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Copyright

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

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

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

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

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

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

services.

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual
property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.
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Training Outcomes
At the conclusion of Cover training, participants will be able to:

e Enter teaching subjects into Staff Details

e Add Subject Area Parameters

e Add internal and external relief staff to the Relief Register and edit their details
e Edit staff availability for relief

e Flag teaching periods as not requiring relief (timetabling schools only)

e Add and edit Reason for Absence parameters

e Enter and edit staff absences

e Assign relief teachers to cover staff absences

e Produce arange of Cover reports
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Training Program

Time Content
8.30 am/12.30 Coffee and Registration
pm

8.45 am/12.45
pm

Introductions
File Menu
Overview of Administration Manager
Staff Detail
Parameters — Subject Area
Overview of Timetabling (Timetabling schools only)
Timetable Cycles
Timetabling Reports
Cover
Relief Register
Parameters
Staff Absences

10.15 am/2.15
pm

Morning/Afternoon Tea

10.30 am/2.30
pm

Cover
Assigning Relief Staff
Cover Allocation
Cover Reports
Review

11.45am/3.45 pm

Close
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1 Getting Started

1.1 Introduction

These notes are intended as a reference during 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 members of staff are
known to be absent. Due to the nature of staff relief, staffing and timetabling are important
considerations.

1.2 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.

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

Activity: Logging On

e Tolog on, double click on Integris Training on the desktop
e Type ADMIN as the User Name
e <Tab> and enter the password keys

School Management Solutions - Integrated Database
E.91.171 [15/01.90] Estended Mode

c%g UserMame  [ADMIN
Pazzwaord Iwmn—

RN\ o] _a

Datafilz Path: CAKEYSANTEGRIS\RMOBNTRGOATAIMNTEGRIS.OF

e Click on Login or press <Enter>

Note: For assistance with user names and passwords, please see the Integris
Administration Manager Manual or access Help from the top tool bar that gives
comprehensive Help contents.
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1.3 The File Menu

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

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

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

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

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

Report Destinaktion

Destinatior |F'arameters| Page sizesl

S

] FYTY
Hli101]
Latoan Q’.—'EI
110100
oa1011

Frirter Presvigw S creerg Disk. Clipboard Fart
Tl ® ps X
File: HTHL Pastscript RTF

Cancel | (]9 I

Activity: The File Menu

Top Toolbar > File

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

e Change User

e Lock Terminal

e Report Destination
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1.4 Accessing Help

Activity: Accessing Help

Top Toolbar > Help > Help Contents and Index

e Click Help in the top toolbar

e Select Help Contents and Index

Integris Help

Integris Help

Help iz availakle for the following installed Integris modules.
Select an area from the list belovy and click on the 'Help! button.

Help Areas

Integris Assessment Help d
Inteqriz Behaviour Managerent Help

Integriz Biling Help
Integriz Census Help J

Integriz Curmiculum Manager Contestual Help
Integriz Curmculum Manager Help
Intenris | ezann Attendance Heln j

Help | Cloze

Highlight Integris Cover Help
Click Help

View the Cover manual
Close the manual and Help

CIVICa
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2 Introduction to Administration Manager

Administration Manager is the basis of the Integris software. Users of the Cover module will need
to be aware of these particular functions within the Administration Manager to be able to work

effectively in Cover:

e Staff Details

e Parameters - Subject Areas

Note: If more information is required regarding Administration Manager, attending the
Administration Manager training program is recommended.

2.1 Staff Details

General > Staff Details

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

i staff
"] | Current -

x|
() S/ 08¢  agdBaBRO Lo

Ms Elaine Abbott (2400)
Gender - Female

Staff Type - Permanent

Staff Code - ABBE
ID Number - N2400

Initialzs E Salutation ke Abbott Phone 1 9370 9598
Surname Abbott Address 55 Smmith Street,
Legal Surname  Abbott Perth, Phone 2
Farmer Surname W,
FistName  Elaine 5000 Fax 9370 9649
Second Mame  Jay
Third Marne Makile 040 777 1439
Freferred Mame Lainey
Date of Birtth 1 JAK 1970 E Mail lainepEiozemail. com. au
1D Mumber N2400 Join Date 23AUG 1339 Leave D ate
-Contacts
Mame Relationzhip | Phone Address Mok | Emrg
Anne Greatores Sister 0517 654311 i Finey Woods, Wa, B339 Mo Yes ;I
r Frank Hawater Mat zpecified 9087 7700 1 5t Georges Toe, Perth, W, B339 Ye: iMo
4| | 3|
Search I Mak - Mext of Kin - Emrg - Emergency
CIVI Ca Integris Cover Training Notes.docx8-Jul-15
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2.1.1 Entering Staff Details

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

Female

Personal Info |Additional Infa I Contacts | (1]u]] I Qualifications I Groups | Teaching | Training ¢/ Skills | Contracts |

Title Initialz Surname Salutation

I I Address

|

Firgt Marne I Preferred Wame I I
Second Mame I I
Third Marne I E I
|

|

Leqal Surnamme I Farmer Surnarme I
Taownd/Sub
Gender i Male Date of Birth I State

i+ Female Paostcode I
Counkry |

Staff Code I Join Date I‘I? JaM 2008
Reference IEI Leave Date I Tel1 |
Tel 2 I
1D Muriber I Fax |
Mobile Mo, |
Staff Type | ;I E -t ail |

1] LCancel |

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

Mandatory fields are:

e Surname

e First Name
e Date of Birth
e |D Number
o Staff Code

It is also be good practice to include:

o Title

e Gender

e Staff Type

e WACOT number
e Teaching details

Note: Teaching details are not used by the Timetabling module but they are used by Cover.
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Activity: Staff Details

General > Staff Details

=

View the Personal and Teaching = ** details for Elaine Abbott

Enter yourself as a new member of staff.

Click Add <

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

o Title

o Surname *

o First Name *

o Gender

o Date of Birth *

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

o Staff Type

Note: *indicates the field is mandatory

UDI —= WACOT Number
WACOT is the Western Australia College of Teachers.

Click on the UDI tab
Highlight WACOT Number

Click on the Edit UDI ﬁl
Enter the WACOT number

Edit UDI
WACOT Mumber Ok |
B7EE4321
I Cancel |

Click OK to save the WACOT number

CIVICAa
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Entering Subject Information

e Select the Teaching tab

e Highlight the subjects that you can teach on the right and click o) B

e Select your main subject on the left and click v Mansubeet

Note: Entering subjects here informs the Cover Module but not the timetable. Hence it is
good practice to enter subjects for relief teachers here, but subjects for teachers on staff
should be entered into Timetabling > Timetable Setup > Staff Preferred Subjects

e Click OK to save the Staff Details entered

2.2 Parameters
2.2.1 Subject Area

General > Parameters > Subject Area

Use the Add | & and Edit J to add or edit subject areas.

|
BLT| B =S

Sci Science sCI TES iYES
b ath M athematics M&THS TES iYES
PE Physical Education H%FPE YES IYES
At At ARTS YES YES
D&ET Design and Technalogy TEE YES iYES
LOTE :LOTE LOTE TES YES
HEc Home Economics T&E YES IYES
SEE Society & Ervironment SEE YES iYES
Bus Business Studies TEE YES iYES
Pz bugic: ARTS TES YES
Dram Drama ARTS TES iYES
Comp  {Computing T&E YES IYES
[~

LCloze |

Note: Subject Area may be used to indicate a relief teacher’s area(s) of specialisation in the
Relief Register in the Cover module.
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Activity: Adding a Subject Area

General > Parameters > Subject Area

<&

e Click Add —-
e Add Health Education as a Subject Area

W Add Subject Area 5'

Code HEd

Mame |Health Education

Learning Area I HE&PE 2 I

Active v Locked =

ok I Cancel |

Link it to the Learning Area H&PE
Click in Locked

Click OK to save

Close Subject Area and Parameters

CIVICa
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3 Introduction to the Timetabling Module (Timetabling Schools
only)

The Timetabling module facilitates the creation of a timetable and allows the efficient day-to-day
maintenance of the timetable. It also informs the Cover module which periods and teaching sets
need be covered when teachers are absent.

3.1 Timetabling Terminology and Concepts

The TIMETABLE is a tool that enables the resource needs of the school to be managed. A
school’s timetable is a plan of the student’s time, which indicates the subject being studied, its
location, the teacher taking the class and the frequency of the subject. The subject choices of
students need to be satisfied within the constraints imposed by the limited resources of teachers
and rooms.

The TIMETABLING YEAR holds all of the school’'s timetabling activity within the school year.
Integris will store past, present and future timetables enabling users to move between timetables.
Within a timetable year, a CYCLE contains information regarding Cycle dates and period
structures drawn from the school calendar and connects with the Lesson Attendance module.
Cycles can be defined for each logical or physical CAMPUS. Students grouped together for
timetabling reasons are identified as a COHORT and students may belong to multiple cohorts.

GRIDS are the focus of timetabling activity and can be created or cloned from previous years. All
Staff, rooms and subjects can be made available or unavailable, where required, to a grid. The
grid provides the framework within which the teaching sets required to satisfy the selections of
students within the grid will be placed.

Grids are made up of BANDS, which are similar to gridlines, but are divided up into BAND
RECORDS. Band records can be individually manipulated and ultimately represent a single
occurrence of that combination of teaching sets on the timetable.

Student PREFERENCES (subject selections), as well as reserve preferences, may be allocated,
individually or in bulk, selected from groups or promoted from the previous year.

Grids may be created manually or by using the AUTO-SCHEDULER or using a combination of the
two to add some fixed elements. The auto-scheduler can take into account a wide range of
constraints when determining the optimal solution.

Grid manipulation is referred to as MODELLING, and a comprehensive set of tools is available to
assist with the modelling process from horizontal and vertical representations of the grid.
Modelling can be used to construct a grid manually, as in Fixed Grid schools or to manipulate the
output from the auto-scheduler.

Grids are assigned to one or more SCHEDULES. Schedules have a defined period of activity and
a TIMETABLE will be a combination of all events active at a particular time.

Each period of time for which the timetable remains unchanged is known as a TIMESLICE. The
timeslices required by the timetable are calculated automatically by the system by examining each
of the schedules linked to grids.

The timetable applicable to any date during the year can be selected by choosing the appropriate
timeslice from a list of date ranges provided.
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3.2 Timetable Cycles

Timetabling > Timetable Setup > Timetable Cycles

At least one timetable cycle must be defined for each timetabling year and contains the details of
the cycle dates and period structures the school will use. The timetable cycle draws details from
the school calendar and forms a connection to the Lesson Attendance Year and the Cover module.

W Timetable Cycles : |

Cycle dezcrption

_ 2]
-

¥ Display Only Active Cycles

Timetable Cycles |Mastel Period Structure | Staff Availability | Fioom deeailabilit

Week/Cycle Mo, | Start Date Start Day Dezcrption il
1 ton 1 FEE 10 Monday Tem 1 -week 1 -

2 Mo 8 FEE 10 Monday Tem 1 -'wWeek 2

3 Mor 15 FEE 10 Monday Temn 1 -Week 3

4 Mor 22 FEE 10 Monday Temn 1 -week 4

5 Mor 1 MAR 10 Monday Temn 1 -*Week 5

Cycles may remain in use for a number of years or may change from year to year. A cycle will be
linked to the timetabling year via the grids that use it and may be cloned and/or edited for use in
future years. The number of days within a cycle is unlimited. If a 5-day cycle is chosen the day
names will default to Monday, Tuesday etc. If any other cycle is chosen the day names will default
to Day 1, Day 2 etc. The day names are editable if required. Cycle details may be added
progressively over time. A row refers to a line on the timetable and this may be a teaching period
or a break, for example lunch. Therefore 5 rows per day may indicate 5 teaching periods or any
combination of teaching periods and breaks, for example 3 teaching periods, lunch and recess.
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Activity: Viewing the Timetable Cycles

Timetabling > Timetable Set up > Timetable Cycles

W Timetable Cycles ' x|

M0 v

Cycle Mame Cycle descrphion

L LILIE

¥ Dizplay Only Active Cycles

Timetable Cycles |Masler Period Structure | Staff deeailability | Foom 2evailabili

‘wieek/Cycle Mo, | Start Date Start Day Description il
1 ton 1 FEE 10 Fd onday Temn 1 -Week 1 -
2 ton 8 FEE 10 M onday Term 1 -Week 2

3 Mon 15 FEE 10 t onday Tem 1 -Week 3

4 Mon 22 FEE 10 F onday Tem 1 -Week 4

5 Mo 1 MAR 10 F onday Tem 1 -Week 5

[ Mon 8 MAR 10 Fd onday Tem 1 -Week B

7 Mon 15 MAR 10 I onday Tem 1 -Week 7

g Mon 22 MaR 10 M onday Term 1 -Week 8

9 Man 29 MAR 10 F anday Tem 1 -WwWesk 9

10 Mon 19 APR 10 F onday Temn 2 -Week 1

11 Mon 26 APR 10 Fd onday Tem 2 -Week 2

12 ton 3 MaTY 10 Fd onday Tem 2 -Week 3

13 Mo 10 MaY 10 I onday Tem 2 -Week 4

14 Mon 17 May 10 M onday Tem 2 -Week &

15 Man 24 MaAY 10 M anday Tem 2 -Week &

16 Mon 31 MaAY 10 F onday Temn 2 -Week 7 -
4| | x|

e Highlight 2010 - 5 and click Edit il in the top right of the screen
e View the cycle definition, then click Cancel to close

e View the Master Period Structure tab
e Click Display Preview to view the period structure graphic, then close

e View the Staff Availability tab
e Close Timetable Cycles and Timetable Set up
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3.3 Timetabling Reports

Timetabling > Reports

Timetabling reports are located within the Report option on the Timetabling sidebar.

| Rl T S| |
%] £l T & W=
&
1 Planning and Preparation Feports
1  Planning and Preparation Reports 1 0%M Reparts - Timetable
=Y 0% M Repors - Timetable 3 O&%M Reports - Students | :': | ’ wl I & | W | &
[E] Horizontal Grid Summary 3 O%M Reports - Staff
B Vertical Giid Set Distribution [ Teacher Clash Summary o
[ Period Surmmany U staf Timetable 1 Planning and Preparation Fleports
[ Exam Timetables 0 staff Load 1 0O#M Reports - Timetable
9 D&M Repors - Students D Relief Teacher Timetables 1 D&M Peports - Students
[E] Student Timetable by Date Rang B Teacher Usage Summary 1  0%M Reports - Staff
B Student Timetable by Grid [ Free Teacher Summary 1 0&M Repats - Rooms
[ Student Load & O&M Reports - Rooms =3 0% M Reports - Teaching Sets
(] Cleararice Form 0 Roam Clash Summary [ Teaching Set List [all Sets]
1 0O&M Repors - Staff O Room Timetable [E] Teaching Set List by Schedule
(1 O%M Reports - Rooms D Rioom Load D Usger Defined Teaching Set Lists
[0 0%MReparts - Teaching Sets U Room Usage Summary [ Studerts and their Teaching Sel
D Free Room Summarn

Reports that may be useful when organising teacher relief are located in the Operational &
Maintenance Reports — Staff folder.
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Activity: Viewing Timetabling Reports

Timetabling > Reports > O&M Reports — Staff > Staff Timetable

e Selectthe current TT Year , Cycle and Date Range
e Click Find
e Select Harris Barclay and Sandra Corner
e Click OK to select them both
e Click Print
X
| T S|
1 Data‘Yalidation Reports ;I rTitles
1 Planning and Preparation Feports b i Title: IStaff Timetable
] 0&M Repars - Timetable ey I
1 0O%M Reports - Students
23 0 &M Reports - Staff ~Select
D Teacher Clash Summary Teacher(s]
Staff Timetable TT ear |2010 =| |BARH BARCLAY Hanis =]
0 Staff Load CORS CORMER Sandra
Attoa Cycle  |2010-5 s

D Fielief Teacher Timetables

D Teacher Usage Summary
D Free Teacher Sumram

0 % M Reports - Rooms

0 % M Reparts - Teaching Sets

(i

Range |1FEB 2010-2JUL2... x|

" o

Print Cancel

e Double click on the Screen icon to view the reports

e Close the reports

ClvVICa
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Timetabling > Reports > O&M Reports — Staff > Staff Load

e Select the current TT Year , Cycle and Date Range
e Click the Find by Department radio button and select English from the Department drop-

down menu
e Select A3 Paper
e Click Print

& Reports

A= Ro=1L A

[ata Yalidation Reports

0 & M Reparts - Timetable

0 & M Reports - Students

0 & M Reparts - Staff

|:| Teacher Clash Summary
[] staff Timetable

Staff Load

elief Teacher Timatables

gooeo

Br
|:| Teacher Usage Summary
D Free Teacher Surmmary

0 & M Reports - Rooms

0 & M Repoarts - Teaching Sets

oo

B

Planning and Preparation Reports

il

rTitles

Main Title |Staff Laad

Page Foater I

rSelect
Department

TT Year [2010 | [Engish
=l

Range |1FEB 2010-2JUL2.. |

Cycle  [2010-5

" Find Staff
i Find by Department

[~ Transpose report layout
[Fiotate by 907

4 Paper

Frint I

Cancel

e Click Transpose report layout and Print again

ClvVICa
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4 Cover

The Cover Module offers schools the ability to allocate relief cover when members of staff are
known to be absent. Due to the nature of staff relief, staffing and timetabling are important
considerations.

4.1 The Cover Sidebar

The Cover sidebar gives access to the following menu options:

Cower

Staff Absences - Clicking this icon will open the ‘Staff Absences’ window that
will allow users to view, add, edit and delete staff absences

&y

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

-

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

H

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

%

Parameters Reports - Clicking this icon will open the reports submenu from which you can
run general Cover reports.

@

Reparts

4.2 Relief Register

Cover > Relief Register
The Relief Register is accessed by clicking Relief Register on the Cover Sidebar.

The Relief Register holds all the information for the Internal and External relief staff.

For internal relief, all personal information and qualifications is drawn from General > Staff Details.
These members form the Internal Relief Staff Pool. Change of personal 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. Willingness to undertake paid relief, Load Status,
Subject Specialisations, Cover Periods and Availability may all be edited in this window.

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.
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This window has four panes:

e 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.

@ Al

-4abl|dia

i COVER - Relief Register: Ms Elaine Abbott {4)

Staff Type
Title

First Mame
Initial
Surname
Gender

D ate Of Birth
Ermail

Hrn. Phane
Telephone 2
obile Mo

Fax Mo

Persanal Info |Qualficatiors/Skils | Cover Periods | Avaiabiiy |

+ [Ms | JeinDate |23 406 1939
* IEIaine Leave Date I
I E Staff Referance I 2400
+ |abbatt 1D Mumber |Mz400
IF ;I Cazual ID Expiy Date I
[1.JaM 1570 Address 55 Smith Strest,
Perth
I lainey@ozemail. com. au W,
G000
{9370 9898
I Haotex
{040 777 1439
{9370 9899

¥ | fchive

¥ il be undertake paid relist

Load Status I n.on

31 A

K

e Qualifications/Skills - displays the staff member’s academic qualifications and the subjects
that he or she is qualified to teach. For external relief teachers, these may be added from the
school’s list of available subjects. Subject area specialisation may also be added for both
internal and external relief teachers.

@ Al

i COYER - Relief Register: Ms Elaine Abbott (4)

R N AP

Personal Info BuslificationsSkill: |C0vel Periods I A ailability |

Type Description Grade [ate Attained

2 BEd 26 &PR 2000 ﬂ = |
%]

4| 3

Qualified To Teach Available Subjects

Englizh 10 - ; English 1C/D d

English 34 “ 2| |Engich 278

English & : English 2C —

English 9 Unioyusify: by | English 2D

Literature 24 English 3&4/B -

Sl = « »

Specialization t ajortinor el | Available Specislizations

d ¥  [imGr |
4 Aol |
j REMGEVE b |

Art

Business Studies
Computing

[esign and Technology
Drama

Englizh

[V N N P

L
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e 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, and whether or not feedback
on the relief was provided. This pane can be filtered to show cover periods within a particular
date range and to display All, Paid or Unpaid Cover periods.

i COYER - Relief Register: Ms Maria Theresa Alan {5) il
@ R EAE
Perzonal Infol Qualifications/Skills Cower Periods |Availabilit_l,l|
r Show Filter
From | 55EP 2005 | To | 235EP 2005 | @l [6‘ Al ¢ Paid ¢ Unpaid
Staff Member |Date |Pericd |Payable  |Paid |Date of Payment |Feedback
Barclay, Haris 5 SEP 2005 z [ Il - ;I
Barclay, Haris 7 SEP 2005 5 [ [l =2
Briga, Joseph B SEP 2005 2 2 ¥ 16 SEP 2005 i
Ok | Cancel |

e Availability- is recorded for all relief staff members. By default all staff members are displayed
as being available all day from Monday to Sunday. Users may change a staff member’s
AM/PM availability.

i COYER - Relief Register: Ms Maria Theresa Alan (5)

@ Al

R YA

Perzonal Infa Bualificationsx’SkilIsICnver Periods .-’-‘wailabilit_l,ll

Wieekday AM Pk

tonday YES YES ;I

Tueszday YES YES Change At |
Wwednesday YES YES

Thursday YES YES Change P |
Friday TES wES

Saturday MO L]

Sunday MO MO
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Activity: Viewing/Editing the Relief Register (1)

Cover > Relief Register > Personal Info

e Click Edit J
e View the Personal Info tab for Elaine Abbott, note which fields are editable
x

@ R AE

Persanal Info |Qualiications/Skils | Cover Periads | Avaiabiiy |

Staff Type * |||:|'|' ;l [ Active

Title 4 IMS LI Joirn D ate |23 ALG 1999

First Marne “ |Elaine Leave Date I

Iritial |E Staff Reference |2400

Surname * I.-’-‘«bbott 1D Mumber |N24UU

Gender IF LI Cazual ID Expiry Date I

Date Of Birth |-| JAM 1570 Address gi[?hmith Shrest j

Email I lainey@ozemail. com. au W,

E00D

Hrn. Phane |93m 9895 LI

Telephone 2 I Mates ;I

hokile Mo, |040 777 1439

Fax Na. |3370 9aag =

¥ *filling ba undertake paid relisf
Load Status IT
LCancel |

e Enter a Load Status of -0.20 (that is; Elaine Abbott is two periods a week under load)
e Click OK to save

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.
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Activity: Viewing/Editing the Relief Register (2)

Cover > Relief Register

e Click the Qualifications/Skills tab,

e Click Edit J

e Note which fields on each tab are editable

@ Al

YN AE

i COYER - Relief Register: Ms Elaine Abbott (4)

Personal Info Huslifications/Skill: |C0ver Periods I Availabilit_l,.ll

Type Description Grade [ate Attained

2 BEd 2B &PR 2000 d
1| | |
Qualified Ta Teach Awailable Subjects

Englizh 10 - ; English 1C/D -
English 34 ety | |Engieh zave B
Englich 3 : English 2C o
English 9 Unoiualify pp | English 2D

Literature 24 Englizh 348 =
English 14 LI ] | ot | »
Specialisation b ajor/Minor A Major | Awailable Specializations

ﬂ »  Minor |
4 Add |
LI Remove |

Ak

Business Studies
Computing

Design and Technalagy
Drama

L]

e

o

LCancel |

e Highlight English in the Available Specialisations pane and click R
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e Select the Cover Periods tab

e Change the From date to 1 February and click Find Relief Days LI

i COYER - Relief Register: Ms Elaine Abbott (4) ﬂ
@ 4l Y AAE
Personal Info | Qulications /Skils Cover Perinds |aysiabilty |
 Show Filker

Fram I 1FEE 2010 Tol 26 FEB 2010 | ’Vﬁ' Al Paid  Unpaid
Staff Member |Date |Period |Payable  |Paid |Date of Payment |Feedback
Brooks. Fiona SFER 2010 5 | I 2 :I
Barclay, Harriz 10FEE 2010 3 [l r r

e Click on the tick in the Feedback column to read the note
e Click OK to close the note
e Click in the Payable and Paid column for 10 February

e Click the Availability tab

i COYER - Relief Register: Ms Elaine Abbott (4)
@ al -4 Ay |EF|E

Personal Infol Qualifications/Skills | Cover Periods Availability |

Wieekday A Pk

Monday YES YES ;I

Tuesday YES YES Change AM |
wednesday YES YES

Thursday YES YES Change Pt |
Friday YES YES

i5 aturday ES E
Sunday iNO INO

e Highlight Saturday and click Change AM ___Ehana=aht |

e Repeat to Change PM

e Click OK to save the changes you have made

e Click Print = to view the relief teacher’s records
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4.2.1 Adding Relief Staff

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

When adding an internal relief teacher, 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.

Activity: Adding Internal Relief Staff

Cover > Relief Register

e Click Add <% on the Relief Register toolbar
e Choose the radio button for Internal Relief Teacher /Staff and click OK

COYER - Relief Staff Register

Flease chooze which Relief Staff Member type
wou wigh to add. Once the selection iz made click
the 0K buttan.

™ Esternal Relief Teachers/Staff

% dnternal Felief Teachers/Staff;

Ok I Cancel |

e Click in the Staff list generated and press <Crt> + <A> on the keyboard to select all the staff
members

e Click OK

COYER - Relief staff Register

Pleaze zelect thoze Staff Members that pou want
to be added to the Relief Register.

Sumame Firzt Mame

Cancel |
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Note: Most of the information in the Personal Info and Qualifications/Skills may only be
updated via the General > Staff Details window. Most of Internal Relief Staff details cannot

be edited in the Relief Register

Activity: Adding External Relief Staff (1)

Cover > Relief Register

<

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

COYER - Relief Staff Register

Flease choose which Relief Staff Member
type you wish to add. Once the selection is
made click the DK buttan.

% Ewternal Belief Teachers/Staff

= Irtemal Relief Teachers/Staft

Cancel |

e Enter the Personal Information (see below) for the new staff member.

Persanal Info |uua|ificationsf3kins | Cover Perinds | availabiity

Staff Type * [ERT =il ¥ Active

Title -+ IM, d Join Date |4 My 2010

First M arne: * IHe"ef Leave Date I

Iriitial I Staff Reference I

Surnarne a* ITeacher 1D Murmber Inggg 239

Gender IM J Cazual ID Expiry Date I

Date OF Birth J11Jun 1579 Address 19 Midway St =]
) *willetton 6155

Email I rhiinet. net.au

Hrm. Phahe I ;l

Telephone 2 I Motes ;I

Mebile Ne. | 0409 992 331

Fan Mo, I ;I
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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 on 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 Qualification/Skills
e Click Add a Qualification ﬂl

e Select a Qualification from the drop-down menu and enter the date attained

Qualification,/Skill Details

Qualiication/Skil  |BEd [

Grade I
Diate Attained [T&FER 2001

QK | Cancel |

e Click OK
e Highlight Mathematics and Science in the Available Specialisations pane

S pecialization I ajorMinor A Major | Available Specialisations
;l ; LOTE -
¥ Minor | Mathematics

Music

5 Cience

:I Remove e | Society & Ernvironment

4 Add | Phyzical Education j
-

o Click @ #a |

e Highlight Science in the Specialisations column and click Major

| =1
Specialization M ajardMinar A~ hisjor |
b athematics b irior
Science b ajor

4 Add |
LI Remove M |

e Highlight Mathematics and click Minor
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e Select the Availability tab

| COYER - Relief Register: New Relief Staff Member

@ Al vq,ﬁ}|@,|f|§
Personal Info Qualifications.fSkiIIslCover Pernods Availabilit_l,ll
Weekday Aibd Phd
Monday YES YES ;l
Tuesday YES YES Change &M |

ufednesday YES TES

Thursdap YES YES Charige PM
Fiiday YES YES —I
Saturday YES YES
Sunday YES YES
i : Change &M
e Highlight Wednesday and click ange &M _ |

e Repeat and click ___=an9= EM

e Repeat for Saturday and Sunday

e Click OK to save the changes

4.2.2 Locating Relief Staff Members
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

Activity: Locating Relief Staff

Cover > Relief Register

e To select Relief Staff using the drop down menu, click on the down arrow and
select ERT

Wi COYER - Relief Register: Ms Elaine Abbott (4)

-l ab L7 |E

il | Cover Perinds | Availabilty |

e Use the Navigation Arrows 4 b to scroll through the list of External Relief Staff
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e Click Find Relief Staff ﬂ

e Enter the search criteria from below and click Find

COYER - Staff Find Tool

wHS &
General |
Sumame |
Firstname |
Relef Type — [IAT =l
Relif Code |
Gender [Femalz [

Aictive Only I~

[T Show Inactive Parameters in Dropdown Lists

Frd | Cese |

e Click the Firstname column header to sort by first name

COYER - Staff Find Tool

LA =R P
Relief Code | Suname Firstname Relief Tupe D ate of Bith
22 Fizher Amanda IRT TJaM 1970 =
25 Greaves Annha IRT 1JaM 1570
g0 Smith Belinda IRT 1.JaM 15970
44 Mortan Chiristabel IRT 1JaM 1370
30 Hullis Chiiztine IRT 1.JaM 1970
21 Ewerage Edna IRT TJUN 1944
4 Abbatt Elainz IRT 1AM 1570
BE T awlor Elizabeth IRT Z3MAR 1344

e Click Print Find Results &
e Double click on the Screen icon
e Name your report and click OK

Search Description

Flease enter a Search Criteria Description for the report.

IFemaIe Intemal R elief

e Close the report but leave the Cover Staff Find open
e Click Back
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e Click Save current find settings as a query e |
e Name your query and click OK

Pleaze enter a name for this gueny.

I Female Intemnal Relief

Cancel | ;

v

e Clear your search criteria
e Click View the Query List v

% Biew Queries saved by everyone:

e Click
e Select Female Internal Relief and click Load
e Holding down <Ctrl> select about six staff members and click Select

fcover -staffFindTool
wH|*a

Relief Code | Suname Firstname Relief Tupe Drate of Birth

£1JAN 1970
SRR

Heaven
iHind

EFranka

b

. 7]
e Click and Yes to clear the browse set
e Click Next again

e Click Next to scroll through the browse set

Activity: Recap Relief Register

e Add a new external relief teacher

Their major teaching area is Physical Education and their minor is Society and Environment.

They are not available for relief on Friday afternoons.
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4.3 Cover Parameters

Cover > Parameters

The Cover parameters are accessed by clicking on the Parameters button on the sidebar. This
window lists all available parameters within the Cover module.

i COYER. - Parameters x|
Instructions P
Y
It the right hand panel, there ' Availability Bulk Enry —I
are a number of icons with ' Exclugion Planner
descriptive tithes showing which ' R for 4
functions are available. Bason for Absence

' Type of Leave
I order to start a function,
please double click on the
required icoh.

4.3.1 Availability Bulk Entry

Cover > Parameters > Availability Bulk Entry

B Bulk Load Status Update x|
Staff 1D First M ame Surname Load Undertake Paid R elief
W2400 Elaire: Abbott -0.20 YES

o o

Load Status IU.UU - |
willing bo undertake paid relief [ o |

The teacher Load Status 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.

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.
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Activity: Availability Bulk Entry

Cover > Parameters > Availability Bulk Entry
[ ]

Double click on Availability Bulk Entry
e Click Find 4

e Select Relief Type IRT and click £ |

COYER - Staff Find Tool

wH o &

General |
S|
Firstnarne: I
Relef Type  [IAT —
Relief Code I
Gender |- a0 - =]
i Tl v

e Holding down <Ctrl> select about six staff members and click Select

COYER. - Staff Find Tool

W TS
Fielief Code | Surname Firstharme Fielief Type Date of Birth
4 Abbott Elaine IRT -
5 {hlan iMarnia Theresa HRT
E Alan I ark, IRT 365
7 {Barclay {Harris HRT {20 MAyY 1972
8 Best Carl IRT 1.JaM 1570
| iBrigg iJoseph HRT 1AM 1970
10 {Brooks {Fiona HRT {17 SEP 1976
11 Calvin Jennifer IRT 1Jak 1570
12 i Charltan i Robert HRT {9a0L0G 1996
13 Corner Sandra IRT 1Jak 1570
14 iCreed iMicholaz HRT i1JaM 1570
15 Dale {Ewan HRT i1 JaM 1970
16 :Davids Sudilliamn HRT JaM 1970
an Lirake Lionald HT 4 M 1556
18 Duke Tany HRT i1 JAN 1570
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e Highlight all teachers in the list

Bulk Load Status Update

Load Status 020
e Enter a Load Status of -0.20 Ll
e Click Update LI

e Highlight all teachers in the list

Lo i A *illing to undertake paid relief [ " |
e Check Willing to undertake paid relief
e Click Update v

e Close the Bulk Load Status Update window

e | eave Parameters open

4.3.2 Exclusion Planner (Timetabling Schools only)

Cover > Parameters > Exclusion Planner

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. 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.

x|
a2
4 sDEc2005 P | Saveﬂ|

E xcluded timetable teaching sets
TSet Period | Grid Band | Staff Member(s)

T
!

Luke Ingriz

_ 3 9 Luke Evans
BEMNG_1 2 082005 -3 2 Harriz Barclay
BEMG_Z 1 082008 -8 1 Jennifer Calvin
BEMG_3 5 032005 -3 4 Sandra Cormer
BEMG_4 1 082005 -8 1 Michaolas Creed
BEMG_5 4 082005 -8 3 Fiona Brooks
8HE:_& 3 082005 -3 9 Simone Stevens
BIMD_1 3 082005 -8 9 Sharyn Oawald
atUS_R 3 082008 -8 | Julie Melaren
B ath_1 5 082005 -8 4 Traviz Elliat =
At 2 4 NAPNNS -8 k| ke Fuware
Motez, comments or zpecial instiuctions
Vear 8 Excursion ﬂ
| -
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Relief Day Notes

The note may be a reminder of events, such as sports day, and will assist the relief planner when
they are selecting relief staff. The note will appear on the Select Relief window at the bottom and
will be read only.

Activity: Exclusion Planner

Cover > Parameters > Exclusion Planner

All Year 8 students are attending an all-day excursion on 6 December, so no relief will be
required to cover any Year 8 classes on that day.

e Double click Exclusion Planner in the Parameters list

(L
e Click the Select a date and, using the single red arrow pointing to the right, scroll to
December, select 6th and click OK

e Click Add an exclusion [+
e Enter the following information

COYER - Add Exclusion Periods

r Timetable Options
Timetabling 'ear |2D'I il

Cycle [2m10-5

Schedule {19.JUL 201016 DEC 2010
Grid 2mn- o8- 08
Period fal

Led Ll L Lef Lol

~ Subject Dptions
Cepartrment IA"

Subject I»’-‘«II

Led Lef Lol

Teaching Set I»’-‘«II

r Motes, comments, special instructions for this day
End of year excursion ;I

[

Ok | LCancel |

e Click OK
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COYER - Add Exclusions |

\!J) Exclusion records have been added.

e Click OK

e Click ﬂl

e Close the Exclusion Planner window

4.3.3 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.

COVER - Parameters - Reason for Absence

/0| &
Code Dezcription Active Locked
UMNKMNOWHN The reazon for absence is unknown YES YES ;l
T Travel YES YES
5 Sick TES wES
FD Profezzional Development YES YES
5P Sport YES ES
F Farmily YES YES
b4 Medical appointment YES YES
J Jury Dty YES YES
x Truant YES WO
[~
[ Only show active entries 0 record(z] have been hidden Total Parameters |9

Cloze: |
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Reason for Absence Toolbar

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.

FE 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.

=1

= 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.
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Activity: Editing/Adding Reasons for Absence

Cover > Parameters > Reason for Absence

e Highlight S - lliness

e Click Toggle Locked Property o |and Yes

e Click Modify/Add Parameter 7

e Change the Description from lliness to Sick

e Press <Tab>

e Enter EL under Code and press <Tab>

e Enter Exam Leave under Description and press <Tab>

COVER - Parameters - Reason for Absence
£ | e | &

Code | Dezcription

5 Sick -]

EL Exam Leave

F Family Leave

e Enter F and Family Leave
e Click OK

e Highlight the unlocked parameters and click Toggle Locked Property o and Yes
e Leave the Reason for Absence window open
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Activity: Deleting a Reason for Absence

Cover > Parameters > Reason for Absence
e Highlight S - Sick and click Delete E

Note: Locked parameters may not be deleted.

m

e Click Toggle Locked Property 7 and Yes and Delete

Note: Active parameters may not be deleted.

e Click Toggle Active Property i

Note: Parameters in use may not be made inactive

e Click Toggle Locked Property o
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Activity: Making a Reason for Absence Inactive

Cover > Parameters > Reason for Absence

e Highlight EL - Exam Leave and click Toggle Locked Property **

e Yes to the message

e Click Toggle Active Property o

e Check Only show active entries, noting Exam Leave is no longer visible

COYER - Parameters - Reason for Absence

J 0 |ew | &

Code Description Active Locked
UNKMOWHN The reazon for absence iz unknown YES YES ;l
5 Sick YES YES

F Family Leave YES YES

-]
1 record(z) have been hidden Total Parameters |4
Cloze |

e Uncheck Only show active entries

e Highlight Exam Leave and click Toggle Active Property

Click Toggle Locked Property ¥ and Yes
Leave the Reason for Absence window open

Activity: Printing Reasons for Absence

Cover > Parameters > Reason for Absence

e Click Print Parameters =

e Print the report to the screen

e Close the report

e Close Reason for Absence
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4.3.4 Type of Leave

Cover > Parameters > Type of Leave
The Type of Leave window is pre-populated with the HRMIS leave codes.

COYER - Parameters - Type of Leave

ARl

FIM Mumber| Element Mame Description Active Locked
53785 Lw/O-LWE Ww'/0 PAY Leawve YWithout Pay TES TYES .
53903 SHO-SHORT LE&YE Shart Leave TES TES
R39a2 SKU-SICK LWE UNPD Sick Leave Unpaid T ake YES YES
54297 EME-EMERGEMCY SRVC Emergency Services TES YES
R4424 ELE-ELECTION LWVE Election Leave TES TES
54439 ABM-ABORIGAL MEETI Aboriginal Meeting Leave TES YES
54460 BER-BEREAVEMEMNT Bereavement Leave YES YES
B4475 CMF-COMFEREMCE Conference Leave YES YES
54495 CAD-CADET TR Cadet Training Leave YES YES
R4435 JUR-IURY SERY Jury Services TES TES
RARTY STR-STRIKE LE&YE Strike Leave TES YES
B4B27 LOC-LOC GO CHCL M Local Govt Council Meetings YES YES
B4E51 REL-RELOCATIOM LWVE Relocation Leawve (Unpaid] TES TES
B4E1E CER-CEREM LY Ceremonial Leave YES YES
R4E33 DEF-DEFEMCE FORCE Defence Force TES TES
RAER1 MWW T-MRTH wWST TRVL Morth west Travel Leave TES TES
5474 ST -STMD DM Stand Diovan Leave TES YES
54759 WITWITHESS Witness Leave TES YES ﬂ
EATaN LTI AT LIKIER |l mid Lfibacs | amwe WES WEE

[~ Only show active entries 0 record(s] have been hidden Total Parameters |4U

Cloze: |

Activity: Viewing Type of Leave

Cover > Parameters > Type of Leave

e Double click on Type of Leave in the Parameters window
e View the types of leave
e Close Type of Leave and Parameters

Activity: Recap Parameters

e Mark all the female internal relief teachers as being available for paid relief

On the 2nd December all Year 9 students are attending an end-of-year excursion.

e Exclude all Year 9 classes on that day from relief planning

e Add a new Reason for Absence: Jury Duty - ensure the new parameter is active and locked

@

Staff Absences
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4.4 Staff Absences

Cover > Staff Absences

Clicking Staff Absences on the Cover sidebar will activate the Staff Absences window.

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 assigned relief teacher will
be.

Fiem 250002004 @ Te [0 @] @ |4 /@ | B S
Staff Member |Date |Heason |Medica| Eertificahi Relief Member
Elaine Abhatt 25 JUL 2004 5 I~ lazh ;l
taria Thereza Alan 26 JUL 2004 UMEMN O - Relief Teacher
Jozeph Bngg 26 JUL 2004 S - Judy Jones
Carl Best 26 JUL 2004 J r Adarn Mann
Fiona Brooks 26 JUL 2004 UMEMOWN - tary Ellen
Raobert Charlbon 26.JUL 2004 ] - ulivg Miller
Gail Drirk. 26 JUL 2004 FD r Jenny Grummet
Mancy Hourani 26 JUL 2004 FD - Silly Socks

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.

From [ 5JUL 2004 Tolm @‘@ g ‘@i|§
Ltaft M ember |Date |F|eason |Medical Celtificat# Relief Member
Elaine Abbett 26 JUL 2004 5 Ird Jozh ) =]
taria Theresa Alan 26 UL 2004 5 - Relief Teacher
Carl Best 26 UL 2004 Al r Adam Matin
Jozeph Brigg 26 JUL 2004 5 - Judy Jones
Fiona Brooks 26.JUL 2004 UMEMNDWH - Mary Ellen
Fioha Brooks 5JUL 2004 UNKMOWHN r Joszh J
Jennifer Calvin 26 UL 2004 T -
Raobert Charlton 26.JUL 2004 &l - Julivs Miller
Sandra Cormer 26 UL 2004 T r by
Micholas Creed 26.JUL 2004 T -
il Dirk. 9L 2004 5 [~
(5 ail Dvirk 8L 2004 5 =
Gail Dirk. 26.JUL 2004 PD - Jenny Grummet
il Dirk. 7 UL 2004 5 [~
Gail Drirk, 28JUL 2004 FD - Jenny Grummet
Gail Dirk. 27 JUL 2004 PD - Jenny Grummet
(5 ail Dvirk 5L 2004 5 =
5 il Dvirk E.UL 2004 5 I -
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The records in Staff Absences 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.

441 Staff Absences Tool Bar

i
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

fﬁ Edit Staff Absence — enables the user to edit a staff absence

(|

Delete Staff Absence — enables the user to delete a staff absence

Note: Only current and future absences may be deleted.

&
Assign Relief Staff — opens the Assign Relief window for selected staff
S Print Relief Advice — prints the Relief Staff Allocation Advice for selected absences.
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Activity: Viewing/Editing Staff Absences

Cover > Staff Absences

.
e Click the Select From Date and select 1 February
)
e Click the Select To Date and select TODAY

e Click Refresh View

i COYER - staff Absences

Fromlw Tolm |@|@g‘? ﬁ‘%@ [ Ins
Staff Member | Date | Reazon | Medical Eertificatq
Harriz Barclay 18 FEB 2010 LIMKENOWHM r
Traviz Elliat 12 FEE 2010 UMENTWM r
Traviz Elliat 11 FEE 2010 LUMERNDWHM r
Traviz Elliat 10 FEE 2010 UMENDWHM r
David Trainar 10 FEE 2010 FD r
Luke Evans 10 FEE 2010 FD r
Harriz Barclay 10FEB 2010 FD r
Fiona Brooks SFEE 2010 S} r
Andre Guizeppe SFEE 2010 S I
Andre Guiseppe 4 FEB 2010 S I
Andre Guizeppe JFEB 2010 5 I
Andre Guiseppe 2FEB 2010 S I
Andre Guizeppe 1FEE 2010 5 I

e Click on each of the column headings to sort by Staff Member, Date, Reason and Relief

Member

Staff Member | Date | Reazon | Medical Certificat% Relief Member

e Highlight Harris Barclay and 18 February
e Click Edit Staff Absence ¢

COYER - Staff Absences |

.
\_l‘) ‘fou will not be able to modify the periods as the absent day has already past.

e OK to the message

e Change the Reason to S and the Leave Code to SCK-W/O MED TCH
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COYER - Modify Absence Day

Staff Member |Harris Barclay
Date |18 FEE 2010

Period I ] |

Check thiz box if you wizh to select the
periods abzent manually.

Reason I 5 ;I @ |

Leave Cods |SCKw/OMEDTCH =]
Medical Certificate ™

Relief Staff Member | Generic Systerm 1

MHotes d

[ -]
(0.4 I Cancel |

e Click OK

Highlight all entries for Travis Elliott and click Assign Relief Staff ®

View the relief allocation for 10 February

Click Next Date b and view the relief allocation for 11 February
Repeat for 12 February

Close the Assign Relief window

Leave the Staff Absences window open

Highlight all entries for Travis Elliott and click Print Relief Teacher Advice
Send the report to the screen

View the report

Close the report

Leave the Staff Absences window open

=
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Activity: Adding a new Staff Absence for the Entire Day

Cover > Staff Absences

e Click Add Staff Absence @
e Click Find Staff 93

e Click Mto search for all staff members
e Highlight Harris Barclay, Jennifer Calvin and William Davids

Search Results

wH|<C| S

Reference | Surname First Name Date of Birth

7ER Alan b ark 23 0CT 1963 “
Barclay 25 ba 1972

2402 Best Carl 1AM 1970 J

2401 Brigg Jozeph 1.JaM 1970

fils) Brooks Fiona 17 SEF 1976

Jennifer 1AM 1570

763 Charlton Robert JAUG 1386

2404 Carter Sandra 1.JaM 15970

2405 Creed Michalaz 1.JAM 1970

2408 Drale Ewan 1.JaM 1970

o

Davids

filliar

AN 19710

-

Tatal records found I?EI

Select Cloze
| |

e Click Select and Yes

e Enter TODAY’s date as the From and To dates and leave the reason as UNKNOWN

COVER - Add Absence Day

Staff Member |
Jenrifer Calvin i
hilliar D auide X
Fram I Ta I |

Periad r | 3 |

Check this box if you wish to select the

peniods absent manually.
= <A |
=

Reason [ IMKNDWwN

Leave Coda I
tedical Cerificate [

Note: Double check that the From date is TODAY.

e Click OK

e Close the small Staff Absences window
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Activity: Adding a new Staff Absence for Selected Periods

Only

Cover > Staff Absences

Sharyn Oswald has a doctor’s appointment this morning.

e Click Add Staff Absence @
e Click Find Staff LI

e Type OSWA in the Name/Number field and click M

Staff Search - Extended Mode
CHS &

General |F'arameters | Dates I Address I Dther I ol I
Marne/Mumber |o5wa Status IEurrent j

Frefered Marne I—
First Marme I—
Former Surmame I—
10" Hurnber I—

Gender g -
Staff Code I
Staff Type I--na’s-- ;I

Timetabling schools

e Enter TODAY’s date in From and To and check Period ="

e Click Select Periods L1
e Select periods H and any other morning periods

e Click Add Period L

COVER - Add Absence Day

Staff Member

Fram

Period

Check this bax if you wizh to select the
penods absent manually.

e Click OK
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Non-timetabling schools

e Enter TODAY’s date and uncheck PM

COYER - Add Absence Day

Staff Member Sharyn Ozwald & |

[ -]
Fram I Ta I |
Period W &M T PM
Check Ak and PM if staff rmember iz away
the whole dap

e Click Add Reason il

The Parameters - Reason for Absence window will open.

e Click Modify/Add Parameter 7
e Enter Code M and Description Medical appointment and click OK

COVYER - Parameters - Reason for Absence

4|5 e |
Code | Description
] |Medica| appointment
|

Lo
e Highlight M Medical Appointment and click Toggle Locked Property ——
e Close Parameters - Reason for Absence
e Enter the following information

Reasan IM i i |

Leave Code |SCKMED TCH =
Medical Cerliicate ¥

Note: Double check that the From date is TODAY.

e Click OK
e Close the small Staff Absences window
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Activity: Deleting a Staff Absence

Cover > Staff Absences

e Highlight Jennifer Calvin’s absence for TODAY
e Click Delete w and Yes

Note: Only current and future absences may be deleted.

4.5 Assign Relief Staff

Cover > Staff Absences > Assign Relief Staff
Relief staff can be assigned in the same window as absent staff are entered.

4.5.1 The Assign Relief Window

Cover > Staff Absences > Assign Relief Staff
This window will allow the user to allocate relief staff to one or more periods for absent staff
members, print the relief advice reports and a summary of relief staff allocations.

Assign Relief Toolbar

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 periods to be
covered and the teaching set details

s

=
window

Print Relief Summary — creates a report identical to what is visible in the Assign Relief

4 areBones P 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. Any cell in the window that is greyed out does not require cover. Cells shaded blue
have already had a relief teacher assigned; cells shaded green are marked ready for relief teacher
assignment and the white cells are awaiting any action by the user.
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COVER - Assign Relief
% I Insert Page Break [ [ ¢ 4 FEB 2009 P>

4 FEE 2003

Lesson1 Lesson 2 Lesson 3 Lesson 4 Lesson 5 Azsigned Relief

Harris Barclay SEMNG_4 (27)

English &

GENG_5 (27)
Enclish &

=54 =53
SHR_3 (28] 1BEMG_1 (21)
Home Foom & English 18
Ms2 554

2HGED 1 (23)
Geography 28,8

Jennifer Calvin

William Davids

Andre Guiseppe GS8E_3 (27)

Society & Enviranme

554 SCl2

10HE_1 (24]
Health Education 10

Sharyn Oswald |11HR_1 (21) GPE_4 (27)

Phiysical Education &

ZXPES_1 (20
Phiysical Education §

Gy GYM2 ME3

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.

Assign Relief Drop-Down Menu

Cover > Staff Absences > Assign Relief Staff

Right clicking in a cell in the assign relief window will display the following menu:

+" Mark Cell

# Un Mark Cell

o] Yiew Details

E Wigw Teaching Sets
[] Add / Edit Mate

Mark Cell - will shade the cell green ready for assigning a relief teacher

Un Mark Cell - will undo the previous action of marking a cell prior to a relief teacher being
assigned

e View Details - will display period details for the active cell

x|
Staff b ember IHarris Barclay
Period |Le$son 4
Subject |English 10
Teaching Set |1DENG_2
Fioam |M53 &l
Fielief Staff Member Mark Spock ;|

The door icon in this window is the Select Room button and allows the user to change the room
allocation for the relief period.
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Note: View Details will be greyed out in non-timetabling schools

e View Teaching Sets — displays the teaching set members in the teaching set to be covered

x|

Set Cade | SEng_3

Set Description | 9Eng_3

Shudents ‘rear/Class

Alkitik, &darm 9491 -
Agpinall. Simone 9/9.2 =
Carter, Christing 3/31

Clark, Gemma 9/9.2

Eren, Aidan 991

Fawkes, Ryan 3/3.2

Hiddern, Travis 9/9.3

Kilpatrick, Chloe 9/9.2

Kinnane, Brant 9/9.3

Lilt, Callum 9/9.2

Londaon, Ronmie 9/9.3

MM aughton, Paris 9/9.1

Mew, Luke 9/9.2

Page. Lorena 3/31 .
Farrott, Carlog 9/9.2

Falph, Chantelle 9/91

Fattor, Greg 9/9.2

Rogers, Scott 3/3.2

Fowe, Tim 9/9.3 hd
i | _>|_I

Note: View Teaching Set will be greyed out in non-timetabling schools

Add/Edit Note — allows instructions to be provided to the relieving teacher for the specific teaching
set to be entered. The note will hold a maximum of 1000 characters.

4.5.2 Assign a Relief Teacher:

Cover> Staff absences

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

e Click Refresh View g

COVER. - Staff Absences x|
From | 7 JAM 2009 |To|m | @‘@ F m | i &

Staff Member | Date | Reason | tMedical Certificatq Relief Member

Harriz Barclay UMEMDWN
“william O avids 20 FER 2009 IMEMOMWH

[ |
[ |
[ ]
=
=

e Highlight the staff members for whom you want to assign relief

e Click on Assign Relief Staff B

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

CIVI Ca Integris Cover Training Notes.docx8-Jul-15

Page 53 of 83
© 2015 Civica Education Pty Ltd



COVER - Staff Absences x|

-
\l:/] ‘You must select an absent day(s) ko assign cover relief

If the multiple staff members are 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.

COYER - Staff Absences x|

The staff members timetable cycles are different For the selected absent days. Please select staff members that are

.
*-]:) on the same timetable cycle o 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.

COVER - Assign Relief

s I Insert Page Break D L 4 12 FEB 2009 12
12 FEB 200% Home Lesson1 Lesson 2 Lesson 3 Lunch Lesson 5 Azsigned Reliet

Harris Barclay [2HR_2 (22 SEMG_4 (27 SEMG_5 (27) 2ZAENG_3 (200
Home Room 12 English & English & English 24
553 554 553 553

William Davids  |8HR_S (27) Shtath_2 (23)
Haome Room & Mathematics 9
556 MS7

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

COVER - Assign Relief

- ]
I~ Ingert Page Break B D ‘ 12 FEE 2009 }
12 FEB 200% Home Lesson1 Lesson 2 Lesson 3 Lunch Lesson 5 Azsigned Reliet
Harris Barclay |12HR_2 (22 SEMG_4 (27) SEMG_5 (27) 2AENG_3 (200
Home Room 12 English & English & English 24
553 554 553 553
William Davids  |8HR_S (27) [Ihtath_2 (23)
Home Room & hathematics 9
SE6 | (=

e Click on Assign Relief Staff L™ 10 activate the list of available relief teachers

CIVI Ca Integris Cover Training Notes.docx8-Jul-15

Page 54 of 83
© 2015 Civica Education Pty Ltd



Wl Cover- Assign Relief Teacher il

IRT Staff Pool Availakle I All IRT Staff Pool |- No selection - [=]
Hame Hrm. Phone | Mobile Mo, | Avail. Specialise Periods taught per week | Alloc. Day
ABBOTT Elaine 93709898 (040 77T 1433 AMPM Englizh i i a
DALE Evwan 93709598 A /PM a a

JOMES Tam AP 2 a

JOMES Tim 9370 9893 AP g a
KEMMERLE'Y Kerri-frn 9325 3456 Abd /P 2 a

KEMMTY Grant 945E 7598 Abd /P 2 a

KIMG Melanie 93709598 A /PM 2 a

KRIER Frank, 9370 9598 A /P 4 a -
4| | 3
ERT Staff Pool Availahle All ERT Staff Pool |- Mo selection - ;l
Hame Hrm. Phone | Mobile Mo, | Avail. Specialize | Alloc. Day | Alloc. ‘Week | Prev Relie
SYSTEM 1 Generic a a 24 ;l
SYSTEM 2 Generic a a 51
STSTEM 3 Generc a a 18
[ TEACHER Relief il /b Science I 5

| | 3

Selected Relief Staff Member(s)  |Relief Teacher d

Assign | Cancel |
Mate, comments, special ;l
instructions for the current day.

Contact information, availability, specialisations, number of periods taught (IRT only), number of
relief periods already allocated during the current day and week, total number of relief periods
already undertaken, available load and whether or not staff are willing to undertake paid relief (IRT
only), and total number of hours of relief undertaken (ERT only).

All fields may be viewed by using the scroll bars across the bottom of each window.

B Cover- Assign Relief Teacher ﬂ
IRT Staff Fool Available D Al IRT Staff Poal |-N0 selection - ;l
Specialise Periods taught per weeek | Alloc. Day | Alloc, Week | Prev Relief | Load Avail | Paid
English i} i} 0 16 -0.20 YES -
8 i} 0 a -0.20 YES
2 i} 0 a n.oa MO
B i} 0 a n.oa MO
2 1} 0 1] 0.00 MO
2 a 1] a 0.00 MO
2 i} 0 a 0.oa HO
4 i} 0 a n.oa MO hd
L« s
ERT Staff Fool Available All ERT Staff Poaol |- Mo selection - ;l
Hm. Phone | kobile Mo, | Awvail Specialise | Alloc. Day | Alloc. "Week | Prew Belief | Hrs[TD)
i} i} a4 T1.E5 -
1} 1} a1 44.28 _I
1} 1} 18 1615
Science, Mal [ I b
4 o
Selected Relief Staff Member(s) Relief Teacher ;'
Azsign | Cancel |
Hote, comments, special =]

instructions for the current day.
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o Highlight the preferred relief teacher from the available staff pool, his or her name will be added
to the Selected Relief Staff Members field

o Click Assign

The highlighted cells will now be shaded blue and the Relief Teacher's name displayed in all
relevant cells

COVER - Assign Relief
£ [ Insert Page Break Q a q 12 FEB 2009 I

12 FEB 2009 Home Lesson1 Lesson 2 Lesson 3 Lunch Lesson 5 Azsigned Relief

Harris Barclay

William Davids  |SHR_S(27)
Home Room &

=56 M=7

e Click Save and a confirmation message will be generated
e Click OK

To assign arelief teacher on a per period basis:

Cover > Staff Absences > Assign Relief Staff

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

i ™ Insert Page Break Q a 4 5 FEB 2007

5 FEB 2007 Home Lesson 1

Joseph Briga |3HR_2 (26)
Home Foam &

s ﬂ IMark Cell
Amanda Fisher #Un Mark Cal

B Wign Details

S view Teaching Sets
[ add j Edit Mote

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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TEACHER Relief

<

Selected Relief Staff Member(s)  |Relisf Teacher

W Cover- Assign Relief Teacher 5[
IRT Staff Paol Available Ll All IRT Staff Pool |- Na selection - [=
MHame Hm. Phone | bobile Mo, | Asail Specialise Periods taught per week | Alloc. Day
ABBOTT Elaine 93709393 (040 FFF 1439 LAMPM Englizh 1] i -
DALE Evan 93709393 AP g 1]
JOMES Tam AP 2 ]
JOMES Tim 93709333 AP B ]
FEMMERLE"Y Kermi-tnn 9325 3456 Abd PR 2 1]
FEMMY Grant 9486 7833 AP 2 1]
KIMG Melanie 93709393 AP 2 1]
FRIWER Frank 93709333 Abd PR 4 1] hd
4| | »
ERT Staff Poal Availahle All ERT Staff Pool |- Mo selection - j
Mame Hrn. Phone | Mobile Ma. | Avail. Specialize | Alloc. Day | Alloc. Week | Prev Relie
SYSTEM 1 Generic i i a4 ;l
SYSTEM 2 Generic 1] 1] 1
SYSTEM 3 Generic 0 0

18

o

Cancel |

Mate, camments, special
instructions for the current day.

-
-

e Highlight the preferred relief teacher from the available staff pool and the teacher’s name will
be added to the Selected Relief Staff Members field

e Click Assign and the assigned teacher’'s name will now display for the selected period only

[ Insert Page Break G a 4

5 FEB 2007 Home

Joseph Brigg

Amanda Fisher

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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Activity: Assigning Relief (Timetabling schools)

Cover > Staff Absences
e Highlight Harris Barclay and William Davids’ absences for TODAY

e Click Assign Relief Staff e
e Right click in Barclay’s first teaching period and select View Teaching Sets

4MAY 2010 Home Lesson 1

Harris Barclay  |12HR_2(21) SHLIT_1 (20
Home Room 12 Literature 3408

= " Mark Cell
William Davids |aH < Un Mark Cell

H
° ozl View Details
== '-.-'iEl.-'-.l Teaching Sets

] add Edit Mote

e Close Teaching Sets

e Right click in Barclay’s first teaching period and select Add/Edit Note

4MAY 2010 Home | Lesson 1 ‘
Harris Barclay [12HR_Z2 (21) FRLIT_1 (200
HDmE [ =LYt N ) | paratirs 20
+ Mark Cell

553
N N P Un Mark Cel
William Davids |5HR_Z

Hgmeh o] View Details
E View Teaching Sets

536
p.u:ld | Edit Mot

e Enter a note and click OK

Commenkt - 12HR_2

Harriz Barclay is abzent due to family reazons ;l
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e Right click in Barclay’s Assigned Relief cell and select Mark Cell
4 MAY 2010 Home Lesson Lesson 2 Lesson 3 Lesson 4 Lesson 5§ Assigned Relief
Harris Barclay [12HR_2 (21) FHLIT_1 (200 SEng_1 (23) TRENGX_1 (200 l
Home Room 12 o Literature 348 English 3 English 1408 (101 l'-'1ar'l=:_ Cell
533 553 531 533 < Un Mark Cell
William Davids |5HR_S (27 2AMAT 2 (23 Bhtath_1 (28 o view Details
Home Room & Mathematics 22 hathematics & !E Yiew Teaching Sets
. cs5 . [ Add / Edit Mote
All Barclay’s teaching periods will be shaded green.
e Click Assign Relief Staff %)
B Cover- Assign Relief Teacher x|
IRT Staff Pool Availakle = Al IRT Staff Poal |- Mo selestion - =
Mame Hm. Phone | Mobile Mo, | Awvail Specialise Periods taught per week | Alloc. Day
ABBOTT Elaine 93709598 (040 777 1439 AM P Englizh a i -
DALE Evan 937095598 A /P a a
JOMES Tam AP 2 a
JOMES Tim 93709358 Abd /P g a
KEMMERLE'Y Kerri-finn 9325 3456 Abd /P 2 a
FEMMY Grant 9456 7598 A /P 2 a
FIMG Melatie 937095598 A /P 2 a
KRIWER Frank 93709358 AP 4 a -
4| | 3
ERT Staff Fool Availahle All ERT Staff Poal I-No zelection - ;l
Mame Hrm. Phaone | Mobile Ma. | Aswail Specialize | Alloc. Day | Alloc. "Week | Prewv Relie
SYSTEM 1 Generic a a a4 ;l
SYSTEM 2 Generic a a 51
SYSTEM 3 Genenic a a 18
STEALHER Helisf al [ b

4]

Selected Relief Staff Member(s) Relief Teacher ;' assign | Cancel |
=
Mote, comments, special ;l
instructions for the current day.
=l
e Using the scroll bars, view all of the available information in both windows
e Select the external relief teacher Relief Teacher and click Assign
e Right click in the first teaching period for William Davids and select Mark Cell
e Click Assign Relief Staff
Highlight an internal relief teacher and click ﬂl
Repeat for each of Davids’ teaching periods
e click =8 |04 0K
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e Check Insert Page Break . it i

e Click Print Relief Advice ——
e Send the report to the screen, view and then close

e Click Print Relief Summary -
e Send the report to the screen, view and then close

e Close Assignh Relief

Activity: Assigning Relief (Non-timetabling schools)

Cover> Staff Absences
e Highlight Harris Barclay and William Davids’ absences for TODAY

e Click Assign Relief Staff ®
e Right click in Barclay’s AM cell and select Add/Edit Note

24 FEB 2009 AM | PM | Assigned Relief

Harris Barclay | |
~ Mark Cell

# Un Mark Cell

w=l ey Details

E Wiew Teaching Sets

F\l:ll:l | Edit Mote

William Davids

e Enter a note and click OK

e Right click in Barclay’s Assigned Relief cell and select Mark Cell

24 FEB 2009 AM PM Assigned Relief

Harris Barclay |
o vl
7 Un Mark Cell

ai] v Details

E Siew Teaching Sets
[ #dd iy Edit Mote

William Davids

Both Barclay’s AM and PM Cells will be shaded green.

e Click Assign Relief Staff B
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B Cover- Assign Relief Teacher 1[
IRT Staff Pool Availakle = Al IRT Staff Poal |- Mo selestion - =l
Mame Hrm. Phone I Mobile Mo. | Beail Specialise Peniods taught per week | Alloc. Day
ABBOTT Elaine 93709598 (040 777 1439 1AM /P Englizh a i] N
BROCKS Fiona A /P 12 a
DALE Evan 93709358 AP a a
DICKINSOM Famy AP 12 a
DRAKE Donald S4BE 7578 Abd /P 12 a
DUKE Tary 93709358 Abd /P 12 a
ELLIOT Traviz 93709598 A /P a a
EVERAGE Edna 9480 95598 AP 12 a hd
4| | 3
ERT Staff Foal Availahle All ERT Staff Pool |- Mo zelection - ;l
Mame Hrm. Phane | Mobile Ma. | Awail Specialize | Alloc. Day | Alloc. "Week | Prev Relie
SYSTEM 1 Generic a a a4 ;I
SYSTEM 2 Generic a a 51
SYSTEM 3 Generic a a 18
TEACHER Relief 0409 992 331 {AM /P Science, Malid 4 17
| | 3|
Selected Relief Staff Mamber{s) ;l
Lessign | Cancel |
=

Mote, camments, special
instructions for the current day.

e Select the external Relief Teacher and click 25|

=l
=

e Right click in AM for Davids and select Mark Cell

e Click Assign Relief Staff &

e Highlight an internal relief teacher and click ﬂl
e Repeat for Davids’ PM session

o Click %= 8 | .04 ok

e Click Print Relief Advice ——
e Send the report to the screen, view and then close

e Click Print Relief Summary =
e Send the report to the screen, view and then close

e Close Assign Relief
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Activity: Recap Staff Absences

Jennifer Calvin is attending SIS training next Monday and Tuesday.

e Enter her absence and assign relief for both days
e Print the Relief Allocation Advice

Tabitha Swindon has urgent private business next Wednesday afternoon.

e Enter her absence and assign relief
e Print the Relief Allocation Advice
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4.6 Cover Allocation

Cover > Cover Allocation

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

4.6.1 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.

COVER - Cover Allocation X|

b= =
r Search Criteria

From [ 4 FEE 2009 |To| 5 FEE 2003 |
r Filker List

i Show Al ¢ Relief Assigned i Relief Unaszignad

Staff Member |- ALL - [~ Reason for Absence |- ALL - =l Eilter |
Staff Member | Drate |Feason |Medical Cert. | Fielief Member

Andre Guiseppe 5 FER 2009 S 7 ;I
Harriz Barclay 5 FEBR 2009 LUNENOWM -

Jenmifer Calvin 5 FER 2009 UNHEMOWHN |l

*illiam D avids 5 FER 2009 UMEMOWHN |l

Sharn Oswald 5 FER 2009 8] 7

Andre Guiseppe 4 FEB 2009 S 7

Harriz Barclay 4 FEB 2009 LUNENOWM -

Jenmifer Calvin 4 FER 2009 UHEMOWHN |l

*illiam D avids 4 FER 2009 UMEMOWHN |l

Sharn Oswald 4 FEB 2009 8] =
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4.6.2 Cover Allocation Toolbar

E 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 4.5)

= 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 4.5.1 and O
respectively.)

= Pprint 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 4.5.1 and 4.7.3 respectively.)

Search Criteria

Frorm [14 JUN 2004 To [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.

Q 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:

Relief Assigned
Relief Unassigned
Staff Member
Reason for Absence

Filter List
= Show All ¢ ReliefAssioned  Relief Unassigned

Staff Member |t - Reason for Absence |- 4LL - [=] Fiter |

Once the criteria have been entered, the screen can be refreshed by pressing the Filter button.
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Activity: Filtering the Cover Allocation List

Cover > Cover Allocation

(L
e Click the Select From Date
e Select 1 February

)
e Click the Select To Date
e Select next Wednesday

e Click Refresh View @

e From the Filter List, select Relief Unassigned.

- Filker List
= Show &l Relisf Assigned & Relief Unassigned

e Click b= |
e From the Filter List, select Show All

e Click &l to view all absences and relief cover

e From the Staff Member drop down list, select Harris Barclay

Filker List
% Show &l Relief Assigned " Relief Unassigned

Staff bember IHanis Barclay ;l Feazon fo

e Click &l to view all Harris Barclay’s absences

e Reset Staff Member to ALL and click &I to view all staff absences

e Fromthe Reason for Absence drop down menu, select S and click &l to view all
absences due to illness

Filter List
& Showall ¢ Relief Azzigned = Relief Unassigned
Staff Member I ALL - J Reason for dbzence |5 ;I o Rilter

e Reset Reason for Absence to ALL and click & |
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4.6.3 Assign a Relief Teacher:

Note: See Section 4.5.2 for details on assigning relief

Activity : Assigning Relief

Cover > Cover Allocation

i
e Click the Select From Date
e Select TODAY’S date and click OK

L)
e Click the Select To Date
e Select TODAY’S date and click OK

e Click Refresh View @

e Highlight Sharyn Oswald and click Assign Relief Staff &
e Right click in her first teaching period and select Mark Cell

e Click Assign Relief Staff =

s
e Select an internal relief teacher and click =

e Repeat for all other periods requiring relief

e Click 52 & |

e Click Insert Page Break

e Print Relief Advice &=

e Close Assign Relief window

e Highlight all of today’s absences

e Click Print Relief Summary -

e Close the report
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Activity: Recap Cover Allocation

Sandra Corner is absent today.

Enter her absence in Cover > Staff Absences
Allocate her relief in Cover > Cover Allocation
Print a Relief Advice

4.7 Cover Reports

Cover > Reports

There are four types of Cover reports:
Relief Teacher Reports

Relief Reports
Staff Reports
HRMIS Reports

£* COYER - Reports

|

D Payment Claim

D Payrient Surrmary

D Register

D Internal Relief Reqister
D External Relief Register
Fielief Reparts

D Allocation Advice

D Allocation Surirmarn

D Relief Staff &llocation Ad
D Fielief Teacher Advice
D Relief Allocation Summary
D Teaching Set Listz

D Absent Teacher Summary
Staff Reports

D Staff Absence Report
HFAMIS Report:

D Staff Abzence Surmmary
D Relief Payment Summary
D Fielief Allocation Surnrmary

| o

COVER Reports - Relief Teacher

Wednesday, 5th May 2010

These reports are designed to provide the school with the
functionality to view COVER data that relates to relisf staff.

Hardcopy outputs of each report can also be produced uzing the
standard Integris "Report destination” dialogue window.

FErrint I Lancel
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4.7.1 Standard Cover Report Features

All Cover Reports have two standard features:
e Report title and footer

e Date selector

e Report field sorting.

4.7.2 Printing Cover Reports

e Click on the required folder icon -
e Click on the required report title. The report criteria window will open

x
34 Relief Teacher Reports ;I Titles

[E] Payment Claim Fain Title IHelief Staff Allocation Summary
D Payment Summary Bleare st I
El Register
[E] Intemal Relief Register From | 4 M 2010 | To | 5 Wiy 2010 | Find |
El I.E:-:temaIF!eImfFEeglster Cycle |2U'IU-5 ;I

=3  Relief Reports

r Staff Members

|:| Allocation Advice

First N ame

Allacation Summary
|:| Relief Staff Allocation Ad
D Fielief Teacher Advice
|:| Relief Allocation Summary
D Teaching Set Lists
|:| Absent Teacher Summary
3 Staff Reports

Williarn
Sharpn

[E] Staff Absence Report 14 | |
4 HRAMIS Reports r Sort Options
[ staff shsence Summany Date Sort Field AVI

El Relief Payment Summary ] Sumame - ;I

D Fielief Allocatian Surinmar

N -
4| | B

FErint

Edit the heading if required

Enter a footer if required

Select the required date range

Enter other appropriate report criteria

Highlight the name(s) of the teacher(s) about whom the information is required
Select appropriate sort options as required

Click Print.

Note: The print button at the bottom of the reports window is disabled until areport is
selected.

The standard Report Destination window will open.

e Select the required report destination
e Click OK to print or Cancel to abort printing the report.
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4.7.3 Relief Teacher Reports

Cover > Reports > Relief Teacher Reports

Activity: 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

4 COYER - Reports x|

3 Relief Teacher Reports ﬂ r Titles
B Payment Claim tdain Title IHelief Staff Payment Claim
D Payment Summary
D Fegister

[ Intemal Relief Register From | 1FEB 2010 To | 74FR 2010 Find |
D External Relief Register
Relief Reports

Staff Reports

HREHIS Reports

Page Footer I

- Relief Members

Surname First Mame Relief Type

cee

|:I_r'| El-
Tray

r Sort Dptions
Date Sort Field |Av|

Surmame A - |

=

Brint I LCancel

Click the Select From Date and selectlFebruary
Click Find

Highlight all the relief staff displayed

In Sort Options, double click on Surname

Click Print

Send the report to the screen

Close the report
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Activity: Relief Staff Payment Summary

&£ COVER - Reports

Cover > Reports > Relief Teacher Reports > Payment Summary

Note: This report is applicable to timetabling schools only.

Relief Reports
Staff Reparts
HRMIS Reports

oo

|:| Internal Relief Register
D Euxternal Relief Register

3 Relief Teacher Reports ﬂ r Titles
[l Payment Claim tain Title IHelief Staff Papment Summary
|:| Payment Summary Page Foater I
D Fiegister

From |1FEB2D‘ID |TU|?‘AF‘H2D1D | Find |

r Relief bembers

Surname

First Name

~ Sort Options
Sort Field e I
Surname
1| Date hd ;I
> .
Kl 3
FErrint I LCancel

Click Find

Click Print

Close the report

Highlight all the relief staff displayed
In Sort Options, double click on Date

Send the report to the screen

(L
Click Select From Date and select 1 February

The Payment Summary report prints details of all the relief provided for a certain date range and
whether that relief was Non-payable, Not Paid or Paid.
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Activity: 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
£ COYER - Reports x|
=3 Relief Teacher Reports ;I Titles
[E] Payment Claim F airr Title IHelief Staff Register
|:| Fayment Summary Bleme Fatian I
[ Intemal Relief Register Options |F|e|ief Se|ectg[|
D Esternal Relief Fegister - Bt Eglis
0 Staff Reports 5 - :|
(1 HRMIS Reports | =vmame
- Cover Date Range
From [ 15 FEE 2010 To [5FER 2010
[ Caontact Infarmation
v Staff Member Maotes
v Qualifications/Skills
W Qualified to Teach
«| | W Cover Periods
ki _>I_I
Pritt I Cancel
e Double click on Surname in Sort Options
e Leave the date range as TODAY
e Check all items for inclusion in the report
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e Click the Relief Selector tab

Click Add a Relief Staff Member EI

Click Find

Select and Yes

Holding down <Ctrl> select Elaine Abbott and Relief Teacher

zl
3 Relief Teacher Reports ;I Titles
] Payment Claim tdain Title IHelief Staff Register

D Payrent Surimary Page Faater I

D Internal Relief Register

Options Relief Selectar |
[ Estemal Relief Register

[ Felief Reports

First Name
Elaine
R elief

A sStaff Reports

Abbott
1 HRMIS Reports

Teacher

e Print the report to the screen

Relief Type
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4.7.4 Relief Reports

Activity: Allocation Advice

£* COYER - Reports

Cover > Reports > Relief Reports > Allocation Advice

The Allocation Advice provides information to relief teachers on the teaching periods they will be
covering. If Include Teaching Set List is checked, then the teaching set lists are also provided.

5]
=

5]
]

Fielief Teacher Reports ;I r Titles
Felief Reports ain Title IHelief Staff Allocation Advice
D Allocation Advice

Page Footer I

D Allocation Summarny

] Relief Staff Allocation 4d- |Fram | 15FEB 2010 | To | 15 MAR 2010 | Find |

D Relief Teacher Advice
D Relief Allozation Summary

W Include Teaching Set List |7|n

D Teaching Set Lists [ e blemizore

D Absent Teacher Summary
Staff Reports
HRMIS Reports

Relief Type

r Sort Options

First 1 ame Sart Field | :I
1 Sumname A ;I
J | of
Eririt I Cancel

e Leave the date range as TODAY
e Click Find
e Check Include Teaching Set List and Insert Page Break (timetabling schools only)
e Highlight all the relief staff displayed
e In Sort Options, double click on Surname
e Print the report to the screen
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Activity: Allocation Summary

Cover > Reports > Relief Reports > Allocation Summary

The Allocation Summary will print 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.

Note: This report applies to timetabling schools only.

& COVER - Reports

D Relief Allozation Summary
D Teaching Set Lists
D Absent Teacher Summary
1 Staff Reports
1 HRMIS Reports

1 Relief Teacher Reports ﬂ r Titlez
=3 FRelief Reports kain Title IHelief Staff Allocation Summary
D Allocation Advice Page Footer I
Allocation Surrmary
[ Refief Staff Allocation 4d: [From [ 75 FEE 2010 | To [15FEE 2010 | Find |
D Relief Teacher Advice Cycle |2EI1EI 5 ﬂ

r Staff Members

Sumame Firzt Mame

r~ Saort Options

Dte Sort Field |ax|
AN Surname hd ;I
a il =
Erint I LCancel

e Leave the date range as TODAY
e Click Find
e In Sort Options, double click on Surname
e Print the report to the screen
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Activity: Relief Teacher Advice

Cover>Reports > Relief Reports > Relief Teacher Advice

x
1 Felief Teacher Feports ;I Titles
3 FRelief Reports Main Title IHeIief Teacher Advice
D Allocation Advice Pz Falien I
D Allocation Summary
[ Relief Staff Alocation Ad- |From  [~3 May 200 | To [ "4 May 2010 | Find |
g EEEEh[ H' = W Include Teaching SetList W Inzert Page Break
elief Allocation Summar
. . ' r Relief Members
D Teaching Set Lists - -
D Absert Teacher S Sumame First Mame Relief Tupe
zent Teacher Summar, -
eacher Fieligf ERT
(2 Staff Reparts t Ellaine |F:IT
[ HRMIS Reparts Maria Theresa IRT

Carl
Evan

4| | »
~ Sort Ophions
First Mame Sort Field e I
1| Sumame hd :I

-
1 B

Leave the date range as TODAY
Click Find

Highlight all the relief staff displayed
In Sort Options, double click on Surname
Print the report to the screen

Cancel |

Check Include Teaching Set List and Insert Page Break (timetabling schools only)
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Activity: Relief Allocation Summary

Cover>Reports > Relief Reports > Relief Allocation Summary

& COVER - Reports

@
=

@
@

Relief Teacher Reports ﬂ r Titles

Relief Reparts kain Title IF!eIief.-’-‘«IIocation Summary

D Allocation Advice Page Footer I

D Allocation Surrmary

] Relief Staff Allosation 4d. || D'ata Retriewal Options
D Relief Teacher Advice

Fram | 15 FEB 2010 To [ 15FEB 2010 Eind |

D Rel Surmmar

D Teaching Set Listz [ et Aemivess

Sumame Firzt Mame
D Absent Teacher Summary

Staff Reports
HRMIS Reports

r~ Saort Options
Sor Field |
Aot Tescher 1 |Pios v o
Teaching Set
| | _'lJ
Brint I LCancel
e Leave the date range as TODAY
e Click Find
e Highlight all the relief staff displayed
e In Sort Options, double click on Period
e Print the report to the screen
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4.7.5 Staff Reports

Cover > Reports > Staff Reports

Activity: 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:

Absent teacher’'s names
Dates of absence
Reasons for absence

Whether or not the absent teachers provided medical certificates

Periods and teaching sets covered

Names of relief teachers assigned to cover the absences

£* COVER - Reports

1 PRelief Teacher Reports ;I r Titles
[0 Relisf Reparts Main Title | 5talf Absence Report
aQ Page Fnoterl
. - Data Retrieval Options
L HAMIS Reports From [ 1FEE 2010 To [ 7 4PR 2010 Find |
Reason I--ALL - 'I
r Staff Members
Surname Firzt Mame
~ Sort Options
D ate Sort Field o
First Mame e I_I
1 | Surhame - :I
Kl
Frrint I Cancel
|
e Click Select From Date and select 1 February
e Click Find
e Leave the Reason as ALL
e Highlight all the staff members displayed
e In Sort Options, double click on Surname
e Print the report to the screen
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4.7.6 HRMIS Reports

Cover > Reports > HRMIS Reports

These reports may be used to help the administrator transfer data between SIS and HRMIS in

relation to Cover.

Activity: Staff Absence Summary Report

Cover > Reports > HRMIS Reports > Staff Absence Summary Report

&% COYER - Reports |
1 Relief Teacher Reports ﬂ r Titles
1 Relief Reports tain Title ISlaff Abzence Summary Report
1 Staff Reports e e I
3 HRMIS Reports - -
] [T —— i Data Retrieval Options
A e From | 15 FEE 2010 | To [ 15FER 2010 | i
D Relief Payment Summany . . _I
[ Relief Allacation Summan, Reason |..ALL - - Leave Cade |- ALL - -
r Staff Members

 Sort Options

Date

Sort Field

||

Firzt Mame
Leave Code

—

Surmame

. o

Leave the date range as TODAY

Click Find

Leave the Reason and Leave Code as ALL
Highlight all the staff members displayed
Sort by Surname

Print the report to the screen

Brirtt I

LCancel
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Activity: Relief Payment Summary Report

Cover > Reports > HRMIS Reports > Relief Payment Summary

gooe

& COVER - Reports x|
Felief Teacher Reports ;I Titles
Relief Reparts tain Title IHeIief Staff Payment Summary
Staff Reports Page Footer I
HRMIS Repaorts
El Staff sbzence Summary Fram I 1FEB 2010 | To I TAPR 2010 | Find |
telief Payment Surmmary
D Felief Payment Summary Feason Iﬁ Leave Code I--ALL n ;I

El Relief Allocation Summary

i Relief Members

Surname Firgt Mame

ge
Elliat

Relief Type

~ Sort Optionz
Date Sort Fisld o
Leave Code
First Marne 1 | Sumame - -]

| or”

Frint I

LCancel

Enter the From Date as 1 February

Click Find

Leave the Reason and Leave Code as ALL
Highlight all the relief staff displayed

Sort by Surname

Print the report to the screen

C
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Activity: Relief Allocation Summary

Cover > Reports > HRMIS Reports > Relief Allocation Summary

(L
Click Select From Date select 1February

Click Find

Select Group by Department (unavailable to non-timetabling schools)
Select Group by Leave Code
Highlight all the staff members displayed

4 COYER - Reports |

1 Relief Teacher Reports ﬂ r Titles

[0 PRelief Reports hain Title IHelief Allocation Summary
1 5taff Reports e e I

=3 HRMIS Reports

D Staff Absence Summary From I 1FEB 2010 | TDI 7aPR 2010 | Find |

D Felief Payment Summary

[BYFclisf Allocation Summar [ First Group Secand Group
E & Group by Department % Group by Leave Code
" Group by Absent Teacher " Group by Leave Reasan

r Staff Members

Surmame Firzt Mame

w
4| | ¥

e Print the report to the screen
e Close the report

e Select Group by Absent Teacher and Group by Leave Reason
e Print the report again
e Close the report

e Close Cover Reports
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Activity: Review

Complete each of the following activities noting where you went in the software to do it.

1. The Year 10 students are going on an excursion next Friday. Enter this into the Exclusion
Planner.

2. Enter about six absences of varying lengths and reasons for next week. For one of the
absences, add a new Absence Reason at the same time as adding the absence.

3. Allocate relief to the teaching periods requiring cover next week. Use a mix of internal and
external relief teachers.

4. Print Relief Teacher Advices (with teaching set lists if applicable) and a Relief Allocation
Summary for next week.

5. Enter the relief to be done next week by the external relief teachers and one of the internal
relief teachers as payable and paid.

6. Print the following reports for next week:

e Relief Payment Summary

e Staff Absence Report

e Relief Allocation Summary Absent Teacher and Leave Code
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5 Support

5.1 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.

5.2 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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