

e Cells shaded green are marked ready for relief teacher assignment.
e White cells are awaiting any action by the user.

For schools using the timetabling module the following will be displayed:

B COVER - Assign Relief

[ i 14 OCT 2005

14 OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief
Carl Best 10ESL_1
Englizh as & Seconc
Hicholas Creed 858 2
Society & Environime

Luke Evans

Fiona Brooks SENG_S

For schools not using the timetabling module the following will be displayed:
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=i COVER - Assign Relief

O ¢ 17ocT2005 >

17 OCT 2005

AM Assigned Relief

Susan Bolton

James Boyes

Pamela Bryant

Tanja Colgan

The Assigned Relief cell may be used to allocate the same teacher to all periods requiring cover.
This process does not require each individual cell to be marked for assignment as marking the
Assigned Relief cell will mark all cells requiring cover and apply the selected relief teacher. This
may be useful when an external relief teacher is to be employed. Whereas marking individual cells
may be more suited to the use of internal teaching staff to cover individual relief periods.

2.4.2 Assign Relief Drop-Down Menu

Cover > Staff Absences > Assign Relief Staff

Where schools are using the timetabling module right clicking in a cell in the assign relief window
will display the following menu:

B COVER - Assign Relief

w2 O 4 100cT2008 P

10 OCT 2005 Lesson1 Lesson 2 Lesson 3
Luke Evans [zt -1 GD&T_S ghiz
Science § Design and Technol (Matl
" Mark Cell
7 Un Mark Cell
Wiews Details

E View Teaching Sets
[ add f Edit Note

Where schools have not installed the timetabling module, right clicking in a cell in the assign relief
window will display the following menu:
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B COVER - Assign Relief

G 2 0 17 OCT 2005

17 OCT 2005 AM PM Assigned Relief

Susan Bolton | |

" Mark Cell
James Boyes ¥ Un Mark Cel

Pamela Bryant
[ add; Edit Mote
| |

e Mark Cell — Selecting this option will shade the cell green ready for assigning a relief teacher.

e Un Mark Cell — Selecting this option will undo the previous action of marking a cell prior to a
relief teacher being assigned.

e View Details — Selecting this option will display period details for the active cell. This option will
be inactive for schools not using the timetabling module.

[ ]
W COVER - Period Details 3
Staff tember |Luke Evans
Period |Lesson 2
Subject |Science 8
Teaching Set |SSE‘I_5
Room |SEI [

Relief Staff Member

Cloze

The Select Room button allows the user to change the room allocation for the relief period.

Preferred Rooms for a Subject

Subject Details

Subject | Science & -
Wigw
Teaching Set |85C71_5 O al
Begin | End | (#) Prefemned Fooms

[hezcription | Code | Twpe |Rank  |Awailable
Science Lab 1 IENCE 2 e

Science Lab 3 Science

e View Teaching Sets — Selecting this option displays the teaching set members in the teaching
set to be covered. This option will be inactive for schools not using the timetabling module.
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B COVER - Teaching Set

Set Code [asC1_5

Set Description [asc1_s

Students Year/Class
Broom, Declan 8/8.2 -~
Cheszon, Whithey 8/84
Lucew, Michael 8/81
td appin, Fhil 8/8.3
Memy, Ben 843
King, Jared 8/81
K.ang, Mitchell 8/8.2
Liddicoat, Katie 8/8.4
Antonella, Mark 8/8.4
Evanz, Dayna 841
Hunter, Laines 8/8.4
Keo, Mitchell 83/856
Leoncio, Jaymee 8781
Lyrin, Jade 8/m.2
Markle, Zoe /85
Woakes, Baron 8/8.3
Peel. Pamela 2481
Fath. Hugh 8/81
Richards | ia AR T st
< >

e Add/Edit Note - These notes relate to instructions that will be provided to the relieving teacher
for the specific teaching set.

Comment - BSC1_5

Thiz clazs is currently working on an in class
azzignment entitled "Plant Clazsification', Students
have been provided with the task and details. Spare
copies are available on teachers desk.

Mark a cell for assignment of a relief teacher

Cover > Staff Absences > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click on Mark Cell. You will now be able to allocate a relief teacher to the marked cells.

The process of allocating Relief Staff members is covered in Section 2.5.
Unmark a cell for assignment of a relief teacher

Cover > Staff Absences > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell
e Right-click to activate the drop down menu.
e Click Unmark Cell.

View details of a period to be covered by relief

Cover > Staff Absences > Assign Relief Staff
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e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click on View Details. The following window will be displayed:

B COVER - Period Details

Staff Member |Luke Evans
Period |Lesson 2
Subject |Science 8
Teaching Set |SSE‘I_5
Room |SEI g

Relief Staff Member

Cloze

To change the room for the teaching set to be covered

Cover > Staff Absences > Assign Relief Staff > View Details

e Click Select Room.E

Preferred Rooms for a Subject

~ Subject Detailz
Subject | Engligh Literature 12 :
Wigw
Teaching Set IEDDE_‘I o al
Begin I End I & Preferred Rooms
[escription Code Type Fank Available

Room 12 552 Clazsroom

3 YES
Room 13 553 Classroom | 3 YES
Room 14 554 Clagsroom | 3 YES
Foom 15 555 Clagsroom | 3 YES
Room 16 556 Classtoom | 3 YES
Room 17 557 Classroom | 3 YES
Room 18 558 Classroom | 3 vES
Room 20 5510 Classroom | 3 YES

-

ok I LCancel |

e Highlight the room you wish to select.
e Click OK. The new room will now be displayed in the Period Details.
e Close.
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Note: If there are no preferred rooms available, click the radio button View All to view all
rooms available during that period.

View teaching set members for a period to be covered

Cover > Staff Absences > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click on View Teaching Sets. A window listing the students will be displayed.

Add or edit a note for the relieving teacher

Cover > Staff Absences > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell
e Right-click to activate the drop down menu.

e Click on Add/Edit Note.

e Enter the text using the entry text area.

Comment - BSC1_5

Thiz class is curnrently working on an in class
aszignment entitled "Flant Classification’". Students

have been provided with the task and details. Spare
copies are available on teachers desk.

e Click the OK button to save the note for the selected period.

Note: Comments are not fully saved until the user has selected “Save” icon from the
“Assign Relief” window.

Print Relief Advice

Cover > Staff Absences

The Relief Advice report may be printed from the Staff Absences window.
e Highlight the required record(s).

e Click Print. %I

This report provides the following information:

For schools not using the timetabling module:
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‘COVER - Relief Staff Allocation Advice®

0 U

West Coast Primary School
Relief Staff Allocation Advice for 28 SEP 2005 to 31 QCT 2005

Relief Staff Member: Jackson, Karen

Date Period | Staff Member Replaced Notes
15 OCT 2004 AN Susan Balton
159 OCT 2005 Fh Susan Balton
20 QCT 2005 Ahd James Boves
20 QCT 20048 P James Boyes

e Relief Staff Member.
e Date of the Relief.

e Period AM/PM.

e Notes.

For schools using the timetabling module:

'COVER - Relief Staff Allocation Advice®

o 0w
West Coast District High School
Relief Staff Allocation Advice for 10 OCT 2005 o 17 QCT 2005

Relief Staff Member: Jones, John

11 OCT 2005
Period [Teaching Set Size Subject Room Staff Member Replaced
2 SEMG_2 28 English 8 mMs2 Jennifer Calvin

First Hame Surname Gender  Year Form

Aaran Atking M 8 85

Tamara Bandy F 8 8.1

Keira Blake F 2 2.1

Wihithey Cheszon F 8 84

b atthew Defazio M 2 2.4

e Relief Staff Member.

e Date of the Relief.

e Teaching Set Details.

e Teaching Set Members.

The print option is only available when an absence record is highlighted. If no absence record is
highlig_hteql the user will receive a message prompt:
COYER - Staff Absences x|

-
\_12 ‘au must seleck an absent day(s)

The user can select multiple records to print.
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This function is also available through the Cover Allocation window and the Reports window. See
Sections 3.1 and 6.3.1

Print Relief Advice

Cover > Staff Absences > Assign Relief

The Relief Advice report may be also printed from the Assign Relief window.
e Highlight the required record(s).

e Click Assign Relief Staff.

e Click Print Relief Advice. G

For schools not using the timetabling module this report provides the following information:
e Relief Staff Member.

e Date of the Relief.

e Period AM/PM.

e Notes.

‘COVER - Relief Staff Allocation Advice®

0 Uu

West Coast Primary School
Relief Staff Allocation Advice for 23 SEP 2005 to 31 OCT 2005

Relief Staff Member: Worthington, Carl

Date Period | Staff Member Replaced Notes
17 QOCT 2005 A Pamela Bryant

17 QOCT 2005 Phd Pamela Bryant

18 0CT 2005 A Pamela Bryant

18 OCT 2005 P Parmela Bryant

20 0CT 2005 A Tanja Caoldan

20 0CT 2005 P Tanja Calgan

For schools using the timetabling module this report provides the following information:
e Relief Staff Member.

e Date of the Relief.

e Teaching Set Details.

e Teaching Set Members.
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‘COVER - Relief Staff Allocation Advice®

s IR
West Coast District High School
Relief Staff Allocation Advice for 29 SEP 2003 to 37 OCT 2005

Relief Staff Member: Heaven, Tristen

27 OCT 2005
Period |[Teaching Set Size Subject Room Staff Member Replaced
1 YWMED_4 16 Media d ms4 Michalag Creed

First Name Surname Gender  Year Form

Adam Alkiti &l ] a1

Merika Bloggz F 9 9.1

Gemma Clark F 9 9.2

Chiloe Fricker F 9 93

William Green b4 9 9.2

Trarviz Hiddern k4 9 93

This function is also available through the Cover Allocation window and the Reports window. See
Sections 3.1.1 and 6.3.1.

Print Relief Summary

Cover > Staff Absences > Assign Relief

e Highlight the required record(s).

e Click Assign Relief Staff.

=

e Click Print Relief Summary.
This report provides the following information:

For schools not using the timetabling module:

‘COVER - Relief Staff Allocation Summary"

o Uu

West Coast Primary School
Relief Staff Allocation Summary for 100 OCT 2005 to 18 QCT 2005

Staff Name

Date ‘ AM | PM ‘

Susan Bolton (19 OCT 2005 | Karen Jackson | Karen Jackzon

ames Bopez |19 0CT 2005 |JaneJohnzon |Jane Johnzon

For schools using the timetabling module:
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‘COVER - Relief Staff Allocation Summary’

“O Uu

West Coast District High School
Relief Staff Allocation Summary

for 10 OCT 20050 17 QCT 2005

‘SlaﬂName Date ‘1 |2 ‘3 |4 ‘5 |

Sandra Commer |10 0CT 2005 |858E S B54E_4 YEng_3 BEMNG_3
Society & Society & Englizh 3 Englizh 8
Erwironment 8 | Environment 8 53 M53
M53 53 Gilian Adams | Gillian Adams
Gilian Adams | Gillian Adams

ennifer Calvin [100CT 2005 [8EMNG_2 YEng_2
Englizh 8 Englizh 3
M52 M52
Rebecca John Jones
W alker

This function is also available through the Cover Allocation window and the Reports window. See
Sections 3.1.1 and 6.3.1.

2.5 To Assign a Relief Teacher

Cover > Staff absences

e Enter the date range for which you wish to allocate relief.

e Click Refresh. g

™ COVER - Staff Absences X

Fon [Z85er 2005 (@] To[wiocians () @ & / 8 | @ &
jStaff M ember [Date [Heason [Medical Certificah{HeIief M ember
Donald Drake 18 0CT 2005 UMEKNOWMN A
Tony Duke 18 0CT 2005 UMKNOWMN 1
Traviz Elliot 18 0CT 2005 UMEMOWHN
Luke Evans 18 0CT 2005 UMENOWMN Rebecca Walker
Edna Everage 18 0OCT 2008 UIMENOWH
Paul Gabelich 18 0CT 2005 UMEMOWMN
Amanda Fisher 18 0CT 2005 UMENOWMN Julie Grubelich
Annha Greaves 18 0CT 2005 UMENOWMN
Ewan Dale 18 0CT 2005 UMKNOWMN
Paul Gabelich 17 0CT 2005 UMEMOWMN 0
Micholas Creed 17 OCT 2005 UMENOWMN
Annha Greaves 17 OCT 2005 UMEKNOWMN
Luke Evans 14 OCT 2005 UMEMOWHN Lyle "W agner
Paul Gabelich 14 0CT 2005 UMENOWMN
Carl Best 14 OCT 2005 UMENOWMN
Jeftfery Harpe 14 OCT 2005 UM ENOWMN
Anna Greaves 14 OCT 2005 UMEMOWMN
Sandra Cormer 14 OCT 2005 UMEN WM “

e Click on Assign Relief Staff.
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If no absence record is highlighted then a message will appear:

COYER - Staff Absences x|

“'-!) You must select an absent day(s) to assign cover relief

If the multiple staff members chosen and they are not from the same timetabling cycle, a message
will appear prompting the user to select staff from the same timetabling cycle. This message will
only appear if the timetabling module is used:

COYER - Staff Absences |

i The staff members timetable cycles are different For the selected absent days. Please select staff members that are
o an the same timetable cyvcle to continue.

If all selected staff members are from the same timetable cycle, a grid will be generated showing
the timetable for the absence records selected:

B COVER - Assign Relief

[ Ty 17 OCT 2005

AT OCT 2005 Lesson Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief
Hicholas Creed [SENG_4 AMED_4 G34E_2
Englizh & Media 9 Society & Environtme
Anna Greaves 10511
Science 10

For schools not using the timetabling module the grid will appear as shown below:

B COVER - Assign Relief

[ 18 OCT 2005

18 OCT 2005 AM PM Assigned Relief

James Boyes

Tanja Colgan

Janet Armstrong

To assign arelief teacher to an absent staff member

Cover > Staff Absences > Assign Relief

e Click in the Assigned Relief cell at the end of the row for the absent teacher to make it active.
e Right click to activate the drop down menu and choose Mark Cell. All cells requiring cover will
be shaded green.
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B COVER - Assign Relief

o, o 12 OCT 2005

12 OCT 2005 Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson % Assigned Relief
Sandra Corner BEMG_3 BS8E 5 8S8E_4
English & Society & Environme| Society & Environme

e Click on Assign Relief Staff IE to activate the list of available relief teachers.

B Cover- Assign Relief Teacher fg|

IRT Staff Pool Available D Unavailable IRT Staff Pool |-No selection - A
Mame _Hm. Phone | Mobile Mo, | Aail, | Specialize I Periods taught per weel | Alloc, Day
ALAM Maria Theresa 193709398 | BMAPM 13 1 ~
BEST Carl 193709398 | BMAPM 9 | 3
BRIGG Jozeph 193709398 | BMAPM in | B
CALWIM Jennifer i93709398 | BMAPM in |

DAVIDS william (93709898 | MM 13 0
DICKINSOM Kemy MM 12 0

DUKE Tony 193709898 AMPM 2 0

ELLIOT Travis 193709898 ¢ LAMAPM i8 i bl
< | >
ERT Staff Pool Available Unavailable ERT Staff Pool |- No selection - b
Mame Hr. Fhone | Mobile Mo, | Avail. Specialize  Alloc. Day  Alloc. Week | Prev Relief
BROWMN Hallyp ez | AM/PM Business Stul il il ~
BROWN Alan {9887 2134 SAM/PM  Computing 0 B
COx Sarah (9727 B543 AMAPM Physical E 0 0

DEFOE Suzan 192261234 (0408776554 LAM/PM iMathemati i0 0
EGGLESTON Kylie {9223 5555 (0409887665 [AM/PM | i | L3
FISHER Pat {9776 4444 BMAPM i |

RaM Laurie i93aT 111 &MAPM O iDrama i |

SMITH Peter AMSPM i s bl
< | >
Selected Relief Staff Members)

Aszign ] [ Cancel

Mote, comments, special
instructions far the current day.

e Highlight the preferred relief teacher from the available staff pool. His or her name will be
added to the Selected Relief Staff Members field

e Click Assign. The highlighted cells will now be shaded blue and the relief teacher's name
displaying in all relevant cells.

B COVER - Assign Relief

D 12 OCT 2005

12 OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief

o ’—-—_

e Click Save. A confirmation message will be generated.
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COVER - Assign Relief X

1 ) Information has been saved.

e Click OK
e Click Close E” to return to the Cover Allocation window.

To assign arelief teacher on a per period basis

Cover > Cover Allocation > Assign Relief Staff

e Click in the first cell for assignment to make it active.
e Right click to activate the drop down menu.

B COVER - Assign Relief

G [insent Page Break [ O 21 JUN 2010
21 JUH 2010 Home Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5
Elaine Abbott
Sandra Corner |11HR_2 (21] 1AMAT_1 (21)
Home Foom 11 Mathematics 14
552 M53
Hicholas Creed |3HR_3 (23) ZAMAT 4 (17 Shiath_3 (26)
Home Room 9 Mathematics 24 Mathematics &
v T
MS4 54
¥ Un Marlcel
IQ Wiew Dekails
E Views Teaching Sets
[£] add | Edit Nate

e Click Mark Cell to paint the cell green.

e Click on the Assign Relief Staff button to activate the list of available relief teachers.
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B Cover- Assign Relief Teacher E
b

IRT Staff Poal Availakle o Unavailable IRT Staff Pool |- No selection -

I arne Hr. Fhone | Mobile Mo Aoaill. Specialize Periods taught per week | Alloc. Day
ALAN Maria Thereza §S3?D 9598 EﬁMJPM 13 1 ~
BARCLAY Harriz {92745 4307; 040777 1456 (AMPM 23 i 3
BEST Carl 19370 9898 AMAPM 9 | 0
BRIGG Jozeph 93709098 ¢ LAMAPM 11 in

CALYIN Jennifer 93709098 ¢ LAMAPM 11 in

DALE Evan 93709098 ¢ LAMAPM a8 in

CAYIDS Wwilliann 193709098 LAMAPM 13 in
DICKINSON Kery LAMAPM 12 in v
£ ' *
ERT Staff ool Available Unavailable ERT Staff Paol |- Mo selection - e
M arne Hm. Phone  Maobile Mo, Awail. Speciaize Aloc Day Alloc Week  Prev Relief
BROWHMN Holly 592291234 EﬁMJPM EBusiness Shui 0 D in ~
BROWHN Alan i9887 2134 | (AMPM iComputing 0 E
L0 Sarah (9227 6543 | (AP iPhpsical B 0

DEFOE Suzan (92261234 (0400776554 [AM/PM iMathemati 0

EGGLESTOM Kylie 192235555 (0409887665 AMPM 0 B
FISHER Pat (9776 4444 LAMAPM |

RYAM Laurie 9887 1111 (AMAPM iDrama |

SMITH Peter LAMAPM : | : il
2 | >
Selected Relief Staff Member(s)

Assign l [ Cancel

Mote, camments, special

instructions for the current day.

e Highlight the preferred relief teacher from the available staff pool. The teacher’'s name will be
added to the Selected Relief Staff Member(s) field.

Note: If arelief teachers name is selected by mistake in a staff pool field, simply click on the
name again to de-highlight it.

e Click Assign. The assigned teacher’'s name will now display for the selected period only
Hicholas Creed |9HR 3 (23) 28MAT_4017)
Home Room 3 Mathematics 24
MS4
MS4
e Repeat the process for all other periods requiring cover.
e Save the changes before closing the window.

Note: Assigning relief on a period by period basis will not fill the Assigned Relief cell. If you
choose to use this cell, only one primary relief staff member can be chosen.
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2.6 The Assign Relief Teacher Window

Cover > Staff Absences > Assign Relief Staff

The Assign Relief Teacher window is only available through activating the ® in the Assign Relief
window. This screen will list all staff available for relief teaching.
B Cover- Assign Relief Teacher g|
IRT Staff Pool Available a Unavailable IRT Staff Pool |-No selection - A
Mame ‘Hm. FPhone | Mobile Mo, | Awail  Specialise | Periods taught per week | Alloc. Day
ALAN Maria Theresa 193709999 | AMPM 13 i ~
BEST Carl i BMPM 9 0
BRIGG Joseph BMPM N 0
CALWIM Jennifer MM i1 0
DAVIDS william MM 13 0
DICKINSOM Kemy MM 12 0
DUKE Tony MM 12 0
ELLIOT Travis 193709898 ¢ LAM /P ig ia b
£ >
ERT Staff Pool Available Unavailable ERT Staff Pool |- Mo selection - b
Mame Hr. Fhone | Mobile Mo, | Avail. Specialize  Alloc. Day  Alloc. Week | Prev Relief
BROWM Holy faz29 1234 | BM/PM  {Business Stuid i 0 ~
BROWN Alan 19887 2134 AM/PM Computing 0 n 6
COx Sarah {9727 6543 AMAPM Physical Eduil 0 0
DEFDE Susan {9776 1234 AMAPM Mathematicsi0 0 0
EGGLESTOM Kuylie {9223 BoEh (AM/PM i0 i0 0
FISHER Pat [977E 4444 MM i i 0
RIVAN Laurie fagE7 1111 | MM Drama 0 i 0
SMITH Peter AMAPM ]Il ]Il ‘6 hd
< >
Selected Relief Staff Member(s)
A=sign ] [ Cancel
Mote, comments, special
instructions far the current day.

2.6.1 Features of the Assign Relief Teacher window

e |RT Staff Pool Available — Lists all those teachers who are currently on staff and have been
made available to the Cover module. The list will only show those that are available to cover
the class in the cell marked in the Assign Relief Window. The Previous Reliefs column will
display the number of periods of relief that staff member has already been allocated. The list
will sort the staff alphabetically by surname.

e ERT Staff Pool Available — Lists all those teachers who are available to the school for relief
and are available to cover the class in the cell marked in the Assign Relief Window. This list will
sort staff alphabetically by surname.

e Unavailable IRT Staff Pool — A drop-down list displaying current school staff who are part of
the internal relief pool but not available for relief for the period in question. They may be
timetabled for a class of their own, belong to a different timetabling cycle or have already been
allocated a relief at that time. If a teacher is chosen from this list the following message will be
generated:
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select Relief Staff Member x|

-
\ ll) Warning: Selecting a staff member From this list will result in a clash!
-

e Unavailable ERT Staff Pool — A drop down list displaying other staff who are part of the
external relief pool but are not available for the relief in question, as they have already been
assigned a relief at that time or are not available on that day. If a member is chosen from this
list the above warning message will be generated.

e Selected Relief Staff Member(s) —displays the name of the staff member who has been
selected to cover the relief. (Note that only one staff member can actually be assigned.)

e Assign — Allocates the selected staff member to the period marked as requiring cover.
e Cancel — Closes the window without carrying through any selections made.

Within this window it is possible to view particular details for staff members from the Available IRT
and ERT Staff pools. With a staff member highlighted a right click will activate the drop down
menu.

For Internal Relief Staff where the timetabling module is used the menu includes:
o View Skills

e Timetable

e Contact Details

?'_:1.“ Wigw Skills
B Timetable

'ﬂ' Conkact Details

For External Relief Staff and also Internal Relief Staff where the timetabling module is not used the
menu is the same except the timetable option is inactive:

?'_:1.“ Wigw Skills

'ﬂ' Conkact Details

e Click on View Skills to view the relief teacher’s qualifications and the subjects he or she is
qualified to teach
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™ COVER - Staff Skills X

Qualifications and Skills for Marcus wWiliams

Type _Descriptinn _Grade _Date Attained
z ‘BEd 128 SEP 1934

Qualified ko Teach
History 11

Higtory 12

Saciety & Erwiranmment 10
Saciety & Enwiranment 8
Society & Ensironment 3

e Click on Timetable to view the timetable for an Internal Relief staff member.

W Cover - 5taff Timetable for Davids

Periods Monday | Tuesday | Wednesday | Thursday | Friday |

1 fodelling with b Dizcrete Mather|Calculus
ES11_1 (20} _ Ea0Z_1 {22 |EA0B_1 (22
tdr Davids Mr Davids Mr Davids Mr Davids

Lip2 LIB1 Lie1

Discrete Mather
Ea0zZ_1 {23
Wr Davids

EA0A_1 (22}
tr Davids hir Davids
LBz LIB1

Discrete Mather Modelling with b
Ef02_1 {23y Eat1_1 {20
Mr Diavidds Mr Davids
SC15 Ligz

e Click on Contact Details to view the contact details for the relief staff member.
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B COVER - Staff: Sharyn Dswald x|

Title s AHEEE

6 Cleveland St
Initials S Chippendale
Surname Oswald
First Mame Sharyn
Freferred Mame
Diate of Birth 13 JUN 1962 Motes

Specialist area - All Business Studies

Ermal soswald@maust.cor and ICT hoth lower and upper
Tel1 YEY00954 secondary.

Tel 2

Fax

Each IRT or ERT staff member has the following columns displayed next to their name:

Bl Cover- Assign Relief Teacher

IRT Staff Pool Available = Unavailable IRT Staff Pool |- No selection - b
Mame Hri. Phone | Mobile Mo Avail, Specialize Periods taught per week | Alloc. Day
ALAM Maria Theresa 193709895 ! LAM /PN 13 i Y
BEST Carl 193709898 LAM PR i i

BRIGG Jozeph (93709898 LM P 11 |

CALVIN Jennifer (93709898 | MM 1 0

DavIDS wwilliam (93709938 | LM P i13 0
DICKINSOM Kemy LM P i1z 0

DUKE Torw (93709898 | LM P i1z 0

ELLIOT Travis 193709898 LA Ph e i0 hd
< >
ERT Staff Poal Availahle Unavailable ERT Staff Fool |- No selection - v
Mame Hm. Phone  Mobile Mo, Avail, Specialize  Alloc. Day  Alloc. Week | Prev Relief
BROWN Holly (97791234 | LAMPM  Business Stuil i 0 -
BROWM Alan {9887 2134 ¢ (AM/PM O Computing (0 0 16

C0x Sarah {9227 £543 ¢ iaM/PM o Physical Eduil i i

DEFOE Susan (92261234 (0408776554 (AM/PM  iMathematics 0 i 0
EGGLESTOM Kuylie 192235000 (0409887665 iAM/PM HIl HIl i

FISHER Pat 19776 4444 LM P in in |

FvaM Laurie 19987 1111 ¢ LM P ‘Drama in in 0

SMITH Peter (M P in in 16 hd
< >
Selected Relief Staff Member(s)

Aszign ] l Cancel

Mote, comments, special
instructions for the current day.

Column Title Description
Hm. Phone Staff member’s home phone number
Mobile No. Staff member’s mobile number

Availability of staff in both IRT and ERT lists to. If they are
available for the entire day, then AM/PM will be displayed,
Availability otherwise AM for the morning and PM for the afternoon.
The system will not prevent allocation of a teacher with AM
availability to a class scheduled for PM.

CIVI Ca IntegrisCoverManual.docx 10-Jul-13

Page 2-31
© 2013 Civica Education Pty Ltd




Column Title

Description

Periods Taught per Week (Only for
‘IRT Staff Pool’ sub-window)

Number of periods the staff member has been assigned for
the current week within the current date-range

Specialise

The area of specialisation in both IRT and ERT lists. This
column will display the teacher’s major specialisations first,
followed by their minor specialisations. Specialisations will
be separated by a comma (i.e. English, Science, Art).

Allocated Day

Number of allocated classes for the current day. This
number will increase by the number of classes the teacher
is allocated for that day.

Allocated Week

Number of allocated classes for the current week.

Previous Relief

A cumulative value and indicates the number of previous
periods the staff member has been allocated a relief.

Load Availability (Only for ‘IRT Staff
Pool’ sub-window)

Teachers that do not have a full allocation of classes for the
cycle/week. The value in this column is calculated based
on the initial Load Status entered in the Relief Register
(See Section 4.1) and is adjusted based on the number of
periods allocated for the week so far.

For example — A teacher has a Load status of -2. He has
been allocated 1 period already for the week. The ‘Load
Avail’ will be adjusted to -1 which is the value of the Load
Status added to the Allocated Week.

Paid (Only for ‘IRT Staff Pool’ sub-

This indicates whether the staff member is willing to

window) undertake paid relief or not.
Hours (TD) (Only for ERT Staff Pool Number of hours the staff member has done relief
sub-window)

Teacher Usage Summary

The ‘Teacher Usage Summary’ report link = is provided
at the ‘Cover Assign Relief Teacher’ window. It is a link to
the ‘Timetabling > Reports > O & M Reports — Staff >
Teacher Usage Summary’ report.

Note: If Timetabling is installed it shows the number of classes the teacher has been
allocated in the current cycle. If timetabling not installed, it shows the number of classes
the teacher has been allocated for the current day.

Note: ‘Teacher Usage Summary’ link is only available to schools using the Timetabling

module.
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3 Cover Allocation

Cover > Cover Allocation

The Cover Allocation window is accessed by clicking on Cover Allocation on the
Cover Sidebar.

Cover Allocation

Cover Allocation is used to assign relief staff to absent staff members. This area is only for
assigning relief staff to absences and cannot be used to record staff absences.

3.1 The Cover Allocation Window

Cover > Cover Allocation

When the Cover Allocation window is opened it will default to the current date and display all Staff
absences recorded for that date.

Bl COVER - Cover Allocation

7,

Search Criteria

Frem [10 0CT 2006 To [17 OCT 2005

Filter List

(@ Showal O Felief Assigned (O Relief Unassigned

Staff bember | ALL - hd Feason for Absence | aLL - -
‘Sitaff Member [Date [Freason [Medical Cert. [ Fielisf Member

Paul Gabelich 11 OCT 2005 MM DWW ~
Sandra Corner 11 0CT 2005 Sl

Sandy baswel 11 OCT 2005 UMEMDwN

Jennifer Calvin 11 OCT 2005 UMEKMOWMN John Jones

Micholas Creed 11 OCT 2005 FD

Jeffery Harpe 11 OCT 2005 LIMEMNOWM

Paul Gabelich 100CT 2005 UMEMDwMN

Michalss Creed 100CT 2005 MM DWW

Jennifer Calvin 10 0CT 2005 UMENOWM John Jones

Sandra Corner 10 0CT 2005 UMENOwWM Gillian &dams

Anna Greaves 10 0CT 2005 UMEKMOWMN

Jeffery Harpe 10 0CT 2005 UMENOWM

Iaalem Coimamn AN NeT NNE PRI RTINS iR b

3.1.1 Cover Allocation Toolbar

&5

—=_ Assign Relief Staff — Allows the user to assign a relief member from either the internal
relief staff pool or the external relief staff pool. This function is also available in the Staff Absences
Window. (See Section 2.1.)

- Print Relief Advice — Prints the relief details for the selected record(s). This function is also
available in the Staff Absences window and the Reports Window. (See Sections 2.1 and 6.3.1
respectively.)
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= Print Relief Summary — Prints a summary of all the reliefs allocated to selected record/s.
All selected records must be from the same timetable cycle. This function is also available from
the Staff absences and Reports windows. (See Section 2.4 and 6.3.2 respectively),

Search Criteria

Fram [14.JUN 2004 | Ta [25.JUN 2004 |

Search Criteria - Allows the user to enter the date range
required by using the date selector to the right of each of the From and To date fields.

E Refresh View — refreshes the screen after setting search criteria (date range).

Filter List provides a number of options for displaying data to meet the user’s needs. Records
may be filtered by:

e Relief Assigned.

e Relief Unassigned.

e Staff Member.

e Reason for Absence.

Filter List
& Show All ¢ ReliefAssioned ¢ Relief Unagsioned

Staff ember [ = Reason for Absence |~ALL - =l Eiler |

Once the criteria have been entered, the screen can be refreshed by pressing the Filter button.

3.1.2 Finding Absence Days

Cover > Cover Allocation

To find absence days the user will be required to set a date range from which to search. This is
done using the standard Integris date selector tool.

e Click on the date selector button to the right of the From date field. This will launch the
standard Date Selector window.

Date Selector

«l 1|‘|b|»|R|
1 d
gl 1 2 g 4 5 G
7 8 k] 1o n 12 |13

21 22 24 |5 |26 |

28 |29 |30 |1 2 B 4

e Either double click on the required date or click on the date and then on OK to drop the date
into the From field.
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Note: If a date in the future is selected, the “To” date will be changed automatically to match
the “From” date.

e Repeat the above process for the To date if it is different to the From date.

e Click Refresh View g button to refresh the list of staff requiring cover.

3.1.3 Filtering the Cover Allocation List

Cover > Cover Allocation

The Filter List area provides a number of options for displaying the list of staff in the Cover
Allocation window. The default setting for the Filter List is to “ALL”. Records may be filtered by:
e Relief Assigned.

e Relief Unassigned.

e Staff Member.

e Reason for Absence.

Filter List
i« Show Al ReliefAssigned  Relief Unassigned
Staff Member |--»‘5«LL-- [ Reason for Ahsence |-ALL - | Filker |

To apply Filter(s) to Cover Allocation

Cover > Cover Allocation

e Select one of the Show All, Relief Assigned or Relief Unassigned radio buttons as required.

e Leave the Staff Member as “ALL” or select a specific staff member from the drop down menu
as required.

e Leave the Reason for Absence as “ALL” or select a specific reason for absence from the drop
down menu as required.

e Click the Filter. The window will be refreshed according to the filter options selected.

M COVER - Cover Allocation

=22

Search Critenia

Frem [ 729 5EP 2005 Ta [ 31 0CT 2005

Filter List

(&) Showall () Relief Azsigned () Relief Unassigned

Staff b ember |Susan Balton hd Reason for Absence | ALL - A4
‘Sitaff Member [Date Fleason [Medical Cert.  [Relief Member
Suzan Balton 200CT 2005 Sl Tanya Foster

Suzan Bolon 19 0CT 2005 Sl Karen Jackson
Suzan Bolton 18 0CT 2005 Sl Karen Jackzon
Susan Baolton 17 OCT 2005 Sl Karen Jackzon
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3.2 The Assign Relief Window

Cover > Cover Allocation > Assign Relief Staff

This window will allow the user to allocated relief staff to one or more periods for absent staff
members and print the relief advice reports and a summary of relief staff allocations.

3.2.1 Assign Relief Toolbar

&5

= Assign Relief Staff — Opens the Assign Relief Teacher window where the user can select
from available internal or external relief staff.

= Print Relief Advice — Prints the Relief Advice Notice which details the relief periods to be
covered and the teaching set details.

= Print Relief Summary — Creates a report identical to what is visible in the Assign Relief
window.

¢ 7wz b Navigation keys — on either side of the date field are activated when multiple

dates are selected from the Staff Absences list. Users may scroll backwards and forwards through
the selected dates by clicking on the blue arrows.

ﬂl Save Details — saves the relief allocation details entered.

The Assign Relief window displays the selected absent staff member(s) and the periods that
require cover.

e Any cell in the window that is greyed out does not require cover.

e Cells shaded blue have already had a relief teacher assigned.

e Cells shaded green are marked ready for relief teacher assignment.
e White cells are awaiting any action by the user.

For schools not using the timetabling module the following is displayed:

= COVER - Assign Relief
02 0 17 OCT 2005

17 OCT 2005 AM PM Assigned Relief

Susan Bolton
James Boyes
Pamela Bryant

Tanja Colgan
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For schools using the timetabling module the following is displayed:

B COVER - Assign Relief

[ 14 OCT 2005

14 OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief

Carl Best 10ESL_1
Englizh a5 & Second

Hicholas Creed 8S8E_2
Society & Environime

Luke Evans

Fiona Brooks HBEMG_S

The Assigned Relief cell may be used to allocate the same teacher to all periods requiring cover.
This process does not require each individual cell to be marked for assignment as marking the
Assigned Relief cell will mark all cells requiring cover and apply the selected relief teacher. This
may be useful when an external relief teacher is to be employed. Whereas marking individual cells
may be more suited to the use of internal teaching staff to cover individual relief periods.

3.2.2 Assign Relief Drop-Down Menu

Cover > Cover Allocation > Assign Relief Staff

Where schools are using the timetabling module right clicking in a cell in the assign relief window
will display the following menu:

B COVER - Assign Relief

(v 100CT 2005

10 OCT 2005 Lesson1 Lesson 2 Lesson 3
Luke Evans ‘ G5C1_5 BD&T_S s
Science § Design and Technol [Matl
+ Mark Cell
¥ Un Mark Cell
o=l view Details

!E View Teaching Sets
] add Edit Mote

Where schools have not installed the timetabling module, right clicking in a cell in the assign relief
window will display the following menu:
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B COVER - Assign Relief

G 2 0 17 OCT 2005

17 OCT 2005 AM PM Assigned Relief

Susan Bolton | |

" Mark Cell
James Boyes ¥ Un Mark Cel

Pamela Bryant
[ add; Edit Mote
| |

e Mark Cell — Selecting this option will shade the cell green ready for assigning a relief teacher
e Un Mark Cell — Selecting this option will undo the previous action of marking a cell prior to a

relief teacher being assigned.

e View Details — Selecting this option will display period details for the active cell. This option will

be inactive for schools not using the timetabling module.

W COVER - Period Details X
Staff Member |Luke Ewans
Period |Lesson 2
Subject |Science g
Teaching Set |88E‘I_5
Faorm =

Rielief Staff Member

Close

The Select Room button allows the user to change the room allocation for the relief period.

Preferred Rooms for a Subject

Subject Details
Subject |Science 8

Wiew
Teaching Set |B5C1_5 Oal
Begin | End | (%) Prefened Fooms
|Rank  |Awvailable

Science Lab 3

e View Teaching Sets — Selecting this option displays the teaching set members in the teaching
set to be covered. This option will be inactive for schools not using the timetabling module.
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B COVER - Teaching Set

Set Code [asC1_5

Set Description [asc1_s

Students Year/Class
Broom, Declan 8/8.2 -~
Cheszon, Whithey 8/84
Lucew, Michael 8/81
td appin, Fhil 8/8.3
Memy, Ben 843
King, Jared 8/81
K.ang, Mitchell 8/8.2
Liddicoat, Katie 8/8.4
Antonella, Mark 8/8.4
Evanz, Dayna 841
Hunter, Laines 8/8.4
Keo, Mitchell 83/856
Leoncio, Jaymee 8781
Lyrin, Jade 8/m.2
Markle, Zoe /85
Woakes, Baron 8/8.3
Peel. Pamela 2481
Fath. Hugh 8/81
Richards | ia AR T st
< >

e Add/Edit Note — These notes relate to instructions that will be provided to the relieving teacher
for the specific teaching set.

Comment - BSC1_5

Thiz class is curnrently working on an in class
azzignment entitlzd "FPlant Classification’’. Students
have been provided with the tazk and details. Spare
copies are available on teachers desk.

To mark a cell for assignment of a relief teacher

Cover > Cover Allocation > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click on Mark Cell. You will now be able to allocate a relief teacher to the marked cells.

To unmark a cell for assignment of a relief teacher

Cover > Cover Allocation > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click Unmark Cell.
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To view details of a period to be covered by relief

Cover > Cover Allocation > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.

e Right-click to activate the drop down menu.
e Click on View Details. The following window will be displayed:

i COVER - Period Details

X

Staff Member |Luke Evans
Period |Lesson 2
Subject |Science g
Teaching Set |SSE‘I_5
Rioom |SEI g

Relief Staff Member

Cloze

To change the room for the teaching set to be covered

Cover > Cover Allocation > Assign Relief Staff>View Details

e Click Select Room. &£

~ Subject Detailz

Subject |English Literature 12

Teaching Set IEDDE_‘I

Wigw

Al

Begin I End I & Preferred Rooms
Descrption Code Type Rank Available
Room 12 552 Classioom | 3 YES
Room 13 553 Classroom | 3 YES
Room 14 554 Classroom | 3 YES
Foom 15 55E Clagsroom | 3 vES
Room 16 556 Classtoom | 3 YES
Room 17 557 Clagsroom | 3 YES
Foom 18 558 Clagsroom | 3 YES
Room 20 5510 Classroom | 3 YES

e Highlight the room you wish to select.
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e Click OK. The new room will now be displayed in the Period Details.
e Click Close.

Note: If there are no preferred rooms available, click the ‘View All’ radio button to view all
rooms available during that period.

To view teaching set members for a period to be covered

Cover > Cover Allocation > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.
e Click on View Teaching Sets. A window listing the students will be displayed.

To add or edit a note for the relieving teacher:

Cover > Cover Allocation > Assign Relief Staff

e Click on the cell to make it active. A heavy black border will denote the active cell.
e Right-click to activate the drop down menu.

e Click on Add/Edit Note.

e Enter the text using the entry text area.

Comment - BSC1_5

Thiz clazs is currently working on an in class
azzignment entitled "Plant Clazsification', Students
have been provided with the task and details. Spare
copies are available on teachers desk.

e Click OK to save the note for the selected period.

Note: Comments are not fully saved until the user has selected “Save” icon from the
“Assign Relief” window.

Print Relief Advice

Cover > Cover Allocation

The Relief Advice report may be printed from the Cover Allocation window.
e Highlight the required record(s)

e Click Print. @I
This report provides the following information:

For schools not using the timetabling module:
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‘COVER - Relief Staff Allocation Advice®

o Uu

West Coast Primary School
Relief Staff Allocation Advice for 28 SEP 2005 to 34 OCT 2005

Relief Staff Member: Jackson, Karen

Date Period | Staff Member Replaced Notes
19 OCT 20048 A Susan Baltan
19 0CT 20048 P Susan Balton
20 QCT 2005 A James Boyes
20 QCT 2005 Fhi James Boyes

e Relief Staff Member.
e Date of the Relief.

e Period AM/PM.

e Notes.

For schools using the timetabling module:

'COVER - Relief Staff Allocation Advice®

s IS
West Coast District High School
Relief Staff Allocation Advice for 10 OCT 2005 o 47 QCT 2005

Relief Staff Member: Jones, John

11 OCT 2005
Period [Teaching Set Size Subject Room Staff Member Replaced
2 SEMG_2 28 English & mMs2 Jennifer Calvin

First Name Surname Gender  Year Form

Aaran Atking M 8 85

Tamara Bandy F 8 8.1

K.eira Blake F 8 8.1

Whitney Chezzon F 8 84

b atthew Defazio M 2 2.4

e Relief Staff Member.

e Date of the Relief.

e Teaching Set Details.

e Teaching Set Members.

The print option is only available when an absence record is highlighted. If no absence record is
highlighted the user will receive a message prompt:

C IVI Ca IntegrisCoverManual.docx 10-Jul-13
Page 3-11
© 2013 Civica Education Pty Ltd



COVER - Staff Absences

-
xl) ‘ou must seleck an absent day(s)

The user can select multiple records to print.

This function is also available through the Staff Absences window and the Reports window. See
Sections 3.1.1 and 6.3.1.

Print Relief Advice

Cover > Cover Allocation > Assign Relief

The Relief Advice report may be also printed from the Assign Relief window.
e Highlight the required record(s).

e Click Assign Relief Staff.

e Click Print Relief Advice. E

This report provides the following information:
For schools not using the timetabling module:

'COVER - Relief Staff Allocation Advice®

“oO Uu

West Coast Primary School
Relief Staff Allocation Advice far 20 SEP 2005 to 31 OCT 2005

Relief Staff Member: Worthington, Carl

Date Period | Staff Member Replaced Notes
17 OCT 2005 A Parmela Bryant

17 OCT 2005 P Parmela Bryant

18 QCT 2005 AM FPamela Bryant

18 QCT 2005 P FPamela Bryant

20 0CT 2005 AM Tanja Colgan

20 0CT 2005 Phd Tanja Colgan

e Relief Staff Member.
e Date of the Relief.

e Period AM/PM.

e Notes.

For schools using the timetabling module:
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‘COVER - Relief Staff Allocation Advice®

o 0w

West Coast District High School

Relief Staff Allocation Advice for 10 OCT 2005 fo 17 QCT 2005

Relief Staff Member: Adams, Gillian

10 OCT 2005

Period [Teaching Set Size Subject Room Staff Member Replaced

1 AS&E_5 27 Society & Ernvironment 8 mMS3 Sandra Corner
First Name Surname Gender Year Form
Alecia Bizhop F a 81
ke atthew Cartiright k4 g 83
Patrick. Ducker &l 8 85
fimee Futterby F g 8.2
Mathan Gray & a 82
Ashles Halt F g g.4
Jade Lang F a 82
Ryan Leng b a 83
Stacey Marzchke F a 04
Aimee b edurthur F 8 21
Ben bemy b4 g 8.3
Cameron Maoharnmad &l g 2.5
Gregomy Moore & g 2.1
Wanerza Mozdale F a 83
Peter Ocle b a a4
Craig Oppeal b a 85
Erin Paterson F 8 85

e Relief Staff Member.

e Date of the Relief.

e Teaching Set Details.

e Teaching Set Members.

This function is also available through the Cover Allocation window and the Reports window. See
Sections 3.1.1 and 6.3.1.

Print Relief Summary

Cover > Cover Allocation > Assign Relief

e Highlight the required record(s).

e Click Assign Relief Staff.

-

e Click Print Relief Summary.

This report provides the following information:
e Absent staff names.

e Date of Relief.

e Periods Covered.

e Relief Teacher names.

For schools not using the timetabling module the following will display:
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‘COVER - Relief Staff Allocation Summary

¢o Uu

West Coast Primary School
Relief Staff Allocation Summary for {0 OCT 2005 to 18 QCT 2005

Staff Name | Date AM PM

Suzan Boltbon (13 0CT 2005 | KarenJackson | Karen Jackson

armes Bopes |19 0CT 2005 |Jane Johnzon |Jane Johhzon

For schools using the timetabling module, extra information includes teaching set code, name and
room number.

‘COVER - Relief Staff Allocation Summary

@ 0W
West Coast District High School
Relief Staff Allocation Summary for 10 OCT 2005 o 17 OCT 2005
‘Slaleame Date ‘1 |2 ‘3 |4 ‘5 |
Sandra Comer |100CT 2005 |85%E 5 B54E_4 YEng_3 BENG_3
Society & Society & Englizh 3 Englizh 8
Erviranment 8 | Environment 8 53 M53
M53 53 Gilian Adams | Gillian Adams
Gilian Adams | Gillian Adams
ennifer Calvin |100CT 2005 [BENG_2 9Eng 2
Englizh 8 Englizh 3
M52 M52
Rebecca John Jones
W alker

This function is also available through the Cover Allocation window and the Reports window. See
Sections 3.1.1 and 6.3.2.

3.3 To Assign a Relief Teacher

Cover > Cover Allocation

e Enter the date range for which you wish to allocate relief

e Click Refresh. g
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Bl COVER - Cover, Allocation

®Qa

Search Criteria

From [ 24 5EP 2005 To | 310CT 2008

Filter List
@) Show sl () Relisf Assigned ) Relief Unassigned

Staff Member | ALL - hd Reason for Absence | ALL - A

:Staff b ernber [Date [Heason [Medical Cert. [Helief b ember

Micholas Creed 11 0CT 2005 FD ~

Arna Greaves 11 OCT 2009 UMEMNDWHN 1

Fiana Braoks 10 QCT 2005 IMER O

Carl Best 10 QCT 2005 IMER O

Paul G abelich 10 AOCT 2008 UMER O

Arna Greaves 10 0CT 2005 UMEMNDMWN

Jennifer Calvin 10 0CT 2009 UMEMNDWHN ok Jones

Micholaz Creed 10 ACT 2005 IMER O

Sandra Cormer 10 0CT 2005 UMEMNOMWHN Gillian Adams

Sandy b axwel 10 AOCT 2008 UMER O

Luke Evans 10 AOCT 2008 UMER O

Jeffery Harpe 10 0CT 2005 LIMENOWH =
-

e Click on Assign Relief Staff

If no absence record is highlighted then a message will appear:

COVER - Staff Absences x|

-
\_12 You must select an absent dayis) to assign cover relisf

If the multiple staff members chosen and they are not from the same timetabling cycle, a message
will appear prompting the user to select staff from the same timetabling cycle. This message will
only appear if the school is using the timetabling module.

COVER - Staff Absences x|

i The staff members timetable cycles are different For the selected absent days. Please select staff members that are
Ny on the same timetable cycle ko continue.

If all selected staff members are from the same timetable cycle, a grid will be generated showing
the timetable for the absence records selected:
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Wl COVER - Assign Relief

[ 17 OCT 2005

1T OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief
Hicholas Creed [SENG_4 AWED_4 S5&E_2
Englizh & Media 9 Society & Envirantme
Anna Greaves 10=C11
Science 10

For schools not using the timetabling module the grid will appear as shown below:

B COVER - Assign Relief

(v 3 T 18 OCT 2005

18 OCT 2005 AM PM Assigned Relief

James Boyes

Tanja Colgan

Janet Armstrong

To assign arelief teacher to an absent staff member

Cover > Staff Absences > Assign Relief

e Click in the Assigned Relief cell at the end of the row for the absent teacher to make it active.

e Right click to activate the drop down menu and choose Mark Cell. All cells requiring cover will
be shaded green.

Note: Multiple periods can be marked over a date-range. The date-range depends on the
staff absence record(s) selected.

B COVER - Assign Relief

o 12 OCT 2005

12 OCT 2005 Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief
Sandra Corner SENG_3 G53E_ 5 8S8E_4
English & Society & Environme| Society & Environme

e Click on Assign Relief Staff IE to activate the list of available relief teachers.
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Bl Cover- Assign Relief Teacher fg
W

IRT Staff Pool Available D Unavailable IRT Staff Pool |-No selection -

Mame Hm. Phone © Mobile Mo, Awail Specialize Periods taught per week,  Alloc, Day
ALAM Maria Theresa §93?‘D 9898 EAMJPM 13 1 Y
BEST Cail (93709898 | LM P i3 0 3
BRIGG Joseph 193709898 LA Ph i1 i N
CaLWIM Jennifer (93709898 LM P 11 |

DarIDS williarn (93709898 LM P i3 |
DICKIMSOM Kemy LM P iz |

DUKE Torw §93?‘D 9898 EAMJPM 12 D

ELLIOT Travis 193709898 LA P i8 i bl
< ! -
ERT Staff Poal Availahle Unavailable ERT Staff Fool |- No selection - v
Mame Hr. Fhone | Mobile Mo, | Avail. Specialize  Alloc. Day  Alloc. Week | Prev Relief
BROWH Holly 92291234 | (AM/PM Business Stuil i | ~
BROWM Alan 9987 2134 ¢ LM P ‘Computing 0 in 16 ]
O Sarah 9207 6543 | AM/PM Phpsical Eduill I 0

DEFOE Susan (92261234 (0408776554 (AM/PM  Mathematics 0 i 0
EGGLESTOM Kuylie (92235505 (0403387665 (AMJPM i i 0 L
FISHER Pat {9776 4444 aMAPM i i 0

RYAN Laurie H9ERT 1111 ¢ iAMAPRM iDrama Il Il i

SMITH Peter (M P in in 16 b
5 | >
Selected Relief Staff Member(s)

[ Aszign ] l Cancel

Mote, comments, special
instructions far the current day.

e Highlight the preferred relief teacher from the available staff pool. His or her name will be
added to the Selected Relief Staff Member(s) field. Note that only one teacher can be
assigned.

e Click Assign. The highlighted cells will now be shaded blue and the relief teacher's name
displaying in all relevant cells.

B COVER - Assign Relief

R D 12 OCT 2005

12 OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Assigned Relief

o ’—-—_

e Click Save. A confirmation message will be generated:

COVER - Assign Relief X

1 ) Information has been saved.

e Click OK.
e Click Close 5” to return to the Cover Allocation window.

To assign arelief teacher on a per period basis
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Cover > Cover Allocation > Assign Relief Staff

e Click in the first cell for assignment to make it active.
e Right click to activate the drop down menu.

Bl COVER - Assign Relief
(o 3 I 12 OCT 2005

12 OCT 2005 Lesson1 Lesson 2 Lesson 3 Lesson 4

Sandra Corner

Luke Evans Bhiath_5
tdathemstics & fdetalneg o Mark cel

Jeffery Harpe # Un Mark Cel

wl=] view Details

E ‘iew Teaching Sets
[l add ; Edit Mote

e Click Mark Cell to paint the cell green.

button to activate the list of available relief teachers.

e Click on the Assign Relief Staff

Hl Cover- Assign Relief Teacher le

IRT Staff Pool Available = Unavailable IRT Staff Pool |- No selection - hd
Mame le. Phone | b abile Mo. | Avail, | Specialize I Periods taught per week | Alloc. Day
ALAM Maria Theresa (93709898 | LM P i13 i1 Y
BEST Cail (93709898 | LM P i3 0 3
BRIGG Joseph i93709898 | (M PR i | T
CALYIM Jennifer (93709898 | (M PR i |

DAVIDS wwilliarn (93709898 | (M PR i3 |
DICKINSOM Kemy L P i1z 0

DUKE Torw (93709898 | LM P i1z 0

ELLIOT Travis 193709898 LA P i8 i b
< | %
ERT Staff Poal Availahle Unavailable ERT Staff Fool |- No selection - v
Marne 'Hm. Phone | Mabile Ma. | Avail Specialize  Allac. Day  Alloc. Week | Prev Relief
BROWM Hally 192291234 BM/PM O fBusiness Stuil in | -~
BROWM Alan 9887 2134 AMAPM Computing (0 i 16 F
C0x Sarah {9227 6543 ¢ iaM/PM o Phpsical Eduil i0 i

DEFOE Susan (92261234 (0408776554 (AM/PM  iMathematics 0 i 0
EGGLESTOM Kuylie (92235505 (0403387665 (AMJPM i i 0 3
FISHER Pat 19776 4444 iaMAPM in in i

RYAN Laurie (9887 1111 ¢ AMAPM Drama i i |

SMITH Pater AMAPR i i 116 bt
< ' >
Selected Relief Staff Member(s)

Aszign ] l Cancel

Mote, comments, special

instructions for the current day.

e Highlight the preferred relief teacher from the available staff pool. The teacher’'s name will be
added to the Selected Relief Staff Member(s) field. Note that only one teacher can be
assigned.

e Click Assign. The assigned teacher’'s name will now display for the selected period only.
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Luke Evans Shdath_5
Mathematics 5

e Repeat the process for all other periods requiring cover.
e Save the changes before closing the window.

Note: Assigning relief on a period by period basis will not fill the Assighed Relief cell. If you
choose to use this cell, only one primary relief staff member can be chosen.

3.4 The Assign Relief Teacher Window

Cover > Cover Allocation > Assign Relief Staff

The Assign Relief Teacher window is only available through activating the in the Assign Relief
window. This screen will list all staff available for relief teaching. This window is also accessed
through the Staff Allocation function (See Section 2.6 ).

B Cover- Assign Relief Teacher rz|

IRT Staff Pool Available D Unavailable IRT Staff Pool |-No selection - A
Mame le. Phone | Mobile Mo, | Aail, | Specialize I Periods taught per weel | Alloc, Day
ALAM Maria Theresa (93709898 | LM P i13 i1 Y
BEST Cail LM P i3 0

BRIGG Joseph LM P i 0

CALVIN Jennifer MM 1 0

DAVIDS william MM 13 0
DICKINSON Kermy AMPM 2 0

DUKE Torw LM P i1z 0

ELLIOT Travis 193709898 LA P i8 i b
< >
ERT Staff Poal Availahle Unavailable ERT Staff Fool |- No selection - v
Mame _Hm. Phione I tabile Ma. lAvaiI. lSpeciaIise _.-’-‘xllu:uc:. Day _.l"-\”DC. wigek | Prev Relief
BROWN Holly 97791234 | LAM/PM Business Stuil il 0 -
BROWN Alan {9887 2134 AM/PM Computing 0 0 ‘g

COx Sarah {9727 6543 AMAPM Physical Eduil 0 0

DEFOE Sugan i [AM/PM iMathematicsi0 i0 0
EGGLESTOM Kuylie i aMAPM i i 0

FISHER Pat {9776 4444 aMAPM i i 0

RYAN Laurie i38a7 1111 ¢ (AMAPM O iDrama in in |

SMITH Peter soubd APR HI HI {16 hd
< >
Selected Relief Staff Member(s)

Aszign ] l Cancel

Mote, comments, special
instructions far the current day.

3.4.1 Features of the Assign Relief Teacher window

o |RT Staff Pool Available —Lists all those teachers who are currently on staff and have been
made available to the Cover module. The list will only show those that are available to cover
the class in the cell marked in the Assign Relief Window. The Previous Reliefs column will

C IVI Ca IntegrisCoverManual.docx 10-Jul-13
Page 3-19
© 2013 Civica Education Pty Ltd




display the number of periods of relief that staff member has already been allocated. The list
will sort the staff alphabetically by surname.

e ERT Staff Pool Available — Lists all those external teachers who are available to the school for
relief and are available to cover the class in the cell marked in the Assign Relief Window. This
list will sort staff alphabetically by surname.

e Unavailable IRT Staff Pool — A drop-down list displaying current school staff who are part of
the internal relief pool but not available for relief for the period in question. They may be
timetabled for a class of their own, belong to a different timetabling cycle or have already been
allocated a relief at that time.

If a teacher is chosen from this list the following message will be generated:

Select Relief Staff Member

-
l|) Warning: Selecting a staff member From this list will result in a clash!
-

e Unavailable ERT Staff Pool — A drop down list displaying staff who are part of the external
relief pool but are not available for the relief in question, as they have already been assigned a
relief at that time or are unavailable on that day. If a member is chosen from this list the above
message will be generated.

e Selected Relief Staff Member(s) — Displays the name of the staff member who has been
selected to cover the relief.

e Assign — Allocates the selected staff member to the period marked as requiring cover.
e Cancel — Closes the window without carrying through any selections made.

Within this window it is possible to view particular details for staff members from the Available IRT
and ERT Staff pools. With a staff member highlighted a right click will activate the drop down menu

For Internal Relief Staff where the timetabling module is used the menu includes:
e View Skills.

e Timetable.

e Contact Details.

?_il{' Wiew Skills
B0 Timetable

ﬂ Conkack Details

For External Relief Staff and also Internal Relief Staff where the timetabling module is not used the
menu is the same except the timetable option is inactive.

?_il{' Wigw Skills

ﬂ Conkack Details
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e Click on View Skills to view the relief teacher’s qualifications and the subjects he or she is
qualified to teach.

!

W COVER - Staff Skills

Qualifications and Skills for Marcus Williams

Type Description Grade Drate Attained
2 EBE:I 28 SEP 1934
< ' ' ' »

Qualified to Teach
Higtorw 11

Histarp 12

Society & Erwironment 10
Society & Ensironment 8
Society & Ervironment 9

e Click on Timetable to view the timetable for an Internal Relief staff member.

W Cover - Staff Timetable for Davids

1 fodelling with b Discrete Mather|Calculus
ES11_1 (20} _ Eanz_1 {22y |E&0G_1 (23
tfr Davids Mr Davids Mr Davids Wir Davids
LBz LIB1 LiE1

Periods Monday Tuesday |Wednesday| Thursday | Friday |

Discrata Mather
Ea0Z_1 {23
Wr Davids

ER0G_1 (22
tdr Davids tir Davids
Ligz LIB1

Discrete Mather Modelling with b
Ea0Z_1 (23 Eat1_1 {20
r Davids Mr Davids
SCI5 Ligz

e Click on Contact Details to view the contact details for the relief staff member.
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B COVER - Staff: Carey Grant

Preferred Name

Title e Address

13 Hollywood Place
Iitials C B aldiviz

‘wiestern Australia
Sumname Grant
First Mame Carey

Diate of Birth 23JUL 1360 Mates
. . Only available from 9.30 am on Tuesdays and
Ernail cearey@hotmail. com. au Thursdays
Tell 9354 1279
Tel 2
Fax

Each IRT or ERT staff member has the following columns displayed next to their name:

Bl Cover- Assign Relief Teacher

IRT Staff Pool Availahle i Unavailable IRT Staff Fool |- No selection - v
Marne Hm. Phone © Mobile Mo, Avail Specialize Periods taught per week,  Alloc. Day
ALAM Maria Theresa (93709898 C&M P i3 1 -~
BEST Carl (93709898 LM P ig |

BRIGG Joseph (93709898 LM P (11 |

CaLYIM Jennifer 593?0 9898 EAMJPM 11 D

DavVIDS william (93709898 | LM P i13 0
DICKINSOM Kemy LM P i1z 0

DUKE Tary 193709898 LAM PR 112 0

ELLIOT Travis 93709898 (M P ia | b
< >
ERT Staff Pool Availahile Unavailable ERT Staff Fool |-No selection - A
Mame Hm. Phone  Mobile Mo, Avail, Specialize  Alloc. Day  Alloc. Week | Prev Relief
BROWM Holly 59229 1234 EAMJPM EBusiness il IZI D Y
BROWM Alan {9887 2134 ¢ iaMAPM i Computing i 16

C0x Sarah {9227 £543 ¢ iaMIPM iPhpsical E i i

DEFOE Susan 92261234 10408776554 AMSPM [Mathemati Il i
EGGLESTOM Kuylie {9223 B5E5 (0409887665 AMIPM in |

FISHER Pat 19776 4444 LM /P Hi] |

RYAM Laurie {9887 1111 ¢ iaMIPM o Drama i0 0

SMITH Peter AP HIl HIl 16 b
< >
Selected Relief Staff Member(s)

Aszign ] [ Cancel

Mote, comments, special
instructions for the current day.
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Column Title Description
Hm. Phone Staff member’'s home phone number
Mobile No. Staff member’s mobile number
Availability of staff in both IRT and ERT lists to. If they are
available for the entire day, then AM/PM will be displayed,
Availability otherwise AM for the morning and PM for the afternoon.

The system will not prevent allocation of a teacher with AM
availability to a class scheduled for PM.

Periods Taught per Week (Only for
‘IRT Staff Pool’ sub-window)

Number of periods the staff member has been assigned for
the current week within the current date-range

Specialise

The area of specialisation in both IRT and ERT lists. This
column will display the teacher’s major specialisations first,
followed by their minor specialisations. Specialisations will
be separated by a comma (i.e. English, Science, Art).

Allocated Day

Number of allocated classes for the current day. This
number will increase by the number of classes the teacher
is allocated for that day.

Allocated Week

Number of allocated classes for the current week.

Previous Relief

A cumulative value and indicates the number of previous
periods the staff member has been allocated a relief.

Load Availability (Only for ‘IRT Staff
Pool’ sub-window)

Teachers that do not have a full allocation of classes for the
cycle/week. The value in this column is calculated based
on the initial Load Status entered in the Relief Register
(See Section 4.1) and is adjusted based on the number of
periods allocated for the week so far.

For example — A teacher has a Load status of -2. He has
been allocated 1 period already for the week. The ‘Load
Avail’ will be adjusted to -1 which is the value of the Load
Status added to the Allocated Week.

Paid (Only for ‘IRT Staff Pool’ sub-
window)

This indicates whether the staff member is willing to
undertake paid relief or not.

Hours (TD) (Only for ‘ERT Staff Pool’
sub-window)

Number of hours the staff member has done relief

Note: If Timetabling is installed it shows the number of classes the teacher has been
allocated in the current cycle. If timetabling not installed, it shows the number of classes
the teacher has been allocated for the current day.
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4 Relief Register

Cover > Relief Register

The Relief Register holds all the information for the Internal (IRT) and External relief staff (ERT)
This window has three panes:

e Personal Information.
e Qualifications/Skills.
e Cover Periods.

e Availability.

This window enables the user access to search, add, edit and print relief staff details.

The Relief Register is access by clicking Relief Register on the Cover Sidebar. E

Relief Register

4.1 The Relief Register Window

Cover > Relief Register

The window has four major panes accessed by clicking on the tab title.

Personal Information — Displays contact details, reference number and any special notes
associated with that person. Fields marked with an asterisk (*) are compulsory fields. No changes

will be saved unless these fields have been completed.

This window appears for external relief staff (ERT):

x
@ KEEAaE
Personal Info |aua|ificationsf5kins | Cover Perinds | svailakilty |
Staff Tupe * |EF|T ;l [ Active
Titlz - IMr ;I Joity D ate: |2 DEC 2005
First Marme * IHeIief Leave Date I
Initial I Staff Reference I
Surname ¥ |Tea-:her |0 Murnber |123 245
Gender IM ;I Cazual D Expiry Date I
Date OF Birth |231uN 1977 Address 130 Ropal 5t =1
Enail | in 5000
Hrn. Phane |9229 9229 =l
Telephone 2 I Hotes d
obile Ma. I
Fax Mo I :I
Internal Relief staff (IRT) have extra fields:
e Willing to undertake paid relief
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@ Al

Load Status.

R YA

i COYER - Relief Register: Ms Elaine Abbokt {4}

Personal Info | Qualfications/Skilk | Cover Periods | Avaiabilty|

Staff Type + =5 -
Title Bl |Ms ;I
First Mame * IEIaine

Il |E

Surname #* IAbbott

Gender |F ~
Date OFf Birth |‘| JAN 1970

Ermnail I lainey@ozemal. com. au

Hri. Phane |93?D 9898

Telephone 2 I

Muobile Mo, {040 777 1439

Fau Ma. |93?D 9899

V¥ Active
Join Date |2340G 1539
Leave Date I
Staff Reference | 2400
1D Hurmber

|M2400

Cazual IDv Expiry D ate I

Address 55 Smith Street -
Perth
Wit
=]

Motes ;l

¥ iling b undertake paid refisf

Load Statuz Iu.ug

I

Qualification/Skills — Displays the staff member’s academic qualifications and the subjects that
he or she is qualified to teach. These may be added from the school’s list of available subjects.

Bl COVER - Relief Register: Mr Marcus Williams (18)

IRT v 4 #

& /| &

Perzonal Info Qualifications/Skills ICover Periods l Availabilityl

Type Diescription
2 BEd

Qualified Ta Teach
Higtom 11

Histar 12

Saciety & Enviranmment 10
Society & Environment 8
Society & Environment 3

Specialization
Society & Environment

Majartinar

| Grade

Date Attained
28 5EP 1994

Available Subjects
Accounting 11
Accounting 12
Applicable M athematics
At & Design 11

At & Design 12

At 10

Ao dd

Available Specializations
Art

Business Studies
Computing

Design and Technology
Drama

Enalizh

N0 o2
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Cover Periods — Displays the relief periods that have been allocated to the individual, whether
they are payable or not and, if payable, the status of payments. This pane can be filtered to show
cover periods within a particular date range and to display All, Paid or Unpaid Cover periods.

B COVER - Relief Register: Mrs Julie Grubelich (25)

ERT w

Perzonal Infol Qualfications/Skille Cover Penods ]Availabilityl
Show Filker
From [ 22 SEF 2005 To [ 31 0CT 2005 @al OPad O Unpaid
Staff Member Date Period FPayable Faid Diate of Payment |Feedback
Calvin, Jennifer 14 OCT 2005 1 | |
Calvir, Jennifer 14 OCT 2005 5 F F
Fisher, &manda 18 0CT 2005 2 F F
Fisher, &manda 18 0CT 2005 3 F F

Availability — By default all staff members will be available all day from Monday to Sunday. The
user will then have the ability to change a staff member’'s AM/PM availability. The AM and PM
columns will store either a “yes” or “no” depending if the relief staff member is available for relief.
Records can be multi-selected.

For staff members who have been drawn from the schools timetable, all personal information and
gualifications are drawn from General > Staff Details. These members form the Internal Relief Staff
Pool. Change of details for Internal Relief staff must be made through General > Staff Details (See
Administration Manager Manual) which will then be carried through to the Cover Module. Only the
information on the Cover Periods tab is editable for this group of staff.

Individuals who form the External Relief Staff Pool will have all of their personal information and
gualifications added through this window. All details for the External Relief Staff are managed
through this module.

4.1.1 The Relief Register Toolbar

Cover > Relief Register

The Relief Register Toolbar gives the user access to a number of functions common to Staff and
Student Details.

W COYER - Relief Register: Ms Elaine Abbott {1}

[o w A @b LS

IT Clear the Browse Set — Gives users access to the full list of staff after creating a browse
set through the Find Relief Staff function.

Al -

ERT
IRT
m[ Select Relief Staff Type — Gives quick access to viewing all external relief staff

records, all internal relief staff records or all relief staff records.
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b Navigation buttons — Allow users to scroll through the list of Relief Staff.

ﬁl Find — Enables users to select relief staff to add to the browse set. This can be an
individual relief member or a group of relief teachers.

@ Add - Allows users to add a new staff member to the Relief Register.

@J Edit — Enables users to edit cover period information for all relief staff and personal and
qualification information for external relief staff.

@ Print — Allows users to print out a hard copy of the relief teacher’s details.

The Active Flag is used to indicate if that relief staff member is active and available for cover
relief. If they are not active then they are still in the register, but will be unavailable to provide relief.
This flag is also used since no relief staff member can be deleted from the system. It will also cater
for the scenario if an external relief teacher becomes a permanent member of staff. Their details
will then be entered through General > Staff and the flag will be set to inactive within the external
relief register.

M COVYER - Relief Register: Mz Elaine Abbott [21]

@ AL S

Personial Info |Gualificati0ns£8kil|s| Cover Periodsl

satTope o [ W hotve
Title + [Ms - | JainDate  [23.AUG 1939
First Name * IEIaine Leave Date |

4.2 Locating Relief Staff Members

Cover > Relief Register

There are a number of options available to the user for locating staff on the Relief Register.

e Use the Select Relief Staff type drop-down menu.
e Use the Navigation buttons.
e Use the Find Relief Staff button.

4.2.1 Using the Select Relief Staff Type Menu

Cover > Relief Register
The Select Relief Staff type drop down menu gives a quick and easy way of filtering the Relief
Register to the type of staff the user is looking for. The default for this field is All.

To locate all External Relief Staff (ERT)
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e With the Relief Register open, click on the down arrow
e From the available options, click on ERT.

e Use the Navigation Arrows b to scroll through the list of External Relief Staff.

To locate all Internal Relief Staff (IRT)

e With the Relief Register open, click on the down arrow.
e From the available options, click on IRT.

Al -

|ERT

Tl

4 b

e Use the Navigation Arrows to scroll through the list of Internal Relief Staff.

4.2.2 Using the Navigation Buttons

Cover > Relief Register

The Navigation arrows allow the user to scroll through the default list of Relief Staff. They can be
used in conjunction with the Select Relief Staff type, or with the Find function after a browse set
has been created.

ﬁ When the Relief Register is first opened the left (previous) navigation arrow is greyed
out as the register is at the beginning of the staff list.

4 &)

When the end of the list is reached the right (next) navigation arrow is greyed out.

4.2.3 Using the Find Relief Staff Function

Cover > Relief Register

The Find function allows the user to fine tune their search for Relief staff based on the fields
available on the Find screen. The Find Relief Staff function is activated by clicking on the
binoculars on the Relief Register toolbar.

dth
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COYER - Staff Find Tool
wHO | &

General |

Surname |

Firstname |

Relief Type |..,f_\|| - ;'

Relief Code |

Gender [ &l - [

Active Only I3

[~ iShow Inactive Parameters in Dropdown Lists:

Find Cloze

The Find Toolbar

Cover > Relief Register

The Staff Find window contains the standard Find toolbar:

w View the Query List — Allows users to view list of saved queries.

Il Save the Current Settings as a Query — Enables users to save a query.

| @ Clear Settings — Clears the current settings so that a new search may be done.
=3

Print Find Results — Allows the user to print the results of loading a query. (This function
only becomes active after Find has been carried out).

To Find Relief Staff

Cover > Relief Register

e Click Find Relief Staff. T

e Enter the required criteria in the appropriate field(s).

Note: the Internal Relief Register and External Relief Register will have the Relief Type
already defaulted to IRT and ERT respectively.
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COVER -Staff Find Tool
e H O =

General |

Surname |

Firstnamme |
Relief Type |||:r|' ;I

Felief Code |

Gender I Fernale ;I

Active Only |7

[ Show Inactive Parameters in Driopdown Lisks

Cloze |

e Click Find. The search results will be displayed.

COVER - Staff Find Tool

A= A=
Relief Code | Suname Firstrname Relief Type Date of Birth
33 Greaves Annha IRT 1JaN 1970 d
57 Heaven Tristen IRT 1JaN 1970
35 Hind Franka IRT 1.JaM 15970
3E Holliz Chiigtire IRT 1.JaM 15970
aF Hualker F.ate IRT 1.JaM 1970
40 Jamizan Margaret IRT 1JaM 1970
14 Kennerley K.ermi-Anm IRT I0DEC 1985
4 King telania IRT 1.JaM 1970
43 Lormer Jdill IRT 1.JaM 15970
4 ERE | Sandy IRT 19 MaR 1960
44 tcLaren Julie IRT 1.JaM 1970
&0 Maoore Angela IRT 90CT 1977
] tarriz Larraine IRT 1APR 1576
13 bl oLize birnie: IRT 21 0CT 1948
53 Morton Chiistabel IRT 1JaMN 1370 —
a4 D'Reilley Penelope IRT 1.JaM 1970
E2 Ozwald Sharwn IRT 13 JUM 1572
2 Fiattigan Merilyn IRT 28 406G 1960
B5 Richardson Sugan IRT 23JUM 15382
R Brberts Wirharla IRT 1AM 1970 T
q ol
Tatal records found |33
Back | Select | Cloze |

The list may be sorted by clicking on any one of the column headings. (Only one sort may be
carried out at a time).
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COVER - Staff Find Tool

W C S
Relief Code | Sumame Firstname Relief Type Drate of Bith
11 Everage Edna IRT 1JUM 1344 ;I
A Abbott Eline IRT 1JaM 1570
12 T aylor Elizabeth IRT Z3MaR 1944
35 Hind Franka IRT 1.JaM 15970
24 Calvin Jenmifer IRT 1AM 15970
43 Wiestern Jennifer IRT 1JaM 1570
43 Larrer Jdill IRT 1JAN 1570
44 McLaren Julie IRT 1JaM 1570
37 Halter k.ate IRT 1JaM 1570
14 Kennerley Kerri-dnn IRT A0 DEC 1955

To print a copy of the search results:

Cover > Relief Register

e Click Print | =1 to generate a hard copy of the list.

Report Destination

Destinatior |Palametel$| Page sizesl

Liea]
o101
1oL000) «:—-E
110100
poa1yl

Dizk Clipboard Part

o

Filz HT L Postecript RTF

Cancel | Ok I

e Select the desired report destination by EITHER double clicking on the appropriate icon OR
highlighting the appropriate icon and clicking OK. A search description window will appear:

Flease enter a Search Criteria Description for the report.

IFemaIe Intemal R elief

e Enter in search description if you wish.
e Press <Enter> or click on OK to print the list.

CIVICA
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West Coast District High School
Relief Staff Search Results

Search Criteria: Femnale Internal Relief

To carry out another search without closing the Staff Find window

Cover > Relief Register

Reference Surname Firstname Relief Type DOB

32 Fisher Amanda IRT 1JAR 1970
G0 Maoare Angela IRT 9OCT 1877
33 Greaves Anna IRT 1 JAM 1970
46 Smith Belinda IRT 1AM 1970
a3 Martan Christahel IRT 1JAM 1970
36 Hallis Christine IRT 1JAM 1970
11 Everage Edna IRT 1 JUK 1944
il Ahbott Elaine IRT 1JAR 1970
12 Taylor Elizaheth IRT 2IMAR 1944
35 Hind Franka IRT 1 JAM 1970
24 Calvin Jennifar IRT 1 JAM 1970
48 YWestarn Jennifar IRT 1AM 1970
43 Larner Jill IRT 1JAM 1970
44 MecLaren Julie IRT 1JAM 1970
a7 Halter Kate IRT 1JAR 1970
14 kennerey Kerti-Ann IRT 30 DEC 19585
63 hlorris Lorraine IRT 1APR 1976

e After viewing/printing previous search results, click on the Back button to return to the Staff

Find window.

e Click Clear Settings ©

to clear the previous search criteria and restore the default settings.

The window is now ready for the user to set new criteria for another search.

Creating a Browse Set

Cover > Relief Register

Once a list of staff meeting a particular criterion has been generated it is possible to create a

Browse Set for viewing or editing the staff details.

e Highlight the required records.

| TS

Relief Code

Date of Birth
1.JaM 1570
i1.JaM 1570
1JaM 1570
(1AM 1570
1JaM 1570

Firstnarme:

Relief Type
Greaves Anna IRT

iHeaven i Tigten (RT

35 Hind Franka IRT

36 iHalliz i Chiristing (RT

37 Huolter K.ate IRT

Llamizon M argaret ART i1 JaM 1970
: Fernerle TR IRT A0 DEC 1955
1 iKing iMelanie ART i1.JaM 1570
43 iLamer il (RT 1AM 1970

CIVICA
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Note: Holding down <Ctrl> and clicking on the required records enables the user to make
multiple, non-adjacent selections.

e Click the Select button or <Alt> + O on the keyboard.

Note: Clicking Select without highlighting any records will result in the following message
being displayed:

Information

M, There are no lines selected. Al the entries in the result list will become the browse zet.
\.“\/ “'es' to continue?

Click Yes or No as appropriate.

@ . -
| The Browse Set button will turn red to indicate that a browse set has been created.

To browse through the set:

-

e Click the navigation keys.

To clear the browse set:
e Click on the Red button. The following message will appear:

Clear Browse Set ]

Clicking this button will erase the Browse Set and display All Relief Skaff,
Continue?

e Click Yes to clear or No to continue working with the Browse Set.
To save the current Find settings as a query

Cover > Relief Register

e Click Find. ﬂ

e Enter the required search criteria.
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COYER - Staff Find Tool
wH | =

General |

Surmamne |

Firzthame I

Relief Type I|H'|' J

Religf Code |

Gerder |Female =

Active Orily v

I~ Show Inactive Pararmeters in Diopdown Lisks

Cloze

e Click Save = button.
e Enter a name for the query in the Save window.

Pleaze enter a name for this guery.

IFemaIe Internal Relief

Cancel

e Click OK. The query will now be added to the list and can be viewed by clicking on w View
Query List.

View the Query List

Cover > Relief Register

e Click Find.

e Click View Query List. v A list of saved queries will be displayed. The list will default to that
of the currently logged in user.

wHFE

£ Yiew Queries saved by ADMIN  Wiew Queries saved by everyone

Guery
Female Intermal Relief ;I
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View all saved queries

e Click on View Queries saved by everyone. All saved queries will then be displayed:

wH ¢S

= Wiew Cueries saved by RICHARDSON & Wiew Cueries saved by everyone;

Cuem

Female Intermal Fielief =]
tale External Relief

Intemal kale Relief

Delete a query

e Highlight the query you wish to delete.
e Click Delete or press <Alt> + D. The following message will appear.

COVER - Relief Staff Find

:‘:’/ Are you sure you wish to delete?

] me |

e Click Yes to delete the query or click No to cancel the deletion.

Note: If the currently logged on user does not “own” the query, that is did not create it, then
it cannot be deleted by that user and the following message will be generated.

COVER - Relief Staff Find x|

.
\l:) ou can only select quenes that you own

Click OK.

To load a saved query

Cover > Relief Register

e Click Find. i

e Click View the Query List. 3
e Highlight the required query in the list.
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COVER -Staff Find Tool |
w P =

= Wiew Queries saved by RICHARDSON % View Queries saved by eveyone

[Intemnal Male Reliet
External Male Relief

-
4| | »
Delete |

Back | Load | Lloze |

COVER - Staff Find Tool

wH TS
Felief Code | Surname Firstriame Felief Type Drate of Birth
il Abbott Elaine IRT TJAH 1970 a
20 Alan b aria Theresa IRT 1JaM 1970 T
24 Calvin Jennifer IRT 1.JaM 1970
25 Correr Sandra IRT 1JaM 1570
11 Ewerage Edha IRT 1JUM 1944
32 Fizher Amanda IRT 1.JaM 1570
33 Greaves Anna IRT 1.JaM 1970
57 Heaven Trizten IRT 1.JaM 1570
c=] Hird Fratika IRT 1JAM 1570
3 Hallis Chiigtine IRT 1.JaM 1570
k) Hualter K.ate IRT 1.JaM 15970
40 Jamizon I argaret IRT 1JaM 1970 T
14 Kennerley Kerri-Ann IRT J0DEC 1955
4 King b elanie IRT 1.JaM 1570
43 Lormer Jil IRT 1JaM 1570
4 b &l Sandy IRT 19 MaR 1360
44 tcLaren Julie IRT 1JAM 1570
B0 t oore Angela IRT 90CT 1977
B3 b arrig Laraine IRT 1APR 1376
143 Moz kinnie IRT M NCT 1940 T
1| [ |

Total records found |33

Back | Select | Lloze |

Highlight the required records.

CIVICA
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w3

Relief Code Firztniame Relief Type ['ate of Birth
33 Greaves Anna IRT 1JaM 1370
iHeaven i Tigten (RT i1.JaM 1970
5 Hitnd Fratlk.a IRT 1JaM 1570
36 iHalliz i Chirizting (RT (1AM 1570
7 Holker K.ate IRT 1JaM 1570
Llamizon b argaret ART £1 AW 1970
Fernnerey TR IRT A0 DEC 1955
1 iKing iMelanie ART i1.JaM 1570

43 iLamer il (RT 1AM 1970

Note: Holding down <Ctrl> and clicking on the required records enables the user to make
multiple, non-adjacent selections.

e Click Select button or <Alt> + O on the keyboard.

Note: Clicking Select without highlighting any records will result in the following message
being displayed.

Information B2

M, There are no lines selected. Al the entries in the result list will become the browse zet.
\:‘/ “'es' to continue?

Click Yes or No as appropriate.

@ . -
| The Browse Set button will turn red to indicate that a browse set has been created.

To browse through the set:

-

e Click the navigation keys.

To clear the browse set:
e Click on the Red button. The following message will appear:

Clear Browse Set |

Clicking this button will erase the Browse Set and display All Relief Skaff,
Continue?

e Click on Yes to clear or No to continue working with the Browse Set.
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4.3 Adding a Relief Staff Member

Cover > Relief Register

New Relief staff members can be added to the Register by clicking on the Add ﬁl button on the
Relief Register Tool bar. The user must determine whether the new member that is being added to
the register is an external relief teacher or an internal relief teacher.

When adding an internal relief staff member, he or she must first be added to the Staff Details in
General > Staff Details. When adding an external relief staff member, all details are entered
directly into the Relief Register.

4.3.1 Adding an Internal Relief Staff Member

Cover > Relief Register

<

e Click Add = on the Relief Register toolbar.
e Choose the radio button for Internal Relief.
e Click OK.

COY¥ER - Relief Staff Register

Flease choose which Relief Staff Member
type vou wish to add. Once the selection is
rmade click the 'Ok buttan.

= Enternal Relief Teachers/Staff

& Intemal Felief TeachersdStaff

Ok I Cancel |

e From the Staff list generated highlight the staff member(s) to be added.
e Click OK.
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il COVER - Rehef Staff Register

Fleaze select thoze Staff Members that pou want
to be added ta the Relief Register.

Surnarne First Mame

e The Personal Info and Qualifications/Skills panes will be populated with information from
General > Staff Details.

i COYER - Relief Register: Ms Elaine Abbott {4} X
@ Al -4 dd S| E
Persanal Info |I3ua|ifications£5 kills| Caver Periods | Availabilty
Staff Type + - ¥ Active
Title - |Ms ;I Join Date |23 AlG 1999
First Mame * IEIaine Leave Date I
Initial IE Staff Reference nggn
Surnarme - IAthtt 1D Mumber |N24gg
Gender IF ;I Casual ID Expiry Date I
[rate OF Birth |-| JAM 1970 Address gSer?hmith Shreet j
Email I lainey@ozemail. com, au A,
EO00
Hrin. Phone Iggm 9898 LI
Telephone 2 I Motes ;I
Mabile Ma. {040 777 1439
Fax Ma. [9370 9333 =l
W wfillit b undertake: paid relief
Load Status IF

Note: The teacher load status is visible for internal relief staff only. It is a manually entered
value. It is used to indicate whether or not the internal staff member has time available
during the week to provide relief. A + or —symbol indicates whether the teacher is under or
over load.

The number entered here will be a manual calculation made by the school based on the
Teaching Load and Full Load. For example, an entry of -2 means that the staff member is
under load by 2 periods. An entry of + 2 will mean the staff member is over load by 2
periods.
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Add the Specialisation area for relief staff

The area of specialisation differs from Qualified to Teach as this section only supports subject
areas. The user will also have the ability to specify the teacher’s major and minor areas of
specialisation (this will assist in the selection of relief staff members).

e Click Edit. 7 |
e Highlight the required specialisation area in the Available Specialisations pane. This list is
maintained in General > Parameters > Subject Areas.

Specialization Major/tinor A Major | Avallable Specializations
| . LOTE -
v Minor | b athernatics
Musgic
o Add | Phyzical Education
LI Remove | Societ_l,l & Ervvironment ﬁ

The user also has the ability to specify the teacher’'s major and minor areas of specialisation which
could assist in the selection of relief staff members.

e Highlight the required area and click __* ™| or __ ¥ ™= | a5 required.

Specialization b ajor/Minor - Major |

I athemnatics -
w Minor |

4 Add |
LI Remove |

The user is able to sort the specialisation area column in alphabetical order and additionally is able
to sort on major/minor column. If major/minor column is selected for sorting it will be major, then
minor, then blank (indicating this is neither a major or minor).

e Click OK to save the changes.

Note: For IRT staff only limited fields can be edited in Relief register. All other personal
details and qualification skills have to be edited via the General > Staff Details window.

4.3.2 Adding an External Relief Staff Member

Cover > Relief Register

)

e Click Add == on the Relief Register toolbar.
e Choose the Radio button for External Relief and click on OK.
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COYER - Relief Staff Register

Flease choose which Relief Staff Mermber
type you wish to add. Once the selection is
made click the "0k button.

¢ External Relief Teachers/Staff

£ Intenal Relief Teachers/Staff

Cancel |

e Enter in the Personal Information and Qualifications/Skills details for the new staff member. All
editable fields will be white.

B COYER - Relief Register: New Relief staff Member ﬂ
@ Al Y IEAEE
Persanal Info |Qualfications/Skils | Cover Peiods | avaabilty |
Staff Type « [ERT | V&
Tile o s <] JuinDate [2DEC 2005
FistName o | Leave Diate [
Initial | Staff Reference |
Sumame “ ID Number [
Bender M <] CasuallD Expiry Date |
Date OF Bitth | Address =
Emal |
Hrn. Phane | I
Telephane 2 | Nates -
Mot No. |
Fax No. | I
ok | Cencel |

Note: The Staff Type field is not editable as this choice is made earlier in the process of
entering new relief staff.

All fields marked with a red asterisks * are compulsory. No data may be saved until these fields

have been completed. Clicking OK to save prior to completing this information will generate an
error message prompting the user to enter information in the required field/s.

e Click OK to save the changes
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Enter qualifications for an external relief member

Cover > Relief Register

e Click Edit. i |
e Click the Qualifications/Skills tab.

e Click on Add. El

Qualification/Skill Details

QualificationSkil v
Grade
Date Attained 30 5EP 2005

[ 0K ] [ Cancel

e Choose the appropriate qualification from the drop down menu options available.

QualificationSkill

Grade

Dip. Teach
MEd
Mot specified

Date Attained

e Type in the Grade field if you wish. Grade is a free text field and optional.
e Use the Date selector to enter the date that the qualification was attained.
e Click OK to save the changes.

Add the subjects that an external relief teacher is qualified to teach

Cover > Relief Register

e Click Edit. i |
e Highlight the required subjects in the Available Subjects pane. This list is maintained in
General>Parameters>Subjects.

Qualified Tao Teach Awailable Subjects
- Accounting 11 S
Aocounting 12
Applicable Mathematics

Art & Design 1

Art Design 12
Art10 .

e Click Qualify. The highlighted subjects will be moved to the Qualified to Teach pane.
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[ualified Ta Teach Available Subjects

Applicable Mathematics ; A |Jewelery 10 A
Calculug 3 il |Mathematics 8
Dizcrete Mathematics - I athematics 9
athematics 10 Mathematics In Practice
Media 10
Media 3

Add the Specialisation area for relief staff

The area of specialisation differs to Qualified to Teach as this section only supports subject areas.
The user will also have the ability to specify the teacher’'s major and minor areas of specialisation
(this will assist in the selection of relief staff members).

e Click Edit. g |

e Highlight the required specialisation area in the Available Specialisations pane. This list is
maintained in General > Parameters > Subject Areas.

Specialisation tajortdinor - hsjor | Awailable Specializations

;l ; LOTE -
¥ Minor | M atheratics
Muszic
H o Ao | |
;I Remove pp | |

Phwzical Education

by & Ervironment

The user also has the ability to specify the teacher’'s major and minor areas of specialisation which
could assist in the selection of relief staff members.

+  Minor

e Highlight the required area and click __ =" or |as required.

Specialization ke ajarMinar A higjor |

t athematics -
* Minor |

4 Add |
LI Remove p |

The user is able to sort the specialisation area column in alphabetical order and additionally is able
to sort on major/minor column. If major/minor column is selected for sorting it will be major, then
minor, then blank (indicating this is neither a major or minor specialisation area).

e Click the OK button save the changes.

4.4 Editing a Relief Staff Member

Cover > Relief Register
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The user is able to edit the Relief staff member’s details by clicking on the Edit jl pencil on the
Relief Register toolbar. Once in Edit mode, the OK and Cancel buttons are activated. Clicking the
OK button will save the newly entered data. Alternatively clicking Cancel will abort the process and
erase all changes and restore the previous data. Before aborting a message, a prompt will be
displayed to confirm cancellation:

Depending on the staff member chosen not all information is available for edit in this window.

4.4.1 Editing Internal Relief Staff Details

Cover > Relief Register

For internal relief staff members, on the personal information window, only the field Load Status is
editable. All other details is retrieved from General > Staff Details.

Edit Load Status
e Locate the required relief staff member.

e Click on the Edit pencil. | J

. . i Load Statuz |2 0p
e Enter the required value in the Load Status field.

Note: The teacher load status is visible for internal relief staff only. It is a manually entered
value. Itis used to indicate whether or not the internal staff member has time available
during the week to provide relief. A + or —symbol indicates whether the teacher is under or
over load.

The number entered here will be a manual calculation made by the school based on the
Teaching Load and Full Load. For example, an entry of -2 means that the staff member is
under load by 2 periods. An entry of + 2 will mean the staff member is over load by 2
periods.

There are two ways to update the load status. Firstly, from the Relief Register and secondly,
from the Availability Bulk Entry window, which is accessible from Parameters.

Cover > Relief Register > Qualification/Skills

For IRT staff the Specialisation Area window can be edited in this window. All the other information
is retrieved from General > Staff Detalils.
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Edit the Specialisation area for relief staff

The Specialisation window differs to Qualified to Teach as this section only supports subject areas.
The user will also have the ability to specify the teacher’'s major and minor areas of specialisation
(this will assist in the selection of relief staff members).

e Click Edit. 7 |

e Highlight the required specialisation area and click Add [« ** Jor Remove as
required.

S pecialisation b ajor/binor - Major Available S pecializations
Buzineszs Studies Mimor — __ | Aeronautics ~
Diesign & Technology i Major | |Biological Science
Childcare
Drama
oy, v

The user also has the ability to edit the teacher’s major and minor areas of specialisation which
could assist in the selection of relief staff members.

e Highlight the required area and click _ = "# Lor T M | a5 required.

Specialisation | ajor/tinor
Business Studies HLE
Design & Technology  Minor

e Click OK to save the changes.

Note: The Cover Periods pane may be edited.
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Edit Cover Periods

e Locate the required relief staff member.
e Click on the Cover Periods Tab.

e Click on the Edit pencil. | J
e Use the Date Selector/s to find the appropriate date range for editing.

Perzonal Info l Dualificationz/Skills Cover Periods l.-’-‘«vailabilit_l,l]

Shaow

Frarm m“’m

e Click Refresh @l to update the list.
e If you wish, use the Filter radio buttons to refine the list to All/Paid/Unpaid reliefs.

& @ ¢ Pad  Unpaid

o |If arelief is payable, click in the Payable box.

B COVER - Relief Register: Mrs Karen Jackson (3)

Al v4adr 47 S

Perzonal Info] Qualiications/Skill; Cover Periods l.-’-‘«vailabilit_l,ll
Show Filter
From [q00CT 2005 To [ 31 0CT 2005 @al OPad O Unpaid
Staff Member Date Period Payable Paid Date of Payment |Feedhack
Balton, Suzan 17 OCT 2005 b 300CT 2005 ]
Balton, Suzan 17 OCT 2005 P4 30 0CT 2005 ]
Balton, Suzan 18 0CT 2005 [ 300CT 2005 ]
Balton, Suzan 18 0CT 2005 Fid 300CT 2005 ]
Bolkon, Susan 190CT 2005 A4b4 ] ]
Baltan, Suzan 19 0CT 2005 P ] ]
Bayes, James 200CT 2005 AM ] ]
Bopes. James 20 0CT 2005 Phd ] ]

e If arelief has been paid, click in the Paid box. The entry will be dated with the current date.
e Click on a checkbox in the feedback column.

Comment - Bolton, Susan

e Enter text as required.
e Click OK to close.
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e Click OK to save the changes or Cancel to restore the original data.

Edit Availability of relief staff

By default all staff members will be available all day from Monday to Sunday. The user will then
have the ability to change a staff member's AM/PM availability.

e Locate the required relief staff member.
e Click on the Availability Tab.

e Click on Edit. | ‘:?

e Highlight the required day or hold down <Ctrl> to select multiple days.

IRT v

Personal Info | Bualifications/Skill: | Cover Periods .-’-‘wailabilit_-,-]

[ Change &k

e Click or [_Chang=BM | ¢ required to toggle the field between ‘Yes’ and ‘No’.

e Click OK to save.

4.4.2 Editing External Relief Staff Details

Cover > Relief Register

All details for external relief are able to be edited within the Relief Register. Clicking on Edit 4
will activate all editable fields.

Editing Personal Information

On the Personal Info tab all fields except Staff Type and Staff Code may be edited by an
authorised user

e Locate the required relief staff member.

e Click Edit. J The window will open in edit mode.
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x

@ Al R AAE

Personal Info |Quaifications/Skils | Cover Periods | Avaiabily |

Staff Tupe + [+ Active

Title + IM, ;I Joir Date |2 DEC 2005

First i ame * ||:|e|ief Leave Date I

Innitial I Staff Reference I

Sumame * ITeacher 1D Number IE

Gender IM ;I Cazual |0 Expiry Date I

[rate Of Birth |23 JUM 1977 Address 130 Royal St ;I

Ema [ i oo,

Hrn. Phone Iggzg 9229 LI

Telephone 2 I Miotes ;I

I obile Mo, I

Fax Ma. I LI

.4 LCancel

e Enter the new data.

e Click OK to save the changes or click Cancel to reinstate the original data.

Editing Qualifications and Skills

Cover > Relief Register > Qualifications/Skills

e Locate the required relief staff member.

e Click the

Qualifications/Skills tab.

e Click Edit. J | The window will open in edit mode:

CIVICA
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Bl COVER - Relief Register: Mr Carey Grant (1)

ERT

had

Personal Info  Qualifications/Skills Cover Periods l .fi.vailabilit_l,.ll

Type lDescription
2 iBEd
Qualified To Teach

Specialization

| t ajor/tinor

4 Gualify

Unguality — pp

hlinor

o Add

Remove  pp

| Grade

Date Attained
§3D SEF Z000

Available Subjects
Accounting 11
Accounting 12
Applicable Mathematics
Art ¥ Dezign 11

Art  Design 12

Ak 10

A

[0l

|£

Awallable Specializations
At

Business Studies
Coarmputing

Design ahd Technology
Drama

English

[

W

OF.

] ’ LCancel

Edit a qualification

e Click on the Edit pencil J | to the right of the Qualifications pane. This will open the
Qualification/Skills Details.

QualificationfSkill Details

Qualification S kil
Grade

Date Attained

EEd
Ii
30 SEP 2000

b

[

] ’ LCancel

e Make the appropriate changes.

e Click OK to save or Cancel to restore the previous record.

Delete a qualification

e Highlight the qualification you wish to delete.

e Click Delete EI button. The following prompt will be displayed:

CIVICA
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COVER - Relief Register

9

2)

Delete the selected Qualification)Skill entry?

Click Yes to remove the qualification or No to retain it.

Edit the subjects that an external relief teacher is qualified to teach

Cover > Relief Register

e Locate the required relief staff member.
e Click the Qualifications/Skills tab.

e Click Edit. J |

[ ]

Gualified Ta Teach

[

At & Design 11 ;l

At & Design 12

At 10 4 GQualify |
A1
A2 B
At Ungualify — pe |

If adding subjects, highlight the required subject(s) in the Available Subjects pane.

ALuailable Subjects

Accounting 11
Accounting 12

E

Biology 12
Business Information Technology 11
Buzsiness Information Technology 12

[

Click Qualify. The highlighted subject(s) will be moved to the Qualified to Teach pane.

Qualified To Teach Awailable Subjects
At & Design 11 [=] Accounting 11 ﬂ
Artt: Design 12 Accounting 12
At 10 Applicable M athematics
At 11 Biology 11
Art12 ; Biclagy 12
At 8 Umepelify (1> | Business Information Technology 11
At g Busziness Information Technology 12

;I Caleuluz ;I

Ok, | Cancel |

Click OK to save the changes or Cancel to restore the previous data.

If deleting subjects, highlight the subject(s) you wish to delete in the Qualified to Teach pane.

Axailable Subjects

4 Cualify |
Ungualify — pp |

[

Accounting 11

Accounting 12

A pplicable Mathematics

Biology 11

Biology 12

Busziness Information Technology 11
Business Information Technology 12

Calculus &7

CIVICA

LCancel |

Click Unqualify to move the subject to the Available Subjects list.
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e Click OK to save all the changes or Cancel to reinstate the original data.

Edit the Specialisation area for relief staff

The Specialisation window differs to Qualified to Teach as this section only supports subject areas.
The user will also have the ability to specify the teacher’s major and minor areas of specialisation
(this will assist in the selection of relief staff members)

e Click Edit. g |

e Highlight the required specialisation area and click Add [« ** Jor Remove as
required.

Specialization M ajorsinor “  Major Available Specialisations
Business Studies Minor — | Aeronadtics A
Design & Technology — § Major | |Biological Science
Childcare
Drama
ol .

The user also has the ability to edit the teacher’'s major and minor areas of specialisation which

could assist in the selection of relief staff members.

w  Minor

e Highlight the required area and click __=_™#* or |as required.

Specialisation ajor/tinor
Business Studies i Major
Design & Technology — Minor

e Click OK to save the changes

Note: The Cover Periods pane may be edited.

To Edit Cover Periods

e Locate the required relief staff member.
e Click on the Cover Periods Tab.

e Click on the Edit pencil. | J
e Use the Date Selector/s to find the appropriate date range for editing.

Personal Into | Qualfications/Skils Cover Periods |&ysiabilty|

Show

Fram lmh'm

e Click Refresh @l to update the list.
e If you wish, use the Filter radio buttons to refine the list to All/Paid/Unpaid reliefs.
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[ Paid " Unpaid

o |If arelief is payable, click in the Payable box.

Bl COVER - Relief Register: Mrs Karen Jackson (3)

A v4 @b &S S

Perzonal Info] Qualiications/Skill; Cover Periods l.-’-‘«vailabilit_l,ll
Show Filker
From [q00CT 2005 To [ 31 0CT 2005 @al OPad O Unpaid
Staff Mernber Date Period Payahle  [Paid Date of Payment [Feedback
Baolton, Susan 17 OCT 2005 Ak 300CT 2005 ]
Baolton, Susan 17 OCT 2005 Phd J00CT 2005 ]
Baolton, Susan 18 0CT 2005 hd 300CT 2005 ]
Baolton, Susan 180CT 2005 P4 A00CT 2005 ]
Bolkon, Susan 190CT 2005 b4 ] ]
Bolkon, Susan 190CT 2005 PM ] ]
Bayes, James 200CT 2005 AM ] ]
Bayes, James 200CT 2005 P ] ]

e If arelief has been paid, click in the Paid box. The entry will be dated with the current date.
e Click on a checkbox in the feedback column.

Comment - Bolton, Susan

e Enter text as required.
e Click OK to close.
e Click OK to save the changes or Cancel to restore the original data.

Edit Availability of relief staff

By default all staff members will be available all day from Monday to Sunday. The user will then
have the ability to change a staff member's AM/PM availability.

e Locate the required relief staff member.

e Click on the Availability Tab.

Perzonal Info l Hualifications/Skills l Cover Periods Availability

e Click on Edit. | J
e Highlight the required day or hold down <Ctrl> to select multiple days.
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Bl COVER - Relief Register: Generic System 1 (1)

ERT v

Personal Info | Qualifications/Skills | Cover Periods Availabilit}l]

Wednesday
_ _
Friday YES YES
S aturday MO MO
Sunday MHO MO

o C|iCk[ Change Ak or EhangeEM]

e Click OK to save.

as required to toggle the field between ‘Yes’ and ‘No’.

4.5 Print Relief Register Records

Cover > Relief Register

The user has the ability to print out the current relief member’s record by clicking the Print %I
button. From the Relief Register window, this report may only be printed for an individual staff
member. It details their personal contact details, qualifications, subject specialisations and past
cover periods. This report is also available within Reports, see Section 6.2.

4.5.1 Printing the Relief Register Record
e Locate the record that is required for printing. (See Section 4.2 on locating relief staff.)

e Click Print. = . The Report Destination window will open:

Report Destination

Destination |Parameters| Pane sizesl
| T
Hloiol
e [ Q -
001011
Prirker Preview - Creer Dizk Clipbioard Part
] @ vs [
Filz HTHL Pastacript RTF
Catcel | Ok, I

e Select the required report destination and click on OK.
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Note: to check that report contains the information you require before printing, first choose
to send the report to the screen. If the screen view is correct, click on the Print to Printer
button and OK on the Printer window.
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5 Parameters

Cover > Parameters @
The Cover Parameters are accessed by clicking on the Parameters button on the 3
sidebar. This window will list all available parameters within the Cover module. Farameters

Schools with the timetabling module installed will see the following displayed:

Wi COVER - Parameters

Instructions L
It the right hand panel, there ' Awalability Bulk E
are a number of icons with ' Exclugion Planner

dezcriptive titles showing which
functions are available, ' Fieason for Absence
§ Tvpe of Leave

I arder tao start a function,

pleaze double click on the
required icot.

Schools without the timetabling module installed will see the following displayed:

B COVER - Parameters

Instructions —
In the right hand panel, there ' svailability Bulk Entry

are a number of icons with ' Reason for Absence
deszcriptive titles shawing which . T iL
functions are available, ype Of Leave

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

To activate a parameter option

e Double click on the parameter heading in the right hand pane.

5.1 Availability Bulk Entry

Cover > Parameters > Availability Bulk Entry

A teacher load status field appears the personal info tab of the relief register window. It is
only visible for internal relief staff.

The teacher load status is a manually entered value. It is used to indicate whether or not an
internal staff member has time available during the week to provide relief. A + or — symbol
indicates whether the teacher is under or over load. The number entered here will be a manual
calculation made by the school based on the Teaching Load and Full Load. For example, an entry
of -2 means that the staff member is under load by 2 periods. An entry of + 2 will mean the staff
member is over load by 2 periods.

There are two ways to update the load status. Firstly, from the Relief Register (See Section 4-22)
and secondly, from the Bulk teacher load entry window in parameters.
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E3

M Bulk Load Status Update

Staff 1D Firzt Marne Surname Load Undertake Paid Relief
< | @
Load Status 0.00
willing to undertake paid relief  []

5.1.1 Bulk edit the Load Status for Internal Relief Staff

e Click on Find Relief Teacher(s).

e Select Relief Type IRT and click L3 |

COVER - Staff Find Tool

wE <

General l

Surname |

Firztharme |

Relief Type |||:|'|' w

Relief Code |

Gender | = Byl - v

Active Orly

e Highlight the required staff and click . The staff will now be displayed in the Bulk
Load Status Update window.

B Bulk Load Status Update

Surmname Undertake Paid Relief

iBrooks i0.00

Calvin 200 iND
Fobert Charlton 0.00
MZ2404 iSandra iCorner i-2.00 Hylnl

Staff 1D Firgt Wame

Jozeph
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e Highlight all appropriate records.
e Type the appropriate figure into the ‘Load Status’ text entry box.
Load Status |17

e Click ‘Initiate Load Status Bulk Update’. This will update all staff members highlighted.

5.1.2 Bulk edit the ‘Willing to undertake paid relief’ indicator

e Click on Find Relief Teacher(s).

e Select Relief Type IRT and click g |

COVER - Staff Find Tool

W E o

General I

Surname |

Firztnarne |

Fielief Type |||:g'|' w

Relief Code |

Gender | - Al - v

Active Only

e Highlight the required staff and click . The staff will now be displayed in the Bulk
Load Status Update window.

B Bulk Load Status Update

Staff 1D Firgt Wame Surmname Load Undertake Paid Relief
240 Jozeph Brigg 0.00
iFioha iBrooks 0,00 Hylnl
‘Jennifer  Calvin i-2.00 N0
E1112223 Fobert Charlton 0.00
MZ2404 iSandra iCorner i-2.00 Hylnl

e Highlight all appropriate records.

e Check/Uncheck the Willing to undertake paid relief checkbox as required.
“Willing to undertake paid relisf

e Click ‘Initiate Undertake Paid Relief Bulk Update’. This will update all staff members
highlighted.

5.2 Exclusion Planner

Cover > Parameters > Exclusion Planner
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Note: This parameter option is only visible to schools using the timetabling module.

Some timetabled periods may not require relief due to a temporary suspension of a part of the
timetable. This may be due to an excursion, assembly, sports carnival, examinations etc. The
exclusion planner allows the user to exclude parts of the timetable for relief allocation.

B COVER - Exclusion Planner; E]

4 3ocT2005 B

Excluded timetable teaching sets

TSet Period  Grid

Maotes, comments or zpecial instructions

Band | Staff Member(s]

The main window displays the date when the exclusion will occur, the timetabling teaching sets
that will be excluded and any special comments that need to be entered for that date.

5.2.1 To exclude timetabled periods from relief allocation

i
e Select the required date by using the Select a date icon or scrolling through using the date

browser buttons.

4 4o0cCT 2005

e Click on Add exclusion.

COVER - Add Exclusion Periods

Timetable Options
Timetabling vear

| 2005 v
Cycle |2005 -5 v
Schedule [3108N 2005 - 1JUL 2005w
Grid |AII “
Period |.6.II w
Subject Optiohs
Department |,¢‘||
Subiject |AII
Teaching Set |,¢‘|| -
Motes, comments or special instructions
|

[ ok, ] [ Cancel

CIVICA
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e In Timetable Options select the relevant Cycle. This can be further filtered by grid and/or
period. In Subject Options a selection can be made by Department and further filtered by
Subject and teaching set.

e Add Notes, comments or special instructions in the free text field.

COVER - Add Exclusion Periods

Timetable Options

Timetabling v'ear |2UUS L
Cycle |2005 -5 b
Schedule |18.JLIL 2005-15DEC 2005
Girid 102005 - 10 =
Period |Lesson 1 v

Subject Options

Department |,.-3‘||
Subject |,¢‘||
Teaching Set |;3‘||

Motes, comments or special instructions
|Hoad S afety workshop by RAC

e Click OK once selection criteria have been entered or Cancel to cancel the process at any
time. The following message will be displayed:

COVER - Add Exclusions X

1 ) Exclusion records have been added.

e Click OK.

e The teaching sets matching the criteria selected will appear in the Add Exclusion Periods
Window.

| COVER - Exclusion Planner, E|
4 3ocT2005 B
_Save =
Excluded timetable teaching setz -
TSet Period  Grid .Band Staff tember(z)

10Math 1 11 102005 - v10 i Silliam Davids

102005 -510 K.ate Holker

1 102005 -510 1 Tristen Heaven

Motes, commetts or special instructions

|F|oad S afety workzhop by RALC

e The Notes, comments or special instructions field can be edited at this point if required.
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e Click to save changes in the Notes field.

Note: Additional teaching sets can be added to the displayed list in the same way without
overwriting the previously added teaching sets.

B COVER - Exclusion Planner, E
4 3ocT2005
_Save =]
Excluded timetable teaching sets -
TSet Period  Grid Band | Staff Member(s)
T0math 1 i1 102005 -%10 1 william D avids
1055E_2 1 102005 - %10 1 K.ate Halter
105C1_3 1 102005 -%10 1 Tnzgten Heaven
Bhdath_1 4 052005 -'v'8 4 Traviz Elliot

£ 2 3 Luke Evang
Shdath_3 1 082005 -Y'8 2 Edha Everage
Bhath_b 4 032005 -va 4 Luke Evang

Maotes, comments or zpecial instructions

|Yr 2 Maths activity day

5.2.2 To delete excluded timetabled periods from Exclusion Planner
e Highlight the record/s you wish to delete in the list.

e Click ‘Delete exclusion’. The following message will display:

COVER - Exclusion Planner

\?/ Al exclusions selected will be deleted. Are vou sure wou wank to delete?

e Click Yes to confirm or No to cancel.

5.3 Reason for Absence

Cover > Parameters > Reason for Absence

The Reason for Absence parameter is accessed by double clicking on Reason for Absence in the
Parameters window.
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COVER - Parameters - Reason for Absence

J I e | &

Code Dezcription Active Lacked
UMENDOWHN The reazon for absence is unknown YES YES d
T Travel YES YES

5 Sick YES YES
FD Professional Development YES TES

SP Sport YES YES

F Farnily YES YES

M Medical appointrent YES YES

J Jury Dty YES TES

X Truant YES HO

[~ Only show active entries 0 record(z) have been hidden Total Parameters IS

Claze |

5.3.1 Reason for Absence Toolbar

Cover > Parameters > Reason for Absence

J Modify/Add Parameter — Allows the user to edit existing unlocked parameters and to add
new ones.

m Delete Selected Parameter — Enables the user to delete selected parameters, provided
they are unlocked and not in use.

i Toggle Active Property — Allows the user to make selected active parameters inactive,
provided they are unlocked and not in use, or to make inactive parameters active, provided they
are not locked.

e | Toggle Locked Property — Enables the user to unlock selected locked parameters and to
lock selected unlocked parameters.

=

= Print Parameters — Prints the parameters list to the desired report destination.

Note: the Default setting UNKNOWN cannot be unlocked nor made inactive and therefore
cannot be edited.

5.3.2 Modifying/Adding Parameters
Cover > Parameters > Reason for Absence
To add a new parameter

e Click on Modify/Add Parameter J to open the Edit screen.
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COVER - Parameters - Heason for Absence
A | B om | =)

Code | Description
ST Study Leave ﬂ

9 record(z] have been hidden Total Parameters IS

e Enter a Code and Description for the new parameter.

e If you wish to add another new parameter, press <Tab> to create a new line and type in the
details of the second new parameter. (This step may be repeated as many times as the user

wishes.)
e Click OK to save or Cancel if you do not wish to save.

Empty lines in the Edit window will prompt the following message:

COVER - Parameters B

2)

Some code field: have been found to be blank.

Ignore the lines with the errars and save the remainder?

e Click Yes to save and No to return to the Edit screen.
To edit an existing parameter

Cover > Parameters > Reason for Absence

e Highlight the parameter(s) you wish to edit and click Toggled Locked Property. o (See

Section 5.3.3 on toggling the locked property of parameters.)
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COVER - Parameters - Reason for Absence

J 0 e &

Code Description Active Laocked
UMENOWMN The reason for absence is unknown YES YES ;I
T Travel YES YES

5 Sick TES ES

&0 Professional Developrment YES YES
5P Sport TES TES
Farnily YES

I Medical appointment YES YES

J Jury Dty YES YES

X Truant YES YES

ST Study Leave YES MO

™ Ornly show active entries 0 record(z] have been hidden Total Parameters Iw

Cloze |

e Click Modify/Add Parameter. 4 The Edit screen will open.

Note: Only unlocked parameters will be available for editing.

COYER - Parameters - Reaszon for Absence

A=A

Cods | Description

F Farnily :I
5T Shudy Leave

-

8 recard(z] have been hidden Tatal Parameters I'ID

0K | LCancel |

e Enter the required changes.
e Click OK to save or Cancel if you do not wish to save.

Empty lines in the Edit window will prompt the following message:
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COVER - Farameters

2)

Once the changes have been saved:

5.

Some code fields have been found to be blank.

lgnore the lines with the erors and gave the remainder?

Click Yes to save and No to return to the Edit screen.

Highlight the unlocked parameter(s) and click Toggled Locked Property o

3.3 Toggle Locked Property

To lock a parameter

Cover > Parameters > Reason for Absence

Highlight the parameter you wish to lock.

COVER - Parameters - Heason for Absence

0| S

Code Description Active Locked

UMNEMNDWN The reason for absence is unknown vES vES ;l

T Travel YES YES

5 Sick YES YES

FD Professional Development YES YES

SP Sport YES YES

F Family Leave YES YES

] Medical appointrient YES YES

J Jury Dty YES YES
TES TES

ST Study Leave
B Truant

TvES

[-|

If no record is highlighted the following message will be displayed:

I~ Only show active entries

Click Toggle Locked Property.

0 record(s) have been hidden

Total Farameters

COVYER - Parameters x|

-
\_12 ou need to zelect a parameter before you can toggle locked status.

CIVICA

I'IU—
Cloze |

to lock them again.
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e Highlight the parameter you wish to lock and click Toggle Active Property. | The following

message will be displayed:

COVER - Parameters 1]

\?/ “r'ou are about to change the 'Locked state of the selected parameter(s); proceed?

e Click Yes to proceed or No to cancel.
To unlock a parameter

Cover > Parameters > Reason for Absence

e Highlight the parameter you wish to unlock.

COVER - Parameters - Reason for Absence

J O Bew | &

Code Description Active Locked
UMENDWHN The reason for absence is unknown YES YES ;l
T Trawel YES YES

5 Sick YES YES

FD Professional Development YES YES
SF Sport wES wES

F Family Leave YES YES

&l Medical appaintment YES YES

J Jury Duty YES YES

=

ST Study Leave YES
YRS YES

Truant YES

™ Only ghaow active entries 0 record(z) have been hidden Total Parameters |1U

Cloze |

e Click Toggle Locked Property.

If no record is highlighted the following message will be displayed:

COYER - Parameters

-
\_l l) You need to zelect a parameter befare you can togale locked status

e Highlight the parameter you wish to unlock and click Toggle Active Property 1. The following

message will be displayed:

CIVICA
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COVER - Parameters

\"?/ You are about to change the 'Locked' state of the selected parameter(z]; proceed?

ﬂol

e Click Yes to proceed or No to cancel.

5.3.4 Toggle Active Status

To make a parameter active

Cover > Parameters > Reason for Absence

e Highlight the parameter(s) you wish to make active and click Toggled Locked Property = to
unlock them. (See Section 5.3.3 on toggling the locked property of parameters).

Note: Only unlocked parameters can be made active or inactive.

COVER - Parameters - Reason for Absence

g0 e e &

Code Dezcription Active Laocked

UMNKMNDWHN The reazon for absence is unknown YES YES ;I

T Travel YES YES

5 Sick YES YES

FD Profezzional Development YES YES

5P Spart YES YES

F Family Leave YES YES

o} Medical appointment YES YES

J Jury Dty YES YES
YES YES

ST Study Leave

Truant

[eln]

H

™ Only show active entriss

e Click Toggle Active Property. | o

0 recard(z) have been hidden

Taotal Parameters

I'ID—
Cloze |

e Highlight the unlocked parameter(s) and click Toggled Locked Property 7 to lock them again.

To make a parameter inactive:

Cover > Parameters > Reason for Absence

e Highlight the parameter(s) you wish to make inactive and click Toggled Locked Property 7 to
unlock them. (See Section 5.3.3 on toggling the locked property of parameters).
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Note: Only unlocked parameters can be made active or inactive.

COVER - Parameters - Reason for Absence I

7 @ | EF ow | =

Code Description Active Locked
UNENOWN The reazon for absence is unknown YES YES d
T Travel TES TES

5 Sick YES YES

FD Frofessional D evelopment TES TES

SF Sport TES TES

F Family Leave YES YES

& Medical appointment YES YES

J Jury Duty YES YES

ST Study Leave YES YES
5'1=-=1' T ruant TES

[~ Only shaow active entries 0 record(s] have been hidden Total Parameters I'IU

Cloze |

e Click Toggle Active Property.

If no parameter has been highlighted, the following message will be displayed.

COVER - Parameters (x|

.
\_1/' You need to select a parameter before you can toggle active status.

e Highlight the parameter(s) you wish to make inactive and click Toggle Active Property. i

If the parameter is in use, the following message will be displayed.

COVER - Parameters x|

-
\_1/‘ # could not be toggled to falze due to it being in current use

Note: Only parameters not in use may be made inactive.

e Highlight the unlocked parameter(s) and click Toggled Locked Property 7 to lock them again.

CIVICA
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5.3.5 Deleting Parameters
Cover > Parameters > Reason for Absence

To delete a parameter:

e Highlight the parameter(s) you wish to delete and click Toggle Locked Property 7 to unlock
them. (See Section 5.3.3 on toggling the locked properties of parameters).

e Highlight the parameter(s) you wish to delete and click Toggle Active Property B to make
them inactive. (See Section 5.3.4 on toggling the active properties of parameters).

COVER - Parameters - Reason for Absence

JU e &

Code Dezcription Active Laocked
MKMW The reazon for abzence is unknown YES YES ;I
T Travel YES YES

5 Sick TES TES

PO Profeszional Development YES YES

SP Sport YES YES

F Farnily Leave YES YES

| Medical appaintrient YES YES

J Jury Dty YES YES

ST Study Leave TES TES
i Truant WO

[~ Only shaw active entries 0 record(z) have been hidden Tatal Parameters I'IU

Close |

Note: If a parameter is in use, it cannot be made inactive and therefore cannot be deleted.

e Click Delete. E If no parameter is highlighted the following prompt will be displayed:

COVER - Parameters B

-
\_1) You heed to select a parameter befare you can delete.

e Click on OK to clear the message.
e Highlight the parameter to be deleted.

e Click Delete. E If the parameter is active the following prompt will be displayed:
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COVYER - Parameters

-
\_1/] * could not be deleted due to it being active

e Click on OK to clear the message and click on the Toggle Active Status. | =i (See Section

5.3.4).

e Click on the delete button again to remove the parameter option.

e Close the window.

5.3.6 Filter Parameters List

Cover > Parameters > Reason for Absence

The list of parameters can be filtered to show only active parameters.

To filter the parameter list to show only active entries

e Open Cover > Parameters > Reason for Absence.

COVER - Parameters - Reason for Absence

7 m | B ew | =
Code Diescription Active Lacked
UMENOWH The reason for absence is unknown YES YES :l
T Travel WO YES
5 Sick. YES YES
FD Professional D evelopment TES TES
5P Sport WO YES
F Family Leave YES YES
] Medical appointment YES YES
J Jury Dty YES YES
5T Study Leave TES TES
x Truant WO YES
a
[ Orily show active entries 0 recard(z] have been hidden Tatal Parareters I'ID

Cloze |

e Check the box to the left of Only show active entries. The list will automatically filter to show

only the active parameters.
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COVER - Parameters - Reazon for Abzence

J 0| &

Code Degcription Active Locked
UMKNOWHN The reasan for absence is unknown YES YES ;l
S} Sick YES YES

FD Professional Development YES YES

F Family Leawe YES YES

14 Medical appointment YES YES

J Jury Duty YES YES

5T Studyp Leave YES YES

v Dnlyshowactweentnes 3 record(z] have been hidden Total Parameters I 10

Cloze |

At the bottom of the window, the number of hidden records and the total parameters in the list will

be displayed.

Note: Leaving the box unchecked will display all parameter options, active and inactive.

To filter the parameter list to show all entries

e Open Cover > Parameters > Reason for Absence.

COVER - Parameters - Heason for Absence

7 m | Bt e | =
Code Description Active Locked
UMENOWHN The reason for absence is unknown YES YES ;l
8 Sick YES YES
FD Profezsional Development YES YES
F Family Leave TES YES
8] Medical appointrient YES YES
J Jury Duty YES YES
ST Study Leave YES YES
|-
3 record(z) have been hidden Total Parameters I'ID

Cloze |

e Uncheck the box to the left of Only show active entries. The list will now display all

parameters.
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COVER - Parameters - Reason for Absence

J0 B &

Code Drezcription Active Locked
UMKMOwWM The reason for absence is unknown YES YES :l
T Trawel MO YES
5 Sick. YES YES
FD Professional Develaprment YES YES
5P Sport WO YES
F Family Leave YES YES
] Medical appointrent YES YES
J Jury Duty TES TES
5T Study Leave YES YES
x Truant WO YES
[ Orly show active entries 0 record(z] have been hidden Total Parameters I'IU

Close |

5.4 Type of Leave

Cover > Parameters > Type of Leave

This is initially loaded with values from the Department of Education and Training’s system through
an import process. Each leave code consists of a PIN, element name and description.

COVER - Parameters - Type of Leave

5.4.1 Type of Leave Toolbar

Cover > Parameters > Reason for Absence

7 W EEew| &

FIM Murber | Elerment MNarme Diescription Active Lacked
53785 Lw/0-LVE A0 Py’ Leawe YWithout Pay vES TES o~
53903 SHO-SHORT LEAVE Shart Leave YES YES
R3982 SKL-SICK LWE UMFD Sick Leave Unpaid T ake TES TES
54297 EME-EMERGEMCY SRVC Emergency Services YES YES
54424 ELE-ELECTIOM LWE Election Leawe YES YES
54439 AsBM-5BORIGAL MEETI Aboriginal M esting Leave YES YES
54460 BER-BEREAVEMEMT Bereavement Leave YES YES
54475 CMF-COMFEREMNCE Conference Leave YES YES
54495 CAD-CADET TR Cadet Training Leave YES YES
54496 JUR-JURY SERY Jury Services YES YES
54517 STR-5TRIKE LEAVE Strike Leave YES YES
4527 LOC-LOC GOW CHCL M Laocal Gowt Council Meetings YES YES
54551 REL-RELOCATION L'WE Relocation Leawe [Unpaid] YES YES
B4E1E CER-CEREM LV Ceremnonial Leave YES YES

ot ] DEF-DEFEMCE FORCE Defence Force TES TES
54681 MWT-MATH WST TRWL Morth West Travel Leave YES YES
54741 ST -STHD DM Stand Diowin Leave vES vES
54759 Wil T/ THESS withess Leave YES YES 2
EATaN WTHLAAT KB 1 lnnaid Wfibnaos | aauwe WEE WEE

[ Only show active entries 0 record(z] have been hidden Total Parameters 40

IntegrisCoverManual.docx 10-Jul-13
Page 5-18
© 2013 Civica Education Pty Ltd

CIVICA



7 Modify/Add Parameter — Allows the user to edit existing unlocked parameters and to add
new ones.

m Delete Selected Parameter — Enables the user to delete selected parameters, provided
they are unlocked and not in use.

i Toggle Active Property — Allows the user to make selected active parameters inactive,

provided they are unlocked and not in use, or to make inactive parameters active, provided they
are not locked.

e | Toggle Locked Property — Enables the user to unlock selected locked parameters and to
lock selected unlocked parameters.

=

= Print Parameters — Prints the parameters list to the desired report destination.

Note: The Default setting UNKNOWN cannot be unlocked nor made inactive and therefore
cannot be edited.

5.4.2 Modifying/Adding Parameters
Cover > Parameters > Type of Leave

To add a new parameter

e Click on Modify/Add Parameter J to open the Edit screen.

COVER - Parameters - Type of Leave

PIN Mumber Element Mame Drezcription

400 recard(z) have been hidden Total Parameters 40

[ ok ] [ LCancel ]

e Enter a Code and Description for the new parameter.
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e If you wish to add another new parameter, press <Tab> to create a new line and type in the
details of the second new parameter. (This step may be repeated as many times as the user

wishes).
e Click OK to save or Cancel if you do not wish to save.

Empty lines in the Edit window will prompt the following message:

COVER - Parameters =
::J Some code fields have been found to be blank.
-

lgnore the lines with the erors and gave the remainder?

e Click Yes to save and No to return to the Edit screen.
To edit an existing parameter

Cover > Parameters > Type of Leave

e Highlight the parameter(s) you wish to edit and click Toggled Locked Property * to unlock

them. (See Section 5.3.3 on toggling the locked property of parameters.)

COVER - Parameters - Type of Leave

F W EEew &
FIM Mumber | Element Mame Description Active Locked
R37a5 U'wO-LWE '/ /0 Py’ Leawve Without Pay wES YES A
53903 SHO-SHORT LE&AVE Shoart Leave ES ES
53952 SKU-SICK LVE UNFD Sick Leave Unpaid T ake ES ES
54297 EME-EMERGEMNCY SRYC Emergency Services YES YES
Bd424 ELE-ELECTION LWE Election Leave wES wES
54433 ABM-ABORIGAL MEETI Aboriginal Meeting Leave wES wES
54460 BER-BERE&AVEMENT Bereavement Leave YES YES
54475 CWF-COMFEREMCE Caonference Leave YES YES
54495 CAD-CADET TR Cadet Training Leave YES HO
54495 JUR-IURY SERY Jumy Services wES wES
STR-STRIKE LE&AVE Strike Leave YES YES
LOC-LOC GOW CHECL M Local Govt Council Meetings YES 0
REL-RELOCATION LVE Relocation Leave (Unpaid) YES YES
CER-CEREM LY Ceremonial Leave YES YES
DEF-DEFEMCE FORCE Defence Force ES ES
MWW T-MRTH WST TRWL Marth ‘west Travel Leave YES YES
STw/-STND DwN Stand Down Leave YES YES
54759 WAT 4 THESS Wwitness Leave wES wES 2
BATON AT AT 1IN | e id bfibnacs | aawa WES WES
[]Only shawe active entries 0 record(z] have been hidden Tatal Parameters 40

Cloze:

e Click Modify/Add Parameter. 4 The Edit screen will open.

Note: Only unlocked parameters will be available for editing.
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COVER - Parameters - Type of Leave

PIMN Number Element Mame Description
54495 Cab-CADET TR Cadet Training Leave
54527 LOC-LOC GOV CHECL M Local Govt Council Meetings

I

e Enter the required changes.
e Click OK to save or Cancel if you do not wish to save.

Empty lines in the Edit window will prompt the following message:

COVER - Parameters =

\i:) Some code fields have been found to be blank.
.

lgrore the lines with the errars and save the remainder?

e Click Yes to save and No to return to the Edit screen.

Once the changes have been saved:

e Highlight the unlocked parameter(s) and click Toggled Locked Property “ to lock them again.

5.4.3 Toggle Locked Property
To lock a parameter

Cover > Parameters >Type of Leave

e Highlight the parameter you wish to lock.

COVER - Parameters - Type of Leave

A -
FIM Mumber | Element Name Description Active Locked
53785 ELWD-LVE WO PAY ELeave Without Pay EYES EYES A
R3303 {5HO-5HORT LEAVE {Shart Leave WES YES m
53382 {SKU-SICK LVE UNFD iSick Leave Unpaid Take YES irES
4297 {EME-EMERGEMCY SRYC :Emergency Services VES YES
Rdd424 {ELE-ELECTION LVE {Election Leave WES YES
54439 {ABM-ABORIGAL MEETI iAboriginal Meeting Leave YES irES
54480 :BER-BEREAVEMENT i Bereavement Leave VES YES
H4475 {CHF-CONFEREMCE i Conference Leave i YES
A0-CADET TR Cadet Training Leave S W
WURSURY SERY iury Services i

e Click Toggle Locked Property i

If no record is highlighted the following message will be displayed:
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COYER - Parameters x|

-
‘-!/l You need to zelect a parameter before you can toggle locked status.

e Highlight the parameter you wish to lock and click Toggle Active Property = The following

message will be displayed:

COVER - Parameters

:.:/ Yiou are about to change the 'Locked' state of the selected parameter(z); proceed?

Mo |

e Click Yes to proceed or No to cancel

To unlock a parameter

Cover > Parameters > Type of Leave

e Highlight the parameter you wish to unlock.

COVER - Parameters - Type of Leave

F W EEen &

PIMN Mumber | Element Mame Description Active Locked
R378h ELWD-LVE WO PaY ELeave Wwithout Fay EYES EYES A
53303 {SHO-SHORT LEAVE {Short Leave ES ES
533982 i SKU-SICK LWE UMPD iSick Leave Unpaid Take iYES iYES

54297 {EME-EMERGEMCY SRVE
ELE-ELECTIOM LYE

1ABM-ABORIGAL MEETI

{Emergency Services
Election Leave
:Aboriginal Meeting Leave

4439

Click Toggle Locked Property.

If no record is highlighted the following message will be displayed:

COVYER - Parameters x|

-
y ou need to zelect a parameter before you can toggle locked status.

e Highlight the parameter you wish to unlock and click Toggle Active Property. o | The following

message will be displayed:
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COVER - Parameters

:.f/ You are about to change the 'Locked' state of the selected parameter(z]; proceed?

ﬂol

e Click Yes to proceed or No to cancel.

5.4.4 Toggle Active Status
To make a parameter active

Cover > Parameters > Type of Leave

e Highlight the parameter(s) you wish to make active and click Toggled Locked Property = to
unlock them. (See Section 5.3.3 on toggling the locked property of parameters.)

Note: only unlocked parameters can be made active or inactive.

COVER - Parameters - Type of Leave

F W Ehew &

FIM Murnber | Element Marme Dezcription Active Laocked
53785 (LW D-LYE w0 PAY iLeave Without Pay IYES VES A
53303 0-5HORT LEAVE iShart Leave YES YES
53332 U-SICK LVE UMPD iSick Leave Unpaid Take IYES IYES
54297 (EME-EMERGEMNCY SAWC  iEmergency Services ES ES

ELE-ELECTION LWE Elechion Leave i
$ABM-ABORIGAL MEETI {Aboniginal Meeting Leave iYES iYES

54438
54450 {BER-BEREAVEMENT {Bereavement Leave iYES iYES

e Click Toggle Active Property| &

e Highlight the unlocked parameter(s) and click Toggled Locked Property “ to lock them again

To make a parameter inactive

Cover > Parameters > Type of Leave

e Highlight the parameter(s) you wish to make inactive and click Toggled Locked Property = to
unlock them. (See Section 5.4.3 on toggling the locked property of parameters.)
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COVER - Farameters - Reazon for Absence I

J 0| &

Code Dezcription Active Locked

UM EMOWH The reazaon for absence iz unknown TES TES ﬂ
T Travel YES YES

5 Sick TES TES

FD Frofessional D evelopment TES TES

SP Sport TES TES

F Family Leave YES YES

k4 Medical appaintrient YES YES

J Jury Dty YES YES

ST Study Leave TES TES

Truant

[~ Only show active entries 0 record(z) have been hidden Total Parameters I'IU

Cloze |

Note: Only unlocked parameters can be made active or inactive.

e Click Toggle Active Property =

If no parameter has been highlighted, the following message will be displayed:

COVER - Parameters x|

.
\_1/' You need to select a parameter before you can toggle active status.

e Highlight the parameter(s) you wish to make inactive and click Toggle Active Property. -

If the parameter is in use, the following message will be displayed:

COVER - Parameters

y SHO-SHORT LEAYE could not be toggled to False due to it being in current use

Note: Only parameters not in use may be made inactive.

e Highlight the unlocked parameter(s) and click Toggled Locked Property 7 to lock them again.

5.4.5 Deleting Parameters
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Cover > Parameters > Type of Leave

To delete a parameter

e Highlight the parameter(s) you wish to delete and click Toggle Locked Property 7 to unlock
them. (See Section 5.4.3 on toggling the locked properties of parameters.)

e Highlight the parameter(s) you wish to delete and click Toggle Active Property B to make
them inactive. (See Section 5.4.4 on toggling the active properties of parameters.)

COVER - Parameters - Type of Leave

F W EEew &

PIM MNurmber | Element Narne

5RO STU-STUDY UMP
55280 DIL-DaY IM LIED

55319 RTP-AMT TCH PATRNL
55339 YOLAVOLUMTR ABROAD
5R339 OCC-OCCH & SAFETY

56 CAUSED ILL
FH453 SPU-SPORT UNPAID
5501 TRT-TR&DE UNION TR

5E072 AW0-ABSENT W0 LVE
56110 FPAR-PARENTAL LVE
56184 TRE-TRADE UM BUS
BEZ25 SPO-SPORTING

BEGE0 FaM-FaMILY CARERS
5EE00 LSL-LONG SERVICE
DEGEES YCLAAC CL LSL/RTS
57423 SCK-MED TCH

57433 SCK-Aw/0 MED TCH

57491 LwP-Liwf0 PAREMTAL
oxi=lne] CTP.CTIINY PR EHE A

[ Only show active entries

Description

Study Leave [Unpaid]

[ray in Lieu Public Holiday
Femote Teaching Paternal Leave
Volunteers Abroad Unpaid Leave
Occupational Health & Safety
‘wiar Cauzed llness

Sporting Leave [Unpaid)

Trade Union Training Leave
Abgent Without Leave

Parental Leave

Trade Unioh Buziness

Sporting

Family Carerz Leave

Long Service Leave Take

Wi Cone/RTS LSLAAC/LSL
Sick With Medical - Teachers
Sick Without Med - Teachers

Leave Without Pay Parental Ly
Chichi | azses - Paid (BH AL

0 recard(z) have been hidden

Active

YES
YES
YES
YES
WES

YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

YES
WEC

Tatal Parameters

Locked

YES
TES
YES
YES
TES

TES
TES
YES
YES
YES
TES
TES
YES
YES
YES
YES

TES
wEC

I

Y

bl

Note: If a parameter is in use it cannot be made inactive and therefore cannot be deleted.

e Click DeleteE.

If no parameter is highlighted the following prompt will be displayed:

COYER - Parameters x|

-
\_1) V'ou need to select a parameter before you can delete.

e Click OK to clear the message.
e Highlight the parameter to be deleted.

e Click DeleteE. If the parameter is active the following prompt will be displayed:
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COVER - Parameters

-
\E) WAR-WAR CAUSED ILL could nat be deleted due ta it being ackive

e Click on OK to clear the message and click on the Toggle Active Status| i . (See Section
5.4.4)

e Click on the delete button again to remove the parameter option and close the window.

5.4.6 Filter Parameters List

Cover > Parameters > Type of Leave

The list of parameters can be filtered to show only active parameters.

To filter the parameter list to show only active entries

e Open Cover > Parameters > Type of Leave.

COVER - Parameters - Type of Leave

F U Ehew| &

PIM Mumber | Element Mame Dezcription Active Locked
55001 STU-STUDY UMP Studw Leave [Unpaid) ES YES A
55280 DIL-Dsy' M LIED Dray it Liew Public Holidaw wES wES
55319 RTP-RMT TCH PATRML Femate Teaching Paternal Leave YES YES
BR339 VOLWOLUNTR ABROAD Volunteers Abroad Unpaid Leave HO HO
Bh339 OCC-OCCH & SAFETY Occupational Health & Safety wES wES
55474 Wi CalSED ILL whar Cauged llinesz ES MO
55493 SPU-SPORT UMPaID Sporting Leave [Unpaid) ES ES
55501 TRT-TRADE UMIOM TR Trade Union Training Leawve MO MO
SEO72 Al D-ABSENT w0 LWE Abhzent Withaut Leawve YES YES
BE110 P&R-FPAREMTAL LVYE Parental Leave wES wES
56184 TRE-TRADE UM BUS Trade Union Business WO WO
BE225 SPO-SPORTIMG Sparting MO MO
BE5E0 FAM-FAMILY CARERS Farnily Carers Leave YES YES
BEE00 LSL-LOMNG SERWICE Laong Service Leave Take YES YES
BERES WELAAC CL LSLARTS Wil Conc/RTS LSLAYAC/LSL MO MO
B7423 SCk-ED TCH Sick with Medical - Teachers wES wES
57433 Si ithout Med YES YES
TE7om TR b

[ Only show active entries 0 record(s] have been hidden Total Parameters 40

e Check the box to the left of Only show active entries. The list will automatically filter to show
only the active parameters.
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COVER - Parameters - Type of Leave

J U EEew | S

PIM Mumnber | Element Name

547RS WAT W THESS

54790 WTUAwWIT UMPD

54814 STE-STUDY PD EXAk
54901 OFUJ-DEFEMCE UMP
55001 STU-STUDY UMP
B5280 DIL-Day' M LIED

55319 RTP-RMT TCH PATRML
55389 OCC-OCCH & SAFETY
B5474 Wit AR CAUSED ILL
55498 SPU-SPORT UMPAID
BEOTZ A0-ABSENT W0 LVE
BE110 P&R-FPAREMTAL LWVE
BESE0 Fakd-FaMILY CARERS
SERO0 LSL-LOMG SERVICE
57423 SCKMED TCH

A7433 SCkAw'/0 MED TCH
57491 L'w/P-Lw/0 PAREMTAL
57803 STP-STUDY PD BHR AN

Dezcription

Withess Leave

Unpaid Witnesz Leave

Study Leave - Paid Exam
Defence Force Leave (Unpaid)
Study Leave [Unpaid)

Dap in Lieu Public Holiday
Femaote Teaching Paternal Leave
Occupational Health & S afety
Wwiar Cauzed llness

Sparting Leave (Unpaid)
Abzent Without Leave

Parental Leave

Family Carers Leave

Long Service Leave Take
Sick Wwith Medical - Teachers
Sick Without Med - Teachers
Leave "without Pay Parental Ly
Study Leave - Paid [SHr k)

E record(z) have been hidden

Active
wES
ES
wES
YES
YES
wES
ES
ES
YES
YES
wES
YES
ES
YES
YES
wES
wES
ES

Total Parameters

Locked
YES A
ES
wES
YES
YES
wES
ES
ES
YES
YES
wES
YES
ES
YES
YES
wES
wES
ES

At the bottom of the window, the number of hidden records and the total parameters in the list will
be displayed.

Note: Leaving the box unchecked will display all parameter options, active and inactive.

To filter the parameter list to show all entries:

e Open Cover > Parameters > Type of Leave

COVER - Parameters - Type of Leave

JuEEew | S

PIM Humber  Element Mame

54759 WITAWITHESS

54730 WTUAWIT UMPD

54914 STE-STUDY PD ExAM
54901 DFU-DEFENCE UNF
55001 STU-STUDY UNP
55280 DIL-DAY IM LIEU

55319 RTP-RMT TCH PATRML
55389 OCC-OCCH & SAFETY
55474 WwALR-AWR CALSED ILL
55438 SPU-SPORT UMPAID
5E072 AWD-ABSENT W0 LVE
56110 PAR-PAREMTAL LVE
5E580 FAM-F&MILY CARERS
5ER00 LSL-LONG SERWICE
57423 SCK-MED TCH

57433 SCK-Aw/0 MED TCH
57491 Lw/P-Liw'0 PARENTAL
57803 STP-STUDY PD SHR MW

Dezcription

Withess Leave

Unpaid Withess Leave

Study Leave - Paid Exan
Defence Force Leave (Unpaid)
Study Leave [Unpaid)

Day in Lieu Public Holiday
Remaote Teaching Patermal Leave
Oecupational Health & S afety
Wwiar Cauzed llness

Sporting Leave (Unpaid)
Absent Without Leave

Parental Leave

Farily Carers Leave

Long Service Leave Take
Sick With Medical - Teachers
Sick Without Med - Teachers
Leave Without Pay Parental Ly
Study Leave - Paid [EHr k)

E record(z) have been hidden

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

Total Parameters

Locked
YES |~
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES
YES

e Uncheck the box to the left of Only show active entries. The list will now display all
parameters.
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COVER - Parameters - Type of Leave

J U EEew | S

PIM Murnber | Element Nare

54759 WITAWITHESS
54790 WTU-AT UNPD

55280 DIL-DA&Y IM LIEU

BEZ225 SPO-SPORTING

B474 STW-STND DWwN

54814 STE-STUDY PD ExéM
54301 DFU-DEFEMCE LUINP
5a001 STU-STUDY UNF

55319 RTP-RMT TCH PATRML
55339 YOLAVOLUNTR ABROAD
55389 OCC-OCCH & SAFETY
55474 WA RAAR CAUSED ILL
554383 SPU-SPORT UMPAID
55501 TRT-TRADE UMION TR
BRO72 AW O-ABSENT w0 LYE
56110 PAR-PARENTAL LVE
BE184 TRB-TRADE UM BUS

56580 FAM-FAMILY CARERS
RRENN | &1 J ARG SFRVICE

Description

Stand Down Leave

Witness Leave

Unpaid Witness Leave

Study Leave - Paid Exam
Defence Force Leave (Unpaid)
Study Leave [Unpaid)

[ay in Liew Public Holiday
Remate Teaching Paternal Leave
Waolunteers Abroad Unpaid Leave
Oecupational Health & S afety
war Caused lliness

Sporting Leave (Unpaid)

Trade Union Training Leave
Abzent YWithout Leawe

Parental Leave

Trade Union Business

Sporting

Family Carers Leave

| Are Candira | aava Tala

0 record(z] have been hidden

Active
TES
YES
vES
YES
TES
TES
YES
YES
1]
YES
TES
YES
1]
TES
YES
1]
1]

ES
WES

Total Parameters

Locked
TYES A
ES
wES
YES
ES
ES
ES
ES
1]
YES
ES
ES
KO
YES
YES
1]
1]

YES
WEE

C—

W

e Click Close.
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6 Cover Reports

Cover > Reports

There are four types of Cover reports:
e Relief Teacher Reports.

e Relief Reports.

e Staff Reports.

e HRMIS Reports.

< COVER - Reports

D Payrnent Claim

D Payment Summary

D R enizter

D Internal Relief Feagister
[] Extemal Relisf Register
9  Relief Reports

|
D Allocation Advice
D Allocation Surmarny v./é]
] Relief Staff Allacation Ad
D Relief Teacher Advice ’

D Relief Allocation Summarn

D Teaching Set Lists ¥
[] Absent Teacher Summan

£ Staff Reports
D Staff Abzence Repart

3  HRMIS Reparts

[] Stalf Absence Summary
D Relief Payment Surmmary .1'

D Relef Allocation Summarn 1 -
K

COVER Reports - Relief Teacher

Tuesday, 26th May 2009

Thesze reports are degigned to provide the school with the
functionality to view COWER data that relates to relief staff,

Hardcopy outputz of each repart can alzo be produced using the
standard Inteqris "Feport destination' dialogue window,

[ Print l [ Cancel

Relief Teacher Reports include:
e Payment Claim.

e Payment Summary.

e Register.

e Internal Relief Register.

e External Relief Register.

Relief Reports include:

e Allocation Advice.

e Allocation Summary.

o Relief Staff Allocation Advice
e Relief Teacher Advice.

e Relief Allocation Summary.
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e Teaching Set Lists.
e Absent Teacher Summary.

Staff Reports include:
e Staff Absence Report.

HRMIS Reports include

e Staff Absence Summary.

e Relief Payment Summary.
e Relief Allocation Summary.

6.1 Standard Cover Report Features

All Cover Reports have three standard features:
e Report title and footer.

e Date selector.

e Report field sorting.

6.1.1 Report Title/Footer

Cover > Reports

The report title and footer are standard in all Cover reports. These two fields are present in each of
report criteria windows. The report title will default to the report title on the main report selector
window. That is, if the user clicks on Relief Allocation Advice, the report title in the report criteria
window will be the same although it may be edited of the user wishes. The report footer is free text

field where the user can enter the desired text if required.
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& COVIR - Reporis X

3 Relief Teacher Feports Titles
=3 Relief Reports Main Title |Fle|ief Staff Allocation Summary
D Allocation Advice Bl (sl |
Allocation Summary:
[ Relief Teacher Advice From | 30CT 2008 To | 20CT 2008 Find
D Relief Allocation Summan
] ) Cycle |2DDE -5 w
D Teaching Set Lists
D Ahbzent Teacher Summan Staff Members
01 Staff Repars Sumame _First Mame
1 HRMIS Reports
< |
Sort Options
Date Sart Field |AV
First Mame
Surname
< | @

I Frint

][ LCancel ]

The report title will appear at the top of the report. The report footer appears at the bottom of each

page of the report.

6.1.2 Date Selector

e Click on the date selector button to the right of the From date field. This will launch the

standard Date Selector window.

July 2004 «lil‘lbl»lRl

== == R = TR 2 3 4

3 B 7 ] 3 o |11

12 |13 (14 |15 |16 |17 |18

19 |20 |21 22 |23 |24 |25

27 |28 23 [z 3 i
2|3458?8

o

e Either double click on the required date or click on the date and then on OK to drop the date

into the From field.
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Note: If a date in the future is selected, the “To” date will be changed automatically to
match the “From” date.

e Repeat the above process for the To date if it is different to the From date.

6.1.3 Report Field Sorting

Cover > Reports

Users may sort the fields that appear in any report. The type of report will determine the sort fields
it contains, however the functionality of the sorting option does not change.

To add a field to be sorted

EITHER

e Double click on the sort options you wish to use.
OR

e Drag and drop the required sort option into the Sort Fields pane.

= Sort Dptions
D ate Sart Field |Av|

Surname v ;I

—

w,

¢ This may be repeated for as many sort options as are available. The list is ordered in the order
of sort priority, the top of the list being the primary sort field.

To remove an item from the sort field list

e Drag and drop that item back to the sort area.

Ascending/descending sort order

The blue arrow indicates the direction of the sort. To change the directions of the sort:

e Click on the blue arrow in the row of the sort field item. The blue arrow toggle will toggle to the
other direction.

6.1.4 Printing Cover Reports
Cover > Reports

e Click on the required folder icon. —
e Click on the required report title. The report criteria window will open:
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<+ COVER - Reports

X

=

|

Relief Teacher Reportz
D Payment Claim

D Payment Surmmary

D Regizter

D Internal Relief Register
D Extermal Relief Register
Relief Reports

D Allocation Advice
D location Summarny
D Relief Staff Allocation Ad:
D Relief Teacher Advice
D Relief Allacation Surmman
D Teaching Set Lists

D Abzent Teacher Summan
Staff Reports

D Staff Abzsence Report
HRMIS Reports

D Staff Absence Summary
D Relief Payment Summarny
D Relief Allacation Surmman

| =

Titles

Main Title

| Fielief Staff Allacation Sunamary

FPage Footer |

From [ 26 May 2009 To [ 26 May 2003

Cycle |2009-5
Staff Members

b

Surname

S

Sort Options

Firzt Mame

Date
First Name
Surmame

Sort Field

F

Erirt

l [ LCancel

Edit the heading if required.
Enter the footer if required.

Select the required date range.
Enter other appropriate report criteria.

Select appropriate sort options as required.

Click Print.

Note: The print button at the bottom of the reports window is disabled until a report is
selected.

The standard Report Destination window will open:
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Report Destination

Destinatior |F'alametels| Page sizesl

L_fTov1]
o1l
Q D ig;g:g D ¢_EI
0010l
Frirter Freview 2] Digk Clipboard Port
] @ prs X
File HTHL Postzorpt RTF
Cancel | Ok

e Select the required report destination.

e Click OK to print or Cancel to abort printing the report.

6.2 Relief Teacher Reports
6.2.1 Payment Claim

Cover > Reports > Relief Teacher Reports > Payment Claim

The Payment Claim report lists, for a given date range, the periods relief staff, who are flagged for
payment, have worked and whether each period is Non-Payable, Not Paid or Paid.

& COVER - Reports

x|
4  Relief Teacher Reports ;I r Titles
D Payment Claim I zir Title IHelief Staff Payment Claim
EI Payment Summary e (sl I
D Register
] Intemal Relief Register Fram | & FEB 2007 | To| By 2007 |
EI Fxtemal Relief Register - Relief Memhers
(3 Relief Reports Surnarme Firzt Mame Fielief Type
[0 staff Reports Jones Jack ERT =]
1 HRMIS Feports Srnith Paul ERT
Abbott Elaine IRT
Alan Maria Theresa IRT
1| | »
r Sort Options
Date Sort Field | 4 |
First Mame
Surname ﬂ
w v
Kl »
Erint | LCancel
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e Open the Relief Teacher Reports folder.

e Highlight Payment Claim.

e Edit the title if desired.

e Enter footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Click Find.

This will populate the Relief Members pane with the names of all the teachers who have provided
relief during the specified date range and are flagged for payment. For internal relief, only those
that are to be paid will be shown in this list.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination.

e Click OK.

Report for schools using the timetabling module:

‘COVER - Relief Staff Payment Claim’

O O
West Coast District High School -
Relief Staff Payment Claim for 10 OCT 2005 to 17 QCT 2005

Rebecca Walker

Staff Name Date Period [TSet Size (Subject Room Pay Status
Jennifer Calvin 100CT 2005 1 BENG_2 28 |English 8 M52 Paid
Luke Evanz 14 OCT 2005 1 85016 25 [Science 8 SCIE Paid
Luke Evanz 14 OCT 2005 2 Ahfi_2 16 [Metabwork 9 b 1 Mot Paid
Luke Evanz 14 OCT 2005 3 Bhdath_2 25 [Mathematics 8 MSE Mot Paid
Luke Evanz 14 OCT 2005 4 Bhiath 5 28 [Mathematics 8 MS7 Mot Paid
Luke Evans 14 OCT 2005 5 3 21 |Metabvork 9 s 2 Mot Paid

Report for schools not using the timetabling module:
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‘COVER - Relief Staff Payment Claim'

0O Uu

Joseph Brigg

Relief Staff Payment Claim

South Gate Primary School

for 4 QCT 2005 ko 17 QCT 2005

Staff Name Date Period [Pay Status
Mark flan 100CT 2005 Ak Mon-FPayable
b ark Alan 100CT 2005 P4 Mon-Payable
Mark flan 11 OCT 2005 Ak Mon-FPayable
b ark Alan 11 0CT 2005 P4 Mon-Payable

6.2.2 Relief Staff Payment Summary

Cover > Reports >Relief Teacher Reports > Payment Summary

The Payment Summary report prints details all of the relief provided for a certain date range and
whether that relief was Non-payable, Not Paid or Paid.

x
3 Relief Teacher Feports ﬂ ~ Titles
D Payrment Claim Mair Title IFIeIief Staff Payment Surmmary
D FPayment Summary Page Footer I
D Fieqister
[ Intemal Relief Register From | 6.JAM 2007 | To | &may 2007 |
D Fxternal Relief Register ~ Relief Members
[0 Relief Reports Surname First Hame Relief Type
(3 Staff Reports Smith Pau ERT =]
1 HRMIS Reports Jones Jack ERT
Abbatt Elaine IRT
Alan b aria Theresa IRT
-
4| LB
 Sort Options
Date Sart Field |AVI
Firzt Marmne
Sumname ;I
- w
Kl »
Erint LCancel

e Open the Relief Teacher Reports folder.
e Highlight Payment Summary.
e Edit the title if desired.
e Enter footer if desired.
e Select a date range. (See Section 6.1.2 on using the Date Selector.)

e Click Find.
ClviCca
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This will populate the Relief Members pane with the names of all the teachers who have provided

relief during the specified date range.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)

e Click Print.
e Select the desired report destination.
e Click OK.

Report for schools using the timetabling module:

Wezat Coaar Diamiet High School
Rallef Staff Paymant Summary o 10 OCT 205 ho 7 OCT 200
o B’ SErall Nerwe frype SLaT Hoanes Reason Derte [ — Pay S
Fielircoa Wk T errder Cabvin o TOOCT X% i = A Tad
Tokn Tones EFT arrder Cabvin ] TOOCT 26 z Ergih b Hior Py
= EFT %.anchm Comer [ OOCT AW 1 Fcaie by & E mrarenert 0 Hior Pt
AT i Corer EX 00CT aW5 = Eicecin by & Emiarmmmnk B Horr Prrpaiin
ERT .ancim Comer Ex 100CT 2B n Ergish b HoerPryhin
ERT 5andm Comer B 10DCT 206 2 Ercish B HorrFoyshin
ok lom= EFT Hamafer Cavin TIHEHTwH T OCT 205 z Encihb HorFosiin
ERT Menider Cbvin LIMKHCwh 11 OCT W5 E Ergith 3 HoreFouhle
Teb#ha Svirgin AT Lukn Evvare LIMKNDwM 11 0CT 35 E] K cimn o= B HorPesshin
AT Lukn Evearw LIMEMITwH 11 DCT XME n Meaborrk: B Mo Poyshin
AT Luka Evare: LIMEMTN 11 0CT XW5 L1 Hatramalies 2 HNorFachi
Report for schools not using the timetabling module:
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‘COVER - Relief Staff Payment Summary’

0 Uu

South Gate Primary School
Relief Staff Payment Summary for & OCT 2005 to 24 OCT 2005
Relief Staff Name Type Staff Name Reason Date Period |Pay Status
Carey Grant ERT taria Theresa Alan UMEMOWHM 100CT 2005 Abd Paid
ERT taria Theresa Alan LMEMOWH 10 0CT 2005 Fhd Paid
ERT taria Theresa dlan LINEMOWN 11 0CT 2005 A Paid
ERT taria Theresa dlan LINEMOWN 11 0CT 2005 P Paid
ERT tark dlan 5 120CT 2005 A Hon-Fayable
ERT tark dlan 5 120CT 2005 P Hon-Fayable
Harriz Barclay IRT Elaine Abbatt 5 100CT 2005 Abd MHaon-Payable
IRT Elaine Abbatt 5 100CT 2005 Pr MHaon-Payable
Carl Best IRT Elaine Abbott 5 11 0CT 2005 A Paid
IRT Elaine Abbott 5 11 0CT 2005 P Paid
Jozeph Brigg IRT tark dlan 5 100CT 2005 A Hon-Fayable
IRT td ark Alan 5 100CT 2005 Pr MHaon-Payable
IRT td ark Alan 5 11 0CT 2005 Abd MHaon-Payable
IRT td ark Alan 5 11 0CT 2005 Pr MHaon-Payable

6.2.3 Relief Staff Register

Cover > Reports > Relief Teacher Reports > Register

The Relief Staff Register report enables the user to print information about teachers who have
provided relief for a given date range. Items available to be reported on are:

e Contact Information.
e Notes.

e Qualifications.

e Staff Preferences.

e Cover Periods.
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£ COVER - Reports

|

=3 Relisf Teacher Reports Titles
[E] Payment Claim Main Title | Fielief Staff Register
D Payment Summary P Faalen |

D Internal Relief Regizter Options |F|elief Selector

D External Relief Register Sort Options

[0 Relief Reports First Mame Sort Field

3 Staff Reports Sumame

3 HRMIS Reports

Cover Date FRange

Contact Information
[ Staff Member Motes
[ Qualifications/Skils
[ Staff Preferences

From ’mhlm

Print

] [ LCancel

e Open the Relief Teacher Reports folder.
e Highlight Register.

e Edit the title if desired.

e Enter footer if desired.

e Check the items to be included in the report.
e Click on the Relief Selector tab.

CIVICA

Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
Select a date range. (See Section 6.1.2 on using the Date Selector.)
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£ COYER - Reports x|

3  Relisf Teacher Reports ;I r Titles

[E] Payment Claim tain Title IHelief Staff Register

D Payment Summary Page Footer I

] Internal Refief Register Optiohs  FRelief Selector |

[E] Extemal Rrelief Register

Relief Repart
=) FIet heports First Mame Relief Type
L1 Staff Reports

Abbatt Elaine

1 HRMIS Reports

.
1| | »

Erintt | Cancel |

e Click Add a Relief Staff Member. EI

e Locate the relief teachers you wish to report on using the Staff Find tool. (See Section 4.2.3 on
using the Find tool.)

e Select one or more staff members.

e Click Print.
e Select the desired report destination.
e Click OK.

Report for schools using the timetabling module:
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OVER - Relief Staff Register®

o Uu

West Coast District High School
Relief Staff Register

Gillian, Adams
|Contact Information

Haome Phone 9876 4555
flobile 0413 23456
Fax
Email
Address 13 Stoney Street
Balga
W
Cover Periods
Staff Date TeachingSet/Subject Size |Room Payment
Sandra Corner aEEE_A 27 [M53 Mon-Payable
10 QT 2005 Society & Environment 8
Sandra Corner a5LE_4 26 [MS3 Mon-Payable
10 QT 2005 Society & Environment 8
Sandra Corner 9Eng_3 23 [MS3 Mon-Payable
10 QT 2005 English 9
Sandra Corner BEMG_3 28 [MS3 Mon-Payable
10 QT 2005 English &

Report display for schools not using the timetabling module:

‘COVER - Relief Staff Register®

¢odu

South Gate Primary School
Relief Staff Register

Carey, Grant

|C0ntact Information

Home Phone 9364 1279

habile 04157845

Fax

Email

Address 13 Hollywood Place

Baldivis

Cover Periods
Staff/Date Period Payment
hlaria Theresa Alan A Faid
10 OCT 2005 24 OCT 2005
hlaria Therasa Alan P Faid
10 OCT 2005 24 OCT 2005
Maria Theresa Alan A Faid
11 OCT 2005 24 OCT 2005
Maria Theresa Alan Fh Faid
11 OCT 2005 24 OCT 2005
M ark Alan A Man-Payabile
12 0CT 2005
M ark Alan Fh Man-Payabile
12 0CT 2005
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6.2.4

Internal Relief Register

Cover > Reports > Relief Teacher Reports > Internal Relief Register

The Internal Relief Register report enables the user to print a report on selected internal relief staff.
The teachers selected for the report are those who are available for relief in the given date range
or have available hours greater than 0 in the given date range. Items reported on are:

Internal Relief Teacher name, ID and mobile number.
FTE (for schools using the timetabling module)

Load Status
Allocated Relief
Availability.
Notes.

£+ COVER - Reports

==

5]
5]
5]

Relief Teacher Reports
] Paymert Claim

D Faprnent Sumrmary

D Fiegister

D Internal Relief Register
D E sternal Relief Register
Relief Reports

Staff Reportz
HREMIS Reports

Titles
Main Title ||nternal Relief Regizter
Fage Footer |
From ["40CT 2005 To ["40CT 2008
Sumame First Name
Alan ark. .
Barclay Harriz @
Best Carl
Briag Jozeph
Brocks Fiona
Calvin Jennifer
< ¥
Sart Options
First M ame Sort Field [==]
1| Load -
Frint ] ’ Cancel

Open the Relief Teacher Reports folder.

Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
Select a date range. (See Section 6.1.2 on using the Date Selector.)

Click Add a Relief Staff Membergl.

[

e Highlight Internal Relief Register.
e Edit the title if desired.

e Enter footer if desired.

[ )

[ )

[
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COYER - Staff Find Tool

Wl S| =
Gieneral
Sumare |
Firstname |
Relief Type  [IRT =
Relief Code |
Gender |- - =

Active Only v

I~ Show Inactive Parameters in Dropdav Lists

End | Cose |

The relief type will default to IRT (Internal Relief Teacher)

e Locate the internal relief teachers you wish to report on using the Find button. (See Section
4.2.3 on using the Find tool.)

e Select the teacher or teachers you wish to report on.

4 COYER - Reports |
3 Relief Teacher Reports ﬂ r Titles
|:| Fapment Claim Main Title Ilnlemal Fielief Reqister

El Payment Summary
|:| Register
El Internal Relief R egizter
|:| Estermal Relief Regizter
1 FRelisf Reports
1 Staff Reports
1 HRMIS Repaorts

FPage Footer I

From [ v 2007 | To [“41ay 2007 |

First M ame
Alan ana Thereza

4 | »

r Sort Options

First Mame Sort Field
Load

Surname ‘ ;I

=d

o o

Frint I LCancel

e Click Print.
e Select the desired report destination.
e Click OK.
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Report for schools using the timetabling module:

‘COVER - Internal Relief Register’

s IS
West Coast District High School L
Internal Relief Register for 4 QCT 2005 to 4 OCT 2005
Teacher (1] FTE Load Allocated Relief Available |Mobile Notes
for Relief
InRange |Year to Date
Mark Alan 890012445 0.0 -2.00 0 0:00 AMIPM
Harris Barclay 163783 1.0 -2.00 ] 0:00 AMIP M 040777 1456
Jennifer Calvin M2403 1.0 -2.00 0 0:00 AMIPM
Carl Best M2402 1.0 -1.00 0 0:00 AMIPM
Joseph Brigy MZ2401 1.0 n.an i} 0:00 AndrF
Fiona Brooks 789654 1.0 0.00 0 0:00 AMIPM

Report for schools not using the timetabling module:

‘COYER - Internal Relief Register

0 Ha

South Gate Primary School 3

Internal Relief Register for 4 QCT 2005 to 4 OCT 2005

Teacher [[7] Load Allocated Relief Available |pjobile Notes
In Range Year to Date el (2=

Elaine Abbott MN2400 -2.00 0.5 0.0 AMPM 040777 1439

Mark Alan 890012445 -2.00 0.0 0.0 AP

Maria Theresa Alan MN753 -2.00 0.0 0.0 AP M

Harris Barclay 163783 -2.00 1.0 0.0 AMIPM | p40777 1456

Carl Best N2402 -2.00 1.0 0.0 AhdiP R

Jozeph Brigg M2401 -2.00 210 0.0 AMIP b
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6.2.5 External Relief Register

Cover > Reports > Relief Teacher Reports > External Relief Register

The External Relief Staff Register report enables the user to report on selected external relief staff.

Items reported on are:

e External Relief Teacher name and contact details.

e Availability.
e Notes.

£ COVER - Reports X
=3 Relief Teacher Feports Titles
D Pagrent Clairm tain Title |E:-ctema| Relief R egister
D Pagment Summarn Fleme Faales |
|:| Register
El Intemnal Relief Regigter :
El External Relief Register Surmanme F'.[Sft ez
£ ReiefRepats Fatumo Rt
O Staff Beports Grubelich Julie
Jones John
1 HRMIS Reports Kant James
Smith Parnela
£ | >
Sort Field [;]
1 Sumame -
Frint ] ’ LCancel
e Open the Relief Teacher Reports folder.
e Highlight External Relief Register.
e [Edit the title if desired.
e Enter footer if desired.
e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
. . [Ill
e Click Add a Relief Staff Member.
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COYER - Staff Find Tool
wH o =

General |

Surname |

Firztnarne |

Relief Type IEHT ;I

Relief Code |

Gender [l - [

Active Orly 4

I~ Show Inactive Parameters in Dropdaown Lists

Frd | Cose |

The relief type will default to ERT (External Relief Teacher)

e Locate the relief teachers you wish to report on using the Staff Find tool. (See Section 4.2.3 on

using the Find tool.)

wHC S
Relief Code | Sumame Firstname Relief Type [rate of Birth
2 Jones Jack ERT d
1 Smith Paul ERT
1| | ©
Total records found |2
Back | Select | Cloze |

e Select the teacher or teachers you wish to report on.
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4% COYER - Reports |

=3 Relief Teacher Reports ;I r Titles

|:| Fayment Claim Main Title IExternaI Relief Regizter
D Payrent Surmman . I
|:| Register

D Internal Relief Register

1 PRelief Reports
1 Staff Reports
3 HRMIS Reports

4| | E

r Saort Options

First M ame Sort Field |AV|
Surmame

Bririt I Cancel

e Click Print.
e Select the desired report destination.
e Click OK.

‘COVER - External Relief Register®

o Ha

West Coast District High School &
External Relief Register

Relief Teacher 1D Address Home Phone | Mobile Availabil Specialisation / Notes
Mon Tue Wed Thu Fri
AM PM |AM |PM [AM |PM [AM |PM |AM |PM
Gillian Adams 204567 13 Stoney Street 9876 4555 0413 23456 an make alternative
Balga SN childminding
iR arrangements on
unavailable days if notified
aweekin
advance.:Business
Studies
RFuth Fortune 22 13 Hill Street 0415678 956 Drama, English
Fremantle | R —
Julie Grubelich 25 15 Winter Road 9876 3452 0412 875 643 'very good with educational
Springfield SN support program
T123 students.:Mathematics,
Science

6.3 Relief Reports
6.3.1 Allocation Advice

Cover > Reports > Relief Reports > Allocation Advice

The Allocation Advice report provides information to relief teachers on the teaching periods they
will be covering. For schools using the timetabling module, there is a checkbox to allow the user to
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include whether the teaching set lists are provided as part of the report. If printed with the teaching
set the full summary for that teacher is displayed followed by each teaching set.

If the user does not tick the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page Break’
is disabled. If the user ticks the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page
Break’ is enabled.

If the user ticks the checkbox ‘Insert Page Break’, the system inserts a page break after the
teaching set list in the report.

& COVER - Reports X
1 Relief Teacher Reports Titles
4 Relief Reports Main Title: | Fielief Staff Allocation Advice
Page Footer |
D Allocation Summary
[ Relief Staff llocation ad [From | 26 May 2009 F To | 26 May 2009 Find
g Ee:!e: lFaCh:r A:wce [ Inciude Teaching Set List
elief Allocation Summan )
D Teaching Set Lists Rl Enbers
D Absent Taacher Summan Surname _First Mame | Relief Type
O Staff Reports :
1 HRMIS Reparts
< ' ' >
Sort Options
First Mame Sort Field e
Surmame
< >
FPrint l [ LCancel

e Open the Relief Reports folder

e Highlight Allocation Advice

e Edit the title if desired

e Enter a footer if desired

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Click Find.

This will populate the Relief Members pane with the names of all the teachers who have provided
relief during the specified date range.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination.

e Click OK.
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Report for schools using the timetabling module:

COVER - Relief Staff Allocation Advice

0O U

West Coast District High School

Relief Staff Allocation Advice for 4 OCT 2005 to 17 OCT 2005

Relief Staff Member: Adams, Gillian

10 OCT 2005

Period [Teaching Set Size Subject Room Staff Member Replaced

1 BE&E_H 27 Society & Environment 8 ME3 Sandra Corner
First Name Surname Gender  Year Form
Alecia Bishop F a 81
I atthew Cartwright & a 83
Patrick. Ducker &l g 2.5
Aimee Futterby F a 82
Mathan Gray & g 8.2
Ashles Halt F a a4
Jade Lang F a 82
Ryan Leng b a 83
Stacey Marzchke F a 84
Aimee Medirthur F 8 21
Ben termy & g 8.3
Cameran tMoharmmad b a a5
Gregomy Moore & g 2.1
Wanerza Mozdale F a 83
Peter Ocle &l 8 a4
Craig Oppeal b a 85
Erin Paterson F 8 85
Tamara Pearzon F 8 2.4
Pamela Peel F g 2.1

Report for schools not using the timetabling module:

COVER - Relief Staff Allocation Advice

¢0o0 Uu

South Gate Primary School
Relief Staff Allocation Advice for 10 OCT 2005 to 41 OCT 2005

Relief Staff Member: Brigg, Joseph

Date Period | Staff Member Replaced Notes

10 QT 2005 Al Mark Alan Wark availahle onteachers desk.

10 QCT 2005 Pt Mark Alan

11 QCT 2008 Al Mark Alan

11 QCT 2005 Phd Mark Alan Some students have hand practice. Details on hoard

6.3.2 Allocation Summary

Cover > Reports > Relief Reports > Allocation Summary

The Allocation Summary prints out all periods of absence for a selected date range and cycle, and,
provided relief has been assigned, the names of the relief teachers covering each period.
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&= COVER - Reports

X

1 PRelief Teacher Reports Titles
=3  Relief Reports Main Title |Helief Staff Allocation 5ummany
D Allocation Advice P Faafiey |
D Allocation Summarny
[ Relief Staff Allocationad |From | 26 may 2009 To | 26 Mavy 2009 Find
] Relisf Teacher Advice el |2DDS-5 7
D Relief Allocation Summan
D Teaching Set Listz Staff Members :
D Ahzent Teacher Summan SUITEDE EF"St e
1 Staff Feports
3 HRMIS Reports
< | @
Sort Optionz
Date Sort Field aw
First Mame
Surmame
< | =
Brit ] [ Cancel

e Open the Relief Reports folder.
e Highlight Allocation Summary.
e Edit the title if desired.

e Enter footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)

e Select a cycle.
e Click Find.

This will populate the Staff Members pane with the names of all the teachers from the selected
cycle who have been absent during the specified date range.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)

e Click Print
e Select the desired report destination
e Click OK
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Report for schools using the timetabling module:

‘COVER - Relief Staff Allocation Summary’

o 0w
West Coast District High School
Relief Staff Allocation Summary far 40 OCT 2005 to 11 QCT 2005
Staff Name | Date |1 ‘ 2 |3 ‘ 4 |5 ‘
Sandra Commer |10 OCT 2005 [855E_5 B5%E 4 9Eng_3 BEMG_3
Saciety & Society & Englizh 9 Englizh 8
Environment 8 | Erwironment 8 M53 M53
53 M53 Gilian &dams | Gilian Adams
Gillian Adamz | Gilian Adams
Sandra Comer (11 OCT 2009 g5%E_ b5 O5%E_4 9Eng 3
Society & Society & English 3
Ervironment 8 | Environment 8 M53
M53 53 Amanda Figher
Ewat Dale Janathan
"Wiheeler
Luke Evans |10 OCT 2005 B5C1_5 BDET S Bk ath_2 At ath_5
Science 8 Design and M athematics 8 | kM athematics 8
SCIe Technology 8 | MSE MS7
James Kent W 2 James Kent James Kent
James Kent
Luke Evans |11 OCT 2005 B5C1_5 Gbdd_2 At ath_2
Science 8 Metalwork 3 I athematics 8
SCI& bt 1 MSE
Tabitha Tabitha Tabitha
Swindon Swindon Swindon

Report for schools not using the timetabling module:

OVER - Relief Staff Allocation Summary

= RN
South Gate Primary School
Relief Staff Allocation Summary far 40 OCT 2005 to 11 QCT 2005
Staff Name | Date AM PM
I aria Theresa [10 OCT 2005 | Carey Grant Carey Grant
léslar
F aria Theresa [11 QCT 2005 | Carey Grant Carey Grant
élan

Elaine Abbott  [10 OCT 2005  |[Harmis Barclay | Harmis Barclay

Elaine Abbatt (11 OCT 2005 | Carl Best Carl Best

[ ark. Alan 100CT 2005 |Joseph Brigg  |Joseph Brigg

Ik ark Alan 11 0CT 2005 |Joseph Brigg  |Joseph Brigg
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6.3.3 Relief Staff Allocation Advice

Cover > Reports > Relief Reports > Relief Staff Allocation Advice

The Relief Staff Allocation Advice allows the user to report on relief teacher allocations that are
selectable by a date range or relieving teacher. There is a checkbox to allow the user to include
whether the teaching set lists are provided as part of the report. If printed with the teaching set the
full summary for that teacher is displayed followed by each teaching set.

If the user does not tick the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page Break’
is disabled. If the user ticks the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page
Break’ is enabled.

If the user ticks the checkbox ‘Insert Page Break’, the system inserts a page break after the
teaching set list in the report.

<+ COVER - Reports

1 PRelief Teacher Reports Titlez

29 Relief Reports Main Title |F|e|ief Staff Allocation Advice
D Allocation Advice
D Allocation Surirmary
D Relief Staff Allocation Ad
D Relief Teacher Advice
D Relief Allocation Summarn
D Teaching Set Lists
D Absent Teacher Summan

[ Staff Reports

1 HRMIS Reports

FPage Footer |

From [ 26 May 2009 To [ 29 May 2003
Include Teaching Set List Inzert Page Break

Relief Members

Surname First Marme Felief Type

IRT

< ' ' »

Sort Options
First M arne Sort Field 57
Surmame
< »
Pritit ] [ Cancel

e Open the Relief Reports folder

e Highlight Relief Staff Allocation Advice

e Edit the title if desired

e Enter a footer if desired

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Click Find.

This will populate the Relief Members pane with the names of all the relief teachers for the
specified date range.
e Select one or more staff members.
e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
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e Click Print
e Select the desired report destination
e Click OK

Report for schools using the timetabling module:
COVER - Relief Staff Allocation Advice =3

s IR
West Coast District High School 2
for 26 M4V 2008 to 2904 Y 2009 0
Relief Staff Allocation Advice
Relief Staff Member: Merilyn Rattigan
26 MAY 2009
Period |Teaching Set Size Subject Room Staff Member Replaced
1 BMath_4 27 Mathermatics 8 sS4 Micholas Creed

First Hame Surname Gender  Year Form

b ark Antonello I a ns.4

whitrey Cheszon F a 0s.4

b atthiew Defazio I a 0s.4

Devyn Entwiztle I a 0s.4

Azhlee Halt F a8 0e.4 W
< | >
FPage 1 af &

Report for schools not using the timetabling module:
COVER - Relief Staff Allocation Advice

$ 0O 0w
West Coast District High School 4
for 26 W04 W 2009 o 2904 2009 =
Relief Staff Allocation Advice
Relief Staff Member: Alan, Maria Theresa
Date Period | Staff Member Replaced Notes
268 WAy 2009 A Harris Barclay
26 MAY 2009 P Harris Barclay
27 WAy 2009 A Harris Barclay
27 MAY 2009 P Harris Barclay

%
< | >
Page 1 af 2

Note: The ‘Relief Staff Allocation Advice’ link has been removed from the ‘Cover > Staff
Absences’, ‘Cover > Cover Allocation’, ‘Cover > Staff Absences > Assign Relief Staff’ and

‘Cover > Cover Allocation > Assign Relief Staff’ windows and replaced with ‘Relief Teacher
Advice’ report
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6.3.4 Relief Teacher Advice

Cover > Reports > Relief Reports > Relief Teacher Advice

The Relief Teacher Advice allows the user to report on relief teacher allocations that are selectable
by a date range or relieving teacher. The report is grouped by the Absent Teacher. For schools
using the timetabling module, there is a checkbox to allow the user to include whether the teaching
set lists are provided as part of the report. If printed with the teaching set the full summary for that
teacher is displayed followed by each teaching set.

If the user does not tick the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page Break’
is disabled. If the user ticks the checkbox ‘Include Teaching Set List’, the checkbox ‘Insert Page
Break’ is enabled.

If the user ticks the checkbox ‘Insert Page Break’, the system inserts a page break after the
teaching set list in the report.

& COVER - Reports X
3 FRelief Teacher Reports Titles
£  Relief Reports fain Title |F|elief Teacher Advice

] Allacation Advice
D Allocation Surnrmary
(] Relief Staff Alocation ad [From | agWay 2009 B2 To | 26 May 2009 Find
D Relief Teacher Advice
[E] Relief Allocation Summan
D Teaching Set Lists
[] Absent Teacher Summan
3 Staff Reports
1 HRMIS Reports

Page Footer |

[JInclude Teaching Set List

Relief bembers

Surnarme _Firsl M armne | Relief Type

< : : 5

Sort Options
First Mame Sort Field | A
Surname
< ¥
I Print l [ Cancel

e Open the Relief Reports folder

e Highlight Relief Teacher Advice

e Edit the title if desired

e Enter a footer if desired

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Click Find.
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This will populate the Relief Members pane with the names of all the relief teachers for the
specified date range.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print

e Select the desired report destination
e Click OK

Report for schools using the timetabling module:

COVER - Relief Teacher Advice

o da

West Coast District High School 2

Relief Teacher Advice
10 OCT 2005

Relief Staff Member: Kent, James

Period |Time Teaching Set Subject Student Room AbsentTeacher Instructions

2 09:40-10:40 85C1_5 Science 8 25 SCI6E Luke Evans “ideo on Ecosysterns. Booked in library

3 11:00- 1205 8DET_5 Design and i WY 2 Luke Evans Students warking on design project

Technology 8

4 12:068-1305 BMath_2 Mathematics 8 25 MSE Luke Evans Students have ‘Area'worksheet Spares on
desk

a 13:45-14:50 BMath_5 hathematics 8 28 MS7 Luke Evans Students have ‘Area'worksheet Spares on
desk

Report for schools not using the timetabling module:

COVER - Relief Teacher Advice

s N

South Gate Primary School

Relief Teacher Advice
10 OCT 2005

Relief Staff Member: Barclay, Harris

Period | AbsentTeacher Instructions
A Elaine Abbott Flease speakto Mr Kent for details of student
assignment . Copy on desk,

6.3.5 Relief Allocation Summary

Cover > Reports > Relief Reports > Relief Allocation Summary

The Relief Allocation Summary allows the user to report on relieving teachers for a selected date

range. The report can be sorted by the following criteria:

e Date

e Period

e Relieving Teacher

e Absent Teacher

e Teaching Set
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£+ COVER - Reports

X]

[ Relief Teacher Reparts
£  FRelief Reports
|:| Allocation Advice
|:| Allocation Summary
|:| Felief Staff Allocation Ad:
|:| Relief Teacher Advice

elief Allocation Sumnmar
|:| Teaching Set Lists
|:| Ahzent Teacher Summarn
[ Staff Reports
1 HREHMIS Reparts

Titlez

tdain Title

| Relef Allocation Summary

Fage Footer |

D ata Retrieval Options

Fram 26 My 2009 T | 26 Mav 2009

Staff M embers

Surname

Sort Optiohs

Firzt Mame

Date

Period

Relieving Teacher
Abzent Teacher
Teaching Set

Sort Field

e

Frint

] [ LCancel

e Open the Relief Reports folder.
e Highlight Relief Allocation Summary.

e Edit the title if desired.
e Enter footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)

e Click Find.

This will populate the Staff Members pane with the names of all the teachers where relief has been
allocated for the specified date range.

e Select one or more staff members.
e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)

e Click Print.

e Select the desired report destination.

e Click OK.

Report for schools using the timetabling module:
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OVER - Relief Allocation Summary’

s N

West Coast District High School &
Relief Allocation Summary for 10 OCT 2005 to 12 OCT 2005

Date Absent Teacher Period | Teaching Set | Subject Size Room Relieving Teacher
10 QCT 2005 | Jennifer Calvin 1 BEMG_2 English 8 28 M52 Rebecca Walker
10 QCT 2005 | Jennifer Calvin 2 YEng_2 English 9 23 M52 John Jones

10 QCT 2005 | Luke Evans 2 85C1_5 Science 8 25 SCIE James Kent

10 QCT 2005 | Luke Evans 3 BD&T_5 Desigh and Technology 8 21 W 2 James Kent

10 QCT 2005 | Luke Evans 4 Bhath_2 Mathematics 8 25 MSE James Kent

10 QCT 2005 | Luke Evans 4] BMath_5 Mathematics 8 28 MS7 James Kent

10 QCT 2005 | Sandra Carner 1 B5&E_5 Society & Enviranment § 27 MS3 Gillian Adams
10 QCT 2005 | Sandra Corner 2 OS&E_4 Society & Environment 8 26 M3 Gillian Adams
10 QCT 2005 | Sandra Carner 4 Y9Eng_3 English 9 23 MS3 Gillian Adams
10 QCT 2005 | Sandra Corner 4] BEMNG_3 English & 28 M53 Gillian Adams

11 QCT 2005 | Jennifer Calvin 2 BEMG_2 English 8 28 M52 John Jones

11 QCT 2005 | Jennifer Calvin 3 9Eng_2 English 9 23 M52 John Jones

11 QCT 2005 | Luke Evans 3 85C1_5 Science 8 25 SCIE Tahitha Swindan
11 QCT 2005 | Luke Evans 4 Qhii_2 Metalwork 9 16 by 1 Tahitha Swindon
11 QCT 2005 | Luke Evans a Bhath_2 Mathematics 8 25 MSE Tahitha Swindan

Report for schools not using the timetabling module:

VER - Relief Allocation Summary’

00

South Gate Primary School

Relief Allocation Summary for 10 OCT 2005 to 12 OCT 2005
Date Absent Teacher Period |Relieving Teacher
100QCT 2005 | Elaine Abbott AW |Harris Barclay
100QCT 2005 | Elaine Abbott PM |Harris Barclay
100QCT 2005 | Maria Theresa Alan A | Carey Grant

10 0QCT 2005 | Maria Theresa Alan PM | Carey Grant

10 0QCT 2005 | Mark Alan A [Joseph Brigg
100CT 2005 | Mark Alan PM  |Joseph Brigg

11 QCT 2005 | Elaine Ahbott Am | Carl Best

11 QCT 2005 | Elaine Ahbott PM | Carl Best

11 QCT 2005 | Maria Theresa Alan A | Carey Grant

11 QCT 2008 | Maria Theresa Alan PM | Carey Grant

11 QCT 2005 | Mark Alan Al |Jogeph Brigg

11 QCT 2005 | Mark Alan PM  |Joseph Brigg

12 0CT 2005 | MarkAlan Al | Carey Grant

12 00T 2005 | MarkAlan PM | Carey Grant
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6.3.6 Teaching Set Lists

Note: This report is only available to schools using the timetabling module.

Cover > Reports > Relief Reports > Teaching Set Lists

e The Teaching Set Lists report allows the user to report on teaching sets and associated staff
for a selected date range.

£ COVER - Reports X
1 Relief Teacher Reports Titles
=3 Relisf Reports ki ain Title |Teaching Set Lists
D Allocation Advice P Bty |
D Allocation Summarny
[ Relief Staff Allocation &g [From | 26 May 2009 To | 26 ey 2009 Eind
D Relief Teacher Advice []insert Page Break
D Relief Allocation Summan Staff Members
YT eaching Set Lists Surname Firgt M ame
D Abzent Teacher Summan
3 Staff Reports
1 HRMIS Reports
¢ ' »
Sort Options
Firzt Mame Sort Field | -
Petiod
Surname
< »

[ Frint: l [ Cancel

e Open the Relief Reports folder.

e Highlight Relief Allocation Summary.

e Edit the title if desired.

e Enter footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)

If the user ticks the checkbox ‘Insert Page Break’, the system inserts a page break after each
teaching set list in the report.

e Click Find.

This will populate the Staff Members pane with the names of all the teachers where relief has been
allocated for the specified date range.

e Select one or more staff members.
e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
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e Click Print.
e Select the desired report destination.

e Click OK.
COVER - Teaching Sets Lists
¢odu

West Coast District High School 2

Teaching Set Lists

11 OCT 2005

Relieving Teacher: Dale, Evan

Absent Teacher: Sandra Corner

8S&E_5 Society & Environment 8 2 MS3

Student Gender | Year |Form Notes
Bishop. Alecia F 8 |81
Carbwright, Matthew W 8 |83
Ducker, Patrick W g |85
Futterby, &imee F 8 |82
Gray, Mathan W 8 |82
Holt, &shlee F g |84
Lang. Jade F 8 |82
Leng, Ryan 2] ] 8.3
Marschke, Stacey F EEEX]
McArthur, Aimee F IR
Mermy, Ben W 8 |83
Mohammad, Cameron i 8 [&85
Moore, Gregory W 8 |81
Mozdale, Yanessa F 8 |83
Ocle, Peter t g |84
Oppeal, Craig hd 2 [8F
Faterson, Erin F g |85
Pearzon, Tamara F EENEX]
Peel, Pamela F 5 [81
Peters. Darml ] ] 85 w

6.3.7 Absent Teacher Summary

Cover > Reports > Relief Reports > Absent Teacher Summary

e The Absent Teacher Summary report is similar to the Timetable module relief reports, with
relieving teacher details included where known.

Note: This report is only available to schools using the timetabling module.
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X

£* COVER - Reporis

1 Relief Teacher Reports Titles
3 Relief Reparts tain Title |Absenl Teacher Summary
D Allocation Advice Frage Fastien |
D Allocation Summary
[ Relief Staff Allocation ad |[From [ 26may 2008 B To | 26 May 2003 Find
D Hel?efTeachz.arAdwce Bl |2009-5 =
D Relief Allocation Summan
) . Group By Layout
B Tachlng Se Lists (%) Abzent Teacher ) Imdividual
|':'|. zent Teaches E;_ nra . .
e RS ) Relieving Teacher () Combined
taff Reports
i Staff Members
1 HRMIS Reports
Surmname First MName
< >
£ >
FPrint ] [ LCancel

e Open the Relief Reports folder.

e Highlight Absent Teacher Summary.

e Edit the title if desired.

e Enter the footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Select the required Cycle.

e Click Find.

This will populate the Staff Members pane with the names of all the teachers who require cover for
the specified date range.

e Select one or more staff members.

There is an option to group by Absent Teacher or Relieving Teacher

Group By
(=) Shzent Teacher

(O Relieving Teacher

e Select the required option.

There is also an option to print an Individual or Combined layout.

Layout
) Individual

(*) Combined

e Select the required option.
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e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination.

e Click OK.

Select ‘Absent Teacher and ‘Individual’:

Group By Layout
(%) Abzert Teacher (#) Individual
) Relieving Teacher () Combined

The following shows an example of the report:

‘COVER - Absent Teacher Timetahle*

0O

West Coast District High School
Absent Teacher Timetable

Luke Evans
10 OCT 2005

Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5
08:40-09:40 |09:40-10:40 |11:00-12:0% [12:05-13:05 (13:45-14:50

8501_5(28) 2DET_B(21] Bhath_2 (28] Bt ath_B (28]

Science 8 [esign and Mathematice 8 | Mathematics 8
SCIE Technology 8 MSE MS7
James Kent Wi 2 James Kent James Kent
James Kent
11 OCT 2005
Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5

08:40-09:40 |09:40-10:40 (11:00-12:05 |12:05-13:05 |13:45-14:50

B5C1_5(25) Shdd_2 [1E) Bhdath_Z2 [25)
Science 8 etalwork 9 b athematics 8
S5CIE bt 1 MSE

Tabitha Swindan | Tabitha Swindan | Tabitha Swindon

Select ‘Absent Teacher’ and ‘Combined’:

Graup By Layaut
(%) Abzent Teacher () Individual
() Relieving Teacher (*) Combined

The following shows an example of the report:
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‘COVER - Absent Teacher Timetables®

o Ou
West Coast District High School
Absent Teacher Timetables
18 OCT 2005
isbsent Teacher Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5
08:40-09:40 | 09:40-10-40 |11:00-12-05 [12-05-13:05 |13:45-14:50
Travis Elliot Shath_2 23] [95ci1(23)
Mathematicz 3 [ Science 9
510 5CI 2
Pamela Smith [ John Jones
Luke Ewars BSC1_5(25]  |9Mw’_2[18)  [BMath_2 (28]
Science 8 tetalwork 3 M athematics: 8
SCI& kw1 MSE
Rebecca Rebecca Rebecca
Walker ' alk e [ aller
Edna Everage Bhd ath_3 [28] 95c 2 [23)
b athematics 8 Science 3
55 SC14
Amanda Fisher Shath_4 [27] [ SMath_3[23)
Mathematics 8 | Mathematics 3
M58 k54
Julie Grubelich | Julie Grubelich

Select ‘Relieving Teacher and ‘Individual’

Graup By Layaut
() Abzert Teacher () Individual
(%) Relieving Teacher () Combined

The following shows an example of the report:

‘COVER - Relief Teacher. Timetable*

$0O0 Uu

West Coast District High School
Relief Teacher Timetable

Rebecca Walker
18 OCT 2005

Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5
08:40-09:40 |09:40-10:40 |11:00-12:05 (12:05-13:05 (13:45-14:50

BS5C1 5(25]  |9Mw 2 (16]  |BMath 2 [25)

Science 8 M etalwork 3 M athematics 8
SCI& bl 1 M5E
Luke Evans Luke Evans Luke Evans

Select ‘Relieving Teacher’ and ‘Combined’

Group By Layout
() Abzert Teacher O Individual
(%) Relieving Teacher (%) Combined
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The following shows an example of the report:

‘COVER - Relief Teacher Timetables®

o Uu

West Coast District High School
Relief Teacher Timetables

18 OCT 2005
Relieving Teacher Lesson 1 Lesson 2 Lesson 3 Lesson 4 Lesson 5
08-40-09:40 | 09:40-10:40 (11:00-12:05 [12:05-13:05 |13:45-14:50
Julie Grubelich Bhath_4 [27]  [Iath 3 (23]
b athematics 8 | Mathematics 3
M58 54
Amanda Fizher | Amanda Fisher
Pamela Smith Shdath_2 23] [95ci1(23)
tathematics 3 [ Science 9
+510 SCI 2
Traviz Elliot Traviz Elliot
Rebecca'walker B5C1_5(25)  |9Wwi_2 (18]  (BMath_2[25)
Science 8 Metalwork 3 I athematics 8
SCIE b 1 t5SE
Luke Evans Luke Evanz Luke Evans

6.4 Staff Reports
6.4.1 Staff Absence Report

Cover >Reports > Staff Reports > Staff Absence Report

The staff absence report provides details of all staff absences for a given date range. It includes:
e Absent teachers’ names.
e Dates of absence.

e Reasons for absence.

e Whether or not the absent teachers provided medical certificates.

e Periods and teaching sets covered.
e Names of relief teachers assigned to cover the absences.
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x
1 Relief Teacher Reports ;I r Titles
1 Felief Reports Main Title IStaff Ahzence Repart
3 Staff Reports Pags FDDterI
) 5taff Absence Repart p -
C7  HAMIS Feports r Data Retrieval Options
F Fram | GFEB 2007 | To | §May 2007 |
Reasan I--."—\LL-- YI
r Staff Members
Surname First Name
Fisher &manda ;I
Calvin Jennifer
Srnith Belinda
r Sort Options
Date Sart Field "l
First Mame
Reazon ﬂ
Surname
- v
ﬂ »
Frint | Lancel

e Open the Staff Reports folder.

e Highlight Staff Absence Report.

e Edit the title if desired.

e Enter footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Select a reason from the drop down menu if required.

e Click Find.

This will populate the Staff Members pane with the names of all the teachers who have been
absent during the specified date range and, if applicable, for the selected reason.

e Select one or more staff members

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination.

e Click OK.

Report for schools using the timetabling module:
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'COVER - Staff Absences’

so 0N
West Coast District High School
Staff Absence Report for 10 DCT 2005 to 14 OCT 2009
Absent Staff Member | Date Reason Med Cert | Period |TSet Relief Staff Member
Jennifer Calvin 10 QCT 2005 |51 Mo 1 BEMG_2 Rebecca Walker
=l Mo 2  |9Eng_2 John Jones
11 OCT 2005 |5l Mo 2 BEMG_2 Famela Smith
=] Mo 3 9Eng_2 Famela Smith
Sandra Corner 10 QCT 2005 |EX Mo 1 A5&E_5 Gillian Adams
EX [ [a] 2 85&E_4 Gillian Adams
Ex [ [a] 4 9Eng_3 Gillian Adams
Ex Mo A BEMG_3 Gillian Adams
11 OCT 2005 |5l Yas 2 BEEE_A Evan Dale
Sl fas 3 BSEE_4 Jaonathan Ywheelar
=1 Yes i1 9Eng_3 Amanda Fisher

Report for schools not using the timetabling module:

‘COVER - Staff Absences®

o 0O
South Gate Primary School
Staff Absence Report for 10 QCT 2005 o 14 OCT 2005
Absent Staff Member Date Reason Med Cert | Period |Relief Staff Member
Elaine Abbott 10 0CT 2005 (S Mo A Harris Barclay
=1 Mo P Harris Barclay
11 OCT 2005 |5 Mo Al | Carl Best
s Mo P Carl Best
Mark Alan 10 OCT 2005 |5 Mo Al | Joseph Brigy
5 Mo FM  |Joseph Brigy
11 QCT 2005 |5 Mo Al |Joseph Brigy
5 Mo FM  |[Joseph Brigy
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6.5 HRMIS Reports
6.5.1 Staff Absence Summary

Cover > Reports > HRMIS Reports > Staff Absence Summary

The Staff Absence Summary Report is used for the HRMIS system and provides a summary of
staff absences with relief details.

The following report options are available:
e Selection on Date Range, Leave Reason, Leave Code and Absent Teacher.
e Sort by Date, First Name, Surname Leave Code and Leave Reason.

5I
1  Relief Teacher Reports ;I r Titles
1  Relief Reports bzt Title: IStaff Abzence Summary Repoart
1 Staff Reports Fle Famtar I
HRMIS Repart
o 1 aff ..,__ F— - Data Retrieval Options
Staff Abzence Summany From | B FEE 2007 Ta I B MAT 2007 Elnd
|:| Relief Pagment Summary —I J
] Relief Allocation Summa Reason |[..aLL - - Leave Code I ALL - YI
- Staff Members
Surmame Firgt Marne
Fisher Amanda ;I
Calvin Jennifer
Smith Belinda
a
 Sort Options
Date Sort Field av
Firzt Marmne I_I
Leave Code :I
Reason
= Sumname =
| | _>l_I
Frint | LCancel

e Open the HRMIS Reports folder

e Highlight Staff Absence Summary

e Edit the title if desired

e Enter a footer if desired

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Select a reason from the drop down menu if required.

e Select a Leave Code from the drop down menu if required.

e Click Find.

This will populate the Staff Members pane with the names of all the teachers who have been
absent during the specified date range and, if applicable, for the selected reason.

e Select one or more staff members.
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e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination

e Click OK

'COVER - Staff Absences’

$o Ou
West Coast District High School &
Staff Absence Summary Report for 10 OCT 2005 to 12 QT 2005
Absent Teacher (1] Date Periods |Leave Reason Leave Code Medical [Assigned Relief Teacher 1D
Cert
Jogeph Brigg MN2401 10 0CT 2005 2 FD SHO-SHORT LEAVE Mo Ruth Fortune 220414
M2401 11 0CT 2005 2 FD SHO-SHORT LEAVE Mo Ruth Fortune 2204145
M2401 12 0CT 2005 1 PO SHO-SHORT LEAVE Ma Gillian Adams 204567
Sandra Corner MN2404 10 0CT 2005 4 Ex CMF-COMNFERENCE Mo Gillian Adams 204567
MN2404 11 QCT 2005 3 = SkU-SICK LYE UNPD Yes  |Amanda Fisher M2411
MN2404 12 0CT 2005 3 sl SKU-SICK LYE LUNPD ‘fes  |Pamela Smith 210567

Note: The ‘Periods’ column display the total periods requiring cover, not the individual
periods. The Assigned Relief Teacher column displays the staff member who is in the
Assigned Relief column in Assign Relief window, not the staff member assigned to take the
period.

6.5.2 Relief Payment Summary

Cover > Reports > HRMIS Reports > Relief Payment Summary

The Relief Payment Summary Report is used for the HRMIS system and provides a summary of
staff absences with relief details.
The following report options are available:

e Selection on Date Range, Leave Reason, Leave Code and Absent Teacher.

e Sort by Date, First Name, Surname Leave Code and Leave Reason.
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& COYER - Reports

D Fielief Payment Summary

|:| Staff Absence Summary Fram I EFEB 2007 |

3 PRelief Teacher Feports ﬂ Titles

1 PRelief Reports tair Title IHelief Staff Payment Summary
3 Staff Reports e Fastian I

=3  HRMIS Reports

To [ & May 2007

. . Reason |- ALL - * | Leave Code | aLL -
|:| Relief Allocation Summary - Relief Membars

Surname First Mame Relief Type
Jones Jack ERT ;I
Smith Faul ERT
Abbott Elaine IRT
Alan taria Theresa IRT
4| | |

 Sort Options
Date Sart Figld | av |
Leave Code
Firzt Marme :I
Sumname

| ||| Feason =
4| |
FPrrint | Cancel

e Open the HRMIS Reports folder.
e Highlight Relief Payment Summary.

e Edit the title if desired.
e Enter the footer if desired.

e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Select a reason from the drop down menu if required.
e Select a Leave Code from the drop down menu if required.

e Click Find.

This will populate the Staff Members pane with the names of all the teachers who have been
absent during the specified date range and, if applicable, for the selected reason.

e Select one or more staff members.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)

e Click Print.
e Select the desired report destination.
e Click OK.
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Weat Coast Districet High School

Rallaf 3taff Paymart Summary o 10 OCT 2005 to 19 OCT 2000

[T JReliet Tencher o Mscated Relicta [iype [Temcher Replaced Re=san Leawe Colle Py Stnbe
Peakads] Homs

100CT XE Edlan Adara WEET 1 4E [T Sordia Caren [T M CHFCOMFERENCE Paid

11 ICT 2 Evan Claln HIUE i M0 |IAT Barelia Caren [ET Bl BRIIEICE LVE UHPD Faid

11 ICT 16 faens Fide [FITE 1 E AT Gardia Coren [ET] ] GRLISICE. L¥E UKD NorFape..

TOOCT 2 Frdh Frare ZMTE z 00 |EAT =T [ET] ] EHOGHIAT LEGWE 2]

11 DCT 206 20u1E 2 2E  |@T Jrwzgh Brigg MZ4H P EHDSHIAT LESYE Paid

IGT 805 [chndomes 18 i 300 [EAT Jorriker Cavn N4 5l FRII-GICE, LVE URPD ok P

I00CT A0E  [emes Kenl 31 1 410 |ERAT Luke Evere: [ETT Fo GTLUSTLICY LIKP Mok Fosid

T ICT ETE ZIRET z 0 |EAT Terriker Calvin [E ] Bl 2]

11 OCT a5 Tabiha Swindon [l :] ] =10 IRT Luka Evare: N2410 LMD Mo Fapa.

0T A6 Feberra waker A i 0 |EAT Jerriker Colvn |r.|3m ] SRLISICE L¥E UKD Fead

NICTAE  Ponsthon e 15378 1 TE AT Earvisa Cormi |H2-H]+ | |5KJ.I-EII:K LYE LINFD NorPape..

6.5.3 Relief Allocation Summary

Cover > Reports > HRMIS Reports > Relief Allocation Summary

The Relief Allocation Summary Report is used by the HRMIS system and reports on paid and
unpaid periods cover periods by absent staff or department.

x
elief Teacher Reports 1| Titles
1 Relief Teacher R A [T
1 Relief Aeports tain Title: IHelief Allocation Summary
1 5taff Reports e amtian I
=3  HRMIS Feports
[ Staff shsence Summary From I 6 FER 2007 | To | B kAT 2007 |
D Fielief Payrment Surmary .
[BEFclisf Allocation Summan [ First Greup Second Group
' & Group by Departrent * Group by Leave Code
= Group by Absent Teacher i~ Group by Leave Reason
- Staff Members
Surname First Mame
Fisher Amanda ;I
Calvin Jennifer
Smith Belinda

| or”

o

e Open the HRMIS Reports folder.

e Highlight Relief Allocation Summary.
e Edit the title if desired.

e Enter footer if desired.
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e Select a date range. (See Section 6.1.2 on using the Date Selector.)
e Select the required Cycle.
e Click Find.

This will populate the Staff Members pane with the names of all the teachers who require cover for
the specified date range.

e Select on or more staff members.
There are two options to group the report output display:

First Group

First Group
(#) Group By Department

() Group by Absent Teacher

Note: The ‘Group by Department’ field is disabled for schools not using the timetabling
module

Second Group

Second Group
() Group by Leave Code

) Growp by Leave Feason

e Select the relevant option for the First and Second Group option.

e Select the appropriate Sort fields as required. (See Section 6.1.3 on report field sorting.)
e Click Print.

e Select the desired report destination.

e Click OK.

Select ‘Group by Department’ and ‘Group by Leave Code’.

Firgt Group Second Group
(%) Group By Department (%) Group by Leave Code
() Group by Abzent Teacher () Group by Leave Feason

The following shows an example of the report:
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‘COVER - Relief Allocations Summary’

o

West Coast District High School

Relief Allocation Summary for 40 QST 2005 to 12 OCT 2005

Department Leave Code Total Number of Periods Total Number of Hours

Paid Unpaid |[Total  |Paid Unpaid | Total

Deszign & Technology STU-STUDY UNP 0 1 1 000 1:.05 1:.058

English CNF-COMFEREMCE 2 0 2 1:00 0:00 205
SHO-SHORT LEAVE 3 0 a 1:00 0:00 200
SKU-SICK LVE UNFD ] 1 1 0:00 1:05 1:05

Mathematics STU-STUDY UNP ] 2 2 0:00 205 205

Science STU-STUDY UNP 0 1 1 0:00 1:00 1:00

Society & Environment CHF-COMFEREMCE 2 0 2 1:00 (Iqui} 200
SHO-SHORT LE&VE 2 0 2 1:00 0:00 205
SKU-SICK LVE UNPD 1 1 2 0:00 1:05 205

Select ‘Group by Department’ and ‘Group by Leave Reason’.

Firgt Group Second Group
(%) Group By Department () Group by Leave Code
() Group by Abzent Teacher (%) Group by Leave Reason

The following shows an example of the report:

‘COVER - Relief Allocations Summary’

SO0

West Coast District High School

Relief Allocation Summary far 100 QCT 2005 o 42 OCT 2005

Department Leave Reason Total Number of Periods Total Humber of Hours

Paid Unpaid | Total Paid Unpaid | Total

Design & Technology FD 1] 1 1 000 1.08 1.08

English Ex 2 ] 2 1:00 0:00 205
FD 3 0 3 1:00 000 00
5l ] 1 1 0:00 1:.05 1:05

I athematics FD i 2 2 000 208 208

Science FD 1] 1 1 000 1.00 1.00

Society & Environment Ex 2 0 2 1.00 000 200
FD 2 0 2 1:00 000 205
5l 1 1 2 0:00 1:.05 205

Select ‘Group by Absent Teacher’ and ‘Group by Leave Code’.

First Group Second Group
) Group By Department (%) Group by Leave Code
(%) Group by Abzent Teacher () Group by Leave Feason

The following shows an example of the report for schools using the timetabling module:
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‘COVER - Relief Allocations Summary’

¢o W

West Coast District High School

Relief Allocation Summary for 10 OCT 2005 to 12 OCT 2005

Absent Teacher Leave Code Total Number of Periods Total Number of Hours

Paid Unpaid | Total Paid Unpaid | Total

Jozeph Brigg SHO-SHORT LEAVE 5 a 5 1:00 0:00 505

Sandra Carner CMF-COMNFEREMCE 4 i 4 1:00 0:00 4:.08
SKUJ-SICK. LWE UMPD 1 2 3 000 210 310

Luke Evans STU-STUDY UWFP 1] 4 4 0.0 410 410

The following shows an example of the report for schools using the timetabling module:

‘COVER - Relief Allocations Summary

0O Uu

South Gate Primary School

Relief Allocation Summary for 10 QST 2005 to 12 OCT 2005

Absent Teacher Leave Code Total Number of Periods

Paiid Unpaid | Total

Elaine Abbott SHO-SHORT LEAVE 2 2 4

Maria Theresa Alan SKU-SICE LVE UMPD 0 4 4

Mark Alar SCEAw//0 MED TCH 0 2 2
STUSTUDY UNP 0 2 2

Select ‘Group by Absent Teacher’ and ‘Group by Leave Reason’.

First Group Second Group
() Group By Department () Group by Leave Code
(%) Group by Abzent Teacher (%) Group by Leave Feason

The following shows an example of the report for schools using the timetabling module:
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‘COYER - Relief Allocations Summary’

¢o W

West Coast District High School

Relief Allocation Summary for $00 QCT 2005 to 42 OCT 2005

Absent Teacher Leave Reason Total Number of Periods Total Number of Hours

Paid Unpaid [Total  |Paid Unpaid | Total

Jozeph Brigg PD 5 0 5 1.00 0:00 505

Sandra Corner EX 4 0 4 1:00 0:00 4:05
5l 1 2 3 0:00 210 310

Luke Evans FD 0 4 4 000 410 410

The following shows an example of the report for schools using the timetabling module:

‘COVER - Relief Allocations Summary’

S

South Gate Primary School
Relief Allocation Summary far $0 OCT 2005 to 12 OCT 2005
Absent Teacher Leave Reason Total Number of Periods
Paid Unpaid | Total

Elaine Abbatt 5 2 2 4
Maria Theresa Alan 5 i 4 4
bark Alan 5 1] 2 2

5T a 2 2

C IVI Ca IntegrisCoverManual.docx 10-Jul-13
Page 6-46
© 2013 Civica Education Pty Ltd



CIVICAa Cover Manual

Index




7 Index

A
Absence Days 3-3
Absent Teacher Summary 6-32
activate a parameter option 5-2
Active flag 4-5
add a field to be sorted 6-5
add a new parameter 5-8, 5-19
Add or edit a note for the relieving teacher 2-19
Add the Specialisation area for relief staff 4-18, 4-21
Add the subjects that an external relief teacher is qualified
to teach 4-20
Adding a Relief Staff Member 4-16
Adding an External Relief Staff Member 4-18
Adding an Internal Relief Staff Member 4-16
adding subjects 4-28
Allocation Advice 6-20
Allocation Summary 6-22
Ascending/descending sort order 6-5
Assign a relief teacher on a per period basis 2-26, 3-17
Assign a relief teacher to an absent staff member 2-24, 3-16
Assign Relief Drop-Down Menu 2-15, 3-6
Assign Relief Staff Window 2-13,3-5
Assign Relief Teacher Window 2-28, 3-19
Assign Relief Toolbar 2-13,3-5
Assigning a relief teacher 2-23,3-14
Availability Bulk Entry 5-2
B
Bulk edit the ‘Willing to undertake paid relief’ indicator 5-4
Bulk edit the Load Status for Internal Relief Staff 5-3
C
change the directions of the sort 6-5

Changing the Date Range in the Staff Absences window 2-4
Changing the room for the teaching set to be covered 2-18,
3-9

Clear Browse Set 4-11, 4-15
Cover Allocation 3-2
Cover Allocation Toolbar 3-2
Cover Allocation Window 3-2
Cover Reports 6-2
Cover Sidebar 1-3
Creating a Browse Set 4-10
D
Date Selector 6-4
delete a parameter 5-15, 5-25
Delete a qualification 4-27
Delete a query 4-13
Delete Staff Absence 2-12
Deleting Parameters 5-15, 5-24
deleting subjects 4-28

CIVICA

E
Edit a qualification 4-27
edit an existing parameter 5-9, 5-20
Edit Availability of relief staff 4-25, 4-30
Edit Cover Periods 4-24
Edit Cover Periods 4-29
Edit Load Status 4-22
Edit Staff Absence 2-11
Edit the Specialisation area for relief staff 4-23, 4-29
Edit the subjects that an external relief teacher is qualified
to teach 4-28
Editing a Relief Staff Member 4-21
Editing External Relief Staff Details 4-25
Editing Internal Relief Staff Details 4-22
Editing Personal Information 4-25
Editing Qualifications and Skills 4-26
Enter qualifications for an external relief member 4-20
Excluding timetabled periods from relief allocation 5-5
Exclusion Planner 5-4
External Relief Register 6-18
F
Features of the Assign Relief Teacher window 2-28, 3-19
Filter Parameters List 5-16, 5-26
filter the parameter list to show all entries 5-17, 5-27
filter the parameter list to show only active entries5-16, 5-26
Filtering Cover Allocation 3-4
Filtering the Cover Allocation List 3-4
Find Relief Staff 4-6, 4-7
Find Toolbar 4-7
H
HRMIS Reports 6-39
|
Internal Relief Register 6-15
L
Loading a saved query 4-13
Locating Relief Staff Members 4-5
lock a parameter 5-11, 5-21
Logging on 1-2
M
make a parameter active 5-13, 5-23
make a parameter inactive 5-13,5-23
Mark a cell for assignment of a relief teacher 2-17
Modifying/Adding Parameters 5-8, 5-19
N
Navigation Buttons 4-6
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Parameters

Payment Claim

Prerequisites

Print Relief Register Records

Print Relief Summary

Printing Cover Reports

Printing the Relief Register Record
Printing the search results
PrintReliefAdviceReport

Reason for Absence

Reason for Absence Toolbar
Relief Allocation Summary
Relief Payment Summary
Relief Register

Relief Register Toolbar

Relief Register Window

Relief Reports

Relief Staff Payment Summary
Relief Staff Register

Relief Teacher Advice

Relief Teacher Reports
remove an item from the sort field list
Report Field Sorting

Report Title/Footer

Saving a query

Select Relief Staff Type
Sidebar, Cover

Staff Absence Report
Staff Absence Summary
Staff Absence, Day

CIVICA

5-2

6-7

1-2

4-31

2-22,3-13

6-5

4-31

4-9

2-19, 2-21, 3-10, 3-12

5-7
5-8

6-28, 6-42
6-40

4-2

4-4

4-2

6-20

6-9

6-11

6-27

6-7

6-5

6-5

6-3

4-11
4-5
1-3

6-36

6-39
2-4

Staff Absence, Delete 2-12

Staff Absence, Edit 2-11
Staff Absence, Period 2-7
Staff Absences 2-2
Staff Absences Tool Bar 2-3
Staff Reports 6-36
Standard Cover Report Features 6-3
Support NT 8-2
T
teacher load status 5-2
Teaching Set Lists 6-31
To add or edit a note for the relieving teacher 3-10
To delete excluded timetabled periods from Exclusion
Planner 5-7
To mark a cell for assignment of a relief teacher 3-8
To unmark a cell for assignment of a relief teacher 3-8
To view details of a period to be covered by relief 3-9

To view teaching set members for a period to be covered\ 3-
10

Toggle Active Status 5-13, 5-23

Toggle Locked Property 5-11, 5-21

Type of Leave 5-18

Type of Leave Toolbar 5-18
V)

unlock a parameter 5-12, 5-22

Unmark a cell for assignment of a relief teacher 2-17
Vv

View all saved queries 4-13

View details of a period to be covered by relief 2-17

View teaching set members for a period to be covered 2-19
View the Query List 4-7,4-12
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8 Support
8.1 WA

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

of Education.

Contact details below:

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

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

Fax (CSC)
9264 4701

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

Email (CSC)
customer.service.centre@education.wa.edu.au

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

8.2 NT

Should you require support please contact the following:

DEET SAMS Support

Email sams.deet@nt.gov.au

Or Call DEET Hotline 8999 3531

Or Fax SAMS/DEET 89995611

Or Web Site http://www.latis.net.au/sams/
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