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1 Introduction

These training notes give users a reference during and following Lesson Attendance training. They
cover all the main sections of the software and help guide the user through the main functions of
the system. References to the pages in the corresponding software manuals give participants
ready access to areas covered during the day’s sessions.

The Lesson Attendance module offers schools an effective and timesaving facility for:

e Data entry via the keyboard or mouse

e Entering Late arrivals via the Lates window, with attendance updated automatically. This
function also prints Late Slips for students to give to teachers

e Entering absences via Speed Entry, with attendance updated automatically with “present”
marks for the remaining students and

e Future absences can be entered for absences known in advance.

The module avoids the need for time-consuming manual statistical calculations. A range of
standard reports and analyses is included with the system.

Lesson Attendance also saves time in the preparation of letters and attendance reports.
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1.1 Lesson Attendance Training Program

Time

Content

8.45 am

Coffee

9.00

Introduction to Administration Manager
Logging On / User Access
File Menu
Student Details
School Details
Groups
Administration Manager Reports

10.30

Morning Tea

10.50

Lesson Attendance
Parameters
Day View
Week View
Student View
Registration
Lates
Speed Entry

12.20 pm

Lunch

1.00

Absences
Future Absences
Absence and Lates Follow Up
Changing Students’ Roll Status
Reports
Lesson Attendance Reports

2.30

Afternoon Tea

2.50

Creating a New Attendance Year (Optional)
User Access

Review

Questions/Practice Session

CIVICAa
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1.2 Training Outcomes

At the end of the training sessions participants should be able to:

Navigate their way through the side bar options in the Lesson Attendance module

Create Daily Records

Set up Default settings in Lesson Attendance Parameters
Record absences using:
olLates
o Day View
oWeek View
o Student View

o Registration

o Speed Entry

o Future Absences

Set up and print follow-up letters

Use the Absence and Lates Follow Up function
Create a New Attendance Year

CIVICAa
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1.3 Logging On

Activity: Logging On

e Double click on the Integris Training icon on the desktop

&

Usis=egils
IRl

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

School Management Solutions - Integrated Databaze
T.0410(19/12118]) Estended Mode

cﬁg Uzer Mame |05waLD
Pazzword EEEE

RIN\ o i)

Datafile Path:  CKEYS\NTEGRIS\RMDB\TRGDATATNTEGRIS. DF1

e Click on Login or press <Enter>

Note: In schools, each user has their own user name and password, which enables access
to particular sections of the software as determined by the school administration. Itis
strongly recommended that you change your password once the software is installed in

your school

CIVICAa
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1.4 The File Menu

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

@ West Coast District High
File | Edit General Help

Change User Ctrl+U
Password...

Single User Lock

Lock Terminal Ctrl+L
Change Datafile

Database Tools 4
Report Destination

Page Setup

Print Saved Reports (from disk)

Exit

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

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

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

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

Activity: The File Menu

Top Toolbar > File

e View each of the following items in the File menu
o Password
o Change User
oLock Terminal
o Report Destination

CIvVIiCa 2016.D0cX 18-Jan-16
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1.5 Accessing Help

Activity

Top Toolbar > Help > Help Contents and Index

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

Integris Help

Integris Help

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

Help Areas

Integriz ADMIN Yideo Reinstating Students Help  »
Integriz Administration Manager Help

Integriz Administration Manager Repartz Help
Inteqriz Behaviour Managerment Help
Integriz Exam Scheduler Help

Integriz L& Video Using Registration

m

Attendance Help
Inteqriz Lesson Attendance Reparts Help
Irtenris Bk Rillinn Heln

[ Help ] [ LCloze ]

e Highlight Integris Lesson Attendance Help

e Click Help

e View the Lesson Attendance manual

e Close the manual

¢ Inthe same way, view Lesson Attendance Reports Help
Integris Help

Integris Help

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

Help Areas
Integriz ADMIM Yideo Reinstating Students Help  »
Integris Administration Manager Help
Integriz Administration kanager Reports Help
Integriz Eehaviour Management Help
Inteqriz Exam Scheduler Help
Integriz LA Videa Using R eagistration
Integriz Lesson Attendance Help

3 Attendance Reports Help
illinn Heln

m

Intenris

[ Help ] [ Cloze

e Close the manual

CIVvVICa 2016.D0oCX 18-Jan-16
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In the same way, view Lesson Attendance Using Registration

Integris Help

Integris Help

Help i= available for the following installed Integris modules.

Select an area from the list below and click on the "Help' button.

Help Areas
Integriz ADMIMN Video Reinstating Students Help -
|ntegriz Adminiztration Manager Help
|ntegriz Administration M anager Report: Help
Inteqriz Behaviour Managerent Help

m

Integrz Leszon Attendance Help
|nteqriz Lesson Attendance Report: Help

Inteariz Rk Rillina Heln

’ Help ] ’ LCloze

Close the manual and help

CIVICAa
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2 Administration Manager
2.1 Using the Side Bars

Once you have logged onto the system a blank window with a control panel (side bar) appears

down the right-hand side of the screen. The General side bar is displayed.

General

School Details

)y

D

Student Details

H

Staff Details

B

Eroups

@

Parameters

.

Control

Admin
Wit Beports
Behaviour
VET
Archived Billing
Cover
Fikd Eilling
Leszon Attendance
Wi, Census
Timetabling

The Administration module comprises of two
sidebars. The one displayed on the left of this page
is the General side bar. This provides access to the
core functions. From here you can enter school
details, view and enter student and staff details and
create groups of students and staff.

It is also where schools set up their own
parameters for the system and use the Control
function to add new modules at a later date, and
set up new users and passwords.

By clicking on the Admin tab on the bottom of the
side bar a second bar is revealed over the General
side bar. This is the Admin side bar which
provides an emergency report function, enables
users to speed edit information in students’ records,
carry out year end procedures and produce reports.

Other sidebars will be available dependent on your
school and level of access.

General

Admir

>

Emergency

%

Speed Edit

Y'ear End

Feportz

%

|Itilities

CIVICAa
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2.2 Student Details

General > Student Details

Student Details display comprehensive information about each student attending the school. From
the General side bar choose Student Details. The following window will appear:

|:| Student

Current

4 ar 470 & EeamguaCBlEenmEdg

<

(3]

Jackie Albert (766 )

Year4 Form Room 4

4

JEMMIFER Zolter-&lbert EEIBE!E Joos

Search ||

Res - Student Resident

Addrezs
Date of Bith 6 OCT 2006 9 Marmion Drive, Phone 1 9396 7003
Age 9%z 4 Mths PINEY WOODS, Phaone 2
WA
Gender Fermale :
Teach bz J Gard 6999 o
eacher(s] z.J Garden Student Mab,
Floam Family Representative [
1Sl
IFPM E123456706004 Car Reqizstration
Student No. 00000000 E Mail Address alberti@iinet. net. au
Central ID 991 234567000001 51
Contacts
Hame Phone Addiess Relation Par Maill Emrg Hotes Fee
tr Paul Albert EEBEIE 7008 19 Mamion Drive, PINEY WOODS, W, E Father Yes END 'I EYES N p
b= Rita dlbert {9336 7003 Marmion Drive, PINEY WwW0ODS, WA, & Maother ives ives (2 res 0T
Mrz Penhole 19345 6767 14 'Wisdom Lane, PIMEY wWOODS, W, B Friend

{9 Marmion Drive, PINEY wW0ODS, WA, E Sibling

T

Par - Parental Responsibility Mail - Famity Mail Marker Emrg - Emergency

PNo iMoo i3 ez N
infa infa {0 Mo i

3

@) | | o m¢

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

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

CIVICAa
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Student Details Toolbar

Current b

Jﬂdmissiuns

Farmer
Estermal

This drop-down menu enables the user to decide which of the rolls they wish to view: the

Admissions Roll, Current Roll, Former Roll or the External Roll.

4 &b The Next Student and Previous Student arrows on either side of the binoculars allow

you to scroll through the database either forward or backward in alphabetical order.

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

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

o

REOBE O F®p i ¢ bm ™

1]
I3
I

[
=
r

@ M |

Add a new student

Edit student data

Move a student to the Former Roll

Print student details
Send a letter

Send an e-mail
Summary details
Additional details
Movement History
Attendance History
Groups

Student Activity
User-defined Information
Medical Details
Teaching Sets
Miscellaneous details
Student timetable
Cohorts

CIVICAa
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Student Status Bar

o | 00 M

The Student Status Bar is designed to be visible from all panes of the window, giving users a view
of key student indicators at a glance.

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

Normal Bar

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

Part-time student

Accepted (Admissions Roll)

VET Student

Student Notes

GE€ro@0W

i

Name Change

Sensitive Status Bar

2 Educational Support Program

E Excluded (Former Roll)

Activity: Student Details

e View each of the screens in Student Details

ClvICa 2016.D0CX 18-Jan-16
Page 18 of 157

© 2016 Civica Pty Ltd



2.2.1 Finding Students

General > Student Details

There are five methods of searching for students in Student Details
e Using the Previous Student/Next Student arrows

e A Simple Student Search

e Using the standard Integris Find Student function i

e Using the Advanced Student Search i
e Making Siblings the Browse set

Method 1: Using the Previous Student/Next Student Arrows { @b

The Previous Student/Next Student arrows are located at the top left of the Student window.
They can be used to scroll through the current browse set of students.

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

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

_ Search ||
Method 2: Simple Student Search

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

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

Method 3: Find Student Function &

Another method of finding a student’s record is by using the standard Find function located at the
top of the Student window. This function is used in other sections of Administration Manager and in
other Integris modules.

Use the Find Student tool to select students by a variety of different search criteria. Click on the
Find Student icon and the following window appears.
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Student Search
o E S B
General lParameters ] Dates ] Addess ] Other ] ol ] T Sets/Coharts ]
Surmame/Ref. Mo. || Roll Status Currest :
Prefermed Mame ear Group e
Firzt Mame Form iz
Legal Surname: House .
Group Type —hifg-
Group 5
Contact Surname
Global Mame Search Terms in 5 chool
@ Mot Specified
|AII Mames [Exchuding Histary) Iz‘ More than
| Less than 1}
Equalta
Show Inactive Parameters in Dropdoven Lists | Find | | Close |

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

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

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

Method 4: Advanced Student Search i

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

For example, a normal student search could be performed using the ﬁ tool. Once the desired
list of students is displayed the Advanced Student Search tool could be used to add more students
to the existing list.

Method 5: Make Siblings the Browse Set

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

Contacts
Name Phone Address Relation Res Par Mail Emrg Motes Fee
Miss Kelly Allen 19678 2233 {39 Drury Place, PINEY W0OODS, WA, 65 Mather | Yes | Yes (Yes 1 iYes Y a
brs Janet Wheeler 19456 7234 117 Stone Way, PINEY W0ODS. WA, B3:Aunt iNo Mo Mo 2 ies N
Mr & Mrs Allen 13456 8888 B Village Rd. PINEY W0OODDS, WA, 633¢ Grandparer; No - No  :No 3 iYes N
TAMARA Allen 19397 7170 139 Drury Place, PINEY WOODS, Wa, 8% Sibing  in/a infa infa 10 Mo
4 - - 111 i 13
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Activity: Simple Search and Make Siblings the Browse Set

General > Student Details

e Locate Penelope Allen’s record by entering all or part of her name, then <Tab> or <Enter>

Search [ALLP

e Right click in the Contacts pane

Phone Address Relation Re:
Miss Kelly Allen {9678 2233 |39 Drury Place, PINEY WOODS, WA, B¢ Mother | Ye:
Mrs Janet Wheeler 19456 7234 117 Stone Way, PINEY WOODS, WA, 63 Aunt i No

8 Village Rd, PINEY WOODS. WA, 633¢ Grandparet No
<i i
TAMARA Allen Save Column Widths 00DS, WA, &ES|bl|ng én/a

Default Column Widths :

Make Siblings the Browse Set r - Parental Responsibiity Mail

‘<

e Select Make Siblings the Browse Set

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

e Click Next Student b

Tamara-Allen’s records will be displayed.

e Click Previous Student q to return to Jackie’s records

e Click -® and Yes to clear the browse set
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Activity: Locating Groups of Students

Find the students in Form Room 7

e Select Room 7 from the Form drop down list

Roll Status | Current E
ear Group |--r'|,-"$-- |z|
Farm |Froom 7 =

e Click Find or <Enter>

e Click Back and clear your settings o
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Find the students in Senior Choir

e Select Group Type: 2016 Music
e Select the Group: 2016 Senior Choir

[ Student Search
wE G
General lF‘arametersl D ates ] Address] Dthell [W]ul} ] T Sets.-’CDhortsl

Surname/Ref. Mo. l— Roll Statuz m
Frefemed Mame l— ear Group e
First Marme l— Farm i3
Legal Surname l— House iz

Group Type 2016 Music :

Group 2016 Senior Chir :
Contact Surnarne

Global Mame Search Terms in School
@ Mot Specified
|.~'-‘-.II Mames [Excluding Hiztam) E More than
| Less than a
Equal to
Show Inactive Parameters in Dropdovn Lists Find | | Close |

e Click Find

e Click on the Year heading to sort the students by Year

Student Search Results
i S
Reference Surname Preferred Mame Year Form Date of Birth
cral Sullivan Harnah 7 ov.z 30 4PR 2004 .
kil Carless M atthew a 0a.3 16 DEC 2002
364 Stewart Joanne g 0a8.1 27 JUL 2002
3EE Stoddart Grant a8 084 1 by 2003
376 Thorne Chanton g 031 15JUN 2003 | =
kre Trinder Aiden g 084 15 JUM 2003
33 Wanderlat Alizon a 0a.2 1 &N 2003
384 Wanzbrough  iJustin a 0s.2 1 MAY 2003
7 Aspinall Simare 9 03.2 18 MAR 2002
12 Bennett Tracey 9 09.3 T4 MAY 2002
17 Bloggs erika 9 0.1 18 MaR 2002
22 Braddan Brapdie g n3.z 18 MAR 2002
27 Buszuttil Sacha g 093 9JAN 2002
32 Carter Chiistine | 03.1 18 MaR 2002
Kr) Clark. Gemma ] n9.z 24 MOV 2001
42 Curliffe Aaran 9 09.3 300CT 2000 -
Total recaords found |34
| Back | | Select | | Cloze

e Click Print Find Results =
e Close the Print Screen

e Click Back and clear the settings ©
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Find Students who were born in January

e Select January from the month drop down list

[ Student Search
wEH G B
Generall Parameters Dates l.&ddressl Dther] ol l T Sets#[ﬁohortsl
|Date of birth range E‘ | ta |
Birthday [Day, Month, Year) l_ |January El |

e Click Find or <Enter>

e Click Back and clear your settings ©

Find students with a Health Condition

e Find the students who have Diabetes

Student Search
T E < B
General] Parameters] DateslAddless Other lUDI l T Sets/Cohorts
Health Candition |Diabeles E 1 SHCS Mot Completed
Dr / Practice |--n£s-- E ) SHCS Completed
Student Mo. Ii @) Either

e Click Find or <Enter>

e Click Back and clear your settings ©
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Activity: Saving a Student Query

Find students by Teaching Set and save the Query

e Click on the Teaching Sets/Cohort tab
e Find the students in 9ENG_3

Student Search
W o
Eeneral] Parameters] Date&].&ddreﬁ] Elther] LDl T Sets/Cohorts l
Fird by Teaching Set

Timetabling “'ear 2016 :
Grid Reference |201 5-09 |z|
Subject [3Ena English 3 [=]
Teaching Set |9Eng_3

e To save the query click on the floppy disc icon =

e Enter an appropriate name for the search

Save

Fleaze enter a name for this query.

|9 English 3

’ Cancel ] [ (4 |

e Click Back and clear your settings @

To load a saved query

Click View the Query List ¥

Highlight 9 English 3

Click Load

Click Find to locate the students matching the query

Note: Saving a query saves the question not the answer. Every time the query is loaded, an
up-to-date list of the students matching the search criteria is displayed.
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Activity: Advanced Student Search

Find the Year 8 and 9 Boys

e ClickFind
e On the General tab, select Year Group: 8

Student Search
o O b
General lPalametelsl Dates l Addressl Dther] uci l T Sets;"thorts]

Sumame/Ref. Mo, Ruoll Status Current :
Preferred Mame Y'ear Group 2 :

e Inthe Parameters tab, select Gender: Male

Student Search
W E S
General Parameters IDates l f-‘nddless] Dthell []ul} ] T Setsa’Cohorts]
Indigenous Status ’n,.’s—E First Language —-F1 g
Mationality ,n.-’s—lz‘ Shudy Type g
Fieligion ’n,.’s—E Country of Bith | --n/s--
Allowance Type ,n.-’s—E Gender ,Male—g

e Click Find or <Enter>

Student Search Results

| =
Reference Surname Preferred Name Year Form Date of Birth
g Antonella ark a 0g.4 2L 2002 .
24 Broom Declan 2 0.2 27 JUL 2002
25 Browan Oliver a 08.3 27AUL 2002 |
kil Carless Matthew g 0.3 16 DEC 2002 | =
] Carbwright M atthew g 0g.2 18 AllG 2002
45 Defazio M atthew a 084 25 MOW 2002
46 DelPrete Erayden a 0a 16 DEC 2002
1 Donner Liam a 082 14 OCT 2002
5E Ellicatt Bryce a 08.3 14 OCT 2002
&1 Enbwaistle Devyn g 0g.4 28 AllG 2002
5l Gray M athan a 0g.2 14 OCT 2002
a5 Hancack Kyle a 083 27 UL 2002
a5 Harper Fhys a 08.3 14 OCT 2002
94 it Mosh a 084 14 OCT 2002
m Jury Brad a 081 14 OCT 2002
106 keenan Tam a 0g.2 12 May 2003 -
Total recards found |59

Back ‘ I Select J l Claze
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e Click Advanced Find h to search for the additional students to add to the query

Advanced Student Find

Usge the 'add' and ‘Remowe' buttons to populate the list with the students you would like to use.
Ref.  Surname Preferred Name Year Form Date of Birth
& Antonello Mark 8 084 2rdUL 2002 . \@
24 Broom Declan 8 08.2 27 JUL 2002 —
% Brown Oliver 8 083 27 UL 2002 | _ @
kil Carless I atthiew g 083 16 DEC 2002~

33 Cartyright M atthew 8 083 18AUG 2002

45 Diefazio b atthew a a4 25 MO 2002

46 Del-Prete Brayden 8 081 16 DEC 2002

1 Dranner Liam a o8z 14 0CT 2002

56 E llictt Bryce g 083 14 0CT 2002

&1 Entwistle Devyn 8 0s.4 28 Al0G 2002

2 Gray Mathan a ez 14 OCT 2002

a5 Harcock Fyle a a3 27 JUL 2002

a5 Harper Rhys a 083 14 0CT 2002

94 Ibit Moah a 084 T4 0CT 2002

1 Jurg Brad g 081 14 0CT 2002

106 keenan Tam g o8z 12 May 2003 -

Total students selected ,59—

£) [ Gl |

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

Student Search Results
&
Reference Surname Preferred Mame Year Form Date of Birth
2 Al itk Adam 9 0391 AN 2002 .
22 Braddon Brapdie | 9.2 18 MAR 2002
42 Cunliffe Aaron | 9.3 300CT 2001
52 Douglas I athey 3 03z T4 MaY 2002 -
E2 Eren Aidan 9 9.1 14 WAy 2002|
E7 Fawmkesz Ryan 9 09z 14 MAY 2002
g2 Green williarn 9 09z 14 MAY 2002
ar Hiddern Traviz | 9.3 24 MOV 2001
37 Isaco Brendan 3 03.2 14 k& 2002
102 F.after Brad 9 09.3 24 MOV 2001
107 F.eil Ethan 9 4.1 gJUL 2001
117 Kinhane Brant 9 09.3 24 WO 2007
142 Le-Ti Traviz | 191 7 AUG 20
147 Lilt Callurm | 9.z 7 AUG 20
152 London Rarnie 9 09.3 7 aUG 20Mm
157 Luck Shevie 9 9.1 18 MAR 2002 -
Tatal records found W
| Back | | Select | | Cloze

e Click Find, Select and Yes
e Click on the Form column header to sort into Forms

Click Print @l and send the report to the screen

Close the report

Click Select and Yes to create a combined list of the Year 8 and 9 boys
Click Select and Yes to create a browse set of Year 8 and 9 boys

e Clear the browse set by clicking on

Note: There is currently no ability to save advanced searches.
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2.3 School Details

General > School Details

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

Display school

: Maintain information
details summary\ about additional Send a letter SenqlI an
sites F emai
/
Edit school Set' up timetabling
details \ / periods
S ambEOe & @SawE G Set up and

Maintain / \ \ ma;}intal\iglthe
directory of school diary

contacts School user-defined Print school Calculate

School information -
activity log details Current Roll

Edit School Details 5? enables the user to maintain details in all areas of the school’'s details.

Activity: Viewing School Details

View each of the following windows in School Details.

e Sites B

e Directory

e School Activity

e Calculate the Current Roll b4
e School Diary

e Timetabling Periods =
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Activity: Add an Activity to the School Diary

General > School Details

o Click Display School Diary &
e Click Year View &

Click Add %]
e Enter the date for the coming Tuesday in the Date Field, and the following details

Activity Details

Date |‘IB FEB 2016 |Eam|:|s & Excurzions El
Time IDS:DD - |15:DD

Description IYear B A0/ A Excurgion

hotes

—

Review I Complete

o ) [ cowa ]

Term Dates for students for 2016:

Term 1 — Monday 1 February to Friday 8 April

Term 2 — Monday 25 April to Friday 1 July

Term 3 — Monday 18 July to Friday 23 September
Term 4 — Monday 10 October to Thursdayl5 December

e Click OK to save

Note: School Terms are always entered as starting on a Monday. If the
school is not open on the Monday, it may be entered as a Closed day in

the School Diary.
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View the school planner

e Click Print %I

e Select the current term and Select ALL Types

[ Term View Report

X3

Repart Title | Calendar - Tem 1 - 2016

Temm |'I Tem 1

Activity Types

V] Mot specified
V] fszembly

Praf Dew.
General Schoal Activity

4| Workshop
[¥] Camps & Excursions
[¥] Enforced School Closure

[7] Show cloged codes on repart?

Show times of Activities on report?

[

Print ] ’ Close

e Click Print and OK
e Find the Year 6 AQWA Excursion entry

3|15

08:00 Primary
Swimming
Lessons

16

0500 Year 8
Orientation Camp
0900 Year 6
AQWA Excursion
0500 Primary
Swimming
Lessons

e Close the report, the diary and School Details

CIVICAa

2016.Docx 18-Jan-16

Page 30 of 157
© 2016 Civica Pty Ltd



2.4 Setting up Groups

Schools often need to perform functions on a subset of the school population. Commonly this will
be by form or class (teaching set). Groups are a powerful feature that enables a selection of
students to be defined and used throughout the system, including the Timetabling module.

A group may be defined for a Learning Team, students at risk or any other grouping that a school
may require to promote learning.

Groups can be categorised in any manner user’s wish. The categories (Group Types) are set up
within General > Parameters > Group Types.

Once Group Types have been set up; choose Groups from the General side bar to create groups.
The Groups window opens:

1 Groups @
Groups Students
S s e Ref. No. Surmame Firzt M ame Conzent
2016 Excursions 966 Allen Penelope I
e - 956 Becker Tareq
2016 £00 :-:-::ur:z:l-:ur'u g5 Brawn Sheven
2016 Ski Trip 825 Content Damien
g28 Delamare Grasme =
830 Desitva Haley (2]
836 Edwardo Jacob @
235 Edwards Justin
239 Elliott K.atherine
343 Farmer Forizty
52 Farnton Steven
257 Gray Tenillz
863 Havlent Tam
326 Huzhler Elizabeth
@ Student () Staff k )

The group types that have been set up within Parameters appear on the drop-down menu. When
a type is selected, the groups within that category appear in the pane below. You can choose to
look for groups of staff or groups of students.

To set up a new group, first decide if it will be a group of students or staff by selecting the

appropriate radio button. Then click on the Add Group icon El within the Groups part of the
window.

Select a group type and enter a description. Click OK to save the group.

T_oladd students to a group, highlight the name of the group, and then click on the Add Members
1| putton.

The standard Student Search window opens. Select the group Members.

Note: Students and staff can also be added to a group individually by editing their record
within the Student Details or Staff Details sections of the system.
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Activity: Student Groups

General > Groups

e Click on the Groups icon on the sidebar

e From the Group Types menu, select 2016 Excursions

e Click Add Group [+

e Enter a Group Description and check Parental Consent required

Add / Edit Group
Group Type |2U1 G Excursions |Z|
Group Description |Year B ADWA,
Parental Conzent required
’ ok ] ’ LCancel

e Click OK

e Highlight the Year 6 AQWA Excursion and click Add Members g on the right

R

Groups

e Find the Year 6 students and add all of them to the group

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

1 Groups

Groups
Group Type

|2IJ‘I E Excursions

2016 Zoo Excursion -
2016 Ski Trip

=NE

. 0

@) Student () Staff

Students
Ref. No. Surmmame First Name Consent
780 Baker Reuben Ny -
92 Barbour Ross Ny
il Bom Tarnpa Y
TEZ2 Churn MHara N
837 Ellard Kate N
0 Jones Keith Ny
B3 Lowtan Katherine
3 Luck M artin Ny
T80 Fill: tark: Y
54 Furphy Tarmara A
83 Richards Mazon Ny
TED Tep Jozh Ny

e Delete EI from the list those students without parental consent

e Close Groups
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Activity: Allocating Part Time Status to Student

General > Student Details

Luke Andrews is a Kindergarten student who is attending school for 2 %2 days of every week.

Load Luke Andrew’s records

Click Edit i
Go to the Additional tab
Enter an FTE of 0.5 and press <Tab>

FTE |oRo Part Time Status ) am (O pm (nfa @ I:ustnm o

Click Assign Part Time Pattern o
Click on Friday morning and every afternoon to deselect them

Part Time Pattern

Luke Andrews

Attendance pattern for the week

Day AM P
Monday

4

o
Tuesday ~

Wednesday e
Thursday
Friday

Once Part Time status has been allocated to students, the daily records will reflect when the
students should be at school according to their attendance pattern.

Click OK

Click OK and OK
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2.5 Reports for Manual Attendance Recording

Reports may be accessed on a wide variety of information required by the school and other

authorities.

Standard reports can be found by selecting Reports from the Admin sidebar. Some of the Reports
in Admin are useful for teachers who are responsible for recording Attendance data.

'@ Reports

=

:

Roll Reports

Form Lists

Check Lists
Saved Check Lists
Graphz

Maritaring R eparts
Address Labels
Exports

Staff Reports
Custom Reports
Ad Hoc Reports

cooepoceooen

-~

General Reports

Monday, 15th February 2016

the report

specify the report format and content

saved, then just one click prints your report

=
=

1.

Use a new or saved "Query to select the subjects of

'Drag-and-drop’, tick-boxes and pick-lists allow you to

You only need to do this once, then save the report as

a'Custom Report, with a name of your choice

Click on the Custom Reportto see the settings you

|

Cancel ]

Each folder on the left-hand side contains reports. To run a report, click on the relevant report to
highlight it. Any Sort Fields and Options will be displayed on the right of the window.

&2 Reports @
) & W | o=
1 General Reports - Titles
1 FolReports airn Title |Standard Form List
a El:[m Lists Fage Footer |
Standard Form Ligt
D F :"““ Hml : £ Include Teacher Mame(s) on Report
arrn List Summary
D House Form List Sort Fields "
D Student Address Details poB 1 So Field Av [Total |Poge
Gender I
D Parent/Guardian 1 Phone and 2 Suhanme
D Student Information Sheetz ear -
D Student Infarmation Cards
D Student Update Form Options
Student Mumber
[ Student Phatas Form All - Enck Box
[ Dinner Money Register i Year Group [&ll [] Show Family Representative totals
. ] T“‘“L‘[‘n"‘ St Link . "] Separate by ‘Year Group
[ Print ] [ Cancel ]

For any Form List report choose your report options (Year, Form etc.) and, to sort the report by a
particular field, drag the field name from the Sort Fields box on the left into the Sort Field box on
the right. When all the details are correct, click Print and choose a destination for the file.
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The General and Roll Reports do not have the same options as the Form List; instead you are
asked to select students using the New Query button:

Select

| El Mew Query

Show Reference Mumber

Totalz only

This enables users to select students based on a previously saved query (these appear on the
drop-down menu), or to select a new query. Selecting New Query brings up the standard Student
Search window.

Once the query has been defined, click on the Print button and choose a destination for the file.

Note: If you often run a standard report using the same criteria, you can save the settings

4 for future use by clicking on the Save as a Custom Report button. This stores the
report settings in the Custom Reports folder.
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2.5.1 Weekly Checklist-Admin Reports

Activity: Print a Weekly Check List

Admin > Reports > Check Lists > Weekly Check List

e Produce a Weekly Check List for Form: Room 6

e Include am/pm, Number of weeks 2 , Week Commencing next Monday’s date

7 Reports @
1 General Feports - :
1 Rol Reports Main Title | Weskly Check Lists
1 Form Lists Page Footer |
£ Check Lists Nates
[] Check Lists
[ Form Check Lists E

D Group Check, Lists Select

w Check Lists |Selected Subszet 12 entries IE‘ Mew Query

D Farm weekly Check Lists

] Sortz and Options Format Check List columnz
g ;::::heck Lists [T] DOB column [Z] Gender column Include am/pm?
3 Monitoring Reparts - Semaelo by o B Mumber of Weeks [up ta 4) '2_
1 Address Labels Sl
T Funerks 2 |Surname E ‘Week Commencing |22 FEE 2016
L) [

e Print the report to the screen
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2.5.2 Home Room and Form List

Activity: Print Home Room and Form List

Lesson Attendance > Reports > Attendance Forms > Home Room and Form List

e Primary: select Rooms 1 to 6 and Select Split Day Columns

e Secondary: select 7.1t0 7.2
e Enter the current term and week

&5 Lesson Attendance Reports
 ARANE =1L
£ Atendance Forms - _Titlgs ] :
@ Home Room ahd Farm List Main Title IHDmB Fiaom and Form List
@ korming Abzentee Report Page Footer I
@ FormAr'ear sbzentee Report Sort Field
@ |ndividual Abzentes Report !?i:st Iljarie ot Fiold
F-
& Teaching Set Attendance Fegister Gender e
@ Ewpected Absences Sumame -
1 Attendance Records et
L1 Analysis Reports N
L1 Subject Attendance Gelection
1 Exports =
122 . @) Form
1 Custom Rieports 1K§F'3 () Teaching Set
Mot specified ) Group
F oo
— Termn Ma. I‘I Wwieek MNo. |2
5 H Week starting: I
Room E
i e - Split Day Columns
4 3

e Print the report to the screen

[ Prirt ] [ Cancel
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3 Lesson Attendance

3.1 Parameters

Lesson Attendance > Parameters

I:l Parameters

Instructions

Itr the: right hatnd panel, there
are a humber of icons with
descriptive titles showing which
functions are available.

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

' Attendance Codes
' Create Dally Records

@ Defauls

' Enforced School Closure
' Map Attendance Codes

' Period Availability Structure
@ Timetable Cycle Start Dates
@ ear Groups

@ Palm Setup

' Create Mew attendance vear

@ Delete Old Attendance Data
' Delete Student Day Records

m

3.1.1 Attendance Codes

Lesson Attendance > Parameters > Attendance Codes

These codes must not be edited or deleted in WA Department of Education schools. Changes will
adversely affect reports and modules such as Behaviour, Census, Lesson Attendance and
Transitional Reports.

(=)

|:| Attendance Codes
&
Code Type Feport Description Fesaolved Status
/ Present 0 Present YES -
i Unauthorized {1 Absent [causze not establizhed) MHO
* Unauthorized (2 Unacceptable Reason YES
T Unauthonsed 3 Truant YES
R Authoriged 1 Reasonable Cause YES
Z Authorized 2 Suzpended YES
E Approved 1 Educational Activity YES
W Approved 2 Withdrawn YES e
b Approved 3 Medical/Sick Bay TES T
L Late 0 Late YES
C Authorized 3 Cultural/Relgious YES
Ny Mot counted in 0 Erforced Closure YES
1§ Authorized 4 Matified az sick YES
W Authorized 3 Wacation YES
F Authorized 0 Flesible [zode no longer active) TES
2] Approved 0 Mot Required to Attend YES i
K s bannizad 4 | lman hrrizad Waratine YF&
Lloze
Report Appearance:
Althaugh there iz na limit to the number of Attendance codes which can be entered, only a limited number cat
appear on certain reports.
The reparts allow for 4 of the Type "Unautharized”, 5 "Autharized” and 3 "Approved". The Report number
indicates the order in which they will appear on the report.

Note: Z and W codes are managed by the Behaviour module. They cannot be selected in Lesson
Attendance when entering absences as it is a Department of Education and Training requirement that
all schools use the Behaviour module to record suspensions and withdrawals. The Y code is
accessed through Lesson Attendance > Parameters > Enforced School Closure.
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3.1.2 Lesson Attendance Defaults

Lesson Attendance > Parameters > Defaults

|:| Lesson Attendance options @

&

Defaults l.-’-‘«bsence Letter | Feport Instructions | Spstem Management] Lates Letter] Letter Defaultsl

Default absence code for Lates windaw |U - Absent [cause not established) |E|
Default abzence code for Speed Entry |U - Bbzent [cause not establizhed) |E|
Default absence code for Day View |U - Abzent [cause not established) |E|
Default absence code for Student Yiew |U - Abzent [cause not established) |E|
Default absence code for Week Wiew |U - Abzent [cause not established) |Z|

Home periods count towards abrence miles

inimum percentage attendance required per session 7 ox

Draily record management mode (on exiting Speed Entry) |Autnmatic E

ok Cancel

Default absence codes may be changed by schools if appropriate. Home period counting may be
edited. This will impact on the session attendance code.

Minimum percentage attendance required per session must be set at 75%. Thisis a
Department of Education standard and is only to be changed in consultation with a STIMS Admin
Team — Senior Project Support Officer.

Daily record management mode (on exiting Speed Entry):

e Automatic Daily record management - this setting provides a function when Speed Entry is
exited and there are just a day’s records to create, the creation of the records will occur
automatically. This is the recommended option.

e Manual Daily record management - when the user exits Speed Entry the Daily Records
window will be displayed so the user can create the necessary daily records.

e Off mode - the daily records can only be created from Parameters > Create Daily Records.

Report Instructions

The text entered here appears at the bottom of the Morning Absentee Report. This may be edited.

|:| Lesson Attendance options £3
Defaults ] ahzence Letter Report Instructions |Sestem Management | Lates Letter | Letter Defaults

Inztructions text for Moming Absentee Report.
Please send this list to the office by 2.30 every day.
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Lesson Attendance > Parameters > Defaults > System Management

System Management can be switched on or off. This will control whether the taking of registers is
logged via the Registration option.

Note: This only applies when the Timetabling module is loaded.

AM/PM code clicks: There are three options that control direct changes to AM/PM codes in Day
View and Student View windows:

e No Confirmation Required — users will be able to change AM/PM codes freely
e Confirmation Required — users will be asked to confirm changes to AM/PM codes

e No Changes Allowed — users (other than Administrator users) will not be able to change
AM/PM codes

A Default Attendance Code must be selected from the drop down list of approved codes. The
default should be set to / Present although it is possible to alter this.

Note: Department of Education (WA) schools should use / Present as the default code.

Day View Right Clicks: By default use of the right mouse click in the Day View window will update
the selected period and all remaining periods in the day which are after the selected period. The
administrator can elect to restrict the use of this right click function. The options are:

e Enable Right Clicks in Day View: - The right mouse click will update remaining periods in the
day (default mode)

e Disable Right Clicks in Registration Mode: The right mouse click will work in the Day View
window except when the Day View window has been opened via the Registration icon

e Disable Right Clicks in All Day View modes: The right mouse click will not operate in the
Day View window however it is opened

Evacuation Report Settings: The Evacuation Report is available in two styles - By Year, which
will print the whole report on a page, sorted by year and then surname, and By Form, which will
print a Year Group on each page separated into form groups.

Track Attendance Changes: Enables detailed logging of changes made to the AM and PM codes
for student attendance records.

Day View — Place students located via Student Find to the top of the list; When un-ticked the
Day View window will always sort students alphabetically. When ticked, students located by the
Find tool, will be sorted in the order they were found.

Default Registration Times: Department of Education (WA) schools will not use this option.
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Activity: System Management Settings

Lesson Attendance > Parameters > Defaults > System Management

View the System Management Settings

Edit Icon

z
Defaults IAbsence Letter [ Report Instructions System Management ILates Leltell Letter Defaulsl

[¥] System Management On | Enable Palm Recording (Requires Palm Lesson Attendance)
AM/PM Code Clicks | Confimation Required =
Default Attendance Code | 7 - Present ]E‘

Day View Right Clicks | Disable Right Clicks in Registiation Mode [ ]

Evacuation Report Type @ Absent students by Form Absent students by House
Absent students by Year
|| Track Attendance Changes

[ Day View - Place students located via Student Find to the top of the list
Default Registration Times

AM Start Time PM Start Time |
AM End Time PM End Time |

Exit Lesson Attendance Options

Ej Lesson Attendance options - |
v
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3.1.3 Enforced School Closure

Lesson Attendance > Parameters > Enforced School Closure

This special ‘Y’ code can be assigned to students when the school, or part of the school, has had
to close. Students assigned this code are not counted in Attendance. In effect the code is similar to
a school closed code (as found in the School Diary). The student is not present, but neither are
they counted as absent.

Note: The ‘Y’ code can only be assigned to students in the utility: Lesson Attendance >
Parameters > Enforced School Closure.

To ensure that it cannot be used in any other way, the following will apply:

e You cannot edit or delete in Parameters > Attendance Codes
You cannot map the code in Parameters > Map Attendance Codes
The code is not accessible in Parameters > Defaults
The Code does not appear in Day View, Week View or Student View
The Code does not appear in the Speed Entry or Lates

Enforced School Closure can only be accessed by a single user at any one time. If this function is
being used and another user attempts to access the function, the following message will appear.

' Create Daily Records

' Create Mew sttendance Year
' Defalts

' Delete 04 Attendance D ata
' Delete Student Day Records

|>

' E nforced Schoal Closure
' Map Atten Lol
' Period A, LI
' Timetable This item is already in use by another user. Please try later.
' “ear Group
2, Adit
School Closure
This utility will mark, every selected student with the ™™ [Enforced Closure)
Attendance code. Once in place, thiz code cannat be edited. Exceptions
apply when using the Student Find
Select the Date and Session, and click on “&pply School Closune'
Yau can undo the change by clicking on "Cancel Schaoal Closure’, This wil
mark every selected student with the default Attendance code.
T Select -
Dae [ ® Whols Day
() &M zezsion
() PM session
~Select
@ ‘Whale Schaal
() Student Find I IE‘ Mews Query
~Reazon
Fieazon for change: X
[ LCancel School Clazure ] [ Apply School Clazure ] [ E xit
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3.1.4 Enforced School Closure for Selected Groups

Schools may use the Enforced School Closure Function to manage the attendance of students

with an irregular part-time attendance pattern, e.g. If you are recording attendance for Kindergarten
students attending three days one week and two days the next.

School Closure
Thiz wutiliby will mark, eseny selected student with the """ [Enforced Clozure)

Attendance code. Once in place, this code cannot be edited. Exceptions
apply when uzsing the Student Find

Select the Date and Sezsion, and click on “Apply Schaoal Closure”

“Y'ou can undo the change by clicking on "Cancel School Closure'. Thig will
mark, every zelected student with the default Attendance code.

Select -
Date: @ ‘whole Day
() A session
() PM session
Select
() Wwihole School
@ Student Find [Selected Subset 13 _ =]
Reason
Reason for change:  |Kindy 2 Part Time Attendance Pattern o

LCancel School Clasure ] [ Apply School Clasure ] [ E it

Note: If thereis any existing attendance data on the date selected, it will be overwritten,
unless that data is an Authorised or Approved Absence Code.

Warning 23

& This will close the whole school for the day selected, Any attendance
L' data already entered will be overwritten.
Do you wish to continue?

Week View
Student Selection Date Selection
Select students by () Farm @ My Form Wesk starting Mor: [22FEB 2016 4 b
(©) Teaching Set () My Sets Cucle Tem 1 wesk 4
o S Fld Attendance Year 2016
Fom: [11.1 lz‘ g Current Code |Absent [cause not established) |
Form 11.1 - 22 students. 224 FEB 2T3UFBEB EYFBEEIB 2;?&3 25FFnEB
Ref Mo |Fom Student Name Jst | P fest [P fsea [Pt Jset [ PR ] ad [P | Codes
4 1.1 Andrews, Flachael A A i- 4
g7a 111 Black, Jenny R I B E P I B I w2
33 1.1 Cooper. Fyan N O DA I N A R VA ;
73 1.1 Guold, Stephanie S R AR R AT E

School Closure in the Week View Screen
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Activity: Enforced School Closure

Lesson Attendance > Parameters > Enforced School Closure

The Teachers union have launched industrial action. The whole school will be closed next
Monday morning.

e Enter the information as per the screenshot

School Closure
This utility will mark, every selected student with the ™" [Enforced Closure)

Aftendance code. Once in place, this code cannot be edited. Erceptions
apply when uzsing the Student Find

Select the Date and Session, and click on "&pply School Closure”

Yo can undo the change by clicking on "Cancel School Closure”. This will
rmark ewery selected student with the default Attendance code.

Select -
Date: ,7 (1 wéhale Day
@
) P sezzion
Select

@ “Whole School

) Shudent Find | E‘ New Quemy
Reazon
Reason for change: | Industrial action by State Schaoal Teachers -

nion Wi,

[ LCancel School Closure ] ’ Apply School Closure ] [ Exit

e Click Apply School Closure

Warning P21

" attendance data already entered will be overwritten.
Do you wish to continue?

e Click Yes

@ Cloging the School for Year Group: 8

e Click OK
e EXit School Closure
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3.2 Day View

Lesson Attendance > Day View

Day View
Student Selection Date Selection
Select studentz by @ My Form Date IEETE ERp MONDaY
Teaching Set My Setz Cycle Termn 1 'week 1 - 1FEB 2016
Student Find Attendance Year 2016

A |Fh:n:|m Z E g Cunrent Code |.t’-‘n.bsent [cause not eztablizhed) |
Form Foom 2 - 18 students selected. M
RefMao | Form | Student Mame | AM | Pt | i | | | | | | | | | | Codes
800 Room 2 [&llen. Tamara L / i
B4 Room 2 |Amber, Kyle i |
822 Room 2 |Corchi, CherieArn | 2 | 7 >T<
755 Room 2 |DaviesSlate, Candice | / | / =]
796 Roorn 2 |DeJong, Sebastian 4 E
808 Foom 2 |Dean, Tray Y rfl
244 FRoom 2 |Fava, Kiypstal Y C
a59 Foom 2 |Green, Thy 4 N
802 Foom 2 |Mcalindon, Tanya Y \é
816 Roorn 2 |Pauley, Candice 4 K.
347 Foom 2 |Rafferty, Paul 4
524 Foom 2 |Rogers, Conan Y
876 Raom 2 |Schmidt, Hannah 4
794 Foom 2 |Sharp, Sarah Y
249 Room 2 |Simpzon, Bemadette | /| /
851 Foom 2 |Smith, Steven 4
843 Room 2 |Thome, Tina A
811 Foom 2 ["Winter, Annette 4

4 mnr 4 F

|E| Refresh E zit

Day View is used for:

e Viewing data day by day
e |Initial data entry

e Updating data
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Options for finding and loading student records include by Form, Teaching Set, Name, or by the
Find tool. If the Timetabling is loaded, users may choose My Form and My Sets.

Note: For My Form and My Sets to function correctly the Staff link must be activated in the
User settings in General > Control > Users > Edit User and for My Sets the school must
have the Timetable module loaded.

Date selection: Defaults to the current date on opening the window. Users can enter the date by

)

typing it in or by using the Select Date function.

The Cycle, Cycle Start Date and Attendance Year that are displayed in the window have been
set up in Lesson Attendance Parameters.
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Displaying Attendance Code Key

Lesson Attendance > Day View

e Click on the selected code to view description, enlarged above the list of codes

Current Code |F|easonab|e Cause

e Use the Display Key function E‘ to view list of all codes and descriptions

LR

[yl
o
L
[
@

ﬂmﬂznrgmi—u}cc%

»

Key To Lesson Attendance Codes

=

Code

MLz T g MDA C ™~

Description

Present

Abzent [cauze not established)
Unacceptable Reason

Truant

Reazonable Cause
Suzpended

Educational Activity
withdrawn

Medical/Sick Bay

Late

Cultural/FReligious

Erfarced Closure

Motified as sick

Wacation

Flexible [code no lonaer activel

Type
Present
Unautharized
Unautharized
Unauthorized
Authonised
Authonised
Approved
Approved
Approved
Late
Authorized

Authonsed
Authonsed
Authonised

Resaled?

Tes
Mo

es
es
Tes
Tes
es
es
es
Tes
e
es
es
es
Tes

-~

m

-

Note: Z and W codes are managed by the Behaviour Manager module. They cannot be
selected in Lesson Attendance when entering absences as it is a Department of Education
and Training requirement that all schools use the Behaviour module to record instances of
suspensions and withdrawals.
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3.2.1 Displaying Attendance Data by Form

Activity: Display Data by Form

Lesson Attendance > Day View

e Select the Form option (may already be defaulted)
e Enter the date 4th February 2016
e Select Room 4 from drop down list

Day View
Student Selection Date Selection
Select studentz by @ orm My Form Date W q @ J» THURSD&Y
Teaching Set My Sets Cuycle Term 1'Wesk 1 - 1FEE 2016
Student Find Attendance Year 2016
St |F|00m + Iz‘ g Current Code |.6.bsent [cause not established) |

Form Room 4 - 14 students selected. M
Fef Mo | Form Student M ame a6 | Pr | @ | Codes
7EE Foom 4 |Albert, Jackie ufu /

760 Room 4 |Baile, Doyen TR |
832 Room 4 | Dunstan, Jennifer MY >.|§

833 Foom 4 |Edwards, Julie A =]

84z Room 4 |Farmer, Krigtof uiu E

958 Room 4 |Gray. Thireth S td

861 Room 4 |Jones, Tim nju C

T3 Room 4 |Marshall, Kristy Pl H

756 Foom 4 |Moar, Chris L \é

o4 Raaom 4 |Marth, Mathew S k.

204 Room 4 |Price, Tiffani ol ow |

793 Foom 4 |Sorel, Sarah L

Il Room 4 |Varricchio, Kim Pl

7B1 Room &4 |'williett, Elizabeth L

e View the attendance records and read the notes by clicking on the ticks in the Notes Jﬁ

column
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e View attendance records and read the notes for Form 8.1 for 4" February 2016

Day View
Student Selection [ ate Selection
Select students by~ @ ty Formn Date 4FEB 2016 4 B P THURSDAY
Teaching Set My Sets Cycle Term 1'week 1 - 1FEB 2016
Student Find Attendance rear 2016
Form: |DS'1 lz‘ g Current Code |.6.bsent [cause not established) |

Form 08.1 - 28 students selected. M
RefMo | Form |StudentName |.t'-\rv1 | F'Ml ikl | H | 1 | 2 | B | 3 | 4 | L | 5| | | | | Codes
g 081 Bandy. Tamara [ L I I R R B I - )
14 0a1 Bizhop, Alecia I O L T A I M M U |
16 081 Blake, Keira / / L / / /! >_F

20 08.1 Buott, Lara A L N ! ! R

45 0a.1 Del-Prete, Brayden A R / / E

B4 081 |Evans, Dapna 77 ANAN 7 7 'f'

76 0a.1 Gaunt, Natalie A L A ! /! C

101 021 Jury, Brad ! / L / ! /! \N,.'

114 081 King, Jared i u ufulu U i} 0

126 081 Kby, D ale / / 4 / / /! 4
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3.2.2 Day View-My Form

Activity:

Lesson Attendance > Day View

e Select My Form

Ms Oswald’s form will be automatically loaded

Day View

Student Selection

Select students by ) Farm
) Teaching Set ) My Sets
1 Student Find
Farrm: |'I'|.1 IZ| g

e Goto Today’s date
e Ensure that absence code U is selected
e Right click in the H (Homeroom) column for Ryan Cooper

All columns will automatically be updated.

e Leftclick in the AM cell for Josh Johnston, read the message and click Yes
e Repeat for the PM cell, read the message and click Yes

Note: The period structure is not automatically updated

e Right click in the H cell for Josh Johnston, read the message carefully then click on Yes

Change Code l—""—J

N The Session Attendance Codes for this student appear to have

V' previously

been overridden. Do you want to recalculate the Session Attendance
Codes

based on the current Period Codes?

e Click OK to save the changes

ClviCa 2016.D0oCX 18-Jan-16
Page 50 of 157
© 2016 Civica Pty Ltd



3.2.3 Day View- Entering Attendance Data

Activity: Enter Attendance Data

Lesson Attendance > Day View

Enter and save data for TODAY for the following Primary students who are absent from Form
Room 5

o Steven Brown
o Steven Farnton
o Tenille Gray

e Select the Form radio button
e Select Form Room 5

Day View

Student Selection

Select students by @ () My Farm
) Teaching Set I My Sets
) Student Find
Farrn: |H00m ] Iz‘ g

e Enter U in the AM and PM sessions by right clicking in the AM cell
e Click OK to save the data

Mason Richards (Room 6) has brought a note to say he has a dental appointment this
afternoon.

e Select Form Room 6
e Select absence code R
e Left click in the PM cell

e Click in the notes column Jﬁl.

3 Room 6 |Richards, Mazon f| R W

e Enter a note

Comment - Richards, Mason

Fazon brought a note i to say he was leaving early -
due to a dentist appointment. Db

e Click OK and OK to save
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3.2.4 Day View- Updating Students’ Existing Records

Activity: Update Student Absences

Lesson Attendance > Day View

The following Form 9.1 students were participating in the Keep Australia Beautiful program.
They were absent from Homeroom, and periods 1 and 2 on 8" February 2016:

o Christine Carter
oAiden Eren
o Travis Le-Ti

e Enter an absence code of E (Educational Activity) for the relevant periods. Overwrite the
existing U (unexplained absence) code

Day View
Student 5 election [ ate Selection
Select students by @) Form by Farmn Date B FEE 2016 q B P MoNDey
Teaching Set My Sets Cycle Tem 1 'week 2 - BFEB 2016
Studert Find Altendance Year 2016
Fom: |DS'1 El lg Current Code |Educati0na| Activity |

23 students selected. \i‘
FefMo |Form | Student Mame [apt | PM || H| 1] 2| B 3] 4| L] 5] | | | | Codes
2 031 Alkitik, Adam / / /! ! ! 4 - ! /

17 031 Bloggs, Merika / ! ! / / dd ! u

32 031 Carter, Christing E| /|W| E|E]|E A4 ! >_F

47 031 Dent, Kaitlyn / / /! / / A ! R

B2 091 |Eren Aidan E| 7 E|E|E T 7
77 031 |George, Ellena 7 T A 7 M

92 031 Hubble, Regan / / /! / / L ! C

107 031 K.eil, Ethan / / /! / / A / H

122 031 K.oehler, Janelle P4 LA IR ! E

142 031 Le-Ti, Travis E| / E|E]|E L / K

e Click on Notes @ for one student
e Enter the note
e Use Ctrl + C to copy the note and Ctrl + V to paste into the other two students notes

Comment - Carter, Christine

F.eep duztralia Beautiful Program. Dk -

e Click OK and OK to save

Note: Multiple absences can also be entered in Speed Entry.
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3.2.5 Day View-Selecting Students by Teaching Set

Activity: Record Absences by Teaching Set

Lesson Attendance > Day View

e Select Today’s date

e Click the Teaching Set radio button
e Choose 10Art_1from the drop down menu

Day View

Student Selection Date Selection
Select students by ) Fom _) by Form Date | 4 @ P MONDAY

@) Teaching Set ) My Sets Cycle Term 1 Week 3 - 1S FEE 2016

_) Student Find Alttendance Year 2016

UeEnilime |1D.~'-‘-.rt_‘| S10AL lz‘ g Current Code |Truant |
Teaching Set 10&rt_1 - 1041 - 22 students selected. T
H{ 1| 2| B| 3] 4] L| &

Ref Mo | Form |StudentName |AM | F'Ml i | | | | | | | | | | | Codes
3 101 Anderson, Ben E2N N N I I I R R I I / N
18 101 Bloor, Rebecca R L R N A / u
3 101 |Dakon, Cara A I A 7 7
58 101 Em, Lance R L R N Y / [
7 101 Fullgrabe, Kirsten E I I I I Y / E
88 101 Hill. Harina AE AT S ! PI:*I
108 101 Kelley, Rohyn L R N Y ! N
128 101 Lackie, Bryce E N N A Y / \N.r
143 10.1 Lewis, Emily Al AT S IR ! 0

e Record the fact that Hanna Hill and Emily Lewis were truanting period 2
e Click OK to save
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3.2.6 Day View-My Sets

Activity: Record Absences Through My Sets

Lesson Attendance > Day View

e Click the My Sets radio button

e Click on the down arrow adjacent to the Teaching Set field to view Sharyn Oswald’s Teaching
Sets. Select 11HR1

Day View
Studant Selection
Select studentz by () Fam

() Teaching Set
) Student Find

TeachingSet  [1THR_1-11HR_1  |=] &2

e Leave the date as Today’s date

Note: Only those teaching sets for the logged on user are displayed.

Day View
Student Selection Date Selection
Select studentz by () Form () My Fam Date q @ J» MOMDAY
() Teaching Set @ My Setx Cycle Tem 1%Week 3 - 15FER 2016
(2 Student Find Attendance Year 2016

Teaching Set:  [11HR_1-11HR_1 [+ &

Current Code |Medical£8ick Bay |

21 students selected.

RefNo  |Form | Student Name [am | PM| @ | H|] 1] 2] B 3| 4] L] 5] | | | |
4 1.1 Andrews, Rachael N T I I T N I N I N -
39 11.1 Cooper, Rypan mjpujfufjugpu [N I A

74 1.3 Fulter, Michael Eo I N I I L - /

79 1.1 Gald, Stephanie L N A N N

113 1.3 Kitchen, Marc C I N I L - /

133 11.1 Leslie, Mathan C I L R I L - /

e Marc Kitchen in 11 HR_1 class was sent to the Medical bay during period H
e Click OK to save

Note: This window gives access to the full period structure. The Registration Window will
restrict the user to the period appropriate to the day and teaching set.
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3.2.7 Day View-Finding/Loading Individual Student Records

Activity: Record Individual Absences

Lesson Attendance > Day View

The following students are absent all day today. Load their records individually and record

their absences.

Primary:

o Tamara Allen
o Penelope Allen (the first two students can be loaded together)
o Keith Jones

e Select Student Find
e Enter ALL in the Student/Ref. No. field and <Enter>

@ Student Find

Studert / et o, |ALL i &

e Highlight Tamara and Penelope Allen, click Select and Yes
Change the code to U
e Right click on the AM cell to record an all-day absence for both students

2 students selected. J
RefMo | Fom | Student Name [ eal @ | 1 1 | 1 | | | | | Codes
HEE Room & |allen, Penelope [ N i
800 Raom 2 |Allen, Tamara U ue

e Click OK to save
e Enter JON,K directly into Student/Ref. No. and <Tab>

Day View
Student Selection
Select studerts by ) Fom () My Farm
() Teaching Set () My Sets
@ Student Find
Student / Ref No.  [JON.K i &

Keith is added to the student list

RefMo | Fom | Student Name [am Pl @) | 1 | | | [ 1 I | | |
BEE Room 5 |&llen, Penelope A "
200 Foom 2 |Allen, Tamara oA
770 RoomE [Jones, Keith A

e Right click on the AM cell to record an all-day absence
e Click OK to save

e Click Clear Student Selection 'Q and Yes
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Lesson Attendance > Day View

The following students are absent all day today. Load their records individually and record their
absences.

Secondary :

o Ben Anderson
o Rachael Andrews
o Tracey Bennett

e Select Student Find

Day View
Student Selection
Select students by () Farm _) My Form
) Teaching Set ) My Sets
@ Student Find
Student / RefNo. | i &

e Enter AND in the Surname/Ref. No. field and <Tab>

Shudent Selection
Select students by ) Form ) My Farm
1 Teaching Set ) My Setz
@) Student Find
Student / Ref Mo, [&ND Hh @

e Holding down <Ctrl> select Ben Anderson and Rachael Andrews
e Click Select and Yes
e Right click in the Homeroom (H) cell to record an all-day absence for both students

2 shudents selected. U

Fef Mo | Form Student Mame |ap | P | @ | H|] 1] 2] B 3] 4| L| 5] | | | | Codes
8 101 Anderson, Ben gy ufuf-pujuy -y || E
4 11.1 Andrews, Rachael gjpufojyupufu] -jpuju)-|u

e Click OK to save
e Enter BEN,T directly into Student/Ref. No. and <Tab>

Day View
Student Selection
Select studentz by ) Form ) My Farm
) Teaching Set ) My Sets
@) Student Find
Student / Fef No.  [BEN.T i &2

e Right click in the Homeroom (H) cell to record an all-day absence
e Click OK to save

&,

e Click Clear Student Selection and Yes
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You have received a phone call to say that Cory and Damien Ramsay are absent today, as they

are both sick. Record the data.

Lesson Attendance > Day View

e Enter their surname in the Student Surname field and press <Enter>

@ Shudent Find
|RaMsAY

Student / Ref Mo

i &

e Select both names from the list

Search Results

Firgt Mame Year Date of Birth
Cory

D amien

Reference  Surname

e Click Select and Yes

e Select the N code and record their all day absence

2 students selected.

FefNo | Fom | Student Mame [eM | P | @ | H| 1| 2] B| 3| 4] L| 5] |
294 11.1 Ramszay, Cory Hl W[N] N[N - NN - |N
295 122 Rarmzay, D amien H| N [N[N]H|-|N|N M

e Enter a note for each of them

Comment - Ramsay, Cory

Farent phoned to say student is zick today. SH -

Note: You can copy the text in a note (Ctrl + C) and paste it (Ctrl + V) into another note.

e Click OK to save

e Click Clear Student Selection ,Q
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Sacha Busuittil, Ashleigh Campbell and Gemma Clarke have been withdrawn from choir class this

afternoon for Cultural/Religious reasons.
Lesson Attendance > Day View

e Click Find Students &

e Find Group Type 2016 Music and 2016 Senior Choir

Student Search

e H o B =

General |Parameters I Dates I Address I Other I bl I T Setz/Coharts I

Surname/Ref. Mo. I— Foll Statuz m
Preferned Name I— “Year Group e
First Mame I— Farm —nls-
Legal Surname I— House g

Graup Type |2|J1 £ Music: :
Group I 2016 Senior Chir :

e Click Find

Student Search Results

LAy Y

Preferred Mame Year Date of Birth
iSimone S ‘09, 18 MAR 2002 .

EDEC 2002

001

Gemma

9 MAR 2002

e Highlight the three students in the list, click Select and Yes

e Select the attendance code C
e Left click in the period 5 cell only for all students

Day View
r Student Selection Date Selection
Select students by (7)) Form () My Farm Date I q @ > maND
() Teaching Set ) My Sets Cycle Tem 1'week 3 - 15FEB 2016
(@ Student Find Attendance Year 2016
SR o e 2 I & lg Current Code |Cultura|.:’F|eIigi0us
3 students selected.
RefMo | Form | Student Name [t Pt | g H] 1| 2| B| 3] 4] L] 8] | | |
27 03.3 Busuttil, Sacha L O 1 T N A NN P I B (Y
29 1.z Campbell, fizhleigh L O Y R I R I B C
v n3.z Clark, Gemma L I T N R P C
e Click OK
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3.3 Week View

Lesson Attendance > Week View

Week View
Student Selection D ate Selection
Select studentz by @) Form k4w Form Week starting Mon; m q [>
Teaching Set My Sets Cycle Term 1 Week 3
SEETE A Aftendance Year 2016
Forrm:  [{Sis e @ _
Current Code |.fl'-.b$ent [cauze not established) |
Form Fioom 4 - 14 students. \5FES 16FER 17FER 18FER 19 HER
FefMo |Fom | Student Mame Jtd | Pha e [P Jtd [Prdfastd |Pid | an [Pr | Codes
766 |Roomd  |Albert, Jackie Uluulujuluulufulu]- h .
7&0 Room 4 |Bailie, Doyen TS RFAR TN I A B NP I 5
a3z Room 4 |Dunstan, Jennifer P I AR I P I N I T
833 Room 4 |Edwards, Julie P I DA A P P R I E
g42 Room 4 |Farmer, Kristof I I B R I R B |
858 |Roomd |Gray. Thireth VS FACE RAEE EAEA BAE .
2E1 Room 4 |Jones, Tim AlArAlArArArAlArLY Y h
7ra Foom 4  |Marshall, Kristy I I B R I R B E
706 Room 4 |Moar, Chriz P I AR I P I N I K
734 Room 4 |Morth, Mathew P I DA A P P R I
204 Room 4 |Price, Tiffani I I B R I R B
733 Roomd  |Sanell, Sarah P I AR I P I N I
77l Room 4 |Varmicchio, Kim P I DA A P P R I
7E1 Room 4 |'williett, Elizabeth TS RFAR TN I A B NP I

@ Befresh E xit
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Week View is used for:

e Viewing a week’s data
e Initial data entry
e Updating data

Student records may be loaded by Form, Teaching Set, Name, or by Find Student tool. If the
Timetabling is loaded, users may choose My Form and My Sets. These are the same as Day View
options.

Note: For My Form and My Sets to function correctly, the Staff link must be activated in the
User settings and the User must be on Timetable.

Date Selection

The date will default to the current week in the Timetable cycle. The Blue navigation arrows only
become active once student records have been loaded. Users can enter the date by typing (e.g.

18y

Week commencing 170216 or using the Select Date button

The cycle, cycle start date and attendance year that are displayed in the window are drawn from
the Lesson Attendance year, set up in Parameters.
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Period Structures

Where students have a structure that includes periods, any changes made to am/pm attendance
codes in this window will be reflected in the period attendance codes stored for the student. For
example, if a student has a code ‘R’ entered for a morning session, their morning periods for that

day will display the same code (R) in Day View.

On some occasions the data that is being entered conflicts with data that has already been entered
for the student. In such instances, the user will be directed to use the Day View window to ensure

accuracy of the data to be recorded.

Enter comments in Week View by right clicking on either the AM/PM session for the appropriate

day.

3.3.1 Week View- Entering Attendance Data

Activity: Enter Attendance Data

Lesson Attendance > Week View

Enter data for last week for Room 4 students.
e Enter last Monday’s date for the start of the week

e Select the appropriate attendance code and left click in each of the cells you wish to mark

e Right click to enter a note for Matthew North’s absence on Friday

West Coast District High School

Home Room and Form List
Form: Room 4

Comments

Teacher(s) Ms Jennifer Garden SO 25 v imerieeid Week : ....ccccnnnrninans
Week Commencing: ....cccccovvimnacermrrecinacens

Ref No. Surname FistName | Yr  Gender D PR [ %
MON | TUE | WED| THU ' FRI

(766 | Albert Jackie |04 | F " I O

(760  Bailie [Doyen 04 | M U T\f'" T

[832  |Dunstan [Jennifer 04 | F | | Y i

833 |Edwards  |Juile | 04 | i

_8-42 'Farmer _—‘i(_r'iswf OW— U v:‘\)l‘\, -

858  |Gray |Thi reth 04 M | . 1 T 1

(L. jomee [ il LI V] () V! ¥ 19 V) 9] V) I

773 Marshall 'Kn'sty [ 04 F iV |

756 | Moor Chris 04 M ‘

[ e I L I O LV )

804 | Price ‘Triﬁani ‘ 04 | F | ‘

793 |Sorrell | Sarah ‘ 04 F

771 | Varricchio [Kim [0 F ] “— . =

761 IWilliett Elizabeth 04 F | |

{Student Total : 14

e Click OK to save
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Lesson Attendance > Week View

e Enter and save data for last week for the following Form 8.1 students

West Coast District High School

Home Room and Form List

Farm: 8.1
Teacher(s) Mr Carf Best T i, WEEK D L
Week COmMMENCING. v s

Ref No. | Sumame | First Name | Yr |Gender ] Commenis

MON | TUE |WED | THU | FRI
9 Bandy Tamara ] F | IS
14 Bishop [Alecia g F T
6 |Blake " Keira & F
N o (T g - TS 1 R
45 Del-Prete Brayden ] ] |
64 Evans Dayna a F 2 | &
7B Gaunt Matalie 2 F o
101 Jury Brad B i Q.
114 King Jarad 8 M .
126 |Kuby Dale B M
1137 |Leoncio Jaymee | B | F | - T
(151 {Lively Nicole 8 F
156 | Lucev iMichael a Y N
181 [McArinur Aimee 8 | F i o
(206~ |Menmeran  |Thomas | & | M | __F-’x__ii - jz: T
;208 Moore Gregory 8 M
(237 Noakes Scoll ] M o}
248 Qssey Jane 8 F
266 |Peel Pamela 8| F | L T
281 | Pol Louis 8 | M
(ass— (Rai " Fiagh T I o B

e Click OK to save

Record the following attendance details.

Simon Halligan’s father phoned. He was sick from 10" to 12" February 2016

e Update his records - use the N absence code and enter a note (Right Click) to record the

telephone call

Note: You can copy the text in a note (Ctrl + C) and paste it (Ctrl + V) into another note.

Tiffani Price truanted yesterday (or last Friday).
e Record this, using the T code
Ashlee Holt has brought a medical certificate for this morning.

e Record this, using the R code
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3.4 Student View

Lesson Attendance > Absences > Student View

Student View
Student Selection Date Range
Shaw: Abzences that require fallaw-up fom  [1FeER 2016
@ All dayz with Abzences and Lates o m

All days with Lates

Al days Current Code |Absent [cause naot establizhed)
Student / Ref No. || i &

M

Tiffani Price 4/Room 4| des
Day e . N O I o ™ n
taon, 1st FEB 2016 X| X all=
Tue. 2nd FER 2016 PR IERIE T |
Wed, 31d FEB 2016 X% | A )
Thu, 4th FEB 2016 R M
Fri. Gth FEE 2016 EREEI I :5
Fri. 12th FEB 2016 T T \N., I

The Student View window displays attendance records for a given student covering a given date
range. The window also displays a list of dates on which absence follow-up letters have been sent.

Student View is accessed by:
e Clicking on the Absences icon in the Lesson Attendance sidebar and
e Selecting Student View from the menu

Users have four options for displaying attendance data for a student:

Student Selection
Show: @ ibsences that require follow-up;

All days with Abzences and Lates
All days with Lates
All days

Student / Rief No. | #h &

Codes are entered in the same way as in Day View.
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3.4.1 Student View- Viewing Records

Activity: Student View

Lesson Attendance > Absences > Student View

e Click the Absences that require follow-up radio button

Student Selection
Show: @ Bbzences that requine Fallow-upi

() &l days with Absences and Lates
Al days with Lates
Al daps
Student / Ref Mo, | &

e Enter the date range 3 February to TODAY

. s Student / Ref Mo, |ALB,)
e |oad Jackie Albert’s records ! A

Note: The dates that absence follow-up letters have been sent are displayed in the bottom
right corner of the screen window

e Use the Print button &l to print the data to the screen

e Use the @ clear Jackie’s record from the screen

You have had an enquiry about Tamara Bandy’s attendance.
e Choose All days with Absences and Lates

Student Selection
Show:  thsences that require follow-up

& &l days with Absences and Lates)
&l davs with Lates
Al daps

Studert / RefNo. | i &2

, Student / RefMa.  [BAM.T &
e Load Tamara Bandy’s records !

e Use the Print button &l to print the data to the screen

3.4.2 Student View- Updating Attendance Records

Activity: Update Absences Through Student View

Lesson Attendance > Absences > Student View

The following letters have been returned from students’ parents. Update the Primary OR the
Secondary student’s records.
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Primary Student:

West Coast District High
1120 Hay Road
PERTH Westem Australia 6005
Telephone 8412 3456
Fax 8423 GOED
r =7 |
Mr and Mrs Albart
a Marmion Dirive
PIMNEY WOODDS Wa 8999
L A

Dear Mrand Mrs Alber
Re: Absence from school - Jackie Albert Form: Room 4 Year: 4

Our records indicate that this student was absent on the days indicaled balaw,

Please provide the reason(s) for thisthese absence{s) by contacting the school office or completing the tear-off
section and relurning it to the school as soon as possible.

Please disregard this letter if yvou have already notified the school.

Jennifer Garden
Form Teacher

Wad 3FEB 2016
Thu A1FEB 201G
Fri 5FEB 2016
Mon  BFEB 2016
Tue B FEB 2016
Waed 10FEB 2016
Thu 11 FEB 2016
Fri 12 FEB 2016
Mon 15 FEB 2016

1 1

0
Tf'ﬁmﬂﬁ ﬁﬂ\lf’lﬂm}

URs  Aerointient
SVEUANST Fponin:aeing
S LK '

[ e Y Y i

L == e el | s i e i

=
[y

Jackie Albert: 9 day(s) with absences
Form: Room 4 Year: 4

D, &\EM 29,210

Parent/Carer Signature Dat
Anendsnce Codes: / - Presenl, U - Absent (cause not estsblished), X - Unacoepiable Rexsan, T - Tmant, R - Ressonable Cause, Z - Suspended, E
- Educational Activity, W - Withdrawn, M - Medical/Sick Buy, L- Late, € - CulmlReligions, ¥ - Enforced Closure, N - Motilled as sick, ¥ -
Vacation, F - Fleaible [code no longer active), Q - Not Reguired 1o Atend, K - Unasthorised Vacation
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Secondary Student

r
Dr Bandy
12 Mowranie Place
PERTH Wa 6000
L

Dear Dr Bandy

Re: Absence from school - Tamara Bandy Form:08.1 Year: 8

Wast Coast District High
1120 Hay Road
PERTH Waslarn Ausiralia 6005

Telephonea 9412 3456
Fax 9423 6380

Our records indicale that this student was absent on the days indicated below.

Pleasa provide the reason(s) for thisfthese absence{s) by condacting the school office or complating the tear-ofl
saction and retumning it 1o the school as soon as possible,

Please disregard this letter if you have already nolified the school.

Reason for absence (please specify)

Tamara Bandy: 5 day(s) with absences
Form: 08.1 Year: 8

Carl Best

Form Teacher

Day Date am pm Period Detail
H1 2B 3

Thia 4 FEB 2016 L ]

Fri 5FEB 2016 U U uUuuy-u

Wed 10FEB 2018 U u uuuy-u

Thu 11 FEB 2016 U U uuuy-u

Fr 12 FEB 2016 U U uvwuuy-u

u

Attendunce Codes: [ - Preseat, U - Absent {case nol estoblished), X - Unacceplable Renson, T - Truand, R - Reasonable Cause, Z - Suspended, E
- Educational Activity, W - Withdrawn, M - Medical'Sick Bay, L- Late, © - CultumbReligious, ¥ - Enforced Closnre, M - Notified as sick, W -
Vaeation, F - Flexible (eode mo longer active), © - Mot Requited 1o Attend, K - Unauthorised Vication

5

-

] Ll v e Rézooie

- fiaviera b
U S,

b 1l

Parent/Carer Signajlire
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3.5 Registration

Lesson Attendance > Registration

The Registration option allows users to register that attendance data has been recorded. For this
function to work effectively, teachers will need to be set up as users and must be linked to staff in
General > Control > Users > Staff Link. The Registration window will automatically display the
user’s staff code as set up in Staff Details. The date will default to the current date and the
teaching set that the logged on user is scheduled to teach (based on the current time) will be
displayed in the Group field.

For schools that have a mixed setup using both timetabled and non timetabled attendance groups,
when Registration is selected the following window is displayed:

Year Group Select

Some Attendance Years Groups are imetabled, while others are
nat.
Flease select the Year Group you want bo work with,

2 =

) (e

e Select the appropriate Year Group and click OK
If the school does not have a timetable at all, then Registration is selected and the window on the

left is immediately displayed. If all Your Groups are timetabled, then Registration is selected and
the window on the left is immediately displayed.

[ Form Register @l 1 Registration @

Enter a date and select a Form.

Click on Register and the attendance data for
the Form will be thawn

Enter a date, zelect a zet and enter & period
number.

Click on Register and the attendance data for

the zet & period will be shown,

Staff Code  [DSwWS o. StaffCode [DSWS G

Date [ Date [

Farm "M—E Group m
[

Reqgister %

Non-timetabled Year Groups

BRegister % ‘

Timetabled Year Groups

Note: If the Year Group selected is not timetabled, then the Form menu displays all of the
school’s Form Groups. If the Year Group selected is timetabled, then Group menu displays
the logged-in teacher’s classes for that day.

e Select the class to register from the Form or Group menu
e Click Register
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The Day View window will open. For non-timetabled schools, all columns displayed may be edited.
For timetabled schools, only the column for the chosen period may be edited.

e Click in the relevant cells to record absences and then click OK

Note: Even if no changes are made, the user must click OK to create an entry in the Audit
log.

e Click OK again to confirm that register has been taken
e Click Exit to return to the Registration window.
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3.5.1 Registration-Timetabled Groups

Activity: Registration for Timetabled Groups

Complete Registrations details for Sharyn Oswald for TODAY for the following teaching sets and
absent students.

Lesson Attendance > Registration

Year Group Select

Some Attendance Yearz Groups are timetabled, while athers are
nat.
Please select the Year Group you want to wark with.

i L]

(78R | Cancel

e Select Year 11 and click OK

I:l Registration @
Enter a date, select a set and enter a period
nurnber.

Click on Register and the attendance data for
the zet & period will be shown.

Staff Code | 05WwWS (o}
Date Taday
Group H-11HR_1 :

Register % ‘

e Select the first teaching set in the list
e Click Register

This will open Day View with the appropriate period highlighted.

e Left click in the cell for the students Rachael Andrews and Nathan Leslie to mark them as
absent

e Click OK twice
e Click OK to the message that the register has been confirmed
e Click Exit
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3.5.2 Registration-Non-timetabled Groups

Activity: Registration for Non-Timetabled Groups

Lesson Attendance > Registration

Year Group Select

Some Attendance Yearz Groups are timetabled, while athers are
nat.
Please select the Year Group you want to wark with.

4 L]

(78R | Cancel

e Select Year 4 and click OK

[ Form Register @

Erter a date and select a Form.

Click on Register and the attendance data for
the: Form will be shown

Staff Code 05ws (=R
D ate Today
Formn 111 :

Register %

e Select Room 4 and click Register

This will open Day View.

e Left click in the AM cell for the students Julie Edwards and Matthew North to mark them as
absent

e Click OK twice
e Click OK to the message that the register has been confirmed
e Click Exit
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3.5.3 System Management Reports (Registration)

Lesson Attendance > Parameters > System Management Reports

Management Reports provides a quick and easy method of checking which classes have had their
attendance recorded through the registration function. The report can be generated for either a
single period or a daily summary. An option also exists to either hide or show completed registers.

3.5.4 System Management Reports-Primary

Activity: System Management Reports

Lesson Attendance > Parameters > System Management Reports

Report Type Select

Some Attendance Years Groups are timetabled, while others are
nat.

Timetabled Years: 7. 8. 9. 10.11. 12
Mon-Timetabled Years: P.1.2. 3. 4. 5.6

Pleaze select which Report Tepe you want to open,

Teaching Set Registers [Timetabled)

[ Ok, ]| LCancel |

e Select Form Registers and click OK

Systern Management Reports

Attendance Date Criteria

Aftendance Date ||

Select a date.

For each Farm, an entrp will appear for every
occasion that the Register has been opened
and marked.

Lancel

e Leave Today’s date and click OK
e Click Close and Cancel
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3.5.5 System Management Reports-Secondary

Activity

Lesson Attendance > Parameters > System Management Reports
| Report Type Select |

Some Attendance Years Groups are timetabled, while others are
nat.

Timetabled Years: 7. 8. 9. 10_.11. 12
Mon-Timetabled Years: P.1.2.3. 4. 5.6

Pleaze select which Report Type you want to open,
@ Teaching Set Registers [Timetabled)

Farm Registers

LCancel |

e Select Teaching Set Registers and click OK

Systern Management Reports

Attendance Date Criteria

Attendance Date
attendance Period |2 :

@ Single Period

Draily Surmrmary
| Hide Completed Registers

Select a date and an attendance period.

The Single: Period Report will list all registers for
the zelected period, indicating when they were
completed.

The Daily Summary will izt all regizters for all
periods up to the selected period.

Select Hide Completed Registers to only show
incomplete registers,

LCancel

Leave Today’s date and the current period
Select Daily Summary

Uncheck Hide Completed Registers
Click OK

Click Close and Cancel
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3.6 Recording Lates

Top Tool Bar > Lates

Lates

Student
Studert /RefMo.  |Angus, Sally &

eardForm 12421

Lateness Details

Date |

Time 0317

Period Leszon 1 : Mark this period as late
Attendance Code for |L| - Abgent [cause not established) |Z|

previous period(z]

Cormment |Late-|39:'l 7 Mizzed Buz

FPrint Late Slip

[ oK ][ Cancel ][ Exit

The student will be marked az abzent [bazed on the Attendance Code
entered] for all periods preceding the one entered in the Penod field, and
present faor the rest of the day,

If the Mark as Late box is checked, the student will be marked as late for
the Penod shown, IF it is unchecked. the student will be marked as present
for the: Peniod shown.

The Lates function allows:

Fast data entry for late students

Use of keyboard for data entry (with the option to use the mouse). Student data loads
automatically when the student’s name is entered

Note: When typing part of the student name into the search window and hitting enter or Tab
on the keyboard, the select window will display student names in the format of
<Surname><Preferred Name>. This also occurs in the Speed Entry window.

There are options to:

e Change date and time

e Change the Period/Session

e Mark the period as late. (See the text at the bottom of the window.)

e Include comment

e Print a late slip
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West Coast District High School

Late Slip

Name Angus, Sally Year/Form

Date 15 FEB 2016

Time of arrival 08:02

Comment { ate-08:02 Missed the bus

121121
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3.6.1 Lates-Data Entry

Activity: Entering Lates

Top Tool Bar > Lates

Primary Students

e Enter Kingston in the Student/Ref No field

Lates

Student
Student /RefMo  |KINGSTON i

“r'ear/Form

(Alternatively, the binoculars may also be used)

e <Tab>
e Select Cain

Select

Select a student and presz OK. or
double-click on student

Students Faund Year/Form

Kirngztan, Cain
Kingston, Craig i8/08.4

e (Click OK

Note: Today’s date, current time, attendance code U and comment (time of arrival) are also

displayed.

Press<Tab> between fields
Leave the Period as AM
Press <Tab> to Mark this period as late

Press <Enter> or click OK

Use the space bar to check (tick) the checkbox
Press <Tab> to the Comments field and add the reason Missed bus

CIVICAa

2016.Docx 18-Jan-16

Page 75 of 157
© 2016 Civica Pty Ltd



Lates

Student
Student /RefNo.  |Kingstor, Cain &

ear/Form AR oom 32

Lateness Details

Date Today's date

Time 08:08

Feriod A : [] Mark this period as late
Atterjdance ,CUdB for |U - &bzent [cause not established) |Z|
previous period(z)

Comrment |Late-UB:UB Mizzed the bus

Pritt Late Slip

[ oK ][ Cancel ][ Exit

The ztudent will be marked az abzent [bazed on the Attendance Code
entered) for all periods preceding the one entered in the Penod field, and
present for the rest of the day.

IF the Mark as Late box is checked, the student will be marked as late for
the Perniod shown, [F it is unchecked, the student will be marked as present
for the: Period shovn.

Note: If we wished to print a Late Slip we would Tab to the Print Late Slip field and use the
Space Bar to check (tick) the checkbox.

The updated record is displayed on the screen

Lates

Student
Student /Fief Mo, | o

‘Year/Farm

Lateness Details

Date

Time 017

Period AM : [] Mark this period as late
Attendance Code for |U - shzent (cause not established) Iz‘
prevvious perod(z)

Caomment |Late-08:17

Print Late Slip

| 0K | Cancel || Eut

Kingston, Cain:- 15 FEB 2016 08:08 - Period AM - updated
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Secondary Students

e Enter Ben Smith-Carter in the Student/Ref No field

Lates

Student
Studert /RefMo.  |Smith-Carter, Ben &

eardForm 8/081

(Alternatively, the binoculars may also be used)

Note: Today’s date, current time, attendance code U and comment (time of arrival) are also
displayed.

Press <Tab> between fields

Change the Period to Lesson 2

Tick the checkbox Mark this period as late

Press <Tab> to the Comments field and add the reason Missed bus

-

Lates

Student
Student / Fef Mo, |Smith-Earter, Ben &h

“Year/Fam 2/08.1

Lateness Details

Date Today's date

Time 0g:24

Period Lesson & : Mark this period as late
aAttendance Code for |L| - Abzent [cause not established) El
previous penod(z)

Cormment | Late-02:24 Missed the bus

Erint Late Slip

[ ok | Concel || Exit

The student will be marked as abzent [bazed on the Attendance Code
entered) for all periods preceding the one entered in the Penod field, and
present for the rest of the day.

If the Mark as Late box is checked, the student will be marked as late for
the Penod shown. IF it iz unchecked., the student will be marked as present
for the Penod shown,

e Press <Enter> or click OK

Note: If we wished to print a Late Slip we would Tab to the Print Late Slip field and use the
Space Bar to check (tick) the checkbox.
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The updated record displayed on the screen

Lates

Student
Studert /RefMo. | Smith-Carter, Ben i

“rear/Form 0081

Lateness Details

Date 15FER 2016
Time 03:24
Period Haome Ro... : | tark, thiz period as late
Attendance Code for |U - ibzent [cause not established) E
previous period(z)
Cornment | Late-08:24 Missed the bus

| Print Late Shp

Cancel | | Exit

Smith-Carter, Ben- 15 FEB 2016 08:24 - Period Home Fioom - updated

Practice entering the following data for late students

Primary Students

Troy Dean
Time: current time
Mark as late

Kristy Farmer
Time: 9.35 AM
Mark as late
Comment: Missed bus

Secondary Students

Emily Gold
Time: current time
Period: 2
Mark as late
Comment: Slept in
Stephanie Gold
Time: current time
Period: 3
Mark as late
Comment: “Slept in”

e Go to Day View to view the data you have just entered
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3.7 Speed Entry

Lesson Attendance > Speed Entry

Speed Entry function allows:

%

Speed Entry

e Fast data entry for absent students in the morning (particularly home room/first period check)
and for updating (variations and notes)

e Use of keyboard for data entry (mouse is optional)
e Student data loads automatically when students’ names are entered

There are options to:

e Enter student data for one or for multiple students

e Select the session/period

e Change the date

e Enter a code for a range of dates

e Keep data on committal

Activity: Absences Through Speed Entry

Lesson Attendance > Speed Entry

Enter data individually for students who are away all day today:

e Type DAV,C in the Student/Ref. No. field and press <Tab>
e Leave All Day (the default) and the current date

Lesson Attendance - Speed Entry

Student / Ref MNo.

| Davies, Caitlin

Select
Enter data for more than one student

@ allDay Date
&M - @
Form EM |
1111.2 Perinds
Bange of Dates
Details
Attendance Code |U - Abzent [cause not established) IE‘
Comrment |
Keep data on Committal
0K || Cancel || Esi
e Click OK

e Read the note in the bottom left of the window

e Repeat this for
o Katherine Elliott
o Bradley Uifelean
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3.7.1 Speed Entry-Keep Data on Committal

Activity

Lesson Attendance > Speed Entry

Enter data for the following students who are absent in the afternoon only.

e Tick Keep Data on Committal to save the settings for use with the second student
e Type AMB,K in the Student/Ref. No. field and press <Tab>

e Select PM option

e Choose the Attendance Code M — comment Sick

Lesson Attendance - Speed Entry

Select

Shudent / Fef Mo, ["] Enter data for more than one student
|.6.mber, Kyle Y
) & Day Date
O aM Today's date
Farm © P
2/Foom 2 @ Periads

(") Bange of Dates

Detailz
Attendance Code |M - Medical/Sick Bay E
Carmment | Sick

K.eep data on Committal

il ][ Cancel ][ E it

e Repeat this for Nora Chum

e Uncheck Keep Data on Committal

Note: If you attempt to overwrite data that has a ‘resolved’ status (*/’, ‘T’, ‘R’, ‘Z’, ‘E’, ‘W’,
‘M’, ‘L’ and ‘C’), with an ‘unresolved’ status code (‘U’ and ‘X’), you will be taken to Day View
to view/edit the day view record. This will also occur if you are updating a secondary
student’s morning or afternoon session and the session’s periods are not all the same. Z
and W codes are managed by the Behaviour Manager module. They cannot be selected in
Lesson Attendance when entering absences as it is a Department of Education and Training
requirement that all schools use the Behaviour module to record instances of suspensions
and withdrawals.
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3.7.2 Speed Entry — Range of Dates

Activity

Lesson Attendance > Speed Entry

e Load Kristof Farmer
e Select the Range of Dates option
e Enter the start and end dates (Monday to Friday of last week), code and comment

Lesson Attendance - Speed Entry
Select
Studert / Fef Mo, [ Enter data for more than one student
|Farmel, Frizhaf &
() Al Day Start Date
© e —
Farm o M
4/Room 4 () Periods End date
@ Bange of Dates
Details
Atendance Cade | - Matified as sick =]
Cormment | Sick-Parent Phoned
Kesp data on Committal
OK || Cancel || Esi
e Click OK

Note: When typing part of the student name into the search window and hitting enter or Tab
on the keyboard, the select window will display student names in the format of
<Surname><Preferred Name>. This also occurs in the Lates window.
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3.7.3 Speed Entry-More than one Student

Activity

Lesson Attendance > Speed Entry
e Check Enter data for more than one student

Use Find ﬁ to locate the Year 7 boys, highlight three names in the list and click Select
Select the PM option

Leave today’s date

Enter the Attendance Code T and comment

Lesson Attendance - Speed Entry
Select
Students ter data for more than one student
Mame Farm Statug ih
Guy Andrews 071 “l Al Day Date
David Amovesith 071 .-’-‘«M_ - @
willam Arrowsmith 071 v 8 Today's date
@ P
Periods
Bange of Dates
Details
Attendance Code |T - Truant E
Carnrment |Caught hanging out at the skate park
Keep data on Committal
5 - Abszence saved down F - Future &bsence code saved down
D - Amended in Day Wiew C - Cancelled: o changes made
[ ok || Concel || Est |

At the bottom left of screen, some codes are provided on the status of the entry:
e S — Absences saved down with no exceptions

e E — There were one or more exceptions so students already have Attendance codes added to
those dates

e C — No changes to student, possibly dates were within a school holidays

e Click OK
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The Year 8 students are going to SciTech this morning.

e Find # teaching set 8SCI_1

Student Search

W o dh

Find by Teaching Set
Tirmetabling “rear

Grid Reference
Subject

Teaching Set

General] Parameters] Datesl#\ddless] Dthel] Ul T Sets/Coharts ]

206 :

|201E - 08
|85C1 Scierce 8
|85C1_1

EEE]

e Select All the students in the browse set

e Click Periods

@ iF

e Then click Add <&

e Select Periods 1 and 2 and click OK

Select Periods

Select the periods for which
the student will be abzent

M = wmea = T

| ak. || Cancel |
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e Enter an appropriate Code and Comment

Lesson Attendance - Speed Entry
Select
Students Enter data for more than one student
Marne Form Status R
Tamara Bandy 0z T 1 AlDay Date
Ay Brabazon a2 _ .
Malthew Cartwright 083 & ok Today's date
Drervyn Enbwistls 034 ) PM
Airmee Futkerby 0.2 (@ Periods [12
Ashlee Halt 054 E @ Range of Dates
Jared King g - =
Drale Kurby 0z
Shaun Leszyn 034 Detail
Hicale Lively 081 il
Shaylee Magan a2 Attendance Code |E - Educational Activity Iz‘
Leila tchdarne ns.2
Jazon Mickan 03.4 Comrmert |Scitech Excursion

e Click OK

Note the Status displays the letter S indicating that the Absence has been saved down

Lesson Attendance - Speed Entry
Select
Students Enter data for more than one student
MHame Form Status R
Leila Mcharne 08.2 5 s w 1 Al Day [ ate
Jazon Mickan 0e.4 S - n
Dale Murphy 08.4 5 v || ©aM 15 FEB 2016
Scott Noakes 081 5 ' EM
Joel Ouk 083 5 ® Periods 1.2
Bromzon Parkey 0g.4 5 ) Range of Dates
Pamela Pesl 081 5 =
Grant B amzden 08.3 5
Candice Ritchie 0g.4 5 |
Detail
Davina Romptan 081 5 s
Andrew Sango 0g.3 5 |z Attendance Code |E - Educational Auctivity El
ark Scott 0g.3 5 17
Ben Smith-Carter 081 5 Cannrment |Scitech Excurzion
Glen Sok 08.3 5
Aiden Trinder 0g.4 5 ;
Keep dat C ttal

Torm 'Wwatzon 083 5 = [T Keep data an Commita

S - Abzence saved down F - Future Abzence code saved down

D - Amended in D ay Yiew C - Cancelled: Mo changes made

aK ] [ Cancel ] [ Esit

Information

X3

Attendance records updated.

e Click OK
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The Swimming Squad students are attending a Training Camp today and tomorrow.

e Use Speed Entry to enter these details
e Find the 2016 Swimming Squad

Student Search
wE S M

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

Surnarme/Fef. Mo. l— Roll Status m
Preferred Mame l— “Vear Group .
First Mame l— Farmn —AfEe-
Legal Surname l— House ~nfg--

Group Type 2016 Sports :

Group 2016 Swimming 5q... :
Contact Surname

Global Mame Search Temns in 5chool

@ Mot Specified
|.-’-‘«II Mames [Excluding History) Iz‘ @ More than

| ) Less than il

() Equal to

[ Shaw Inactive Parameters in Dropdawn Lists [ Find ] [ Close ]

e Click Find, Sort the student by Form, then click on Select and Yes

e Enter the details from the screenshot below

Lesson Attendance - Speed Entry
Select

Students [¥] Enter data for more than one student
Mame Form Status R
D avid drrawwsmith 071 ol ) Al Day Start Date
Lana Brown a7 _ -
Chelsea Davids 071 v || o8
Jenna Dudney 07 ) P
Suzan Zilter ar.z | ) Periods End date
Eileen ¥'aung 083 3 P B
Jenniter ZalterAlbert  108.4 © Hange of Dates
Adam Alkitik, 041
Merika Bloggs 091 .
Chiristine Carter 03.1 Detals
Simane Aspinall 09.2 Attendance Code |E - Educational Activity |E|
Eraydie Braddon 09.2
Tracey Bennett 09.3 Comment |Swimming Squad Training Camp
Sacha Busuttil 09.3
Margaret 'Wheeler 101 Keen dat C ittal
Michelle Zip n2 il —Jizzpidsl e Lotz

5 - dbsences saved down

E - Exceptions found - See Exceptions Log for details.

C - Cancelled: Mo changes made Ok ] [ Catcel ] [ E xit

e Click OK

Note: If there are any conflicts of existing data, an Exceptions Log window will open. Those
student’s data would need to be checked through Day View or Week View

e View the Exceptions Log if you are prompted
e EXit out of Speed Entry
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3.7.4 Speed Entry-Creating Daily Records

Activity: Adding a Student to the Current Roll

General > Student Details

e Click Add Student ‘é
e Enter basic details for a new student

Name: Melissa Hughes
DOB: 7 June 2006
Year: 5
Form: Room 5

Student

Personal lFamin Group l Additional ] Movement Hist. l Groups ] uol ] iz, l Aftenda

Surnare | Hughes
Legal Surnarme | Hughes
Prev. Surname | DOB | 7JUN 2005

st Mame ’W
2nd Mame l— ) Male @ Female
3rd Mare l—
Frefered Marme W

ehdail Address
Year g : Feference |0

Central 1D IEI
Farm Room & : Temp UPN  [T]

House Mot specified : UPH E|
Student No. | 00000000
sl

e Click on the Additional tab
e Enter an Entry Date of Monday of this week
e Tick the Australian Citizen checkbox

Australian Citizen /
Permanent Resident

e Click OK to save the changes
e Say Yes to continue to the Vaccination Schedule message

e Click No to Timetabling
e Close the Student Details
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3.7.5 Speed Entry-Creating Daily Records

Note: When enrolling a new secondary student and the Timetabling module is in use,
ensure that he or she is placed in an appropriate cohort.

Activity

Lesson Attendance > Week View

e Select Student Find
e Load Melissa Hughes’ records

@ Student Find

Student / Ref No. [HUGHES i &2

Check attendance data in week view for Melissa Hughes. A series of dashes will be in the records
and no attendance data can be entered as no attendance record exists

No daily records have been created for Melissa.

874 |Roomb5  [Hughes. Melizza

e Exit out of Week View

Lesson Attendance > Speed Entry

e Enter HUGHES in the Student/Ref field and <Tab>.
e Choose the Range of Dates option
e Enter the Start Date as last Monday and the End Date as TODAY
e Change the Attendance code to/ - Present
Lesson Attendance - Speed Entry
Select
Student / Bef Mo, [] Enter data for more than one student
|Hughe$, Melizza &
() Al Day Start Date
: © e —
arrm = =%
5/Room & Egliods End date
@ Bange of Dates ,7
Dretails
Attendance Code |/ - Present [=
Comment |
e Click OK.
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The attendance record has now been created for the new student and data will be able to be

recorded against this student

e View Melissa’s records in Week View

Weelk View
Student S election [Date Selection
Select students by () Farm ) My Form Week stating Mon: [15FEB 2016 ¢ [ B
2 TeachlnngBt © My Sets Cycle Tem 1'Week 3
© Student Find Attendance Year 2016
Student / Ref Mo, &k
g Current Code | Mot Required to Attend |
Mon Tue  Wed Thu  Fii @
U slludenlt 1SFEE 16FEE 17FEE 18FEE 19 FEE
RefMo |Form | Student Mame Jatd | P Jard |Pi Jtd [Ph Jad [P ] 2 P Codes
a5 Foom 5 |Hughes, Melissa A f‘u =

e Exit out of Week View

CIVICAa

2016.Docx 18-Jan-16

Page 88 of 157
© 2016 Civica Pty Ltd



Activity: Review

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

1. Kyle Pearse and Simon Rumble are absent from Sharon Oswald’s form class today. Enter their
absences.

2. Kristof Farmer was absent very early in the Term 1. We have now been advised that he was
sick on those days. Use Student View to update his records.

3. The students in form 9-3 are going on an excursion to Parliament House today. Use speed
entry to record the absences.
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3.8 Future Absences

Lesson Attendance > Absences > Future Absences

|:| Future Absences @
Geor B G LW
Future Absences

Fef Mo Student Mame Year Form Start Date End date Code Ewpired Perniods Comment
TEE Albert, Jackie 4 iRoomd4 1DECZ0ME-AM (9DECZ2ME-PM W Family he s
399 Zoler-albert, Jennifer g8 i0a4 1DEC 2016 -AM (9DEC 2006 - PM Y Farnily he
7 Gold, Stephanie 11 111 QDEC20ME6-AM (9DEC 2016 - PM E Singing ¢
a3 Guester, Kea o 03 QDEC 206 -AM (9DEC 2016 - PM E Singing ¢ _
a4 Guthrie, Sean 11 i11.2 QDEC 2016 -AM (9DEC 2016 - PM E Singing < =
aa Hill. Hanna 10 1041 QDEC 2016 -AM (9DEC 2006 - PM E Singing :
a9 Hogan, Paul 11 113 QDEC 206 -AM (9DEC 2016 - PM E Singing ¢
93 Istan, Kevin o 02 QDEC 206 -AM (9DEC 2016 - PM E Singing ¢
99 Johnstan, Josh 11 1141 QDEC 2016 -AM (9DEC 2006 - PM E Singing ¢
103 K.arman, Clay o103 SDEC 2016 -AM (9 DEC 2016 - PM E Singing ¢
108 F.elley, Rohyn LRI QDEC 206 -AM (9DEC 2016 - PM E Singing ¢
109 K.ent, Clayton 1 i11.2 QDEC 2016 -AM (9DEC 2006 - PM E Singing ¢
364 Stewart, Joanne g 081 QDEC 2016 -AM (9DEC 2016 - PM E Singing :
366 Stoddart, Grant g i0ad QDEC20ME6-AM (9 DEC 2016 - PM E Singing ¢
A Sullivan, Hannah FoiOvz2 QDEC 206 -AM (9DEC 2016 - PM E Singing ¢
ave Thorne, Chanton a 081 QDEC 2016 -AM (9 DEC 2016 - PM E Singing ¢
crn Trinder, Aiden g o084 QDEC 2016 -AM (9 DEC 2016 - PM E Singing :
] Wanderlan, Alizon g a2 QDEC 206 -AM (9DEC 2016 - PM E Singing ¢
384 Wanzbrough, Justin g a2 QDEC 206 -AM (9 DEC 2016 - PM E Singing ¢

7 Agpinall, Simone 9 092 QDEC 2016 -AM (9DEC 2016 - PM E Singing ¢ _
17 Dmimimbt Trmmman [n] na 2 Lo I Y ol T s W =L ¥ anCT anic Ded C [

Fi 1 3

| Purge Expired Recards | Cloze

Future Absences allows:
e Fast data entry for students who are expected to be absent in the future

e Student data loads automatically in Day View when the daily records are created for the
recorded dates

e Aids in determining appropriate dates for school activities
e Reduces the risk of data error resulting from staff not being aware of students’ whereabouts

Options include:

Sort the list of future absences
Filter the list of future absences
Print future absences list

Add records

Delete records

Edit records

Show/hide expired records
Purge expired records
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3.8.1 Adding Future Absences

Activity: Entering Future Absences

Lesson Attendance > Absences > Future Absences

The Year 6’s are going on an excursion to AQWA on the last day of this term.

View Future Absences recorded for the rest of this year

Term Dates for students for 2016:

Term 1 — Monday 1 February to

Term 2 — Monday 25 April
Term 3 — Monday 18 July

Term 4 — Monday 10 October to

Click Add

<

Friday 8 April

Friday 1 July

Friday 23 September
Thursdayl5 December

e Find the Year 6 AQWA Excursion students

Student Search
W E O
General lPalametersl Dates l .t‘-\ddlessl Dther] [W]nl} l T Sets.-’CDhortsl

Sumame/Ref. No.

Preferred Name

Firgt Mame

Legal Surname

——
——

Fiall Status
Year Group

Group Type

Current :

~his-
13-

13-

2016 Excursions :
Year B ADWA Exc... :

Future Absences - Add

Enter the dates, code and comment.

Students
Fef Mo Sumname Firzt Marme
730 Baker Reuben -
792 Barbour Ross
a55 Barn Tanya
VB2 Churn Mara
237 Ellard Kate
il Jones Keith
7E3 Lowton Katherine
3 Luck I artiry
70 bills b ke
a54 Murphy Tamara
e Richards tazan
768 Tep Jaozh

Future Absence - Basic Settings

@ From |8 &FR 2016 @ &M (OPM
Until |8 A&PR 2018 oAk @ P
Uze Advanced Settings
Attendance Code
|E - Educational Activity E
Comrment
AW Excursion -
7] Keep data on zaving I Save I I Exit

e Click Save and OK
e [EXit the Future Absences
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Lesson Attendance > Absences > Future Absences

Students from Junior Choir will be absent on the morning of 5" December. They will be singing at

the local shopping centre

e Click Add |

e Find the Senior Choir

Student Search
wE O
General lParameters] Dates l .&ddless] Dthell [W]ul} ] T Setsa’Cohorts]

Surname/Ref. Mo. l— Roll Status m
Prefermed Mame l— ear Group —fife-
First Marne l— Farm .
Legal Surname l— House .

Group Type 2016 Music
Group 2016 Junior Chair :

e Enter the following details

Future Absences - Add

Uze Advanced Settings

Students Future Abzence - Basic Settings
Ref Mo Sumame First Mame
875 Arrovsmith David - o
774 Erowin Lana From |5 DEC 2018
825 Content D amien . Ii @
821 Davids Chelsea Unii |5 DEE 208
828 Delamare: Graeme
a3n Desilva Haley
a3 Dudney Jenna
836 Edwardo Jacob
835 Edwards Justin )
837 Ellard Rate 3 Attendance Code
833 Elliott Katherine
a41 Etheridge Kirsty E - Educational Activity
843 Farmer Krizty
Comment
852 Farntan Steven — - -
a0s Goddard Tim Singing at the Kaminyup Shopping Centre
aa8 Gray Thi reth
770 Jones Keith
861 Jones Tim
763 Lowtan Kathering
781 Luck b artit
773 kd arzhall Krizty
780 Mills b ark =

[ Keep data on saving

e Click Save

Information @

Future Absences have been saved down.

e Click OK and Exit
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Lesson Attendance > Absences > Future Absences

Some Year 8 students will be absent next Wednesday Periods 3 and 4 for an Anger Management
course.

e Click Add |

e Find Students .
e Select Tamara Bandy and Alecia Bishop from Form 8.1

Student Search Results

ol RS

Form D ate of Birth

o
-~

e Click [ Uze Advanced Settings]

o Enter next Wednesday’s date
e Tick Wednesday

Future Absences - Add

Students Future &bsence - Adwvanced Settings

Ref Mo Surmame First Mame th i
9 Bandy Tamara - Frarn | Uriil |

i E 'ﬂ'lﬁcia [Ion [ Tues [¥]wed [|Thuw []|Fii
. . D AMonly O PMonly @ Al da Periods
e Click Periods ‘ - S b @ Aldy| )
o Click
'Select Periods
Select the periods for which
the student will be absent
] H -
] 1
0 2
0] B
¥ 2
V] 4
0L
0l s

e Check 3 and 4, and click OK
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e Select the relevant attendance code and enter a comment

Attendance Code

E - Educational Achivity El
Cormment
Anger Management Courze -
F.eep data on zaving | Save | | E it
e Click Save
Information @

Future Absences have been saved down.

e Click OK and Exit

View the newly added Future Absences

|:| Future Absences

Future bsences

S B 42T

o Student Mame
Bizhop, Alecia
Bandy, Tamara
Tep. Josh
Richards, Mazon
turphy, Tamara
Mills, M ark.

Luck, artin
Lowtan, Fathering
Jones, Keith
Ellard, Kate
Churn, Mora
Boarm, Tanya
Barbour, Ross
Baker, Reuben
Albert, Jackie
Zolter-albert, Jennifer
Arpovezmith, D avid
Brawn, Lana
Conkert, D amien
Davids, Chelzea

DAl e mrm 2 —mree

Purge Expired Records

“fear Form

iy B B B B B iy R i p e p i I

0g.1

031

Room B
Room &
Room B
Room &
Fioorm B
Room B
Room &
Fioorm B
Room B
Fioorm B
Room B
Room &
Fioor 4
084

071

071

Room 5
071

| m RN =

Start D ate

EMCr dc
nr

24 FEB 2016 - &M
24 FEB 2016 - &M
B aFR 2016 -
SAPR 206 -
B aFR 2016 -
SAPR 206 -
BaPR 2016 -
B aFR 2016 -
SAPR 206 -
BaPR 2016 -
BaPR 2016 -
BaPR 2016 -
B aFR 2016 -
SAPR 206 -
1DEC 2016 -
1DEC20E-
SDECZ20ME-
BDEC 2016 -
SDECZ20ME-
BDEC 2016 -

&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M

Akd

End date

24 FEB 2016 - PM
24 FEB 2016 - PM

B aPR 2016 -
SAPR 206 -
B aPR 2016 -
SAPR 206 -
BaPR 2016 -
B aPR 2016 -
SAPR 206 -
BaPR 2016 -
BaPR 2016 -
BaPR 2016 -
B aPR 2016 -
SAPR 206 -
ADEC 2016 -
ADEC 2ME -
SDECZME-
BDEC 2016 -
SDECZME-
BDEC 2016 -

FEMCr anic

Ftd
P
Ftd
P
P4
Ftd
P
P4
Frd
P4
Ftd
P
P4
Ftd
&AM
M
&AM
M

Akd

Code Expired Periodz
3.4
34

A MM m M= = Mmoo mommmm

Comment

Anger Manager .
Anger Manager
AW Excursic
AW Excursic
AW Excursic
AW Excursic
ALWA Excursic
ALWwA Excursic
AW Excursic
ALWA Excursic
ALWwA Excursic
ALWA Excursic
ALWwA Excursic
AW Excursic
Farnily haoliday
Farmily holiday
Singing at the k
Singing at the k
Singing at the k
Singing at the k
Cinmina =k Ham 1

k

Cloze

m
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3.8.2 Filtering Future Absences

Activity: Viewing Future Absences

Lesson Attendance > Absences > Future Absences

e Click Filter [*

e Enter the date range 1 December 2016 to 15" December 2016

Filter Future Absences
Select Filkers
Student Mame
Reference
ear nés
Farm nés
Attendance Code | Al :
Comment l—
Date range
from to
[1DEC 2016 [15 DEC 2018
[ Apply Eilter ] | Cancel |
: Apply Filker
e Click
|:| Future Absences @
G 5 ST
Future Absences
Hame Year Form Start Date End date Code Ewxpired Periods Comment
Oliver 8 083 120DEC20ME-AM :12DEC2016-PM ¢ E End of peat excursion -
e, Vanessa 8 :083 12DEC2ME- &M (1ZDEC2ME-PM ¢ E End of yeat excursion
ell. Peter 8 083 12DEC2ME- &M (1ZDEC2ME-PM | E End of yeat excursion
. Baron g 083 12DEC20ME-4M (12DEC20M6-PM | E End of peat excursion
el 8 083 12DEC 20ME - AM (12 DEC 2016 - PM E End of yeat excurzion 1
ancing 8 083 12DEC20M6-AM :12DEC2016-PM : E End of peat excursion =
Kirmberley 8 083 12DEC2016-AM (12 DEC2016-PM ¢ E End of peat excursion
=n, Grant 8 083 120DEC20ME-AM :12DEC2016-PM ¢ E End of peat excursion
ky. Ryan 8 :083 12DEC2ME- &M (1ZDEC2ME-PM ¢ E End of yeat excursion
Andrew 8 083 12DEC2ME-AM 12DEC2016-PM ¢ E End of yeat excursion
ark, 8 083 12DEC 20ME - AM (12 DEC 2016 - PM E End of yeat excurzion
en 8 083 12DEC 20ME - AM (12 DEC 2016 - PM E End of yeat excurzion
k. Josh g8 083 12DEC20ME-AM {12ZDEC20M6-PM i E End of peat excursion
, Tom 8 083 12DEC2016-AM (12 DEC2016-PM ¢ E End of peat excursion
Eileen 8 083 120DEC2MME-AM 12 DEC 2016 -PM ¢ E End of yeat excursion
Chanton 8 081 QDEC 2016 -4k :3DEC 2016 - PM E Singing at Piney Valley Re
Aiden 8 084 9DEC 2016 -4k (9 DEC 2016 - PM E Singing at Finey Yalley Re
an, Alizon g i0ez2 9DEC 2016 -AM (3 DEC 2016 - PM E Singing at Piney Valley Re
ough, Justin g i0ez2 9DEC 2016 -AM (3 DEC 2016 - PM E Singing at Piney Valley Re
ichael 11 113 JOEC 2016 - Ak (9DEC 2016 -PM E Singing at Piney Valley Re _
e il 1 AN 107 QnCT s akd QnCrandc Ded C Clmmimm =k Diema 4 =llmay O
4 1 I

| Purge Expired Records |

e View the Future Absences that fall within the date range

Cloze
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e Filter the list again by selecting Form 8.1 from the drop down menu

Filter Future Absences

Select Filters

Student Mame

Reference Ii

Tear s

Fuarm m
attendatce Code IM—E

Comment I—
D ate range

fram

to
|1 DEC 2016 |15 DEC 2016

[ Apply Filker ] [ LCancel ]

e Click

The students in 08.1 who are members of the Senior Choir are displayed

I:l Future Absences @
@S58 4L

Future Absences

Ref Mo Student Mame “ear Form Start Date End date Code Expired Peniods Comment
376 EThome, Chanton 8 EDS.‘I 9 DEC 207 - &b 9 DEC 2016 - P E éSinging "
364 iStewart. Joarme P8 oi0e {9DEC2ME-AM (3DECZME-PM § E iSinging ¢

e Print & the list of students to screen

West Coast District High School
Future Absentee Report

Ref No. Student Year Form Start Date End Date Code Expired Periods Comment
376 Thomne, Chanton 3 081 9DEC2016-AM 9DEC2016-PM E Mo Singing at Piney Valley Retirement Home
364 Stewart, Joanne 8 081 9DEC 2016-AM 9DECZ2016-FPM E Mo Singing at Piney Valley Retirement Home

2 Records Found

Close the report

Clear ﬂ the filtered selection
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3.8.3 Editing Future Absences

Activity: Edit Future Absences

Lesson Attendance > Absences > Future Absences

The date of the Albert family’s holiday has been changed. The school has also determined that this
is not an approved absence so the future absence will need to be edited.

e Click Filter [*"|and select Attendance Code ‘V’
e Change the From date to 5 December

Filter Future Absences

Select Filters

Student Mame
Reference

“ear nds

Farm nd's

Attendance Code ’\J—lz‘

Comment l—
[ate range

from ta
|5 DEC 2015 [12 DEC 2016

[ ApoFiter | [ Cancel |

e Click

e Highlight Jackie Albert and Jennifer Zolter-Albert

e Click Edit

e Change the Attendance Code to K-Unauthorised Vacation and edit the Comment

Future Absence - Edit
Future &bzence far

2 selected students

Details

From |1 DEC 2016 @ A PH
Unti |9DEC 2016 AWM @ PM

Attendance Code
|K - Unauthorized Y acation IE‘

Comrment

Family holiday - Mot &pproved

e Click Save
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The Junior Choir event at Karrinyup Shopping Centre has been re-scheduled to December 12"

e Click Filter |**"|and select Attendance Code ‘E

[Pt Aosenes ]

Select Filters

Student Mame I

Reference I
Year nds
Form nds

Attendance Code IE :

e Click [2erEta |
e Highlight all the students attending the event at the Karrinyup Shopping Centre

M

o B 2T
r Future Absences
End date Code Expired Periods Comment
&M P9DEC2016-PM | E {Singing at Finey Yalley Fetirement Home -
Ak DEC 2016 - P E i Singing at Piney W alley Retirement Home
CEC 2015 - P E
E g at th iy o b
E s th i oppin
E th i
5DEC E h in ntre
50 E | i 0 b
E ng at th i o
E ng &t th i 0 b
E ng at th iy g
E ng at th i
E ging at th i oppin
E ng at th iy
E d th i d
E { th i
4 " 3
’ Furge E=pired Records ]

e Click Edit
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e Change the date to 12 December

Future Absence - Edit

Future Absence for
27 selected students

Details

From |12 DEC 2016 @ B Fhd
Untl |12 DEC 2016 @ &M P

Attendance Code

Cormment

|E - Educational Activity Iz‘

Singing at the Karringup Shopping Centre »

Save | | E it

e Click Save

Note: Future Absences can only be edited for multiple students if the absences have the
same Start Date, End Date, Start Period, End Period and Attendance Code

View the edited Future Absence

|:| Future Absences

@ G 8| F LW

Future Absences

- A4
- fih
- fiM
- A4
- fih
- fiM
- A4
- A4
- fih
- fiM
- A4
- fih
- fiM
- A4
- fih
- fiM
- fiM
- A4
- fih
- fiM

Jokd
4

End date

12DEC 2016 -
12DEC 206 -
12DECZMG-
12DEC 2016 -
12DEC 206 -
12DECZMG-
12DEC 2016 -
12DEC 2016 -
12DEC 206 -
12DECZMG-
12DEC 2016 -
12DEC 206 -
12DECZMG-
12DEC 2016 -
12DEC 206 -
12DECZMEG-
12DECZMG-
12DEC 2016 -
12DEC 206 -
12DECZMG-

19 mEr e

&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
&M
Prd
P

[=1¥]

Furge Expired Records

Code Ewpired Periods

A rm Mmoo mmmommomoemmomommomomomomom

Carmment

Singing at the Karrinpup Shopping Centre
Singing at the Karminyup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
Singing at the Karminyup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
Singing at the Karminyup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
Singing at the Karminyup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
Singing at the Karminyup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karinpup Shopping Centre
Singing at the Karrinpup Shopping Centre
End of yeat excursion

End of yeat excursion

Cod mF immb miimiirmimes

1

Cloze
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Due to poor behavior all Year 8 End of Year Excursions have been cancelled.

e Click on Clear Filter =

o

o Filter to Year 8 and Attendance code E

Note: Ensure you select Year 8 and not Year -8. The negative before a Year designation is
for schools that have an extended pre-enrolment programme

e Click
e Highlight all the End of Year Excursions

M
o B2 W |

r Future Abzences

End date Code Ewpired Periods Comrent
12DEC M

m

End
Er

MMM MMM mmmmmmmmmmmm

Purge E=pired Records ]

e Click Delete ﬂ

e Click Yes to the message
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3.9 Creating Daily Records

Attendance records are created daily. The best time to do this is probably late each day, while a
staff member has several minutes to spend on duties that do not involve use of Integris. Other staff
can continue using the software while daily records are created.

Note: It is recommended that you create the daily register only one day ahead. You may be
tempted to create several days at once, but if a student enrols or moves between form
groups during that time, you will not be able to recreate the appropriate attendance sheets
with the revised registration details as easily as if you create the records daily. You will also
make it difficult to find students in their current form/teaching set if you create records
more than one day in advance.

To create daily records for the school or for individual Year Groups:
e Open the Parameters window from the Lesson Attendance sidebar

e Double click on the Create Daily Records icon. This opens the Create Daily Records window
that displays all the year groups in the school. On each Year Group line is the date for which
current records have been created for that Year Group.

Note: Only year groups that are due to attend school on the date shown will be displayed in
the window. For example, if you open the Create Daily Records window before the start of
the attendance year, no year groups will be displayed. Change the date (e.g. to the first day
of the attendance year) and the year groups will be displayed.

Create Daily Records

Create Daily Records

Thiz windaw will create daiy Lezson Attendance records for the selected year
qroups. Clicking on the Create button will insert recards from the date that the
year group last had records created until the date specified below.

Click on the date selector to temporarily change the 'Created Up To' date.

Create Mew Records Up To |3FER 2016

Year Group Created Up Ta | Create Daily Records
P TAFR 2018 -
1 74PR 2016
2 7 APR 2016
3 7 APR 2016
4 7 APR 2016 L
5 7 EFR 2016 1
3 7 APR 2016
7 7 APR 2016
] 7AFR 2015
] 7 APR 2016
10 7AFR 2015 i

[Gee ][ &

e Enter the date for which you are creating records in the Create New Records Up To field

e Inthe unlikely event that you need to create records for only a selection of Year Groups, click
the Deselect All button to uncheck the check boxes and then check those Year Groups that
you do wish to create daily records for

e Click the Create button to create records for the date selected
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Note: Use the Speed Entry window to enter attendance data for students who have enrolled
after daily records have been created. Once you have done this, the student’s record for
that day will be displayed in Day View and can then be edited in the usual way.
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Activity:

Lesson Attendance > Week View

View the lesson attendance records for the AQWA group for the last week of the current
term

e Select Student Find

e Find A the AQWA group

Student Search
THC A
General lParameters l Dates ] Addressl Dtherl (i]e]] l T Setsftohorts]

Surname/Fef. No. l— Roll Status m
Preferred MName l— ‘Year Group .
First Mame l— Form e
Legal Suname l— House e

Group Type 2016 Excursions :

Group Year & ADWA Exc... :
Caontact Sumams

e Scroll to the last week of the current term
Term Dates for students for 2016:

Term 1 — Monday 1 February to Friday 8 April

Term 2 — Monday 25 April to Friday 1 July

Term 3 — Monday 18 July to Friday 23 September
Term 4 — Monday 10 October to Thursdayl5 December

The daily records have only been created up to the second last day of term, as indicated by the
dots rather than the forward slashes. Exit the screen.

Week View
Student Selection [rate Selection
Select students by @) Form ) M Farm ek starting Mon: W <] [>
D Teaching Set © My Sets Cycle Tem 1 Week 10
D Student Find Attendance Year 206
Fom: |Hoom ° El g Current Code |Absent [zatize not establizhed] |
Form Floom 6 - 12 students. 4R BAR GAPR  7APR oaPR
RefNo | Fom Student Name J ot | Prafard |Prfatd [Pralan [P ] am [Pu ] Codes
790 |RoomE |Baker, Reuben Al lALA L)L i- -
792 Room B |Barbour, Ross AN EREE A RS ERE 5
255 Room &  |Bom, Tanya L IR BRI R L

e Close Week View
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Lesson Attendance > Parameters > Create Daily Records

e Create daily records for one more school day (the last day of the current term) for all Year
Groups
e Enter the last day of term in the date field

Create Daily Records

Create Daily Records

This window will create daily Lesson Attendance records for the selected vear
groupz. Chicking on the Create button will inzert records from the date that the
wear group last had records created until the date specified below.

Click on the date selector to temporarly change the ‘Created Up To' date.

Create New Records Up To |8 APR 2016

Year Group Created Up To | Create Daily Records

2 7 4PR 2016 -

] 7 4PR 2016

4 7 AFF 2016

5 7 4PR 2016

] 7 4PR 2016

7 7 4PR 2016

g 7 8PR 2016 3

9 7 4PR 2016

10 7 4PR 2016

11 7 4PR 2016

12 7 4PR 2016 o

Deselect Al I LCreate J I E it

e Click Create
Warning 3

Yes | I No
e Click Yes
Create Mew Records Up To |8 APR 2016

Year Group Created Up To | Create Daily Records
2 8 APR 2016 (] -
3 8 AFR 2016 (]
4 8 AFR 2016 (]
5 8 APR 2016 ]
E 8 AFR 2016 =
7 8 APR 2016 (]
3 84PR 2016 O =
| 8 AFR 2016 (]
10 8 APR 2016 ]
1 8 APR 2016 (]
12 8 APR 2016 (] AN

e Click
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Lesson Attendance > Week View

e View the lesson attendance records for the last week of the current term
e Select Student Find

e Find A the AQWA group

Student Search

wEH S

Rall Status
Year Group
Form

House

Group Type

Group

General lParameters l Dates ] Address l Other ] (iln]] l T Setz/Coharts ]

Surmame/Ref. Mo, l—
Frefered tame l—
First Marme l—
Legal Surname l—

Current :

g
g

~hs-

2016 Excursions :
Year B A0Wa Ewc... :

The daily records have been created up to the last day of term and their absences entered.

Week View
Student Selection Date Selection
Select students by Form My Farm ‘Week starting Mon: W q 3
Teaching Jet My Sets Cycle Temn 1 Week 10
@ Student Find Attendance Year 206
stuent £ Fef o i @ Current Code |.t'-‘«bsent [cause not extablizhed)

12 students. (AP SAPR GAPR 7APR_ GAP

Ref Mo |Fom Student Name J | P fsba |Pr st |Prafatd | Pra | [Pra

730 Room B |Baker, Reuben ‘AN FArE FAFE EAFE B

792 Room B |Barbour, Ross SlArArArALALYlALENE

855 Room B |Bom, Tanwa SMArAlYrAlYrY Y LEE

7E2 Room B |Chum, Mora SlArArArALALYlALENE

83 Room B |Ellard. Kate AlArA1YrAlYrLYlYLEE

770 Room B |Jones, Keith A4 A1YrY YL EE

7E9 Room B |Loston, Katherine AArA1rrA1YrY LY LEE

781 Room B |Luck, Martin AArA1rrA1YrY LY LEE

780 Room B |Millz, Mark A4 A1YrY YN EE

254 Room B |Murphy, T amara A4 A1YrY YN EE

783 Room & |Richards, Masan AL/ EE

768 RoomE |Tep,Josh AlArArArALALYlALENE

KD{Z[‘JI_ZFFI:U—c}{ix_

-

e Clickon . |
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3.10Absence and Lates Follow-up

Schools can set up two absence and lates follow-up letters to be used in following up daily
absences as well as lates recorded in Lesson Attendance. All letters are editable at the time of
printing.

3.10.1 Setting up Letter Defaults

Activity: Absence Letters

Lesson Attendance > Parameters > Defaults > Absence Letter

[ Lesson Attendance options @
&

Defaults Absence Letter |Report Instructions | Systemn Management | Lates Letter | Letter Defaultsl

Abzence Letter 1
Our records indicate that this student was absent on the days indicated below. -

Please provide the reason(s) for thisfthese absence(s) by contacting the school =
office or completing the tear-off section and returning it to the school as soon as
paossible.

Abzence Letter 2

Search for students with theze Unresolved Absences | All Unresalved Codes |E|

e As we will be editing the set-up of letters, click on the Edit button ﬂ
e View Absence Letter 1

This letter has been set up for schools to use and may be edited. A second letter may also be
added.

e Type some text in Absence Letter 2

Yaur child has akhsent on the fallowing days. :l

Areasan(s) for thisithese abhsence(s) are reguired. Please complete the tear-off
section and returning itto the schoaol ASAP.

=

e Leave the Search for students with these Unresolved Absences as All Unresolved Codes
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Lesson Attendance > Parameters > Defaults > Lates Letter

e Enter in some text for Lates Letter 2

[ Lesson Attendance options IEI
P

Defaults l Ahbzence Letter | Report Instructionsl System Management Lates Letter || etter Defaults]
Lates Letter 1

Qur records indicate that the Late Attendance(s) listed in the tear-off section ofthis -
letter are currently unexplained. Please provide the reason(s) forthisthese Lates(s)

by contacting the school office or completing the tear-off section and returning it to

the school as soon as possible. 3

Please disregard this letter if you have already notified the school.

Lates Letter 2

0K Cancel

Lesson Attendance > Parameters > Defaults > Letter Defaults

DLessonAﬁendanceoptions =

&

Defaults ] Abzence Letter | Report Instructions] Systemn Management  Lates Letter || etter Defaullsl
Lates Letter 1

Qur records indicate that the Late Attendance(s) listed in the tear-off section ofthis =«
letter are currently unexplained. Please provide the reason(s) for thisfthese Lates(s)
by contacting the school office or completing the tear-off section and returning it to
the school as soon as possible.

m

Please disregard this letter if you have already notified the school.

Lates Letter 2

e View options for signatories - the default setting is Form Teacher
Click Edit |

Select User defined

Enter your Name and Position

Select the Letter Recipient as Send letters to all marked as Family Mail Marker
Click on OK to save and Exit
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3.10.2 Overview of Absence Follow Up

Absences > Absence Follow Up

Absence Follow Up permits users to:

View daily absences and details of absences followed up

Produce follow-up letters

View the daily absences that have occurred since the last letter was sent
View the absences for which letters have been sent

View students’ letter histories and details of absences

Options include:

Viewing absence follow-up by date range

Filtering the list of absences

Sorting the list of absences

Viewing details of absence details for a selected student
Select letter destination

Select the letter to be sent

Edit the body of the letter

3.10.3 Absence Follow Up

Activity: Absence Follow Up

Lesson Attendance > Absences > Absence Follow Up

Enter the date range 1st February to TODAY
Leave the Query as Whole School

Absence Follow Up Selection

Date Ranage: from |1 FEE 2018

to
Whole S chool El Mew Quemn
[ oK l | LCancel |
Click OK

Click on the column headers to view sort options
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Lesson Attendance > Absences > Absence Follow Up

View details of Tiffani Price’s absences.

e Highlight Tamara Bandy
e Click Open Student View (or double click on the student’s name)

The Student View window opens. Data can be edited and saved in the Student View window, if
required. It can also be printed.

e Click Exit
e Click Print Student View
e Print the report to the screen

Generating Absence Follow Up Letters

e Click the Total column header twice
e Highlight all of the students with two or more absences

Absence Follow Up - Daily Absences
Daily Absence (1 FEB 2016 - 15 FEB 2016)
Fief Student Mame Year Farm Mew Follwwed Up Total Date of Last Letter
. i ] i ] -
: :
3 ] I
5 fal 2 I 2 =
4 1] 1 1 15FEB 2016
200 Allen, Tamara 2 Foom 2 1 a 1
3 Anderzon, Ben 10 101 1 a 1
Va0 Bailie, Doyen 4 Roor 4 1 1] 1
853 Brown, Steven 5 Room & 1 a 1
32 Carter, Christine 9 031 1] 1 1 15FEB 2016
825 Cartent, Damich 5 Foom & 1 a 1
44 Diavies, Caitlin 1 1.2 1 i 1
835 Edwards. Justin 5 Room & 1 a 1
833 Elliott, K.atherine 5 Room & 1 a 1
E2 Eren, Aidan 9 031 1] 1 1 15FEB 2016
64 Ewanz, Dayna 8 0z 1 i 1 -
« I | 3
’ Select Al ] [Follow Up I__etter] ’ Letter History || Open Student Wiew | | Print Student View
All figures refer to Day Records for the Date Range selected
Hew: The number of Day Recaords containing unresolved absences that have occurred since the last letter was sent.
Followed Up: The number of Day Records containing unresolved absences for which letters have already been zent.
Total: The tatal of Hew and Fallowed Up Day Records within the Date Range.
Unauthonized Code uzed when seaching for abzences: |A|| |Inautharized Codes
e Click Follow Up Letter
el ™
i j—— —
Do you want to print letters for the selected students?
e Click Yes , click OK to Print to the screen
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e Leave the Family Mail Marker option
e Leave the Letter 1 option

Print Options

Select Letter destination
Send letter to Parent/Guardian 1 only.
Send letters to all marked as having Parental B ezponsibiliby.
@ Send letters to all marked as Family bail Marker.
Send letters to Parent/Guardian of ...

Select and Edit Letter
@ Letter 1 Letter 2

e Click OK

e View the letters

e Close the letters

¢ Note that today’s date is recorded in the Date of Last Letter column

Lesson Attendance > Absences > Absence Follow Up > Letter History

To view a summary of all absence letters sent to a student for the current year:

e Highlight Jackie Albert’s record
e Click Letter History and print the report to the screen
e Close the report

To view a summary of all absence letters sent to Year 4 students

e Sort the list by Year

e Highlight records for all students in Year 4

e Click Letter History and print the summary to screen

e EXit Absence Follow Up
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3.10.4 Lates Follow Up

Activity: Lates Follow Up

Lesson Attendance > Absences > Lates Follow Up

e View the Lates from 1st February to TODAY
Absence Follow Up Selection

Date Range: from |1 FEB 2016
o

“Whole School El Mew Quem

[ ok ” LCancel |

e Click OK
e Highlight the first student

e Click Follow Up Letter and Yes
e Send the letters to the screen
View and close Letter 1

Highlight the second student

Click Follow Up Letter and Yes

Select the Parent/Guardian of... option
Select the Letter 2 option

Click OK

View then close the letter

Exit Lates Follow Up
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3.10.5 Continuous Absences

Lesson Attendance > Absences > Continuous Absences

The Continuous Absence Report is accessed through the Absences menu. The report is activated
by double clicking on the Continuous Absences option in this window. The report will display
students who have had periods of absence and meet the absence requirements as entered in the

Continuous Absence window.

Continuous Absence

Thiz utility will identify all the students who have had
periods of abzence.

Students with daily absences will be included in the list.

|f the 'all day' option is zelected, only full day absences wil
be inchuded.

You can view the actual attendance record by selecting
the student and clicking on "Details".

Select:

Frarm:
Up to:

Year Group: |4l :

Minimum number of days absent |_2

Orly report on all day absences

List Students who were:
V| on an Unauthorized abzence
oh an Approved absence
on an Authorised abzence
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3.10.6 Continuous Absences

Activity: Continuous Absences

Lesson Attendance > Absences > Continuous Absences

e Enter the date range 1 February to TODAY

e Leave Year Group as All

e Check Only report on all day absences

Continuous Absence

This utility will identify all the students wha have had
periods of abzence.

Students with daily abzences will be included in the list.

I the 'all day' option iz selected. only full day absences will
be inchuded.

'ou can view the actual sttendance record by selecting
the student and clicking on "Details".

Select:

From: [1 FER 2016
Up to: | Taday

Year Group: |aAll :

inimum number of days absent |_2

Orily report on all day absences

List Students wha were:
V| on an Unauthorized absence

on an Approved absence
on an Authorised abzence

[ Ok l | LCancel

e Click OK

Students with 2 or more days of continuous absences appear

Continuous Absences

Students with 2 or more days of continuous absences : 1 FEB 2016 - 15 FEB 2016

Reference Student Year
7a4 North, Mathew i
799 iHalligan, Siman i
204 EF‘rice, Tiffani 4
a4z iFarmer, Kristof i
R Llones, Tim 4
114 EKing, Jared 8
20 iBott, Lara i
20 {Bott, Lara 8

Farm

{Foom 4
{Room 1
EF!DDm 4
iRoom 4
{Room 4
EDS.‘I
=R
EDB.‘I

Abzence Start

{8 FEE 2015
H10FEE 2016
11 FEE 2016
1 FEE 2015
1 FEE 2015
14 FEE 2016
1 FEE 2015
{5 FEE 2015

Abzence End

“1DFEB 2016
12 FEE 2016
'EFEB 2016
‘5 FEB 2015
11 FEE 2016
'5FEB 2016
“IFEB 2015
'9FEER 2015

RS L I |

ays

e Print the report to the screen
e Close the report

Highlight a record

Click Details

Print the report to the screen
Close the report

LEAVE THE CONTINUOUS ABSENCES WINDOW OPEN
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3.10.7 Continuous Absences-Mail Merge Export

Lesson Attendance > Absences > Continuous Absences

An export facility in Continuous Absences allows users to export attendance data so that it can be
used in mail merge software. A CSV or tab file can be produced which can be merged to user-

designed documents.

To create an export file:

e Highlight the record(s) you want included in the export

e Click Export to File

Continuous Absence Export

Select the Contact(z] to be included in the Export
Parent/Guardian 1.
All marked az having Parental B ezponszibiliy.
@ &l marked az Family Mail Marker :
Parent/Guardian of ...... [with Student Addresz)

File Options
@ C5Y format
Export Headar row. Tab delimited farmat
| Export | | LCancel

e Select the required options
e Click Export

e Navigate to the desired destination and click Save

The data can now be merged to mail merge document.
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3.10.8 Continuous Absences-Mail Merge Export

Activity: Export Continuous Absences for Mail Merge

Lesson Attendance > Absences > Continuous Absences

Continuous Absences

Students with 2 or more days of continuous absences : 1 FEB 2016 - 15 FEB 2016

Reference Shudent

ear Form Absence Start Absence End Days
A FER

e Highlight all the students

. Click

e Click on Export Header Row and click Export

Continuous Absence Export

~Select the Contact(s] to be included in the Export
() Parent/Guardian 1.
() All marked az having Parental Responsibility.
@ Al marked az Family b ail barker.
() Parent/Guardian of ...... [with Student Address]

—File Options —
@ CSY format

E=port Header row. () Tab delimited format

LCancel

Enport

e Navigate to the Desktop and click Save
e Click OK

A csv file has been produced for use in a subsequent mail merge.

e Minimise Integris and open the Absence Export csv file
e Close the file
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4 Lesson Attendance Reports

Lesson Attendance > Reports > Attendance Forms > Morning Absentee Report

Note: This Report is for Secondary Schools only.

e Enter TODAY’s date
e Check Show PM codes
e Select Years 7to 12

& Lesson Attendance Reports
| DT S\
2 Attendance Forms - 'Titlnlas . i
@ Harme Baam and Farm List M ain Title I torning Absentee Report
@ taorning Absentee Repart Page Footer I
@ Form'ear Abzentee Repart o
@ Individual Abzentee Feport D — -
@ Teaching Set Atendance Register Instiuctions | Please send this list to the office by 2,30 every day. -
& Expected Absences s
1 Attendance Records [rate I [ Show PM codes
1 Analwsis Reports [ 1gnare Lates and Comments [ Hide: ¥ ariations
(O Subject Atterdarice —Tear Group Selection
1 E=poits
3 -
1  Custom Reports 4
5 | _
5
1 3
[ Print ] ’ Cancel

e Print the report to the screen

Note: The Instructions that have been set up as the default in Parameters > Defaults >
Report Instructions may be edited here.
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Lesson Attendance > Reports > Attendance Forms > Form/Year Absentee Report

e Primary: Select Room 4
e Secondary: Select 07.1
e Enter the date range 1st February to TODAY
e Select All Lesson Absences
cf.? Lesson Attendance Reports @
) =
£ Abtendance Forms - Titles
% Home Foom and Form List Main Title |Fc-lm &bsentee Feport
&% Marming Absentes Report
Page Foater |
@ Farm,'zar Abzentee Repart
@ Individual Absentee Repart Sort Fields
@ Teaching Set Attendance Fiegister Sart by Form Fage Break on Form [ Include Former Students
Expected Abzences Selection
& Exp
[ Attendance Records Room 2 - @) Form (") Teaching Set
3 &nalysis Reports Room 3 () Year Group () Group
[ Subject Attendance
1 Exports Foam & v |Ma|es % Females E
Roomn 7 .
3 Custom Reports - |.t’-‘n.b0riginal & Mon Abariginal E
Optionz
From ﬁé’ (Gl T Al | eszon Abzences s

Unresolved sbsences |_.: |

To Unautharised dbsences

|1_ or maore half day absences Authorised Absences

Approved Absences
(@ Search sezzsion codes anly Lates
P : Search seszion and lesson codes U i
Print ] [ Cancel

e Print the report to the screen
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Lesson Attendance > Reports > Attendance Forms > Individual Absentee Report

Primary: Find Jackie Albert

Secondary: Find Tamara Bandy
Enter the date range 1st February to TODAY
Select All Lesson Absences

Options

Fram

To ,7 Codes f=

[1 or more half day ahsences
Mew page for each studert

<+ Lesson Attendance Reports
L) S %
4 Atendance Forms Titles
&% Home Roam and Faorm List Main Title |Individual Abzentee Feport
@ Moming Abzentee Report Page Fool |
age Footer
@ Formr'ear Absentee Report e
@ Teaching Set Attendance Register me e Sort Field [ v
ame
@ Expected Abzences Sumame ~
1 atendance Records ear
1 Analsis Reports - -
L1 Subject Attendance
Select
1 Exparts
[ Cusom Reports Student / Ref Mo, |Bandy, Tamara dh Shaow contact details

Unresolved Sbsences
Unauthorised Absence
Authorized Absences
Approved Absences

| ates

TR ’ po—

Print the report to the screen
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Lesson Attendance > Reports > Attendance Forms > Teaching Set Attendance Register
(Secondary only)

e Select Period 1 and 10 Weeks starting on 1st February
e Use Find to locate Ms Oswald

&5+ Lesson Attendance Reports
% LT &€
9 Attendance Forms o ~Titles
&% Home Room and Form List Main Title ITeaching Set Attendance Fegister
@ Marning Absertes Repart Page Faater I
@ Form/v'ear Abzentee Report
@ Individual Abzentee Report ~Select Period
Attendance Register Timetabling Year |2D1 B E
@ Expected Abzences
[0 Atendance Records Lycle |2D15'05 || Period I 1 =
1 Analysiz Feports
1 Subject Attendance ~Select Date and number of Weeks/Cycles
[ Exports |1D Wwheeks/Cpcles [maimum 12] starting : |1 FEE 2016
1 Custom Reports
—Select Teacher(z)
05Wws EDswald, Sharyn = : :
o4 [
Print ] [ Cancel

e Print the report to the screen

Note: Schools that do not have a form period prior to period one can use the Teaching Set
Attendance Register report. In such cases, the report would be printed for each teacher
who has a period one teaching set. Schools would usually print the report for the number
of weeks in each term.
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Lesson Attendance > Reports > Attendance Records > Absent Students by Day or Period

Enter TODAY’s date

Filter by Form

Primary: select Rooms 4

Secondary: select cycle 2016-05 and 7.1

&5+ Lesson Attendance Reports IEI
L) g W
1 Attendance Foms - Titles
4 Attendance Records Main Title |Absent Students by Day or Period
@ Abzence Report
= . Page Footer |
Abzent Students by Day or Period
&5 Students Auriving after Start of Day Period
@ Attendance Corrections Date
@ Form/Changes Register - .
Cycle | Primary Periad
@ Farm Attendance Recaord | lz‘ |z|
&% Lesson Altendance Summary Ophionz
@ \Week Register Report @ Curmulative Absences
(3 Analysis Reports [ Show Contacts () Snapshot of Absences
1 Subject Attendance Filter
1 Exports o b P i
1 Custom Reports @) by Form Mot specified
- Rioom 1
) by ear Fioom 2
1 by Teaching Set Foom 3
- Room & m
o4 P

e Print the report to the screen

Cancel
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Lesson Attendance > Reports > Attendance Records > Attendance Corrections

e Primary: Find Jackie Albert

e Secondary: Find Tamara Bandy
e Enter the date range 1st February to TODAY

<+ Lesson Attendance Reports

L) & %

1 Atendance Foms
=3 Attendance Records
@ Absence Report
@ Absent Students by D'ay or Period

&
@ Form Attendance Record
@ Lezzon Attendance Summary
@ “week Register Feport
Analysiz Reparts
Subject Attendance

Export:

oo

Custom Reparts

Titles

ain Title |.ﬁ.ttendance Corections

Page Footer |

Sort Field [ av
-

Select
Student / Ref Mo, [Albert, Jackie ih
Options
Fram
To

) ’ C—

e Print the report to the screen
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Lesson Attendance > Reports > Attendance Records > Lesson Attendance Summary

e Primary: Find Jackie Albert

e Secondary: Find Tamara Bandy
e Enter the date range 1% February to TODAY
e Select All Lesson Absences

<+ Lesson Attendance Reports

L) & %

1 Atendance Foms
=3 Attendance Records
@ Absence Report

@ Attendance Corections
@ Form/Changes Register
@ Form Attendance Record

ttendance Summary
@ “week Register Feport
Analysiz Reparts

Subject Attendance

Export:

oo

Custom Reparts

@ Absent Students by D'ay or Period
@ Students Arriving after Start of Day

Titles

Main Title |Lesson Attendance Summary

Page Footer |

Sort Field [ av
-
Select
Student / Ref Mo, [Albert, Jackie ih
Options
Fram — -
To Unresolved Absencs
Unauthorised Absence
[1 or more half day absences Authorised Absences
Approved Absences
| ates
) ’ C—

e Print the report to the screen
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Lesson Attendance > Reports > Analysis Reports > Attendance Analysis for Students

e Primary: select Room 4
e Secondary: select 7.1
e Enter the date range 1st February to TODAY

<+ Lesson Attendance Reports @
1 Atendance Foms - Titles
1 amendance Records Main Title |Attendance Analysis for Students
4 Analysis Reports
Page Footer |
@ Attendance Breakdown Feport
Attendance & ] Sort
@ Attendance Summary (am/pm) F_U'm - Sort Field -
Firzt MName
@ Attendance Return i
Surmame
&% Peicentage Altendance “Year
@ Group Attendance Analyzis Summan
@ Students with a zpecific number of he i

@ Half-Diay Abzence Tatals Select (T
L1 Subject Attendance @ by Fom FRoom 3 -
3 Exports i Foom 5
le] 1 Qi
1 Custom Reports D Studen: Find Room B 3
Room 7 - @
Options
Date Range:  from
i ta
4| m k
[F'nnt| ’ o—

e Print the report to the screen

Note: Two analysis reports for each form are produced. One for percentage attendance per
student and the other provides attendance details by Attendance Code for each student.
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Lesson Attendance > Reports > Analysis Reports > Attendance Summary (am/pm)

Primary: Find Jackie Albert

Secondary: Find Tamara Bandy

Enter the date range 1st Feb

ruary to TODAY

<+ Lesson Attendance Reports

L) S %

1 Atendance Foms - Titles

[0 Atendance Records Main Title |Attendance Summary [amdpm)
Analpziz Beport

a SvsIs Hepors Page Footer |

@ Attendance Breakdown Feport
@ Attendance Analysiz for Students

Attendance Summany [amdprm)
@ Attendance Return
@ Percentage Attendance
@ Group Attendance Analyzis Summan

@ Students with a zpecific number of he
@ Half-Diay Abzence Tatals

L1 Subject Attendance

1 Expors

1 Custom Reports

Sort Field [ av
-
Y'ear il -
Select
(@ Student Find Student / Ref Mo, |Bandy, Tamara ih
0 %ear Group
Options
Fram
To

[ Use shudent Preferred Name
[ Mew page for each student Usze student Legal Surmame

| —

Print the report to the screen
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Lesson Attendance > Reports > Subject Attendance > Absence History Report by Single

Staff (Secondary only)

e Enter the date range 1st February to TODAY

e Click Find button to populate the window with Ms Oswald’s teaching sets

&5+ Lesson Attendance Reports

L) = 2
1 Attendance Forms Tit.Ie ]
[0 Attendance Recards tain Tithe |Absence History Report by Single Staff
O Analysis Reports Fage Footer |
4 Subject Attendance Sort Fields
@ Absence History Report by Multiple S i Sart Field | - | Page
nee History Report by Single St: 1 | Subject - O
@ Absence History Report by Set 2 | Teaching Set “« [
@ Student Abzence Histary Feport by T »
@ Subject Attendance Summary Date Range
&% Student Subject Attendance Summar From |1 FEE 2018 To
[0 Exports Print Option —— -
(3 Custom Reports @) Calendar Style Report () Ligt Style Report
Staff Code |05WwWS =5
Set Code | Description
8PE_3 {BPE_3 - .
GEOQED_2 EGEDED_2
11HR_1 F11HR_1
" o ’ 4| : m 3
Print ] [ Cancel

e Print the report to the screen
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4.1.1 Custom Reports

Lesson Attendance > Reports > Custom Reports

The standard Integris Custom Report functionality is available in the following Lesson Attendance

Reports:

Half-Day Absence Totals

This enables users to set up and save report selections that will be used again.

Individual Absentee Report

Lesson Attendance Summary

Group Attendance Analysis Summary

Attendance Summary (am/pm)

Students with a specific number of half-day absences or more

Activity

Lesson Attendance > Reports > Analysis Reports > Students with a specific number of half

day absences or more.

Sort by Year, then Form

Edit the Title to read Students with ten half-day absences or more

Enter the date range for the current semester
Enter 10 in Half day absences cut-off

cf.? Lesson Attendance Reports

L) =h 2

[0 Attendance Forms

[ Aattendance Records

3 Analysiz Reports
@ Altendance Breakdown Report
@ Altendance Analyzis for Students
&% Attendance Summary [am/pm]
@ Aftendance Return
@ Percentage Attendance
&% Group Aftendance Analysiz Summany
@ Studentz with a specific number of h:
@ Half-Day Abzence Totals

1 Subject Attendance

Titles

Students with a gpecific number of half-day absences or more

Page Foater
Sorts
» Sort Field | o | Page
1| Year - | [
2| Form - | [

|Abnriginal & Mon Abariginal E‘ |Males & Females

Optiohz
1 E=ports Include a Summary from
[0 Custom Reports Include Former Students ta
Cut-off
Half day absences cut-off
¥ 10 Cut-off determined by
|More than or squal to |z| |Unaulhorised codes only |E|
By half day count
4 [T 3 | Y v IE‘
Export l [ Print ] [ Cancel
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e Click Save as a Custom Report ﬂ
e Enter a name for the custom report

Report Title

Fleaze enter a title far the report

|Student$ with 10 half-days ar more

| Cancel | [ Uk,

e Click OK

The settings will now appear in the Custom Reports folder in the Lesson Attendance Reports
window

[ Atendance Forms ;I
1 Attendance Records
23 Analysis Reports
@ Attendance Ereakdovn Feport
@ Atterdance Analysis for Students
@ Attendance Summary [amdpm)
@ Atterdance Feturn
@ Percentage Attendance
@ Group Attendance Analysis Surmman
@ Students with a specific number of he
@ Half-Day Abzence Totals

Subject Attendance

Exparts

goe

Custom Reports
IQ Example Attendance Repart
ﬂ Example &ttendance Report

Students with 10 half days or more

e Click Allow Custom Report to be used by others E
e Close Reports
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4.1.2 Evacuation Report

Activity: Print Evacuation Report

Top Toolbar > Print Evacuation Report m
e
e Click Print Evacuation Report —
e From Report Type choose All Students by Form
e |Leave the date field with TODAY’s date
[ ]

Select either the Primary or 2016-5 Cycle as shown below, depending on your school type

Note: The periods for primary denote the AM and PM sessions, that is, 1is AM and 2 is PM

[ Evacuation Report @ [ Evacuation Report @
@ Evacuation Report @ Evacuation Report
Report Type: Report Type:

|.~'-‘-.II students by Farm El |.t'3.II students by Form IE‘

Change the Date and Period number if required Change the Date and Period number if required
A = morning registration A = morning registration
F = afternoon registration F = afternoon registration

Date  [Today Date  [Today

Cycles | Primam : Cycles | 2016-05 :

Period |2 : Period | Lezson 4

Primary Secondary

e Print the report to the screen

Note: The default output for this report is directly to the printer.
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4.2 Changing Students’ Roll Status

When a student’s details change in any of the following ways, their status will be updated in
Lesson Attendance:

e changing students’ FTE
e changing form groups
e changing roll status (individual student or group of students)

4.2.1 Change Part-time Status

General > Student Details > Additional Information

When a student’s FTE status (in Administration Manager Module > Student Details) changes from
full-time to part-time or from part-time to full time, their new status is passed to the Lesson
Attendance module and reflected in their records when the next Daily Records are created.

Student Jackie Albert

F'ersu:unall Famnily Group Additional leement Hist. I Gruupsl (1] l Misc. lﬂttendance Hist. l MedicallActivitiesl

M atiorality Mot specified : Australian Citizen / In Receipt af Alowance ]
Permanent Rezident I—El

Religian Spiritualizni : AL ZREED) e

. _ Date Arrival Australia Yiza Sub Clazs Mo :
Flist Le tguee English Iz‘ Yiga Grant Mo, Int. Fee Paying | |E|
Indigenous Status Mot Aboriginal ... : o Yiza SC Mo, Expiry Date
Study Type : Birth Certificate Seen D ate Checked
Mair Lang OTE 52H  [English - Loz o Bl Bustralia »| Passport Sighted [

Pazzport Mumber

tainly speak. Englizh at home?

LBOTE E EntyDate  [S0OCT 2011 Prew. School [Golden Hill Steiner School [Der
Clut of State [ leaveDate |  Destination | [=]
Out of Area o [l FecordsSent | Attendance  [Cument [Sinale registr... [
Access Restichion @ o
Entered in SLP Program F Termns in this school W Boarder ]

Termns in other school(s) llj_ Enciuded =
Eitj;h;rtij: ot =) lE‘ FTE [1.00 | Part Time Status am pm @ nfa Cusztorn
Documented Plan Completed ] Documented Plan Beview D ate ’7
In Care of DCP o Documented Plan fonwarded to DCP r

| ok || Cancel
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4.2.2 Allocating Part Time Status to Bulk Students

Activity: Speed Edit Part Time Status

Admin > Speed Edit

e Select the Area - FTE and Part time status

Area
|FTE and Fart time status E

e Select Year Group: K

« Click Select All

e Enter the New Value 0.5
P

Area

|FTE and Part tire status [=]
[ Select Al ” Deselect All ][ Invert Selection ” Blanks ” hi'z ]
Ref. Student Mame Walue Status

Mew'Value [g5 I 7 I ’ Close H Save

e Click to Apply Change
e Click Save

M

This change of part-time status will be reflected in Lesson Attendance
the next time records
are created for the selected students,
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e Click OK

Warning 3

Are you sure you wish to save the modifications?

e Click Yes

e Select the Custom radio button
The students will be attending Monday and Tuesday (full days) and Wednesday (AM only)
e Click each of the periods where the student(s) will not be attending

Part Time Selector

Luke Andrews

Student FTE haz been changed. Pleaze select
a Part Time Attendance pattern.

LA P i nfa @ Custom

Attendance Pattem

Day

Monday

Tuesday

Wednesday
Thursday
Friday

e Check the box Use Selected for All
e Click OK
e Close the Speed Edit window
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4.2.3 Change Form

When a student changes from one form group to another, the details are passed to the Lesson
Attendance module.

Activity

General > Student Details

Change Simon Ward'’s form to Room 6. Make the change effective from two school days ago.

e Use Search to locate Simon Ward’s records [°*™" [wan S
e Click Edit ¢

e Change Simon’s form to 7.2

e Click OK

e Enter the date two school days ago and click OK

Lesson Attendance > Day View

e View the change in Day View and scroll through before and after date of change
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4.2.4 Change Roll Status-Individual Student

If a student’s roll status is changed in Administration Manager > Student Details, the user will be
asked if they wish to back-date the change and be prompted for a date.

Activity: Former Roll

General > Student Details
Move Tim Goddard to the former roll.

e Use Search to locate Tim Goddard’s records

0

e Click Move Student to Former Roll -—_
e Click Yes

Enter TODAY’s date as the leave date, Victoria as his destination and reason as Moved
Address

Click OK

Click Yes, as we do want to remove him from his groups

Enter TODAY’s date as the date on which his roll status is to change
Click OK

Lesson Attendance > Week View

e Select Student Find

e Click on the binoculars th
e Find Tim Goddard on the Former Roll
e View the change in Week View
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5 Review

Activity: Review

Write down the steps/path you would take to complete these tasks

1. Enter absence data for a student (several options).
2. Produce a Form List for recording absences.
3. View attendance codes and their descriptions (name two places).
4, Update lesson attendance records for students who have brought notes.
5. Enter known absences for dates in the future.
6. Produce follow-up letters to parents/guardians.
7. Create a New Attendance Year * (Instructions are included as Appendix 1)
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6 Appendix 1: Creating a New Attendance Year

The Attendance Year relies on the school year being set up in School Details. This is completed in
schools as part of the Year End function. Holidays and Close days must be entered.

6.1 Set up the School Calendar for the New Year

Note: It is necessary to make a copy of the data file as it stands before you set up a new
academic year, in case you inadvertently delete the current year’s data. The SIS Backup
Wizard should be used to make a backup of your data at this time.

6.1.1 Creating a new school year

ACTIVITY

Set up a new school year for next year (2016).
General > School Details

e Click Display School Diary

e Click Set Up School Year &

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

[ Diary Setup B

() Display diary far curent year

@ Dizplay diary for specified vear : | 2016 :

2mz2 -
) Set up year structure 2013

2014

OK 2015

=

e Click Set up year structure
e Click OK

School Year 2017

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

Setting School Year 2

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

e Change Inset Lode Il Inset to |nset Code IS ISDhDDIDevelnpment
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Set up terms within the new year:

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

menn g

Termn Marne |Term1

Start Date  [30J&N 2017
ErdDate  |74FR 2017

’ Ok ] ’ LCancel ]

e Add the other terms for 2017

- Terms
Ma.  Term Mame Start Date End Date Eal
tan 30th January 2017 Fri 7th April 2010 7 —
2 Tem 2 ban 24th April 20017 Fri 30tk June 2017
3 Term 3 ban 17th July 2017 Fri 22nd September 2017 _‘.;’
4 Term 4 ban 9th October 2017 Thu 14th December 2017
il (]
e Click OK

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

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

school is not open on the Monday, it may be entered as a Closed day in
the School Diary.
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Identify the days within the school year that the school will be closed

¢ Inthe School Diary window click on Toggle Paintbrush s

e Click in the green School Development cell

e Scroll to the 30" January

e Enter Monday 30" January and Tuesday 315t January as School Development days

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

white cell, click on the error and reselect the correct colour code

[ School Diary @
1ébr FESL

| January 2017 Paint Brush

toming Afternoon Ewvening
Palette:

Sun 15th Haliday Holiday Haliday

Mon 16th Haliday Huoliday Holiday O

Tue 17th Haliday Holiday Holiday Clozed Clozed

‘wed 18th Haliday Holiday Holiday

Thu19th Holiday Haliday Holiday Inset: | School Development

Fri 20th Haliday Holiday Haliday Haliday : Holiday

Sat 21t Haliday Holiday Haliday

Sun 22nd Haliday Holiday Haliday

Mon 23rd Holiday Haliday Holiday Selected Code: | School Development

Tue 24th Haliday Holiday Holiday

‘whed 2bth Haliday Holiday Holiday

Thit 26th Haoliday Haliday Huoliday

Fri 27th Haliday Holiday Haliday =

Sat 28th Haliday Holiday Haliday

Sun 29th Haliday Holiday Haliday

bon 30th School Developr| School Developr| School Developr

Tue st School Developr| School Developr| School Developr

4 Tl 3 Paintbruzh OFf
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e Click in the blue Holiday cell
e Use the blue chevrons L to navigate to March
e Enter Mon 6th as a public holiday
[ School Diary @

(HY S & DE

| March 2017 1st March 2017

torming Afternoon Ewening
Palefte:

Wied Tst i

Thu 2nd O3

Fri 3rd Closed : Clazed

Sat 4th Clozed Cloged Cloged

Sun 5th Closed Closed Closed et

kon Bth Holiday Holiday Haoliday E Holiday : Haliday

Tue 7th

whed Bth

Thu Sth Selected Code: Haliday

Fri 10th

Sat11th Clozed Clozed Clozed

Sun12th Clozed Cloged Cloged

Man 13th

Tue 14th

Wwied 15th

Thu 16th

Fii 17th

Sat 18th Clozed Clozed Clozed b

4 T Paintbruzh OFF
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e Use the blue chevrons i to navigate to April
e Enter Tues 25" as a public holiday
[ school Diary @‘
1P FESL
| April 2017 1st April 2017
Moming Afternoon Evening
Palefte:
Tue 11th Haliday Haliday Haliday
twied 12th Haliday Haliday Haliday Ofpa:
Thu 13th Haliday Haliday Haliday Cloged Closed
Fri 14th Haliday Haliday Haliday
Sat 15th Holiday Holiday Holiday Insst:
Sun TE6th Haliday Haliday Haliday Haliday : Holiday
Man 17th Haliday Haliday Haliday
Tue 18th Haliday Haliday Haliday
‘wed 19th Haliday Haliday Haliday Selected Code:
Thu 20th Holiday Holiday Holiday
Fri 21st Holiday Holiday Holiday =
Sat Z2nd Holiday Holiday Holiday
Sun 23d Holiday Holiday Holiday
Maon 24th
Tue 25th Holiday Holiday Holiday
"wed 26th
Thu 27th
Fri 28th -
4 m Paintbruzh OFf
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¢ Navigate to June
e Enter Monday 5th June as a public holiday
rl:l School Diary @
(H> /BSD
| June 2017 1st June 2017
Morming Afternoon Ewening
Palette:
Thu 1st i
Fri 2nd O
Sat 3rd Clozed Clozed Clozed Clozed : Clozed
Sun 4th Clozed Clozed Clozed
Mon 5th Holiday Holiday Holiday Loty
Tue Bth = Holiday : Haoliday
wied Fth
Thu Bth
Fri 9th Selected Code: Haoliday
Sat 10th Clazed Clozed Clozed
Sun 11th Clozed Clozed Clozed
kaon 12th
Tue 13th
wed 14th
Thu 15th
Fri 16th
Sat 17th Clazed Clozed Clozed
Sun 18th Clazed Clozed Clozed b
Il [T 3 Faintbruszh OFf
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e Navigate to July
e Change the Paintbrush Code to School Development
e Mark 17" July as a School Development Day

r|:| School Diary @
LAAVE-2ES
| July 2017 1st July 2017
b arming Afternoon Evening
Palette:
Tue dth Holiday Holiday Holiday
‘wed 5th Holiday Holiday Holiday Upen:
Thu Bth Holiday Holiday Holiday Clozed Closed
Fri ¥th Holiday Holiday Holiday
Sat Ath Huoliday Haliday Haliday Inset | Sehool Development
Sun Sth Haliday Haliday Haliday Haliday : Haliday
kon 10th Haliday Haoliday Haoliday 2
Tue 11th Holiday Holiday Holiday [
wed 12th Huliday Haliday Haliday Selected Code: | School Development
Thu 13th Haliday Holiday Holiday
Fri 14th Haliday Holiday Holiday
Sat 15th Haliday Holiday Holiday
Sun 16th Haliday Holiday Holiday
ton 17th Schoaol Developr| School Developr| School Developr
Tue 18th
‘whed 19th
Thu 20th
Fri 21st o
4 1 b Paintbrush Oiff

e Turn the paintbrush off Bt O

e Click

Note: At school, staff need to ensure that all the appropriate holidays and School
Development Days would be entered for the entire year.
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6.2 Setting up a New Attendance Year

Before Setting up your new attendance year, ensure that:

e Your data file has been backed up
e If you are using timetabling, the school’s timetable specifies which periods are AM and which
are PM in Timetabling > Timetable Setup > Timetable Cycles > Master Period Structure

Activity

Lesson Attendance > Parameters > Create New Attendance Year

o View prerequisites to setting up the new Attendance Year

New Lesson Attendance Year

Create New Lesson Attendance Year

For the creation of a Lesson Attendance vear to be succezsful,
wou should ensure the following

v The year haz been corectly set up in the
School Diary.

o The comect term dates have been entered for
the year in the School Diary.

e Sour weeky clozure pattern for the vear has

been comectly zet up in the School Diany.

Are poul zure you want to proceed with the creation of & new
Leszzon Attendance year?

-

[ LCancel

Click Proceed
Enter the following dates below and click OK

Current vear
MHew Year |2D1 7 E'
Start of Academic ¥ear | A0JAM 2017

Start of Attendance Year ISD JaM 2017

It is recommended that the Attendance Year is always started on a

Monday.
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FTE Warning Report

An FTE warning check runs if either
1. K students (and not P) are included in the current LA structure
2. P students (and not K) are included in the current LA structure
3. Both K and P students are included

The FTE of the all of the students on the current roll is checked against the expected value for their
year group.

The expected FTE for a student in each year is as follows:

Lesson Year Group Expected FTE
Year group K FTE<1.0
All other Year Groups FTE=1.0

If all students on the current roll have the expected FTE value based on their Year Group then the
Create New Year process will proceed as per the current process.

Where neither Year Group K or P are defined as Year Groups using Lesson Attendance then the
check on Student FTE will not be run and the Create New Year process will proceed as per the
current process. This includes Secondary Schools.

If at least one student is found on the current roll whose FTE value does not match the expected
value in the table above, then a warning report is generated as shown below on the next page.

The warning report orders students by surname and displays the following:

Student Name
Year Group
Form

FTE

Expected FTE

The report will appear as a screen report, without the user being presented with the Report
Destination window. The user can print the report to printer via the printer icon at the top left of the
screen report if required.
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Student FTE Warning

= s

Create New Year Student FTE Warning

Students have been detected that do not have the expected FTE status for their year.
All students must have the correct Full time [ Part time and FTE status before Creating Daily Records.

This report lists students who are in the Kindergarten year but have an FTE value of 1.0 and students who have an FTE
value less than 1.0 but are not in the Kindergarten year.

Name Year Form FTE Expected FTE

Grant Delphine P KIP 0.80 1.0

Daniel Hulbert P KIP 0.80 1.0

Benn Kinnane P KIP 0.80 1.0

Total in Year P: 3 'S —T
‘Warning th,'

I.-"'_-"-I Do you want to quit the creation of the New Year to correct the FTE
' values forthe listed students?

Select Yes to quit now or No to continue creating the Mew Year,

| Yes | [ No

e |f student’s FTE needs to be corrected, click Yes
e |f student FTE values are correct click No
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' ™
Create New Year l-‘-J

-

f ) Do you want to copy Period Availability Structures and Year Group
L - 4 details
from the previous Lesson Attendance year?

Yes | [ Mo

e Click Yes

Note: Schools would copy the previous year’s set-up if the Period Availability Structures
and Year Groups remain the same from one year to the next which is normally the case.

Timetable Cycles for Attendance

& 2017 [=]

Timetable Cycle Daps

Cycle Mo |Start Date Description
Daysincycle |5 1| Mon 30JAN2017 7 | Week 1
Daps oper: 2 Mon 6FEB2017 @ | Week2
] Monday 3 | Won 13FEB2017 | Week3 =
4 | Won 20 FEB 2017 Week 4
[7] Tuesday : v =
5 | Won 27 FEB2017 3 | Week&
] wednesday B | Won BMAR 2017 g | Week®
[¥] Thursday 7 | Won 13MARZ2017 g | Week?
@] Friday 8 | Won 20MAR2017 @ | Week8
9 | Won 27 MAR 2017 Week 9
[ Saturday - - 24
10 | WMon 3APR2017 7 | Week 10
(] Sunday 11 | Won 10APR 2017 7 | Week 11
_ 12 | Won 17 APR2017 | Week 12
Edit Cycle Days
13 | WMon 24 APR 2017 | Week 13 -

e View Cycle Start Dates and Descriptions

Save

Lancel
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Cycle descriptions can be edited to display in Day View the terminology used in your school.

e Place your cursor immediately before Week 1
e Type Term 1 and a space
e Highlight Term 1 and a space - <Ctr|> +C to copy
e Place your cursor immediately before Week 2
e <Ctrl>+ V to paste
e Continue for all remaining weeks in Term 1
e Overtype Week 10 and Week 11 with Holidays
Timetable Cycles for Attendance
& 7 [=]
Timete.ible Lyel Deye Cycle Mo |Start Date | Description
Daysincycle |5 1 | Mon 30JAN2017 @ | Term 1 Week 1 -
[ravs oper: 2 Mon BFEB2017 g | Term1Week2
[¥] Monday 3 | Mon 13FEB2017 @ | Term 1\Week 3 E
O et 4 | Mon 20FEB2017 7 | Term 1 Week 4
5 | Mon 27 FEB2017 7 | Term 1 Week5s
V] Wednesday § | Won GMARZ017 g | Term1WeeK6
[¥] Thursday 7 | Mon 13MAR 2077 7 | Term 1 Week7
[¥] Friday 8 | Mon 20MAR 2017 3 | Term 1\Week8
i V17 "u
[ Saturdey 9 | Mon 27 MAR 2017 @ | Term 1\Week9
10 | Mon 3APR2017 @ | Term 1 Week 10
[C] Sunday 17 | Won 10APR 2017 7 | Holidays
T 12 | Mon 17 APR2017 7 | Holidays
13 | Mon 24 APR2017 7 | Term 2 Week 1 -
(s | [(Boed

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

e Click Save and Yes
e Click Next and Yes
e View the available period structures

Primary

[ TIMETABLING

Note: Alternative period structures could be added if required.

e Click Next

Timetable Cycles 3

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

Yes | [ Mo

e Click Yes
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Make sure Year Groups K to 12 are selected to be included in Lesson Attendance

Fle

Select Year Groups

ase select which Year Groups are to be
included in Lesson Attendance.

[EEEEEEEEEEEEEEEEE

m

[N L SN R . B

Click Next

Select the appropriate Period Structure for each year group
o Primary for Years K - 6
o Timetabling for Years 7 -12

Year Groups Using Lesson Attendance

& 7 [=]
Year Group |F'eriod Structure Start Date |End Date
5 Primary [« |300aM 2017 14DEC 2017 [ »
B Frimary [+ |30.JaN 2017 E] |14 DEC 2017
7 TIMETABLING | |20 AN 2017 14 DEC 2017
g8 TIMETABLING |~ [300aN 2017 14 DEC 2017
3 TIMETABLING |~ [300aN 2017 14 DEC 2017
10 TIMETABLING [ [3004N 2017 14 DEC 2017
i TIMETABLING [ [3004N 2017 14 DEC 2017
12 TIMETABLING [« [300aN 2017 14DEC 2017 [ _

Click Save
Click Finish, Yes and OK

I

Save Jl LCancel I
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Note: End of Year Dates for Years 11 and 12 in Secondary Schools will need to be edited

once these dates are confirmed.

These can be edited through Lesson Attendance > Parameters > Year Groups. Click on the

Edit Pencil and then the calendars next to the End Date field.

Create New Attendance Year

r/ Creation of Year 2017 Complete

T'ou have successfully created the Leszon Altendance year.

'ou have entered the start date of the year, zet up timetable cycles
and penod availability structures, and allocated these penod structures
to pear groups.

au will nat be able to edit any of the data that pou have entered
without zetting up this year again, except far editing any timetable
cyclez which have not yet been reached and changing the end dates
for year groups.

Mote that once attendance data hasz been entered into thig pear,
zetting up the year again will reguire any student attendance data for
the year to be deleted.
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7 Appendix 2: Systems Administrator Tasks

7.1 User Access

Activity: Setting Access for Users

General > Control > Users

e Double click on Elaine Abbott
e Click on the yellow folder to the left of Lesson Attendance to view the contents

e Click Absences

e Double click on Absence Follow Up in the right pane to give her access to this section of the

software

e Repeat to give her access to Student View as well

Access Control
General
Admin
Beharviour
Cower

1 rg g B

Lesson Attendance

Class Entry

Dray Wiew

Fire

Lates

Parameters

Fegistration

Reports

Speed Entry

Teaching Set Entry
Wwieek View

Fitd Eilling

Timetabling

YET

it Census

Wit Reports

[y iy g g B

Mo default masks are available for this zecunty area.

Secuity tem

Absence Follow Up
Absence Tracking
Absences in Comman
Aocess Abzence Management
Continuous Absences
First Day of Absence
Future Absences

Irmport Absences XML File
Lates Follow Up

Process Extra Students
Student View

Urresalved Absences

Access

ot = e e e A

[

oK.

=3

e Enable Elaine’s access to other parts of Lesson Attendance that a teacher might need

e Click OK to save
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Copying User Access Rights

General > Control > Users

o Click Copy Access Rights between Users 2

e Highlight Abbott in the left-hand pane and Alan, Best and Briggs in the right-hand pane

(4 &

[ Copy Access Rights Between Users

*84? Copy Access Rights

To copy access rights between users, select the user to copy from the lefi-hand list. Clicking OK
will then overwrite the access rights ofthe user(s) selected in the right-hand list with the access
rights of the selected source user.

=58

Source User

| »

ADMIN
ALAN
BARCLAY
BEST
BRIGG
BROOKS
CALWIN
CHARLTON
CORMER
CREED
DICKINSON
DRAKE
EDb/4,
ELLIOT
FISHER
GABELICH i

m

User Wame
ABBOTT
ADMIN

BROOKS
CALYIN
CHARLTON
CORMER
CREED
DICKINSON
DRAKE
EDMwAd,
ELLIOT
FISHER
GABELICH

{Elaine Abbatt

Full Hame

Syatem Administrator

Fiona Brooks
Jennifer Calvin
Robert Charlton
Sandra Cormer
Wick Creed
Kemy Dickinzson
Drake

EDwid SUPPORT - D0 MOT USE
Traviz Elliot
Amanda Figher
Paul Gabelich

| »

m

[ ak J [ Cancel

e Click OK and Yes
e Click OK to close

Alan, Best and Briggs now have identical access rights to Abbott.
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8 Appendix 3: Period Availability Structures

Parameters > Period Availability Structures
We can view the way primary and secondary structures are set up. A school that uses the
Timetable module may have a Timetabling period structure selected for students on the timetable.

New structures can be created and then linked to Year Groups in Lesson Attendance >
Parameters. The new structure will be picked up for the Year Group when Daily Records are next
created.

8.1.1 Creating a Period Availability Structure

Activity:

Lesson Attendance > Parameters > Period Availability Structures

Create a period availability structure for secondary students. They are going to have five teaching
periods every day.

e Click Add &
e Click Create Blank

Create Blank Period Structure l"'"""l

Click Yes
Click Create Blank
Enter the Period Structure Name Secondary and the period types for Monday

Period Structure Mame |Secondar}l

DayMo | Day | | | | [ | | | |
1T | e [H|[ T )T BT e]B]|t]
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e Click Fill Structure Down v

Warning

I.-"_"‘-. Are you sure you want to fill all subsequent days with day 1's Period
& Structure?

Yes | l Mo
e Click Yes
Period Structure for Lesson Attendance
2017 [=] S 4
Peniod Structure Mame |Secondar_','
DaMo | Daw | | [ | | [ | [ [ | | [ | |
1 Mon |H | T|T|B|T|t]B]|H |~
2 Tue H T T B T t B t
3 whed H T T B T b B t
4 Thu H T T B T b B t
5 Fri H T T B T t B t
] 1 3
Key
H  Home/Registration period in the moming T  Teaching period in the morming
h  Home/Regiztration penod in the afternoon L Teaching period in the aftermoon
I Period when students are nat required to be B Ereak period
in class
Save ][ LCancel

e Save and Close

The Secondary Period availability structure is now ready to be linked to a Year Group

Note: A secondary structure would be set up in a school with secondary students, which
are not using the timetable module, for example a small District High School.
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8.1.2 Attaching Year Groups to Period Structures

Lesson Attendance > Parameters > Year Groups

Year groups are attached to period structures. Period structures can be edited for existing year

groups by selecting Edit Year Groups. o New Year groups may be added by clicking Add New

Year Group.

8.1.3 Adding New Year Groups to Lesson Attendance

Activity

Lesson Attendance > Parameters > Year Groups

Click Add New Year Group B

Select K (Kindergarten) from the Year Group list

Make the start as the beginning of the current week
Choose the Primary structure from the Period Structure List

Add Year Group
ear Group K :
Start Attendance
Period Structure |F'rirnar_l,J |Z|
[ ok ] ’ Cancel ]
e Click on OK
Warning 23

Once added, the new Year Group cannot be removed. Are you sure you want to
continue?

e Click Yes
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Lesson Attendance > Parameters > Year Groups

Year Groups can by edited by Clicking Edit Year Groups /

Year Groups Using Lesson Attendance

& 27 [=]| & &

Year Group Period Structure Start Date End Date

K Primary [+ |30 J8M 2017 14 DEC 2017 o
F Primary [ [30J8N 2017 14 DEC 2017

1 Primary [ [30J8N 2017 14 DEC 2017 -
2 Primary [ [30J8N 2017 14 DEC 2017

3 Prirary |+ |20JAN 2017 14 DEC 2017

4 Prirary |+ |20JAN 2017 14 DEC 2017

g Primary [ [20J8H 2017 14 DEC 2017

6 Primary [ [304N 2017 14DEC2017 7| _

—

e Close the window

Year Groups Using Lesson Attendance
& 2017 [=]
Year Group |F'eri0d Structure Start Date End Date
4 Primary [« 30N 2017 14 DEC 2017 -
3 Prirnary |+ [3008H 2017 14 DEC 2017
B TIMETABLING [ |30 0N 2017 14 DEC 2017

If a change is made eg: Adding Year 6 to timetabling, after clicking the Save button, the following
message will display

Change Year Structure

FPazzward
ou have opted to aler an attendance year structure,
Fleaze check that all attendance data iz up to date before
continuing. Please enter pour pagzword below to confirm:

User: |O5WwWaLD

Password; |

[ OF. l| LCancel |

The user would enter their the password and click OK
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Unlocking the terminal .........cooociiiiiiiiiniiiee e 12
User Access

WEEK VIBW....uviiiiiiiectiee ettt et 59

Year Groups
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9 Support

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

Contact details below:

9.1 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.

9.2 Fax (CSC)
9264 4701

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

9.3 Email (CSC)

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

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

10 Online Manuals and Training Notes
10.1Civica Education

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

www.civicaeducation.com.au.

Select online manual login.
Username: school
Password: help

11 STIMS Project

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

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

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

ClvICa 2016.D0CX 18-Jan-16
Page 157 of 157

© 2016 Civica Pty Ltd


mailto:customer.service.centre@education.wa.edu.au
http://www.civicaeducation.com.au/
http://www.det.wa.edu.au/intranet/stims

