CIVICa

Transforming the way you work

Integris Lesson Attendance

User Manual



Document Control

Ver. | Reason Who Date
1.0 | Document Control & Footers added Adam Catterall (RMA-WA) 03/07/03
1.1 | Minor changes after review Adam Catterall (RMA-WA) 16/07/03
1.2 | Fixed pagination Adam Catterall (RMA-WA) 17/07/03
1.3 | Re-formatting Adam Catterall (RMA-WA) 15/03/04
1.4 | Updated for LA 2.21.03 Sharyn Oswald (RMA-SYD) 10/04/04
1.5 | Re-formatting Adam Catterall (RMA-WA) 23/04/04
1.6 | Updated for LA 2.30.01 Paul Gabelich (RMA-WA) 30/01/05
17 Updated for LA 2.40.00 Ggil Dirk (RMA-WA) 29/03/05
Proofed Michael Schmidt 01/04/05
1.8 | Fixed page numbering Paul Gabelich (RMA-WA) 16/06/05
1.9 | Added NT support Paul Gabelich (RMA-WA) 26/07/05
20 Updated for LA 2.42.00 Gail Dirk(RMA-WA) 14/10/05
Proofed John Rear(RMA-WA) 18/10/05
2.1 | Updated for LA 2.43.10 Kerry Dickinson (RMA-WA) 03/08/06
2.2 | Formatting fixes Adam Catterall (RMA-WA) 18/08/06
2.3 | Minor change requested by DET Susan Richardson (RMA — WA) 23/08/07
2.4 | Reformatted and updated for LA 2.45 Paul Gabelich (RMAP) 27/11/07
2.5 | Corrections to Registration section Susan Richardson (RMA — WA) 13/12/07
2.6 ;J_‘i‘.jlaltff ]fgrrnfgmzﬁgii'g:s(Added section | Angad Singh (RMA — WA) 19/06/08
2.7 | Added change to archive for DET WA Paul Gabelich (RMAP) 20/06/08
2.8 | Updated for LA 2.45.20 Paul Gabelich (RMAP) 04/07/08
2.9 | Updated for LA 2.45.30 Susan Pedley (RMA) 08/12/08
3.0 | Minor updates following review Paul Gabelich (RMAP) 18/12/08
3.1 | Minor correction Paul Gabelich (RMAP) 23/06/09
3.2 | Updates for 2.50 Adam Catterall (RMAP) 15/10/10
3.3 | Minor correction Grant Johnson (RMAP) 18/10/10
3.4 | Updates for 2.50 Grant Johnson (RMAP) 14/04/10
3.5 | Updates for 2.60 Linden Eagles (RMAP NZ2) 08/06/10
3.6 | Updated for LA 2.70 Derek Mathieson (RM Ed) 22/06/11
3.7 | Updated for LA 2.80 Derek Mathieson (Civica Ed) 28/05/12
IntegrisLessonAttendanceManual 06-Apr-20
ClVICa

Page ii

© 2020 Civica Education Pty Ltd




4.0 | Updated for LA 2.81.00 Derek Mathieson (Civica Ed) 13/12/12
5.0 | Updated for LA 2.82.00 Derek Mathieson (Civica Ed) 10/05/13
6.0 | Updated for Changes to 2.82.00 Derek Mathieson (Civica Ed) 28/06/13
7.0 | Updated for LA 2.83.00 Derek Mathieson (Civica Ed) 20/09/13
8.0 | Updated for LA 2.84.00 Derek Mathieson (Civica Ed) 25/11/13
9.0 | Updated for LA 2.84.50 Derek Mathieson (Civica) 24/05/19
10.0 go”ecm,’”s for ‘Delete Student Day Derek Mathieson (Civica) 06/04/20
ecords

Civica Education Pty Ltd ACN 086 405 174
Copyright © MMXX
All Rights Reserved

This document is the property of Civica Education Pty Ltd and may not be
copied, transmitted or reproduced by any means
without written permission of Civica Education Pty Ltd

IntegrisLessonAttendanceManual 06-Apr-20

CIVICa

Page iii
© 2020 Civica Education Pty Ltd




Copyright

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

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

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

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

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

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

Intellectual Property

The contents, design, solutions and plans contained in this document represent the intellectual

property of Civica Education Pty Ltd and its associates. All rights are reserved except as may be
granted to the addressee in writing by Civica Education.

IntegrisLessonAttendanceManual 06-Apr-20

cIvica Page iv

© 2020 Civica Education Pty Ltd



Cont

1

1.1
111
11.2
113
114

2

2.1
211
2.1.2
2.1.3

2.2

2.3

3

3.1

3.2

3.3
331
3.3.2
3.3.3
3.34

3.4
34.1
3.4.2
3.4.3
3.4.4

4
4.1

5

51
5.1.1
5.1.2
5.1.3
5.14

5.2
521
522
5.2.3
5.2.4
5.2.5

53
531
5.3.2
533
534
535
5.3.6
5.3.7
5.3.8
5.3.9
5.3.10
53.11

ents
INEFOAUCTION ...ttt sttt st s e s s s s s ssssssssssssssnssssssssssans 1-2
Introducing the Integris Lesson Attendance Module ...............uueuiiiiiiiiiiiiiiiiiiiiiiieens 1-2
LGSV == L= ] PSSR 1-2
KBY FRALUINES ...ttt e e e ettt s e e e e et e et b e s e e e e e e e bbb e e e e e e e eebbaanneeeas 1-2
HOW t0 USE thiS MANUAL .........oiiiiiiiiie et 1-3
Keyboard Shortcuts Used in LeSson AttENAANCE ..........ouevveeeiiiiiiiiiiieeee e e e e e e e 1-4
GEtEING STArtOU ...ttt sttt sttt st s s e as s ssana 2-2
Prerequisites for using LeSSON AtteNdanCe.............oovvviiiiiiii e e e e e 2-2
[IoToTo[gle lo] g I (ol [0 1=Te £ T O PP PP PP PP PP 2-2
Locking the Software 0N YOUr COMPULET ........coiuiiieiiiiiee ettt e st e e sbre e e 2-3
Accessing Lesson Attendance from INTEOIIS ........coiiuiiiiiiiiiie e 2-3
The Lesson Attendance SIdebar ... 2-4
Backing Up Data FilES.........coooeuiiiiiii et e e e e e e e e aaaae 2-5
Setting Up @ NeW AttenNdance YA ...ttt e esessssasasasasssanas 3-2
Setting up the New Year in School Details ..., 3-2
Creating a New AtENAANCE YEAI ......ccooeeeeeee oo 3-3
Setting Up TIMELADIE CYCIES ... ..o e e e e 3-8
Editing Week/CYCle deSCIIPLIONS ......ocueiiiiiiiie ettt e sbee e e 3-9
Changing the CYCle STArt dateS ..........oouuiiiiiiiiii e 3-10
AddING @ NEW WEEK/CYCIE ...ttt e e 3-10
DeletiNng @ WEEK/CYCIE....cco ittt et et e e e bb e e e e sbneeeeans 3-10
Setting up the Period Availability StruCtUre ..., 3-11
Creating a new period availability SITUCLUIE ............uuuueiiieieieieieieieieieieieeeiereereere ... 3-12
Editing a period availability StrUCLUIE............ccoiviiiiiii e 3-15
Deleting a period availability STTUCIUIE ............cooviiiiiiiii e 3-17
Selecting year groups in LESSON AttENUANCE ..........uuuuuiuieieiiieiiieieieirieierrieirrerererrree ... 3-17
Creating Daily RECOIS.........o et ssasss sttt stse e e e sese e e e e ssssssasasasssssnns 4-2
Daily records for students with a Part Time StatusS .........cccooeeeiiiiiiiiiiiiiieeeecceeiceee e 4-4
Recording Attendance Data ...ttt tesseeesesesenssenens 5-2
(LS TSP 5-2
Recording Late Students’ AfteNAANCE.................uuuuuuueuuieiiiiiiieieiiiuieieiaee .. 5-2
Overwriting FUuture ADSENCE RECOIUS ........uuviiiiiiiiiiiieiiieieieieieiereeerrrare e 5-4
Overwriting an EXIiStING RECONU .........uuuuiiiiiieiiiiieieieieieieisraeereeereeeereeeeeereererarerar s 5-4
Printing @ Late SIP c.cocveviiiiiiee 5-5
Y 0 1=T=To I =l 01 Y U SUPPPRTTTR 5-6
Using Speed Entry for @ Single StUAENT.........oooiiiiii i 5-6
Speed Entry - Enter data for more than one StUdeNt ..........c.oeeiiiiiiiiiiee e 5-7
Sy o =T=To I = a1 (AT TSTST (o] g T o] o] 1 e 1SS 5-8
Yo =T=To I = o (AR = a1 (= T To e 1= = 1 5-11
Speed Entry - Keep data 0n COMMItIAL.............euviiiiiiiiiiiiiiieieiiieieieisieieisieiereeeerereeneeernennnn. 5-11
DAY VW ittt e e et e e e e e e e e e ettt e eeeeee e e e ettt e e e eaeeteartr e aaaaaeaarrnes 5-16
Selecting @ Date fOr Dat@ ENIY........ooouiiiiiiiiii et 5-17
UsiNg the Select Date DUION .......oooiiiiiiei ettt e e e sbreeeeans 5-18
Selecting atteNAANCE COUES ......oiuuiiiiiiiiii ettt st e e s ab e e s anneeeas 5-20
Loading data by form in DAY VIBW .......ccoiiiiiiiiiiiiie ettt e et e e snaee e 5-21
Loading data by Teaching Set in DAy VIEW .........cooiiiiiiiiiiiiee ittt siaeee e 5-21
Loading data by individual student in DAy VIEW.............ueeiiiiiiiiiiiieeee e 5-21
Using the Day View screen to add/edit data ...........oooueeiieiiieiiiiiiie e 5-23
Entering/editing AM and PM attendanCe COAES ............uuiiiiiiiiiiiiiiiiieie et 5-24
Adding and entering period attendance data ...........ccuuveeiiiiiiiiiiiii e 5-24
Using the right-click function — multiple periods .............ueeiiii e 5-25
Adding and editing comments iN DAY VIBW.........coi ittt e e e e 5-25

IntegrisLessonAttendanceManual 06-Apr-20

CIvICa Page v

© 2020 Civica Education Pty Ltd



54 WVEBEK VIBW ... ettt ettt e et ettt e e et ettt e e et e et e et e et e et e et reareenns 5-27

5.4.1  Selecting a Week for dat@ €Nty ........oocuiiiiiiiic e 5-27
5.4.2  Loading data by form in WEEK VIEW.........cuiiiiiiiiiiiiiice ettt e e ee e e e e 5-27
5.4.3  Loading data by Teaching Setin WeeK VIEW.........c.ueii i 5-28
5.4.4  Loading data by individual Student in Week VIEW ..........cuuiiiiiiiieiiiiiie e 5-29
5.4.5  Using the Week View Screen to ADd/Edit DAta ............ccueieiiiiiieiiiiiieiee e 5-31
5.4.6  Entering / Editing AM and PM attendancCe COUES ..........ccuuiiiiiiiieiiiiiie et 5-31
55 REGISTIALION ...ttt 5-35
5.5.1  Using the Registration WINAOW ..........cccuuiiiiiiei i ssse e e e e s e e e e e e s s ae e e e e e e e s ennnreees 5-35
5.5.2  Schools with Mixed AtteNdANCE GIOUPS ....cccceeiiiiiiiriieeeeeiiiiiiieeeeeeesssstnreeereaeessssrnrrereeeesessnsnsnens 5-35
5.5.3  Non-Timetabled SChOOIS .........coiiiii e 5-36
554  TiMetabled SCROOIS .........ooiiieii e 5-36
555  REQISIrAtION GENEIAI .......eiiiiiiiiii ettt et a et e et e s e n e e e r e e neee 5-37
6 ADSENCES.......oviriirieieseseeese e e e s st sssssssssssssssssstssst st s s e e e se e sesesesessseasssseassssesesesesesesasasasane 6-2
6.1 ADSENCE FOIHOW U .ottt 6-2
6.1.1  Viewing details Of aDSENCES .......c.uiiiiiiiiee e 6-4
6.1.2  Printing details of absences that require fOllOW-UP ........c.eeveieeiiiiiiiie e 6-5
6.1.3 Viewing a StUdENE'S LEEIr HISTOIY ..........uuuuuuiuiiiiiiiiiiieiitiieiiiaieraieiseeeeeaaaeeesreresnraeesesennraenrarnsnennnrnnnnes 6-6
6.1.4 Producing a FOHOW- UP LELET ...cccoviieeeeeeeeeee et 6-7
6.2 ADSENCE TIACKING....eutitiiii i e e e e ettt e s e e e e e e e e e et e e e e eaeeseartaa e e eeaaes 6-12
6.2.1  The Absence Tracking Screen - DetailS..........cooiiiiiiiiiiiiiiiie e 6-13
6.3 ADSENCES 1N COMIMON ..ttt e ettt ssnennnnnes 6-14
6.3.1  The Absence in Common - SElECt WINAOW .........ccueiiiiiiriieiieiie e 6-14
6.3.2  Absences in Common — Display Sorting the Other Students List..........cccccccvvvvviiiiiceeee, 6-15
6.4 CONLINUOUS ADSENCES. ... 6-16
6.4.1 To Generate the Continuous AbSENCE REPOI........ccovvviiiiiiiiiiiiee e 6-16
6.4.2  Continuous Absences — Mail Merge EXPOI.......ocuuiiiiiiiieiiiiie ittt 6-19
6.5 FIrSt DAy Of ADSENCE .....eeiiiiiiiiiiiitiiiieeteee bbb nennnes 6-20
6.5.1 To Generate the Parent/Carer List on First Day of ADSENCE ........c..coviiiiiiiiiiiiei e, 6-21
6.6 FULUIE ADSEINCES ...ttt 6-24
6.6.1  VIEW FULUIE ADSEICES ....ccoiiiiiiiiiiiii ettt ettt ettt e sttt e s st e e s s e e s e e e s nanneees 6-24
6.6.2  AddING FULUIE ADSENCES ......oeiiieieeeeeeeee ettt 6-25
6.6.3  Sorting Data in the Future ADSENCES WINAOW .........oiiiiiiiiiiiiiiiie it 6-32
6.6.4  Edit FUIUIE ADSENCES ......ceiiiiiieee ettt e e e s s et e e e e e e s e et eee e e e e e e e e annneneeeeaens 6-32
6.6.5  Filtering the FUtUre ADSENCES LiSt.......cuuiiiiiiiiiiiiiieie ettt 6-33
6.6.6  Printing a FUture ADSENCES LIST ......coiiiiiiiiiiiiii et 6-34
6.6.7  Viewing and purging expired aDSENCES ..........ooiiiiiiiiiii s 6-35
6.6.8  Deleting Future ADSENCE RECOMS .......uviiiiiiiiiie ittt 6-35
6.7 IMPOrt ADSENCES XML FlE ...ttt eneeenes 6-36
6.7.1  Validation RUIES ......ooiiiiiii ettt et e s e s 6-36
6.7.2 IMPOrt ADSENCES XML FilE . ... 6-37
6.7.3  Filename CONVENLION ........uuiiiiiiiiiiiiieie et e e e e e e e e e e s e et r e e e e e s e s nnntraeeeaeeessannnnnnaeeeaens 6-38
6.7.4  Previously IMPOrted Fil..........oo it 6-38
6.7.5  LAAbsences XML File Structure Validation ...........ccccoioiiiiiiiiee i inee e 6-39
6.7.6  LAAbsences XML File BUSINESS RUIES .........c.uiiiiiiieee ettt s e e 6-39
6.7.7  LAPUPIIDALA SECHION .....eiiiiiiiiiieiiiiee ettt sttt ettt et e e e s bbbt e e s bbe e e e s anbbe e e s aaneeeas 6-40
B.7.8  PUPII SECLION ..coiiiiiiieiite ettt b et e s bt e st e bbb e nanaee s 6-40
6.7.9  ADSENCES SECHON.....ciiitiiiie ittt e st s e et e s s e e s e e e 6-40
B.7.10  ADSENCE SECHION ..coiiiiiiiititii ettt e e ettt et e e e e e e e bbbt e e e e e e e e e nnbbbteeeae e e e e annbrneeaeaeas 6-41
A R == g To Lo SRS Y=ol 1o TP UUTT PRI 6-41
6.7.12 Create Daily RECOIS ........ueiiiiiiiii et e e e e s et e e e e e e e e enbraeeeaaeas 6-43
6.7.13  IMPOITLOG ..o 6-45
6.7.14 LAADSCeNceSIMPOrt.CSV LOG filE .......uueiiiiiiiii e 6-45
6.7.15 LAAbscencesIMportErrors.CSV LOQ fil€ ......ocueiiiiiiiiiiii e 6-46
6.8 LALES FOIOW U ..ttt 6-48
6.8.1  The Lates Follow Up Selection WINAOW ............oouiiiiiiiiiieiiiiee e 6-48
6.8.2  The Lates FOIHOW UP WINGOW ..ottt e sttt e e e e s et e e e e e e s e e snnbnneeeaaeas 6-50
6.8.3  VIieWing detailS Of LALES......uuiiiiiiiiiiiiiiit et e e et e e e e e e eabr e e eaa s 6-50
IntegrisLessonAttendanceManual 06-Apr-20
CIVICa Page vi

© 2020 Civica Education Pty Ltd



6.8.4  Printing details of Lates that require fOllOW-UP .......cceoiiiiiiiiiiie e 6-51

6.8.5 Viewing a StUdENE'S LEEIr HISTOIY ..........uuuuuuiuieiiiiieieiiiiieiaieieieieeteatetnaeaeeeenrnrnsnesensnsennrssnrnsnsnnnnnnes 6-52
6.8.6  Producing @ FOIOW-UP LEIET ...t e s e e e e s e e re e e e e e s e s sannrnaeeeeeas 6-53
6.9 e oTol ST o L= B (1 6 (= | R 6-58
L0 O (8 T =T o Y 4T 6-60
6.10.1 Printing data from StUENT VIBW........coiuiiiiiiiiiii ittt 6-64
6.10.2 Adding and editing comments iN StUAENT VIBW........ccoiiiiiiiiire et ee e e st e e snnnnee e e 6-64
L R T {1 0] (V= To [ 1= ol N 6-66
7 REPOIES ..ttt ettt st s st st b s s e ettt sss et b ssssassestesessssaenantes 7-1
7.1 Lesson Attendance Reports WINAOW..........uuuiii i et e e e e e e e e e e e aaanees 7-2
4% T R 1 i =Y T F= T Tt TN e 1 4L PRSP PURPRR 7-2
7.1.2  AHENAANCE RECOIUS ... ... eiiiiiiie ettt e e e e et e e e s e st ettt e e e e e s e e babeeeeeaeeesaanbseneeeaaeeeaanns 7-3
7.1.3  ANQAIYSIS REPOIS ...eeeiiiiiiiiei ittt et e et e e e e st b e e e e st b e e e e abbe e e e e bbeeeesbneeeeaas 7-3
A T S ¥ | o =T N 1 (= o = g ot PSSR 7-3
7.1.5 L 010 1 £ T PP OPPTPPPPRTPP 7-4
7.1.6 (OFT L] (o]0 0 [ =T oT0] 4 £ T PSSP PPUPPPPPIN 7-4
7.2 V7= ToT U T= Lo T LT oL o PSSR 7-5
8 ParamELEIS ...ttt ettt ettt a e et et et et et e et a e et et e et e nestans 8-2
8.1 INTrOAUCING PAIAIMETEIS .....eeiiiiiiiiiiiieiieitieeeee ettt sesnnnes 8-2
8.2 Y (=] gl =T g o= R o T [T USSP 8-2
8.2.1 To add/edit/delete atteNANCE COUES .......ccuiii ittt e e eeeeas 8-2
o I N (o [ g Lo =Y g =1 (= o F= U oI oo o = S 8-4
8.2.3 Editing AttendanCe COUES.........cooviiiiiiiiic e 8-4
8.3 Enforced School Closure: The “Y” COUE......uuuuuuuiiuiiiiiiiiiiiiiiiiiiiiiiiiraneernenenrnnnrneeneeers 8-5
8.3.1  Enforced SChoOl CIOSUIE ULIITY ........coiiiiiiiieiiiiii ettt 8-6
8.3.2  The Enforced School CIOSUIE WINAOW ...........ooiuiiiiiiiieeeieiiiieit e e e e st e e e e s et ee e e e e s e nnneaeeeeeeees 8-6
8.3.3  Appling the School Closure using Student FinNd.............ccccoiiiiiiiiiiii e 8-7
8.3.4  Appling the School Closure for the Whole SChOOI ..............uuiiiiiiiiiiiiiiiiiiiennnens 8-9
8.3.5 Impact of the “Y” code 0N OtNEr @reas..............cuueeiiiiiiiieeii et a e 8-10
8.4 Create Daily RECOIAS ......coviiiiii i e e e e e e e e e aara s 8-12
8.5 Create New AtENAANCE YEAI ......ccooee e 8-12
8.6 D= = T L PSRRI 8-12
e J G N B T - 10 || S 1= Lo OO PRPPRPP 8-12
8.6.2  Defaults ADSENCE Letter TaD......ooiiiiiiiiiiiiei e 8-14
8.6.3 Defaults Report INStructions Tab ... 8-15
8.6.4 Defaults — System Management ...........cooviiiiiiiiiii e 8-17
8.6.5 LAES LRI .. 8-21
8.6.6 [T 0= G I 1= 7= 10 £ PSR PRSRRR 8-22
8.7 Delete Old AENdANCE DALA .........ciiiieeiiieeiiiiee e e e et e e e e e eaaaeaa s e e eeaeeeanees 8-26
8.8 Delete StUdENt DAY RECOIUS .......uuuuuuuiiiiiiiiiiiiiiiiiiiiieeeaeieeebeeeeeeebebeeebbebebbeeeeeeeeeseeenesnennneees 8-28
8.9 Map ALENAANCE COUES .......cieeiiieii i e e e e e e et a e e e e e e e e e e st e e e e eaaeeaneees 8-31
8.9.1 Map Attendance Codes WINAOW............cocviiiiiiiiiiii e 8-31
8.9.2  MaAPPING the COUE .....coiiiiiiieie ettt e et e e e e nb e e e nbb e e e e neee 8-31
8.10 Period Availability STrUCTUIE..........uuiiiiiiiiiiiiiiiiiiei e eeeeneaeeee 8-32
8.11 Timetable CyCle STArt DALES ..........uuuuuuuuiiiiiiiiiiiiiiiiiiiiiiaiiebeeebbb bbb bebnneeeenennaeene 8-32
G T = T €1 o T o P 8-32
8.12.1 Adding a Year Group Using Lesson AHENAANCE .........occuuiieiiiiiieiiiiee e 8-32
8.12.2 Changing Period Structure liINked t0 @ YEar GrOUP .......ccuueieiiiiiieiiiiiee ettt 8-34
S R B - 1[4 ST =1 (1] o SR 8-36
8.13.1 ENADLING PalM SEIUP ..ccii ittt e e e et e e e e e e e s ba e et e e e e e e e e nnnneees 8-36
8.13.2 Registering Palm Lesson AtteNdanCe USEIS..........uuiiiiiiiiiiiiiiiiiiee ettt ee e ee e e 8-36
S 700 RS TS T I o 1F{ o] [1] g To o) 1 0 To TP PRPPRPP 8-37
8.13.4 Palm Lesson Attendance APPIICALION.........uiii i 8-38
S0 R T T I o PSP 8-43
8.14 Using the Lesson Attendance AUt LOG ......c..uuuiiieiaiiiiiiiiiae e 8-45
8.15  MaNAgEMENT REPOITS ....uuii et e et et e e e e e e e e e e e e e e 8-48

IntegrisLessonAttendanceManual 06-Apr-20

CIVICa

Page vii
© 2020 Civica Education Pty Ltd



9 Behaviour Module - Related Functionality ... 9-2

10 Recording Students’ Change Of Status............cocereerernininecinineeeriseeesesesee st sessssseessaees 10-2
10.1 Change Part-TimMe SEALUS .......coeiieeiiieiiiiiie e ee e e e e e e s s e e e e e e aaerea s 10-2
L0 2 @1 o =1 Vo = o 1 o S 10-4

10.2.1 Changing Form through Speed Edit..........c.ooiiiiiiiiiiii e 10-4
10.3 Change Roll Status— Individual Student ... 10-5
10.4 Change Roll Status — Group of StUAENTS...........ccuviiiiiiiiei e 10-6
10.5 Deleting/Purging a Student’'s RECOIAS ..........cooiiiiiiiiiiii i 10-7

10.5.1 Delete StUAENtS DAY RECOIUS ......cociiiiiiiiiiiiie ettt e et e e e s bn e e e e snbreeeeans 10-7
11 Miscellaneous FUNCLIONANILY ......c.ccerurririririninirinineeseseseese e e esessssassssssssssssssssssssssssssssssssas 11-2
11.1  Access t0 TOOoIDAr FUNCLIONS .......ccoiiieiiiiiie e e e e e e e eaeee s 11-2
11.2  MU-USEr HanIiNgG .......coooviiiiiii e e e e e e e e e e e e e an s 11-2

11.2.1  FOr REQISITAtION USEIS ..uuiiiiieiiiiiiiiieiee e e e s e sttt e e s s sttt e e e e e e s st e e e e e e e s e ntabeeeeeaeesannsnnnneeeeaeeeaanns 11-2

11.2.2  FOF DAY VIEW USEIS ....eiiiiiiiee ittt ettt ettt ettt e ettt e e e sttt e e st e e e sabe e e e e aabb e e e e sbbeeeesbreeeeans 11-3
12 INAEX ettt ettt as st st st sa et sess st se e e e e e s e s ssssssasssssssssssssasssassssssssssssesesesesenens 12-5
13 SUPPOTIT ..ttt et ts e tseeseste et e et ae et e et sas st se et e et e se st asesaste et esaatasessasesantensnsesessnns 13-2
L3 WA 13-2
13,2 N 13-2

IntegrisLessonAttendanceManual 06-Apr-20

CIVICa

Page viii
© 2020 Civica Education Pty Ltd



CIVICa Lesson Attendance Manual

Introduction




1 Introduction

1.1 Introducing the Integris Lesson Attendance Module

The Integris Lesson Attendance module offers schools an effective, flexible and timesaving facility
for recording attendance and for analysing and reporting on attendance figures.

This module is fully integrated with the suite of Integris education management software. You can
move between modules within Integris to view different aspects of your school management system.
Your core school data is also used throughout the system so you do not have to re-enter key
information in the individual modules. For example in Lesson Attendance you have access to
student and staff details, and school diary information.

1.1.1 Key Benefits

Use of the Lesson Attendance module contributes to school effectiveness in the following ways:
e |t helps teachers and managers to carry out their responsibilities.

e It reduces workloads for busy teaching and administrative staff.

e Data entry via the keyboard or mouse is simple and straightforward.

[ ]

Late arrivals can be entered via the Lates window and attendance updated automatically. This
function also prints Late Slips for students to give to teachers.

e Absences can be entered via Speed Entry and attendance updated automatically with “present”
marks for the remaining students.

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

e [tavoids the need for time-consuming manual statistical calculations. Arange of standard reports
and analyses is included with the system.

e [t saves time in the preparation of letters, attendance reports etc.

1.1.2 Key Features

Lesson Attendance includes the following key features:

e |tis simple to set up and run.

e |t supports all aspects of managing attendance data within one simple easy-to-use interface.

e [t includes a choice of data entry methods. These include data entry using either the mouse
and/or keyboard.

e ltincludes a facility for managing multiple absence tracking and automatically processing follow-
up letters.

e [tincludes a wide range of standard reports and analyses.

e [tincludes the ability to transfer report information to other software applications for inclusion in
letters, reports etc.

e The individuals using it can configure almost all aspects of the software.

e |t has seamless links with other modules in Integris, avoiding the need for any re-entering of
student data.
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1.1.3 How to Use this Manual

The Lesson Attendance Manual should be used as a supplement to your existing Administration
Manager Manual.

Lesson Attendance is available in a variety of modes, dependent on country of usage etc. and not
all functions are available to all users, or may appear differently to different users. Therefore some
screen shots in this manual may not be exactly the same as will appear on your installation.

In addition, some terminology will vary from country to country. Notably some countries use the term
‘Form’ whereas others use ‘Class’.

This manual describes how to manage lesson attendance data and includes the following main

sections:
Section 1 Introduction
. Getting Started — prerequisites to using Lesson Attendance; logging on; closing
Section 2 A ;
Integris; backing up data.
: Setting up a New Attendance Year — covers the steps to follow in setting up an
Section 3
attendance year.
. Creating Daily Records — explains the process for creating attendance Daily
Section 4
Records
. Recording Attendance Data — outlines data entry methods for Lates, Speed Entry,
Section 5 ; - . .
Day View, Week View and Registration.
Section 6 Absences — outline Absences functionality including Absence Follow Up, Future
Absences and Student View
Section 7 Reports — Outlines Lesson Attendance Reports available
. Parameters — attendance codes, setting up the software for the school’s
Section 8 : .
attendance year, create Daily Records function.
Section 9 Behaviour Module - Related Functionality
: Recording Students’ Change of Status — including changes of part-time status, roll
Section 10 :
status and the deletion of records.
Section 11 Miscellaneous Functionality — Outlines access to toolbar and multi user handling

Refer to the Administration Manager Manual for information on managing the Integris system and
for setting up and maintaining school, staff and student data.
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1.1.4 Keyboard Shortcuts Used in Lesson Attendance

Throughout Lesson Attendance you will find buttons with shortcuts. These shortcuts are provided to
enable users to perform functions quickly, using the keyboard. Where you see one of the following
buttons, shortcuts are provided.

Examples
Button Keyboard
Shortcuts
ak. <Alt> + <O>
Exit <Alt> + <X>
Deselect &) <Alt> + <D>
LCreate <Alt> + <C>
IntegrisLessonAttendanceManual 06-Apr-20
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2 Getting Started

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

Install and set up Integris Administration module, including your school, staff and student
information as well as form descriptions. Version 2.42 of Lesson Attendance requires Integris
v.6.82.01 or above of the Administration module to operate correctly.

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

2.1 Prerequisites for using Lesson Attendance

Before you can start entering attendance information you must:

Set up the school diary in School Details under the General Tab. This is done before the
beginning of each academic year. For more information see the Administration Manager Manual.
Set up the attendance year in Lesson Attendance > Parameters. This must also be done at the
beginning of each academic year. For more information see Section 3 of this Manual.

Set up the timetable in Timetable Module, if it is used by your school. For more information see
the Timetable Module Manual.

Create the current day’s records. This must be done every day. It is recommended that this is
done daily so student data will be current. For more information see Section 4 of this Manual.

2.1.1 Logging on to Integris

7]
Click on the Integris icon on the desktop. RS
The user login dialog box is displayed.

School Management Solutions - Integrated Database

B.95.10[04/0112) Extended Mode

[% Uzer Mame |
Password

RN\ [Ciogin ) [ quit |

Datafile Path: G:TRGDATAZ-RM BILL SEC END DAY TMNTEGRIS.DF1

In the User Name field enter your user name.

Press the Tab key.

In the Password field enter your password.

Click Login or press <Enter>. You will then be allowed access to the system.

Note: the user ID and password used in this section are the default settings. To ensure the
security of your system it is advisable that these be changed as soon as possible.

See the Administration Manager Manual for details about how to change the user name and
password.
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2.1.2 Locking the Software on your Computer

The software contains a function that enables users to lock out other users while away from the

computer.

e To lock the software click on File > Lock Terminal or use the shortcut of <Ctrl>+L.

Edit General Help
Change User Chrl+U

Passward...

Single User Lock

Lock Terminal

e To unlock it click Unlock.

Lock Detals
This terminal was locked while being used by

Sharyn Dswald

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

e Enter your password.

L Turminal Lock

& Endes Uneck Pazward [

| Cwes | |

e Click OK.

2.1.3 Accessing Lesson Attendance from Integris

e Log on to Integris in the usual way.
e Click on Lesson Attendance in the sidebar.

displayed on the sidebar.

The functions within Lesson Attendance are

Note: If you cannot see the Lesson Attendance sidebar, contact your Support Centre

regarding installation of this module.
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2.2 The Lesson Attendance Sidebar

The Lesson Attendance Sidebar provides the following options.

L egzon Attendance

g

Speed Entry

P

R egiztration

1 &

=

= Dyfjs =

: m
=

£
o
i
8
=
]
=

¢o

-

bz

o
=
]
]
]

\

Feports

W

Parameters

Speed Entry — click on this icon to open the Speed Entry
window. N.B. If this icon does not show on the sidebar then
this functionality is available via the Absences Menu

Registration — click on this icon to open the Registration
window. This enables rapid selection of teaching set, date
and correct period for on-line registration.

Day View — click here to open the Day View window for
viewing/entering attendance codes for a selected day.

Note: the Day View icon will display as a ‘sun’ symbol
for some schools, depending on the other modules
used.

Week View - clicking here will open the Week View window
for viewing/entering attendance codes for a selected week.

Absences — provides access to the Absence Follow Up,
Future Absences, Speed Entry, Student View and other
functions.

Reports — access to the Lesson Attendance reports, as
described in the separate Reports manual, is available
through this icon.

Parameters — this icon is used to access the various Lesson
Attendance Parameters and Utilities.

Closing the System Safely
Click on the File menu and select Exit.
You are asked whether you are sure you wish to exit.

:\.’/ Are you sure you wank to quit Integris?

Click Yes to continue. Your data file is closed down safely and you are returned to your

desktop.

Shut down your computer in the usual way.
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2.3 Backing up Data Files

It is crucial to maintain regular backups of your data. If you fail to do this and you have a problem
on your computer, you could lose valuable information.

Should you require additional support with this function please refer to the back page of
this manual for contact details.
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3 Setting up a New Attendance Year

The Create New Year function deletes all attendance records for the year being created and sets
up files for a new attendance year. It does not delete data for other years. It enables schools to set
up timetable cycles, a period availability structure and set defaults.

The main steps in creating a new attendance year are listed sequentially:

Ensure you have archived the previous year’s attendance data. (Note: This does not apply to
DET WA schools)

Set up the new academic year in Admin > School Detalils, if it has not already been set up as
part of the Administration Year End process. Enter holidays and any other days (e.g.
professional development days) on which the school will be closed. Do not close the school for
regular activities such as school assemblies. Enter those activities in School Details > School
Activity section. Days such as holidays and professional development days must be set
up prior to the date on which they occur and prior to daily records being created so that
they are taken into account in the Lesson Attendance module.

Check the attendance codes specified are the correct attendance codes. See section 5.3.3 for
details on attendance codes.

Define the new attendance year.

Set up timetable cycles.

Set up a period availability structure.

Set defaults.

Create daily records up to and including the current date.

3.1 Setting up the New Year in School Details

The New Year must be set up in the School Details window before the Attendance Year is created.

See the Administration Manager Manual for more information on setting up the New Year in School
Details.
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3.2 Creating a New Attendance Year

Lesson Attendance > Parameters >Create New Attendance Year
The following conditions and assumptions are made in the Create New Lesson Attendance Year
function:

1. The school must be assumed to be normally open for the same days each week.
2. The start of the attendance year may be up to a week before the start of the academic year.

Make sure you have set up the school diary, entering all known professional development days,
‘closed’ days, holidays, etc.

Note: As part of the process of setting up the Attendance Year, you will set up period
availability structures. If you wish to be able to display a form/teaching set of students as a
group in Day View, all students in the form/teaching set will need to have the same period
structure. Should you have students with different period structures in one form/teaching set
their data can only be viewed/updated individually.

Alternatively, split students into different forms/teaching sets (sub groups) to enable viewing
by forms/teaching sets.

When you are ready to create the new attendance year:
e |n Lesson Attendance sidebar > Parameters, double click on Create New Attendance Year.

| @ Create New Attendance Year |

e Read the text in the New Lesson Attendance Year window.

New Lesson Attendance Year

Create New Lesson Attendance Year

For the crestion of & Lesson Attendance year to be successiul,
you should ensure the following ;

o The year has been correctly set up in the
School Diary .

o The correct term dates have been ertered for
the year in the School Diary.

e Your weekly closure pattern for the year has
been correctly set up in the School Diary.

Are you sure you want to proceed with the crestion of & nesw:
Lesson Attendance year?

Cancel |

e Click the Proceed button when you are sure you have met the prerequisites for creating the new
attendance year. The New Attendance Year window opens.
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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

S0 0w

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 ' N
Warning @

@=% Do youwantto quit the creation of the New Year to correct the FTE
WY wvalues forthe listed students?

Select Yes to quit now or No to continue creating the New Year.

e |[f student’'s FTE needs to be corrected, click Yes
e |f student FTE values are correct click No
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At the point of creation of a New Attendance Year in version 2.45 onwards, a new Attendance Code
will be added to Codes List with letter “Y”

The new " {Enforced School Closure) code has been added to the Lesson Attendance codes. The code will be activated when Integris is next restarted.

The records will contain the following values:
Code letter = “Y”

Code Type = “Not counted in Attendance”
Code Description = “Enforced Closure”
Resolved Status = yes

Before adding the Code, a check is made on the current codes to ensure that no “Y” code is already
in place.

It there is, a message will appear saying:

“Lesson Attendance is attempting to add the new “Y” code (Enforced Closure”). Your system already
contains a code with that label. Please contact you Support provider.”

New Attendance Year

Create New Lesson Attendance Year

Thiz function will lead you through a zeries of steps necessary
to create a new Lesson Attendance pear

“t'ou will 22t up the year details, the timetable cycles for the
year, the period availability structures required, and allocate
period structures to pear groups.

It iz recommended that the Start of Attendance Year is the
Monday of the week in which the attendance year starts.

After pou have completed zetting up a year, you will not be
able ta edit these details withaut setting up that attendance
year again, a process which will result in the deletion of any
student data entered for that year.

Current ear 2004

Mew rear v
Start of Academic Year W
Stanrt of Attendance vear IW

oK LCancel

e Select the Year from the New Year field drop-down list.

e Enter the date of the start of the attendance year in the Start of Attendance Year field. In some
circumstances the start of the academic year will be the same as the start of the attendance year.
Where attendance is not recorded from the beginning of the academic year these dates may
differ (e.g. when Lesson Attendance is first implemented the school may be half way through the
academic year). To change the date, highlight it and then enter the correct date or use the Select
Date button to select the date. See Section 5.3.1 for more information on entering dates.

e Press OK to proceed. If the date entered is not a Monday or is more than one week before the
start of the academic year the system displays a warning to this effect.

Thiz date iz not a Monday. It iz strangly recommended that the start date of your
attendance year iz the Monday of the first week of the school year.
Are poul sure that thiz date iz comect?
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e Press Yes to proceed or No to go back to the New Attendance Year window and set the
attendance date to match the academic year date.

Note: It is strongly recommended that the start date of the attendance year is the Monday of
the first week of the school year, even if the students actually commence the day after the
Monday of that week. If students actually start on a Wednesday, the Monday and Tuesday
should already have been marked as ‘Closed’ or ‘Holiday’ in the School Diary, so the
attendance year can start on the Monday of that week.

e If you have already set up an Attendance Year and you are editing it, you will be warned that
the year has already been set up. You will be asked if you wish to retain settings. Press Yes to
retain the settings or No to create new settings.

Warning

L an Attendance Year For 2004 has already been set up,
\-:/ Do you want ko retain the existing year setkings?

i ¥es |[ Mo ][ Cancel ]

e |[f there is attendance data in the year being setting up, a warning message will be generated
that proceeding will delete all student attendance data for that attendance year.

\‘g/ This will remawe ALL Lesson Attendance data For students For the specified vear.

This may take a long time. Are you sure you want to proceed?

e Press Yes to proceed (or No to retain present attendance year and data).
e The next step is to set up timetable cycles for attendance.
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3.3 Setting up Timetable Cycles

Lesson Attendance > Parameters > Timetable Cycle Start Dates

The Timetables Cycles for Attendance window is shown below. It is displayed as part of the Create
New Attendance Year function, and is also accessible through Parameters>Timetable Cycle Start
Dates.

Timetable Cycles for Attendance

S 2004 v
Tlmetéble e e Cycle Mo | Start Date Description
Days incycle |5 1 | Mon 2ZFEB2004 @ | Term 1'Week 1 A
Days open: 2 Mon S9FEBR 2004 & | Term 1Week 2
Monday 3 Mon 16 FEB 2004 & | Term 1Week 3
4 Mon 23 FEB 2004 Term 1 Week 4
Tuesday v
g Mon 1 MAR 2004 & | Term 1Week 5
4] Wednesday B | Won GWAR 2004 | Terrm 1 wWeek 6
Thurzday 7 Mon 15 MAR 2004 & | Term 1Week T
Friday 8 | Mon 22MAR 2004 2 | Term 1 WWeeks
9 Mon 29 MAR 2004 Term 1 ¥Week 9
[ Saturday v
10 Mon SAPR 2004 & [ Term 1'Week10
L] Sunday 11 | Won 12 APR 2004 g | Termn Break
12 Mon 19 APR 2004 & [ Term Break
13 Mon 26 APR 2004 & | Term 2 Week 1 w
§ave] [ T

This window enables users to:

1. Define the days of the week when the school is open (where a school operates a timetable other
than a standard five-day, Monday — Friday cycle).

2. Define the number of days in the attendance cycle, when setting up a new attendance year.

3. Set the start dates for each cycle in the school year.

Note: It is possible to edit the descriptions of cycles. See section 3.3.1 for details on editing
the field.

Where a school uses a standard five-day cycle, the week numbers are initially derived from the
school calendar.

e The checkboxes next to the days of the week indicate the days the school is open.

v Monday

v Tuesday
¥ Wednesday
¥ Thursday
[+ Friday

[~ Saturday
[~ Sunday

Edit Cycle Dayz

e Click on the Edit Cycle Days button if you need to edit the cycle days.
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Timetable Cycle Days

You should enzure that the pattern of open days
which you specify below matches those inthe
weekly closure pattern wehich you have set up in
the School Diary.

Hurmber of dayps in pour imetable cycle IBi

r Open Days
W tonday ™ Saturday
W Tuezday ™ Sunday
W ‘wednesday
W Thurzday
¥ Friday

Save I LCancel |

e Enter the number of days in the school’'s timetable cycle and mark the radio boxes next to the
days of the week to indicate the days the school is open.

Note: No adjustments will be made where a day in a cycle is marked as a Closed, Holiday or
Inset (Professional Development). For example if day 4 in a cycle falls on a public holiday,
the following day will be day 5 rather than day 4. The user will have to enter all the dates

manually.

e Press Save Li | or <Enter>to save changes.
e The cycle displayed in the Timetable Cycles for Attendance window reflects the weeks set up in
the academic year, and also the start date for the attendance year as described in Section 3.2.

Important: (for TIME and TIMETABLE users)
Where the Timetable module is used to define the student’s timetable,
then the timetable module will also be used to manage the lesson data

linked to the timetable. Where a school adopts a non-standard week
pattern, then this will need to be specified in the Timetable module.
Refer to your Timetable manual for further details.

3.3.1 Editing week/cycle descriptions

The descriptions of each week/cycle may be edited so the data displays more meaningfully when
using the software.

To edit a description:
e In Parameters > Timetable Cycle Start Dates > Timetable Cycles for Attendance window, click

on the Edit button. =
e Highlight the description and then enter the new description.

Examples:
1. Where a week/cycle falls in the holidays, you may choose to describe the week/cycle as

“‘Holiday”.
2. Weeks can be renamed to include terms, e.g. Term 1, Week 2. See screen shot below.
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e Click Save to save the changes.

Timetable Cycles for Attendance

&h 2000 =l 2

 Timetable Cucle Daps

) Cycle Ho Start Date Description
Days in cyele |5 12 | Mon 17 APR 2000 3 | Holiday =] ﬁl
Days opert: 12 | Mon 24 AFR 2000 g | Term 2 vweek 1 EI
¥ Monday 14 | Mon 1 MAY 2000 5 | Term 2 week 2
¥ Tuesdas 16 | Mon B MAY 2000 5 | Term 2 week 3
16 Mon 156 MAY 2000 F | Term 2 Week 4
I twsednesday 17 | WMon 22 MAY 2000 7 | Term 2 week & —
¥ Thursday 18 | Mon 29 MAY 2000 5 | Term 2 y¥eek &
I~ Friday 19 | Mon 5JUM 2000 5 | Term 2 Week 7
| Sk 20 Waon 12JUN 2000 7 | Term 2Week 8
21 Waon 19JUN 2000 7 | Term 2Week 3
I Sunday 27 | Won 26JUM 2000 g | Term 2 week 10
Edit Cyole Dags I 23 | Won 3JULZ000 7 | Holiday
24 | Won 10JUL 7000 5 | Holiday b
Exit I Save LCancel

3.3.2 Changing the cycle start dates

Change
descriptions
— S

The start dates of cycles may be changed as long as they are dates in the future.
e Click on the Edit button. <

Cycle Mo |Start Date |Descripti0n
13 | Maon 25 SEP 2000 7 | Week13 ;I
14 | Maon 20CT2000 7 | Week14
15 | Mon 9 0CT 2000 7 | Week14
16 | Mon 1680CT 2000 7 [ Week 16
17 | Mon Z30CT 2000 7 [ Week17
18 | Mon 300CT 2000 7 [ Week18
19 | Maon 6MNOY 2000 3 | Week18
20 | Man 13 MOV 2000 @ | Week 20
M Tue 21 NOV 2000 2 | Week 21
22 | Tue 28 MNOV 2000 7 | Week 22
23| Tue SDECZ000 7 [ Week 22
24 | Tue 12DEC 2000 @ | Week 24

e Click on the edit pencil icon beside the start date.

e Edit the date as required. If you edit a start date of a cycle it will alter the start dates of all
subsequent cycles, so you may then need to edit later cycle start dates. In the above example
the start date of Cycle Number 21 was edited, which affected subsequent cycles.

3.3.3 Adding a new week/cycle

Users may add a week/cycle to the attendance year. This is unlikely to be necessary as the
attendance year will normally have been set up for the entire year.

Should you need to add a week/cycle:

e Click on the Add New Week/Cycle button. ﬁl
e The new week/cycle will be added after the last week/cycle.

3.3.4 Deleting aweek/cycle

CIVICa
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Weeks/cycles may be deleted if they have not already been used in the attendance year.

To delete the last week/cycle:

e Click on the Delete Last Week/Cycle button. El
e You will be asked to confirm that you want to delete the last cycle in the list.

@ Are you zure pou want to delete the last cycle in the list?

e Click Yes.
e Click Save to save changes.
e Click Next to go to the Period Availability Structure window.

3.4 Setting up the Period Availability Structure

Lesson Attendance > Parameters > Period Availability Structure

The next step in creating an attendance year is to define the period availability structure/s within
the school that will be used by Lesson Attendance. More than one period availability structure may
be set up. Once these have been set up each Year Group can be allocated a period availability

structure.

Example: In a district high school you may have three period availability structures
1. Period attendance for secondary students;

2. AM/PM attendance for primary students; and

3. AM attendance for kindergarten students.

Important: (for TIME & TIMETABLE Users)

You will not have to set up Period Availability Structures within Lesson
Attendance as these will be specified with the Timetabling module.

The Period Structure for Lesson Attendance window displays the structure for a primary school.

This standard period structure cannot be edited.
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Edit
Structure

Print
Structure

&b 2000 A e ———— Delete Period

Structure
Period Structure Mame @ button

Day Mo | Diay | | T\ | | | | | | \\ T T T T
1 Man | T | t | =
Z Tue | T | ¢ N
3 wed | T | ¢ Ve ~N
3 Tha | T | ¢ Add New
5 = B Structure
button

< | _>|j

~Hey
H HomeRegistration period in the marning T Teaching period in the morning
b HomeRegistration period in the afternoon I Teaching period in the afternoon
U Period wwhen studerts are not reguired to ke B Bresk period

in class
Exit | Mext |

Each line indicates the day number in the week/cycle and the day description.

It also displays the periods to be used in Lesson Attendance. The periods are allocated a type: AM
Home, AM Teaching, Unavailable, Break, PM Home or PM Teaching. The key for the codes is
displayed at the bottom of the window:

Code Description

H Home/care group period in the morning

T Teaching period in the morning

U Period when the student is not required to be in class (could be lunch
period in school with a staggered lunch system)

B Break period (e.g. Lunch Period, when the student is not expected to
have an attendance mark)

h Home/care group period in the afternoon

t Teaching period in the afternoon

The use of lower case ‘h’ and ‘t’ is important where there is a need for the school to report on an
am/pm basis.

3.4.1 Creating a new period availability structure

To add a new period availability structure:

e Click on the Add New Structure button. @ This opens the Create New Period Availability
Structure window, which will speed the process of setting up a structure.
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Note: If | Create Blark I) enter each step of the structure manually click the Create Blank

button.

e Read the text in the window. It explains the assumptions made i.e.
Home/registration periods are at the start of a session (AM/PM).
Lunch periods occur between the morning and afternoon periods.
All days in the structure are the same.

Create Mew Penod Availability Structure
Create Period Availability Structure

This wizard can be used to create nevy Period Structures, assuming that

Homedregistration periods are at the start of a session.
Lunch periods occur betvween the morning and the afternoon periods.
All days in the structure are the same.

After you have created the structure, vou will have the opportunity to edit i,

If you would prefer to manually enter details into a blank Period Availability
Structure, rather than using this wizard, use the Create Blank button.

~ Mew Perind Availability Structure

Period Stiucture Mame ||

Include a Morming Home/Registration Period T

Mumber of Marhing Teaching Periods ID
Include an Aftermoon Home/Registration Period [~
Mumber of Afternaan Teaching Periods ID
Show Lunch as a Mon-Teaching Period N

Create Blank | (].4 Lancel |

If the assumptions do not apply, you can either use the wizard and then adjust the settings, or
create structures from scratch using the _ =3Bk |, yion

e Enter the name of the new period structure e.g. ‘Secondary’.

e Click the Include a Morning Home/Registration Period check box to include a Home period in
the structure in the morning. Leave it blank if there will be no Home Room in the morning.

e Enter the number of teaching periods that occur in the morning.

e Click the Include an Afternoon Home/Registration Period check box to include a Home period
in the structure in the afternoon. Leave it blank if there will be no Home Room in the afternoon.
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Create New Period Availability Structure

Create Period Availability Structure

This wizard can be used to create nevy Period Structures, assuming that :

Homedregistration periods are at the start of 5 session.
Lunch periods occur betyween the morning and the afternoon periods.
All days in the structure are the zame.

After you have crested the structure, you will have the opporunity to edit it

If you weould prefer to manually enter details into & klank Period &vsilability
Structure, rather than using this wizard, use the Create Blank button.

~ Mew Period sevailability Structure

Period Structure Mame ISecundar_','

Include a Morning Home/Fegistration Period &

Murnber of Morning Teaching Periods |3
Include an Afternoon Home/Reagistration Perod [~
Mumber of Afternoon Teaching Periodz |3
Shaw Lunch as a Maon-Teaching Period v

Create Blank | Ok I LCancel |

e Enter the number of afternoon teaching periods.

e If you wish to show lunch as a non-teaching period in the attendance windows, check the Show
Lunch as a Non-teaching period check box. This will not affect attendance data — it is used to
make data entry and viewing data clearer for the user.

e Click OK when you have entered the data. You will be asked to confirm that you wish to create
the period availability structure.

e Click Yes.

Create Penod Structure E

@ Aire you sure vou want to create this period availability structure’?

The new structure is displayed.
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Period Structure for Lesson Attendance

Glam sl
Period Stucture Name  |S
Day Mo Day |
1 Mon |H | T T]T|B]t] ]t =
2 Tue H T T T B b t t
3 wed H T T T B b t t
4 Thu H T T T B t t t
5 Fri H T T T B t t t

=
1| | 3

- Key
H HomeRegistration period in the maorning T  Teaching period in the morning
h  HomesRegistration period in the afternoon I Teaching period in the afternoon
U Period when students are not required to be E  Bresk period

in class

Exit | Save | LCancel |

If the structure meets your requirements, press Save to continue. If you wish to edit the structure,
adding breaks and making other changes, follow the steps in section 3.4.2.

The ‘Edit’ and ‘Delete’ period availability structure, as described below
are only available during the initial process of setting up the attendance

year. Once the attendance year structure has been saved, existing
period availability structures cannot be edited or deleted and these
buttons will be greyed out.

3.4.2 Editing a period availability structure

e Click on Edit Structure.

To change a period structure, begin with changes to Day 1 of the cycle. This will enable you to

copy the new structure for the remaining days in the cycle if they have the same structure as the

first day.

e Highlight a code in a cell that needs to be changed.

e Enter the new code in the cell. Continue to make changes for the first day in the cycle. See the
following screen shot that shows the addition of a morning break in the structure.
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Period Structure for Lesson Attendance
& 2000 A 2 m|

Period Stiucture Mame |Secondarv

DayMo | Oy | | | | | [ [ [ [ [ [ [ | |
1 Mon | H | T T EB|[T]B| ]|t ]t =
2 Tue H T T T B t t t
3 wed H T T T B t t t
4 Thu H T T T B t t t
5 Fri H T T T B t t t
¥
4] | _'I_I
- Hey
H HomeRedistration petiod in the morning T  Teaching petiod in the marning
h  HomeMRegistration period in the afternoon I  Teaching period in the afternoon
U Period wwhen students are not required to be B  Break period
in class

Enit | Save | Cancel

To copy the first day’s structure for the other days

e Click the Fill Structure Down button. ﬂ
e Click Yes to confirm saving down the data.

Warning

@ Are vou sure you want ta fill all subsequent daps with day 1's peniod structure?

ﬂol

All days in the cycle will now have the same structure.

Perniod Structure for Lesson Attendance
S 2000 Al 2 o

Peniod Structure Mame ISecondary

DyMo | Dy | | | | | | [ [ | | | | | |
1 Mon |[H | T T|B]T|B] ]|t =
2 Tue H T T B T B t t t
3 wed H T T B T B t t t
4 Thu H T T B T B t t t
] Fri H T T B T B t t t
=
<] | _'IJ
~Hey
H HomeRegistration period in the morning T  Teaching period in the morning
h  HomeMRegistration period in the afternoon I Teaching period in the afternoon
U Period wwhen studerts are not required to be B  Bresk period
in class

Exit | Save | Cancel |

e To set up different period availability structures for some of the days, simply edit the structure
for those days as required.

e Click Save to save the structures.
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e Click the Next button to continue setting up the Attendance Year. See section 3.4.4.

To set up a period availability structure for a year group with either AM or PM attendance only (e.g.
for a year group that attends only in the mornings) in the Create New Period availability Structure
window:

e Enter ‘1’ in the Number of Morning Teaching Periods field or in the Number of Afternoon
Teaching Periods field as appropriate.

e |eave the other fields blank.

In the Period Structure for Lesson Attendance window, enter the sessions for the appropriate days.
Dap Mo | Day | |

1 Man
Tue T
Wed
Thu T
Fri

| | | e

Note: Period structures cannot be edited once they have been saved as part of the year
structure.

3.4.3 Deleting a period availability structure

To delete a period availability structure:
e Select the structure from the Period Structure Name field.

Period Structure Mame | =m =0

| Prirnary
IDa_I,INn:nl Dray |

e Click the I button to delete the structure.

Note: Period structures cannot be deleted once they have been saved as part of the year
structure

3.4.4 Selecting year groups in Lesson Attendance

Lesson Attendance > Parameters > Year Groups

During set-up a window will show which year groups available in the Integris database are to be
included in Lesson Attendance recording. This window is also available through Lesson
Attendance sidebar > Parameters > Year Groups.

In this example, the window displays the year groups in a hypothetical K-12 school. If all the year

groups are using Integris this can be indicated in this window by checking the check boxes next to
each Year. When setting up a new attendance year, each year group must be linked to one of the
period structures set up in the school.
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e Tick the check boxes next to all Year Groups that are using Lesson Attendance. You will be
able to link year groups to different structures in the next step of the process.

Select Year Groups

Flease selectwhich Year Groups are to he

included in Lesson Attendance.

KIRIRIRIRRRIRIR R
WO M F O e LD D =

Exit |

[ |

e Click the Next button.

The Year Groups Using Lesson Attendance window is displayed.

e [For each Year group, select the appropriate period structure from the structures you have set

up.

e Enter the start and end dates for each year group. The start and end dates can be applied to
each year group. These are designed to allow year groups to finish before the end of the
school year, e.g. where a year group has finished after end of year exams.

Year, Groups Using Lesson Attendance

& 2004 hd
Year Graup Penod Structure Start Date End Date Pr Period
] Prirnary w |2 FEB 2004 16 DEC 2004 i} A
g Frimary +w (2 FEB 2004 16 DEC 2004 n -
7 Prirnary + |2 FEB 2004 16 DEC 2004 ] w
L] TIMETABLING + |2 FEB 2004 16 DEC 2004 1] )
3 TIMETAELING w |2 FEB 2004 16 DEC 2004 [F -
10 TIMETABLING + |2 FEB 2004 16 DEC 2004 1] )
11 TIMETABLING + |2 FEB 2004 3JDEC 2004 i} Y
12 TIMETABLIMG + |2 FEB 2004 29 OCT 2004 ] Yo
Save l ’ Cancel ]

Edit End
Dates as
appropriat

e Click Save to save the data set up. You may now edit the set-up if necessary.

e Click the Edit Year Groups button ﬂ to edit the start or end dates or to change the period

structure for a year group.

Note: For Department of Education (WA) schools, the PM Period option is not available.
The PM Period column is blank and cannot be changed.

There is a business rule that dictates the recommended session attendance code on the basis of
the percentage of periods that the student has attended in the session. This session code can be
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subsequently altered by the user. The percentage is specified in the Parameters >Defaults
window, described later.

There is a new variant of the business rule that accommodates the requirement for attendance to
be recorded at the start of the morning session and once during the afternoon session.

For the new business rule the AM attendance code is determined from the code for the first period
of the day (either a registration period or a teaching period depending on the period structure) and
the PM attendance code is determined from a specified afternoon period.

To activate the new business rule the user has to specify which afternoon period will be the
determining period for the PM attendance code. This is set in the Year Groups window of the
Lesson module. If the user selects a period other than zero then the period selected will determine
the PM attendance code and the first period of the day will determine the AM attendance code.

If the user selects period zero (the default setting) then the original business rule (based on
percentage attendance) will apply.

Note that the period number set in Year Groups window needs to reflect the relative column of the
period as shown in the Day View window (rather than the Teaching Period number). So, that if the
period structure for a day is HTTThtt and the period that should be linked to is the afternoon
registration period, then the period number set in the Year Groups window would be 5.

e Click the Finish button L - to complete the process. Press Yes to confirm that you
have finished setting up Year Groups. The following message is displayed:

I,/f Creation of Year 2008 Complete

'ou have successfully created the Lesson Attendance year.

“'ou have entered the start date of the vear, zet up timetable cycles
and period availability structures, and allocated these period structures
o year groups.

ou will not be able to edit any of the data that you hawve entered
without setting up this year again, except for editing any timetable
cycles which have not yet been reached and changing the end dates
for year groups.

Mate that once attendance data has been entered inta thiz year,
zetting up the vear again will require any student attendance data for
the year to be deleted.

e Read all the notes in the Create New Attendance Year window. Once you have entered
attendance data in the new attendance year, if you recreate the attendance year the data will
be deleted and would then need to be re-entered.

e Click OK to exit the window.

The Attendance Year set-up is complete.
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4 Creating Daily Records

Lesson Attendance > Parameters > Create 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:

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. 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 window will create daily Lesson Attendance recordz for the selected pear
groupz. Clicking on the Create button wall insert records from the date that the
year group last had records created until the date specified below.

Click on the date selector to tempararly change the 'Created Up To' date. Enter the date
for which you

GL .
Create Mew Record: Up To |3 FEE 2004 wish to create
‘rear Group Created Up To | Create Daily Recards records.

1 & FEE 2004 I
2 & FEE 2004
3 & FEE 2004 /f
4 & FEE 2004 — Select Year
5 & FEE 2004 Groups whose
B & FEE 2004 recor_ds you are
7 E FER 2004 creating. They are
8 & FEB 2004 all selected by
E] & FEE 2004 default.
10 & FEE 2004
1 & FEE 2004 a2
Deselect al [ Create ] [ E xit

Deselect all
year groups.

e Enter the date for which you are creating records in the Create New Records Up To field. Use
the keyboard or the Select Date button.
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Create Mew Records Up To |3 FEB 2004

e Click the Deselect All button to uncheck the check boxes, in the unlikely event that you need to
create records for only a selection of Year Groups.

Y'ear Group | Created Up Ta | Create Daily Recards
2 EFEE 2004 O »
3 & FEE 2004 O
4 & FEE 2004 O
5 & FEE 2004 O
B & FEE 2004 O
7 & FEE 2004 O
a EFER 2004
g & FEE 2004
10 G FER 2004
11 & FEE 2004
12 EFER 2004 -
(oo )& ]

e Click the Create button to create records for the date selected.

Note: There will be instances where students enrol after records have been created for a
day. The Lates window will create records if they have not already been created. The Speed
Entry window will create records if they have not already been created.

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.

To minimise Integris and work on other applications while daily records are being created, click on
the Minimize button in the top right corner of the screen.

[ Minimize button ]>

To maximise the screen later, click on the Integris icon displaying the school’s name on the
2k Coask Diskrick Hi, L.

toolbar at the bottom of your screen.
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4.1 Daily records for students with a Part Time status

During the ‘Create Daily Records’ process as each record is created, the system will check on the
Part Time status for each session. If a student is marked as “Not in school”, the Session code and
the Period codes for that session will be given the mark “-“, overriding any Period structure derived
from Lesson Attendance > Parameters > Period Availability Structure, or from the Timetable Period
structure.

Example :

A student has the following Part Time attendance pattern set up in General>Student
Details>Additional Information:

Jackie Albert

Attendance pattern for the weaek

Day AM PM
fondary
Tuesdsy
Wiednesday
Thursday
Friclay

Cancel

The resulting week view displays the following:

Student Selection Drate Selection
Select studerts by O Farm Wesk statingMar: [T00CT 2008 4 5 D
O Teachlng-Sel Cycle Term 4 Week 1
© Student Find Attendance Year 2005
Student / Ref Mo. &
|| 'g Current Code |Absent [zausze not established) |
Mon  Tue  ‘wed  Thu  Fii -
1 student. 100CT 11 0CT 120CT 130CT 140CT
RefMNo |Form | Student Name J it | PMQam [P JAM [Pr Jar [P ] am [PM] Codes
7ER Room 4 |albert, Jackie U NP U I P IR R RPN VA h
H
T
R
Z
E
L
b
L

IntegrisLessonAttendanceManual 06-Apr-20
Page 4-4
© 2020 Civica Education Pty Ltd

CIVICa



CIVICa Lesson Attendance Manual

Recording Attendance Data




5 Recording Attendance Data

Integris provides schools with several methods of entering data, to ensure the software meets the
business processes of each school. This section of the manual describes each data entry method.

Daily records are created by:
e Creating records for some/all year groups in Lesson Attendance > Parameters > Create Daily
Records

e Speed Entry: if a student’s record has not been created for the day on which their data is being
entered in Speed Entry, it will be created for that student on that day.

e Lates: if a student’s record has not been created for the day on which their data is being
entered in Lates view, it will be created for that student on that day.

5.1 Lates
2

Lates

5.1.1 Recording Late Students’ Attendance

This function enables speedy entry of a late record for a single student at a time, and will print a
Late Slip if this option is checked on the Lates window. The Lates window may be used at any time
of the day, and is probably most valuable as a means of recording students’ late arrival at the time
they arrive.

Data entry is extremely fast and the user has the option to print a Late Slip for the student to take
to their teacher. All data entered via the Lates window is automatically saved in Integris.

There is no need to be in the Lesson Attendance module to record late arrivals.

&
e Click on the Lates icon at the top of your screen. = **** The following window is displayed.

Student

Student /RefMo.  |Bandy, Tamara A

Wear/Form ,3/317
Lateness Details

Date 3FEB 2004 \

Time L0 The code set up for the

Lates window in

Parameters > Defaults is

Altendance Code for |U - &bzent [cause not established) ~ dISp|ayed A"

previous period(s] . . .
periods/sessions prior to

Period

Femment lLate'_”:SD _ the period/session in the
AET L= Period field will be
(oK [ Coen | [ Emt marked with this code.

The student will be marked as absent [bazed on the Attendance Code
entered] for all periods preceding the one entered in the Period 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 Period shown. If it iz unchecked, the student will be marked as present
far the Period shown.

The cursor defaults to the Student Name (surname) field.
e Enter the student’s surname, or part thereof. Press <Tab> or <Enter>.
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Note: The standard Find function A is also available for finding students. Itis also
possible to find students by student reference number.

Where there are two students with the same characters entered in the Student Name field, a
selection box is displayed.

i Student
Student Mame Jal &
“ear/Form I

[La Select a student and press OK. ar -

I double-click on studert

eriod a3 late

| Allen, Penelope 5/Room 5 Lstablished) - I

Allen, Tamara :2/Room 2

Cancel | Cancel | E xit |

The rest of the student data will be given values based on current date and time, a default late
code and a default attendance code. These can be edited.

Edit the Date field if necessary. Overwrite the date or use the Date Selector. To quickly enter a

E)

date for the current month, enter the day, e.g. 28’
The date will be displayed. Tab to the next field.

and press <Tab>.

Edit the time if necessary. The field can be left blank if the student’s exact arrival time is not
known. Tab to the next field.

Edit the Period field if necessary. The Period will default to ‘1’ or ‘a’ except for TIME or
TIMETABLE users where it will default to the current period (this assumes that period times
have been set in the Timetabling module).

To mark the period as ‘Late’, press the <Space> bar to check/uncheck the check box. If the
Mark as Late checkbox is checked, the student is considered to be late for the specified period.
Late periods are counted as ‘Present’. If the Mark as Late checkbox is not checked then the
student is marked as present (*/’) for the period. Tab to the next field.

In the Attendance Code for previous period(s) field use the keyboard or the mouse to enter the
appropriate absence code.

If the ‘U’ Attendance Code is entered the student will be marked as absent for all periods preceding
the one entered in the Period field. If a student is late and has been present for preceding
periods/session, use the '/’ (Present) code for previous periods.

Attendance Code for
previous penod(z]
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5.1.2 Overwriting Future Absence Records

If there is a future absence record covering the same day, the user will be given the option to
create the record using either the future absence data or the late data (not both), or to cancel the
operation. See the following screen shots of Warning messages.

::?/ an entry already exists for Whitney Chesson on 3 FEB 2004,

would vou like to override the previous entry with the Late information?

If the user clicks Yes to the above question and a comment has already been stored in Future
Absences, the following message is displayed:

Warning &|

i & comment has already been stored For the skudent on this davy.
Sy ¥ou will need ko use Day Wiew if you want to amend the camment,

To amend the comment, close the Lates window and open Day View, then load the student’s
record for the appropriate day. Edit the comment.

5.1.3 Overwriting an Existing Record

If there are already resolved codes entered for that day, the user will be given the chance to
overwrite the codes or retain the original codes (ignoring the ‘Late’ entry).

:;?/ an entry already exists for Whitney Chesson on 3 FEE 2004,

Sould vou like to override the previous entry with the Late information?

e The Comment field shows the time of arrival. This can be deleted, or an additional comment
may be added. Up to 521 characters can be entered in the Comment box. Comments are
displayed in the Day View window. Brief comments are also displayed on the Morning
Absentee Report.

e The user has the option to print a Late Slip. See section 5.1.4. To print a Late Slip, tab to the
Print Late Slip check box and press the <Space> bar. On pressing OK or <Enter> the record
that has been saved is displayed at the bottom of the window.

Chegzan, YWhithey: - Caode U - 3FEB 2004 15:02 - Penod Leszon 5 - updated .
The Student name and Form fields
will be cleared ready for the next student.

Alternatively, use the Cancel button to cancel the data entered. The Student name and Form
fields will be cleared ready for the next student.

e Use the Exit button or <Alt> + X to close the window.
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—Student

Studert ¢ RefMo. | F Y
“earfClass I
—Lateness Details
Date 40N z00= =
Time |1 E:01

Period IPEriUd 3 = I ¥ bdark thizs period as late

attendance Code for 1) - Absent [cause nat established) =1
previous period(z]
Cornrmert |Late—1 E:01 .
The last updated record is
I Erint Late Ship displaved

ok Cancel I Exit I

|AIeHander, Shrina:- Code U - 4 JUM 2003 16:01 - Period 3 - updated

The student will be marked as abzent [based on the Altendance Code
entered] for all periods preceding the one entered in the Penod fisld. and
present for the rest of the daw.

If the Mark as Late box iz checked. the student will be marked as late far
the Period shown. If it iz unchecked. the student will be marked as present
for the Period shoven.

5.1.4 Printing a Late Slip

A Late Slip will print an A4 sheet detailing the following information: Date, Time of arrival, Name,
Year Group, Form, Comment.

If this function is used, your school may wish to consider printing to a dedicated printer.
Example:

West Coast District High School

Late Slip

Name Aaron, Boris Year/Form 8/8.1

Date 28 APR 2000

Time of arrival  11:01

Comment sleptin
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5.2 Speed Entry

%

Speed Entry
Lesson Attendance > Speed Entry (Except Northern Territory)

Lesson Attendance > Absences > Speed Entry (Northern Territory only)

The objective of this function is to facilitate the speedy entry of data for all students reported absent
at the initial registration period. This window may also be used for entering end of day absence
information (variations) and to update attendance codes following notification of a reason.

e Click on the Speed Entry icon on the Lesson Attendance side bar. The following window is
displayed. [The default settings allow for speed entry of attendance data one student at a time.
However it is possible to record the same data for multiple students. See the section ‘Speed
Entry - Enter data for more than one student’ in Section 5.2.2 for details on how to load multiple
students’ names.]

Lesson Attendance - Speed Entry

—Select

Student ¢ Bef Mo, I- Eﬁter data for more than one student

[ py
& AlDay Date

Form M [ DEC 2007
M

I " Perinds

{~ Range of Dates

rDetails

Attendance Code |L| - bzent [cause not established) ;l

Camment |

I~ Keep data an Cammittal

] Cancel Exit

Note: To facilitate speedy entry of data the window operates without the use of the mouse.
<Tab> between the fields. Use keyboard arrows to move down the list of radio buttons to
select sessions/periods/dates. On pressing OK or Cancel, the Student name and Form
boxes will be cleared ready for the next student.

5.2.1 Using Speed Entry for a single student

e Enter the student’s surname or part thereof in the Student name/Reference No. field

Student name / Reference Mo,

JALBERT.

)
and press <Enter>.

e Alternatively, use the Student Find i to locate and load the student’s name.
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It is also possible to search by the student’s Reference Number. If the student is the only student
on the current roll with that name, their name, year and form group will be loaded automatically.

Student name / Feference No.
Jbert, Jackie

#h

Form

Id.-"Fl oom 4

If more than one student has that surname, the user is presented with a list of students from which

to select the appropriate name.

w | * =

Date of Birth
165 FEE 13348
122 by 1991

11 NOV 1334
{20CT 1992
H42JUL 1387

{1 FEB 1983

14 AUG 1387

30 APFI 1906
:29.JUN 1985

Smith

Smith

Smith

Smith

Smith
Smith-Carter
Smithering
Smithers

iCameron
{Eileen
iSteven
iThy
iKane
{Bien
Aaran
{Emma

[~}

Total recards found - 3

If several names are listed, use the keyboard arrows to scroll to the correct name. Press <Enter>
to load the student’s data. Alternatively, double click on a student’s name to select and load it.

5.2.2 Speed Entry - Enter data for more than one student

To enter data for more than one student at a time:
Select the ‘Enter data for more than one student’ option by placing a tick in the checkbox.

elect
’—S |+ Enter data for more than one student

Entry window :

| This will activate a new pane in the Lesson Attendance — Speed

Lesson Attendance - Speed Entry
—Select
Students ¥ Enter data for more than one student
MHame Form Status  dEh
2l g || & apay Date
v M [& DEC 2007
= PM
" Pgriods
~ Bange of Dates
rDetails
Attendance Code IU - Abzent [cauze not established) ;I
Comment |
_I I~ Keep data an Committal
w
5 - Abzence saved down F - Future Abzence code saved down
D - Amended in Day Yiew C - Cancelled: Mo changes made
of | ganeel | Est |

The window holds multiple students’ names, their forms and a column for the Status code after
saving. A key for these Status codes appear in the Lesson Attendance — Speed Entry Window.

F - Future Abzence code saved down
C - Cancelled: Mo changes made

S -Abzence saved down
[ - Amended in Day Yiew

CIVICa
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e Use the Student Find i to find and load students’ names into the Lesson Attendance —
Speed Entry window.

Lesson Attendance - Speed Entry

—Select
Studentz ¥ Enter data for more than one student
M ame Form Status @k
Jackie Albert Room 4 ;I & Al Da Date
Adam Alkitik, 9.1 o ~ AM_ v )
Penclope Allen Floom & v = IE DEC 2007
Tamara Allen Fioom 2 " PM
F.yple Amber Roaom 2 £ Periods

{~ Range of Dates

rDetails

E e = A L) - Absent [cause not established]

Cornment

™ Eeep data on Committal

H

5 - dbsence saved down F - Future &bzence code saved down
[ - Amended in Day Yiew C - Cancelled: Mo changes made

ok | cencel | Est |

If incorrect students are selected and displayed in the window, their names can be highlighted and

then deleted using Delete All Students o button.

e Select the appropriate settings and enter details such as Attendance Code and Comment as
required.

5.2.3 Speed Entry session options

To the right of the Speed Entry window is a range of options from which to choose the appropriate
session for entering data. The options are:

e All Day

e AM

e PM

e Periods

e Range of Dates

All Day

The default setting is for ‘All Day’. This means the code entered will be recorded for both morning
and afternoon sessions.

AM/PM

AM/PM options are available for entering data for morning or afternoon sessions only.

Periods

You can select Periods by clicking on the Periods list button. The will display the following:
&+ Period: |
There are factors which determine if and how Periods become available for adding:
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e If multiple students are selected, all selected students must be in the same Year group.
Otherwise, the Periods fields will not open.

o If the Year Group is Primary, Periods cannot be assigned — The Periods fields will not open.

o If the Year Group uses a Lesson Attendance generated Period Availability Structure, the
system builds a list of periods based on that Structure.

o If the Year Group uses Timetable-generated Periods, the system builds a list of periods
based on the periods in the Cycle.

Once the above conditions have been met selecting the Open Periods list icon s ] will display the

Select Periods window:

The user can select the Periods that need to be marked:

Select the penods for which
the student will be abzent

=

|
rfEwLmra = T

[

] | Eancell

WA Note: The Select Periods window will show the maximum number of periods available
for the selected student and date. That is, if a student is timetabled in two Timetable
Cycles, then the period structure that is shown is the one from the Cycle that the student
has the most timetabled periods defined for the particular day.

e Clicking OK will save the selection as shown below:

@ Periods  |H.1.2

= v

e Clicking OK will save the records down and the Status will change to S for Absence saved
down.
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Lesson Attendance - Speed Entry

—Select
Students ¥ Enter data for more than one student
M arme Farm Status (R
Ben Anderson 101 5 ;I | ¢ Al Day Date
Steven Bailey 102 5 - AM_ @
Frank Bishop 103 g v . [5DEC 2007
Febecca Bloor 101 5  PM
Michael Bragan 10z 5 @ Peiinds  [H12 @|
= Range of Dates
rDetails
Attendance Code |L| - Abgent [cauze not established) ;I
Comment |
_I [ Keep data on Committal Information

5 - Abszence saved down
[ - Arended in Day Wiew

F - Future &bsence code saved down

C - Cancelled: Mo changes made

Carn

Attendance records updated.

e Click OK and the screen will be cleared for the next selection (Unless Keep data on Committal

has been selected.)

Range of Dates

When the Range of Dates radio button is selected, the Date entry box changes to ‘Start Date’. An
‘End Date’ box also appears. This enables the user to enter an attendance code and a comment
for a range of dates for students, rather than entering dates individually. The start date and the end
date default to the current date. The Range of dates function can be used for individual and
multiple student selection.

Al Day

M

i PM

= Periods

{+ Range of Dates

Start Date

E

e Enter the start dates and end dates for the student’s absence.

The system defaults to data entry for the entire day (‘All Day’).

o

If changed by the user it will stay at the new value for subsequent entrles until the window is

closed.

Note: When using Speed Entry over a Range of Dates for multiple students the Status
codes in the Lesson Attendance — Speed Entry window change:

5 - Absences saved down
E - Exceptions found -

C - Cancelled: Mo changes made

See Exceptions Log for details.
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5.2.4 Speed Entry - Entering details

The Attendance Code defaults to the code set up in Parameters > Defaults - (typically ‘U’) when
the window is opened. If changed by the user it will stay at the new value for subsequent entries
until the window is closed.

e To change the default attendance code, tab to the Attendance Code field and enter the key for
the code, e.g. ‘M’ for ‘Medical/Sick Bay’. Tab to the Comment field if you wish to enter a

comment.

etails
Attendance Code IM - Medizal/Sick Bay j
Comment Ifelt faint

5.2.5 Speed Entry - Keep data on Committal

At the bottom left of the screen is a Keep Data on Committal check box. If not checked the
settings, comments and codes will be cleared ready for the next entry when the user clicks on OK.

When checked ¥ kespdstaenCommital | vo a4 will stay on the screen. This enables the user to enter a
series of similar data quickly.

Example:

If a student misses Monday afternoon and Tuesday morning, enter and commit the data for the
Monday afternoon, then simply change the date and the am/pm indicator before again pressing OK
to make the Tuesday morning entry.

e When all the required data is entered, press <Enter> or OK. Note: On some occasions the data
that is being entered conflicts with data that has already been saved 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.
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Notes:
Where the entry of an attendance code results in the creation of a new record:
- The new am/pm code will be used for all the period codes.

- If there is a future absence record covering the same day, the daily record for the student
will be created using the future absence data and the user will be given the option to edit
the data with the Day View window.

Where there is already a record:

- If the new am/pm code is replacing a Resolved code (not including Lates), the user will be
directed to use the Day View window.

- If the codes are not all the same for a session, the user will be asked to use the Day View
window to edit the codes.

- If the new am/pm code is a Resolved code (not including Lates), and all the period codes
for the day are marked as present or unresolved, all the period codes will change to the new
am/pm code.

- If anew code relates to a single period and is replacing a Resolved code (not including
Lates), the user will be directed to use the Day View window.

e |If a selected student is not covered by the Lesson Attendance module on the selected date, the
following message appears:

Warning

@ Luke &ndrews is not covered by the Lesson Attendance Module on this date.

The Status Code for the student will be ‘C’ (data entry cancelled).

e If a student already has absences with a ‘resolved’ status recorded (e.g. ‘R’ or ‘E’) and the user
enters a code with an unresolved status such as ‘U’ in Speed Entry, an option to view the Day
View window appears.

@ | Datahas already been entered for Natalie Gaunt on & AUG 2005
L] ou will need to use the Day View window to amend the data.

Do you want to go to the Day Wiew window now?

e If you do not wish to amend the data, press No.

If the user says Yes, the Day View window appears, the student details can be altered and saved if
appropriate, and the user is returned to the Speed Entry window. The student Status is updated to
‘C’ if no change is made in Day View or ‘D’ if changes have been made in Day View.
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Student Selection Date Selection
Select students by Date aalG 2005 MOMD &Y
Cycle Tem 3Week 4 - 8AUG 2005

Attendance rear 2005

Student / Ref Mo, Current Cade |Absent [zaLze not establizhed)

1 student selected.

L]
11 2B 3] 4| L| &
Fef Na Farmn Student Mame AM | PM g | F
) ) /

76 a1 Gaunt, Matalis E|E

e |If the student has a Future Absence record (e.g. ‘E’ code entered), and the user attempts to
enter a new code with ‘unresolved’ status a message comes up, offering the user the option to
view the Day View window.

<P Data has already been entered for Matalie Gaunk on & ALG 2005
\._:/ ou will need to use the Day Yiew window ta amend the data,
Do you wank to go to the Day View window now?

If the user says Yes, the Day View window appears, the student details are altered and the
student’s status is updated to ‘S’. If the user cancels, the student is saved with the Future Absence
code and the student’s status is updated to ‘F’.

When the messages have been dealt with the processing will continue. Press ‘Cancel’ to cancel
processing. The processing will stop at the next student.

e Click OK to continue

On completion of processing for single students, a message will report that saving the record has

been updated:
Goddard, Tim:- Code | 9AUG 2005 All day - Fecord updated

On completion of this process for multiple students on a single period occurrence or date as each
record is saved down, the student status is updated in the Status column:

Shudents

Name
M atalie Gaunt
Ellena George
Tirn Goddard
Ervily Gald
Stephanie Gold
Mathan Gray
Sebastian Gray
Tenille Gray

LS p Ry R d Ay R Ry Ry ]

Information

Attendance records updated,
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When saving data for multiple students over a date range, on clicking OK, the list of students is

processed one by one:

Lesson Attendance - Speed Entry

Students

Mame

Caorrina Bom
Arny Brabazon
Declan Broom
Aivana Coles
Liam Donner
Aimee Futterby

2 Information

Jad  attendance records updated.

5 - &bszences saved down

C - Cancelled; Mo changes made

ih

w
'
£
e

L W o) Mmoo Mmoo rm

E - Exceptions found - See Exceptions Log for details.

If any exceptions exist the user gets the following message:

Information

\_:;.:) There were one or more exceptions ko the entries, Do do want to view the log?

e Click “Yes’ to view the log:
Attendance - Speed Entry Exceptions Log

The following exceptions occured when saving Attendance Data for the selected students

Corring Bom 1 AlJG 2005
Declan Broomi 1 ALG 2005
Liam Donner §1 AUG 2005

|

Mame Date E xception

Student already has absences for this day. Update using Day Wiew
Student already has absences for this day. Update using Day Wiew
Student already has absences for this day. Update using Day Wiew

e Click Print or Close as required.
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Note: When saving data for single students, students are processed one at atime i.e. the
attendance code is stored for one student before the user enters the name/ID of the next
student. This enables immediate feedback of errors and warnings on data already entered
for the student. The user has only to enter the student’s surname and OK to move on to the

next record.

The same applies when saving for multiple students on a single date the system works in
the same way as for single students and also updates the status column.

When saving for multiple students over a date range, the system updates the status column
as before but creates an exceptions log that can be viewed when the process is finished.
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5.3 Day View

[ ay Wiew

Lesson Attendance > Day View

The Day View window provides access to attendance codes for a selected day, to enable the user
to enter data by selecting:

Form

Teaching Set

Student Find

My Form

My Sets

The My Form and My Sets options will only be activated if the logged on user has been linked to a
Form Description in General > Parameters > Form Descriptions and /or has timetabled teaching
sets.

Many schools will use this window to enter data in the morning and to enter variations later in the
day. However, Day View is particularly useful for updating attendance data. For example, if
students are loaded individually when entering variations, their data remains on the screen and can
be readily accessed to update more than one period’s data as the user reads teachers’ absentee
sheets for the day.

To open the Day View window, click on the Day View icon in the Lesson Attendance side bar

Day View
Student Selection Date Selection
Select studentz by @ Farm My Farm Drate ’m 4 @ I TUESDAY
Teaching Set My Sets Cuycle Tem 4'week 7 - 25 NOV 2013
Student Find Attendance Year 2013
o |DB'1 Iz‘ g Current Code |.t’-‘n.bsent [cause not establizhed) |
Form 087 - 28 students selected. M
RefMNo | Form | Student Name [am | P @ | H| 1] 2] B| 3| 4] L] 58] | | | | Codes
9 a1 Bandy, Tamara A L I - A - 4 |1 ‘
14 0e.1 Bishop, Alecia A A IR / U]
16 061 |Blake, Keira 17 AN AN 7 >T<
20 08.1 Batt, Lara L L A S 4 =
46 e Del-Prete, Brayden Y ALY L 4 E
B4 081 Evanz, Dayna HY L A A ! td
Th 081 Gaunt, Matalie L ALY L 4 C
101 081 Jury, Brad Hd A A / s
114 a1 King, Jared A L I A 4 g
126 081 Kurby, Dale L L A A ! K.

e A date entry box and a date selector are available at the top of the window. The date defaults
to the current date.

e The Periods section of the window differs according to the period structure set up for the
selected form/student/teaching set. The following two screen shots show the primary and
secondary view.
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This displays a typical AM/PM session attendance for a primary class:

Form Foom & - 12 students selected.

Ref Mol Form Student Mame | Ahd | Fd | A | |
730 |RoomE |Baker. Reuben 410
792  |RoomE |Barbowr, Ross 410
855 |FAoomB [Bam, Tanya 0400
VB2 |FoomB  [Chum, Mora 140
837  |FAoomE (Ellard, Kate P40
770 |RoomE |Jones, Eeith A4
VB3 |RoomE |Lowton, Katherine A4
78 |RoomE  |Luck. Martin 410
780 |FoomB [Mills, Mark 0400
954 |FHoom B [Murphy, Tamara P40
783 |FAoomE |Richards, Mazon P40
768 |RoomE [Tep,Josh 04010

°

This displays a typical AM/PM sessions and periods - secondary class, showing the periods as

set up in Parameters > Period Availability Structure:

Teaching Set E200_1 - E200_1 - 9 students selected.
Fef No| Form | Student Name |et [P | @ | H| 1] 2| B 3| 4] L| 5] |
5 121 Angus, 5ally AAal A A A A A
25 121 Brown, Patrick o I N HA 4
a0 121 Cooper, Hapden o I N M Z
BD (121 English, Dion Slatgl Al ] IR !
a0 (121 Giray, Werity A2l A 4] IR !
1m0l (121 Julian, Trigtan AAd A A A /
120 (1241 Kmight, Paul A2l A 4] IR !
140 (121 Leston, Ryan o I N A /
160 (121 Lynin, &shlyn A A A A /

5.3.1 Selecting a Date for Data Entry

e To change the date and view/enter data for a different date:

- - D t [
e Highlight all/part of the date o [IFEe 200 and change the date by keyboard
entry; or
_ . . 4 = P
e Click on the blue arrows either side of the Calendar button to move the date forwards
or backwards one day at a time. The arrows are activated once students are loaded; or
e Follow directions in section 5.3.2.
IntegrisLessonAttendanceManual 06-Apr-20
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5.3.2 Using the Select Date button

(L
e Click on the Select Date button to select the appropriate date from the school calendar.

fILJA )R]

February 2004

Won Tue [Wed | Thu | Fri | Sat | Sun |
1

2 I 4 5 E 0 g
3 o1 12 113 |14 |15
16 |17 |18 (19 |20 |21 22
23 124 |25 |26 |27 |28 |29

Ok

The current date is shaded green.

Use the single red arrows to scroll to different
months and the double red arrows to scroll to
different years.

Use the Today’s Date button ﬂ to select the
current day’s date.

Use the Reset date button ﬂ to reset the
calendar to the previously selected date.

Click on the date you wish to use in recording
attendance data.

Click OK.

To the left of the window are six options for selecting students. They provide a range of ways to
display and enter data.

~ Student Selection
Select students by

Form: [T - |

% Form
= Teaching Set
" Student Find

= My Farm
My Sets

&

by Form

by My Form (where forms are linked to
staff and staff are linked to a user)

by Teaching set (where these are set up
in Integris Admin or taken from
Timetabling)

by My Sets (where staff are linked to
users and a Timetable is - being used)
Student Find Tool option — entering the
name/reference number in Student
Surname/Ref. No. field

Student Find Tool — using Find Students

ﬂ .

button

Note: By default when using the Student Find tool, new students are placed in the list in
alphabetical order. In Parameters > Defaults > System Management the option “Day View — Place
students located via Student Find to the top of the list”, is left unchecked by default but can be
checked. Students added via the Student Find tool are then added to the top of any existing
selection. Multiple students are added alphabetically to the top of the list.

CIVICa
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Day View
Student Selection Date Selection
Select studentz by @ Form Iy Form Date ZENOV20E 4 @ J» TUESDAY
Teaching Set by Sets Cuycle Temn 4week 7 - 25 NOW 2013
Studert Find Attendance Year 2013
o g Current Code |.t’-‘«bsent [cauze not established) |
Form Room 5 - 14 students selected. U
Ref Mo | Form Student Mame | A | Fid | i} | | | | | | | | | | | | | Codes
266 Room 5 |Allen, Penelope S Pl
a56 Foom5 |Becker, Tareq A m
853 Room 5 |Browin, Steven Y >.|§
825 Foom 5 |Content, Damien A =]
828 Room 5 |Delamare, Grasme Y E1
a3n Foom 5 |Desilva, Haley A L
836 Foom5 |Edwardo, Jacob Y C
835 Room 5 [Edwards, Justin S S
839 Room 5 |Elictt, Katherine Y a
843 Roorm 5 |Farmer, Kristy A K.
852 Room 5 |Famntan, Steven Y
a57 Foom 5 |Gray, Tenille A
863 Foom5 |Havlert, Tom Y
826 Foom 5 |Hushler, Elizabeth A
4 ; [ ) ) ) ) 3 4 b
e | Rehesh | [ Est |

When the Day view window is operating in ‘Place students located via Student Find to the top of
the list’ mode and Student find is selected, you can resort the list of students alphabetically

whenever you want, by clicking on the ‘Sort’ &I button.

The My Form button will look for the forms linked to the logged-on user through Parameters >
Form Descriptions and display the list of forms in the drop down list. If only one form is found
(typical in most cases) then this group of students will be displayed in the main window. If more
than one form is found, then the user will have to select the appropriate form from the drop down
list.

The My Sets button looks for all the teaching sets being taught by the logged on user. This
requires the Timetable module to be loaded, otherwise the button will not be enabled. This button
populates the list of teaching sets - it then requires a further selection from this list for students to
be displayed. If only one set is found then this group of students will be displayed in the main
window. If form classes have been created in timetabling then the form description will display in
this list as a teaching set.
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5.3.3 Selecting attendance codes

Attendance codes are displayed to the right of the window.

Codes

FD{znl—zrﬂ:u—cxi“ﬂ-

»

The code selected for use is highlighted and the code enlarged at the top

of the Codes pane.

Hover text on the enlarged code provides a description of the code.

The full description for the current code is displayed above the enlarged

code.

Current Code |.~‘-‘«bsent [cause not establizhed)

Ly

Note: F Code is no longer available for WA schools

The Key for the attendance codes is located at the bottom left of the Day View window and the full

description of the currently selected code is shown.

e Click on the Display Key to Lesson Attendance Codes button El to display codes,
descriptions and types.

Day View
Student Selection Date Selection
Select students by () Form My Form Date 12MeR 2019 4 @ I TUESD&Y
(O Teaching Set My Sets Cycle Tem 1 Week & - 11 MAR 2019
(O Student Find Altendance Year 2019
o |Hoom L d lg Current Code |.-’-‘«bsent [cause not established)] |
Form Room 1 - 6 students selected. IL‘
Fef Mo | Farm |StudentName |.t'-\M | FM | %) | | | | | | | | | | | Codes
799 Room 1 [Halligan, Simorn 40 fl
209 Room 1 |Jones, Yazeed O
iz Raom 1 |Marshal, Kristel 40 ?
v Roa Key To Lesson Attendance Codes n
797 Foo
a07 Fool |Code  Description Type Fesalved?
T Truant Unauthorised {Yes ~
A Feasonable Cause Authorized Yes
Z Suzpended Autharized Yes
E E ducational &ctivity Approved Tes
W Withdrawn Approved Yes
ol Medical/Sick Bay Approved ez
L Late Late Yes
C Cultural/R eligious Autharized Yes
Ay Enforced Closure Yes
M Matified as sick Authorised Yes
W Yacation Authorised Yes
F Flexible [code no longer active) Autharized Yes
B] Study Leave Year 11 and 12 anly Approved Yes
K Unauthorized Vacation Unauthorized ives
W
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5.3.4 Loading data by form in Day View

To load a group of students by Form, ensure the Form radio button is checked.

Student Selection Date Selection
Select shudents ) My Form Date 3FEB 2004
e Lok Set () My Sets Cycle Tem 1'wWeek 1 - 2FER 2004
) Student Find Attendance Year 2004
Farrn: |81 : :g Cunert Code |Absent [cause not establizhed) |
a2 3
m
a4
Ref Ho| Form |Stud a5 | i | | | | | | | | | | | | | Codes
9.1 /
92
93 =

To load the students either:
e Use keyboard entry to type the name of the form or
e Find the form in the Form lookup list (see above) and click on it to highlight it.

5.3.5 Loading data by Teaching Set in Day View

To find a Teaching Set, ensure that the Teaching Set radio button is checked and either:

Teaching Set; T0Am 3 - T0A_3

e Use keyboard entry to type the name of the teaching set
or

e Find the teaching set in the Teaching Set lookup

0A_3- 10403 v

10w T - 10w 1 A
0% _2 - 10WwWw_2
103 - 10WwWw_3
10&st_1 - T0Ar_T
1080t 2 - 104Ar_2

100ram 1 - 100ram 1

e Highlight and click on it.

Note: It is not possible to display students with a different period structure at the same
time. If you attempt to display a set of students covering two or more Period Availability
Structures, you will be asked if you wish to switch to the new student selection. Selecting
Yes will save the previous student’s data and switch to the new browse set.

\‘5/ All of the students displayed in this window must have the same Period Availabilicy Structure, Switch to new set?

5.3.6 Loading data by individual student in Day View
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An alternative to loading all students in a form or teaching set is to individually load the students
whose data you will be editing. As you add a new student, the list of students grows, so you can
continue editing data for any of the students already on the list.

Student Selection Date Selection
Select students by ) Fom (O My Form Date ,W q |>
(O Teaching et O My Sets Cycle Term 1'week 1 - 2 FEE 2004 U the Cl
(%) Student Find Attendance Year 2004 se e ear

Student Selection

Sl ¢ e s ] g [AEsent [cauze not establizhed] | button tO Clear the
4 students zelected. U list of students.
Ref Mo| Form | Student Name |am Pl @ W] 1] 2] 8] 3] 4] L[5 | | | | |[come \
9 a1 Bandy. Tamara R|FR R|IR|R| -|R|R]| -|R 2
36 24 Cheszzon, Whithey uju ulpuj|u ulu L o
130|113 Larnbert, Darien L N A A [ N N T
183 |11 Melville, Mitchel AlAgal A Y 4 R
-

To load data for a student:
e Click on the Student Find Tool radio button.
e Enter the student’s surname or reference number directly into the Student Surname/Ref. No.

Student / Flef Mo, | ALK

box and press <Tab> or <Enter> ;
I
Student Selection
Select students by () Form ) My Fam
() Teaching Set () My Setz
(&) Student Find
Student / Ref Mo, ALK i

The cursor appears in the box, ready for the user to start entering the student’s surname.

(Alternatively, use the Find Students button # to locate a student). It is also possible to search by
the student’s Reference Number.

e Enter the student’s surname or part thereof and press <Enter>. If the student is the only
student on the current roll with that name, their name, year and form will be loaded
automatically. If more than one student has that name the user is presented with a list of
students from which to select the appropriate name.

Student Search Results

=]

Reference Sumame Preferred Name Year Form Date of Birth
215 Sraith Cameron 3 Room 2 12 M&Y 1995
874 Srith David 8 a1 EJUL 1989
753 Srith Dean P K/ 5 APR 1938
850 Srith Eileen K K/ 3 FEE 1333
350 Srith Kane 1z 121 28 5EP 1986
251 Sraith Steven 2 Room 2 12 AUG 1396
860 Srith Thy 7 Room 7 14 JUL 1531
351 Srmith-Carter  :Ben a a1 28 JUN 1390
362 Smithering Aaron 9 a1 3DEC1389
363 Smithers Emma 10 101 1 MaY 1988

Total records found |10

[ Back H Select ” Close ]

e Use the keyboard arrows to scroll to the correct name. Press <Enter> to load the student’s
data.
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e Continue to add students to the list and enter attendance data. The list builds, listing the
students alphabetically.

4 zudents selected. M
Fef No| Form | Student Name |am || @[ W] 1] 2] B3] 4] L]5] | | | | |[co
2 21 &lkitik, &darn LA upufuf-qpLyp -/ /

3 8.1 Bandy. Tamara Rl R R[{R]|R R[A A u

43 101 Dalton, Cara Sy Al W %F

193 [11.3 Miller, Jacob HAayr Ay A A W ;

e Clear the list by using the Clear Student Selection button.

5.3.7 Using the Day View screen to add/edit data

The student’s period availability structure is used to mask the periods available for data entry.
Non-teaching periods such as breaks, for which the student is not available, are greyed.

When the Lesson Attendance window opens with a selection of students and there is no
attendance data as yet, the students are shown with the default code for each session and period.

Student Selection Date Selection
Select students by (O Farm @ My Form Date ’W d |>
() Teaching Set () My Sets Cycle Terrn 1'week 1 - 2FEE 2004
O Student Find AttendanceYear 2004
e hs [Q Current Code |Absent [cause not established) |
Form 11.7 - 21 students selected.
Fief Mo| Form | Student Name |am [P (| H| 1] 2] B 3] 4] L|5] | | | |
4 1.1 Andrews, Bachael L R R T T O R I I I -
x| 1.1 Cooper, Ryan Alagl A IR /
79 1.1 Gold, Stephanie Alagl A IR /
33 1.1 Johnstan, Josh AlAgl A A /
124 1111 Kraft, Chelsea Alagl A A /
129 111 Leslie, Mathan L R A 4 /
159|111 Luang, Amber Alagl A IR /
174|111 Marstan, Lauren AAar A A /
183|111 Melvils, Mitchel IR s
24 |11 Moo, Kelly-ann Aol 4]/ / Student attendance for
207 |14 Moor, Khalid AlAgr i ! periOdS and sessions
218 |11 Mungall, Alexandnia HAAar A !
23 1111 Obert, Matthew AlAglr )] / ‘(AM/PM,) defaults to
23 |111  |Osterburg, Kate AR 7 present’ (/).
264 (111 Pearce, Kyle AlAgl A /
279|114 Pilter, Julie: IR /
294 1111 Ramszay, Cory L A R F
I 1A Rumble, Simon AlAgr i S !
a4 (111 Simple, Sarah AAayr A IR /
— v
) 1(11 Crrall lillize, A a’/a’ ST Ty :
~———— DisplayKey't
[e=] Lesson El
Attendance Codes

J

IntegrisLessonAttendanceManual 06-Apr-20

CiviCa Page 5-23

© 2020 Civica Education Pty Ltd



In Day View, AM and PM attendance codes are displayed in a different background colour to
distinguish them from period codes (where a period structure is used for a student).

5.3.8 Entering/editing AM and PM attendance codes

The AM and PM attendance codes are calculated from the lesson attendance codes according to
the minimum percentage attendance required per session in Lesson Attendance > Parameters >
Defaults. See section 8.6.1 for further information and examples on setting up the minimum
percentage attendance required in your school.

To enter data for a session (AM/PM):
e Select a code from the Codes panel by clicking on the code. The code is highlighted.

e Click in the cell for the session in which the code is to be entered. To enter the same code for
both morning and afternoon sessions, right click in the AM session for a primary period
structure and in the first column of the period structure for a secondary structure.

Data Entry on the Day View window is designed to be carried out using the columns for the
periods, rather than the AM/PM columns (unless these are the only columns available). Where
there are period columns the administrator will be able to control how users are able to edit the AM
& PM columns. The options will be:

e Free entry into these columns
e Ask the user for confirmation when changing these columns.

Users can override (edit) the AM and PM codes. This does not change the period codes, where the
period codes are visible. The user makes changes to the period codes manually.

Typically, when a user receives a reason for an absence, this will be used to update the AM/PM
code and/or the period codes.

5.3.9 Adding and entering period attendance data

Period data entered in the main Day View window changes the AM/PM attendance code. For
example, if two out of three AM periods are changed to ‘U’ and the minimum period attendance
required per session is 75%, the AM code will change to ‘U’.

Form 8.2 - 27 students selected.

Fef Mal| Form |StudentName |.-'-‘«M | Pk
19 8.2 |E|:urn, Corrina | 1 | !

i
=

H
4

To enter data for a period:
e Select a code from the Codes panel by clicking on the code. The code is highlighted.
e Click in the cell for the period in which the code is to be entered.

Form 11.1 - 21 students selected, ( Click in the cell for
Fief Ma| Form Student Name [ | P @ H|] 1| 2] B| 3| 4| L| 5 the period in which
4 1.1 Andrews, Rachael E T A T T S A I the selected code is
9 111 Cooper, Ryan AlAOr A A 7‘“-——.__\ to be entered.

79 11.1 Gold, Stepharie gy ufufu uu u T

99 11.1 Johnston, Josh L A N A I A / R
124|111 Kraft, Chelsea Al A A S ! E ‘
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5.3.10 Using the right-click function — multiple periods

Right clicking on a cell with a period attendance code will change all codes for periods later in the
day, e.qg. if the user right clicks on period 3 for a student then periods 1 and 2 will remain
unchanged, while periods 3 to the end of the day will be marked with the new code.

Note This function can be disabled in Parameters->Defaults->System Management

5.3.11 Adding and editing comments in Day View
Comments relating to a student’s absence may be entered and edited via Day View. The Day View
window has a check box for each student to show whether they have a comment for the day.

To add/edit a comment for a student:
e Click on the student’s check box ™ in the Comment column ' to open a text entry window.

Form §.4 - 27 students selected.

Ref No| Farm | Studert hame [am|em | @ H] 1 |2]B|3]|B]a]s]6] | | |
6 8.4 |Antonello, Mark R H|7H|H|H|-|H|-|H|H|Fi| | =]
6 2.4 Chesson, Whithey SN | I P I N I VN R | i

45 2.4 Defazin, Matthew AT

5] a4 Entwistle, Devyn 7 7 (] Medical appaointment - kum phonedl d

Ell 2.4 Haolt, Ashlee AT

5E) 24 Hurter, Laines AT

94 8.4 Ibit, Maoah AlA T

116 |84 K.irgston, Craig AT

141 |84 Leszyn, Shaun AT LI

144 |84 Liddicoat, Katie AT | oK I

171 |54 Marschke, Stacey AT I — T T T T T 7

195 |84 Mickan, Jason ST a’|£|£|-|£|-|£|£|£| |
[ K | 3

e Enter the comment. Press <Enter> to move to a new line.
e Press <Tab> to activate the OK button.

e Press <Enter> to close the Comment window.

If a comment has been entered via Speed Entry or Lates e.g. the time the student arrived and the
reason, it will appear in the comment window when opened in Day View. This comment may be
edited. The following example shows a comment that has been entered in the Lates window.

e Place the cursor after the comment to add additional information.
e To delete the comment, highlight the text and press <Delete> or <Back Space>

Comment - Bennett, Tracey

(Late - OF:53) =
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Note: In Day View, if another user has edited a record that the user has open, a warning
message is displayed, informing the user that someone else has changed the records.
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5.4 Week View

Week Yiew

Lesson Attendance > Week View

The Week View window provides access to attendance codes for a selected week, to enable the
user to enter data by selecting

Form

Teaching Set

Student Find Tool

My Form

My Sets (for Timetable users)
Individual Student.

Week View is used for entering and updating attendance data.

e To open the Week View window, click on the Week View icon ¥eVver in the Lesson
Attendance side bar.

5.4.1 Selecting aweek for data entry

The Week View window shows the am/pm attendance codes for a selection of students and a
given week. The week is selected by the same means as for the Day View window — see the
section ‘Selecting a Date for Data Entry’ on page 5-17.

5.4.2 Loading data by form in Week View

To load a group of students by Form, ensure the Form radio button is checked.

Student Selection Date Selection
Select studeris b Fom ) € MyFom Week statingMan. [2J0N 2003 4 ] B
gaching Set My Sets Cycle Wwieek 18
€ Student Find Attendance 'ear 2003

For: - [FRRRRRRGG— -
g Current Code

tdon Tue wed Thu Fri

|Ahsent [cauze nat establizhed] I

RefMo|Form | Student Mame J o | P b | P s [P as |Pra]atd [Pra ]

=i

To load the students either:
e Use keyboard entry to type the name of the form
e Find the form in the Form lookup list (see above) and click on it to highlight it.
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5.4.3 Loading data by Teaching Set in Week View

To find a Teaching Set select the Teaching Set radio button.

Student Selection

Select students by ¢ Form
(* Teaching Set
€ Student Find

TeactingSet  [ERMMG———— | 2

There are two options for displaying data for students in a teaching set:

. Teaching Set
e Use keyboard entry to type the name of the teaching set "=
e Find the teaching set in the Teaching Set lookup
MATHE-2 - Mathema...
MATHS-T - Mathematics 3
kkA3-1 - Bult Media 1
kA 3-2 - bl Media 1
b2 - Mult Media 1
e Click on the relevant teaching set.
The selected students’ data will be displayed.
Week View
Student Selection [ate Selection
Select studentz by @) Form My Form wheek starting Mon: IW(] 13
Teaching.Set ty Sets Cycle Tem 4 'Week 7
Sl Fire Alttendance Year 23
Form: |[ERR ~ &£
Current Code |.t'-‘«bsent [cause not establizhed) |
kon Tue Wed Thu Fri
Form (5.1 - 28 students. JENOY ZENOV 27 NOW 28 NOW 29 NIV
RefNo  |Fom Student Name Jtd | Pt Jost [P Jisnd [P fard | PR [P | Codes
| 081 Bandy, Tamara LR R R B RO O R S !
14 081 Bishop, Alecia ‘AEE FAFE A A R I!-x
16 081 Blake, Keita 'AEE FEE A P R ;
20 051 Bott, Lara 'AE FEFE A P R £
45 051 DielPrets, Brayden 'AE FEFE A P R M
G4 081 Ewanz, Dayna P R P P I P :5
75 051 Gaunt, Natalie A FEVE A B L M
1m 081 Jury, Brad 'R FEFE A A L ‘é
114 081 King, Jared ‘AEE FAFE A A R K
126 081 Kby, Dale ‘AEE FAFE A A R

Mathema...

or
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5.4.4 Loading data by individual student in Week View

An alternative to loading all students in a form or teaching set is to individually load the students
whose data you will be editing. As you add a new student, the list of students grows, so you can
continue editing data for any of the students already on the list.

Student Selection Date Selection

Select studentz by ™ Fam " by Farm WWeek starting Mon; |2JLIN 2003 <] [>

" Teaching Set ¢ My Sets
¥ Student Find

Studert / Ref No. | #h &

Cycle wieek 18
Attendance ear 2003

Current Code |.-'1'«I:|sent [cauze not establizhed] I

bdon Tue Wwed Thu Fri

Ref No|Form | Student Name Jtt | Pt st | Pet s [Pt st [Pt | ot [P |

| L EEEEE A

To load data for a student:
e Click on the Student Find Tool radio button.

- Student Selection
Select students by Form ¢ My Form
" Teaching Set ¢ My Sets

i+ Student Find

Student / Ref No. | # &

The cursor appears in the Surname/Ref No. box, ready for the user to start entering the student’s

surname (alternatively, use the Find Students button A to locate a student/group of students). It
is also possible to search by the student’s Reference Number.

e Enter the student’s surname or part thereof and press <Enter>. If the student is the only
student on the Current Roll with that name, their name, year and form will be loaded
automatically. If more than one student has that surname the user is presented with a list of
students from which to select the appropriate name.

Search Results

LAl A

Reference | Sumame Known Name| Year Form Date of Birth
759 P kP 16 FEE 1934 |
215 Smith +Cameron E] Room3 122 MAY 1951
850 {5mith {Eileen 3 kP 11 MOV 1994
851 :Smith iStewen 2 Room 2 20CT 1932
850 {5mith iThy 7 Room 7 12JUL 1987
350 1Smith Kane 12 121 1FEB 1983
51 iSmith Carter  iBen L] a1 4 AUG 1987
52 1 Smithering iAaron 9 a1 30APR 1986
353 Smithers tEmma 10 101 29JUN 1385

|
Total records found |3

Select .

IntegrisLessonAttendanceManual 06-Apr-20

CiviCa Page 5-29

© 2020 Civica Education Pty Ltd



e Use the keyboard arrows to scroll to the correct name. Press <Enter> to load the student’s
data.

e Continue to add students to the list and enter attendance data. The list builds, listing the
students alphabetically.

Student Selection Date Selection

Select students by (O Form Date T @ b TUESDAY
) Teaching Set Cucle Tem 2 Week 7 - 31 MaY 2010
(%) Student Find Ahtendance Year 2010

Stz Fied e ” & g Current Code |Absent [cause not establizhed) |
7 students selected, U
Ref Ho Fom Student Mame Abd | P ﬂ | Codes
2634 K520 |angus, T aarg A0 /
1625 BRE Bstey, Alyssa A0 (U]
1242 BA.2 Aztey, Chloe S0 >.F
82 BE1 Anztey, Darielle A0 A
1818 B4.2 Anstey, Ethan A0 5.1
2635 KS18  |aplin, Sheldon A0 L
2366 EC2 Applegate, Kayla A0 C

&

e Clear the list by clicking on the Clear Student Selection button.

Note: In Week View it is possible to display students with different period structures at the
same time, as only the am/pm data is displayed — not periods.
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5.4.5 Using the Week View Screen to Add/Edit Data

When the Lesson Attendance window opens with a selection of students and there is no
attendance data as yet, the students are shown as ‘Present’ for each session.

Week Yiew
Student Selection Date Selection
Select students by () Farm O My Farm Wweek starting More  [22MaR 2004 4 B b
O Teaching.Set O My Sets Cycle Term 1'%eek 8
© Student Find Attendance Year 2004
Form: |23 v g
Current Code |Absent [cause not establizhed) |
tan Tue wied Thu Fri
Farm 8.3 - 27 students. 22MAR 23MAR 24 MAR 25 MAR 26 MAR Y]
Fef Mo|Forrn Student Marne Ak [ PR Ak | P LA PR LAk (PR QAR | PR I Codes
% |83 Brown, Oliver AR :
a 8.3 Carless, Matthew S A4 A R R 5
33 8.3 Cartwright, b atthew S A/ L R Al ;
56 8.3 Elliatt, Bryce A A/ R ER A/ E \
71 8.3 F LT A ER IR IR R 4]
ranzsen. Taryn v Student
85 8.3 Hancock, Kyle A4 A LA ER A/
B |83 |Hewer Ahys A EALA Kikd KA KA KRE attendance for
il IR A/ R ER A/ 1

111 2.3 Kiliny, Tegan perlods and
135 83 Lawson, k ark A R IR IR A .
13 |83 Leng, Ryan IR A A A A sessions
166 |83 W appin, Phil IAVE VAR A EAEE A ( AM/P M)
188 83 tells, Apszia A R IR ER A/ d f It t
191 8.3 temy, Ben IR A/ R ER A eraults 1o
216 |83 Mosdale, Vanessa A A A A A ‘present’ (/)
225 83 Mankivel, Peter S A/ L L A
232 83 Moakes. Baron A ER A IR R
T Tk, Joe] IAVE EAEE KA BRI KK /
260 8.3 Pate, Francine A A4 A R R
276 8.3 FPhelps. Kimberley A L A IR R
2596 83 Fiamzden, Grant A ER A ER A

Display key for

Lesson Attendance

Codes

5.4.6 Entering / Editing AM and PM attendance codes

To enter codes for am/pm sessions, select the appropriate code from the Codes panel on the side
of the Week View window and click in the student’'s AM/PM cell for the appropriate day.

Student Selection D ate Selection
Select students by ¢ Farm Wwieek starting Mon: |5 taR 2001 d |>
= Teaching Set Cycle Term 1 Week &
" Student Find Attendance Year 2001

Surname / Ref. Mo, I & Q

Current Code Feasonable Cause I
tdon Tue iz Thu Fri
B, SMAR GMAR  7MAR  GMAR 9 MAR IEI
Ret Mo |Form Studert Mame &) (o L P P P | Codes
g a1 Bandy, Tamara ) AR D A
16 |&1 Blake, Keira 7 A B R '
T
— [z
E
e
i M
Select a code from the list of codes on !

the right of the window and then click in
a session code cell to enter the code
for a student’s AM/PM session/s.
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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.

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

day.

Week View

Student Selection

Date Selection

Select studentz by @ Farm My Farm ‘Week starting Mon: IW q [}
Teaching Set My Sets Cycle Term 4 Week 7
Studert Find Attendance Year 2013
Fom: |Fioam 4 IE‘ 'g Current Code |Ab$ent [cause not established) |
Form Figom 4 - 14 shudents. ANy 2Rty 274w 28NV 29N0v
Fef Mo |Fom Shudert Name Jat [Prafand |Prfand |Prada |Pralar [P ] Codes
766 |Roomd  |Alben, Jackis AL !
760 Room 4 |Bailie, Doyen NS FAEE EAE ER Rl KA e
a3z Room 4 | Dunsta, Jeniifer /| 4 | Comment - Albert, Jackie - 25 NOV 2013
833 Room 4 |Edwards, Julie LA |
84z Room 4 |Farmer, Krigtof LA
858 Room 4 |Gray, Thireth LA
861 Room 4  |Jones, Tim S
T3 Room 4 |Marshall, Kristy L
756 |Roomd |Moar, Chis B h
704 Room 4 [Morth, Mathew I
a04 Fioorm 4 |Price, Tiffani LA T T 1T 11 |
793 Room 4 |Somell, Sarah . |.u’ I .-’l.u’ I / |.-" I / |.-" I ‘ ‘

The Comment window opens. See the section ‘Adding and editing comments in Day View’ on page
5-25 for more information on entering comments.
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Note:

- The Week View window will not display Saturday or Sunday if these days have not been
selected in the Timetable Cycles for Attendance window, when setting up the attendance
year.

- The window will display data for calendar weeks (Monday - Sunday) rather than timetable
weeks.

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.

Where the entry of an attendance code results in the creation of a new record:

- The new am/pm code will be used for all the period codes.

- If there is a future absence record covering the same day, the daily record for the student
will be created using the future absence data and the user will be given the option to edit
the data with the Day View window.

Where there is already a record:

- Where a new am/pm code is replacing a Resolved code (not including Lates), the user will
be directed to use the Day View window.

- Where the codes are not all the same for a session, the user will be asked to use the Day
View window to edit the codes.

- Where a new am/pm code is a Resolved code (not including Lates), and all the period
codes for the day are marked as present or unresolved, all the period codes will change to
the new am/pm code.

Where a new code relates to a single period and is replacing a Resolved code (not including
Lates), the user will be directed to use the Day View window.

Example: the following data has been entered in Day View for a secondary student.

- Student Selection Date Selection ————————
Select students by & Fam Date W ¢
™ Teaching Set Cycle Term 1 Week 1
" Student Find Cyole Stat Date 5 FEE 2001
Form a1 - g Attendance Year 200

Form 8.1 - 27 students selected.

Fief Mo| Form Student Mame AW PM| B[ H] 1| 2] 3|]B| 4] 5
r

| a1 Bandy, Tamara U/
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The user attempts to enter a code ‘Z’ for the AM session in Week View. The following
message is displayed.

5 FER 2001

21

If this happens, click YES to go to the Day View window and view/amend the period codes.
On Exiting the Day View window you will be returned to Week View.
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5.5 Registration

&

Registration

Lesson Attendance > Registration

e 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.

5.5.1 Using the Registration window

e Log on to Integris with standard User Name and Password and click on the Registration option.

5.5.2 Schools with Mixed Attendance Groups

Schools that have a mixed setup using both timetabled and non timetabled attendance groups on
clicking the Registration option the user will be provided with the following window:

Some Attendance Years Groups are timetabled, while others are
ok,
Pleaze zelect the vear Group pou want to work, with,

R -

Ok I LCancel |

e The user should select the appropriate year to work with and click OK.

The following window will then be displayed:
W Registration x|

Erter a date, select a set and enter a period
number.

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

Staff Code IKINM (=
Date [ DEC 2007
Group I - I

Advanced Find |

gﬂegister %
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Note: There is a different window for non-timetabled groups/schools. (Refer to section 5.5.3)

e If the user wishes to record attendance for another day, the date can be changed.

e By clicking on the Form or Group drop down list the user can select the classes they wish to
register.
e Click Register to continue

Refer to Section 5.5.5- for further details on Registration

5.5.3 Non-Timetabled Schools

For schools not utilising the timetable module for the attendance groups the following window will
display after clicking on the Registration option:

W Form Register 5'

Enter a date and select & Faorm.

Click on Regizter and the attendance data for
the Farm will be shown

Staff Code  [KINM Q.
Date [ DEC 2007
Form [N |

Register %

e If the user wishes to record attendance for another day, the date can be changed.
e Clicking on the form drop down list the user can select the classes they wish to register.
e Click Register to continue

Refer to Section 5.5.5 for further details on Registration

5.5.4 Timetabled Schools

For schools only utilising the timetable module for the attendance groups the following window will
display after clicking on the Registration option:
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M Registration @

Enter a date, select a set and enter a period
number.

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

Staff Code [0SWw/S Q.
Date 5 FEB 2004

Group

advanced Find M

Register % ‘

e |If the user wishes to record attendance for a class not scheduled for that day the date can be
changed.

e The Group list will be populated with the teaching set list for the corresponding date.

Wi Registration E|

Enter a date, select a set and enter a period
number.

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

Staff Code | 0SwWS (=
Date £ FEE 2004

Group

Advanced Find <M

Register % ‘

e Click Register to continue

Refer to Section 5.5.5 for further details on Registration

5.5.5 Registration General

e With the required date and group/form selected after clicking on the Register

button to the Day View window will open. The only column in this window that can be edited is
the column for the chosen period.

e The ability to use the right mouse click function is available in this window but can be disabled
in Parameters > Defaults > System Management.

e Although the Calendar navigation arrows are active in this window, moving from the chosen
date and group will display a window that cannot be edited.
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Day View
Student Selection
Select students by

Teaching Set:

Farrn

Teaching Set
Student Find

by Form
by Sets

Date Selection
Date

Cuycle

Altendance Year

T EGERL |

I TUESD&Y

Term 4 'week 7 - 25 NOW 2013

2m3

Current Code |.t'-‘«bsent [cause not established) |

Teaching 5et 28C5C_1 - 2AC5C_1 - 21 shudents selected. Extra Students in Class: 0 M
RefNo | Fom | Student Name lam P @ H| 1] 2] 8] 3[4l L] | | | [
15 123 Black. Joel MY P R R I I R PR -,
35 123 [Caterer, Jessica H R Hl / |
55 123 Dunne, Blaire Y L I As ! >'I§
g0 121 English, Dion A dlALU TR / A
95 123 Ikering, Stevie Y L I fd /! E
100 121 Julian, Trigtan A L S ! r:l
105 122 Keane, Sam Y LA I fd /! C
115 123 Kingdan, Stacey A A Y } S
120 121 F.night, Paul Y A AU TR ! g
160 121 Lynn, Ashlvn A A Y } K
170 123 Maroney, Luke S L I fd /!
205 123 Mommer, Stephen A L A !
237 121 O'Dannel, Sean MY L I AS /!
240 123 Ontas, Martin S L N TR !
270 123 Peroni, Adarm MY L I AS /!
290 121 Pryar, Cassie S IR TR !
300 123 Redcliffe, Carina A L A !
335 121 Schonberg, Luke o L I A /
345 123 Simpzon, Calin MY L I A /!
365 121 Stickman, Leah MY L A !
375 123 Thaomas, Alex MY L I AS /!
4 1 b ¢
= oK | [ Caneel | [ Est |

After recording attendance in this window click on OK to save the register and any changes to
attendance. Even if no changes are made to attendance, the user must click OK to create an

entry in the Audit log.

A confirmation message will be displayed

Click on OK again to confirm that register has been taken. OK will take you back to the Day
View window and Exit to return to the Registration Window.

-
\ ll) Attendance Register has been confirmed.

If a school chooses not to have teachers registering personally, an authorised user can still use

this function.
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e When the user first opens the Registration function the Staff Code will be blank. By using the

spy glass o ©- adjacent to the Staff Code field, the user activates the Staff
Search window to locate the required staff member.

e Once the staff member has been loaded, their teaching sets will now be available from the
Group drop down list.
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6 Absences

Lesson Attendance > Absences

Bl Absences @

Instructions
Iti the right hand panel, there ' Absence Follow Lp
are a number of icons with ' Abzence Tracking

descriptive litles shawing which

: . Absences in Common
functions are available. '

' Continuous Absences
In order to start & function,

please dauble click on the ' First Day of Absence
required ican. ' Future Abzences

§ Lates Fallow Up

' Process Extra Students
§ Student View

' Unresolved Absences

6.1 Absence Follow Up
Lesson Attendance > Absences > Absence Follow Up

B Absences rgl

Instructions
In the right hand panel. there ' " . i
are a humber of icons with ' Abzence Tracking
descriptive litles showing which
functions are available,

e Fallow L

§ Absences in Comman

: ' Continuaous Absences
It arder to start a function,

please double click on the ' First Day of Absence
required ican. ' Future Absences

' Lates Follow Up

' Process Extra Students
' Student View

' Unresolved Absences

Absence Follow Up provides schools with the ability to trace all unresolved absences until
resolved. This involves a series of communications with the student/parent/guardian. These
communications are recorded.

e Click on Absence Follow Up. This will open the Absence Follow Up Selection window:

Absence Follow Up Selection

Date Range: from | EFSEREIALE]

to  [SFEE z004

Whale Schaoal “ Mew Quemy

I ak H Cancel ]

e Select the date range to be followed up. Either enter ‘from’ and ‘to’ dates using the keyboard or
use the Calendar buttons to locate the appropriate dates for tracking. See section 5.3.1 for
details on using the Calendar.
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e On opening the Absence Follow Up Selection window, the default set of students is the whole

school.

e Use the New Query button to select the student/s for absence follow up. This opens the
standard Student Search window. Select students. To find all students click the Find button.

Student Search

W S
General lF‘arameters] Dates l Address l Dthell bl ] T Sets#Cohorts]
Sumame/Ref. Mo, Rall Status Current hd
Prefered Mame ear Group . [
First Mame Farm —Afge- i
Legal Sumarme Housze - ™
Group Type . v
Group ~hdg-- w
Contact Surname
Global Mame Search Terms in School
(=) Not Specified
|AII Mames [Exchuding History) hd () Mare than
| () Less than 1]
() Equal to
[1 Show Inactive Parameters in Dropdovn Lists ’ Find ] ’ Close

The set of students will be identified in the New Query field.

Absence Follow Up Selection

Date Range: from |1 FEB 2005
to  [31 AUG 2005

( |Selected Subset 14 entries i Mew Luery

(o (o]

e Click OK to load the students.

If no absence data is available for the selection the following message will display:

Information

Mone of the selected students have been absent For the selected date range

If the Date range and Query are valid and absence data does exist then the Absence Follow Up —
Daily Absences window opens, displaying absence data for the selected students for the selected

date range.

CIVICa
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Absence Follow Up - Daily Absences
Daily Absence (13 DEC 2012 - 13 DEC 2013)

Ref Student Hame “rear Form Mew Followed Up Total Date of Last Letter

a04 Price, Tiffani 4 Roorm 4 g 1] g

9 Bandy, Tamara g 021 5 i] 5

842 Farmer, Frigtof 4 Fioorm 4 3 a 3

799 Halligan, Siman 1 Room 1 3 1] 3

16 Blake. Keira 2 0z 2 ] 2

20 Bott, Lara g 0a.1 2 a 2

32 Carter, Christine 3 031 2 1] 2

B2 Eren, Aidan 9 031 2 i 2

TE Gaunt, Matalis 8 0a1 2 a 2

142 Le-Ti. Travis 3 031 2 ] 2

2 Alkitike, &dam 3 031 1 ] 1

TED Bailie, Doyen 4 Foom 4 1 0 1

14 Bishop, Alecia a 0a1 1 a 1

46 Del-Prete, Brapden a 0z 1 i 1

E4 Ewatz. Dayna 2 0z 1 1] 1

1 Jury, Brad 2 0z 1 ] 1

114 King, Jared g 0a.1 1 a 1

TEE Albert, Jackie 4 Foom 4 1] i 11 {13FER 2013

Pl 1 3

Select Al | |FD||DW Up I__etter| | Letter History | Open Student Wiew | | Print Student View E it

All figures refer to Day Records for the Date Range selected

Hew: The nurber of Day Records containing unrezolved absences that have occurred since the last letter was sent.
Followed Up: The number of D'ay Records containing unrezolved abzen j ters have already been zent,
Total: The tatal of Mew and Followed Up Day Recor M the Date Hange.

Unauthorized Code used when seaching for ahsemtb

—————

The ‘Unauthorised Code used when searching for absences’ field displays the option set in
Parameters > Defaults > Absence Letter (See Section 8.6.2)

Students are sorted by surname. To sort students by another field, click on the column header for
the field by which you wish to sort.

Example: To sort the data by the date the last letter was sent, click on the column header “Date of

Last Letter”I Date of Last Letter |

For the selected date range:

e The New column refers to the number of day records containing unresolved absences that
have occurred since the last letter was sent.

e The Followed Up column displays for each student the number of day records containing
unresolved absences for which letters have already been sent.

e The Total column indicates the number of total absences (New and Followed Up) for each
student, within the date range.

There are further options available in the Absence Follow Up — Daily Absences window:

| [ Select All ][Fn:nlln:-w p I:etter” Letter Histary ][Dpen StudentHiew][ Erirt Student ‘-.fiew]

6.1.1 Viewing details of absences
Lesson Attendance > Absences > Absence Follow Up > Open Student View

The ‘Open Student View’ function can be used to view the unresolved absences for a selected
student. This function is used for one student at a time.
e Select a student for whom you wish to view more detailed records of the unresolved absences.
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Absence Follow Up - Daily Absences

Daily Absence (24 MAY 2010 - 4 JUN 2010}

Fef _Student Marme I “Year | Farm | M e I Followed Llp_ Total _Date of Lazt Letter
1456 sayre, Taylar i 9 9Bushrange 1 ¢ 0 i1

looker, Shaun 9 9 Buzhrange
2264 wiheelock, Jesse {3 i9Bushrange 1 ¢ u] i

e Click on Open Student View [ 0pen Studentifien] o o dent View window opens, displaying the
data:

Student Selection [ate Range

Show: (%) Abzences that require follow-up fram 24 May 2010

(0 Al days with Abzences and Lates o AI0N 2010
(3 &0l days with Lates

O Al days Current Code |Unacceptable Feazon |
Student / Ref Mo, |ShaunBooker & Q
X

Shaun Booker 9/8/9 Bushrangers| rodes
Day S|P |@|H| 1| 2] 3] 4]B]|5S U ~
Thu, 3rd JUM 2010 / 4 S IO B B ! T

3]

E

b4

L

C

H L

b

F M

Follow-up Letters

Note: Double-clicking on a student’s name in Absence Follow Up will also open the Student
View window.

e View or Edit the student’s data if required.
e Click Exit to close the Student View window.

6.1.2 Printing details of absences that require follow-up
Lesson Attendance > Absences > Absence Follow Up > Print Student View

The ‘Print Student View’ function can be used to print a list of the unresolved absences for a
selected student. This function is used for one student at a time.

e Select a student for whom you wish to view more detailed records of the unresolved absences.
Absence Follow Up - Daily Absences

Daily Absence (2 FEB 2004 -8 APR 2004}
Fef lStudent Hame I Tear | Farm I M e _Fnlluwed Up_ Tatal _Date of Last Letter
2 :Alkitik, Adam - A P00 2 i 2 i4FEB 2004 A~
5 ddngus, Sally P12 121 1 I 1 ¢ I
g i Bailey, Steven 10 F 102 1 1] i1
‘ Bandy, Tamara o B 2 1 3 4FEB 2004
33 i Cartwuright, M atthesy H= 2.3 i 0 I I
6 i Chezson, wihithey ioa a.4 1 0 1
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e Click on Print Student View[ Brint Student View |

e Select the print option required and click OK.

Report Destination
CHoo1
103
he20og) =
8
joo1013)

Disk Clipboard Pait

Dastination |F‘arameters | Page sizesl

S

Printer Preview

fl @

File HTHML RTF

Cancel | K |

The report shows the absences in the selected date range that require follow-up.

Student View Results

¢0o Ud

West Coast District High School
Elizabeth Williett Year: 4 Form Room 4

Ahsences that require follow-up between 1 FEE 2005 and 30 APR 2005

Day AN PM Periods
Wed, 9th FEE 2005 i) i)

Tlm, 10th FEE 2003 i) i)

Fri, 11th FEE 2003 i) i)

3 Records

6.1.3 Viewing a student’s Letter History
Lesson Attendance > Absences > Absence Follow Up > Letter History

The Letter History function provides a summary of absence letters sent for selected students over

a selected date range.

e Select the student/s by highlighting their name/s on the list. The list can be sorted by clicking
on column headers. To select several students press the <Ctrl> Key and click on students’

names on the list. To select all students on the list click the Select All .

Absence Follow Up - Daily Absences

Daily Absence (1 FEB 2005 - 11 OCT 2005)

Student Mame Year Mew | Followed Up' Total Date of Last Letter
3 : 3 3 100CT

e Click on Letter History [M]

e Select the print option required and click OK.
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The Letter History Summary displays the following information:

Letter Summary

S0 0w

West Coast District High School

Summary of letters sent

Ref Mo. Student Year Form Date of Letter Number of Absences referredto

766 Albert, Jackie 4  Room4  11FEB 2005 1
31 MAR 2005 3
100CT 2005 4

2 Alkitik, Adam 9 o 100CT 2005 3

3 Anderson, Ben 10 10.1 10 QCT 2005 3

9 Bandy, Tamara 8 8.1 31 MAR 2005 2
100CT 2005 2

32 Carter, Christine 9 o 11 FEB 2005 1

6.1.4 Producing a Follow- up Letter

Integris provides a function to produce follow-up letters for a selection of students for selected

dates.

To produce a letter for one/more student/s

e Select the student/s by highlighting their name/s on the list. The list can be sorted by clicking
on column headers. To select several students press the <Ctr|> Key and click on students’

names on the list. To select all students on the list click the Select All .

Absence Follow Up - Daily Absences

Daily Absence (1 FEB 2005 - 30 APR 2005)

Fief Student Mam Year Farrn Mew | Followed Up' Taotal Date of Last Letter

[

1 AR 2005

W

List of students sorted by New column to indicate students who have unresolved absences that
have occurred since the last letter was sent. Students with new (unresolved) absences have been
highlighted.

e Press Follow-up Letter (FoloUpLatie]

e Press Yes to confirm that you wish to print the letters for the selected students.
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Report Destination

Diestination |Parameters| Page sizesl

o O

Printer Presiew

L_HTaoq

o101

Lo1nno) f
110100 E‘
po1o1ll

Diighe Clipboard Port

e Choose the Printer as the print destination, or the screen if you wish to view the letters on

screen prior to printing them. You will be asked to select the recipient/s from the following
options:

TSelect Letter destination
= Send letter to Parent/Guardian 1 only.
" Send letters to all marked az having Parental B esponzibilibg,
* Send letters to all marked as Family Mail #arker.
= Send letters to Parent/Guardian of

e Click the radio button for the recipient/s of your choice.

e You have the option of selecting either Letter 1 or Letter 2 (as set up in Lesson Attendance
Parameters > Defaults > Absence Letter). Click on the appropriate radio box. At this point there
is an option of editing the text in the body of the letter/s for the selected students.

e Edit the text as required.

e Click OK.

Print Options

Select Letter destination
= Send letter to Parent/Guardian 1 only.
= Send letters ta all marked as having Parental Besponsibility.
* Send letters ta all marked as Family Mail Marker.
€ Send letters to Parent/Guardian of

rSelect and Edit Letter
& Letter 1 = Lefter 2

Qur records indicate that this student was absent an the days indicated below. ;l

Flease provide the reasonis) for thisithese absenceis) by contacting the school office or completing
the tear-off section and returning it to the schoal as soon as possihle.

Flease disregard this letter if you have already natified the schoal.

IntegrisLessonAttendanceManual 06-Apr-20
Page 6-8
© 2020 Civica Education Pty Ltd

CIVICa



Note: If you are printing a letter that has already been sent on the current day, for a selected
student, the following message will be displayed:

An Absence Letter has already been sent For "Bott, Lara" boday. Are wou sure you want ko send another?

Click Yes to print another letter or No to cancel the printing of the letter for that student.

If one/more of the students do not have a parent/guardian flagged for the selected letter
destination, the following message will be displayed:

Information

Cne or more letters will be printed without Addressees,
This is because the student has no Contacts marked as Family Mail Marker,

In this example the user had chosen to send the letters to parent/guardian marked as the
Family Mail Marker.

Note: If printing letters for more than thirty students, the system will divide the printing of
letters into batches.

Information

‘You have opted to print a large number of letters, They will be printed in batches,

Click OK and the following message will be displayed.

@ Printing Batch 1. Fleaze wait.

The system will automatically keep printing batches until all the selected students have had
letters printed.

The letters will be printed and the Date of Last Letter will be updated for the selected students.
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Absence Follow Up - Daily Absences

Daily Absence (1 FEB 2005 - 11 OCT 2005)

Fef Student Mame
TEE Albert, Jackie

2 Alkitik., Adam

3 Anderson, Ben
845 Anderson, Kurt
7 Azpinall, Simone
8 Bailey. Steven

9 Bandy, Tamara
12 Bennett, Tracey
13 Bizhop, Frank
17 Bloggs, Merika
18 Bloor, Rebecca
22 Braddon, Braydie
23 Brogan, Michael
27 Buzuttil, Sacha
24 Butter, Draniel
32 Carter, Christine

Year

4
3
10
3
3
10
8
3
10
3
10
3
10
3
10
3

Farm
Fioom 4
91
101
Roorm 3
9z
0.2
a1
93
10.3
91
101
92
0.2
93
10.3
a1

Click Exit to close the window.

Mew | Followed Up' Total Date of Last Letter

CcCooooooooooooood

BN Ty L S PR PSR PR S o P R PR R

BN Ty L S PR PSR PR S o P R PR R

25 0CT 2005
25 0CT 2005
250CT 2005
25 0CT 2008
25 0CT 2005
25 0CT 2005
25 0CT 2005
25 0CT 2005
25 0CT 2005
25 0CT 2005
250CT 2005
250CT 2005
250CT 2005
25 0CT 2005
25 0CT 2005
25 0CT 2005
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Sample absence letter for a student with a five - period day period. Note that for a student with
AM/PM attendance, there would be no period data.

L

Dear Mrand Mrs Blake

Mr and Mrs Blake
9 Oceanic Court
SUBIACC WA 6608

West Coast District High Schoot

1120 Hay Road
PERTH Western Australia 6005

Telephone 9412 3456

Fax 9423 6980

12th Oclober 2005
1
_I

Re: Absence from school - Keira Blake Form: 8.1 Year: 8

Our recards indicate that this student was absent on the days indicated below.

Please provide the reason(s) for this/these absence(s) by contacting the school office or completing the tear-off
section and relurning it o the schocl as soon as possible.

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

Carl Best
Ferm Teacher

Day Date am pm Period Detail Reason for absence (please specify)
12 34 [

Mon 8 AUG 2005 U ;U I /

Tue 9 AUG 2005 U U uu uu u

Wed 10 AUG 2005 ! u o f/ joro-u

Thu 11 AUG 2005 H] U Uy -uyu - u

Fri 12 AUG 2005 u I N A

Keira Blake: 5 day(s) with absences
Form: 8.1 Year: 8

/_

Parent/Carer Signalture Date

Anendance Codes: /- Present, U - Absent {rause not established). X - Unacceptable Rezson, T - Truant, R - Reasonable Cause, Z - Suspended, E
- Educanional Activity. W - Withdrawn, M - Medical/Sick Bay. 1. - Late
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6.2 Absence Tracking

Lesson Attendance > Absences > Absence Tracking

The Absence Tracking function allows the user to generate a list of students who meet specific
absence criteria. Absence Tracking is accessed through the Absences window.

Absence Tracking

Thig Utility will enable you to print out a list of students who meet specified
sbsence criteria

Select the appropriate criteria and click OF to view the list of thoze students
matching the criteria

[ate Range

fom |2 FEB 2004

Select Students

Student / Ref Mo.

to  [15FEE 2004

|510 students selected &h

Cut-off

Half day absences cut-off |10 Cut-off determined by:

|M0re than ar equal to v |Unauthorised codes only W
|B_l,l half day count hd

T (o

The User will need to:

e Set the required date range. This can be done by either using the date selector at the end of
each of the date fields or can be keyed directly into the fields

e Select the students to be tracked by activating the Student Search function
e Set the cut-off criteria by keying in the half-day cut-off criteria, selecting from the drop down list,

|M|:ure that or egual to b

] [ E
Fewer than ar equal to

the operator

|E half day count v

e the form of the output required

e and how the cut-off is to be determined |Autharized & Unautharized codes

Authorized codes only

¥

CIVICa
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6.2.1 The Absence Tracking Screen - Details

The Absence Tracking details screen will default to sorting the list of students by surname. Clicking

on any of the column headings will change the sort order to ascending based on the column
chosen.

Absence Tracking

Absence Tracking (2 FEB 2004 - 2 JUL 2004)
Absence Selection: Students with 10 or mare Unautharised &bzences

Search Critena: Rall Statuz=Current

Fref Student Mame Year  Form | Approved  Authorized  Unauthorized  Total | Atend
4 Andrews, Rachael 1 11.1 0 1 10 1 54
9 Bandy, Tamara a a1 3 i} 10 10 68

All figures refer to Day Records for the Date Hange selected

Approved: The nurber of half day approved absences.

Authonzed: The number of half day authorized absences.

Unauthorized: The number of half day unauthorized absences.

Total: The total of half day authonised and unawthorized absences,

% Attendance: The percentage attendance [approved attendances count az attending).

The details screen will display the following information:

Absence Selection: The message will contain some of the criteria used in the selection process to
explain the screen output.

Search Criteria: This will display the criteria used in the Student Search to locate the required
browse set.

Print Report: This will generate a hard copy of the Absence Tracking detail window.
View Details: This will only be active when a student has been highlighted in the details window. It
will open the Student View window and default to “All days with absences” for the date range

previously set and display the period structure linked to that student’s year group.

Print Details: This will print the Student View for the selected student, showing all absences
between the dates specified. It will display the period structure linked to that student’s year group.
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6.3 Absences in Common

Lesson Attendance > Absences > Absences in Common
This functionality identifies other students who were absent when a selected student was absent.
This is based on a selected date with matching at the session or individual period level.

e “Absences in Common” is an item

B Absences

available in the Absences menu.

3

Instructions
It the right hand panel, there ' Absence Follow Lp
are a humber of icons with ' Absence Tracking
descriptive litles shawing which

functions are available. '

ez 1h Comman
' Continuous Absences
@ First Day of Absence
@ Future Sbsences

' Lates Follow Up

In order to start & function,
pleasze double click on the
required icon.

' Student Wiew
. Urresolved Absences

' Process Extra Students

e Clicking on Absences in Common. This will open the “Absences in Common — Select” window

Absences in Common - Select

Thig utility will report on any students who have any absences
in comman with the selected student, Only students with the
zpecified Abzence Codes and the zame Penod Availability

Structure will appear.
— |

Select student

Student / Ref Mo. |Brc-ad, Dale

Select options
Codes to be checked

D ate of Abzence

Find Students

/

ZENCES

Autharized Ab. ences
Unauthonsed and Authorized

SNmaH s

=B

” Cancel ]

&

Defaults to today’s
date

¥

Select one or

many codes to
report on

6.3.1 The Absencein Common - Select window

Select Student:

e Clicking on this icon will open the standard Student Find window.
e You can also select a student by entering the initial letters of the Surname, or the Student

Reference in the Name field.

e You can only select one student at a time.

Date
e Enter the date of Absence

CIVICa

IntegrisLessonAttendanceManual 06-Apr-20

Page 6-14
© 2020 Civica Education Pty Ltd



Codes to be checked

e Choose which codes you want to search on.

The Search

e When you click OK, the system first checks that the student you have selected does have the
selected code(s) in their record for the Date, either as a Session (AM/PM) code, or as a Period
Code.

If the student does have a valid record, then a second search is done:

e The system will only find students who have the same Period structure as the selected student.

e For each Session and Period code, where the code is included in the “Codes to be Checked”
selection, the system finds all the students who have a code from the “Codes to be Checked”
selection for the same Session or Period.

For instance, you have selected “Unauthorised” codes, and the selected student is absent on
Monday Period 3 with the unauthorised code “U”. The system will find all students who are
absent on Monday Period 3 with Unauthorised codes.

The found list is displayed in the Students in Common — Display window.

- x|

Students with sbsences in comman with: Dale Broad on Tuesday. February 10, 2004

Abzence Code(s] searched for: - Unauthorized Absences,

Dale Broad's absence details
Click on the Session and Period headess to filter the Other Students list by the Code displayed. Click on "Mame" header to unfilter.

Ref | Student “ear Class AM PM H P1 MwAB pd4 ph

12 iDale Broad ERLUR vy U IV | NI S S V)
Other Absent Students
Click on the column headers to sort the list. The list will also be sorted by Year Group
Fef | Student ‘Year Class &M PMH P1 Mw/AB pd p&
25 iMora Castle 10 mom oo
35 iChristopher Daviz 10 1001 & 0 i e i e u
42 iElaine Haven 10 LY U N P P W I W] ¢
81 iErenJewsl 10 1m0z i el i il u
107 Llames “Widnes 10 004 H O u
108 iCourtney Cox 10 1004 (0 i i EE I !

6.3.2 Absences in Common - Display Sorting the Other Students List

It is possible that there could be a large number of students who have absences in common with
the selected student. For this reason sorts have been put on the column headers that will allow you
to group the students for any Session and Period. When you click on the column headers, the list
will sort in Descending order, forcing any “Present” or other non-alphabetical codes to the bottom.
There will also be default sorts on Year Group and Name.

Filtering the list

When you click on the AM, PM or Period column headers of the selected student’s details, the
Other Students list will be filtered by whatever value is in that column.

Print

This will print the report based on the filtered and sorted list.
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6.4 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 meet the absence requirements as entered in the Continuous Absence window.

B Absences El
Instuctions
In the right hand panel. there ' Absence Fallow Up
are a number of icons with ' Abzence Tracking

dezcriptive titles showing which

: . Absences in Common
functions are available. '

' [Continon ces
In order to start & function, )
pleaze double click an the ® First Day of Absenc

required ican. @ Future Absences

' Lates Follow Up

' Process Extra Students
' Student View

' Unresolved Absences

6.4.1 To Generate the Continuous Absence Report

e After double clicking on the Continuous Absence function, the following window will open. The
screen will default to the current date, all Year Groups and minimum of two days absent on an
Unauthorised absence.

This utility will identify all the studentz who have had
penods of absence.

Students with daily abzences will be included in the list.

IF the ‘all day' option is selected, only full day absences wil
be included.

'ou can view the actual attendance record by selecting
the ztudent and clicking on "D etails".

Select:

From: | [IEEMELE
Upte: [11 OCT 2005
Year Group: |4l w

Finirurn number of days absent |_2

Only report on all day absences  [7]

Lizt Students who were:
ah an Unautharized absence
[1 on an &pproved absence
[ on an Authorised absence

[ ok H LCancel ]

e Set the From and Up to date range by either using the Date Selector and the end of each field
or enter the date via the keyboard.

e Click on the down arrow to choose a particular year group to report on or leave the default as
All to select all year groups for the school.

Year Group: |AII -
Finirnum num g &
10
Ligt Students 11
12 -
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e Set the Minimum number of days absent by highlighting the field and entering the required
number.

Minirnum number of davs absent |_3

If “Only report on all day absences” checkbox is checked, a subtitle will appear on the ‘Continuous
Absences’ window which will read ‘Full days absences only’. This will allow users to distinguish
between the two variants of the Continuous Absence utility.

Only report on all day abzences

e The last option is to check the type of absence/s to be reported. This area uses a set of check
boxes so a combination can be checked to generate the required report.

List Students who were:
an an U nautharized absence

an an Approved abzence
on an Authorised abzence

e Click on OK to view the list of students meeting the absence criteria:

Students with 1 or more days of continuous absences : 1 FEB 2005 - 31 MAR 2005
Full days absences only

Fieference Student Year Farr Absence Start Absence End Days

761 Wiilliett, Elizabatt 4 Fioom 4 9FER 2005 11 FEE 2005 3

7EE albert, Jackie 4 Foom 4 2FER 2005 2FER 2005 1

7EE Albert, Jackie 4 Room 4 T0FEE 2005 11 FEE 2005 2

204 Price, Tiffani 4 Room 4 4 FEB 2005 7 FEE 2005 2

204 Price, Tiffani 4 Room 4 11 FEE 2005 16 FEE 2005 4

a&1 Jones, Tim 4 Foom 4 10FEE 2005 10FEE 2005 1
’ Frint ] [E:-:polt ko File] ’ Detailz ]

The list will default to display the students in alphabetical order by surname. Any of the column
headers can be clicked to change the sort order. The date columns will display the start and end
dates for the longest period of absence that meets the criteria entered against the minimum
number of days absent.

e To view a student’s continuous absence data, highlight the required student and click on the
Details button. This will generate the version of the Attendance Summary report
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Absences during the date range: 2 Feb 2005

West Coast District High School
Students with 1 or more days of continuous absences : 1 FEB 2005 - 29 AUG 2005

to: 26 Apr 2005

Surname : Albert
First Mame: Jackie

Address

9 Marmion Drive

Finey Woods, VWA,
£999

Telephone : 9336 7005

Date of Birth © 18 Jun 1996

Form : Room 4

YWeeak % Attendance Mo | Tu (¥We | Th | Fr | Sa| Su|Total % %| Late
Ending Auth Unauth
4 FEB 2005 [ o qud - - 2 ooof 3333 O
11 FEB 2005 |[—— ol v judjud]-- ) -- 4 000 4000 0
18FEB 2005 | iy [ iv [ v [ v v -- ] -- o] 0.00 000 o
pFEpzsEEE | n [ [ [ nn]--]--] 0 ooof ooof o
P ——— T T R u] 0.00 000 o
IO ————— R N N o] 0.00 000 o
sMaR s nn [ [ n]--]--] 0 ooof ooof o
s mar 2o0s | iy | v v v --[--f-- ] 0o ooof ooof o
1apRo0s|EEE0) - v v [ v - -- u] 0.00 0oof o
gAPR 2005 |y [ v v v v -- ] -- o] 0.00 000 o
15 &PR 2005 [ Holidary -] - T T
22 APR 2005 | Holiday I e e R
29 APR 2003 - juuf--f--1--1--1-- 2 o.oof 10000 0

e The Print button will generate a hard copy of the on screen display:

Continuous Absence

¢0o0 Uu

Full days absences only

West Coast District High School

Students with 1 or more days of continuous absences :
1FEB 2005 - 29 AUG 2005

Ref Mo.  Student Form Year Absence Start Absence End Days
TE1 Williett, Elizaketh Roam 4 4 4 FEB 2005 11 FEB 2005 3
TER Albert, Jackie Room 4 4 2 FEB 2005 2 FEB 2004 1
TER Albert, Jackie Room 4 4 10 FEB 2004 11 FEB 2005 2
TER Albert, Jackie Room 4 4 26 APR 2005 26 APR 2005 1
a04 Frice, Tiffani Roam 4 4 4 FEB 2005 T FEB 2004 2
|04 Frice, Tiffani Roaoom 4 4 11 FEB 2004 16 FEB 20048 4
|04 Frice, Tiffani Room 4 4 26 APR 2005 26 APR 2005 1
261 Jones, Tim Room 4 4 3 FEB 2005 T FEB 2005 3
261 Jones, Tim Room 4 L] 10 FEB 2004 10 FEB 2005 1

2 Eecords Found
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6.4.2 Continuous Absences — Mail Merge Export

An Export facility is available in the Continuous Absences window to export attendance data so
that it can be used in Mail Merge software. A CSV or tab file can be produced which you can use in
documents of you own de

sign.
e Click on Export to File . The following window appears:

Select the Contact(s) to be included in the Export
) Parent/Guardian 1.
() &l marked as having Parental Fesponsibility.
() &l marked as Farnily Mail Marker.
) Parent/Guardian of ...... [with Student Addresz]

File Options
P () CSY format

[ Expart Header row. () Tab delimited format

| Ewport |[ Cancel ]

The Continuous Absence Export window

Select the Contact to be included in the Export

Select which type of Contact you would like to be included in the file. If you select “Parent/Guardian
of” every exported record will include this text in the Contact Surname field.

When you click on “Export” the Omnis file path window will open, allowing you to change the file
name and file path if required. Click on “Save” to complete the export.

Student Fields exported
These will be the same fields that appear in the Continuous absences window, i.e. Reference,
Student First Name, Student Surname, Year, Form, Absence Start, Absence End, Days

Contact Fields exported

Contact Title, Contact Initial, Contact Surname, Contact Address1, Contact Address2, Contact
TOWN, Contact County, Contact Post Code, Primary Contact Number (this is the number as
denoted by the ‘red telephone’ icon in Student Details).

Continuous Absence Export File options and defaults

e Export Header row - If this is selected the first row of the export will contain all the headers as
defined below.

e Format: If CSV is selected, the “Save as Type” shown on the File Path window will be “*.csv”.
If “Tab delimited” is selected, the “Save as Type” shown on the File Path window will be “*.prn”.

e File Name: This defaults to “AbsenceExport”.

e File Path: This defaults to the pathway set up in General > Control > Preferences > Paths >
Export directory. If no directory is set up, the file path defaults to your Integris directory.
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6.5 First Day of Absence

Lesson Attendance > Absences > First Day of Absence

B Absences §|

Instructions
It the right hand panel, there ' Absence Follow Lp
are a number of icons with ' Ahbzence Tracking

descriptive litles shawing which

- . Abzences in Common
functions are available. '

. Continuous Abrences
In order to start & function, — "
pleage dpuble click on the S e
required icon. & Future Absences
' Lates Follow Up
' Process Extra Students
. Student View

' Urresolved Absences

This function will list those students who have an unresolved absence recorded against them for
the date and session specified (i.e. AM or PM session). By default the previous session can be up
to 7 days prior to the selected date. The Year Group field automatically defaults to All, but the user
can choose any year group from the drop down list.

All those students who are absent (with an unauthorised absence code) in the selected session but
were present in the previous session are identified. The report includes contact details for carers
of these students.

By default the search is for students who were marked as present on the previous session. This
can be adjusted to include approved absences, authorised absences and/or unauthorised
absences.

The students identified are presented in a list. The user can print the list of students and their
contacts, or call up the contact details for the student as displayed in the Student Emergency
Contact window.
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6.5.1 To Generate the Parent/Carer List on First Day of Absence

This Report can be accessed from Lesson Attendance > Absences > First Day of Absence.

Parent/Carer, List on First Day of Absence

Thiz utility will ligt all the students who are abzent with an
unresolved code on the zelected sezsion, together with their
Parent/Carer details.

The ligt can be filtered according to their Attendance code
on the previous seszion,

Select:
EER| 10 OCT 2005

Seszion: [P W
Year Group: | Al i

Search back ’?_ daysz to check previous attendance

List Students who, for the previous session, were:

Present or Late

[]on an &pproved abzence
[] on an Autharised absence
[] on an Unauthorised absence

[ ak ” Cancel ]

Without changing any settings, this report will list all students who have been marked as absent in

the PM session for the date specified but who have been recorded as present in the previous
session i.e. the AM session of the same day.

e The Year group can be filtered to choose a selected year group in the school or use the default
All.

ear Group: | Al “
iearch back g sk
10

i
izt Studentz(12 Ev

e Select the options for listing students in the report by checking the required box/es.

Lizt Students who, for the previous seszion, were:

Prezent

[J on an Approved absence
[ on an Authorized abzence
[] an an Unauthorised sbsence

The default is to list students who have been marked as present in the session previous to that
specified in the “Select” area of the window. Any combination can be used in this section to
generate the report but at least one box must be checked.

e Clicking on Ok will generate the list of students listing their form, previous and current code

based on that date and also the parent/carer name and telephone number.
The list can be sorted by clicking on the relevant column header (except Phone and Mobile)
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ParentfCarer List on First Day of Absence

Parent/Carer List on First Day of absence for: 8 AUG 2005 - AM

Previous Code based on: |5AUG 2005-PM  unless otherwise indicated

Reference | Student Farm Previous Code | Cument Code  Parent/Carer Fhaone tahila

9 Bandy, Tamara 81 ! i Dir & Bandy 9221 3124

14 Bizhop. Alecia a1 ! ] bdrz b Bizhop 92221113

16 Blake. Keira a1 ! o] brz L Blake 9221 6324

20 Batt, Lara a1 ! o] bdrz ' Bott 922233

< >
Frirt ] [ Contacts ] ’ YWiew Details

The Previous Code column is populated with the code based the selection screen.

el an Spproved abzence
[ on an Authorized absence
[J on an Unauthorized abzence

Note: The previous session is normally the previous afternoon, but may be the morning of
the previous day. If, when looking for the previous code for a student, there is none found,
the system will look back through the records until it finds something. It will look back for

the number of days selected by the user. If no Previous Code is found, the Student will
appear with the Previous Code “n/a”.

The current code assists the user to determine if the pupil is absent or if they simply have not been
marked (for whatever reason).

Note: The current code is used to prevent users phoning up parents whose children are in
school but they have not been marked.
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e Click on Print to generate a hard copy of the current screen:

Absence List

#00W

West Coast District High School
Parent/Carer List on First Day of absence for: 8 AUG 2005 - AM

Previous Code based on: 5 AUG 2005- PM unless otherwise indicated

Ref No.  Student Form Prev. Code  Curr. Code  Parent/Carer Phone Mobile
9 Bandy, Tamara 8.1 i U Dr A Bandy 9221 3124
14 Bishop, Alecia LR ! U Mrs M Bishop 92221113
16 Blake, Keira LR ! U Mrs L Blake 9221 6324
20 Batt, Lara 8.1 i U Mrs W Bott 9222 3334

4 Records Found

e Highlight a student in the list and click on Contacts. The student’'s Emergency Contact details
are displayed.

Emergency Contact

Alecia Bishop (14) Year8 Form 8.1
Female [rate of Bith 18 JUN 1932 Age 1351 3 Mths
Contact Mo: 0 E] E] Doctor / Medical Practice
Mame: Mre Bighop [Mother] Dir bargaret Crigp
Address 122 The Avenue, ‘westPoint Medical Centre

Jolimont, L

sy [ Permizsion to call Doctor

E013 [ Permission to administer First Aid

Address 18 Hay Street
WEST PERTH ‘wi& 6008

Salutation Mrz Bishop

] 92221113
Tel 1 92221113

Tel 2

Mabile Tel 1 9221 2415
Fa Tel 2 9221 6544
E-ai Fax 9330 8652

Medical Description Emergency Procedure
Yizion impaired Short-sighted - wears glasses in class.

e When you click on the View Details, the Student View window for the selected student is
opened.

e You can also double-click on the student to open the Student View window.

Student View

Student Selection [rate Range
Showw (%) Absences that require follow-up fram
) &l days with bsences and Lates o o ALIG 2005
) Al days
Student / Ref No. |»’-‘«Iecia Bishop & Q Current Code |.f5.bsent [cause not established) |
Alecia Bishop 818.1 U
Day AMPM || 1| 2| B| 3] 4] L| & Codes
Mo, Bth AUG 2005 uf A gyuu u|/ / !
bt
T
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6.6 Future Absences

Lesson Attendance > Absences > Future Absences

This feature of Lesson Attendance provides a function to allow the entry of known absences in the
future within the current School Year. This enables schools to maintain data on absences such as
planned excursions, suspensions and sports activities. Future Absence records can be set up prior
to the start of the attendance year.

When daily lesson attendance records are created, if there is a Future Absence record for the

student then the attendance code in the future absence record will be used for both the periods
and the sessions.

6.6.1 View Future Absences

e Click on Absences in the Lesson Attendance side bar.

e Double click on Future Absences in the Absences window. This opens the Future Absences
window.

x|
AT rail
- Future &bsences

Ref Ma| Student Mame “Year| Form Start Date End date Code | Expired| Periadz Comment
399 Zolter-Albert, Jennifer g 84 25 WOV 2006 - Ak (5 DEC 2006 - PM R Halidays: «
15 Srnith, Cameron 3 iRoom3 31 JAN 2007 - A (2 FEB 2007 - PM R Farmily he
380 Smith, K.ane 12 1121 31.JaN 2007 - Ak 2 FEB 2007 - PM R Farmily he
823 Lesley, Codie 7 Room?7 i5FEB 2007-AM GFEB 2007 -PM E Year 7 di
a13 F.oehler, Bronzon 7 iRoom 7 5FEB 2007 - &M (BFEB 2007 - PM E Year 7 di
8962 Hardley, Todd James 7 iFAoom 7 5FER 2007 - Ak B FER 2007 - PM E ‘Year 7 di
45 Gray. Sebastian 7 iRoom 7 R FER 2007 - AM 6 FEB 2007 - P E Year 7d
805 Goddard, Tim 7 Room?7 i5FEB 2007-AM EFEB 2007 -PM E Year 7 di
a4 Etheridge, Kirsty 7 Room?7 :5FEB 2007 -AM (GFEB 2007 - PM E Year 7 di
)| Dudney, Jerna 7 Room?7 i5FEB 2007-AM EFEB 2007 -PM E ‘Year 7 d
821 Davids, Chelsea 7 iRoom?7 (SFER 2007 -AM (EFEB 2007 - PM E Year 7
875 Arrowesmith, David 7 iRoom?7 (5FEB 2007 -AM (EFEB 2007 -PM E Year 7 di
774 Brown, Lana 7 iRoom?7 (5FER 2007 -AM (EFEB 2007 - PM E Year 7
)| Michols, Tanwa 7 Room?7 :5FEB 2007 -AM (EFEB 2007 - Pk E Year 7 di
827 Sirtar, Ellen 7 Room?7 i5FEB 2007-AM GFEB 2007 -PM E ‘Year 7 di
860 Smith, Thy 7 Room?7 i5FEB 2007 -AM GFEB 2007 - P E Year 7 di
a7 Taylor, Cass 7 Room?7 i5FEB 2007-AM EFEB 2007 -PM E Year 7 di
765 Ward, Guy 7 iRoom7 (5FEB 2007 -AM (GFEB 2007 - PM E Year 7 di
798 ‘whard, Simon 7 Room?7 i5FEB 2007-AM EFEB 2007 -PM E Year 7 di
20 Bott, Lara g 81 16 MAR 2007 - &M 16 MAR 2007 -PM . E Youngle
1‘n|1 bd et Aimas a inA 1B hAAR N7 . AR HE m\nl N7 Pk P F Yow .nf

Purge Expired Records | LClose |

At the top of the window is a tool bar:

Filter Show/Hide

Future Expired
Absence Records
s List button Delete
o | A Selected
S
Absence

Print \\Records button

Future Add Future

Absences Absence

List button Records
button
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The Future Absences window displays Student Reference Numbers, Student Names, Year, Form,
Start and End Dates, Absence Codes, whether the absence record has expired, and recorded
comments.

If a student changes Form group before the date of the absence, the discrepancy will be reported
when creating daily records for the day of the future absence. The user has the option to
include/discard the Future Absence entry for the student.

\?/ Chelsea Davids has changed Farm since the Future Absence entry was made. Do yvou still want bo inchude the Future

Absence entry For this student?

6.6.2 Adding Future Absences
To add records of absences anticipated for dates later than the current created daily records

e Click on the Add Future Absence Records @ This opens the Future absences — Add window
and defaults to the Future Absence - Basic Settings option:

[ ]
Future Absences - Add
Students Future Abzence - Basic Settings
Ref Mo | Sumame First M ame

From |13 OCT 2005 @i OPM
ntl |13 0CT 2005 AW (3 P
Use Advanced Settings

Attendance Code
R - Reasonable Cause w

Comnent
[]Keep data on saving ’ Sawe ] ’ Exit ]

Future absences can be added using the Future Absences — Basic settings option (default) or
Future Absences — Advanced settings

Future Sbsence - Basic Settings rFuture Abzence - Advanced Settings

From [4 DEC 2007 Until [4 DEC z007
13 OCT 2005 R @i OPM
flery M Mon [ Tues [~ Wwed [~ Thur [T Fi

Until |30 MOy 2005 A (B PM
Al eek |

O aMonly " PMonly  Aldsy Periods |

Usze ddvanced Settings |Jse Basic Setings |
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Future Absences — Basic Settings

e Click on Find students ﬁl to select the students for whom you will enter future absences. As
the button is highlighted when the window opens, you can simply press <Enter> to open the
Student Search window.

¢ Find and select the require student/students:

Student Search

W <

General IParameters ] Dates ] Address ] Other l [iln]} l T Setz/Coharts l

Surname/Fef. Mo, l— Roll Status ’Current—v
Prefermed Mame l— ear Group . -
First M ame l— Farm g v
Legal Surname House

Group Type

Group

Contact Surname

Global Mame Search Terms in School
(=) Mot 5pecified
(3 Mare than

| () Less than

() Equal to

|AII Mames (Exchuding Histary) W

T

[ Show Inactive Parameters in Dropdown Lists [

Find || Close |

The students will be listed in the Future Absences — Add window:

Students

Ref No

Surmame
Albert

(=) 2

Farmer

Users are able to enter absences for a date range, for multiple students, and be able to specify,
within that date range which days or time of day the student will be absent.

e <Tab> to the From field to enter the start date for the absence. Select the date of the first day
the student/s will be absent. You will need to indicate whether the absence begins in the
morning or the afternoon of the selected date. See section 5.3.1 for information on entering
dates.

e <Tab> to the Until field to enter the date of the anticipated end of the absence. Select the date.
You will need to indicate whether the absence begins in the morning or the afternoon of the
selected date.

e <Tab> to the Attendance Code field and use the keyboard to enter the appropriate attendance
code for the absence, or select a code from the drop-down menu.
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e <Tab>to the Comment field and add a comment (optional).

Future Abzence - Bazsic Settings

From |13 MY 2013 @aM OPM
Unti |13 May 2013 QM @PM

Usze Advanced Settings

Attendance Code

Un: table

R - Reasonable Cause
E - Educational Activity

b - Medical/Sick Bay

C - Cultural/R eligious w

[ Keep data on saving [ Sawve ] [ Exit

Attendance Codes available for use in Future Absences are as Follows:

X — Unacceptable reason
R — Reasonable Cause

E — Educational Activity

M — Medical/Sick Bay

C — Cultural/Religious

N — Notified as Sick

V — Authorised Vacation

K — Unauthorised Vacation

To keep the data displayed for further future absence entries, click the Keep data on saving
check box. To clear the fields after saving, do not click the check box.

[v Keep data on saving
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Future Absences — Advanced Settings

This screen is more flexible in allocating Future absence and

Click on Use Advanced Settings

Future Absences - Add

[ Ilze Advanced Settings

[ Students

Ref Mo | Sumame Firgt Marne

H

rFuture Abzence - Advanced Settings

. The following is displayed:

™ Mon T~ Tues

Al wWeek |

M wed ™ Thu

Fram [4 DEC 2007 Until [4 DEC 2007

™ Fi

£ AMonly  PMonly G Aldsy Periods |

Uze Basic Settings |

Aftendance Code

R - Reazonable Cause

Comment

=l

=

[

™ Keep data on zaving Save |

Est |

The user has the option of selecting specific days for the date range selected. The days that
appear here will be based on the days selected in the Timetable Cycles function.

e Click in checkbox next to the required day/days.

Or

e Click on All Week to propagate the checkbox for every day.

rFuture Abzence - Advanced Settings

From [& NOY 2007 Until [4 DEC 2007

¥ Mon

W wed [ Thur

W Tues ¥ Fii

C AMonly © PMonly @ Alday Periods |

Uze Bazic Settings |

-

There are four options for the part of the day that the future absence will take place.

e AM only
e PMonly
e All day

e Or Periods

e For AM, PM or All day click on the required radio button.

) AM anly () PM orlly

e For Periods click on the

(1 Al day
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The following will be displayed:

| rﬁ Sesziong

e Click the Add Periods List button [

The Select Periods window will be displayed: Users can then select the periods for which the
student will be absent e.qg.

Select the periods for which Select the periods for which
the student will be absent the student will be abzent
FA | CH [
1 1
||: 2 r:z
B B
3 3
4 4
L VL
] ¥ 5
Ok | Cancel | QK | Cancel |

e Click OK

WA Notes: The Select Periods window will show the maximum number of periods available
for the selected student and date. That is, if a student is timetabled in two Timetable
Cycles, then the period structure that is shown is the one from the Cycle that the student
has the most timetabled periods defined for the particular day.
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e <Tab> to the Attendance Code field and use the keyboard to enter the appropriate attendance
code for the absence, or select a code from the drop-down menu.

e <Tab> to the Comment field and add a comment (optional).

“Future Absence - Advanced Settings

Fiom [4 DEC 2007 Urtil [4 DEC 2007
M Mon W Tues [ wed [T Thur [ Fii

All'eek |
|5 @l Sessiong |
Llze Basic Settings |

Attendatice Coda

E - Educational Sctivity ;I
Comrment

Fehearsal For Music Production ;l

Save | E xit |

To keep the data displayed for further future absence entries, click the Keep data on saving
check box. To clear the fields after saving, do not click the check box.

v Keep data on saving

CIVICa

IntegrisLessonAttendanceManual 06-Apr-20
Page 6-30
© 2020 Civica Education Pty Ltd



Saving Future Absences

e Click Save il to save the data. A message is displayed:

Information

Future Absences have been saved down,

The data will be saved for all students listed in the window.
e Click OK or Press <Enter>.

If you checked the Keep data on saving check box you will now be able to enter further data
using the saved Students/Future Absence data.

If a future absence record entered clashes with a record already entered, a message appears
advising the user that there is a clash. The user has the option to save the new entry and delete
any previous entries that clash or to opt not to save the new entry.

In Future Absences — Basic Settings mode the following message displays:

Penelope Allen is already marked as absent from 13 OCT 2005 - AM ko 14 OCT 2005 - PM
Do ywou wank ko save the new entry and delete any previous entries which clash?

In Future Absences — Advanced Settings mode the following message displays:

Far Frank Bishop clashes have been detected.
If wou continue, all current Future Absenses which clash will be replaced with the new Future Absences,
Do ywou want to replace the Future Absences For this student?

[ es §|[ Ha ]

e Click Yes to overwrite the old entry with the new or No cancel the future absence entry for
each student in the browse set.

e Click Exit to close the window. The future absences will now be displayed in the Future
Absences window.

When changes are made to a student’s record by clicking ‘Yes’ to replace previously entered future
absences the following message appears:

During the Future Absence Add process there were changes to some students’ recards |
& log showing the alkerations may be found at CAKEYS ASSORTEDWEYS For manualsiKEYS For Lesson
2,42, 00\ INTEGRISFukAbsErrors, txt,

Would you like to view this now

[ owes [ Mo
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B Future Absences il
G L HLT
r Future Absences
ef Mo | Student Mame “'ear| Fom Start Date End date Code | Expired| Periods Comment
oo Allen, Tamara 2 iRoomZ (28 MAR 2007 - AM 28 MAR 2007 -PMi E SciTechE «
45 armber, Kyle 2 iRoomZ (28 MAR 2007 - AM 25 MAR 2007 -PM: E SciTechE |
75 Arrowsmith, D avid 7 iRoom 7 SFEB 2007 - AM {6 FEB 2007 - PM E Year 7 de
4 Bizhop, &lecia g 81 4DEC 2007 - &4k 14 DEC 2007 - PM E Fehearsal
] Bott, Lara g 81 16 MAR 2007 - 40 116 MAR 2007 -PM | E Toung lea
74 Brown. Lana ¥ iRoom Y SFEB 2007 - AM (6 FEE 2007 - PM E ear 7 dey
22 Canchi, Cherie Ann 2 iFAoom2 (28 MAR 2007 - A28 MAR 2007 -PM: E SciTechE
21 Davids, Chelzea 7 iRoom 7 SFEB 2007 - AM {6 FEB 2007 - PM E Year 7 de
55 Davies-Slate, Candice 2 iRoom 2 28 MAR 2007 - AM {28 MAR 2007 -FM ¢ E SciTechE
9E De Jong, Sebastian 2 iRoomZ  i28 MAR 2007 - AM 28 MAR 2007 -PM: E SciTech E—
08 Dear, Troy 2 iRoomZ (28 MAR 2007 - AM 28 MAR 2007 -PMi E SciTechE
Kl Dudney, Jenna 7 iRoom 7 S FEBR 2007 -AM B FEB 2007 - PM E Year 7 dey
41 Etheridge, Kirsty 7 iFoom 7 S FER 2007 - AM B FEB 2007 - PM E Year 7 des
44 Fawa, Krystal 2 iFoomZ 28 MAR 2007 - AM 2B MAR 2007 -PM: E SciTech E
05 Goddard. Tim 7 iRoom?y (GFEB 2007 -AM i FEB 2007 - P E Tear 7 des
95 Gray. Sebastian 7 iRoom Y SFEB 2007 - AM 6 FEB 2007 - PM E Year 7 des
59 Green, Thy 2 iRoomZ (28 MAR 2007 - AM 28 MAR 2007 -PMi E SciTechE
62 Hardley, Todd Jarmes 7 iRoom 7 S FER 2007 -AM B FEB 2007 - PM E Year 7 des
13 K.oehler, Branzon 7 iFoom 7 5 FEB 2007 - AM {6 FEB 2007 - PM E Year 7 de
2 Lesley, Codie ¢ Room/  BFEBZ007-AM  EFEBR 2007 - PM E Tear  dey
e T mis T iDeaea D 00 RAAR AT . Abd PO hAAR orlrn?_m.qs 5 EQniTnnln_PEILI
Purge E=pired Records | Close |

To view more data in any of the columns, place the cursor over the edge of the column header until
the cursor changes shape. Drag the column header to the required width.

6.6.3 Sorting Data in the Future Absences window

To sort the data in the Future Absences window
e Click on the column header for the field by which you wish to sort the data. For example, to sort

by student surname, click on the column header “Student Name”

B Future Absences

) | Student Mame I

]

e 5B 4L
Future &bsences
Ref Mo | Student Mame
28 Butter, Daniel
28 Butter, Daniel
28 Butter, Dramiel
28 Butter, Damiel
28 Butter, Dramiel
28 Butter, D atiel
28 Butter, Daniel
K| Carless, Matthew
33 Cartwright, Matthew
B2 Churn, Mara
] Coles, Awana
6.6.4

Edit Future Absences

Year Form

10
10
10
10
10
10
10
8

8
B
8

103
103
103
103
103
103
103
a3
a3
Room B
gz

Start Date

10 NOY 2005 -
15 NOY 2005 -
17 NOY 2005 -
22 MY 2005 -
24 MO 2005 -
29 MOV 2005 -
1DEC 2005 - AM
1DEC 2005 - A

1DEC 2005 - AM

B NOV 2005 - P

Prd
Prd
P
P
PM
Prd

21 NOv 2005 - AM

End date

B KON 2005 - PM

10 MO 2008 - P
15 MOW 2008 - Pk
17 MOV 2008 - P
22 MOV 2005 - PM
24 MOV 2005 - P
29 MOV 2005 - PH
1 DEC 2005 - PM

1 DEC 2005 - PM

24 MW 2008 - Pk
1 DEC 2005 - PM

Code | Expired Comment

mmmmmmmmmmm

Fiehearzal for Musica A

Rehearsal for Musica
Rehearsal for Musica
Rehearsal for Musica
Rehearsal for Musica
Rehearzal for Musica
Fiehearsal for Musica
Scitech Excursion
Scitech Excursion

1 B Rotthest Camp
Scitech Excursion

The ability to edit details in the list of saved future absences is available by selecting the edit icon

in the Future Absences window. &
e When you click on this icon, or double-click on an individual student, you will open up the
Future Absence Edit window.

e Multiple records can be edited provided they have the same time periods and attendance
codes
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The Future Absence edit windows for an individual or multiple students.

Future Absence - Edit

Future Abzence for

Albert, Jackie
4 /Room 4

Detailz

3DEC O PH
Until T4 DEC 202 AM @ PM
Attendance Code

|V-Vacation E
Camment

Farnily Holiday

[sme ] |

E xit

Future Absence - Edit
Future Abzence for

12 selected students

3DEC @ AM P
Untl |3 DECZ2MZ AW @) PM
Attendance Code

|E - Educational &ctivit E

Camment
85CI_1 Scitech Excurzsion

| Save || E xit |

This window opens with the current Future Absence settings for the selected student.

Make all the required changes and press “Save” to save these changes.
If you click on Exit without first saving, no changes will be made to the Future Absence record.

If multiple records have been highlighted, and the records do not all have the same time period and
attendance codes, the following message will appear when you click on the edit icon

Warning

@B You can only edit multiple records that cover the same time period and

LW havethe same attendance code.

X5

6.6.5 Filtering the Future Absences List

This function enables users to view selected future absences records.

Click on the Filter Future Absence List button '® . This opens the Filter Future Absences

window.

Enter the criteria by which to search, for example you might be searching for all future
absences for Form Group “10.1” between the 01November and 04 November:
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Filter Future Absences

Select Filkers
Student M ame I—
Reference I—
Vear M
Farm hds -

Attendance Code I»’-‘«II < I

Camment

Date range
fram ta
| 25 NOW 2005 |4 DEC 2007

Apply Filter I

LCancel

e Click Apply Filter . The selected students will be displayed:

i Future Absences

0 &G B|S LT

i Future Absences

Ref Mo | Student Name

Start D ate

End date

Code | Expired| Periods

g 8 R
339 Zoler-albert, Jennifer g 84 28 MAR 2007 - AM 30 MAR 2007 -PM: R Farnily he
376 Thame, Chanton g 81 23 MAR 2007 - AM 23 MAR 2007 -PM i R Haoliday
20 Bott, Lara g 81 16 MAR 2007 - AM 16 MAR 2007 -PM E “foung le
13 Medrthur, Aimes g 81 16 MAR 2007 - &M 16 MAR 2007 -PM: E ‘oung le
39 Zaler-albert, Jennifer g 84 25 WOV 2006 - AM (5 DEC 2006 - P R Halidays

| |

of
Cloze |

to clear the list and revert to the list of all future

Purge Expired Recordz |

e Click the Clear Filtered Selection button
absences.

6.6.6 Printing a Future Absences List

To print a list of recorded future absences:
e Click on the Print Future Absences List button. @

e Select the printer destination.
e Click OK.
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6.6.7 Viewing and purging expired absences

Once future absences have been incorporated into the main data files (on creation of Daily
Attendance records) and their end date has been reached, the future absence records will be
marked as expired. Expired absences records are identified in the Expired column of the Future
Absences window.

e To view expired absences click the Show/Hide Expired Absences button. 3

W Future Absences: Including Expired Absences 5[

e G 8|S LT

r Future Absences
Ref Mo | Student Mame “ear| Form Start Date End date Code | Expired| Periods Comment
7ES Tep, Jozh E iFoomE 21 WOV 2005 -AM 24 NOV 2005 -PM: E wES 6 Rott .
TE3 Richards, Mazan £ iRoomE 21 WOW 2005 -AM 24 NOW 2005 -PHM: E YES 1 6 Ratt
ah4 Murphy, Tamara E iRoomE 21 WOV 2005 - Ak 24 NOW 2008 -P : E YES 1 B Rott
a0 Mills, M ark. E iFAoomE 21 WOV 2005 -AM 24 N0V 2005 -PM: E wES 16 Rt
il Luck, Martin E iFAoomE 21 WOV 2005 -AM 24 N0V 2005 -PM P E wES 1 6 Rt
7RI Lawtan, F.athering £ iRoomE 21 WOW 2005 -AM 24 NOW 2005 -PHM: E YES 1 6 Ratt
730 Baker, Reuben E iRoomE 21 WOV 2005 - Ak 24 NOW 2008 -P : E YES 1 B Rott
a2 Barbour, Ross E iRoomE 21 WOV 2005 - Ak 24 NOW 2008 -P : E YES 1 B Rott
855 Bom, Tanya E iFAoomE 21 WOV 2005 -AM 24 N0V 2005 -PM P E wES 1 6 Rt
7E2 Chimn, MNara B iRoomB 21 NOV 2005-aM 24 NOV 2005 -PM i E YES 1 6 Ratt
A7 Fllard Kate F iRanm PR MM 2O0R - Ak A MO PONR - P F “'FG “'r K Rtk

e To delete records that have expired press the Purge Expired Records button.
Purge Expired Recordz

e To hide expired absences press the Show/Hide Expired Absences button. 3 .

The window opens with Expired Records hidden.

6.6.8 Deleting Future Absence Records

There will be occasions when future absences that have been saved will need to be deleted, e.g. if

a school excursion has been postponed/cancelled.

To delete selected records:

e Highlight the record/s to be deleted. To select more than one record, hold the <Ctrl> key and
click on the records.

0GB ALE|

r Future Abzences

e Click on the Delete Selected Absence Records button. E

Click Yes to confirm that you wish to delete the selected record/s.

Ref Mo | Student Mame ‘rear| Form Start Date End date Code | Expired| Periods Comment
a6E Allen, Penelope 12DE £ Suzpend «
a00 Allen, Tamara 2 2 E SciTech
346 Amber, Eyle 2 Room 2 E SciTech
ara Arrowsmith, D avid 7 ‘Room? BFEE 2007 -AM i FEB 2007 - PM E Year 7o
Bizhop, &lecia g 81 4DEC 2007 -AM (4 DEC 2007 - PM E 5 Rehears.
Batt, Lara a8 81 16 MAR 2007 - A 116 MAR 2007 - P E Yaung le
Brown, Lana 7 ‘Room 7 A FEE 2007 -AM  :E FEB 2007 - PM E Year ¥ di
Caonchi, Cherie &nn 2 iRoomZ (28 M&R 2007 -&4M{28 MAR 2007 -PM i E SciTech
L avi helzea 7 iFoomy iGFEB 2007 -AM (6 FEBR 2007 - PM E fear 7 od
) e, Candice 2 Hoam 28 AR 2007 - A 28 MAR 2007 E Scilech
iDe Jong, Sebastian 3 MAR 2007 -PM: E
iDean. Trow {28 MAR 2007 - &M 128 MAR 2007 -PM | E iSciTech
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6.7 Import Absences XML File

The Import Absences XML File function allows the user to import attendance data from an
appropriate import .xml file that has been created through an external application.

The import process identifies the school from a value within the file. The identifier is the four digit
school code.

The data imported includes

¢ Information to identify the student (Student Reference Number)
e Date or dates of absences

e Sessional absences for each applicable date (e.g. Period 1, Period 2, Period 3 etc.) or half
day absences if Timetable or Secondary structure is not in use

o Data based on existing Absence Codes (U, X, R, T, E, M, L, C, Y, N and V as well as the
Present Code /')

e Comment (Reason for absence) if available.
6.7.1 Validation Rules

A check is built in to ensure the Daily Records have been created before importing data. If Daily
Records have not been created for the dates of any absences in the import file, then the import
routine triggers the creation of Daily Records up to and including the current date. The import
checks the school diary and only imports data up to and including the current date for any open
day as displayed in the School Diary. If data is entered for a closed day a warning message
advises the user to review the import file and correct the problem in either the import file or School
Diary before the import can proceed.

Any Z (Suspended) or W (Withdrawal) codes found in the import file are ignored. Z and W codes
can only be entered / edited through the Behaviour Module.

Any codes found in the import that do not match the current set of attendance codes as set by the
Department are written to an exception report.

A log report is produced displaying any code that has been updated to another code, provided the
original code was not the Present Code. The report provides the previous code, new code and
date and time changed.

The import process does not require the data file to be in Single User Lock and any user who
triggers the import receives notification of all validation/warning/log messages and reports.

All log files and exception reports are saved to the Outbox.
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6.7.2 Import Absences XML File
Lesson Attendance>Absences>Import Absences XML File

Bl Absences rz|
Instructions
In the right hand panel, there . Absence Follow Up
are a number of icons with . Abzence Tracking

descriptive tithes showing which

- f Abzences in Common
functions are available. '

' Continuous Absences
In order to start a function,

please double click on the ' First Diay of Absence
required icon. . Future Absences

' Lates Follow Up

' Process Extra Students
' Student Wi

. Unresolved Absences

e Double Click on the Import Absences XML File option

Import Absences XML File

Lookiri | £ INBOX v Q2 E
_. 4 l‘_é’. Laabsences_5589_20121214_1320
2? l‘_é’. Laabsences_5589_20130307_1320
MyRecent || LAAbsences_S585_20130311_1820
Documents |22 LAdbsences_5589_20130319_1720
Desktop

o,
My Documents

My Computer

File name: | b | [ Open l

M_l,lNetlwork Files of bype: |"_me vl ’ Cancel ]

e Double click on the required file

The default path on opening this window is the Import Directory as defined in

General>Control>Preferences>Paths.

Feports l Advanced ] Exparts I Sibling Management l Drrives l
General ] Security Paths l Defaults l emdail / Wweb / Login l Year Groups l

Directory Image Path
|K:'\KEYS\INTEGRIS\PHDTCIS\ (=%

Irport Directany
UNTEGRIFUMEB O

S PG

CIVICa

IntegrisLessonAttendanceManual 06-Apr-20
Page 6-37
© 2020 Civica Education Pty Ltd



6.7.3 Filename Convention

The expected file name will be of the format:

Character Text Notes

1-10 laabsences Any case will be acceptable

11 _

12-15 <School Number> | School humber for the importing school, as defined in
Integris > School Details.

16 _

17 -24 Date of export <YYYYMMDD> e.g., 20130114

25 _

26 -29 Time of export HHMM (24hr time) e.g. 1330

30-33 Xxml .Xml extension

The warning message appears if any of the following are true:

e The first 10 characters text of selected import file is not: ‘laabsences’.
e The import file does not have an ‘xml ’extension.
e The import filename is not 29 characters in length, (excluding the .xml extension).

Warning §|

The selected file is not a walid Absences import file,

If the school number in Integris > School Details does not match the 12" to 15" characters of the
import file then the following message appears:

The %ML file selected contains a different destination identifier to that of wour school,
Please check that yaur Schaol number is correctly entered in school details,

If either of these messages appears the import stops at this point.

6.7.4 Previously Imported File

When an absences import file is selected for import and that file has been previously imported then
the following message will appear

Information

\‘:j The selected absences import file has previously been imported,
-

Do you want to continue with the import?

The import stops if No is selected. The import will continue if Yes is selected.
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6.7.5 LAAbsences XML File Structure Validation

If the selected import file has the correct filename format, then the import process continues to
check the structure of the file. If the structure does not comply with the structure defined in Section
6.7.6 then the import routine displays a Warning message:

Warning

The selected import file does not have the correct <LAfile> <Header> Absences XML structure,

The import will stop at this point once the user clicks OK.

6.7.6 LAAbsences XML File Business Rules

Business Rules

e |[f the name in the <DocumentName> does not match the text “Student Absences Transfer
File”, (case insensitive), then the following message will appear and the import will stop.

The selected import file does not have the correct Absences XML structure, <DocumentMame = bext is not *Student Absences Transfer File',

e The Import Absences XML Import will only import absences for the current attendance
year. If the value in the <Year> tag does not correspond to the year for the latest ‘Created
Up To’ date shown in Lesson > Parameters > Create Daily Records then the following
message appears: (2012 text taken from an import file).

Warning

The Year: 2012 in the header section of the impart does not match the current Lesson Atkendance Year.

absence records can only be imparted for the current attendance year.

e If a user has already imported a file with a later Date and Time stamp (characters 17 to 19)
than the selected import file then there is the possibility that absences could over-write
changes already imported. This could be the case for different dates or different times for
the same date. If this is the case the following message appears:

Warning X
c:/ A more recent import file has already been imported than the selected file.
&
Are you sure you want to import this file.

Please re-import all later LA absences files if you choose to carry on with the import.

(L ves [ w |
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e The attendance code for the corresponding session in the lesson attendance module will
always be updated to match the absence code for that date and period in the import file.

e For example the import file contains a whole day absence for Monday 11" February 2013
with the code R. The current code in the LA module for that child on that date is U. After
import the attendance code for that child is updated to R for the whole of the 11" February

e There is one exception to the previous rule. Existing periods or sessions that have the Z or
W code will always be retained in the Lesson module. These codes are managed through
the Behaviour Module and will be not be overwritten by a different code in the import file

e Imported comment text will be added to existing comments, if any already exist for the
appropriate date of absence.

e Where an absence in an import file is for particular periods, then where those are imported
as expected to the Lesson Attendance module, the AM and or PM session codes will be
updated in the same way as if the data had been entered through the Lesson Attendance
windows.

For example the import file contains “U” code absences for the first two morning periods H
& 1, plus another for the first 2 afternoon periods H and 7, then the import will update the
AM and PM session codes to U.

Fom: (NI g Cuirent Code |Al:nen| [cause not established) I
Fomn 09.1 - 23 students seleced '
RefMo | Fomn Student Mame AM|PM]|B|H | 1] 2] 3] 4|5]|s|B]H|]T7]e]9]l Codes
2 091 |Akitk, Adaen vijiv|iglvu|u -luju |1,
17 oA Bloggs, Merika 11 ¢ / / /

6.7.7 LAPupilData Section
This section must contain at least one <Pupil> tag.
6.7.8 Pupil Section

The <StudentRef> and <Absences> and at least one <Absence> tag is mandatory for each
<Pupil> section.

The data in the StudentRef tag will be used as the student identifier for finding a matching student
on the current roll in the Integris data file. If a matching student is not found or no Student
Reference number is present in the StudentRef tag, then no absence data will be imported for that
particular student.

The Surname, First name, DOB, & Gender tags are all optional to make student identification
simpler in the XML file for support purposes. The absence data will import where these tags are
not present in a Pupil section.

There will be no additional checks that the student name details match the details for the same
matching student found in Integris.

Absences will be imported into Integris based on the Student Reference Number details in Integris
matching the details in the import file.

6.7.9 Absences Section

Each Absences section must have at least one Absence tag.
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6.7.10 Absence Section
The <Date> tag and at least one <Periods> tag is mandatory for each <Absence> section.
The data held in the Date tag must be in the format YYYY-MM-DD.

Absences are only imported for dates up to and including the current date. Any future absences in
the import file will be ignored and added to the error log.

Where an absence spans a range of dates including past and future dates, the absences in that
range that are in the future will be added to the error log and not imported.

6.7.11 Periods Section

The <Code>, <PeriodFrom> and <PeriodTo> tags are all mandatory for each <Periods> section.

Code

The valid codes that can be imported are the current set of attendance codes as shown in Lesson
Attendance > Parameters > Attendances Codes. Codes that will not be imported are the
Suspended and Withdrawn codes Z and W.

Currently the codes available for Importare U, X, R, T, E, M, L, C, Y, N, V, Q, Kand / (Present
Code)

<PeriodFrom> and <PeriodTo> Tags
The data for the <PeriodFrom> and <PeriodTo> tags will be either AM or PM for a session half day
absences or an integer for specific teaching period absences.

If the <PeriodFrom> and <PeriodTo> text is for a period, i.e. an integer, then this will represent the
first teaching or home period the absence is effective from.

Periods defined in the Timetable period structure as U or B will not be counted in the period count.
If the <PeriodFrom> data is 5, this would be equivalent to the period defined as the first afternoon
period (t) as shown in Figure 13 below.

Period Structure for, Lesson Attendance

& 23 “ @

Feriod Structure Mame ([ Rl

DyMo | Dy | | | | | | | [ | | | | | |
1 ton H T T B T t B t
2 Tue H T T B T t B t
3 wed H T T B T t B b
4 Thu H T T B T t B b
5 Fri H T T B T t B t

< >

Key
H Home/Registration period in the morming T  Teaching period in the morning
h  Home/Registration penod in the aftemoon t Teaching penod in the aftermoon
U Period when students are not required to be B Break period
in class
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Each set of <PeriodFrom> and <PeriodTo> must be both sessional AM or PM or specific periods.

A mixture of sessional and specific periods for one set of <PeriodFrom> and <PeriodTo> will not
import that particular absence. For Example:

<PeriodFrom>AM</PeriodFrom>
<PeriodTo>7</PeriodTo>

It will be possible to have sessional and period absence records for the same day such as:

<Absence>
<Date>2013-02-28</Date>
<Periods>
<Code>X<Code>
<PeriodFrom>AM</PeriodFrom>
<PeriodTo>AM</PeriodTo>
</Periods>
<Periods>
<Code>L<Code>
<PeriodFrom>5</PeriodFrom>
<PeriodTo>5</PeriodTo>
</Periods>
</Absence>

The value in the <PeriodTo> tag data must be later than the <PeriodFrom> tag.

If an <Absence> tag contains more than one set of <Periods> tags, and there is any overlapping of
<PeriodFrom> and <PeriodTo> information then the first set of <Periods> data will take
precedence in that period overlap.

For example the following <Absence> data in the XML file will result in the X code for periods 1 to
5 then a U code for periods 6 to 10 in Integris Lesson Attendance day records.

<Absence>
<Date>2013-02-28</Date>
<Periods>
<Code>X<Code>
<PeriodFrom>1</PeriodFrom>
<PeriodTo>5</PeriodTo>
<Periods>
<Periods>
<Code>U<Code>
<PeriodFrom>3</PeriodFrom>
<PeriodTo>10</PeriodTo>
<Periods>
</Absence>
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Cycle Name Cycle description No. Days Cycle Active
20105 Day Cycle 5 Day Cycle 5 YES
< >
Display Only Active Cycles
hetable Cycles Master Period Stucture |Staff Availabilty | Room Availabilty |
Day Name Row  Start End Duration  Type  aM/PM Row Labels
Monday 1 i0800 0850 (0050 T a 2 Row | Code | Label
Monday 2 0850 {0900 (0010 T A 1 0 Period 0
tMonday 3 0300 0953 (00:53 T A 2 F Form %E
Monday 4 0953 {10:46 0053 T A 3 1 Period 1
Monday 5 10:46  {11:12 {00:26 T A 4 2 Period 2
Monday 6 1112 1205 0053 T A 5 iR Recess
Monday 4 1205 11258 (00:53 T P [ 3 Period 3
Monday 8 1258 1316 (0018 T P 7 4 Period 4
Monday 9 1316 1334 (0018 T P 8 L1 Lunch 1
Monday 10 1334 1427 (0053 T P q L2 Lunch 2
Monday 11 1427 11520 0053 T P 10 5 Peiiod 5
Tuesday 1 08:00 0850 (00:50 T A 11 6 Period 6
Tuesday 2 08:50 i0%00 (00:10 T A 12
Tuesday 3 0300 {0953 (00:53 T A
Tuesday 4 09:53 10:46 00:53 T 2
Tuesday 5 10:46  i11:12 (00:26 T a Vi < >
K >

With the example structure shown above, where all of the periods are set to teaching periods then
the following absences import file structure would describe an absence of code ‘U’ for the periods:
“Period 2”7, “Period 3” and “Period 4”.

<Absence>
<Date>2012-11-29</Date>
<Periods>
<Code>U<Code>
<PeriodFrom>4</PeriodFrom>
<PeriodTo>4</PeriodTo>
<Periods>
<Periods>
<Code>U<Code>
<PeriodFrom>6</PeriodFrom>
<PeriodTo>7</PeriodTo>
<Periods>
</Absence>.

6.7.12 Create Daily Records

If there is at least one record in the LAAbsences xml file with a date later than the earliest “Created
Up To” date in the Lesson > Parameters > Create Daily Records window and that absence is not in
the future, Daily Records are created for all Year Groups up to the latest absence date in the
Import File, prior to the Import of data

For example say the current date is 17" April 2013 and the school hasn’t created day records
since the 11" April 2013, and the import file contains an absence with a date of 2013-04-17, then
the message shown below appears.
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\i:) Day records need to be created for all vear groups up bo 17 APR 2013,
-

Mo to cancel the import,

Select Yes to create these day records and continue with the impork or

If No is chosen the import will stop at this point and no absences are imported. Users may elect to
go into Lesson Attendance > Parameters > Create Daily Records and manually create the day

records up to the current date.

Create Daily Records

Create Daily Records
Thiz window will create daily Lesson Attendance records for the selected year
groups. Clicking on the Create button will inzert records from the date that the
year group lazt had records created until the date specified below,
Click on the date selectar to tempararily change the 'Created Up To' date.
Create Mew Records Up To |17 APR 2013
Year Group Created Up Ta | Create Dally Records
k. 11 AFR 2013 ~
P 11 AFR 2013
1 11 AFR 2013
2 11 APR 2013
3 11 APR 2013
4 11 APR 2013
5 11 APR 2013
g 11 APR 2013
7 11 AFR 2013
g 11 APR 2013
] 11 AFR 2013 v
Deselect Al [ LCreate ] Ezit

]

If Yes is chosen then day records are created automatically for all year groups up to the latest
absence in the LAAbsences import file. (Up to the 17" April 2013 in this example).
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6.7.13 Import Log

The standard XML Import log window opens once the Lesson Day records check is complete.
The header section of this window shows details of the current Absences import file above a
progress bar which moves across as the import progresses.

The first line of the import log states the date and time of the start of the absences import, followed
by the Import file details.

The Import log shows details of absences being imported student by student, reporting any details
of any day record changes where the existing record is not marked as present.

Once the import is complete, the log can be printed or saved in the same way as a School to
School Import.

XML Import Log

Lesson Attendance Absences Import Status: . File selected: K:\Keys\INTEGRISMNBOX\Lesson\Ladbsences_4567_2012

|
XML Import process started on: 16 JAN 2013 at 12:47.30

Import Source
File Path: K:\Keys\INTEGRIS\NBOX\Lesson\LAAbsences_4567_20121201_1300.XML

Importing absences for: Andrew Anderson Student No: 71031378

Date: 2APR 2012 PM Session code updated from: to: U
= Date : 8 FEB 2012, Periods: 3 to: 4 are not currently defined as teaching periods. This absence has been ignored.

3 day records saved
Details have been saved to the log file: k:\keyshIntegris\inbox\LAAbsencesimport.csy

1 day records not saved
No day records saved
Details have been saved to the log file: k:\keyshintegris\inbox\LA&bsencesimport_Errors.csv

Import Complete at: 12:47.33

£ >

[ save | [ Pint | [ Ciose |

6.7.14 LAAbscencesimport.csv Log file

Details of all of the attendance code changes, (where the original code isn’t a present code) are
also saved in a LAAbscencesimport.csv file in the standard Integris Export folder as defined in
Control > Preferences > Paths > Export Directory.

Reports l Advanced ] Exports l Sibling Management l Drives l
General ] Security Paths l Defaultz l etdail /%Wweb / Login l Year Groups l

Directory Image Path
|K:'\KEYS\INTEGRIS\FHDTDS\ g,.

|mport Directomn
| EAKEY SUMTEGRISMMNE O,

o () JPG
E=port Directory
[ {1 GRS,
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The file header of the LAAbscencesIimport.csv Log file contains details of the location of the xml
import file and the Date and time of import.

The following lines contain the details of the changes made to the student’s lesson day records,
Student No., First name, Surname, Form, Year, Absence Date, Old Code, New Code, Periods and
any Comments.

E LAAbsencesimport.csy - WordPad n Q@@

File Edit View Insert Format Help

el &L # B &

Courier New v |10 | |Westem v BZ U @ =

g---1--'2~|~3~-'4---5-|'5~|~7~|-3---e'|-1:v|~n'--12-|-13-|-14-|-15-|'1e---17-|~13~|-

) ) ) ) U UL
m
m
"
o
0
b 0.
w
O
!)
i
1
-]
3
w

thée morning session

afternoon session

For Help, press F1 NUM

6.7.15 LAAbscencesimportErrors.csv Log file

Where the Import Routine finds exceptions in the LAAbsences XML import file, a log file
LAAbsencesimportErrors.csv is generated.

Examples of exceptions that exist in the Import XML file are:

e Unable to find a student in Integris with the StudentRef in the XML import file.

¢ Non-standard attendance codes, including those that have been set as inactive, for example,
(F-Flexible).

e Behaviour related suspended and withdrawn attendance codes Z or W, are either present in
the Import File or exist in current data for a student on the same dates as absence data in the
Import file.

e Absences exist for periods outside of the number of teaching periods defined in Integris for that
student for an absence date.

For example if the LAAbscences import file contains an absence similar to below:
<Date>2013-02-28</Date>
<Periods>
<Code>X<Code>
<PeriodFrom>1</PeriodFrom>
<PeriodTo>10</PeriodTo>
<Periods>

The student’s Lesson Attendance Day record has 8 teaching periods for this date, then the X Code
is saved for the Periods 1 to 8 and the exception is reported for periods 9 and 10.
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The file header contains details of the location of the xml import file and the Date and time of

import.

The following lines contain the details of exceptions found in the xml import file. This includes the
Student Ref, First name, Surname, Form, Year, Absence Date, Code, Periods and the exception

details.

Where a matching student cannot be found in Integris the First name, Surname, Form and Year

details are left blank.

=] LAAbsencesimport_Errors.csy - WordPad n Q@@

File Edit View Insert Format Help

DSd &L # B B

Courier New v| [10  «| [Westem v BZUS® i=

1 3 141 B 1 Bt 7 1 818190 1 111 121 13+ 1 T4+ 1 A5+ 116" 1 A7 (18 1 Jg- 0

06:15
,Firsc Ir.a:?.e, Surname, Form, Year, Date, Code, Pexiod, Exception
00,07 ing student £

,07-Feb-2012,L,1,No match
,Q is not a valid

e Z code is a reser

endance code
defined

For Help, press F1 NUM
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6.8 Lates Follow Up
Lesson Attendance > Absences > Lates Follow Up

Bl Absences Pgl

Instructions
Iti the right hand panel, there . Absence Folow Lp
are a number of icons with ' Abzence Tracking
descriptive litles shawing which
functions are available.

' Absences in Common

| ; ' Continuous Absences
odlogRlobe | 8§ Dy tstene
required ican. ' Future Abzences

' Lates Follow Lp]

' Process Extra Students
' Student View

' Unresolved Absences

This functionality allows users the ability to follow up, by letter, those students with a Late code (L)
for any period/s within a date range. The process is similar to the Absence Follow Up letter but for
Lates.(See Section 6.1.)

6.8.1 The Lates Follow Up Selection window

Double Click on “Lates Follow Up”. This opens the “Lates Follow Up Selection” window:

f

Date Range: from |5 SEP 2005
to |5 SEP 2005

[] Check &M/PM sessions anly

Whale School v e Query
I ak l ’ Cancel ]

Select the date range to be followed up. Either enter ‘from’ and ‘to’ dates using the keyboard or use
the Calendar buttons to locate the appropriate dates for tracking. See section 5.3.1 for details on
using the Calendar.

If “Check AM/PM sessions only” is checked, the system will only find those students with Lates for
the AM or PM sessions, and ignore the individual periods.
Check the AM/PM sessions only checkbox if required.

Check Akd/Pk zezzionz anly

On opening the Lates Follow Up Selection window, the default set of students is the whole school.
Use the New Query button to select the student/s for absence follow up. This opens the standard
Student Search window.

Select students and click Find.

To find all students click the Find button.
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Student Search

L "R
General lF‘arameters] Dates l Address l Dthell ol ] T Sets#[ﬁohorts]
Surname/Fef. Ma. Foll Status Current A4
Prefered Mame Tear Group w1 [
First Mame Form g w
Legal Surname House R ~
Group Type ~fe' g ~
Group fd g v
Contact Surname
Global Mame Search Terms in School
(%) Mot Specified
|AII Mames [Exchuding Histary) v ) Mare than
| () Less than 1]
() Equal o
[1 Show Inactive Parameters in Dropdovn Lists ’ Find ] ’ Close ]

The set of students will be identified in the New Query field.

Absence Follow Up Selection

Date Range: from |1 FEB 2005
o [31 AUG 2005

/_\

Selected Subset 14 entries ) | Mew Guen

e Click OK

If no ‘Lates’data is available for the selected students the following message will display:

Information

Mone of the selected students have been late For the selected date range

If the Date range and Query are valid, and data exists for the selection, the Lates Follow Up
window will open, displaying ‘Lates’ data for the selected students for the selected date range.
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6.8.2 The Lates Follow Up window

Lates Follow Up - Daily

Lates (5 SEP 2005 - 23 SEP 2005}

Ref Student Mame Y'ear Form Mew  Followed Up Total| Date of Last Letter
9 Bandy, Tamara a a1 5 3 8 1ESEP 2005

14 Bizhop, Alecia a8 8.1 3 3 B 1E5SEP 2005

18 Blake. keira 8 81 3 a3 28 1ES5SEP 2005

20 Batt. Lara g 81 2 53 ¥ 1BSEP 2005

46 Del-Frete, Brapden g 8.1 2 3 5 1E5EP 2005

E4 Evans, Dayna g 8.1 2 4 £ 1E5SEP 2005

7B Gaurt, Hatalie ] 81 3 4 7 1ESEP 2005

101 Jury, Brad a8 8.1 3 3 B 1E5SEP 2005

114 King, Jared 8 81 4 a 4

126 Furby, D ale g 81 2 a 2

137 Leoncio, Jaymes g a1 2 4 & {1BSEP 2005

151 Lively, Micole g 8.1 2 a 2

156 Lucev, Michael a a1 2 i} 2

181 Medrthur, dimee 8 81 2 i} 2

20E Monneron, Thomas 8 81 2 i} 2

208 Moore, Gregory g 81 2 i} 2

231 Moakes, Scott g 8.1 1 1} 1

< .

Select Al ] [Follow Up I__etter] ’ Letter History

All figures refer to Day Records for the Date Range selected

Hew: The number of Day Recaords containing Lates that hawve occured since the last letter was sent.
Followed Up: The number of Dap Records containing Lates for which letters have already been zent,

Total: The tatal of Mew and Followed Up Dayp Recaords within the Date Fange.

Example: To sort the data by the date the last letter was sent, click on the column header “Date of

Last Letter”I Date of Last Letter |

For the selected date range:

1. The New column refers to the number of day records containing unresolved Lates that have
occurred since the last letter was sent.

2. The Followed Up column displays for each student the number of day records containing
unresolved Lates for which letters have already been sent.

3. The Total column indicates the number of total Lates (New and Followed Up) for each student,
within the date range.

There are further options available in the Lates Follow Up — Daily window:

| [ Select All “Fu:ullu:-w p Letter” Letter History ][Dpen StudentEiew” Brint Student Yfigw ]

6.8.3 Viewing details of Lates
Lesson Attendance > Absences > Lates Follow Up > Open Student View

The ‘Open Student View’ function can be used to view the Lates for a selected student. This
function is used for one student at a time.

e Select a student for whom you wish to view more detailed records of the Lates displayed.
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Lates Follow Up - Daily

Lates (31 JUL 2006 - 2 AUG 2006)

Ref Student Marme ear Farm

Mew | Followed Up| Total | Date of Last Letter

Evanz, Dayna

. . Open Student Yiew . . . .
e Click on Open Student Vlew[ i — . The Student View window opens, displaying the
data:
Student View
r Student Selection Date Range
Show: € Absences that require follow-up fram |31JUL2UUB
Al days with Absences and Lates | @
|2AUG 2006
& Al days with Lates . ﬂ
€ Alldays Current Code |Late I
Student / Ref Mo, |Dayna Evans i @
L |
Dayna Evans 8/8.1] [ Cades
Day EM(PM @] 1] 2| B| 3| 4| L| & D =
Maon, 31stJUL 2008 L Nl S L/ L d .
Wed, 2nd AUG 2008 A AN ! ;
z
E

Note: Double-clicking on a student’s name in Lates Follow Up will also open the Student

View window.

e View or Edit the student’s data as required.

e Click Exit to close the Student View window.

6.8.4 Printing details of Lates that require follow-up

Lesson Attendance > Absences > Lates Follow Up > Print Student View

The ‘Print Student View’ function can be used to print
This function is used for one student at a time.

Lates Follow Up - Daily

a list of the Lates for a selected student.

Select a student for whom you wish to view more detailed records of the Lates displayed.

Lates (5 SEP 2005 - 23 SEP 2005)

Ref Student Mame “'ear Form Mew  Followed Up Total  Date of Last Letter
9 {Bandy, Tamara e a1 g 3 {8 [{16SEP 2005
14 {Bishop, Alecia B i ad =N 3 i B {165EP 2005
b Blake, k.eira g g, ] 5 g 16 5EP 2005
20 iBott, Lara [ T - R P2 5 i 7 16 5EP 2005
e Click on Print Student View LE Student iew |

e Select the print option required and click OK.
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Repoit Destination

Diestination |Farameters | Page slzesl
oo
o103
oL@
loa023
Frinter Freview I creerd Disk Clipboard Fart
e 7
File HTHL RTF
Cancel | Ok |

The report shows the Lates in the selected date range that require follow-up.

Student View Results

¢o Uu

West Coast District High School
Keira Blake Year: & Form 8.1

All Absences and Lates between 5 SEP 2005 and 23 SEP 2005

Day AM  PM Periods

Mon, 5th SEP 2005 ! ! L ! o L
Tus, 5th SEF 2005 i i L i I i
Wed, 7th SEP 2005 ! ! L L !
Th, 2th SEP 2005 ! ! L ! oo !
Fri, 9th SEP 2005 ! ! L L oo !
Mon, 12th SEP 2005 ! ! L ! oo L
Tue, 13th SEP 2005 ! ! L ! oo !
"Wed, 14th SEF 2005 ! ! L ! o L

3 Records

6.8.5 Viewing a student’s Letter History
Lesson Attendance > Absences > Lates Follow Up > Letter History

The Letter History function provides a summary of ‘Lates’ letters sent for selected students over a
selected date range.

e Select the student/s by highlighting their name/s on the list. The list can be sorted by clicking
on column headers. To select several students press the <CtrI> Key and click on students’
_Select Al

names on the list. To select all students on the list click the Select All

Lates Follow Up - Daily

Lates (1 AUG 2005 - 31 AUG 2005)

Y'ear Fi

m Mew | Followed Up' Total Date of Last Letter

=

Gray., Thi rel

Huarth, M ath
Price, Tiffani
1ell, Sarah
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e Click on Letter History | LetterHistey | A message appears:

Do ywou want to print letters For the selected students?

Click Yes to proceed.

Select the print option required and click OK.

The Letter History Summary displays the following information:

Letter, Summary

=]

o u

West Coast District High School
Summary of letters sent

Ref No. Student Year Form Date of Letter  No of late attendances referred to
66 Albert, Jackie 4 Room 4 12 AUG 2005 3
19 AUG 2005 4
TH0 Eailie, Doyen 4 Room 4 12 AUJG 2005 1
19 AUG 2005 4
832 Dunstan, Jennifer 4 Room 4 12 ALIG 20058 3
19 AUG 2005 5
26 AUG 2005 8
833 Edwards, Julie 4 Room 4 12 ALIG 20058 2
19 AUG 2005 3
842 Farmer, Kristof 4 Room 4 12 AUG 2005 2
19 AUG 2005 3
26 AUG 2005 7

6.8.6 Producing a Follow-up Letter

Integris provides a function to produce follow-up letters for a selection of students for selected
dates. To produce a letter for one/more student/s:

Select the student/s by highlighting their name/s on the list. The list can be sorted by clicking
on column headers. To select several students press the <Ctrl> Key and click on students’

names on the list. To select all students on the list click the Select All

Select Al
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Lates Follow Up - Daily

Lates (1 AUG 2005 - 31 AUG 2005)

Student Mame Year Farm Mew | Followed Up' Total Date of Last Letter
A | bt loam 4 4 5 194G ]

26 AUG 2005
126 AUG 2005
126 AUG 2005
119 AUG 2005
126 ALIG 2005
119 AUG 2005

i Dunstan, Jennifer
iFarmer, Kristof
iMarshall, Kristy
Moar, Chris
{Samell, Sarah

Il W amicchio, Kim

EORNC O Y - s e e e

== ===l — — — & 1
[ER TR R e e 2 — O G

List of students sorted by New column to indicate students who have lates that have occurred
since the last letter was sent. Students with new lates have been highlighted.

e Press Follow-up Letter 212 UpLetter

e Press Yes to confirm that you wish to print the letters for the selected students.

Report Destination

Destination |F'arameters| Page sizesl

o 0

CHromy
+ ST
Lo L) «:—-gl
L0100
po1o1y

Printer Preview Screen Disk Clipboard Port
File HTML RTF

e Choose the Printer as the print destination, or the screen if you wish to view the letters on the
screen prior to printing them. You will be asked to select the recipient/s from the following
options:

Select Letter destination
= Send letter to Parent/Guardian 1 only.
£ Send letters to all marked az having Parental Fesponsibilibg,
% Send letters to all marked az Family b ail Marker,
£ Send letters to Parent/Guardian of ...

e Click the radio button for the recipient/s of your choice.

You have the option of selecting either Letter 1 or Letter 2 (as set up in Lesson Attendance
Parameters > Defaults > Lates Letter). Click on the appropriate radio box. At this point there is an
option of editing the text in the body of the letter/s for the selected students.

e Edit the text as required.
e Click OK.
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Select Letter destination
() Send letter to Parent/Guardian 1 only.
(7) Send letters to all marked as having Parental Responsibility.
() Send letters to all marked as Family Mail Marker.
() Send letters to Parent/Guardian of ...

Select and Edit Letter
() Letter 1 () Letter 2

Qurrecords indicate that the Late Attendance(s) listed in the tear-off section of this letter are currently
unexplained. Please provide the reasonis) for thisthese Lates(s) by contacting the school office or
completing the tear-off section and returning itto the school as soon as possihle.

Pleaze disregard this letter ifyou have already notified the schoaol.

Note: If you are printing a letter that has already been sent on the current day, for a selected
student, the following message will be displayed:

Warning

& Lates Letter has already been sent for "Albert, Jackie” today. Are wou sure you want to send another?

e ) e [ o ]

Click Yes to print another letter or No to cancel the printing of the letter for that student.
Clicking Cancel will result in the following message:

Information

‘ou have cancelled the printing process,
Mo letters will be printed For any of the selected students
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Note: If one/more of the students do not have a parent/guardian flagged for the selected
letter destination, the following message will be displayed:

Information

Cne or more letters will be printed without Addressees,
This is because the student has no Contacts marked as Family Mail Marker,

In this example the user had chosen to send the letters to parent/guardian marked as the
Family Mail Marker.

Note: If printing letters for more than thirty students, the system will divide the printing of
letters into batches.

Information

You have opted to print a large number of letters, They will be printed in batches.

Click OK and the following message will be displayed.

@ Frinting Batch 1. Pleaze wait.

The system will automatically keep printing batches until all the selected students have had
letters printed.

The letters will be printed and the Date of Last Letter will be updated for the selected students in
the Date of Last Letter.

e Click Close.
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Sample Lates letter for a student with a five period day period. Note that for a student with AM/PM

attendance, there would be no period data.

-
Mr & Mrs Bott
17 Tucuma Court
PERTH WA 6000
L

Dear Mr & Mrs Bott

Woest Coast District High Schoel

PERTH Western Australia 6005

Telephona 9412 3456
Fax 9423 6980
16th September 2005

Re: Late Attendance Lara Bott Form: 8.1 Year: 8

1120 Hay Road

section and returning it to the school as soon as possibie.
Please disregard this lstter if you have already notified the school.

Carl Best
Form Teacher

Our records indicate that the Late Attendance(s) listed in the tear-off section of this letter are currently unexplained.
Please provide the reason(s) for this/these Lates(s) by contacting the school office or completing the tear-off

Day Date am pm Period Detail Reason for lateness {please specify)
128 4L 5

Maon 5 SEP 2005 9] jo Uy - L/ -

Tue 6 SEF 2005 / F W [ S

Wed 7 SEP 2005 / F /Lo L

Thu 8 SEP 2005 / A fFo- L

Fri 9 SEP 2005 / [ bl S

Lara Bott: 5 day(s) with late attendance
Form: 8.1 Year: 8

- Bducational Activity, W - Withdrawn, M - Medicai/Sick Bay, L - Late

Jd

Parent/Carer Signature

Attendance Codes: / - Present, U - Absent {cause not established), X - Unaceeplable Reason, T - Truant, R - Reasonable Cause, Z - Suspended, E

Date
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6.9 Process Extra Students

Lesson Attendance > Absences > Process Extra Students

In the Day View window (in Registration mode only) there is a hyperlink style button to allow the
teacher to record additional students who attend the class. These students might otherwise be
expected by the system to attend a different class, where they are likely to be marked absent.
Extra Students recorded in this way can then be dealt with later by staff using the Process Extra
Students function in the Absences Menu.

r Student Selection Date Selection
Select students by € Fom € by Form Date |5JLIN 2003 q & 13
{* Teaching Set (= [ Gets Cycle Week 18 - 20N 2003
" Student Find Attendance Y ear 2003
Teaching Set g Current Code |Absent [cause not established)
Teaching Set 7254_1 - 7254_1 - 28 students selected. Extra Students in Class: 1
Ref No| Form | Student Name |[at | P | @] F|P1|P2| R|P3| P4 L|PS| 3] 1u| | |

P Taia - ' | I I S B B | [ R R I I I

Extra Students window

Extra Students for 7254_1 5 JUN 2003 Period P5

The following students alzo attended thiz period for the selected
group. To add further students click on the Student Find icon
below. Toremove students from thiz list click on Bemove.

Fef Mo Farm Student Mame
34 10.5 Ajzhah ASHFIELD ;l

"
1| | »

I &h Bemowe | Cloze I

Process Extra Students Window

The Process Extra Students Window is available from the Absences Menu.
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&|v|m

. The students listed below have been marked az present
<] I> in & clazz where they were not due to attend.
If they have been marked az abszent by another teacher

f+ Single Date Date:

" Date Range then wou can alter this mark in this window.
Date Period Student Hame Mew Set [Form =) EE Staff Code Former Set [Form =)
21 ey 2003 (P (2) Jessica Adair 105C1_4 / BARRET ;l

This will display a list of all ‘Extra Students’ that are currently recorded within a specified date
range.

This list can be sorted by clicking on the list headers.

The list can be printed (as currently displayed) so that it can be used to assist in correcting
student/set placements.

The student’s current attendance mark for the period is displayed. Where this is an absence code,
this is likely to be because the teacher of the set where the student is due to be (according to the
system) has marked the student as absent.

The user can mark the student as present. This will alter the student’s mark for the period, and will
also alter the set and staff that they are due to be with. It may also alter the AM or PM codes. It
will not alter the student/set link records - this will need to be completed via the Timetable
functions.

If a student is not expected to attend any lesson for the specified period, then this will be updated
for this date only.

The Extra Student records can also be deleted.
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6.10Student View

Lesson Attendance > Absences > Student View

The Student View window displays the attendance records for a given student covering a given
date range.

Student View is accessed by:
Clicking on the Absences icon in the Lesson Attendance sidebar and selecting Student

View from the menu.

r Instructions
I the right hand panel, there
are a humber of icons with
descriptive tithes showing which
functions are available,

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

@ Absence Follow Up

' Abzence Tracking

' Absences in Comman
. Continuous Absences
. First Diay of Abzence
. Future &bsences

. Process Extra Students
I tudent Vievd

' Unresolved Absences

The Student View window opens.

Student Selection

Show:

Student / Ref Mo,

(® sbsences that require follow-up
O All days with Absences and Lates
O Al days with Lates

O Al days

# 2

Date Rangs
from

o [sioNzoi0 B

Cunent Code[Absent [cause not established) ]

AM [PH | 8

<

TEzorzm@m X

Follaw-up Letters

# Indicates a different Period Shuch

from that shown in the Header (_pin |

Key to attendance

Users have four options for displaying attendance data for a student.
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Student Selection
Show: " Absences that require follaw-up

= Al days with Absences and Lates
Al days with Lates
& Al daps
Studert / RefNo. | i &

Absences that require follow-up

Select this option to display/edit only those records that include absence data to be resolved. This
is the default selection on opening the Student View window. It is particularly useful for updating a
student’s records when a note is received.

All days with Absences and Lates

Select this option to display all days (in the selected date range) on which the student was either
absent or late.

All Days with Lates.

Select this option, with a certain date range, to view days a student was late.

All Days

This option will display all of the student’s attendance records for all the days in the selected date
range.

Viewing and entering data in Student View

e Select the appropriate radio button for the data you wish to view.

* iAbsences that require follow-upi
" Al days with Abzences and Lates
¢ All days with Lates

Al daps

e Enter the date range for which you wish to view attendance data. See the section 5.3.2.
Using the Select Date button on page 5-18 for details on selecting dates using the Select

oy
Date button.

Date Fange

from [ FER 2004
o [GFEE 2004

e Enter the student’s name in the Surname/Ref. No. field, using the options described in
section 5.3.6 Loading data by individual student in Day View
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~ Student Selection
Shiow: {* Ahzences that require follow-up

Al daps with Absences and Lates
= &l daps with Lates
= Al daps
Studsnt / Ref Mo |EAN,T i &4

e Press <Enter> or <Tab>. The attendance data will be displayed. The following screen shot
shows a secondary student’s period structure.

Student View
Student Selection [ate Range
Shaw: @ Absences that require fallow-up from  [4FER 2013
! 1 &l daps w?th Abzences and Lates o TR
() Al days with Lates
0 Al days Current Code |Absent [cause not established) |
Student / Ref Mo, | dh 22
U
Tamara Bandy 8/08.1| [coges
! -
Day [P @ | H| 1| 2| B| 3| 4] L] 5] | | | | I
Tue, 5tk FEB 2013 Ujulmluluo]ul-]u - lu - I
“Wed, Bth FEB 2013 Ujujyufufu 1] 1] ; )
Thu, 7th FEB 2013 Ujujyufufu 1] U E 1
Fri, Bth FEE 2013 ufujopufufu [ A 1] [
Fri, 15th FEB 2013 ufujojpufufuy ajpuf - 1] :5 B
M
Y =
Follove-up Letters

Note: When the period structure varies from day to day, the headings will reflect the
headings for the first day of the attendance year, and days with differing structures will be
marked with an asterisk. Breaks will not be greyed in this case.

The window also displays a list of dates on which absence follow-up letters have been sent. The
above view is for a secondary student.
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Primary students’ data is displayed for morning and afternoon (AM/PM) sessions:

Student View

Student Selection [Date Range
Show: (@) Absences that require follow-up fom [4FER 2013

( | Al days with Abzences and Lates ta lm

() Al days with Lates

© All days Current Code |Absenl [cause not established) |
Student / RefMa. | dh 27

0]

Jackie Albert 4/Room 4| [coges
Day i Lo 1 T N B _‘
“wed, Bth FEB 2013 U uir Bl I ES
Thu, 7th FEB 2013 TN ’ _
Fri, Sth FEB 2013 U uic E
o, 11th FEB 2013 uuol M
Tue, 12th FEE 2013 U IV | IE
wied, 13th FEB 2013 U IV | M
Thu, 14th FEB 2013 ufulr ki =
Fri. 15th FEB 2013 ufulr W
Wwhed, 20th FEB 2013 uf 4K 13FEB 2013 .
hom, 25th FEB 2013 U uic
Tue, 26th FEB 2013 U uicl

To enter/update data, select a code from the Codes list and click in the appropriate cell to record
the code. The business rule regarding the effect of changes to period codes on session codes and
vice versa is the same as for the Day View window. See section 5.3.9 Adding and entering period
attendance data on page 5-24.

e Use the OK button to save the data.
e Use the Cancel button to cancel any unsaved data that has been entered.

Changes to am/pm codes have no effect on the period codes where the period codes are visible.
The user has to make any changes to the period codes manually.
Changing the date range

If you need to load data for the same student for a different date range:
e Enter the new ‘from’ date and press <Tab>.
e Enter the new ‘to’ date and press <Tab>.

e Press <Tab>to highlight the Update Records button. ﬂ
e Press <Enter>.

The data for the selected date range will be displayed.

Student View

Student Selection [ate Range
Shiow: (O Absences that require follow-up fram (24 way 2010

(O e w?th Abzences and Lates] - 2J0N 2070

() &l days with Lates

O &l days Current Code |Absent [cause not eztablished] |
Student / Fef Mo. | i g

U
Elise Gielens 9/8/9 Bushrangers| |coges
-

Day eM|pv @ H| 12| 3]4]B[s] | | | [ | |f
Tue. TstJUM 2010 M MN|OQ|M[H]IN]N[N|l-|N T
‘wed, 2nd JUN 2010 FIFIOIFIFIFIFIF] -[F E
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e Enter and save data as required.

e Click Exit to close the window. Ll

6.10.1 Printing data from Student View

Use the Print button to print data for a student over a selected date range. &l

Figure 1 - Report showing unresolved absences for a primary school student for a selected
date range.

West Coast District High School

Jackie Albert Year: 4 Form Room 4

“hsences that require follow-up between 1 FEB 2005 and 7 APR 2005

Day AM PM Periods

Tue, 15t FEB 2005
Wed, 2nd FEBE 2005
T, 10th FEE 2005
Fr, 11th FEE 2005

00 g g
=== =

4 Records

Figure 2 - Report showing all absences for a secondary school student for a selected date
range.

West Coast District High School

Kathryn Bailey Year: 09 Form 094

Bhsences that require followw-up between 1 FEE 2005 and 7 APR 2005

Day AM PM Periods

Wed, 3th FEE 2005 !
T, 10th FEE 2005 !
Tlw, 24th FEE 2005 !
Mom, 28th FEE 2005 !
Fri, 4th MAF 2005 !
Wed, 3th MAF 2005 !
Fri, 11th MAR 2005 !
Wed, 16th MAR 2005 !

e
g=-"="g4g494d
e e e e
e e e e
— g g
L = IE U,
e
g e

8 Records

6.10.2 Adding and editing comments in Student View

Comments relating to a student’s absence may be entered and edited via Student View.

Doyen Bailie 4/Room 4
Day st~ | | | [ [
Tue, 20th FEE 2001 LU =] ) =
Mo, 5th MAR 2007 0

Tue, Bth M&R 2007 M

The Student View window has a check box for each student, each day. A tick in the check box
indicates that a comment/note has been recorded for the day.

To add/edit a comment:
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e Click on the appropriate day’s check box M in the Comment column ' to open a text
entry window.

i Comment - Bailie, Doyen

e Enter the comment text. Press <Enter> to move to a new line in the comment.

B Comment - Bailie, Doyen
Sick ﬂ

turm phoned - will not be able to play sport thiz
week.

=

e Press <Tab> to activate the OK button.
e Press <Enter> to save the comment and close the Comment window.

If a comment has already been entered (e.g. the time the student arrived and/or the reason for an
absence), it will appear in the comment window when opened in Student View. This comment may
be edited. The following example shows a comment that has been entered via the Lates window.

e Place the cursor after the comment to add additional information.
e To delete a comment, highlight the text and press <Delete> or <Back Space>.

Comment - Bennett, Tracey

(Late - 08:53) =

IntegrisLessonAttendanceManual 06-Apr-20

CiviCa Page 6-65

© 2020 Civica Education Pty Ltd



6.11Unresolved Absences
Lesson Attendance > Absences > Unresolved Absences

The Unresolved Absences button will launch the Day View: Unresolved Absences window. This
will allow the follow up of unresolved absences for a single date only and the window will default to
the current date. The user can select students based on Form, Teaching Set or use the Student
Find function. More than one student can be loaded into the window but they must all have the
same Period Availability Structure.

Day View: Unresolved Absences

Studert Selection [ ate Selaction
Select students by @) Form My Form Date ENDv2ma | 4 B b TUESDAY
~) Teaching Set by Sets Cycle Term 4\Wweek 7 - 25 NOW 2013
~) Student Find Atterdance Year 2013
e Iz' g Current Code |Absent [zause not established) |

U]

Codes

Ref Mo | Fom Student Mamne |AM | Pt | i} | | | | | | | | | | | | |

»

KD{ZHVEMIHXER

If a group of students is selected and none of them have any unresolved absences, then a
message will be shown:

|No students require following up for this date.

If all Year Groups use the same Period Structure, then an additional radio button (‘All Unresolved’)
will be available. Selecting this option will search for all students with unresolved absences for the
selected date.

As with all Lesson Attendance windows, the user can choose to locate students with unresolved
absences by Form; Teaching Set; Student find. Once the required set of students has been
loaded, the user is able to edit the attendance data as necessary.
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Day Yiew: Unresolved Absences

Student Selection

Date Selection

Select students by () Form Date 18 FEE 2004 { }
() Teaching Set Crcle Tem 1 Week 3 - 16 FEE 2004
() Student Find Attendance Year 2004
Sk e | & g Current Code |.f5.bsent [zause not established) |
398 students selected. U
Ref Mol Form Student Mame am | P | @ | H 2| B| 3| 4| L| 5 | Codes
g a1 Bandy, Tamara mjpujglu 1} uju U /
132|103 Bishop. Frank UlU(glu ] oo 0 é@-
19 8.z Boin, Caorina ulruiglv u ulu ] T
M 11.3 Caszon, Shane mjpujglu 1} uyu U R
z
E
o
]
L
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Reports

A selection of Lesson Attendance Reports is available by selecting the Reports icon on the Lesson
Attendance sidebar. For detail on producing individual lesson attendance reports please refer to
the separate “Lesson Attendance Reports Manual.”

7.1 Lesson Attendance Reports Window

The Reports window opens to display the following list of folders:

&5 Lesson Attendance Reports @
k)
= I Attendance Forms
1 atendance Records
[0 Analysis Repats Monday, 28th May 2012
L1 Subject Attendance
[ Expon These forms are used to support the attendance
o C:‘p?' £ Fenot recording process.
LEiom meports

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

Fritit ] ’ Cancel

7.1.1 Attendance Forms

The following reports are available in the Attendance Forms folder:

i B!t =1 ance: Forms
c’.@ Home B oom and Form List
ci% karning Abzentes Repart
c@ Formfv'ear Abzentee Report
{% [ndividual Abzentes Report
&7 Teaching Set and Period Attendance  €4— Used in NT only
c’.%? Teaching Set Attendance Reagister
c’@‘ Ewpected Abzences
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7.1.1.1Error message in Attendance Forms

In the Form/Year Absentee Report, if the range of data selected by the user is large and results in
the generation of more than 375 absences to report, the following warning message is generated.

warning x|

Diata is koo large to be printed.
Please redo vour selection and print again

7.1.2 Attendance Records

The following reports are available in the Attendance Records folder:
3 Attendance Fecords

@ Ahzence Report

@ Abzent Students by Day or Period

@ Students Arriving after Start of Day

@ Attendance Corrections

@ Form/Changes Register

@ Form Attendance Record

@ Leszon Attendance Summany

@ Wwieek Regizter Report

7.1.3 Analysis Reports
The following reports are available in the Analysis Reports folder:

£ Analysiz Reports
-@ Aftendance Breakdown Feport
@3’ Attendance Analyziz for Students
@3‘ Attendance Summary [amdpm]
-@ Altendance Returm
-@ Percentage Attendance
(%? Group Attendance Analysis Surmmary
@"3’ Studentz with a specific number of hz
@ Half-0 ay Abszence Totals

7.1.4 Subject Attendance
The following reports are available in the Subject Attendance folder:

4 Subject Attendance
@3‘ Ahzence Histary Repart by Multiple 5
-C@ Abzence History Report by Single Ste
(%? Ahszence Histary Repart by Set
@3‘ Student Abzence Histary Report bo T
-C@ Subject Attendance Summary
-C%? Student Subject Attendance Sunmmar
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7.1.5 Exports

The following exports are available in the Exports folder:

£  Ewports
E Centrelink. Export

E Cornmaon Export
E Analyziz Expaort

7.1.6 Custom Reports
This folder is used to store user’s customised reports.
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7.2 Evacuation Report

This report prints a list of all absent students from the top toolbar. Click the ® __icon and the
Evacuation Report window is displayed:

B Evacuation Report E|

@ Evacuation Report

Report Type:

|.t'-‘«bsent studentz by Form w

Change the Date and Period number if required

A, = morming registration
P = afternoon registration

Date  [110CT 2008
Cycles (2005 -5 w

Period | Leszan 1 hd

Print &

The options available for this report are
Absent students by Form.
Absent students by Year.
Absent students by House.

All students by Form.

All students by Year.

All students by House.

Report Type:

Abzent ztudents by Form W
) zh Farrm

Ahzent students by Year
Ahzent studentz by House

All gtudents by Farm

All ztudents by Year w

oI
non

et |

The Evacuation Report is available in three styles:
e By Form — This which will print a year group on each page separated into form groups.
e By Year — This will print the whole report on a page, sorted by year and then surname.
e By House — This will print a house on each page with students alphabetically listed.

This default selection on this report is controlled via Parameters > Defaults > System Management
(See Section 8.6.4), although the default output can be overridden when the Evacuation Report is
generated.
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8 Parameters

®

Parameters

8.1 Introducing Parameters

e Click on the Parameters icon in the sidebar to display the Lesson Attendance Parameters
screen.

Wi Parameters x|

r Instructions
Y
Itr the right hand panel, there . Attendance Codes

are a number of icons with . Create Daily Records

fduerfc?trig:::zrtEEiTa%Téng ahich . Create Mew Attendance Year

. Defaults
I order bo start a function,
plea_se d_ouble click on the . Delete Old Attendance Data
required icon. . Delete Student Day Records

. Map Attendance Codex

. Period fvvailability Structune

. Timetable Cycle Start Dates

@ ear Groups o
@ Pam Setup

&, Audit hd

The Parameters section of Lesson Attendance provides access to Lesson Attendance setup and
maintenance functionality.

8.2 Attendance codes

The software is set up with a standard set of codes and these should not be edited without contacting
your Support Centre. Once codes are used for recording, they become fixed and cannot be edited.

At the point of creation of a New Year in version 2.45 onwards, a new Attendance Code will be added
to Codes List with letter “Y” (Refer to section 3.2).

The records will contain the following values:
Code letter = “Y”

Code Type = “Not counted in Attendance”
Code Description = “Enforced Closure”
Resolved Status = yes

Please refer to section 8.3 for further details.

8.2.1 To add/edit/delete attendance codes

To add/edit/delete attendance codes:
e Click on the Parameters icon in the sidebar.

@ Attendance Codes

e Click on Attendance Codes in the Parameters window. The Attendance
Codes window is displayed. (The window shows the attendance codes that have been set
up for use in a DoE WA school.)
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I:l Attendance Codes @
&
J Resolved Status: identify the status
Code |Type Flepot | Description He”"'% as Resolved or Unresolved. This
! Fresent a Present YES ~ . P
u Unautharized i1 Abszent [cause not established) HO will assist in Absence Follow Up
= Unauthorized 2 Unacceptable Reason TES
T Unauthorized |3 Truant YES
3] Authorised 1 Reasonable Cause YES
Z Authorized 2 Suzpended YES
E Approved 1 Educational Activity YES
W Approved 2 Withdrawm TES
b Approved 3 Medical/Sick Bay YES
L Late a Late YES
C Authorized 3 ultural /R eligious TES
Ny Mot counted ini0 Ertegeed Closure YES
M Authorized 4 i i YES
W Authorised 5 YES
F Autharized i] o longer active) YES
o] Approved 1] Leave Yex 11 and 12 anly TES v
K Iezatharized 24 I Tz Narrised Warabgrn YFG
Cloze

Report Appearance:

Although there is no limit to the number of Attendance codes which can be entered, only a limited number can

appear on certain reports.

The reports allows for 4 of the Type "Unauthonzed ™\ 5 “Authonsed” and 3 "Apphyred”. The Report number

indicates the order in which they will appear on the repart.

Report Appearance: only codes that are numbered will appear in Lesson
Attendance reports. There is space on the Lesson Attendance reports for three
‘Unauthorised’, six ‘Authorised’ and three ‘Approved’ codes.

A list of attendance codes can be printed using the Print Attendance Codes button @ at the top
of the screen. Follow the standard procedure to print a report.

WA Notes: From 2013 the Attendance Code X will have a Resolved Status of “Yes”.

The F Code (Flexible) will be inactive once a new attendance Year for 2013 is created for
DoE WA schools. It will still appear in Reports and in the lists of Attendance Codes.

From 2014 the F Code will be followed by the text (Code no longer active) in the Parameter
window.

Codes Q (Study Leave Year 11 and 12 ony) and K (Unauthorised Vacation) have been added
to the available codes.
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8.2.2 Adding an attendance code

Before you decide to add an attendance code, consider carefully the effects this will have on your
school’'s data. It is strongly recommended that you contact your Support Centre before adding codes.

To add an attendance code

e Click on the Add Attendance Code button @ at the top of the Attendance Codes window.

The Add Attendance Code window will open.

Add Attendance Code

Code ||_
Description [
Type -

Resolved Status v
Report Appearance -

[ 0K ] [ LCancel

Fieport Appearance - Only codes which are numbered will appear in
relevant reporte. There iz space on the reports for 3 Unauthorized, B
Authorized and 3 &pproved types of code.

e Enter the data for the new code in each field. <Tab> between fields.

Add Attendance Code

Code ID_
Description | Overgeas tip
Type Approved A

Resalved Status Resolved hd
Feport Appearance |0 k
1]

[ Ok ] [ LCancel

1
2
Report Appearance - [ 3 E which are numbered will appear in

relevant reporte. There ig zpace on the reports for 3 Unauthorised, B
Authorized and 3 Approved twpes of code.

Follow Up.

Code: enter a unique attendance code

Description: up to 35 characters in length

Type: identify the absence type as Unauthorised, Authorised, Approved or Late.

Resolved Status: identify the status as Resolved or Unresolved. This will assist in Absence

e Report Appearance: only codes that are numbered will appear in Lesson Attendance reports.
There is space on the Lesson Attendance reports for three unauthorised, two authorised and

three approved codes.

e Click OK to save the new attendance code.

Note: you will not be able to delete the attendance code once Lesson Attendance data has

been entered in the system

8.2.3 Editing Attendance Codes

CIVICa
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Once Attendance Codes have been set up in the software you will be able to edit only the
Description and Report Appearance fields. This limitation on editing is to ensure data is valid. It is
strongly recommended that you contact your Support Centre before editing codes.

To edit Attendance Codes (Description and/or Report Appearance)

e Open the Attendance Codes window in Lesson Attendance sidebar > Parameters >
Attendance Codes.

e Click on the Attendance Code you wish to edit. This will highlight the code.

e Click on the Edit Attendance Code button ﬂ at the top of the window. The Edit
Attendance Code window is displayed.

Edit Attendance Code

Code ’N_
Description | Notified as sick
Type Authorized w

Fesolved Status Fesolved hd
Report Appearance ERE v

[ ok ] [ LCancel

Report Appearance - Only codes which are numbered will appear in
relevant reports. There iz space on the reports for 3 Unauthorized, B
Authorized and 3 Approved types of code,

e Edit fields as required.

e Use the OK button to save editing. The edited attendance code now appears in the
Attendance Codes window.

e Use the Close button to close the Attendance Codes window.

8.3 Enforced School Closure: The “Y” Code

From Lesson Attendance 2.45 onwards a new attendance code is now available in Lesson
Attendance. 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 new code will be assigned the letter “Y”. For this reason it is essential that you
do not have a code assigned that letter already in the system prior to upgrading to Lesson
2.45. If you do, delete this code before creating a new Attendance Year.

Please contact your Support Provider for further information.
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8.3.1 Enforced School Closure Utility

Properties of the “Y” code

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

W Parameters x|

r Instructions

-
In the right hand panel. there ' AMtendanice Codes
are a humber of icobs with ' Create Daily Records

'fjuerf ;EE::Z??;T&T:Q Bl ' Create Mew Attendance Year

' Defaults
In order to start & function,
plea_se dn_:uble etk am i ' Delete Old Attendance Data
required icon. ' Delete Student Day Records
' iE nforced Schoal Closure

§ Map sttendance Codes

' Period Availability Structure
' Timetable Cycle Start Dates
' Year Groups

@ Palm Setup LI

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

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.

arwnNpE

8.3.2 The Enforced School Closure window

The Enforced School Closure function can only be accessed by one user at a time. Should another
user attempt to use this function whilst it is already in use, the following warning message will

appear.

' Create Daily Records
' Create New attendance Year
' Defaults

@ Delete 0id Attendance Data

' Delete Student Day Records
' Enforced School Closure

Ch, Audit

When you double click the Enforced School Closure item, the School Closure window will open:
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Thiz wtiliby will mark, esery selected student with the """ [Enforced Clozure)
Attendance code. Once in place, this code cannot be edited. Exceptions
apply when uzing the Student Find
Select the Date and Session, and click on "dpply School Closure"
“'ou can undo the change by clicking on "Cancel School Closure’. This will
mark evemy selected student with the default Attendance code.
Select
Date: [4 NV 2007 © Whale Day
() M session
() PM session
Select
) whole School
(& Student Find | v
Reazon
Reason for change:
[ LCancel School Clasure ] [ Apply School Clasure ] ’ Exit ]

8.3.3 Appling the School Closure using Student Find

Before beginning the following checks are made:

e The date must be within the current attendance year
e The school must be open for that date.

If you select “Student Find” then you can select one or more students either by selecting a query or
by clicking on the New Query button.

When you close the School, then, for selected students:

¢ Those that already have the Y code will retain the Y code
e Any student already marked with an authorised or approved absence code will not have
the code overwritten

¢ Those with any other attendance code should be changed to the Y code
¢ The ‘Reason for Change’ text will be saved as note for that particular day

To close the school for students:

e Select the date, and chose whether the closure is Whole Day or AM or PM.
e Areason for the change must be added
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School Closure

Thiz utility will mark, every selected student with the ™™ [Enforced Closure)
Attendance code. Once in place, this code cannot be edited. Exceptions
apply when uzing the Student Find

Select the Date and Session, and click on “Apply School Closure"

r'ou can undo the change by clicking on "Cancel School Closure’. T his will
mark, every selected student with the default Attendance code.

rSelect

Date: [& DEC 2007 & Whole Day
=AM session
£ PM session

rSelect

= whole School

% Student Find ISeIected Subset28...L| Mew Query |

~Reazon

Reason for change: | Form 8.1 classroom destroped by fire. ;[

[ -]

Cancel Schoal Closure | 2Apply School Closure | Exit |

e Click Apply School Closure

The following message will be displayed:

This will dose the school for the day selected for the selected pupils. Any attendance data already entered will be overwritten, other than for those students already

9
\:/ marked with Authorised or Approved absence codes,
Do you wish to continue?

e Click Yes to continue and the records will be processed:

@ Applying codes to students
I 13

On completion the following message will be displayed.

School Closure _ |

p Attendance Update Complete.

A School Activity of type "Enforced School Closure™ has been added to the Schoal Diary for 6 DEC 2007

e Click OK
e Click Exit

If the user cancels the School Closure:
e Those students marked with the Y code will be marked with the default code set by the

school (most schools mark this as present, but some mark it as absent);
e Other students’ attendance codes will remain unaltered.
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8.3.4 Appling the School Closure for the Whole School

All students will be assigned the “Y” code; irrespective of any code they might have already been
assigned.

e Select the date, and chose whether the closure is Whole Day or AM or PM.
e Areason for the change can also be added:

School Closure

Thiz utility will mark, every zelected student with the """ [Enforced Closure]
Attendance code. Once in place, this code cannot be edited. Exceptions
apply when uzing the Student Find

Select the Date and Seszion, and click on “Apply 5chool Closure”

r'ou can undo the change by clicking on "Cancel School Closure’. This will
mark every selected student with the default Attendance code.

rSelect
Date: [6DEC 2007 & whols Day
=AM session
= PM session

rSelect

* ‘whole School

= Student Find | = e Huery |

~Reazon

Reason for change: | School closed dus tao Aood, ;I

|

LCancel School Clazure | Apply School Clazure | E xit |

e Click Apply School Closure

The following Warning will be displayed:

. P This will close the whole school for the day selected. Any attendance data already entered will be overwritten.
\-:/ Dio you wish to continue?

e Click Yes to continue

The records will be processed and a message similar to that shown below will be displayed:

@ Clozing the School for Year Group: 1

Once completed the following message will be displayed:
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school Closure x|

i/] Attendance Update Complete.

A School Activity of type "Enforced Schoel Closure™ has been added to the School Diary for 6 DEC 2007

e Click OK to continue.
e Click Exit

8.3.5 Impact of the “Y” code on other areas

View Screens — Day View, Week View, Student View:
The “Y” code in the AM/PM or Periods sections cannot be overwritten, nor does it appear in

the Codes list.

Speed Entry:
If there is a “Y” code in EITHER the AM or the PM session, no changes can be made.

Lates:
If the Relevant Session is “Y”, no changes will be made.

Registration:
The “Y” code in the AM/PM or Periods sections cannot be overwritten, nor does it appear in

the Codes list.
Impact of multi user access may be

e Other users could possibly create or make changes to Lesson Attendance student day
records whilst the process is running.

¢ In the current module if this were to happen the other user would get an issues list as
shown below or if the other user has already made a change this will be over-written with
the Y code change, as shown below in Error! Reference source not found. and Error! Re
ference source not found..

Student Selection Date Selection

Select students by (O Form Date 17FEB 2011 ¢ B b THURSDAY
() Teaching Set Cycle ‘wieek 2 - 14 FEB 2011
(%) Student Find Abtendance Year 2011
SR RE e # &2 Current Code | Pressnt |
1 student zelected.
RefMo | Form Student Mame AM[PM|@| H| 1| 2] B| 3| 4] L| & | e
7 0.2 Azpinall, Simone Y| - Y- -1-1-1-1-]- i

W Multi-User Issues List

There are some potential issues as other users have accessed the same records recently.

Please check the details below and amend the records if necessary.

The record for Simone Aspinall has been modified by anather user

Day View multi-user change

IntegrisLessonAttendanceManual 06-Apr-20
CiviCa Page 8-10

© 2020 Civica Education Pty Ltd



Student Selection

Select students by (&) Farm Iy Farm
(O TeachingSet iy Cete
) Student Find
Farm: IHoom 1 A4

Date Selection
Wwieek starting Mon: |14 FEB 2011 ‘ @ ’
Cycle Week 2
Alttendance Year 201
g Current Code |Absent [cause not established) I

Formn Room 1 - B students.

Mon  Tue “wed Thu Fri
14FEE 15FEE 16FEE 17FEE 18FER

Ref Mo |Form |Student MName

|t | Pradatd |Ph fstd [Pt |Phd ] & [P ]

799 Room 1 |Ha||igan, Simon

N KRN RN REAS R

There are some potential issues as other users have accessed the same records recently.

Flease check the details below and amend the records if necessany.

The record for Simon Halligan has been modified by another user

Week View multi-user change

CIVICa
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8.4 Create Daily Records
Create Daily Records is dealt with fully in section 4
8.5 Create New Attendance Year

Create New Attendance Year is dealt with fully in section 3.2

8.6 Defaults
8.6.1 Defaults Tab

The Defaults tab section of Lesson Attendance Parameters allows users to create/select various
default settings in the Lesson Attendance module. The following window is accessed via Lesson
Attendance sidebar > Parameters > Defaults.

| esson Attendance options E|
s

Defaults ]Absence Letter] Report Instructionsl Supstem Managementl Lates Letterl Letter Defaults]

Default abzence code for Lates window |L| - ibgent [cause not established]
Default absence code for Speed Entry |U - Absent [cauze not established]
Default absence code far Day Yiew |U - Abzent [cause not established]
Default absence code far Student YWiew |U - Abzent [causze not established]
Default absence code for Week View |L| - dhgent [cause not established]

Home periods count towards abzence rules

Minimum percentage attendance required per session 7h %

[raily record management mode [on exiting Speed Entry) |.-’-‘«utomatic L

e Click on the Edit button to edit any of the default settings £|

In the Lesson Attendance options window in the ‘Defaults tab ‘the user can set the following
parameters:

Default absence codes for the Lates, Speed Entry, Day View, Student View and Week View
windows

e The default absence code for the Lates window is the code that will be displayed when the
Lates window opens. It can be overwritten in the Lates window when entering data.

e The default absence code for the Speed Entry, Day View, Student View and Week View
windows is the code that will be displayed when the windows open. It can be overwritten in
each of the windows when entering data. The default codes can be changed in Defaults if
users find they enter another code more frequently than the ‘U’.

Home periods count towards absence rules

Users can decide whether home periods count towards absentee statistics. This is provided to allow
schools to exclude home/registration periods from those periods being used to determine am/pm
attendance.
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If your school has a home period and it has been set to count towards absentee statistics when
creating a new attendance year, the check box will be ticked. To uncheck this field, and exclude the

home period in absentee statistics, click on the Edit button ﬂ and uncheck the field.

Home periods count towards abzence rules '

If you have selected for specific periods to be linked to the AM and PM codes (in the Year Groups
window) then setting this value will be irrelevant for those year groups.

Setting minimum percentage attendance

Set the percentage of periods that a student should attend in a session to be regarded as present
for each AM/PM session. For example, if students should attend for a minimum of three of four
morning periods (or three of four afternoon periods) in order to be counted as attending the session,
set the Minimum percentage attendance required per session to 75%.

Finimum percentage attendance required per session W 4

Note: If less than or equal to the set percentage of periods are marked as present, the first
attendance code (other than present code or late code) will be used as the attendance code
for the session.

Examples of threshold percentage settings

Example 1 — if the threshold is set at 65% then the student will need to attend as
follows to be marked as present for a session:

Total Periods 1 2 3 4 5 6 7 8
Minimum to

count as 1 2 2 3 4 4 5 6
present for

session

Example 2 - if the threshold is set at 75% then the student will need to attend as
follows to be marked as present for a session:

Total Periods 1 2 3 4 5 6 7 8
Minimum to

count as 1 2 3 3 4 5 6 6
present for

session

e Click on Edit ﬂ to edit the minimum percentage required per session.
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If you have selected specific periods to be linked to the AM and PM codes (in the Year Groups
window) then setting this value will be irrelevant for those year groups.

Setting Daily Record Management Mode

This function allows users to determine the mode of creating daily records.

There are three settings:
e Automatic.

e Manual.
o Off.
Daily record management mode [on exiting Speed Entiy] [ OfF ;I
Autornatic
M aral

Automatic Daily Record Management

This setting provides a function whereby when Speed Entry is exited and there are just a day’s
records to create, the creation of the records will occur automatically.

Manual Daily Record Management
Where the mode is set to Manual, when the user exits Speed Entry, the Daily Records window will
be displayed so the user can create the necessary daily records.

Off Mode
When the Daily Record Management mode is set to “Off”, the Daily Records can only be created
from Parameters > Create Daily Records.

8.6.2 Defaults Absence Letter Tab

Integris provides a standard absence letter (that can be edited) and the option to set up a second
letter. When printing follow-up letters, users will be asked which of the two letters they wish to use:

il | esson Attendance options g|
oz
Defaults Absence Letter lHeport Instructionsl Swstem Management] Lates Letterl Letter Defaults]
Abzence Letter 1
Cur records indicate that this student was absent on the days indicated helaw. -
Please pravide the reason(s) for thisithese absence(s) by contacting the school
office or campleting the tear-off section and returning itto the school as soon as
possible.
W
Absence Letter 2
Search for students with these Unrezolved Absences | Al Unresolved Codes w
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Letterhead and school logo can be set up in the General Sidebar > Control > Preferences >
reports. See the Administration Manager Manual for more information.

Schools can edit the text to appear in the body of the letter as shown below:

B | esson Attendance options E
L

Defaults Absence Letter lHelet Instructionsl Spatem Management] Lates Letterl Letter Defaults]

Absence Letter 1

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

Flease provide the reason(s) for thisithese absence(s) by contacting the school
office or completing the tear-off section and returning itto the school as soon as
possikle.

Abzence Letter 2

Cwrrecord indicate that this studentwas absent on the days indicated helaw. ~

Az we have had no respanse to our first letter, we will hawe no other aption butta
pass these details an to the Wielfare Officer if no explanation is provided for
thisithese absences.

Search for students with these Unresolved dbzences |AII Unresolved Codes w

Click on Edit % |

Add/Edit the text of Absence Letter 1 if required.
Add/Edit text to Absence Letter 2 if required.
Click OK.

Note: Changing the Absence letter text (the text in the body of the letter) will change the text
for both user-defined and form letters.(See Section 8.6.6)

Search for students with these Unresolved Absences

Users can select either a single unauthorised code to report on, or “All Unresolved Codes”.
The Absence Follow up Letter will contain the absences based on the option selected.

Search far students with theze Unresolved Abzences |,.ﬁ.,|| Urrezolved Codes w

I - Abgent [cauze not establizhed]
[_ # - Unacceptable Reason

e Click on Edit < |
e Select from option from drop down list.
e Click OK.

8.6.3 Defaults Report Instructions Tab
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One of the Lesson Attendance reports, the Morning Absentee Report, has a field that enables

users to enter text in an Instructions field at the top of the report. Enter any instructions required or
leave blank.

B Lesson Attendance options fgl
o~

Defaults l Absence Letter Report Instructions ]System Management] Lates Letter] Lettar Defaultsl

Instructions text for Moming Absentee Repart.
Please send this listto the office by 2.30 every day.

e Click on Edit < |
e Add/Edit the text as required
e Click OK.

IntegrisLessonAttendanceManual 06-Apr-20
Page 8-16
© 2020 Civica Education Pty Ltd

CIVICa



8.6.4 Defaults — System Management

Ml | esson Attendance options

Defaults l Abzence Letterl Repaort Instructions  System Management lLates Lettell Letter Defaultsl

Syztem Managerment On [] Enable Palm Recarding [Fequires Palm Lesson Attendance)

AMAPM Code Clicks |Eonfirmation Fequired “

Default Attendance Code |; - Present v

[ay Yiew Right Clicks |Disable Right Clicks in Registration Mode L

Evacuation Report Type (%) Absent students by Form () Bhzent students by House
() Absent students by ‘rear
Track Attendance Changes
[] Day View - Place students lacated via Studert Find ta the top of the list

Default Registration Times

&b Start Time Pt Start Tirne:
&bl End Time Pt End Time

X

’ Ok ] [ Cancel ]

System Management Switch

System Management can be switched on or off. This will control whether the taking of registers is
logged via the Registration option. (This is only applicable to TIME or TIMETABLE users).

WA Note: For DoE WA schools, The System Management On and Track Attendance
Changes check boxes will default to be ticked from Version 2.84 onwards. In Edit Mode (as

shown below), they cannot be changed.

|:| Lesson Attendance options

Defaultz l Abzence Lettell Fepaort Instructions  System Management lLates Lettell Letter Defaults]

[7] Enable Palm Recording [FRequires Palm Lesson Attendance)
A /P Code Clicks | Confirmation Required [=]
Default Atterdance Code |,.? - Present |z|

Dray Wiew Right Clicks |Disable Right Clicks in Reqistration Mode |Z|

Evacuation Report Type @) Absent students by Form () Absent students by House
(0 Absent students by ear
[7] Day Wiew - Place students located via Student Find to the top of the list

Default Registration Times

| £8 |

AM Start Time Pt Start Time
Ab End Time Fh End Time
0K | | Cancel | Exit
IntegrisLessonAttendanceManual 06-Apr-20
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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.
Default Attendance Code

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 and Training (WA) schools should use the default code
Present /.

Sensible alternatives would be 'U' for unauthorised absence, or you could create another
unauthorised absence code (such as '?"). Using a default other than / present, will mean that
saving the register will take longer.

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 now
elect to restrict the use of this right click function. The options are:

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

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

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

Evacuation Report Type

The Evacuation Report is available in three styles:
e By Form — This which will print a year group on each page separated into form groups.
e By Year — This will print the whole report on a page, sorted by year and then surname.
e By House — This will print a house on each page with students alphabetically listed.

The default output as selected in the Evacuation Report Type below can be overridden when the
Evacuation Report is generated (See section 7.2).
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i | esson Attendance options El
£

Defaults l Absence Lettell Feport Instructions  System Management ]Lates Letterl Letter Defaultsl

Swatem Management On [[] Enable Palm Recording [Requires Palm Lesson Attendance]
AP Code Clicks |E0nfirmati0n Required w

Default Attendance Code |; - Present v

Dray Yiew Fight Clicks |Disable Right Clicks in Regiztration Mode A

@t Type (%) Absert students by Form () sbsent stud@
) shsent students by Year
Track Attendance Changes
[ Day Wiew - Place students located via Student Find to the top of the list

Default Registration Times

Abd Start Time P Start Time
AM End Time Pt End Time

Track Attendance Changes

This enables detailed logging of changes made to the AM and PM codes for student attendance
records. This function is described in detail later in this section.

Lesson Attendance now provides the functionality to track changes made to the AM and/or PM
session for students. This option is available through Lesson Attendance >Parameters > Defaults >
System Management.

B | esson Attendance options gl
“

Defaults l Abzence Letterl Fepart Instructions  System Management ]Lates Letterl Letter Defaultsl

Swatem Management On [ Enable Palm Recording [Requires Palm Lesson Attendance]
AP Code Clicks |E0nfirmati0n Required w

Default Attendance Code |,.? - Present hd

Dray Yiew Fight Clicks |Disable Right Clicks in Regiztration Mode A

Evacuation Report Type  (3) Absent students by Form () Ahzent students by House
zent ztudents by rear

Track Attendance Change:

ay VIR -

ace students located via Student Find to the top of the list
Drefault Registration Times

Abd Start Time Pt Start Time
A End Time Ptd End Time

When a user changes an AM or PM code for a student record there is a requirement is some
schools to record the fact. This is accomplished in two ways:
e An extra two fields in Student Day records store the last 20 codes (in reverse order) that
have been recorded for the day. This happens automatically
e An extra database file logs changes. This recording has to be switched on in Parameters >
Defaults > System Management by selecting the Track Attendance Changes option.
The second of these options logs changes where there is already data in the history field and the
old code is not the default code or where the change is being made on a date other than the date
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of the Student attendance record. The Attendance Corrections report in Reports > Attendance
Records will report on the changes recorded in the second step.

Day View — Place students located via Student Find to the top of the list

By default the ‘Day View — Place students located via Student Find to the top of the list’ option will
be un — ticked. When un-ticked the Day View window will always sort students alphabetically.
When you check the box thus choosing the option to place the found student/s to the top of the list
the following changes will be apparent within Day View.

Choose the Student Find selection option in Lesson attendance >Day view , as shown below,
students selected either through typing name / reference number into the entry field, or through
use of the Student Find Tool, will be added to the top of any existing student selection, rather than
being added in alphabetical order.

Student Selection
Select students by = Farm = My Fom

i Teaching Set [ Sets
* Student Find

Student / RefMo. | i £
Student Selection Date Selection
Select students by () Form Date 28 FEE 2005 q @ [> MOMDAY
() Teaching Set Cycle Tem 1 week 5 - 28 FER 2005
(® Student Find Attendance Year 2005
ettt I et e “ & g Current Code |.f5.bsent [zause not established) |
7 students selected. U
11 2| B| 3| 4| L| &
RefMa | Fomn Student Name |AM | Phd | & | | | | | | | | | | | | | Codes
5 121 Angus, Sally AlAgy A A LA i
10 122 |Bates, Carl NI T 7 E-
15 123 Black. Joel L N A MY ! T
25 121 Brovan, Patrick L N A P ! R
109 1.2 Kent, Claytan L N A o / E
19 11.3 Kitchen, Marc AAdl A Y / W

To Track Changes/Corrections

With the Track Attendance Changes checked in the System Management window, the school will
be able to generate reports detailing changes to students attendance data, such as updating
information after receiving notifications from Parents/Caregivers regarding a student’s absence
from school.

e Ensure Tracking Attendance Changes is checked in System Management
Track Attendance Changes

e Record changes to student data using the most appropriate method, e.g. Student View
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Jackie Albert

Day AP | B
Wwed, 4th FEB 2004 uju
Fri. Gth FEE 2004
whed, 11th FEB 2004
Fri. 13th FEB 2004
wied, 18th FEB 2004
Tue. 30th MAR 2004

- | | = ¥
| o] O S
I

Jackie Albert

Day AM P
Wed, 4th FEB 2004
Fri, Gth FEB 2004
Wed, 11th FEB 2004
Fri. 13th FEB 2004
Wwed, 15th FEB 2004
Tue, 30th MAR 2004

~| T | T x| T
o T D 3| x| D=
I |

e Go to Lesson Attendance > Reports > Attendance Records > Attendance Corrections

[ Attendance Forms
£ Attendance Records
é}?‘* Abzence Report

Attendance Con 3

& Fam/Changes Registe

@‘ Farm Attendance Record
@‘ Lezson Attendance Surnmary
@ ‘week Register Report

_— .

West Coast District High School
Attendance Corrections

Date Range: 2 FEB 2004 to: 6 APR 2004

Student Year Form Attendance  AM Code PM Code pser Hame Modified
Date Old Hew Old Hew Date Time

Alhert, Jackie 4 Room 4 11 FEB 04 ! u] ! I ADMIM 1BFEBO4 324PM
13FEB 04 ! (S U ADMIM 18 FEBO4 324 Pid
6 FEB 04 ! H ! Ho ADMIM 1BFEBO4 325PM
4FEB 04 u] R u] R OSWALD BAPR 04 11:14 An
11 FEB 04 bR U R OBWALD  BAPRO4 11014 A
13FEB D4 ] R ] R OSWALD BAPR 04 11:14 A
18 FEB D4 u] R u] R OSWALD BAPR 04 11:14 An
a0 maR 04 ! ! U R O0SWALD  BAPRO4 1114 A

Default Registration Times

Note: Department of Education and Training (WA) schools will not use this option.

Where Timetabling is not chosen as an option for a year group, it will be possible to specify start
and end times for the AM & PM registration periods. These will help to set the current period on
the Registration windows. This functionality is not currently available.

8.6.5 Lates Letter
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Integris provides a standard Lates letter (that can be edited) and the option to set up a second
letter. When printing follow-up letters, users will be asked which of the two letters they wish to use:

B Lesson Attendance options E|
o~

Defaults l Absence LB[[BI] Report Instructions] Systemn Management Lates Letter lLetter Defaultsl

Lates Letter 1

Cur records indicate that the Late Attendanceds) listed in the tear-off section ofthis
letter are currently unexplained. Please provide the reason(s) for thisithese Lates(s)

hy contacting the school office or completing the tear-off section and returning itto

the school a5 s00n as possible.

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

Lates Letter 2

Letterhead and school logo can be set up in the General Sidebar > Control > Preferences >
reports. See the Administration Manager Manual for more information.

Schools can edit the text to appear in the body of the letter as shown below:

X

B | esson Attendance options

“

Diefaults ] Abzence Letter] Feport Instructions] System Management Lates Letter lLetter Defaults]

Lates Letter 1

Cur records indicate that the Late Attendance(s) listed inthe tear-off section ofthis
letter are currently unexplained. Please provide the reasonis) for thisithese Lates(s)

hy contacting the school office ar completing the tear-off section and returning it to

the school as soon as possible.

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

Lates Letter 2

Please provide the reasonis) for thisthese Late sessionfs by contacting the school -~
office or completing the tear-off section and returning itto the school as soon as
possible.

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

Click on Edit < |
Add/Edit the text of Absence Letter 1 if required.
Add/Edit text to Absence Letter 2 if required.

Click OK to save the changes. Click Cancel to cancel the changes. Click Exit to close the
window.

8.6.6 Letter Defaults

These defaults apply for the Unresolved Absences and Unresolved Lates
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If the ‘Form Teacher’ (Class Teacher) is selected as the signatory, each student’s letter will print
the name of his or her form teacher.

Ml Lesson Attendance options E|
<
Defaults ] Abzence Letter] Fieport Instructionsl Supstem Management] Lates Letter Letter Defaults I

Signatary
(%) Form Teacher
) User defined

Other options

Letter Recipient Send letters to all marked az Family Mail Marker. W

User-defined signatory
e To change the sender’s name/position to another name/position

e Click Edit |

e Check the User defined radio button.
Signatory
) Form Teacher
() User defined Name:| Position: |

e Enter the Name and Position of the sender.

Name: |John Smith Pasition: |Year Leader

e Edit the text for one or both the absence letters, if appropriate.

e Click OK to save the changes. Click Cancel to cancel the changes. Click Exit to close the
window.

The Letter Recipient option will initially default to 'Send letters to all marked as family mail
marker'. The full range of options includes:

Send letters to all marked as family mail marker

Send letters to all marked as having Parental Responsibility
Send letters to Parent/Guardian 1 only

Send letters to the Parent/Guardian of .....

The first of these options is suitable where the datafile does not contain full details of students’
contacts.

When printing Absence follow-up letters the ‘Select Letter’ destination will default to the ‘Letter
Recipient’ which has been set in Lesson Attendance Options > Absence Letters.
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W | esson Attendance options

Defaultsl.ﬁbsence Letter] Report Instructions | Spstem Management] Lates Letter Letter Defaults I

Signatorn
{7 Form Teacher
{E}U |:| Narne: | Positior: |

Other options

Letter Recipient |Senu:| letters to all marked as Family bail b arker.

] Usze pre-printed stationery, (5 cm header).

The following example shows the layout of a printed user-defined letter for a secondary school
student with 5 timetabling periods. For a student with am/pm attendance (e.g. primary school

students) the letter displays am/pm absence codes.
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West Coast Distriet High School

1120 Hay Road
PERTH Waestern Australia 6005

Telephone 9412 3456
Fax 9423 5980

12th Octaber 2005
Mr and Mrs Blake

9 Oceanic Court
SUBIACO WA 6009

L -

Dear Mrand Mrs Blake

Re: Absence from school - Keira Blake Form: 8.1 Year: 8

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

Please provide the reason(s) for this/these absence(s) by contacting the schoal office or completing the tear-off
section and reluming il 1o the school as soon as possible.

Please disregard this letter if you have already notified the schooh

Carl Best
Form Teacher

Day Date am pm Period Detail Reason for absence (please specify)
12B340L

Man 8 AUG 2005 u [ R A

Tue 9 AUG 2005 U U LbUu-Lu-uU

Wed 10 AUG 2005 [V A B A

Thu 1TAUG2005 0 U YU -UU - U

Fri 12AUG2005 U/ UU -/ /

Keira Blake: & day(s) with absences

Form: 8.1 Year: 8

[t

Parent/Carer Signature Date

Anendance Codes: 7 - Present, 17 - Absent {csuse nos esiablished), X - Unaceeprable Reason. T - Truzng, R - Reasonanle Cause, 7 - Suspended. E
- Educational Activite, W - Withdrawn, M - Medical/Sick Bay. L - Late

Pre-printed stationary letterhead option.

Some schools use their own headed stationary. An option to allow you to choose between using
the school letterhead stationery or the default letterhead printed by the system is provided via a

checkbox.
e Click into the checkbox if required.
|lze pre-printed stationeny, [5 cm header).
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8.7 Delete Old Attendance Data

This function allows the user to delete an entire year’s attendance data. If this function is chosen it
will delete the period availability structures, year groups and all attendance records for the year
that the user has chosen to delete. It is recommended that a Common Export report be created
prior to completing this action.

Note: This function should only be carried out by a user with Administrator status as an
Administrator password is required to complete this function.

The Delete Old Attendance Data function is accessed through Lesson Attendance > Parameters.

1I

r Instuctions
rFY
In the right hand panel, there ' Attendance Codes =
are a number of icons with ' Create Daily Records

descriptive titles showing which

functions are available ' Create New Attendance Year

' Defaults
I order to start a function,
plea_se d_ouble click an the ' Delete Old Attendance D ata
required icon. ' Delete Student Day Records

L Wlap Attendar

' Period Availability Structurs
@ Timetable Cycle Start Dates
' Year Groups =
' Palm Setup

@, Audit hd

e Double click on the Delete Old Attendance Data in the Parameters window.
e The following screen will appear: It will default to the current Year settings.

Delete Old Attendance Data

Delete Attendance Data

Thiz utiity will allov vou to delete old Attendance data.
It will it allow wou to delete the data for the Current Year.

Before deleting the data vou should make sure the Student
Attendance History iz up to date. See Admin > Utiliies »
Recalculate Attendance Figures.

You could also perfoim an Attendance Export to keep as an
archive. See Lesson Attendance » Reports > Exports >
Common Expart.

Select Year
Current ear 2004
‘ear to Delete T

Start of Attendance Year 31JaN 2000

Select Data Range

() Delete all Student Attendance Recaords
() Delete Selected Student Attendance Records

e Click on the down arrow to choose the Year to Delete.

Year bo Delete |2DDD W
2003

Start of Attendance Year S0z
2001

elect Data Range
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e Once the Year to Delete has been selected The Start of Attendance Year field will be
updated as well.
Lelect Tear
Current v'ear 2004
Yearto Delete 2000

v
Start of Attendance 'ear

31 .JaM 2000
[ ]

Choose the radio button to determine the data range that is to be deleted.
Select Data Range

(%) Delete all Student Attendance Records
) Delete Selected Student Attendance Fecords

Once all options on this screen have been set, click on OK to proceed with the deletion.
The Administrator Password will need to be entered to proceed any further.

Delete Attendance Data
Password

Y'ou have opted to delete an Attendance Year. Please

check that all required attendance data has been
archived befare continuing, Pleaze enter pour password
belows to confirm:

User: |ADMIN

Password: | Y

A warning message will appear giving the user the option to continue or not. Clicking on No
will cancel the Warning message and take the user back to the original screen

¥

This process will delete all Student Attendance recards, and the Year structure, for the Year 2000,
Cnce deleted, the data cannot be recovered.
Do wou wank bo continus?

[ tes |[

Mo ]

Clicking on Yes will generate the next Warning message.

\{/ Do wou want to update the Attendance History, o bo export the Attendance data before continuing?

e Clicking on Yes will close the Warning message to allow the user to update the attendance
history and create the attendance export file.
e Clicking on No will start the deletion process.

CIVICa
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Deleting

Deleting Attendance Recards between 31 JaN
@ 2000 and 15 DEC 200D,

e Once the process has been completed click Ok to close the window.

Information § |

Deletion finished.

8.8 Delete Student Day Records

Delete Student Day Records will remove all attendance data for the date range and students
selected.

-

|:|-'.=.="=_'.=_:- |EZ§|
Instructions
) ~
I the right hand panel, there ' Attendance Codes
are a number of iconz with ' Create Daily Records

descriptive tithes showing which

functions are available. ' Create New Attendan%‘fear
' Defaults

I order to start a function,

pr;e?a[s:[dc?uilg cﬁcrgiltohne ' Delete Old Attendance Data

required ican. 5 -ords|

' Map Attendance Codes

' Period Availabilite Structure

@ Timetable Cycle Start Dates

§ ‘ear Groups

@ Palm Setup A

The Delete Student Day Records utility is accessed through Lesson Attendance > Parameters.

Note: Once deleted, the Attendance Data cannot be retrieved so caution and advice should
be taken before running this Utility.

To Delete Student Day Records:

e Double Click on the Delete Student Day Records option
e Select the Date Range to delete records

Date Range: from |30 pAR 2020
o [34PR 2020

Mew Query

e Click on New Query to select the students to delete the records from
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[ StudentDay Record Deletion Utility @

Set the start and end dates fior the records to be delated.
Then zelect a group of students using the Mew Query
buttan.

On clicking DK the appropriate records will be deleted.

Once deleted, the Attendance data cannat be retrieved.
However, new records can be created with Speed Entry.

Date Range: from |30 paR 2020
o [34PR 2020

|Selected Subsst 527 entries { New Guery ¢

e Click OK to Process
e View the Warning Message

o Are you sure that you want to delete these records?

Yes Mo

e Click Yes to confirm the deletion of the records

Information X

MAR 2020 and 3 APR 2020,

o student Day Records deleted for 527 students between 30
Details can be found in the Activity Log.

e Click OK.

The system deletes the records and provides a record of the deletions in Control > Audit > Activity
Log window. The students’ Reference Numbers are listed.
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Activity Log

Selection Results

Apply filker - show entries where Activity Description contains: ||

Achivity Description
Login - ADMIN
Started - Parameters

Started - Delete O1d Attendance Data
Started - Delete Student Day Records
Started - Delete Student Day Records

Student Day Records Deleted -
Student Day Records Deleted -
Student Day Records Deleted -
Student Day Records Deleted -
Student Day Records Deleted -
Student Day Records Deleted -
Student Day Records Deleted -
Shudent Nau Berardz Neleted -

LoglD User Mame Date Time
32249 1ADMIN BAPR 2020 10:16:26.00
32280 i ADMIM BAPR 2020 10:16:42.00
32251 1ADMIM B APR 2020 10:16:45.00
32252 ADMIMN B APR 2020 10:16:53.00
32253 ADMIM BAPR 2020 10:40:55.00
32284 1 ADMIN BAPR 2020 10:48:18.00
32285 ADMIM BAPR 2020 10:48:18.00
JZ256 ADMIM B APR 2020 10:48:18.00
32257 (ADMIM B APR 2020 10:46:18.00
32258 ADMIN BAPR 2020 10:46:18.00
32289 ADMIM BAPR 2020 10:48:18.00
32260 i ADMIM BAPR 2020 10:48:18.00
APPRT GANKMIN RAPR 202N IM-4R-18 NN
<

Total Activity Log ltems: 536 (¢ Sortby D

Purge

™ Sort by User

StuRef: 7BE - 30 M:
StuRef: 2 - 30 MAR
StuRef; 879 - 20 M:
StuRef. 866 - 30 Me
StuRef: 800 - 30 Me
StuRef; 846 - 30 M:
StuRef: 830 - 30 M
ShiReF 3- AN MAR ¥
>

" Sort by Date/Time

FErirt Cloze

Records can be recreated using Speed Entry or Creating Daily Records.

|:| Parameters @
Inztuctions
. ~
In the right hand panel. there . Attendance Codes
are & number of icons with | ) i 3
descriptive litles showing which
functions are avaiable. . Create New attendance ear
@ Defaults
I arder to start a function,
pleage dpuble click an the ' Delete Old Attendance Data
required icon. ' Delete Student Day Records
' Erforced School Closure
. tap Attendance Codes
. Penod Availability Structure
. Timetable Cycle Start Dates
. Year Groups
@ Palm Setup v
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8.9 Map Attendance Codes

This functionality allows changes to be made to lesson attendance code.

Users will not be able to change the code directly, as it could affect historic data. Instead a code-
mapping window, where you can map all occurrences of one code to a different code, within a

given School Year is provided.

This utility appears in the Parameters section, and opens the Map Attendance Codes window.

8.9.1 Map Attendance Codes window

(= [x]|
Thiz window will allow you to change one Attendance code in the Student D ay records to another code,
Select & "from' and a "to" Code, atd the Attendance year, and press "Map Code™
Al Shudents marked with the "from" codes will be updated bo the "ho" code.
Code to map from Ciode to map to
Code | Dezcription Type Resolved Code | Dezcrption Type Resolved
= Unacceptable Reason i Unauthonized (MO s * Unacceptable Reason :Unauthonized (N0 s
T Truant Unautharized {YES T Truant Unautharised (YES
A Reasonable Cause Autharized  IYES R Reazonable Cause Authonised  (YES
Z Suzpended Autharized  YES Z Suspended Authorized  YES
E Educational ity  Approved YES E Educational Activity  iApproved YES
W twithdrawn Approved YES W Bwfithdram Approved YES
] Medical/Sick Bay Approved YES b Medical/Sick Bay Approved YES
L Late Late YES L Late Late YES
Y yellow Approved MO y yellow Lpproved MO
i indigo Approved MO i indigo Approved
a arange Approved MO a arange Approved MO
=} purple Authaorized MO ] purple Authorized MO
b w
< 3 < ¥
Year [2003 v [ Map Code ] [ E it ]

The window is only available in Single User mode. The “Present” code does not appear.

8.9.2 Mapping the Code

This process is not necessarily completely reversible: If you have students with “X” codes, and
students with “T” codes already in the system, and you map all “X’s” to “T”, you will no longer be

able to distinguish between the original “Ts” and the new ones.

For this reason, make sure you are mapping only the codes that need changing.

e Select a “from” and a “to” code and select an academic Year.

e Click on “Map Codes”

e All occurrences of the “from” code in the records for the selected Year will be

changed to the “to” code.

e You can only change codes which have the same Type.

CIVICa
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Note: The later into the Academic Year that you do this, the longer the process will take, as
there will be many thousands of Attendance records to examine.

8.10Period Availability Structure
See section 3-11 Setting up the Period Availability Structure

8.11Timetable Cycle Start Dates
See section 3.3 Setting up Timetable Cycles

8.12Year Groups

An icon on the Parameters > Year Groups window enables users to add a year group to Lesson
Attendance after the year has started. This is useful where you are implementing Lesson
Attendance as a gradual process, one year group at a time.

( h
A
R —— Group

v | 2 J

& 2003

Year Group |P'eri|:u:| Structure |Start Date |En|:| Date | Fhd Period
4 Prirnary w6 JAN 2003 21 MOY 2003 9 P
3 Primary w|BJAN 2003 21 MOy 2003 i 1.,.
B Primary w |BJAN 2003 21 NOY 2003 0 ]
7 Secondary w |B AN 2003 21 MOV 2003 1] W
8 Secondary w6 AN 2003 21 MOy 2003 ] w
3 TIMETABLING w |B AN 2003 21 NOY 2003 0 v
10 TIMETABLING w|BJAN 2003 1 MOy 2003 i B
1 TIMETABLIMNG w B AN 2003 21 NOY 2003 0 vy

8.12.1 Adding a Year Group Using Lesson Attendance

It is possible to add a year group to Lesson Attendance after the new lesson attendance year has
been created. Only those Year Groups that do not currently appear in Lesson Attendance can be
added to the year groups.

e Click on the Add < button to open the window to add a new year group. From the Year
Group drop down choose the required Year. The Start Attendance date field will default to
the current date; this can be edited, if required. The required Period Structure is then
chosen from the drop down list.
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Add Year Group

‘Year Group

Start Attendance

Period Structure

L Ok ”_ Cancel ]

Add Year Group

ear Group I P L¥3
Start Attendance |5 FEE 2004

Period Structure PrePrimary hd
Mot gpecified

TIMETABLING

Frimary
Secondary

CTADTIRIZ

Note: If the Period Structure required is not available from the list, it must first be created in
the Period Availability Structure Parameter.

e Upon clicking on OK to confirm the new Year Group a warning message will be generated.

Yes will create the new Year Group and No will cancel the process.

Once added, the new Year Group cannot be removed. Are vou sure you want ko conbinue?

[ tes J[ to |
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8.12.2 Changing Period Structure linked to a Year Group

It is possible to change the period structure that a year group is linked to during an attendance
year. This can only be done by a user with Administrator status as the Administrator’s password is
required to complete this function

Linking a new period structure should not be done unless all attendance data is up to date and
daily records have not been created for future dates. Be aware that any changes to period
structures may invalidate some of the Lesson Attendance reports that cover the period before and
after the change.

It is not possible to alter a Period Structure during the year, but it is possible to add new period
structures.

To change the Period Structure for a Year Group, go to Parameters > Year Groups

e Click on Edit Pencil < at the top of the Year Groups window. The Period Structure drop
down list is now available to choose an existing structure.

Year Groups Using Lesson Attendance

& 2004 A
Year Group |F'eri0c| Structure Start Date End Date | Pk Period
F PreFrirmary + 2 FEE 2004 16 DEC 2004 i] A
1 Mot specified 2FER 2004 16 DEC 2004 i} "
2 TIMETABLING 2FER 2004 16 DEC 2004 i} v
3 Secaondary 2FER 2004 16 DEC 2004 0 v
4 Prefrimaty 2FEB 2004 16 DEC 2004 b~
3 Prirnary + |2 FEB 2004 16 DEC 2004 0 v
g Prirnary + |2 FEB 2004 16 DEC 2004 0 v
7 Primary +w |2 FEB 2004 16 DEC 2004 i} v
[ Save ] ’ LCancel ]

e Once the required period structure has been selected, clicking on the Save button will
generate the Change Year Structure window ready for the Administrator’'s password. Enter
the password and click on OK to save the changes

Change Year Structure

Passward

You have opted to alter an attendance pear structure.
Flease check that all attendance data is up to date before
caontinuing. Pleaze enter your paszword below ta confim:

User: [ADMIN

Passward: |

[ ok l[ Cancel ]

Daily records can now be created for all year groups, including the new year group in the usual
manner.
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Note: For TIME and TIMETABLE users, linking the Year Group to the Timetabling Option
must be done to allow daily records to be created at the teaching set level. Attendance can
then be analysed at the teaching set level using the Subject Attendance reports in Lesson

Attendance > Reports > Subject Attendance.
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8.13Palm Setup
8.13.1 Enabling Palm Setup

Before any users can be registered for Palm lesson attendance recording, the system must be
enabled. This can be done on the ‘Lesson > Parameters > Defaults’ screen by selecting the
‘System Management’ tab and checking the ‘Enable Palm Recording’ option. This will register new
users for Palm lesson attendance recording.

By un-setting this option you can prevent all registered Palm lesson attendance users from
synchronising their data with the Integris data file.

W Parameters

Inthe right hand panel, there § Attendance Codes
aea _nL_Inbe_r of il:cms_with X . Create Daily Records
ezcr ilies shomalubict @ Create New Attendance Year

functions are available.
'

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

lability Structure
o m e

i Lesson Attendance options

Defaults | Absence Letter | Report Instructions SystemManagementI

I~ System Management On I~ Allow Changes to AM/PM codes
[V Enable Pam Recording (Requires Palm Lesson Attendance)

Default Attendance Code: [/ - Present &

Evacuation Report Type (& Absent students by Class
" Absent students by Year

Default Registration Times:
AM Start Time. PM Start Time
AM End Time P End Time:

| e ||

8.13.2 Registering Palm Lesson Attendance Users

Once the system is enabled, you will be able to register new Palm lesson attendance users. This
can be done using the ‘Lesson > Parameters > Palm Setup’ screen shown below.

x
 Instructions
In the right hand panel, there . Altendance Codes :‘l
are & number of icons with @ Create Daily Records
;te:;:;nm: z:;ll:\sr;"i‘a‘:bbremg which . Create New Attendance Year
: @ Defaults
In order to start a function, : o~
plea_se dpuble A e . Period Availability Structure
required icon. @ Timetable Cycle Start Dates

@ Year Groups

Integris Palm Registration

Palm Username Registered To Last Sync g_ﬁ_l
paul STAFF - COY 17th October 2002 10: :J
shaun STAFF - COOD 17th October 2002 10: _J
chrisc STAFF - wOD

supp STAFF - WIL @
DaveP STAFF - MAC

m130 STAFF - BAS 18th October 2002 4:1

04 STAFF - Bal 21st October 2002 1:4
BasM500 STAFF - BEC 18th October 200212

Tricia STAFF - BEG

Richard STAFF - RIC

Buildh130 STAFF - MOS 17th October 2002 1:2

Base STAFF - TOF 16th October 2002 4:4

This screen show the registrations currently defined for use with Palm Lesson Attendance and
allows you to add, edit or delete any of the registration details.
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To add a registration, click on the ‘Register New Palm’ button. To edit an existing registration,
select the registration from the list and click on the ‘Edit Palm Registration’ button to bring up the
following screen:

Add Registration

~ Reagistration Details

Palm Usemame |

Registration Type (& Staff
| Q.
" Room
| S

" Cover &4,

I~ Reset at Next Sync I~ Suspend Registration

Each Palm registration consists of a ‘Palm Username’, a ‘Registration Type’ and the ‘Registration
Details’. In addition to this, there are several options you can set for each registration on the
system.

The ‘Palm Username’ is the name the Palm device uses when synchronising. This should match
with the name shown at the top right hand corner of the HotSync screen on the corresponding
Palm device.

The ‘Registration Type can be either ‘Staff’, ‘Room’ or ‘Cover’ and the ‘Registration Details’ will be
the specific Integris staff member or room or the selection of classes/teaching sets in the case of
‘Cover’. Use the magnifying glass next to the registration type you choose to supply the registration
details.

If you select the ‘Reset at Next Sync’ option for a registration then the next time that Palm device is
synchronised, any changes made on the Palm device will be discarded and a fresh set of data will
be transferred to the Palm device.

The ‘Suspend Registration’ option allows you to stop specific Palm devices from synchronising
their data with Integris. i.e. A Palm device with this option set will not be able to update Integris or
get any new data from Integris.

8.13.3 Troubleshooting

There are several areas which can be examined within Integris and elsewhere to make sure that
the synchronisation processes are operating correctly. At the Integris end, any problems
encountered during the synchronisation will be reported to the Integris audit log accessed through
‘General > Control > Audit’.

i Control

 Instructions -
In the right hand panel, there ‘ S
@ el Mndule

are a number of innns with
descriptive titl FXS T AR
functions are

- Selection Results
In order to ste
please double
required icon.

UserName | Date Time

Unknown 180CT 2002 {15:10:15.00
Unknown 180CT 2002 {15:10:31.00
Unknown 180CT 2002 :15:25:09.00

Activity Description

Palm User: Q4 - Sync Started. :J
Palm User: Q4 - Sync Complete.

Palm User: Rob2 - Sync Started.

Unknown
Unknown
Unknown
Unknown
Unknown
Unknown

18 OCT 2002
18 OCT 2002
18 0CT 2002
18 0CT 2002
18 0CT 2002
18 OCT 2002

15:25:24.00
15:25:47.00
15:25:57.00
15:26:30.00
15:26:46.00
15:27:14.00

Palm User: Rob2 - Sync Complete.

Palm User: Q4 - Sync Started.
Palm User: D4 - Sync Complete.
Palm User: m130 - Sync Started.

Palm User: m130 - Sync Complete.

Palm User: Q4 - Sync Started.
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During the synchronisation process, before and after the data has been processed by Integris, any
problems encountered will be reported in the Hotsync log. Any general feedback will be reported in
the desktop Hotsync log and any user specific feedback will be reported in the Hotsync log on the
Palm device.

m130 i

[HotSyme operation started 10/07/02 09:30:20
0K Date Book
0K iddress Book

v Local USE
Local Serial
Modem

v Network

Setup...

0K System
[HotSync operation complete 10/07/02 09:30:53
Custom...
File Link...

View Log...

[HotSync operation started 10/21/02 09:06:29
0K Date Book
0K Address Book

About...
Help...

0K BM Lesson Attendance

Exit

Last HotSync operation:
3710702, 11:09

OK RM Lesson Attendance
OK Date Book

OK Address Book

OK To Do List

OK Memo Pad

QK System

Booster

¢

Hotyne

Mermno Pad

ToDolist Welcorne

Starting the application

The Palm application can be started by tapping the ‘Lesson’ icon from the main screen.

The application will then check that there is enough data present on the Palm to run the application
correctly. If not, a warning will be displayed and you will have to perform a successful
synchronisation before you can use the application.

If the correct data is available on the Palm, the application will check the current time on the
handheld and compare this against the timetable data. It will then try and load the data for the
correct period of the day based on this time. If the application cannot determine the period, it will
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load data for the first period it has available for the day.

 [rrorereres WD
[ Nisreene Akhrif

[ Charlene fustin

& Maxuwell Benenson
[ Toby Dalton

[ Sophie Darragh

[ Michael Egan

[ Daniel Elder

[ Claire Farrant

[ Luke Freeman

~EEEEREERE
dAdddddd4d«

History) 1-9/28 Mext

Recording Attendance

When the application loads, you will be presented with the main attendance recording screen. This
screen displays all the student data available on the Palm device for the date and period displayed
in the title bar of the screen. The group name is displayed at the top right of the screen.

You can navigate through the group by using the ‘Back’ and ‘Next’ buttons at the bottom right of the
screen. Your current position in the group is also displayed at the bottom of the screen.

The current attendance code for each student is displayed to the right of their name. If the student
has been marked with an unauthorised absence code at any point during the day their name will be
highlighted in red and a ‘(U)’ will be displayed to the right of their name. If they have been marked
with a late code at any point during the day, their name will be highlighted in green and a ‘(L)’ will be
displayed after their name.

You can mark the default codes by checking and un-checking the check box next to each student
name. To enter a reason code other than the default codes, you can use the dropdown list to the
right of the student name.

At the far right of the screen next to each student name is an indication of whether any notes have
been entered against the student. A blue *’ indicates they have notes entered and a yellow ‘-
indicates that no notes have been entered. You can click on this indicator to enter notes for the
corresponding student

Tapping on the title bar will open the menu allowing you to access other areas of the application and
the ‘History’ button to the bottom left of the main screen will take you to the history screen .
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Taking Notes

palm)
I Francesca Clayton

Integris Motes: This is an example
lesson attendance note

Your Motes

This is an exmaple user note...

The notes screen is accessed via the notes indicator on the main screen or via the notes indicator
on the history screen.

This screen allows you to view any existing notes for the student and add or edit your notes for the
student.

The top box on this screen displays any notes which were present in Integris at the point of the last
synchronisation. These notes are read-only.

The bottom box on this screen allows you to enter additional notes for the student. You can edit
these notes until the next synchronisation is performed at which point they will be appended to the
Integris note and will become read-only on the Palm.

Notes can be entered using the Palm graffiti language, the popup keyboard which can be accessed
by tapping the bottom left corner of the text entry section on the Palm or by tapping on the title bar
of the notes screen to open the menu and selecting the ‘Keyboard’ option.

You also have the ability to ‘Cut’, ‘Copy’ or ‘Paste’ notes from one student to another by selecting
the appropriate text in the “Your Notes’ box, tapping on the title bar to open the menu and selecting
the required option.
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Changing Group

(hanqe Group

Timetable for 8/10/02

1Set: 11B/A 09:00 - 10:00
2 Set: 9y2/A 10:00 - 11:00
4 Set: 81170 12:00 - 13:00
S Set: 8y 17/ 13:00 - 14:00

Back ] ( Display Group

The change group screen is accessed by tapping the title bar on the main screen and selecting the
‘Change Group’ option.

This screen shows the timetable details which are currently available on the Palm. This consists of
period number, class/set indicator, group name and period times.

To change the group displayed on the main screen, select the group for which you wish to enter
attendance data and the tap the ‘Display Group’ button. You will then be returned to the main screen
which will be populated with data for the selected group.

To return to the main screen without changing group, you can tap the ‘Back’ button.

]
L: Absent {cause not established) I
%: Unacceptable Reason
T: Truant
R: Reasonable Cause
Z: Suspended
E: Educational Activity
b

Lo 145
Default Checked [/ [+]
Default Unchecked U ||

Done

The codes screen can be accessed from the main screen by tapping the title bar to open the menu
and selecting the ‘View Codes’ option or from the history screen by tapping on the title bar to open
the menu and selecting the ‘View Codes’ option.

This screen displays a list of all the attendance reason codes which are available on the Palm along
with the code descriptions.
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You can also view or change the default codes used when recording attendance (See 2.2). To
change the codes use the dropdown list next to the code you wish to change, either ‘Default
Checked’ or ‘Default Unchecked'.

Attendance History

I Attendance History: 3079702

Cassandra Coward

%* lames Dean

/1717178

% lJess Garrard Campbell
(11717
Christopher Gates

-~
v

OF

The history screen can be accessed from the main screen by tapping the title bar to open the menu
and selecting the ‘View History’ option or by tapping the ‘History’ button at the bottom of the main
screen.

This screen displays a list of all students in the current group (the one displayed on the main screen)
who have been marked unauthorised absent or late at any point during the day. The attendance
codes for the full day are shown for these students with the unauthorised absent codes highlighted
in red and the late codes highlighted in green.

The up/down arrows at the bottom left of the screen can be used to move through the list of students
and an indication of your current position within the group is displayed at the bottom of the screen.

You can tap on the notes indicator to the left of each student name to view or edit any notes attached
to the student.

To get a more detailed description of any of the codes displayed, tap the title bar of the screen to
open the menu and select the ‘View Codes’ option to open the codes screen.

Options
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Update Options
@ Full Sync
OMo Sync

OReset Palm Data
(Mo Integris Update}

The options screen can be accessed from the main screen by tapping the title bar to open the
menu and then selecting ‘Options’.

You can use this screen to control what happens when you next try to synchronise the lesson
attendance data held on the Palm with Integris.

The ‘Full Sync’ option is the default and will update Integris with the data on your Palm and vice-
versa.

The ‘No Sync’ option will prevent any lesson attendance data from being transferred to Integris and
will also prevent the Palm from being updated by Integris.

The ‘Reset Palm Data’ option will result in the loss of any changes you have made on your Palm
since you last synchronised and will update the Palm with a fresh set of data from Integris. This
option will be reset to ‘Full Sync’ the next time you synchronise.

NOTE: Only set this option if you are prepared to lose any changes you have made on your Palm
since the last synchronisation.

Help

ety
| Tips
[ Sofia Ba
‘| About A
[ Yictoria oree

[ Francesca Clavton sl *

Each screen within the application has associated help text which describes each function which
can be performed on the screen.

The help text can be accessed by tapping on the title bar of a screen to open the menu, selecting
the ‘Help’ menu and then choosing the ‘Tips’ option from the menu.

The ‘Help’ menu on the main screen also contains an ‘About’ option which gives general
application information.

8.13.5 Tips
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Menu Shortcuts

Each menu item in the application has an associated shortcut letter. To use shortcuts within the
application, use the stylus to draw a diagonal stoke in the text entry section of the Palm screen
from bottom left to top right. Then, use the Palm graffiti language to enter the symbol for the
shortcut letter. This will activate the associated function.

OMNIS Server

Changing Data File

If the Integris data file needs to be changed for any reason, the OMNIS Server software must also
be pointed at the new data file. This can be done using the ‘Integris Web’ menu and selecting the
‘Change Data File’ option. Once changed, the OMNIS Server software will automatically try to
connect to the data file the next time it is started.

Integris Single User Operations (Including Backup)

The OMNIS Server software required for the Palm lesson attendance synchronisation maintains a
link to the Integris data file. In order to perform certain Integris single user functions or copy the
Integris data files for the purpose of making a backup, the OMNIS Server software will have to be
stopped before the task is performed. The OMNIS Server software must then be re-started to
continue using Palm lesson attendance.

Known Issues

Due to the size limitation of the Palm device screen, the History section of the application will only
display the daily attendance record for students up to fourteen periods though the attendance
recording section of the software can support the full sixteen period structures available in Integris.

Palm Lesson Attendance > Name Display

Due to the screen size and fonts used by the Palm device, students with long names will have their
name truncated slightly. In rare circumstances, this truncation is still insufficient and the name can
be split over multiple lines making it hard to read.

Palm m130 and Portsmith Ethernet Cradles
The Palm device model m130 requires and upgrade which RM can arrange to enable it to be used
with the Portsmith Ethernet cradles for network synchronisation.
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8.14Using the Lesson Attendance Audit Log

The ability to track the recording of attendance registers available through the Lesson Attendance
Audit Log. When the Register button is used to open the Day View window, and the register is
confirmed (by clicking OK), an entry is made in the Lesson Attendance Audit Log. This entry will
include time, date, user initials, form description or teaching set description.

Audit
e The Lesson Attendance Audit Log is accessed through the Parameters Window &

e A double click on this button will activate the Audit Log screen where the user sets the
criteria required to generate the Audit Log.

Lesson Attendance Audit Log

Selection Criteria

" Specific User

Faorm and Set Selection
" Al

" Specific Farm

" Specific Set

Altendance Date Criteria

&+ Al Entries
" Entries in the date range
From Ta

Entry Criteria
&+ Al Entries
™ Entries in the date range

From To

| |

e Clicking on the Specific User radio button activates the drop down list of available users
* Specific User |.-’.'-.BBE|TT w

AEBOTT ~
Form and Set Selectif a0pd| M
Al alan
BEST
" Specific Form BLOGES
" BRIGG
" Specific Set BROOKS
CALVIM
Attendance D ate Crit| CHARLTOM
= Al Entries CORMER b

e The Form and Set Selection gives options to choose to report on all teaching sets and
forms or to choose a specific form or a specific teaching set.
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Form and Set Selection
i~ Al

™ Specific Form

" Specific Set

Atterdance Date Crif 54

& Al Entries 315
™ Entries in the|g 2
Fram 33

10.1

10.2 w

e There are two date criteria that may be used in generating the Audit Log. The Attendance
Date Criteria which refers to the date of the scheduled attendance, and the Entry Criteria
which refers to the date that the register was actually taken.

Attendance Date Criteria

* Al Entries

™ Entries in the date range

Fram To

Entry Criteria

™ Al Entries

" Entries in the date range

Fram To

|1 FEB 2004 |1 0CT 2004

Lesson Attendance Audit Log
Date of required
attendance.

Selection Results

UzerMame  Date Time Attendance Date W
O5WALD T10FEE 2004 15:52:27.00 110 FER 2004 . ' HR_3 A
Os5WwWalD T10FEE 2004 i15:52:43.00 10 FEB 2004 H HR_4
O5walD 10FER 2004 :155251.00:10FER 2004 H HR_4
O5walD 10FER 2004 :15:53171.00:10FER 2004 H HR_5
O5waLD 10FER 2004 $155211.00:10FER 2004 H HR_5
O5waLD 10FER 2004 :1553:25.00 10 FEB 2004 H HR_E
O5WALD T0FEE 2004 15:53.26.00 (10 FER 2004 H HR_E
Os5WwWalD T10FEE 2004 1553400010 FER 2004 H HR_7
O5walD 10FEB 2004 :155341.00:10FER 2004 H HR_¥
O5walD 10FER 2004 :15:54:00.00:10FEEB 2004 H HR_&
O5waLD 10FER 2004 :15:54:01.00:10 FER 2004 H HR_&
O5waLD 10FER 2004 :1554:17.00:10FER 2004 H HR_15
O5waLD 10FER 2004 :15:54:18.00 10 FEB 2004 H HR_15
Os5WwWalD T10FEE 2004 i16:01:38.00 :3FER 2004 H HR_12
Os5WwWalD T10FEE 2004 16:01:33.00 :3FER 2004 H HR_12
O5walD 10FER 2004 :16:01:54.00 ;9 FER 2004 H HR_1
O5waLD 10FER 2004 :16:0206.00 ;9 FER 2004 H HR_10
O5waLD 10FER 2004 (160245009 FER 2004 H HR_11

10FER 2004 (16:03:06.00 i3 FEB 2004 H

16 0.00 3FER 2004 H

10FEB 2004

Date the entry was
made in the log

Tatal Activity Log [tenms:

The Lesson Attendance Audit Log window displays:

* Sort by Date/Time
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The User name of the person who completed the registration process
The date and time that the register was taken
The period and teaching set description for the registered class

The window provides two radio buttons for sorting either by User or by Date/time. Alternatively,
clicking on a column heading will sort the information accordingly.

The Lesson Attendance Audit Log contains a Purge facility to clear all records that meet the criteria
entered in the opening Audit window

e Clicking on the Purge - .J button will activate the following warning message. The
information is removed from the data file and stored as a text file in a location of the User’s
choosing.

::?/ This process will export the lesson audit log to a text file, and then DELETE the audit log records which match the

criteria specified. Are vou sure vou wank to continue?

e Clicking on No will abort the procedure, clicking on Yes will generate a second warning
message.

e This warning message will inform the user that the process cannot be reversed. Again
clicking on No will abort the process and Yes will continue the purge process.

e Clicking on Yes will take the user to the default location within Integris to save the file.
Cancelling or closing this window will, again abort the purge process.

e Enter an appropriate name for the file and click on Save to complete purging the Lesson
Attendance Audit Log.
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Export lesson audit log @

Saven: | () OUTBOX ¥ Q@ E-

©

My Becent
Documents

)

Desklop
My Documents

5

Iy Compuiter

3 o=

File name:

Iy Net.work Save as lype: | pin v | ’ Cancel ]

8.15Management Reports

The Management Reports provides the User with a quick and easy method of checking which
teaching sets have had their attendance recorded through the registration function. The report can
be generated for either a single period of the day or a daily summary. An option also exists to

either hide or show completed registers

The Management Reports is available through the Parameters on the Lesson Attendance Side bar.

e Click on the “ button in Lesson Attendance > Parameters to open the
System Management Reports window.

If the system detects that the TIME module is installed, and that both Timetabled and non-
timetabled Year groups are used, then the Report Type Select screen will appear.

Report Type Select

Some Attendance Years Groupz are imetabled, while others are
nat.

Timetabled Years: 8. 9, 10, 11,12
Non-Timetabled Years: P. 1. 2, 3, 4, 5,6, 7

Flease zelect which Repart Tupe pou want to apen.

i Teaching Set Registers [Timetabled)

" Form Registers

Cancel |

e [f the user selects Teaching Set Registers, then the System Management Reports screen
will appear:
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- attendance Date Criteria

Attendance D ate |3 DEC 2007
attendance Period Iw 'I

& Single Period
= Daily Surrnary

v Hide Completed Registers

Select a date and an attendance period.

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

The Daily Suramary will list all registers for all
pefiads up to the zelected period.

Select Hide Completed Registers to only show
incomplete reqisters.

Lancel

e The window will default to the current date and period based on the system clock and
timetabling. It will also default to the Single Period radio button and check the Hide
Completed Registers box.

e [f timetabling is not being used or if at the Report Type Select screen the user selects to
report on Form registration the following window will appear:

r &ttendance Date Criteria

Attendance D ate |3 DEC 2007

Select a date.

For each Form, an entry will appear for evemn
occazion that the Register has been opened
and mark.ed.

Clicking OK will display both registered and unregistered forms:
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System Management Reports

- Selection Results
Farm Registered Date Time Staff Code
123 MO ALAT -
122 MO BARH _I
a1 MO BESC
gz MO BRI
83 MO CaLl
.z MO CORS
93 MO CREN
ah MO [RFANER
Room 2 MO DRAD
a4 MO EValL
Foom 7 MO EWEE
Raaom 4 MO GAR
92z MO HOLE.
Room 1 MO KEMG
Foom & TES 3 DEC 2007 16:29.55 Mk
Foom 5 TES 3DEC 2007 16:23.53 Mk
103 MO LORT
kP MO biA=S
121 MO MCLJ
111 MO 055 o
Raom 3 MO PITE
in?2 kM SialF R LI
Total ltems: 28
Brink | Llose |

If timetabling is only being used for attendance set up the following window will be displayed:

System Management Reports

Attendance Date Criteria

Attendance Date |11 FEB 2004
Attendance Period v

(*) Single Period
() Daily Summary

Hide Complated Fegisters

Select a date and an attendance period,

The Single Period Repart will list all reqisters for
the selected period, indicating when they were
completed.

The Daily Surnrary will list all reqisters for all
periods up ta the zelected period.

Select Hide Completed Registers to only show
incomplete registers.,

LCancel

e To generate a Daily Summary Report, set the Attendance Period to the last period of the
day, select the radio button for daily summary. The Attendance Period drop down must be
set to the last period of the day if registers for all timetabled classes for the selected day are
to be displayed. Next determine whether the report is to display all registers, completed or
not or just the incomplete registers by either leaving the Hide Completed Registers box

checked or unchecked.
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The window below is shows a System Management Report hiding completed registers:

System Management Reports

Selection Results

Feriod Form/S et Registered Date Time Staff Code
H HR_1 i¥lu] WwALT -~
H HR_10 i¥ln] TRALD
H HR_13 i¥ln] EWAE
H HR_14 i¥ln] HIMF
H HR_1E i¥ln] REIG
H HR_Z i¥ln] TATE
H HR_3 i¥ln] i GL
H HR_4 iln] ROBT
H HR_S i¥lu] MaxS
H HR_7 i¥lu] LORT
H HR_& i¥lu] KRIF
H HR_9 KO 004
2 85011 ¥lu] STET
2 85C1_4 [¥lu] ELLT
2 BSLE_2 i¥lu] CaLl
2 L4032 i¥lu] AGOA
2 La01_1 i¥lu] ST
2 E306_2 i¥ln] HOLC
2 E403_1 i¥ln] AGOA
2 ER11_1 i¥ln] EVAE
2 D291_1 i¥ln] WEST
2 nae? R MA RIFS i

Tatal lbems: 83

[

The window below is shows a System Management Report displaying all registers:

System Management Repornts

Selection Results

Feriod Form/S et Registered D ate Time Stalf Code
H HF_1 MO WALT -~
H HR_10 MO TRAD
H HR_11 YES 11 FEE 2004 14:47:12.00 GABF
H HR_12 YES 11 FEE 2004 14:46:33.00 O5WwWs
H HR_13 [ [u} EWAE
H HR_14 KO HIMF
H HR_15 YES 11 FEE 2004 14:52:08.00 MHMORL
H HR_1E KO REIG
H HR_17 YES 11 FEE 2004 14:56:51.00 JORT
H HR_2 [ [u} TavYE
H HFE_3 KO ftalG L
H HF_4 MO ROEBT
H HE_5 KO b ASS
H HFE_& YES 11 FEE 2004 14:53:55.00 SCAT
H HR_7 [ [u} LORT
H HF_& KO ERIF
H HF_3 MO OO
2 as5c1_1 KO STET
2 a5C1_4 KO I
2 a55E_2 [ [u} )
z D403 2 NO 4G Completed Registers
> nent 1 M ST

date and time
stamped

Total lkems:

Teaching sets flagged T

to show if registered or
not.

The System Management Reports Window contains a Print button to enable a print out of
information.
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West Coast District High School

Incomplete Registers Report

11 FEB 2004 All Periods up to and including Period 5

Period Class'Set  Registered Date Time Staff Code
H HR_1 MO WILT
H HR_10 MO TRAD
H HR_11 YES 11 FEB 2004 14:47:12.00 GABP
H HR_12 YES 11 FEB 2004 14:46:33.00 0OSWS
H HR_13 e} EVAE
H HRE_14 MO HIMF
H HR_15 YES 11 FEB 2004 14:53:05.00 MORL
H HR_16 e} REIG
H HR_17 YES 11 FEB 2004 14:56:51.00 JONT
H HR_2 e} TAYE
H HRE_3 e} WAGL
H HR_4 MO ROBT
H HRE_5 e} MAKS
H HR_6 YES 11 FEB 2004 14:53:455.00 SCAT
H HR_7 MO LORT
H HR_8& e} KRIF
H HR_4 MO MOOA
2 8811 e} STET
2 a5C1_4 MO ELLT
2 A5&E_2 MO CALI
2 D403_2 e} AGOA
2 Da01_1 MO ST
2 E238_1 YES 11 FEB 2004 14:56:34.00  JONT
2 E306_2 MO HOLEC
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Sample of System Management Report showing all registers:

West Coast District High School

Incomplete Registers Report
11 FEB 2004 All Periods up to and including Period &

(Excluding Completed Registers)

Period Class/Set

HFE_1
HR_10
HR_13
HR_14
HR_16
HR_Z
HR_3
HFE_4
HR_A
HR_T
HR_#&
HR_4
a8c1_1
asc1_4
gE&E_2
D403_2
Da01_1
E306_2
E403_1
Ea11_1
02a1_1
DY62_a
QE&E 2
SEng_1

PRI MR M M R RS TTTTTITITIIIIIT

Registered Date

MO
MO

Time

Staff Code

WILT
TRAD
EVAE
HIMF
REIG
TAYE
WAGL
ROBT
MAKS
LORT
KRIF
MO0
STET
ELLT
cALl
AGDA
SWIT
HOLC
AGDA
EWvAE
WEST
RICS
TRAD
WAGL

Sample of System Management Report showing incomplete registers
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9 Behaviour Module - Related Functionality

With the Behaviour Module loaded and set up it is possible to denote which lesson attendance
codes are used to mark student withdrawals and suspensions.

System Preferences

General l

Individual Behaviour Plans
Default template document for individual behaviour plans

| CAREYS ntegrishB ehaviourt | BP_Template. doc =%
Diefault zave path far merged individual behaviour plans

| C:AREYS IntegrishB ehaviour O
attendance Suspension Code Authorized Abzent Code

|Z Suspended w ¢ Present w
Attendance Withdrawal Code

|W’ Wwithdrawn v

(% J ([ Gowe ]

Once these preferences have been set up the relevant attendance codes will no longer be
available for use within the following Lesson Attendance windows:

Day View
Week View
Student View
Speed Entry

Lates
Day View

Student Selection Date Selection
Select students by @) Form Py Farm Date 16FEBzmz 4 B P THURSDAY

() Teaching Set Fdp Sets Cucle Tem 1 wWeek 3 - 13FEB 2012

(70 Student Find Attendance Year 2012

; - -
e fei g Current Code |Absent [cause not established) |

Form 08,1 - 28 students selected.
RefNo | Form | Student Name [av|PM| @ | W] 1] 2] B] 3] 4] L] 5] | | | [foo) Codes W and Z
g 0a1 Bandy, Tamara L A I O I A R / Al not available
14 021 Bishop, Alecia SAle A ] / / U
16 081 Elake, Keira S L R I ! ! >T<
20 081 Bott, Lara o I L R I ! ! R
46 081 Del-Prete, Brayden L N / / Ed
B4 081 Evans, Davna L I L R A ! ! L
76 081 Gaunt, Matalie L N / / C
10 081 |Jury. Brad Al ? ? \fj
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10 Recording Students’ Change of Status

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

e changing part-time status

e changing form group

e changing roll status, or

e transferring to another roll

10.1Change Part-Time Status

When a student’s FTE status (in Administration Manager > Student Details) changes from full-time

. . FTE |0.80 Part Time 5
to part-time (either am, pm or custom) at Time Ststus One Otwen @ o from part-

time (either am, pm or custom) to full time their new part-time status is passed to the Lesson
Attendance module.

The user will be warned that if the attendance data is not up to date, at least to the working day
before the current day, the change to the student’s part-time status will take effect from the last
date for which daily records have been created.

Warmning - Changes to Attendance

IF wour attendance data is not up bo date [at least to to the working dap before today] the
change to the student's Part-Time status will take effect from the last date for which
'Create Daily Records' was run.

The user will then be asked if they wish to back date the change and asked for a date.

FTE ID.ED & am  pm
—_—

Change Attendance Details

When do you want Jackie Albert ta change to
Marmings Only?

Note: This date must be the same as or earlier than the date up to which records have
already been created for the student. If the user enters a date in the future a message is
displayed, warning that the change will take effect from the next date for which ‘Create Daily
Records’is run.

‘You have entered a date in the future. This date will be ignored. as the change to the
student will tak e effect from the next date for which 'Create Daily Recaords' is run.
Do you want bo contiue with this date?

The user has the options to accept the date (Yes) or cancel the date (No).
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The date must also be within the current attendance year. If it is not in the current attendance year
the following warning is displayed. Click OK.

Warning

@ Thiz date iz not in an attendance pear.

The change part-time status function will alter the student’s attendance records to reflect the new
FTE status for all attendance records on and after the date given.

Example 1

If a full-time student attends school mornings only from 6 February onwards, their records will
reflect this in Day View and Week View. A “-‘indicates that the student does not attend school in the
afternoons.

Student Selection Date Selection

Select students by © Form ‘wieek starting Mor: W 4
(" Teaching Set Cycle Tem 1 'week 1
£ Studert Find Attendance Year 2001

Surname ¢ Ref. Mo. i
g Current Code iBbzent [cauze not eg)

Man Tue higc] Thu Fri
1 stuckent. SFEB GFEB 7FEB GFER  9FED
Ref Ma|Form Student Name e e e e |
7BE  |Roomd |Alber, Jackie ujufr|-Ju|-qul-Jul- d
Example 2

If a part-time student’s status changes to full-time, the user will be asked for the date from which
the date is to take effect.

Change Attendance Details

‘when do you want Ben Anderson to change to
Full Time?

0K

The changed status will be reflected in Day View and Week View.

Student Selection Date Selection ————————————
Select students by ¢ Farm ‘week starting Mon; IW (|
= Teaching Set Cycle Temn 1 week 1
¥ Student Find Attendance Year 2001

Surnarne £ Fef. Ma. I & @

Curent Code Abzent [cause not &
han Tue Wed Thu Fri
1 studter. SFEB GFED 7FEB SFED OFER
Ref Mo [Farm Student Mame Ahd | Phd R2K |PR LA PR LAR (PR |2 PR I
3 10.1 Andersan, Ben B RN BRI BN I B ﬂ
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10.2Change Form

When a student changes from one form group to another and their student details are changed in
Student Edit (Administration Manager Module) to reflect the change, the details are passed to the
Lesson Attendance module.

The user is warned that if the school’s attendance data is not up to date, i.e. Daily Records have
not been created at least up to the working day before the current day, the change to the student’s
Form Group will take effect from the last date for which ‘Create Daily Records’ was run.

Wwarning - Changes to Attendance %]

If pour attendance data is not up to date [at least ta to the working day before today] the
change to the student's Form will take effect from the lazt date for which 'Create Daily
Records' was mn.

The function will ask the user if they wish to back date the change of Form Group and for a date.

Change Attendance Detailz

‘When do you want Adam Alkitk to gtark in Form
937

[21 Fem 2001

(]9 |

This date must be the same as or earlier than the date up to which daily records have already been
created for the student and must also be within the current attendance year.

The function will alter the student’s attendance records to reflect the new form for all records on
and after the date shown.

10.2.1 Changing Form through Speed Edit

There may be instances where a student or group of students’ form is changed through the use of
the Speed Edit function (Admin > Speed Edit). In this instance, the change will not be carried
through to Lesson Attendance. In order for this change to be reflected accurately the formchange’
gateway function must be invoked. The gateway function can only be activated by a user with
Administrator status.

Note: The Gateway function should only be used within Integris in Single User Mode and
under the guidance of your Support Officer.
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To allow the Speed Edit form change to flow through to Lesson Attendance:
e Activate the Gateway through File > Gateway and enter the gateway command

B Gateway P§|

Fleaze enter your gateway password / command

e Inthe Student Form Change Utility window enter the appropriate date range and use the
New Query button to locate the required student/students and click on OK

B Student Form Change Utility &‘

Set the start and end dates for the records ko be amended
Then select a group of students uzing the Mew Quern
button.

On clicking O, the appropriate records will be amended ta
indicate the students' curmrent Fom,

Mew records can be created with Speed Entry.

Date Range: from (31 MAR 2004 E
o [gaPRzo04 [

|Selested Subset 1 ety  Hewi Hiery

e A warning message will be generated asking “Are you sure that you want to amend these
records?” Click on Yes to continue or No to abort the function.

e Continuing with the function will generate the following message.

Information

i Student Day Records amended for 1 students between 51 MAR 2004 and 5 APR. 2004,
iy Details can be found in the Activity Log.

e Click Ok on the Information message and Exit the Change window.

10.3Change Roll Status— Individual Student

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

Example: a student is being moved from the current roll to the former roll in the Administration

Module > Student Details > Move Student to Former Roll. B The following message is
displayed. The current date is displayed as the default. The user can accept or overwrite the date

and then press OK.
Change Attendance Details

From which date da vou want to change the rall
status for Sara Michols ?

1 APF 2004
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This date must be the same as or earlier than the date up to which records have already been
created for the student and must also be within the current attendance year. The function will alter
the student’s attendance records to reflect the new roll status for all records on and after the date
shown.

10.4Change Roll Status — Group of Students

When a group of students change roll status via Administration Manager Module > Admin Sidebar
> Utilities:

e Admissions Transfer to Current Roll or

e Current Roll to Former Roll or

e Delete Student From Current Roll
the date from which the roll status changes and their new roll status is passed to the Lesson
Attendance module.

The date must be the same as or earlier than the date for which records have already been
created for the students and must also be within the current attendance year.

The function will alter the students’ attendance records to reflect the new status for all records after
the date shown.

Example: three students are leaving the school.
Their Student Leave Date has been entered as 5/2/2001 in Speed Edit. Their Leave Date has been
entered in Utilities > Current Roll to Former Roll.

B Admimstration Utilities

r Instructions

i s ] ) s @ Admizzions transfer -» Current rall
are a rumber of icons with @ Allocate Teaching Sets
dezcriptive titles shawing which . . .
Functions are available, @ Azzign Family Representatives
@ Change Staff Reference Mo
I arder ta start a function,
pleage dpuble click on the @ Change Student Reference Mo
required icon. @ Convert Temporary UPNg to Permanent PN s
L° WCurrent roll > Former roll
Tranzfer Students with leaving dates up to and including |5;2;20m|

Ok I Cancel |

e Click OK. You will be asked to confirm the move.

e Click Yes. Their records are updated and a message is displayed, informing the user of the
number of records updated.

e Click OK.

IntegrisLessonAttendanceManual 06-Apr-20

CiviCa Page 10-6

© 2020 Civica Education Pty Ltd



10.5Deleting/Purging a Student’s Records

Users can delete a student from the current roll and purge a student’s records. Both functions are
available through Administration Manager > Admin sidebar > Utilities.

B Administration Utilities a

Inztructions

In the right hand panel. there
are a nurnber of icans with @ Aszign Family Representatives

descriptive titles showing which

MRS 210 ErefEhi, @ Change Staff Reference Mo,
@ Change Student Reference Hao

In arder to start a function,

please double click. on the @ Convert Tempoarary PNz to Permanent UPKs

required icon. @ Current rall -» Forrner roll

@ [alalesBwmrrreoe

Qelete Student from Current Rall

@ Admiszions transfer -+ Current rall

@ Export Set-up File
@ Fees Biling Export

@ General Staff Export

@ General Student Export

@ Import Set-up File

@ _Ser= Complefed ACT?
rentiiigiiiiss
@ FRecalculate Attendance Figures

@ School to School Export
@ School ta School Inmpart

When using either of these functions users will be prompted to delete a student’s attendance data
before proceeding.

10.5.1 Delete Students Day Records

The Delete Student Day Records is available from the Lesson Attendance > Parameters. Refer to
Section 8.8 for details.

|:| Parameters @

Instructions
. ~

In the right hand panel, there ' Attendance Codes

are a number of icons with ' Create Daily Records

dezcriptive titles showing which

functions are avalable. ' Create Mew Attendance Year
' Defaults

In order to start a function,

please double click an the ' Delete Old Attendance Data

required icon. '

jDelete Student Day Hecords
' Enforced School Closure

§ Map sttendance Codes

' Period Avwailabilitg Structure
' Timetable Cycle Start Dates
' Year Groups

@ Palm Setup b
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11 Miscellaneous Functionality

11.1Access to Toolbar Functions

2

Lates

.
5 nit

You may access the Lates , the Evacuation Report m‘ , the Emergency Student

E.t
and the Emergency Staff ‘5; functions while using following windows:

e Day View Section 5.3

o Week View Section 5.4

e Absences > Student View  Section 6.10

e Absences > Unresolved Absences Section 6.11

In these screens, if you use the Lates window to change the Day Record of a student you are
actually viewing, you will need to click on the "Refresh" button to update the display.

Access to the toolbar has also been granted from:
e Absences > Absence Follow Up - Main Screen Section 6.1.4
o Absences > Absence Tracking - Main Screen Section 6.2.1

In these windows, if you use the Lates screen to change the Day Record of a student you are
actually viewing, you will not be able to refresh the display without closing the screens and
reopening them. The same is the case if you open "View Details", and edit the student Day
Records.

Access to the toolbar has also been granted from the Speed Entry window. Refer Section 5.2.1.

11.2Multi-User Handling

There are occasions where users are being advised that other users have changed attendance
codes. The way these checks function for multi-user handling of the Day View, Week View and
Student View windows are described below.

e Checks made on changes to attendance codes are based on each individual period code to
see if it has been changed by another user, and it will only report issues where two users
have changed the same period.

e For registration users it makes a decision on which code to use and then advises the user.
See the rules in the table below.

e There is also a Refresh button that will reload data. It is available whenever the Cancel
button is not available.

11.2.1 For Registration Users

(i.e. users who have started the Day View window via the Registration icon)
Where a period code has been changed by the register taker AND the period code has also been
changed by another user:
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Initial Code | Changed Changed by | Action
by User to: | other user
to:
Any Present Absent/L Accept User’s code and advise
Any Present Present None required — as with any other changes
where both new codes are the same
Any Absent/L Present Accept user’s code and advise user
Any Absent/L Absent/L Where the two new codes differ - Use code with
higher ranking, or use User’s code if they are of
same ranking — see below for rankings. Advise
user.
Ranking
Attendance codes are ranked in the following order when choosing which one to use.
Present
Late
Approved
Authorised

Unauthorised & Resolved
Unauthorised and not resolved

11.2.2 For Day View Users

(i.e. those who have entered Day View via the Day View icon)

Where a period code has been changed by the Day View user AND the period code has also been
changed by another user:

Initial Code | Changed Changed Action
by User by other
user
Any Present Absent/L Ask — as in previous version
Any Present Present None required — as with any other changes where
both new codes are the same
Any Absent/L Present Ask — as in previous version
Any Absent/L Absent/L Ask — as in previous version
IntegrisLessonAttendanceManual 06-Apr-20
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13 Support
13.1WA

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

of Education.

Contact details below:

Phone (CSC)

Metro: 9264 5555
Country: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

Fax (CSC)
9264 4701

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

Email (CSC)
customer.service.centre@education.wa.edu.au

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

13.2NT

Should you require support please contact the following:

DEET SAMS Support

Email sams.deet@nt.gov.au

Or Call DEET Hotline 8999 3531

Or Fax SAMS/DEET 89995611

Or Web Site http://www.latis.net.au/sams/
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