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1 Introduction

1.1 Introducing Lesson Attendance Reports

Lesson Attendance reports are accessed via the Reports icon in the Lesson Attendance sidebar.

Repaorts

The Lesson Attendance Reports window is displayed:

4 Lesson Attendance Reports ZI

Attendance Forms
Tuesday, 10th June 2003

Attendance Records

Analysis Reports

Subiject Attendance
These farms are used to support the attendance

Exparts recording process.

Custorn Reports

coooeo

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

o o

Frint I Cancel |

A range of Lesson Attendance reports is available. They are organised in five main groups:
Attendance Forms - the main forms used in Lesson Attendance on a daily/weekly basis.

Attendance Records - provide more in-depth analysis of the whole school by individual, year
group, or registration group.

Analysis Reports - provide Lesson Attendance analysis.
Subject Attendance — Reports designed specifically for use with timetable data.
Exports — creates a number of export files, in particular the export file for Centrelink.

This manual outlines each report, describing the information it provides and what selections are
available.
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1.2 Lesson Attendance Reports — General information

4 Lesson Attendance Reports il

All reports can include a report header and footer on each page. This header can comprise the
school name and school logo. The footer can comprise any user defined footer text, the page
number and the date of production for the current report. The school name, logo and default
report footer can be defined by the user in General > Control > Preferences > Reports.
Reports allow space for form names (descriptions) up to seven characters.

If Saturday and Sunday are included on reports, they may have to be displayed in landscape
format to accommodate the additional fields.

For all reports, where a selection is made on criteria other than year group/form, the data on
the report will only include students who are in the group/teaching set on the day the report is
printed as no historical information is held for groups or teaching sets.

To access the individual reports in Lesson Attendance Reports, click on the relevant folder
holding a group of reports. Click on the name of the required report.

A SRTR=AL

ceoee

" of

-

Attendance Forms
Thursday, 23rd June 2011

@ Marning Absentee Repaort
@ Formv'ear Absentes Report
@ Individual Absentee Repart
@ Teaching Set Attendance Register
@ Expected Abzences
Attendance Records

Thesge forms are used to support the attendance
recarding process.

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

Analyziz Reports
Subject Attendance
Exports

Custorn Reparts

Prirt I Cancel |

Titles
bdain Title IIndividuaIAbsentee Report

Page Footer I

Where Titles and Footer fields appear in the report set-up window, the user may change the
titte and/or footer.

All reports with a sorting option have default print settings. In many instances there is no need
to select sort fields. Where you can define the sorting of data in a report, a Sort pane displaying
the possible sort fields is available. To sort by one of the fields drag the appropriate field/s from
the list of fields across to the Sort Field pane, as shown in the following diagram. The fields

can be sorted in ascending order A or descending order V. The default setting is ascending
order.
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Sort

Farm — Sort Field | v
1 | Gender P —
2 | Sumame -
LI o

e A Select All button ﬂl is provided to speed the selection of all forms/teaching sets/groups
etc.

1.3 Student Select Windows

In the Speed Entry window, student names will display in the format of <Surname><Preferred
Name> when a user types part of a student name in the Student/Ref No fields and Tabs out of the
field.

Select a student and prezs 0K, or
double-click on student

Studentz Fu:uunu:l "r'ear.-"Fcurm

EEJHmm 5

E2.th:nm 2
{2/Foom 2
(104101
Anderson, Furt E3.-"HDDI‘H 3
Andrews, Luke kAP
Andiews Bachael g1 =
Ok, LCancel |

Other areas in the software to display in this format are

Lates Window

Absences > Absences in Common.

Absences >Absence Tracking

Reports > Attendance Forms > Individual Absentee Report.

Reports > Attendance Records > Attendance Corrections.

Reports > Attendance Records > Lesson Attendance.

Reports > Analysis Reports > Attendance Summary (am/pm)

Reports > Subject Attendance > Student Absence History Report by Teaching Set.
Reports > Subject Attendance > Subject Attendance Summary.

10 Reports > Subject Attendance > Student Subject Attendance Summary

11. Reports > Custom Reports > Example Attendance Report.

12. Reports > Custom Reports > Any custom report based on any of the reports 4 to 10 above.

©CeNoGO~hODE
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1.4 Custom Reports

1.4.1 Available Custom Reports

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

Attendance Forms

e Individual Absentee Report.
e Teaching Set Attendance Register.

Attendance Records

Absence Report.

Absent students by day or period.
Attendance Corrections.

Lesson Attendance Summary.
Week Register Report.

Analysis Reports

Attendance Breakdown Report.

Attendance Summary (am/pm).

Attendance Return.

Percentage Attendance.

Group Attendance Analysis Summary

Students with a specific number of half-day absences or more
Half-day Absence Totals.

Subject Attendance

Absence History Report by Multiple Staff.
Absence History Report by Single Staff.

Absence History Report by Set.

Student Absence History Report by Teaching Set.
Subject Attendance Summary.

e Student Subject Attendance Summary.
This enables users to set up and save report selections that will be used again. Follow these steps
to save a report set-up as a custom report:
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1.4.2 Set-up a Custom Report
To set-up the report:

e Click on the Save as a Custom Report icon ﬂ at the top of the Lesson Attendance Reports

window.
& L esson Attendance Reports il
AR RR=1L
29 Attendance Foms ;I ~Titles
% Home Room and Farm List b ain Title IIndividuaI Abzentee Report
@ Marning Absentee Repaort
Page Footer I
@ Formv'ear Absentes Report
ntee Fepart St
@ Teaching Set Attendance Register Name = Sort Field -
&% Expected Absences 1 | Form P
1 Atendance Records 7 | Sumame a
1 Analysiz Reports j -
1 Subject Attendance
rSelect
1 E=ports
3 Custom Repars Student / Ref Mo, |135 students selected @4 ¥ Show cortact details
rOphions
Fom  |23JUN 201 :
To ETE R
Unauthorized &bsence
I‘I—or more half day abzences iuthonsed Absences
- : : pproved Absences LI
LI v [~ iNew page for each student: | ates
Prirt | Cancel |

e The following window opens. It displays the standard name for the report.
[ ]

Pleaze enter a title far the report

e Enter a name for the custom report by typing over the highlighted text.

Repotrt Title

Pleaze enter a title for the report

Idividual Ahbzentee Report Term 2 2011

Cancel | Ok I

e Press OK. The settings will now appear in the Custom Reports folder in the Lesson Attendance
Reports window.
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& Lesson Attendance Reports

A==

4 Abtendance Formz
@ Hame Roorm and Form List
&Z Morming Absentee Repart
@ Form/'ear Absentes Report
& Individual Absentee Feport
@ Teaching Set Attendance Register
@ Expected Absences

Attendance Records

Analysiz Reportz

Subject Attendance

Exparts

gecoooe

Custam Reports
IQ Example Attehdance Report
o=l Ezample Attendance Report

@ Individual Absentee Report Tem 2 21

-
4 | B

=l | Tites
b ain Title IlndividualAbsentee Feport
Page Footer I
5ot
Narme B Sort Field pe
1 | Fom -
2 | Sumame -~
=] =
Select

Student / Ref No. | #h ¥ Show contact details

rOptions
From

To

I‘I_or more half day abzences

[25 &PR 201 :
[&0C 2011 Fades 2

I Mew page for each student

Unauthorised bzence
Authorized Absences
Approved Absences

| Ates

[

Frint | Cancel

This report will now be available for use by the person who created it. Other users logging on to the
software will not see the report listed in their Custom Reports folder.

1.4.3 Sharing a Custom Report

To make the custom report available to all users in the school:
e Select the report in the Custom Reports folder

e Click on the Allow Custom Report to be used by others icon.

display an icon indicating that it is shared.

sl

The report name will now

IQ [ndividual &bzentee Repart Termn 2 2011

1.4.4 Renaming a Custom Report

To rename the report:

e Select the report in the Custom Reports folder

e Click on the Rename Custom Report icon.
IQ Individual Abzentee Report Term 2 2011

e Enter the new name.

i

1.4.5 Deleting a Custom Report

To delete a custom report:
e Select the report in the Custom Reports folder

e Click on the Delete Custom Report icon. E You will be asked to confirm the deletion.

@ Are you sure 7
1w

e Click Yes.

CIVICAa

Integris Lesson Attendance Reports Manual WA.docx 15-Apr-16

Page 1-7
© 2016 Civica Education Pty Ltd



2 Attendance Forms

2.1 Home Room and Form List

This report is used to produce lists of students within selected classes, groups and teaching sets.
The report can be used for the manual recording of absentees.

The report has the following selection criteria:

e Selection of Form, Teaching Set or Group.

e Entering Term number, Week number and Week Commencing details. These are displayed
on the report.

The report can be accessed through Reports > Attendance Forms > Home Room and Form
List.

x
| rlwaw
29 Attendance Foms ;I _Titlgs . :
@ Home Room and Form List Main Titls IHDme Foam and Form List
@ Marning Absentee Repaort Page Footer |
&% Fom/rear Shsentee Report SR
&% Individual sbsentee Report Dlel peT=ay
- e g
&% Teaching Set Attendance Register “ear onTe
&% Expected Absences 1| Sumame - IS
[0 Atendance Records 2 First Mame: -
1 Analysiz Reports ;I -
1 Subject Attendance 7 -
[0 Expors —T & Form
[ Custom Reports ggg  Teaching Set
024 = Group
085
031
032 Term Ma. |2 Wieek Mo, IS
09.3 .
o4 \Week starting: |2|3J|_|N 2011
0as
- 101 hd My | [~ Split Day Calumns
K| 3|

e The report has page breaks on change of group/class/teaching set.

e Each page of the report allows for 35 printed records and has space at the foot of each page to
add five students not listed on the report.

e There is a line at the foot of each page if teachers wish to sign the report.

CIVI Ca Integris Lesson Attendance Reports Manual WA.docx 15-Apr-16
Page 2-1
© 2016 Civica Education Pty Ltd



West Coast District High School
Home Room and Form List
Form: 08.1
Teacheris) Mr Carl Best Term: 2 Week: 8
Week Commencing: 20 JUM 2011
RefMa. Surname First Name Yt |Gender|20/06 | 2106 [ 22006 | 23706 | 2406 Comments
MoK | TUE [WED | THU | FRI
9 Bandy Tamara g F
14 Bishaop Alecia a F
16 Blake keira g F
20 Bott Lara g F
46 Del-Prete Brayden g Il
A4 Ewvans Dayna a F
Fil:] Gaunt Matalie g F
101 Jury Brad g I
114 King Jared a Il
126 Kurhy Dale 8 I
137 Leoncin Jaymee g F
181 Lively Micaole g F
156 Lucey Michael a ut
This Report can also show AM and PM columns
West Coast District High School
Home Room and Form List
Form: Room 4
Teacheris) Mz Jennifer Garden Term: 2 VWeek: &
Week Commencing: 20 JUN 2011
Ref Mo. Surname First Marme ¥t |Gender|20/06 | 21/06 [ 22/06( 23706 | 24106 Comments
MO | TUE |WED | THU | FRI
TEB Alhert Jackie 4 F
Ta0 Bailie Daoyen 4 hd
832 Dunstan Jennifer ) F
8233 Edwards Julie ) F
42 Farmer kristof ) ut
a4a8 Gray Thi reth 4 hd
261 Jones Tim ) ut
73 Marshall Kristy 4 F
TA6 Moar Chris ) ut
724 Morth athew 4 fut
204 Price Tiffani 4 F
743 Sarrell Sarah 4 F
T Yarricchio kKim 4 F
TE1 Wiiilliett Elizaheth 4 F
Student Total : 14
Teacher Signature [ Initials:
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2.2 Morning Absentee Report

This report is printed after morning home room or registration results have been gathered and is
used to record variations to the recorded attendance data. The report shows all students who have
been marked absent for the morning of the selected date.

The report can be accessed through Lesson Attendance > Reports > Attendance Forms >
Morning Absentee Report.

x
|| s @ &|w
4 Attendance Forms ;I _Tith_?S _ -
@ Home Room and Fom List kain Title IMDmmg Ahbzentee Report
E=2d i oming Absentee Fepart Page Foater |
@ Farm/'ear Absentee Report o
- rDizplay
@ Individual &bsentee Report
A Please send thiz list to the office by 2.30 every day.
@ Teaching Set Attendance Register Instructions Y Vo ;I
@ Espected Absences LI
1 Attendance Records Date |24JL|N 201 [~ Show P codes
[ Analysis Reports I lgmore Lates and Comments ™ Hide Yariations
(O Subject Attendance —vear Group Selection
0 Exports
: =]
3 Custom Reports g
g
v
|

e There is an option for the user to specify two lines of instructions to appear in the header for
this report. The default instructions are blank. Instructions are entered in Lesson Attendance >
Parameters > Defaults > Report Instructions.

The report has the following selection criteria:

e Date.

e Checkboxes to PM codes, Ignore Lates and Comments and Hide Variations (all unchecked by
default)

e Select Year Group.

e The report lists students in three columns. The entries comprise the student class, an
underlined space for a reason code, the student surname, first name, a space for a short
comment and the type of absence already recorded.

e The ‘Total in Year: xx’ on the report layout shows the total number of students in the school as
of the morning registration or home room.

e After the list of student absentees for all year groups, the report displays the total number of
absentees in school based on the year groups selected.

e Code descriptions for all codes used on the report are included after the total absentees for all
year groups.

e At the end of the report, eight lines are allowed to record absentee data for students not
appearing on the report.
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At the top of the report is a line on which teacher/s can write their name/s.

West Coast District High School
Morning Absentee Report

Including Lates and Comments

DayiDate : Friday, 24th June, 2011 Teacher :

Instructions © Please send this list to the office by 2.30 every day.

Tear 2

0% .4 “Artonello, hark U (o “ Bishop, Mecia [N 1) ““Brabazon, Amy u
0% .4 “Akins, faron U (o “Blake, Keira [N 1) ““Broom, Declan u
0.1 --Bandy, Tamara Uz == Bom, Comina u

025 “"Bawerstock, Helen Uz ~ Baott, Lara W

Tear: 3 Total in Tear: 124 Total not in Year: 10

Year

091 - Akitik, Adam R |09.3 - Bennett, Tracey Fo|08.2 Braddon, Braydie R
092 “Aepinall, Simone R |09 = Bloggs, herka R

Year: 9 Total in Year: 64 Total not in ¥ear: 5

Tear 10

0.1 “fndersan, Ben U oz “ Bishop, Frank (102 Brogan, hichael u
0.z --Bailey, Stewen U poa -- Bloor, Rebecca u

Tear: 10 Total in Year: 59 Total not in Vear: 5

Year 11

Tear: 11 Total in FTear: £4 Total not in Year: 0

Tear 12

Year: 12 Tatal in Year: &4 Toatal nat in Year: 0

Tatal in Schoal: 375

Tatal not in Schoal: 20

Attendance Codes: ! - Present, U - Absent (case not established), X - Unacceptable Beason, T - Tmant, E - Beasonable Canse, Z - Suspended,
E - Educational Activity, W - Withdeasm, M - Medical®ick Bay, L - Late, C - CultoralFelizions, T - Enforced Closare, H - Hotified as sick, W

- Vacation, F - Flexihle

Student Attendance Variations

Student Mame

Year

Feriod | Comment

Student Mame

Year | Period [Comment

CIVICAa
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2.3 Form/Year Absentee Report

The main use of this report is for teachers to follow up unexplained absences. It can also be used
as a general summary report. The Year Absentee Report is similar to the Form Absentee Report
though selection is based on year groups rather than class/form.

The report is accessed through Lesson Attendance > Reports > Attendance Forms >

Form/Year Absentee Report.

x
29 Attendance Foms ;I rTitles
% Home Room and Farm List Main Title IFDrn‘u Abzentee Feport
@ Marning Absentee Repaort
Page Footer I
@ Individual Absentee Repart [ Sort Fields
& Teaching Set Attendance Register [~ Satby Form [T Page Break on Form [ Include Former Students
@ Expected Abzences ~Selection
1 Atendance Records * Fom (" Teaching Set
[ Analysis Reports € “ear Group © Group
1 Subject Attendance
01 Esports IMaIes & Females ;I
(3 Custom Reports j Bl ||Aborigina| & Mon Aboriginal ;I
—DOptions
Frorn I 1FEE 2011 [ Codes PR
Urresolved Absences
To |22JUN 2m Unautharised Absences
Authorised Abzences
|2 or more half day absences Approved Absences
* Search session codes anll Lates
LI _’ILI " Search session and lesson codes U LI
Prirt Cancel |

The report has the following selection criteria:
e Date range (validate to make sure the date range has records set up within the current

attendance year)

Selection of Form, Teaching Set, Year Group or Group
Allow a search for a code type or subset of codes.

The report can be sorted by Form, using the Sort by Form radio button.
Checkbox to include Former Students.
Checkbox to Page Break on Form.

Once the code/s have been selected the user selects the number of half-day absences on which to
report, and also whether session codes OR session and lesson codes are to be reported.

II:I or more half day absences
{ Search seszion codes anly

{* Search zeszion and lesson codes
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e The report displays a key describing any codes printed on the report and any entries in the

'Advice Sent' column.

Attendance Codes: [ - Present, 1T - Absent (canse not established), X - Unacceptable Eeason, T - Tmant, E - Beasonable Cawse, Z - Jnspended,
E - Edacational Aetiwty, W - Withdraem, B - MedicalSick Bay, L - Late, C - CultoralFelizions, ¥ - Enforced Closure, N - Motifled as sick, W
- Wacation, F - Flexihle

e The last column on the report allows enough space for a written comment.

e The report can be filtered by half-day cut-off, e.g. only showing pupils with x or more half-day
absences.

West Coast District High School
Form Absentee Report

Date Range: 1 FEB 2011 to: 22 UM 2011

Filter: All Lesson Absences, Males & Females, 2 ar mare half days absences

Forrm: ns.1 Teacher{s) Mr Carl Best

Ref Ma. Student DayiDate |am pm Periods Adv. | Comments
Sent
H12B 3 4 5

] Bandy, Tamara Woed 2Febh | T T|TTT-TT T| M
Thu 3 Feb T TI|ITTT-T - - il
Fri 4 Feb T T|ITTT-TT T| N
Mon 7 Feh U ujuuuy - uuy u Y
Tue B Feh U ujuuuy - uuy u Y
Wiied @Feh [ (U g - o [
Thu1OFekh [ (U0 - 0 - - Y
Fri11 Feh | W I iy W W B B
Tue & Apr U ujuuuy - uuy u &

14 Bishop, Alecia Wed 2 Feh R RFRIERRE - RR R M [Measles
Thu 3 Feh R FRIERR - R - - I |Measles
Fri 4 Feh FR R|IRRR - RRE - R | M |Measles
Maon 7 Feb R RIRRR - RR R M |Measles
Tue 8 Feb R RIRRR - RR R M |Measles
Tue & Apr U ujuuuy - uuy u &

16 Blake, Keira Fri 4 Feb MoBNKNN - NN M &
Tue & Apr U ujuuuy - uuy u &

20 Bott, Lara Wiied 9 Feh gjuuy - Ju | M
Tue 8 Apr b Jgjuuuyg - uJu TR

46 Del-Prete, Brayden  |Tue 9 Apr U Jgjuuuy - oy 0| M

64 Evans, Dayna Wed 2 Feh R RFRIERRE - RR R M [Family Holiday
Thu 3 Feh R FRIERR - R - - M [Family Holiday
Fri 4 Feb R RFRIERRE - RR R M [Family Holiday
Maon 4 Apr U uJjuuuy - -ufp

76 Gaunt, Matalie Wied 2Feh | U UL LU - U - U] N
Maon 4 Apr gy - uy Pl

101 Jury, Brad Mon 4 Apr U ujuuuy - uuy u &

114 King, Jared Mon 4 Apr U ujuuuy - uuy u I
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2.4 Individual Absentee Report

This is a variation on the Form/Year Absentee report and is printed on an individual student basis.

The report is accessed through Lesson Attendance > Reports > Attendance Forms >
Individual Absentee Report.

x
AR RR=1L
29 Attendance Foms ;I ~Titles
% Home Room and Farm List b ain Title IIndividuaI Abzentee Report
@ Marning Absentee Repaort
Page Footer I
@ Formv'ear Absentes Report
Eeed | dividual Absentee Repart 5ot
@ Teaching Set Attendance Register me ;I Sort Field -
ame
&% Expected Absences Yy ;I
1 Atendance Records Year
1 Analysiz Reports j -
1 Subject Attendance
rSelect
1 E=ports
[ Custom Reparts Studert / Ref Mo, IBand_',', Tamara @4 ¥ Show contact details
rOphions
From |1 FEE 2011
o Codes Al Lesson Absences -
Ta I 23JUN 20 Y Urresolved Absences
Unauthorized &bsence
I‘I—or more half day abzences Authorised Absences
- Approved Absences
LI v ¥ Mew page for each student | ates ;I
Prirt I Cancel |

The report has the following selection criteria:

e Date range. Defaults to the current date in both the “From” and “To” fields.

e Selection of students using surname entry or the Find Tool. There is an option to include
student contacts on the report. The contacts are displayed after the header and show all
contacts marked as having parental responsibility. The report displays the contact’s Primary
Contact Number and their home telephone number set up in Administration Manager >

Student Details.

e Selection of a code type or subset of codes.
e Filter by half-day cut-off (e.g. only showing pupils with x or more half day absences).
e Checkbox for a new page for each student. This is checked by default.
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Once the code/s have been selected the user selects the number of half-day absences on which to
report, and also whether session codes OR session and lesson codes are to be reported.

ID aor rmore half day absences
 Search session codes only
% Search session and leszon codes

The following sort fields are available where more than one student is selected:

User Defined Default

Form

First Name

Surname

Year

West Coast District High School

Individual Absentee Report
Filter: Unresolved Absences, 1 ar mare half days absences
Date Range: 1 FEB 2011 to: 22 JUN 2011

Bandy, Tamara Farm: 08.1 “Year: 8

Contact Details Mame: DrA Bandy
Relationship: Grandfather
Phone: 9221 3124(1) 9221 3124(PCN)

Contact Details Mame: Dr K Bandy
Relationship: Grandmuother
Phone: 9221 3124(1) 9221 3124(PCN)

DayDate Short Comment am__pm_ Period detail Comments Letter
H12B34LS5

Wan, 7th Feh U U uuoug-uu-u Nd

Tue, 8th Feh L L uguu - oy - u W

Wed, 9th Feb Uou vuou ooy -y Y
H12B 34L 6§

Thu, 10th Feh L 1 I I L Y
H12B 34L5

Fri, 11th Feh Uou vuou ooy -y Y

Tue, ath Apr L L uguu - oy - u M

Total Half-Days Absent. 18 (Excluding Approved Absences)
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2.5 Teaching Set Attendance Register

The Teaching Set Attendance Register can be printed for all, or selected staff, for all or selected
periods, and will print a Register for every day of the Week (or Cycle).
Some schools do not run a Home/Registration period and therefore require the ability to run a set
of teaching set lists based on the first or a selected period of the day, to enable attendance to be

recorded.

There is additional space at the bottom of the report to include other students who might have

been added to the teaching set.

The report is accessed through Lesson Attendance > Reports > Attendance Forms > Teaching
Set Attendance Register.

& L esson Attendance Reports

% sl 0 G |w

]

29 Attendance Foms
@ Home Room and Form List
@ Marning Absentee Repaort

Analyziz Reports
Subject Attendance

Exports

-

rTitles

tdain Title ITeaching Set Attendance Register

Page Footer I
@ Form/ear Absentee Report
@ Individual Absentee Repart ~Select Period
@ Teaching Set Attendance R egizter el e |2011 ;I
@ Expected Abzences
Attendance Records Cycle |2UH -5 ;I Period I 1 ;I

~Select Date and number of “Weeks/Cocles

I‘ID Weekz/Cycles [maximum 12) starting ; |1 FEE 2011

ceoee

Custorn Reparts

—Select Teacher(s)

BESC ‘Best, Cail d

Find |

" e

Prirt |

Cancel

The report has the following selection criteria:
e Timetable Year and Cycle.

e Period (defaults to the first period of the day. Individual periods can be selected or All can be
selected which will produce a register for all periods).

e Number of Weeks/Cycles starting from a selected date.
e Selection by Form, Teaching Set, Year Group or Group.
e Teachers (one or more teachers can be selected).

The report will print a register for the selected member of staff, for the selected Periods, for every
day of the Week or Cycle. The Registers are sorted first by teacher, and then by Day and Period.
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West Coast District High School
Teaching Set Attendance Register

Teacher: Mr C Best Day/Period: Thursday Lesson 1
Room: Room 12 Subject/Teaching Set: Literature 2B ZBLIT 1
Ref. Student Form 03/02 | 10/02 | 17/02 | 24/02 [ 03/03 | 10/03 | 17/03 | 24/03 | 31/03 | 07/04
29 Camphbell, Ashleigh 11.2

44 Ciavies, Caitlin 11.2

a4 Guthrie, Sean 11.2

108 kent, Clayton 11.2

129 Lam, Chanara 11.2

149 Liptan, Livey 11.2

164 Mahney, Ariel 11.2

174 hax, Aaran 11.2

194 Michael, Daniel 11.2

204 Mararity, Geordging 11.2

222 Murray, Brent 11.2

224 Mairn, Richard 11.2

239 Oliver, Angela 11.2

244 Pamment, Ladize 11.2

269 Perera, Trevor 11.2

284 Porteral, Bernadette 11.2

299 Ravat, Donna 11.2

334 Scholten, Drew 11.2

349 Smeed, Elise 11.2

364 Sudhalz, Jaala 11.2

389 Williarms, Tenille 11.2

Student Total: 21

Teacher Signature/nitials

Note:This report can be very long. If you were to select, for example, 50 teachers, for all
periods, and a teacher teaches 30 periods a week, the report printed will consist of about

1500 pages.
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2.6 Expected Absences

The Expected Absences report can only be produced for those Year Groups linked to the
Timetable Period Structure. The report will print a list of all students who will be absent from

timetabled teaching sets.

The report is accessible through Lesson Attendance > Reports > Expected Absence Report.

& L esson Attendance Reports

9 i e |w

]

29 Attendance Foms =]
& Home Room and Form List ain Title IEHpected Abzences
&5 Moming Absentee Repart Page Foater I
@ Formv'ear Absentes Report
@ Individual Absentee Repart [ els =
@ Teaching Set Attendance Register Date: |23JL|N 2011 £ es.c:rlptm.n
b Medical/Sick Bay ;I
i N Notified as sick
R R ble C
g .ﬁ.ttendfance Records Exclu;le Absences with the ; Tizsr?tna e Cause
Ana!ym Fieports following selected codes: 1] Abzent [cauze not established)
1 Subject Attendance W
1 E=ports
[ Custom Reports
rrear Group
Expected Absences can only be reported for those Year Year Group
Groups uzing the Timetable madule Period Structure. g ™
Thesze Year Groups are listed here for reference. 3
If a required Y'ear Group does not appear in the list, it will 10
need to be linked to the Timetable Perod structure in the 11
_I _ILI Leszon Afttendance Year Groups parameter window, 12 j
4 2
Prirt I Cancel |

The report has the following selection criteria:

e Date

e Attendance codes to exclude.
e A page break after each staff member can also be set.
e Year Group/s. Select as required.

The report is printed for each teacher and their scheduled Teaching Sets. It lists all students who
will be missing from that teaching set and for which period. The report displays the room name and

the Subject Code.
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West Coast District High School

Expected Absences

Expected Absences for Mr H Barclay
on Monday, 6 February 2012
For Year Group{s) 2, 9,10, 11,12

Lesson 1 Room 11: SENG /\ AM PM H12B341LF
MNatali= Gaunt U | U U |[UUT-U0u -1

Expected Absences for Mr C Best
on Monday 6 February 2012
For Year Group({s) 8 98, 10, 11,12

Home Room Foom 14: 8HR /\ AM PM H1 2B 34 LG5

Tamara Bandy [u\ U U |[TUTuU-u00u-1u

Eezira Blaks u U u Touo-0m0T -1

Lara Bott u U u Too-1un0-1

Matali= Gavnt U U 9] TUTUT-00-T1

Brad Jurv u u u Too-100 -1
/

Expected Absences for Mrs F Brooks

on Monday 6 February 2012

For Year Group({s) 8 98, 10, 11,12

Lesson 2 Room 15: 8ENG / N\ AM PM H12B34LFS

Larz Bott U | U U |[TUTuU-u00u-1u

Note: The first column on this report indicates the Absence Code. See the Codes below.

Attendance Codes: [ - Present, 1T - Absent (canse not established), X - Unacceptable Eeason, T - Tmant, E - Beasonable Cawse, Z - Jnspended,
E - Edacational Aetiwty, W - Withdraem, B - MedicalSick Bay, L - Late, C - CultoralFelizions, ¥ - Enforced Closure, N - Motifled as sick, W
- Wacation, F - Flexihle
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3 Attendance Records

3.1 Absence Report

This report shows a summary of session absences by form for a selected week.

& L esson Attendance Reports

AR RR=1L

]

[ Atendance Forms
oy Atendance Records
ke bsenc

@ Abzent Students by Day or Period
@ Students Arriving after Start of Day
@ Attendance Comechions
@ Form/Changes Regizter
@ Faorm Attendance Record
@ Lezson Attendance Summary
@ ‘Wweek Reqister Report

Analyziz Reports

Subject Attendance

Exports

pceee

Custorn Reparts

-

" of

rTitles
Main Title:

IAbsence Fepoart

Page Footer I

Selection

Week Commencing: |31 JaM 2011

Cancel

To produce the report a start date must be entered. The date will be the start date for the week the
report is required and must be a Monday.
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West Coast District High School

Absence Report

Week Commencing : 31.JAN 2011

(Approved Educational Activity = FRESENT, Unauthorised Lale = ABSENT)

Reg. Group hbnday Tuesday Miedresday Thursday Friday Saturday Sunday Total Total Perertage Biys Girls Totd
am pm am  pm an  pm am  pm am pm am  pm am  pm Phzence | Perods Fhzent Prezent
F KiF 1] 1] o o o o o ul 1] 1] a ] o ul o 000 10000 B 3 9
Totsls 1] 0 o o u] o o 0 1] 1] a ] o 0 o 000 10000 E 3 a
1 Foom 1 1} 1} u} u} a u} u} o 1} 1} a a u} o u} X .00 100.00 a a =}
Totals: 1} n u} u} [n) u} u} o 1} 1} o a u} o u} = o.oo 100.m 3 3 B
2 Room 2 1] 1] o o o o o ul 1] 1] a ] o ul o 108 000 10000 T 11 18
Totals 1] 0 o o u] o o Ll 1] 1] a ] o Ll o 108 000 10000 T 11 18
3 Room 3 1] 1] o o o o o ul 1] 1] a ] o ul o =5 000 10000 T 4 11
Totals 1} L] a a a a a o 1} 1} a a a o a EE 0.00 100.00 7 4 11
4 Froom 4 1} 1} u} u} 4 a 2 2 a a a a u} o 7 =23 2014 776 =} a8 14
Totals: 1} n u} u} 4 3 2 2 3 3 o a u} o 7 =23 2024 T3.76 B g 14
5 Rooms 1] 1] o o o o o ul 1] 1] a ] o ul o o 000 10000 9 ] 14
Totals 1] 0 o o u] o o Ll 1] 1] a ] o Ll o & 000 10000 9 ) 14
6 Room B 1] 1] o o o o o ul 1] 1] a ] o ul o 72 000 10000 T ] 12
Totals 1} L] a a a a a o 1} 1} a a a o a 72 0.00 100.00 7 s 12
7 FRoom 7 1} 1} u} u} a u} u} o 1} 1} a a u} o u} o906 .00 100.00 a8 a8 16
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3.2 Absent Students by Day or Period

The Absent Students by Day or Period report will print Cumulative Absences for a day or a
Snapshot of Absences for a LA period for a particular date.

The report is accessible through Lesson Attendance > Reports > Attendance Records >
Absent Students by Day or Period.

& L esson Attendance Reports

ANl

]

[ Atendance Forms ;I —Titlez
oy Atendance Records Main Title I»’-‘«bsent Students by Day ar Period
@ Abzence Report
s ’ Page Footer I
E= bsent Students by Day or Period
& Students Aniving after Start of Day [ Period
&% Attendance Comections Date |23 JUN 2011
&% Fom/Changes Register Cycle |2011 = ;I Period IA" ;l
@ Faorm Attendance Record
@ Lezson Attendance Summary —Options
&5 Week Register Report £ Cumulative Abzences
[ Analysis Reports [ Show Contacts " Snapshot of Absences
[ Subject Atendance “Fiter
0 Expors b Mot specified -
3 Custom Reports W o K
i by'ear 'IP
i by Teaching Set g
4
3
o -= :
K| »
Prirt I Cancel |

The report has the following selection criteria:

e Date
e Cycle

e Period (defaults to the first period of the day. Individual periods can be selected or All can be
selected which will produce a register for all periods).

e Show Contacts option can be checked if required.
e Selection by Form, Year Group or Teaching Set.
e Teachers (one or more teachers can be selected).

When choosing the ‘Cumulative Absences’ the report displays as shown below:
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West Coast District High School
Absent Students by Day or Period

All Absences Report for: 20 JUN 2011

Cumulative Ahzences

Monday

Year Group 8
Student Form AMPM Home Room Lessonl Lessonl Lesson3 Lessond Lesson$ Comments
Bandy Tamara nz.1 L L !

Del-Prete Brayden 081
King Jared nz.1
Lively MNicole nz.1
Mehbrtlnr dimee nz.1
Hoakes Scott 0z.1

= R
I = I
TEmoRAr
— o=
e R
==
HoE

!
!
!
!
H
T

Year Group Total Absent = &

Total siudents lizied = &

When choosing the ‘Snapshot of Absences’ option the report displays as shown below:

West Coast District High School Monday

Absent Studenmts by Day or Period

West

Absences Report for: Lesson 1 on 20 JUN 2011 Epast

Snapshot of Absences

Year Group ¥

Student Form
Bandy Tamara 021
Dal-Frata Brayden 031
King Jared 0z.1
Lively Micale 0g.1
Medrthnr dimee 0z.1

:

Lesson 1 Comments

ZoAA
e =
oo

Year Group Total Abrent =5

Total students listed = 5
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3.3 Students Arriving after Start of Day

This report can be used to track late arriving students more effectively. It displays all students who
have a present, late or approved code later in the day — after one or more unauthorised, authorised
or a late code at the commencement of the day. Such students are commonly referred to as ‘late’
students. A late student is defined as:

1. Any student who has an Authorised, Unauthorised or Late code for the morning Session, but

has a Present, Late or Approved code later in the day.
2. Any student who has an Authorised, Unauthorised or Late code for the first period, but has a
Present, Late or Approved code later in the day.

The report is accessible through Lesson Attendance > Reports > Attendance Records >
Students Arriving after Start of Day.

This report has the following selection criteria:
e Date Range (You must select two dates, both of which must be within the same Lesson
Attendance Year).

e Selection by Form, Year Group, Teaching Set or Student Find.

e Number of Days Late (This field defaults to one day, and allows you to filter the list so that you
report on students who are more consistently late).

ﬂ
|| s @ &|w
1 Attendance Forms ;I rTitles
3y Atendance Records Main Title ISludents Arriving after Start of Day
Ab Feport
@ FEnEE NEpar Fage Footer I
5o
Form Sort Field v I
@ Form/Changes Register Mo of Daps ;I
@ Farm Attendance Record
@ Leszzon Attendance Summary
) ;l -
@ ‘week Regizter Report
[ Analysis Reports Selection T
1 Subject Attendance " Fom 5 ;I
1 Ewparts % “ear Group 5 J
1 Custom Reports = Teaching Set 7
™ Student Find q LI Cu| |
—Select
Fram |2DJL|N 2011 Students arriving later it the
_ To 27 JUN 2011 day on |‘| or more days
4] »
e pom—
3.3.1 Sorts
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It is possible to sort the report by Form, Gender, Year Group and Number of Days ‘late’. An
alphabetical sort on surname, first name will always be the last applied sort.

Addition information on Sorts: There are some default sorts according to which method has
been used to select students.

o If you select form from the Select box, the first sort will be by form, with a new page for
each form. To allow for this the form sort will disappear from the Available Sorts list.
o If you select Year Group the first sort will be by Year Group, with a new page for each
Year Group. To allow for this the Year Group sort will disappear from the Available Sorts list.
o If you select Teaching Set the first sort will be by Teaching Set, with a new page for
each Teaching Set. To allow for this the Teaching Set sort will disappear from the Available
Sorts list.
o If you select Student Find the first sort will be by Year Group. To allow for this the Year Group
sort will disappear from the Available Sorts list.

West Coast District High School
Students Arriving after Start of Day

Date Range: 20 JUM 2011 to: 22 JUN 2011

Filter: Students arriving late an 1 or more days

Year Graup: 8

Ref No. Student Year Form Gender DayDate am pm Periods Comments

H12B34L5

9 Bandy, Tamara g (081 F Mon20Jdun |7 F|LLL- 74 - 4
Tue 21 Jun Ior|LLL I !

20 Bott, Lara 3 0g.1 F Tue 21 Jun R J|[LRR-R 1 -1
Wed 22Jun [U S U Uu -y

46 Diel-Prete, Brayden 8 08.1 h Mon20Jdun |R S |RR G - 00 -

114 King, Jared g [o81 h Mon20Jun |R J |[RRR -RJ - §

151 Lively, Micole g 0g.1 F Mon 20 Jun uor oo o-ob -y
Wied 22 Jun bR r b

Attendance Codes: | - Presant, T - Absent (case not estsblished), X - Unaceeptable Resson, T - Truant, B - Reasonsble Canse, T - Suwpended, E - Educstional Activity, W - Withdrawn, M - MedicalSick Bay, L -
Late, © - CultoralReligions, T - Enforced Closre, M - Hotified as sick, V- Vacation, F - Flexible
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Report sorted on No. of Days late

rTitlesx

tain Title: I Studerts Ariving after Start of Day

FPage Foater I

5ot
Form - Sort Field T ]
1 | Moo of Daps - B
[~ .
—Selection
= Formn 4 ﬂ
* “Year Group g
" Teaching Set ! J
" Shudent Find g & ﬂl
Select
From Iw Students ariving later in the
To [zzJonzon @R dayon [1 ormore days

West Coast District High School
Students Arriving after Start of Day

Date Range: 200 JUm 20117 to: 22 JUN 2011
Filter. Students arriving late an 1 or more days
Year Group: 8

Ref No. Student Year Form Gender DayDate  |[am pm Periods Comments
H12B34L5
9 Bandy, Tamara a 081 F Man 20 Jun F A B O O T A
Tue 21.Jun oL eL - iy
20 Bott, Lara g ng1 F Tue 21 Jun R i|LRR-R T -1
Wed22Jun | U S U UL - LS -T
151 Livaly, Micole g 081 F Maon20dun | U F|uu s - orr -
Wed 22 Jun TR -
46 Del-Prete, Brayden g 08.1 [ Monz20Jun |R J |RR { - & 0 - 1
114 King, Jared g 08.1 1 Mon20Jun (R J [RRR -RV -

Attendance Codes: f- Present, U - Absent (canse not established), X - Unacceptable Reasorn, T - Tmant, B - Reasonable Canse, Z - Swspended, E - Educational Activity, W - Withdraam, M - Medicalfick Bay, L -
Late, C - CulbwralFeligions, ¥ - Enforced Closare, M - Notified as sick, V- Vacation, F - Flexible
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3.4 Attendance Corrections

This report will print a list of changes/corrections that have been made to the am and pm

attendance codes.

It requires the Track Attendance Changes option to be turned on in Parameters > Defaults >

System Management.

x
AR RR=1L
[ Atendance Forms ;I ~Titles
oy Atendance Records ain Title IAttendance Carnections
@ Abzence Report
. Page Footer I
@ Abzent Students by Day or Period
@ Students Arriving after Start of Day [Sart
@ Attendance Comechions Elorm ;I Sort Field Eadl
ame
% Farm/Changes Registe Yy ;I
@ Faorm Attendance Record Year
@ Lezson Attendance Summary j -
@ ‘Wweek Reqister Report
R Select
1 Analysiz Reports
{7 Subject Attendance Studert / Ref Mo, |511 shudents selected i
1 E=ports
3 Custom Reports ~Dlptions
From  |23JUN 2011
Ta [zz10n 20
.
K| »
Cancel

The report has the following selection criteria:

e Date range. Defaults to current date in the “From” and “To” fields.

e Selection of students using the surname entry or Student Find Tool.

The following sort fields are available where more than one student is selected:

Form

First Name
Surname
Year

User Defined

Default

Form

First Name

Surname

Year

ClvVICa
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West Coast District High School
Attendance Corrections

Date Range: 23 JUN 20111 to: 23 JUN 2011

Student Year Form

Attendance AM Code PM Code User Hame Modified
Date Md Hew Old Hew Date Time
Evans, Dayna a 0a.1 23 UM 11 L R L R ADMIN 23U 1T 9046 A
Leoncio, Jaymee a IER 23 UM 11 L E L E  ADMIM 23JUMTT 946 Al
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3.5 Form/Changes Register

There are a range of reports available using the Form/Changes Register option. The reports will
show only students who have more than one attendance code for the selected day. To create
report variations the Selection option drop down list is used. The Form/Changes Register option
can be useful to highlight students who may be occasionally absent from or late for lessons

The Form/Changes Register option can also be used to produce a printed version of the Day
View screen. This shows the attendance recorded for all students in the selected Form, Teaching
Set, Group or Year Group.

x
ARESEREI

1 Attendance Forms ;I rTitles
a Attendance Records Main Title I Form Register

@ Absence Report

. Page Footer I

@ Absent Students by Day or Period

@ Students Arriving after Start of Day Selection

@ Attendance Comections 312 - & Form

F2dF orm/Changes Regi a1 ¢ Teaching Set

&% Form Attendance Record gg ® Giers

@ Leszzon Attendance Summary 9'1 € Vear

&% \Week Register Report 97 eI
1 Analysiz Reports 9.3
1 Subject Attendance gg
(3 Ewports 101
[0  Custom Reports 10.2 d| M |

Date  [24 MAR 2005 bleniiog
IAII Fecards ;I
Fieport Farmat
¥ INarrow ;I

K 3

Print I Cancel |

The report has the following selection criteria:
e Selection by Form, Teaching Set, Group or Year Group.
e Date, a date other than the current date can be chosen.

e The Selection drop down list as shown below offers a number of options that allow a variety of
different report outputs to be produced.

Selection

Al Records v

Al Post-Reg Unauth Absences
Late Attenders

e The Report Format selection allows for Narrow or Wide format.
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Using the Selection drop down list the following report outputs are produced:

e All Records report produces a printed version of the Day View screen for the selected Form,
Teaching Set, Group or Year Group.

Date: 22 JUN 2011

West Coast District High School

Form Register

Time report printed: 12:08

Form: naA Teacher{s) hr Carl Best
Ref Ma. Student am prm Periods Comment
H12B34L5
9 Bandy, Tamara U U uuJdug-vuu-u
14 Bishop, Alecia U U uvuug-uJu-u
16 Blake, Keira [ Y ) I !
20 Bott, Lara U U uvuug-uJu-u
46 Ciel-Prete, Brayden [ -
G4 Evans, Dayna [ -
Th GZaunt, Matalie E E EEE-EE-E
101 Jury, Brad U U uvuug-uJu-u
114 King, Jared [ Y ) [
126 Kurbwy, Dale [ Y ) [
137 Leoncia, Jaymes [ -
191 Lively, Micale R R RRR-RER -R
1496 Lucew, Michael [ -
181 mcArthur, Aimee [ Y ) [
206 tMonneran, Thomas R R ERRR-ERER -R
208 Moore, Gregory [ Y ) [
21 Moakes, Scott [ B -
2448 Cssey, Jane [ B -
266 Peel, Famela [ B -
281 Paol, Loudis E E EEE EE - E

All Changes report produces a Changes Register report that shows students who have more
than one attendance code for the selected day.

West Coast District High School
Changes Register

Date: 22 JUN 2011

Time report primted: 12:13

Form: naA Teacher{s) hr Carl Best

Ref Ma. Student am prm Periods Comment
H12B34L5

20 Bott, Lara [ R

TEB Gaunt, Natalie E | EEE I !
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e Post Registration Absence Register shows the students with more than one attendance
code recorded after the nominated Registration period.

Post Registration Absence Register

$0o0W

Perth District High School

Post Registration Absence Register

Date: 3 MAR 2004 Time report printed: 14:48

Form: 5081 Teacher(s) Wrs Chloe Turner

Ref ko, ‘ Student am pm | Periods Comment
123456789

261 Bartlett, Jane P A A e

846 Callutn, Winana S S ST - - =

54 Jade, Stephen P N e e

e All Post Registration Unauthorised Absences shows the students with more than one
attendance code (one of which is an Unauthorised code) recorded after the nominated
Registration period.

Post Registration Unauthorised Absence Register

o Ou

Perth District High School

Post Registration Unauthorised Absence Register

Date: 8 MAR 2004 Time report printed: 14:47

Form: S0a1 Teacher(s} hrs Chloe Turner

Ref Ma. ‘ Student am pm ‘ Periods Camment
1234567889

246 Callum, Yinona £ s T = s s = = s =

54 Jade Stephen P R N e A e

e Late Attenders report shows students whose attendance is considered to be late because
they have an authorised, unauthorised or late code for at least one of the codes.

Perth District High School

Late Attenders Absence Register

Date: 5 MAR 2004 Time report printed: 14:47

Form: 509.1 Teacher(s) Mrs Chlog Turer

Ref Ho. Student am pm Periods Commg
1234567889

4 Anaken, Jarrad T 0 U0TuU- s - -1 -

261 Barlett Jane S S SR - - = s

921 Bath, Barbara # & L —- L == =

46 Callum, Winana P R e e

54 Jade, Stephen N R N
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3.6 Form Attendance Record

This report is used to show a half-day attendance summary for a period of time up to ten weeks.

The report is accessible through Lesson Attendance > Reports > Form Attendance Record.

x

AR R=1L
[ Atendance Forms ;I ~Titles
oy Atendance Records ain Title IForm Attendance Record

@ Abzence Report

. Page Footer I

@ Abzent Students by Day or Period

@ Students Arriving after Start of Day ~Sart

&% Attendance Conections Farm ;I Sort Field | av

. Firzt Marme

@ Form/Changes Regizter Gender ;I

EedFom Altendance Rec Surnarne

@ Lezson Attendance Summary ‘fear

@ ‘Wweek Reqister Report ;I —
1 Analysiz Reports —Select
[ Subject Atendance ' by Form

08.2
(3 Exports " by Teaching Set 0a.a
3 Custom Reports by Group 0a.4
08.5 -
€ Student Find P x| ]
Optiohs

" of

Wwheek Starting: |3‘| Jak 2011 [ far |1D weeks [upto 10)

I~ Default to Landscape

Cancel

The report has the following selection criteria:

e Week selection (starting week date and number of weeks up to a maximum of 10 weeks).
e Selection by Form, Teaching Set, Group or Selection of students using the Find Tool.

The following sort fields are available:

User Defined

Default

Form

First Name

Gender

Surname

Year

e The report has page breaks on change of form/group.

e The last column on the report shows a total half-day absence count for each student on the

report.
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West Coast District High School
Form Attendance Record

weak
o

Form 08.1 Week Starting: 31 JAN 2011 for 4 weekis
Week Start |31 JAKM 2011 | 7 FEB 2011 [14 FEB 2011 21 FEB 2011 Total
Students MTWTFMTWTFMTWTFMTWTFMTWTFMTwT F| 50
SENCES
Bandy, Tamara — = TT TT TT|JU LU LU LU LI 18
Bishap, Alecia -- - RRRRERRFRRR A A
Blake, Keira — — AOANNA A A
Bott, Lara — — NhoAoAfn oaUd
Del-Prete, Brayden — - MNA
Evans, Dayna -- -- RRRRRFR]
Gaunt, Matalie Uy oA
Jury, Brad R 1
King, Jared - - h
Kurky, Dale - -
Leoncia, Jaymes [EEp—
Lively, Micale [

Lucew, Michael
teArthur, Almee

Manneran, Thomas

Maore, Gregarny
Moakes, Scott
Cssey, Jane
Peel, Famela
Paol, Ladis

Rath, Hugh
Richards, Lia
Ramptan, Davina
Saunders, Tiffany
Simith, David

Stewvart, Joanne
Thaorne, Chantan

Smith-Carter, Ben

== N R Rl b= e R b R =

=B N - R e R bl = R b= = e ]

I - i o A

=== N == = R b= R = R = R 0 = R e = ) )

== N - R R = = = B e R e R R ) )
== N - R R = = = B e R e R R ) )

== N E R R b= = R b R i e = R = e ]

I - I o o -

== = N == = = R b= e T = = = B = =N = = e = i = T e |

== = N R R b= = B b = B B R el = = e ]
== = N R R b= = B b = B B R el = = e ]
== = N R R b= = B b = B B R el = = e ]
I - I o e -
== = N R R b= = B b = B B R el = = e ]

== = N == = = R b= e T = = = B = =N = = e = i = T e |
== = N == = = R b= e T = = = B = =N = = e = i = T e |
== = N R R b= = B b = B B R el = = e ]
I - I o e -

DDDDDDDDDDDDDDDDDDDDDM@DMM;
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3.7 Lesson Attendance Summary

This report is a condensed version of the Individual Absentee Report.

The report is accessible through Lesson Attendance > Reports > Lesson Attendance

Summary.
x
IEEEREIC
1 Attendance Forms ;I rTitles
&9  attendance Records Main Titlz I Lesson Attendance Summary
@ Absence Report
. Page Footer I
@ Abzent Students by Day or Period
@ Students Arriving after Start of Day Ll
@ Attendance Comections F_orm ;I Sort Field | av
. Firzt Mame
@ Farm/Changes Register Surname d
&% Form Attendance Record Year
= -
@ ‘Wweek Register Report
] rSelect
1 Analysiz Feports
1 Subject Attendance Student / Fef Mo I ik
1 Exports
1 Custom Reports
- Optiohs
Fram |24 MAR 2005 R Al Lesson Absences
Unresolved Abzences
I )
To 24 MAR 2005 Unauthorized Absence
I‘I—Dl more half day absences Authorised Absences
- Approved Abzences
LI LI—I | ates LI
Print I Cancel |

The report has the following selection criteria:

e Date range. Defaults to the current date in “From” and “To” fields.
e Selection of students using surname entry or the Find Tool.

e A selection of attendance type or code or a subset of these.

The following sort fields will be available where more than one student is selected:

User Defined

Default

Surname

First Name

Year Group

Form

This report displays one student per sheet.

e [For each student, the Day/Date and codes for am, pm and all periods are shown.
e Days for which the student is shown as present for am, pm and all lessons are excluded.
e Days for which the school is closed are excluded.
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West Coast District High School
Lesson Attendance Summary

Diate Range . 1 Feb 2011 to 22 Jun 2011 SchoolYear: 2011
Filter: All Lesson Absences, 1 or more half days absences
Bandy, Tamara Farm: 081 Year: 8
Term 1 Term 2 Term 3 Term 4
DayDate am pm Periods DayDate am pm Periods DayDate am pm Periods DayDate am pm Periods
Wed 0202 T T TTT-TT-T Wed 22006 R R RRRE-RR-R
Thuo3mz2 T T TTT-T-T-
Friddmz T T TTIT-TT-T
Mon 0702 U U dud-uid-u
Tue 0302 U U Jud-Ud-U
Wyed 09002 L U UJU-UO-L
Thud0m2 U 0 Uoo-U-o-
Frit1m2 U U dud-ud-u
Tue 0504 U U Jod-Ud-U

Attendance Codes: /- Present, 1T - Absent (canse not established), X - Unacceptable Beason, T - Tmant, B - Feasonable Case, Z - Snspended, E
- Educational Aectivity, W - Withdrawm, M - MedicaliSick Bay, L - Late, C - CultiralBelizious, ¥ - Enforced Closure, M - Hotified as sick, V-
Vacation, F- Flexible

Page 1
Produced on 25rd Fane 2011 at 12:25
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3.8 Week Register Report

KA Eo=1L 2

@
=

cooo

Attendance Forms ﬂ
Attendance Records

@ Abzence Report

@ Ahzent Students by Day or Period

@ Students Arriving after Start of Day

@ Attendance Comections

@ Farm/Changes Register

@ Form Attendance Record

@ Leszzon Attendance Summary

Analysis Report

Subject Attendance
Exports
Custorn Reparts

B

rTitles

Main Title IWeek Reqister Report

Page Footer I

[ Selection

—Date

Wesk Statting: [21 MAR 2005

Frint I

Cancel

The report has the following selection criteria:

e Week selection (starting date for the week). If the date selected is not a Monday, then the date
will be changed to the previous Monday, and the user will be warned that this has happened.

e Selection of Form (the hand icon allows all forms to be highlighted for selection).
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West Coast District High School
Weekly Registration Record for 08.1 from 31 JAN 2011 to 6 FEB 2011

Form at date of registration:

ns1

Student ; Murmber M T W T F 5 5  Abs (Excl Late) Late  Approved Ahs.
1 BAMDY, Tamara 4 — — TT TT TT —— — 53
2 BISHOP, Alecia 14 55 S5 ER RR RRE CC CC G
3 BLAKE, Keira 16 S5 55 o~ o~ HH CC CC 2
4 BOTT, Lara 20 S5 S5 o o o CC CO

A DEL-PRETE, Brayden 46 S5 55 o o oo CC CC

G EVARS, Dayna G4 55 S5 RERE ER RE CC CC G
7 GALUNT, Matalie 76 S5 S5 U0~ o~ CC CC 2
g JURY, Brad 10 S5 S5 o o o CC CO

q KIMNG, Jared 114 S5 55 o o oo CC CC

10 KURBY, Dale 126 55 S5 o~ o s CCCC

11 LEQMCIO, Jaymes 137 S5 55 o o oo CC CC

12 LIVELY, Micole 141 S5 S5 o o o CC CO

13 LLUCEY, Michael 146 S5 55 o o oo CC CC

14 MCARTHUR, Aimee 181 55 55 N A N CC CC

15 MCMNEROM, Thomas 206 S5 55 o o oo CC CC

16 MOORE, Gragory 208 S5 S5 o o o CC CO

17 MOAKES, Scott 23 S5 55 o o oo CC CC

18 QSSEY, Jane 248 55 S5 o~ o s CCCC

14 FEEL, Pamela 266 S5 55 o o oo CC CC

20 FOL, Louis 281 S5 S5 o o o CC CO

M RATH, Hugh 298 S5 55 o o oo CC CC

22 RICHARDS, Lia 3 S5 S5 o AN A OO GO

23 ROMPTON, Davina 314 S5 55 o o oo CC CC

24 SALNDERS, Tiffany 326 55 55 N A N CC CC

23 SMITH, David 874 S5 55 o o oo CC CC

26 SMITH-CARTER, Ben 341 S5 S5 o AN A OO GO

27 STEWART, Joanne 364 S5 55 o o oo CC CC

2a THORME, Chantan 76 S5 S5 o o o CC CO

Total Number of Marked Sessions: 168

Attendance Category | No. of Sessions % of Total
Approved Absences 0 0.00
Unauthorised Absences {excl. Late) 8 4.76
Awthorised Absences 14 8.33
Unauthorised + Authorised 22 13.10
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4 Analysis Reports

4.1 Attendance Breakdown Report

The Attendance Breakdown Report provides a breakdown of the attendance and the reasons for
absence for individual students, or groups of students selected by class or year group.

x
% sl 0 G |w
[ Atendance Forms ;I ~Titles
1  Atendance Records Main Title IAttendance Breakdown Report
23 Analysiz Reports
. Page Footer I
Attendance Breakdown Report

@ Attendance Analysis for Students ~Select

@ Attendance Summary [am/pm] ~ Student Eind Mot specified -

@ Attendance Retum by Fom E

@ Percentage Attendance 1

@ Group Attendance Analyziz Summary & Year Group 2

@ Students with a specific number of ke 3

@ Half-D ay Abzence Totals 5
[ Subject Atendance & —
1 E=ports i
O tusenfeor A - -

—Options
Date Range: from  [1 FEE 2011 [~ by Student
@
= to [2z0UNzon1
4| | »
T pom—

The report has the following selection criteria:

Selection by Student Find, Form or Year Group. If the selection is by Student Find then the
reports can be produced either for the group of selected students as a whole or for each
individual student. A “by Student” check box is available when the Student Find option is
selected. If this is checked the report will be printed for each student on a separate page.

Date Range - Both dates default to the current date

The report provides the following data for each student or group:

Number of students included for the page.

Number of possible attendances (in half days).

Number & percentage of sessions present (including Approved absences).
Number & percentage of sessions present (excluding Approved absences).
Number & percentage of unauthorised absences.

Number & percentage of authorised absences.

Breakdown showing the number and percentage for each type unauthorised, authorised and
approved.

A summary and reason for lateness.

The breakdown figures for absence are based on session attendance codes.

The breakdown figures for lateness are based on the period and session codes for each session.
A student can only have one reason for lateness in each session.
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The report displays the following:

West Coast District High School

Attendance Breakdown from 1 FEB 2011 to 22 JUN 2011

This report is for Year 8

Mumber of Students = 135

mMumber of possible attendances = 23584

Summary of Attendance

Present {including Approved Educational Activity)
Present (excluding Approved Educational Activity)

Unauthorized Absence
Authorised Absence
Approved Absence
Mot Marked

Reason for Absence/Attendance

Authorised

Reasonahle Cause
Motified as sick

Unauthorised

Truant
Ahsent (cause not established)

Approved
Educational Activity

Summary of Lateness

Total number of Lates during this period

Mumber % of Possible
23518 94,72
23512 44 69

41 017
24 010
7 0.03
] 0.00
Mumber % of Possible
22 0.0a
2 0.m
4 0.03
35 015
7 0.03
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4.2 Attendance Analysis for Students

This report is used to provide an analysis of attendance data for a selection of students for a
selected date range.

The report is accessed through Lesson Attendance > Reports > Analysis Reports >
Attendance Analysis for Students.

& L esson Attendance Reports il
AR R=1L
[ Atendance Forms ;I ~Titles
1  Atendance Records Main Title IAttendance Analysiz for Students
23 Analysiz Reports
Page Footer I
@ Attendance Breakdown Report
@ Attendance Analy Students ~Sart
@ Attendance Summary [am/pm] Farmn — Sort Field | v
&% Attendance Retum 1 | Sumame -
@ Percentage Attendance 2_ First Hame -
@ Group Attendance Analyziz Summary |
& Students with a specific number of he ;I =
&% Half-Day Absence Totals —Select
g Subject Attendance g P Ry
Exports
i 0.3
(1 Custom Reports " Student Find 054
085 j <M |
Optiohs
Date Range:  from I‘] FEB 2011
e e [22J0N 2011
4| | »
T R

The report has the following selection criteria:
e Date range. Defaults to current date in “From” and “To” fields.
e Selection of students by Form or the Student Find.

The following sort fields are available where more than one student is selected:

User Defined Default

Form

First Name

Surname

Year

If a group of students is selected, other than a form, the report displays their form data before the
year group.

Note: If a student has been in two forms during the date range selected, and both forms are
selected, that student will now appear in both forms, with the relevant data for the period
he/she was in each form.
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West Coast District High School

Attendance Analysis for Students

YearForm 81081 Date Range: 1 FEB 2011 to; 22 JUR 2011

Y Attendance Ma. Mo, of 5 Day

Refho. | Student Year  Gender . a0 10 Attended |Half Davs ﬂ.bsences% Attend
9 Bandy, Tamara a F [ 1 146 176 20 a8.64
14 Bishop, Alecia g F [ 1 162 176 14 92.05
16 Blake, Keira g F [ 1 172 176 4 4773
20 Bott, Lara g F [ 1 172 176 4 4773
46 Del-Prete, Brayden g ] [ 1] 174 176 2 48.86
G4 Evans, Dayna a F [ 1 168 176 a 45445
76 Gaunt, Matalie g F [ 1 173 176 3 98.30
101 Jury, Brad g ] [ 1 172 176 4 4773
114 King, Jared g ] [ 1] 174 176 2 48.86
126 Kurby, Dale g ] [ 1| 176 176 1] 100.00
137 Leancino, Jaymee a F [ 1| 178 176 1] 100.00
151 Lively, Micole g F [ 1] 174 176 2 48.86
156 Lucev, Michael g ] [ 1| 176 176 1] 100.00
181 McArthur, Aimee g F [ 1| 176 176 1] 100.00
206 mMonneron, Thomas a Il [ 1 174 176 2 9886
208 Moore, Gregory a Il [ 1| 178 176 1] 100.00
231 Moakes, Scott g ] [ 1| 176 176 1] 100.00
248 Ossey, Jane g F [ 1| 176 176 1] 100.00
266 Feel, Famela g F [ 1| 176 176 1] 100.00
281 Fol, Louis g ] [ 1| 176 176 1] 100.00
298 Rath, Hugh g ] [ 1| 176 176 1] 100.00
301 Richards, Lia g F [ 1| 176 176 1] 100.00
314 Romptan, Davina g F [ 1| 176 176 1] 100.00
326 Saunders, Tiffany g F [ 1| 176 176 1] 100.00
ar4 Smith, David g ] [ 1| 176 176 1] 100.00
351 Smith-Carter, Ben g ] [ 1| 176 176 1] 100.00
364 Stewart, Joanne g F [ 1| 176 176 1] 100.00
376 Tharne, Chanton g F [ 1| 176 176 I 100.00

The No. of Half Days column represents the number of half day sessions for the date range

selected. The No. Attended column shows the number of half days the student attended in the

date range selected.

The absentee count excludes Approved Activity codes.
If several forms are selected, the report has a page break on change of form.

The second page of the report displays a breakdown of the attendance analysis for each

attendance code within each attendance type.
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West Coast District High School
Attendance Analysls for Students - by Attendance Code

YearForm 8:08.1

Date Ranges 1 FEB 2011 to: 22 JUM 2011

RefMo | Student Ve Gender ::foi):,-g Unautharised Autharized Tatal Approvedd A clivily e
U ¥ T Tael [R Z C N WV F Told E W M Total

E| Bandy, Tarnars | F 176 |12 6 18 |2 1|20

14 Bishop, Alecia g F 176 4 4 o 101 14

16 Blake, Kelra g F 176 2 2 2 2 4

a0 Bolt, Lara g F 176 4 4 4

46 Del-Prete, Brayden 2 1] 1TE 2 2 2

g4 Evans, Dawna g F 176 2 2 |8 B 2

76 Gaunt, Matalia ] F 176 3 3 3 1 1

10 Jury, Brad ] M 176 4 4 4

114 Fing, Jered 5] M 176 2 2 2

126 iy, Dale g M 176

137 LEDNCID, Jaymeaa g F 176

151 Lhe2 b, Micole g F 176 2 2 2

1586 Lucey, idichael 2 L] 1TE

181 Wcérthur, Armes 2 F 176

A06 Monnsran, Thomas g M 176 2 2 2

208 hoore, Gregory 2] M 176

231 Moakes, Soott i} M 176

245 O=sey, Jane g F 176

166 Feel, Famela g F 176

3 Fol, Louls g M 178 2 2

Jag Rath, Hugh a M 178

am Richards, Lia g F 176 2 2

a4 Rormpton, Davina 2 F 176

326 Saunders, Tiftany ] F 176

g74 Smith, David =] M 176 2 2

il Smith-Carter, Ben g M 176

364 Stavralt, Joanne g F 176

76 ThDrne, Chanton g F 176

dbsences pxchade Approred Actirities

Prodnced on 25 Tuna 2001 at 12:40

Page |
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4.3 Attendance Summary (am/pm)

This report provides a summary of students’ am/pm attendance data between a selected date
range. It displays one student per page.

The report is accessible through Lesson Attendance > Reports > Analysis Reports >
Attendance Summary (am/pm):

x
% sl 0 G |w

[ Atendance Forms ;I ~Titles

1  Atendance Records Main Title I»’-‘«ttendance Surmnnary [amdpm)

23 Analysiz Reports

@ Attendance Breakdown Report Page Faater I
@ Attendance Analysis for Students [Sart
Attendance Summary [am/pm) f'fl?arrl::e 2l Sort Field aw
&% Attendance Retum Gender ;I
@ Percentage Attendance Surmame
@ Group Attendance Analyziz Summary Vear j -
@ Students with a specific number of ke
@ Half-D ay Abzence Totals et .
[ Subject Atendance i itudel-:t Find st e I #
01 Expots ear Group
3 Custom Reports ~Dlptions

From |1 FEE 2011
Ta [zz10m 20

™ Use student Prefered Marme
_’ILI ™ Mew page for each student W Use student Legal Surmarne

Prirt I Cancel

\

The report has the following selection criteria:

e Date range. Defaults to the current in the ‘From’ and ‘To’ fields.

e Select using Student Find Tool or Year Group ( Students selected by Year Group will include
any student for that Year Group whose leaving date is greater then the Start Date entered by
the user)

e Checkboxes to select the student ‘Preferred Name’ and or student ‘Legal Surname’. Users
have the flexibility to choose whether to use the Student Surname or the Legal Surname field,
and the Student Preferred Name or First Name field, when printing reports.

The following sort fields are available:

User Defined Default

Form

First Name

Gender

Surname

Year

If the whole week is marked as closed, inset (school development) or holiday in the school diary,
the appropriate heading will be displayed on the report.

If mixtures of the above are displayed, the report line is left blank. For weeks with attendance data,
a line is displayed representing percentage attendance for the week.
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West Coast District High School
Attendance Summary (ami/pm)

Ahsences during the date range: 1 Feb 2011

to: 22 Jun 2011

First Mame: Tamara

Adcress:

12 Mowweranie Place
PERTH, Wy,

E000

Form :

Legal Surname: Bandy

Telephone : 9221 3124

Date of Birth : 22 Aug 19587

05.1 from 2 FEB 2011

WWeek % Aftendance  [Mo | Tu [We | Th | Fr | Sa | Su | Total % %| Late

Ending Auth Unauth

4 FEB 2011 SE|SS|TT|TT|TT|CC |CC| 6 o.o0)1o0000] 0
11 FER 2011 UUjuujuufuujud]ce [Ce | 1o ponf1o000] 0
1GFER 2011 [ [ o [ v [ [y [ e [cc | o opool ooof o
25FER 201 [ o [ [ [y [ e [cc | 0 opool ooof o
4paR 20 [ o [ [ [ [ e [Cc | D opool ooof o
1 MAR 201 [ [HH [ s [ [y [ e [ec | D opool ooof o
GuAR 20 [ o [ [ [y [ e (e | D opool ooof o
BsMAR 20 [ oy [ [ [ [ jec e [ o opool ooof o
1APR 20 [y [ v [ [ [ e [Cc | D0 opool ooof o
5 APR 201 [ mojudl o [ jecfec ] 2 ooo|l zooof o
15 APR 2011 [y [ v [ [ [ [ee e oo opool ooof o
22 APR 2011 [ [ iy [V [HH [HH [HH [HH [HH | O opool ooof o
29 APR 2011 | Holickay HH [HH [HH [HH [HH [HH [HH

§hay 2011 [ [HH [HH [HH [ iy [ [cC [CCc | D opool ooof o
Seiay 201 [ [ [ [ [ e (e | D opool ooof o
BOMAY 201 [ oy [ [ [ [ jec[occ [ o opool ooof o
B7 Ay 201 [ oy [ v [ [ [ jec e [ o opool ooof o
oMo [ [ [ [ [ e [cc | D opool ooof o
10JUn 20 [ [ HH [ v [ [ [ [ec e ] o opool ooof o
17 Jun 20 [y [ v [ [ [ [ecfec ] oo opool ooof o
24 Uk 2011 [ R EE EE N 33.33] ooof o

Totals 20 11401023 0
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4.4 Attendance Return

The report shows the following information, for the selected year group/s for the specified date
range:

e The total number of students for each year group.

e The number of possible half-day attendance sessions for each year group for the selected date
range.

e The total number and percentage of absences according to attendance type — unauthorised,
authorised and approved.

e The total number and percentage of half-day attendances for each year group for the specified
date range.

e The number of students with absences for one or more sessions, according to attendance type
unauthorised and authorised.

e The final column shows information for unauthorised absences only and indicates what
percentage of each year group these students represent.

The report can be accessed through Lesson Attendance > Reports > Analysis Reports >
Attendance Return.

x
AR RR=1L
[ Atendance Forms ;I rTitles
1  Atendance Records Main Title IAttendance Feturn
23 Analysiz Reports e I
‘age Footer

@ Attendance Breakdown Report ?

@ Attendance Analysis for Students [Sort I |

@ Attendance Summary [am/pm] Sortable fislds e

Attendance Return Form :I 1 | fear Group ;I

Indigenous Status
@ Percentage Attendance

@ Group Attendance Analyziz Summary LI -
& Students with a specific number of he [Date Range Bars
@ Half-D ay Abzence Totals from |3'| JAM 2011 ]
(3 Subject Atendance ta I— 0
23JUN 2011 .
1 E=ports ﬂl :
3 Custom Reports ~Options

I Include students who left after the first date above

W Include Boarders

lgriore students aged ID years and over on |23 JUM 2011
- lgriore students aged ID years and under on |23 JUM 2011
» |

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.

e Selection by Year Group. The hand icon will highlight all year groups for selection.

e Checkbox options to include students who have left after the start date entered and borders.
e Options to exclude students over or under a specific age on a specified date.
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The following sort fields are available:

User Defined Default
Year Group Year Group
Form

Indigenous Status

This report shows session attendance data and ignores lesson attendance data.

West Coast District High School
Attendance Return
Date Range: 31 JAN 2011 ta: 23 JUMN 2011
Group Ma. of Ma. of Tatal Absences Total Attenclances Mo, of Students with %
Studerts Student Uniautharised Authorised Approved Absences Unautharised
sessions Mumber k) Mumber T Mumber k) Mumber T Unauth. | Authorised | Absentees
Year K 1] 1] 1] 0.00 1] 0.0o 1] 0.00 1] 0.00 1] 1] ¥
Year P 9 1602 0 0.00 0 0.oo 0 0.00 1602 100.00 0 0 0.o0n
Year 1 3] 1068 3] 0.56 1] 0.0o 1] 0.00 1062 99.44 1 1] 16.67
Year 2 18 3204 1] 0.00 1] 0.0o 1] 0.00 3204 100.00 1] 1] 0.0o
Year 3 11 1958 0 0.00 0 0.oo 0 0.00 1958 100.00 0 0 0.o0n
Year 4 14 2492 24 0.96 3 012 1] 0.00 2465 98.92 3 1 21.43
Year 5 14 2482 0 0.00 0 0.oo 0 0.00 2492 100.00 0 0 0.o0n
Year 6 12 36 o 0.00 o 0.0o o 0.00 36 100.00 o o 0.00
Year 7 16 2848 1] 0.00 1] 0.0o 1] 0.00 2848 100.00 1] 1] 0.0o
Year 8 135 23842 a5 0.23 a0 013 13 0.05 23754 99.59 11 g .14
Year 9 B9 12282 3 0.0z 10 0.08 1] 0.00 12269 9989 3 g 4.35
Year 10 latd] 114498 1] 0.00 1] 0.0o 10 0.09 114388 99.91 1] 1] 0.0o
Year 11 i3} 113594 0 0.00 0 0.oo 0 0.00 11394 100.00 0 0 0.o0n
Year 12 64 11392 3 0.03 1] 0.0o 1] 0.00 11388 94997 3 1] 4.69
Totals 4498 gaz18 91 010 43 005 23 0.03 aa061 99.82 M 14 427
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4.5 Percentage Attendance

This report shows the number of unauthorised and authorised absences compared with the total
number of attendance sessions for the date range selected.

This report can be accessed through Lesson Attendance > Reports > Analysis Reports >
Percentage Attendance:

x
AR RR=1L
[ Atendance Forms ;I ~Titles
1  Atendance Records b ain Title IPercentage Attendance
23 Analysiz Reports
Page Footer I
@ Attendance Breakdown Report
@ Attendance Analysis for Students rSelect
@ Attendance Summary [am/pm] ~ Student Eind
Atbend, Ret
<& Attendance Retun & by Fam
@ Percentage Attendance
@ Group Attendance Analyziz Summary " Year Group
@ Students with a specific number of ke
@ Half-D ay Abzence Totals .
[ Subject Atendance 094 @
1 E=ports 3.5 _I —l
3 Custom Reports Dptions
Daterange  from [ FEE 2011 to [23J0N 2071
Percentage attendance level ISD k4
Show students greater than or equal to the percentage i«
Show students less than or equal to the percentage o
4 | LILI v Exclude former rall studentz [~ Page break an groups
Cancel |

This report is based on Sessional Attendance and displays the following information:
e Student reference number, name and form.

e The total of actual half-day sessions attended for each student in the selected date range. The
calculation is based on unauthorised and authorised absences as approved absences are not
included.

e The total of possible half-day attendance sessions for each student in the selected date range.
e The percentage attendance for each student based on the criteria selection

The report has the following selection criteria:

Date range. Defaults to current date in “From” and “To” fields.

Selection by Student Find, by Form or Year Group.

Percentage attendance level field.

Show students greater/less than or equal to the percentage radio button selection.
Checkbox option to exclude students on the former roll — box is ticked as default.
Checkbox option to have a page break on Form or Year Group.

The report displays the following:
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West Coast District High School
Percentage Attendance Report

Students with an Attendance record greater than or equal to 80%

Date Range: 1 FEB 2011 t0 23 JUMN 2011

Number Name Year Group Form % Attendance  Actual Possible
Form: 0an Tutor(s): Mr Carl Best

2] Bandy, Tamara a 08 a8 156 178
14 Bishop, Alecia g ng.1 92 164 178
16 Blake, Keira g [IER a7 172 178
20 Bott, Lara g ng.1 a7 172 178
46 Del-Prete, Brayden a 08 99 176 178
G4 Ewvans, Dayna g na.1 a4 1648 178
7B Gaunt, Matalie g [IER 48 1748 178
101 Jury, Brad g ng.1 a7 172 178
114 King, Jared g [IER 48 174 178
126 Kurby, Dale g ng.1 100 178 178
137 Leancino, Jaymee a 08 100 178 178
151 Lively, Micale g ng.1 e Le] 176 178
156 Lucev, Michael g [IER e kz] 176 178
181 McAbur, Aimee g ng.1 100 178 178
206 mMonneron, Thomas a 08 48 174 178
208 Moare, Gregany g na.1 100 178 178
231 Moakes, Scott g [IER 100 178 178
248 Ossey, Jane g ng.1 100 178 178
266 Feel, Famela g [IER 100 178 178
281 Fal, Louis g ng.1 100 178 178
258 Rath, Hugh g [IER 100 178 178
301 Richards, Lia g ng.1 100 178 178
314 Rompton, Davina a 08 100 178 178
326 Saunders, Tiffany g na.1 a4 176 178
ar4 Smith, David g [IER 100 178 178
351 Smith-Carter, Ben g ng.1 100 178 178
364 Stewart, Joanne a 08 99 176 178
376 Tharne, Chantan g ng.1 100 178 178

West Coast District High School
Percentage Attendance Report

Students with an Attendance record less than or equal to 90%

Date Range: 1 FEB 2011 to 23 JUN 2011

Number Name Year Group Form % Attendance  Actual Possible
Form: 08 Tutor{s): Mr Carl Best

9 Bandy, Tamara 8 0an aa 146 178
20 Bott, Lara a8 IER 24 42 178
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4.6 Group Attendance Analysis Summary

The report is an attendance summary that can be produced for a group of students based on a
specified date range. The report is based on half-day attendance data and shows a breakdown of
attendance data according to attendance codes.

The report is accessed through Lesson Attendance > Reports > Analysis Reports > Group
Attendance Analysis Summary:

]

IR
[ Atendance Forms ;I rTitles
1  Atendance Records Main Title I Group Attendance Analysiz Surrman
23 Analysiz Reports
Page Footer I
@ Attendance Breakdown Report
@ Attendance Analysis for Students rGroup
@ Attendance Summary [am/pm] Form ;I Sart Field |
Gender
@ Attendance Retum Year Group ;I
@ Percentage Attendance Indigenous Status
@ Group Attendance Anal,
@ Students with a specific number of ke —I

@ Half-D ay Abzence Totals
[ Subject Atendance
1 E=ports
3 Custom Reports

rSelect

j Hew E!uel_l,ll

~Optionz
from

[(s]

[1FEE 201
[z 00N 2011

[~ Show total abzences only

~Sart by

e

(% Group § ASttendsnce [descending] € Attendance (aszending]

Prirt

Cancel

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.

e Selection of student group using the New Query button.

e An option to display a ‘total absences only’ version of the report. If this option is checked then
three additional sorting options are available — Group, Attendance (ascending) or Attendance

(descending).

The following sort fields are available:

User Defined

Default

Form

Gender

Year Group

Indigenous Status
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West Coast District High School
Group Attendance Analysis Summary (totals only)
Diate Range: 1 FEB 2011 to; 22 JUR 2011
Group Selection Mo, in Group | Half Days | Unauthorized | Authorised | Total Half Days | % Attendance
Females 1] 104R0 31 154 &1 98.25
Males 75 13024 8 2 10 99.92
West Coast District High School
Group Attendance Analysis Summary
Date Range: 1 FEB 2011 to: 22 JUN 2011
- - - e —
Group Selection groD.L:n [I)—|:ITS Unauthorised Avuthorised Hal? Approved Ed. Activity Late
PPl g | x| Tt | R | Z|C [N | v |F |Totel |pays | E | W | M| Total
Females 60 flos60| 25 | o & 31 [z20 o o 2phzz] o154 [188 | 3| o[ 0 2|0
ales 7513024 a| o o| & | 2{o0] o] o)l 0| o| 2|10 | 4|0| 0| 4]0
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4.7 Students with a specific number of half day absences

The report shows students who were absent for a specified number of half-days or more for a
specified date range. An option is provided to produce a Summary Table. The summary indicates
the number of students, by Gender and Indigenous status, who achieved a percentage at or below
the specified value for the date range.

The report is accessible through Lesson Attendance > Reports > Analysis Reports > Students
with a specific number of half day absences:

&5+ Lesson Attendance Reports @
) g W
1 Atendance Forms - Titles
1  Atendance Records Students with a specific number of half-day absences or mare
23 Analysiz Reports B
‘age Footer

@ Attendance Breakdown Report d

@ Attendance Analysis for Students Sorts

@ Attendance Summary [am/pm] Sumame i Sart Field |Av |F'age

@ Attendance Retum “ear
@ Percentage Attendance
@ Group Attendance Analyziz Summary -
@ Students with a specific number of hs

Fiarmn ‘ ‘

@ Half-D ay sbserce Tatalz |Ab0riginal & Mon Aboriginal E‘ |Males % Females Iz‘
[0 Subject Attendance Dptions
[0 Expors Include a Surnmary from |1 FEB 2012
(3 Custom Reports Include Farmer Students ta ,m
Cut-off

Half day absences cut-off  |p

|MDIB than or equal to

Cut-off determined by:

|Unauthorised codes only IE‘

|B_I.J half day count

[ Export ] [ Cancel ]

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.

e Cut-off selection criteria include the entry of a half-day absence limit options, an option to
select whether reporting students more than or equal to, or fewer than or equal to this limit and
a selection to report by half day count or by percentage of attendance.

e Absence code type Unauthorised codes only, Authorised codes only or Authorised and
Unauthorised codes.

e Selection of Indigenous status and Gender.

e Option to include the summary table.

e Option to include former students. Students who have left will be marked with an asterisk (*).

The following sort fields are available.

User Defined Default

Surname

Form

Year
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West Coast District High School

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

Date Range: 1 FEB 2012
Males & Females

Gender:

Tor 28 MAY 2012

Indigenous Status:

Aboriginal & Non-Aboriginal

Minimum Hal-Day Absence = 0 for Unauthorised absence codes only

Student Gender | Year | Aboriginality | Available [Authorised [Unauthorised | Total %
half days half day half day half day Attend'ce
absences absences |absences
Delphine Grant I 2 - 50 0 0 0 100
Hulbert Daniel i 2 A 90 0 0 0 100
Kinnane Benn I 2 - 50 0 0 0 100
Laurentsch Robert [0 2 - 90 0 a a 100
Liebelt Marija F 2 - 50 0 0 0 100
Lim Bunthy I 2 - 50 0 0 0 100
McHaughton Michelle F 2 - 50 0 0 0 100
Price Matasha F 2 - 90 0 a a 100
Smith Dean M 2 - 50 0 0 0 100
Halligan Simon Il 3 - 50 0 ] ] o3
Jones Yazeed Il 3 - 50 0 0 0 100
KMarghall Kriztel F 3 - 50 0 0 0 100
Parkey Lauren F 3 A 50 0 o o 100
Swansson Simon Il 3 - 50 0 0 0 100
Taleb Trizsha F 3 - 90 0 0 0 100
Allen Tamara F 4 - 50 0 0 0 100
Amber Kyle Il 4 - 50 0 0 0 100
Summary Table
Year Gender Hon - Aboriginal
Abaoriginal

3 14 5 1

[3 F 7 1

7 14 8 1

7 F 3 2

3 14 [3 1

3 F 4 1

7 1 5 3

7 F [ 2

8 14 70 5

3 F 57 3

g 1 38 1

] F 28 1

10 14 26 1

10 F 33 5

11 14 33 3

11 F 26 3

12 1 32 4

12 F 27 1

Totals 14 245 21

F 209 22

Al 455 43

onrt || ) Prirt I Cancel |

This report also has an Export option located at the bottom of the window.
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When you click the button, you will be prompted with a standard ‘Save File’ window to enter the
name and location of your export file.

ty Computer

Savein |5 OUTBOX 3 [N N % N e
File name: I j Save I
Save as type: I*.csv j Cancel |
P

Upon clicking Save, a CSV file will be created
The CSV file contains the following columns, with a header row as the first line in the file.

Column | Header Contents

1 School Code 4 digit code

2 Student ID Student Internal sequence number

3 Legal Surname Student legal surname

4 First Name Student first name

5 Student_Left Has the student left the school (Y or
blank)

6 Gender Student gender

7 Year Student year group

8 Aboriginality Student aboriginality (A or -)

9 Available_Half _Days Available half days attendance in the
selected date range

10 Authorised_Half Days_Absence Authorised half day absences within the
selected date range

11 Unauthorised_Half Days Absence Unauthorised half day absences within
the selected date range

12 Total Half Days Absence Total half day absences within the
selected date range

13 Percentage_Attendance Percentage attendance
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4.8 Half-day Absence Totals

The report displays the half-day absences for each year group by gender for a specified date
range. The information is displayed by Indigenous status (non-Aboriginal and Aboriginal)

The report is accessible through Lesson Attendance > Reports > Analysis Reports > Half-day

Absence Totals:

4 | esson Attendance Reports

g W

x]

L)
1 atendance Forms
[0 atendance Records
3 Analysis Reports
@ Attendance Breakdown Report
@ Attendance Analysiz for Students
@ Attendance Summary [am/prm)
@ Attendance Return
@ Percentage Attendance
@ Group Attendance Analysiz Summmam

@ Students with a specific number of he

1 Exparts
1  Custom Reports

4 | »

Titles

b zin Title Census Form 12 Table 1: Mon-aboriginal and Abaoriginal
Half D'ay Absences

FPage Footer |

Options

From [ FEE 2005

To  [28FEB 2005

Inelude Former Students
Selection

) whole School

(%) Selected Year Group(s)

[ Print ] [ Cancel

In this report, if a kindergarten (K) or pre-primary year (P) is included in Attendance the “Office
Use” column displays “S04” for K (4 sessions per week) and “S10” for P (10 sessions per week).

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.
e A checkbox to include Former Students.

e Select Whole School or Selected Year Groups.

ClvVICa
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This report is displayed as follows:

West Coast District High School
Census Form 12 Table 1; Non-Aboriginal and Aboriginal Half Day
Absences
School Code: 4567 Date Range: 1 FEB 2011 To:  23JUN 2011 5 Year Groups selected for inclusion
Hon-Aboriginal Aboriginal Total
X Office
YearLevel | o only |5 Absence Available |  Att Absence Available | Att Absence Available | Att
Auth'd  Unauth’'d  Total | half-day % Auth’d Unauth’d  Total | half-day % Auth’d  Unauth'd Total | half-day %
Year B Y03 [} 2 16 18 | 12460 99 86 1] 1] 0 712 100.00 2 16 18 | 13172 99.86
F 160 15 175 [ 10146 98.28 2 20 23 534 95.88 162 il 187 [ 10680 98.16
Yeard 09 [} 4 2 |43 G942 99.91 1] 0 0 178 100.00 4 2 B 7120 99.92
F & 1 7| 4984 99.86 0 a 0 178 | 100.00 & 1 5162 99.86
‘Year 10 10 [} il 0 0 4556 |100.00 1] 0 0 178 100.00 1] 1] 1] 4734 100.00
F 0 a 0 | 5874 [100.00 0 a 0 890 | 100.00 0 0 0 | H7E4 100.00
‘Year 11 11 [} il 0 0 5874 |100.00 1] 1] 0 534 100.00 1] 1] 1] 5408 100.00
F 0 a 0 | 4452 [100.00 0 a 0 534 | 100.00 0 0 0 | 4986 100.00
Year 12 12 [} il 1 1 balatel ] 99.98 1] 1 1 712 99.86 1] 2 2 5408 99.97
F 0 1 1 4806 §9.98 0 a 0 178 | 100.00 0 1 1| 4984 §9.98
Total [} ] 14 25 | 39528 99.93 1] 1 1 2314 99.96 ] 20 26 | 37842 99.93
F 166 17 183 [ 30262 49.40 2 20 22 | 2314 99.08 168 ar 205 | 32576 §9.37
Mote: The numhbers tabled are the total half days recorded for absences for the period from 1 Feb 2011 to 23 Jun 2011.
(Ahsence types recorded as - Authorisedare R, Z, G N W F
- Unautharised are UL K T
Approved Educational Activity Absences are notincluded (E, W, b
:Repoartincludes Former Students.
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5 Subject Attendance Reports

5.1 Absence History Report by Multiple Staff

The report displays all student absences from the teaching sets for the selected staff member/s

over a specified date range.

x
% sl 0 G |w

[0 Atendance Foms = | Title
[0 Attendance Records I airy Title IAbsence History Report by Multiple Staff
1 Analysiz Reports Fage Footer |
=3 Subject Attendance r Sort Fieldz

E2d A\bsence History Fieport by Multiple 5 [ Sart Field v | Pags

@ Abzence History Report by Single Ste 2 | Subject - - ;I

sence History Report by Set 3 eaching Set .

& ab History Report by 5 Teaching 5

@ Student Absence History Report by T ﬂ =

@ Subject Attendance Summany Date Range

<& Student Subject Attendance Summar "me |25 APR 2011 Ta |23.JL|N 2011 |
O Exports Frint Option - -

+ LCalendar Style Report: 1zt Style Report
D Custorn Reparts % Calendar Shyle B " List Style B
EARH :Barclay, Harris =]
05wSs {Ozwald. Sharyn
Find |
Remave |
vl
A I » _I
Prirt I Cancel

The report has the following

selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.
e A Print Option to produce either a Calendar Style or List Style report format.
e Selection of teaching staff using the Find button.

Calendar Style — the report would be useful in identifying absence patterns. When Calendar Style
report format is selected the Sort Fields are active. A new page for each teacher, subject and/or

teaching set can be chosen.

The following sort fields are available for the Calendar Style format of the report.

User Defined Default
Teacher Teacher
Subject Subject
Teaching Set Teaching Set
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West Coast District High School
Absence History Report by Multiple Staff
Absences From: 25 APR 2011 to 23 JUMN 2011
Teaching Set: Subject: Tearher:
2BCSC_2 Comprater Sciance 2B s 5 Osarald
Student hon Tue Wed Thu Fri Unauth | Auth | App |Total
Browm Patrick B3 han (33 1T 1 0 0 1
Jalian Trstan [23 hn (31 L 0 0 il 0
Kriteh Michasl B3 Fan (D 1T 1 0 0 1
Mentoring Jess B3 han (3) T 1 0 0 1
Teaching Set: Subject: Teacher:
SHE 4 Haalth Education 3 s 5 Osarald
Student hon Tue Wed Thu Fri Unauth | Auth | App ‘Tutal
Richards Lia 22Fm (D E 0 0 1|1
Teaching Set: Subject: Teacher:
10FPE_2 Physical Edacation 10 s 5 Osarald
Student hon Tue Wed Thu Fri Unauth | Auth | App |Total
Hill Hanna B3 k(1D E 0 0 1 1
MeKiney Jack [23 hn (11 E ] ] 1 1

The List Style report will display a student’s Unauthorised, Authorised and Approved Absences for
the teaching sets for the selected staff member. The report is printed by teacher. For each teacher
the report then prints by alphabetically by subject then teaching set.

West Coast District High School
Absence History Report by Multiple Staff

Date From: tanday 25 April 2011 Date To: Thursday 23 June 2011
Subject Name: English 10
Teaching Set: TOEMG_1 Teacher: Harris Barclay
Stu Ref. Surname Preferred Form (Code Humber of Absences Period Absence
Name Late Date
TUmauth | Auth | App | Total
12 Eloor Rebecca 10.1 E 1 2 23 Fan 2011
Total Ahsences for Rehecca Bloor [u] i} i} 1 1
58 | Em | Lance [t1n; | E 1 2 |2afman1l
Total Ahrences for Lance Fm [u] i} i} 1 1
=8 | 7l | Harma [t1n; | E 1 2 |2afman1l
Total Ahrences for Hanna Hill [u] i} i} 1 1
143 | Lowis | Emily [t1n; | E 1 2 |2afman1l
Total Abzences for Emily Lewis 1] 1] 1] 1
123 | McKiney | Jack [t1n; | E 1 2 |2afman1l
Total Abzences for Jack McKiney 1] 1] 1] 1 1
Sub-Total for Mr Barclay - 10ENG 1 1] 1] 1] 5 5
Suh-Total for Mt Barclay - Fnglish 10 0 ] ] 5 5
Total for Mr Barclay 0 1] 1] 5 5

The Total column is a count of the Unauthorised, Authorised and Approved Absences. Lates are

notin

cluded in the totals.
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5.2 Absence History Report by Single Staff

The report displays all student absences in the teaching sets for a single staff member over a
specified date range.

x
% sl 0 oW
1 Attendance Forms ;I " Tit_Ie )
1 Attendance Recards I airy Title IAbsence History Report by Single Staff
1 Analysiz Reports Page Footer I
=3 Subject Attendance - Sort Fields
&% Absence History Report by Multiple 5 ﬂ S ot Field | - || Page
Fd i bsence Histary Fleport by Single St 1| Subject - - ;I
@ Absence History Report by Set 2 | Teaching Set - -
@ Student Absence History Report by T LI -

&% Subject Attendance Summary Date Rangs
@ Student Subject Attendance Summar, ’Vme |2UJUN 201 Ta |23JL|N 201 |

0 Exports Frint Opticn

3 Custom Reports |—

& Calendar Slyle Report " List Sityle Report ‘

Staff Code IB.-’-‘«HH (=
Set Code Description
T0ENG_1 TOENG_1 =] :
12HR_2 12HR_2 Find |
Femave |
1] 3| < | _'lJ
Print I Cancel |

The report has the following selection criteria:
e Date range. Defaults to current date in “From” and “To” fields.
e A Print Option to produce either a Calendar Style or List Style report format.

e Selection of teaching staff using the Staff Find magnifying glass. When the report screen
opens, the code of the user who is logged in will appear as default in the Staff Code field.

e Find staff teaching sets. Once the staff member code has been entered the Find button can be
used to populate the window with that teacher’s teaching sets. From the list teaching sets can
be highlighted for inclusion in the report. If the Find button is not selected, then all teaching
sets taught by the selected staff member will be included in the report.

Calendar Style - this format of the report would be useful in identifying absence patterns. When
Calendar Style report format is selected the Sort Fields are active. A new page for each subject
and/or teaching set can be chosen using the Sort options.

The following sort fields are available for the Calendar Style format of the report.

User Defined Default

Subiject Subject

Teaching Set Teaching Set
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West Coast District High School
Absence History Report by Single Staff
Absences From: 20 JUN 2011 to 23 JUMN 2011

Teaching Set: Subject: Tearher:

10ENG._1 English 10 Mz HI Barclay
Student hon Tue Wed Thu Fri Unauth | Auth | App |Total
Eloor Febecca 23 han (21 E ] ] 1 1
Em Lance B3 R E 1
Hill Hanna B3 k(2 E D D 1 1
Lewis Emily B3 hn(2) E 0 0 1 1
WMeFiney Jack 3 hn (21 E 0 0 1 1

Teaching Set: Subject: Tearher:

12HE_2 Home Eoom 12 Mr HI Barclay
Student Man Tue Wiied Thu Fri Unauth | Adth | App [ Total
Carey Courtney 2] hin (H) U 1 0 il 1
Dicker Kerrie 21 han(H) R 0 0 1
Every Jason 21 han (H) O 1 a 0 1
Feane Sam 20 hn (H) U 1 0 il 1
Kritch Michael 20 Fan (H) T B3 han (H) U 2 i i 2
Osear Jillian 22 ;i (H) T 1 0 a 1
Otter Lanren 22hm(HI W 0 1 1] 1

List Style - the report will display a student’s Unauthorised, Authorised and Approved Absences
for the teaching sets for the selected staff member. The report is printed alphabetically by subject
then teaching set.

West Coast District High School
Absence History Report by Single Staff

Date From: tonday 20 June 2011 Date To: Thursday 23 June 2011

Subject Name: English 10

Teaching Set: TOEMG_1 Teacher: Harris Barclay
Stu Ref. Surname Preferred Form (Code Humber of Absences Period Absence

Name Late Date
TUmauth | Auth | App | Total

12 Eloor Rebecca 10.1 E 1 2 23 Fan 2011
Total Abzences for Rehecca Bloor 1] 1] 1] 1 1

58 | Em | Lance [t1n; | E 1 2 |2afman1l
Total Abzences for Lance Em 1] 1] 1] 1 1

=8 | 7l | Harma [t1n; | E 1 2 |2afman1l
Total Abzences for Hanna Hill 1] 1] 1] 1 1

143 | Lowis | Emily [t1n; | E 1 2 |2afman1l
Total Abzences for Emily Lewis 1] 1] 1] 1 1

123 | McKiney | Jack [t1n; | E 1 2 |2afman1l
Total Abzences for Jack McKiney 1] 1] 1] 1 1
Sub-Total for Mr Barclay - 10ENG 1 1] 1] 1] 5 5
Suh-Total for Mr Barclay - Englizh 10 0 1] 1] 5 5

The total column is a count of the Unauthorised, Authorised and Approved Absences. Lates are
not included in the totals.
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5.3 Absence History Report by Set

This report displays the student absences for selected teaching sets for a specified date range.

x
AR RR=1L
[ Atendance Forms | [} Tite
0 Attendance Recards I airy Title IAbsence Hiztory Report by Set
1 Analysiz Reports Fage Footer I
=3 Subject Attendance r Sort Fieldz
@ Abzence History Feport by Multiple 5 ﬂ Soit Field il | Page
@ Abzence History Report by Single Ste 2 | Subject - - ;I
B \bsence History Report by Set 3 | Teaching Set -~ |-
@ Student Absence History Report by T ﬂ =
@ Subject Attendance Summany Date Range
&% Student Subject Attendance Summar "me |1 FEE 2011 To |23.JL|N 20m |
[ Expats Print Option - -
+ LCalendar Style Report: 1zt Style Report
[3  Custom Reports ¥ Calendar Style B i~ List Style B
Set Code Description
BART_1 B4RT_1 ﬂ
BART_Z BART_2 Find
BART_3 BaRT_3 4'
BART_4 BART_4
BART B B4RT 5 ml
BART_E B4RT_E -
- Y Y
« _.r' : | ;lJ
Prirt I Cancel

The report has the following selection criteria:
Date range. Defaults to current date in “From” and “To” fields.
A Print Option to produce either a Calendar Style or List Style report format.

Find teaching sets. The Find button activates the Teaching Set Find window. Teaching sets
are displayed in the window and can be added to or removed as required.

Report can be run for multiple Teaching Sets

Calendar Style - this format of the report would be useful in identifying absence patterns. When
Calendar Style report format is selected the Sort Fields are active. A new page for each subject
and/or teaching set can be chosen using the Sort options. By default a new page per teacher is
checked.

The following sort fields are available for the Calendar Style format of the report.

User Defined Default
Teacher Teacher
Subiject Subject

Teaching Set

Teaching Set
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West Coast District High School
Absence History Report by Set

Absences From: 20 JUN 2011 to 23 JUN 2011

Teaching Set: Subject: Teacher:

9Eng_1 English 2 Ms T hlan
Student Man Tue Wiied Thu Fri Unauth | Adth | App [ Total
Alkitik Adam 23 hn (R 0 1 n 1
Carter Christine 3 han (3 B 1] 1 1 1
Eren didan 25 han (31 B 0 1 n 1
Eoehler Janelle 23 Jan (31 B a 1 0 1
Marshall Tarn 3 hn (3 E ] 1 1] 1

List Style - the report will display a student’s Unauthorised, Authorised and Approved Absences

for the selected teaching sets for each staff member.

West Coast District High School
Absence History Report by Set
Date From: Tuesday 1 February 2011 Date To: Thursday 23 June 2011
Subject Name: At 8
Teaching Set: 8ART_A Teacher: Frank Kriver
Stu Ref. Surname Preferred Form [Code Humber of Absences Period Absence
Hame Late Date
Unauth | Auth | App | Toial
14 BEishop Alecia 031 R 1 2 2 Feb 2011
14 BEishop Alecia 031 R 1 5 4 Febh 2011
Total Absences for Alecia Bishop 1] 1] 2 1] 2
Sub-Total for 8ART 5 - Mr Kriver 1] 1] 2 1] 2
Sub-Total for EART 5 1] 1] 2 2
Subject Name: A8
Teaching Set: BART_A Teacher: Tim Jones
Stu Ref. Surname Preferred Form [Code Humber of Absences Period Absence
Hame Late Date
Unauth | Auth | App | Toial
78 Gamt Hatalie 031 E 1 2 22 han 2011
Total Absences for Natalie Gaunt 1] 1] 1] 1 1
Sub-Total for 8ART & - Mr Jones 1] 1] 1] 1 1
Sub-Total for EART & 1] 1] 1] 1 1
Total for Am 8 1] 0 2 1 3

The total column is a count of the Unauthorised, Authorised and Approved Absences. Lates are

included in the totals.
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5.4 Student Absence History Report by Teaching Set

The report displays absences for a selected student in selected teaching sets for a specified date

range.
ﬂ
AR RR=1L
1 Attendance Forms ;I - Title
(1 Attendance Records Main Title |Student &bzence History Report by Teaching Set
1 Analysiz Reports Fage Footer I
=3 Subject Allenc!anc:e . ot Fiakds
@ Abzence History Report by Multiple S “Veal Group d Sort Field | P || Page
@ Abzence History Repart by Single Ste Farri _I
@ Absence History Report by Set Gender
Student Absence History Report by T
@ Subject Attendance Summarny LI *
@ Student Subject Attendance Summar,
03 Espor - Date Range
Kpans From [1 FEE 2011 To [Z3JUN 2011
3 Custom Reports
- Select
Student / Ref Mo, |Banc|_l,l, Tamara I E:;Ps?ugdeeajtr
~ Select Teaching Setz
@ AlSets € Selected Sets |0 selected sets th
r Pritt Option
| _ILI i Calendar Style B epart £ List Style Feport
A 3
Prirt Cancel

The report has the following selection criteria:
e Date range. Defaults to current date in both “From” and “To” fields.
e Selection of students using Student Find and a checkbox to print a New Page for each student.

e Selection of teaching sets for the selected student. An option to print All sets is available by
selecting the All Sets radio button.

e A Print Option to produce either a Calendar Style or List Style report format.

Calendar Style: the report displays absence information for each student for the selected teaching
set/s. The absence date, period of absence and absence code are displayed for each day within

the specified date range.

The following sort fields are available for the Calendar Style format of the report.

User Defined

Default

Year Group

Form

Gender
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West Coast District High School
Student Absence History Report by Teaching Set
Teaching Sets - All
Absences From: 1 Feb 2011 To 23 Jun 2011
Tamara Bandy Form 08.1 Year Group 8
Teaching Set (Teacher) Mon Tue Wed Thu Fri Unauth| Auth | App | Total
8D T_3 Design and Tach... 22 ki (2) R 1 1
(s B Smuth)
SENG 1 English 8 PRl T EFRhT 2Feb (21T G Feb (L) T z 1 Q
(s T Western) B apr(2) T @ Feb (210 10 Feb (L1 17

22 hnm (NR RIFm(L) U
FHEc_3 Home Economics § ZTFeb (2) T 4 Feb (5) T 4 4
(Ms B Smith) 2 Feh (2) T 11Feh (531
SHE_] Health Education 8 [7 Feb (3) U 2Feb (5) T 3 1 4
(Miss B Mouse) 2 Feb (5) T

22 Fan (3 R
ZHE_] Home Foom & FFeb (HITU  [EFeb (HIU  |2Feb (HIT  [Feb (HIT |4 Feb (HI T 10 1 11
[Mr T Best) 5 apr (HY 1T @ Feb (H) T 10Feb (HYTT |11 Feb (HO U

2Z2Fn (HIE RIFnm(H)U
SIND_1 Indonesian 8 BFet(4) 1 4 Feb (2) T 4 4
[ Mr C Pringle] 5 apr(d4) 1T 11 Feb (20T
SMath_1 Mathematics 8 [P Febi2) T EFhiZT 2 Feb ()T 4 Feb (10T 7 1 S
[ Professar K Dickinson) 5 Apr(31 1T % Feb (4] 1 11 Feb (10T

22 km (4) R
ZFPE_1 Physical Education & [ Feb (17 17 FiFeb (3) T 3 3
(Ms ] McLaren) 5 apr (13T 10 Feb (3) U

5 han (3 T
85E_1 Society & Enviro... [7 Feb (4317 EFhimT GFbi(1DT 4 Feb (30T z S
(Mr & Gaiseppe) 5 apr(5) T 10 Feb (1710 11 Feb (33T
B3 (1) U

F3C1_1 Seience & 7 Feb (51 17 CTFeb (1) T  [Feb (21T  [FFeb (BT E 1 7
[ Bs M Jamison) @ Feb (100 10 Feb (20T 11 Feb (43T

22 Fan (1) B 253 an (2) T

List Report — A total is given for each absence type. Each absence type has a total. The Total
Absences includes Unauthorised, Authorised and Approved Absence only. Lates are not included
in the total absences.

West Coast District High School
Student Absence History Report by Teaching Set

Date From: Monday 25 April 2011 Date To:  Thursday 23 June 2011
Student Name: Bandy, Tamara Form 0an Year Level: 8
Absence Period Subject Name Absence | Late Number of Absences

Date Code Unauth Auth App Total
22 Jdun 11 H Home Room & F 1
22 Jun 11 1 Science 8 R 1
22 Jun 11 2 Design and Technology 2 R 1
22 .Jun 11 3 English 8 =1 1
22 Jun 11 4 Mathematics 8 R 1
22 Jun 11 ] Health Education 8 R 1
23 Jun 11 H Home Room 8 u 1
23 Jun 11 1 Society & Environment 8 L 1
23 Jdun 11 2 Science 8 1 1
23 Jun 11 3 Fhysical Education 8 u 1
23 Jun 11 L English 8 U 1

Total Absences 5 B 11
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5.5 Subject Attendance Summary

The report displays information for a specified date range and shows the percentage attendance
for selected student/s in selected teaching sets or all sets.

x

AR RR=1L
(1 Attendance Forms ;l - Title
1 Attendance Records Mair Title |Subiect Attendance Summary
1 Analysiz Reports Fage Footer I
=3 Subject Allenc!anc:e . ot Fiakds

@ Abzence History Report by Multiple S d Sort Field | o= ” Page

@ Abzence History Repart by Single Ste b _I

FS e
@ Absence History Report by Set 1_ Hbject r
I re
@ Student Absence History Report by T 2_ Teaching Set r
Subject Attendance Summary =l 3 | Teacher ~ |- -

@ Student Subject Attendance Summar,
1 Exports  Date Range
0 Custon Repots From [1 FEE 2011 To [Z3JUN 2011

rSelect
Student / Ref Mo, |Band_l,l, Tamara &
- Select Teaching Sets
% Al Sets = Selected Sets
I vl |1 selected sets i

4 »

Cancel

The report has the following
[ ]

selection criteria:

Student selection using the Find Tool.
[ ]
student/s are members of.

The following sort fields are available:

User Defined Default
Subject Subject
Teaching Set Teaching Set
Teacher Teacher

Date range. Defaults to the current date in both the “From” and “To” fields

Teaching set selection using Find Tool. This does not link directly to sets that the selected

The default sort is by Subject and then by Teaching Set and Teacher. A new page for each

Subiject is set by default.
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West Coast District High School
Subject Attendance Summary
Absences From: 1 Feb 2011 To 23 Jun 2011 (Selected Sets)
Teaching Set: Subject: Teacher:
ZJRCEC_2 Computer Science 2B Mz S Oswald
ID/Ref Student Name Available Number of Absences % Attend | % Attend
Periods Unawuth | Auth Total App Late incl App | excl App
28 Browen, Patrick a7 1 I 1 1] I 4973 97.3
li] Carey, Caunney a7 0 0 i i 0 100.0 100.0
J&]1] English, Dion a7 I I 1] 1] I 100.0 100.0
Ja14] Every, Jasan a7 I I 1] 1] I 100.0 100.0
100 Julian, Tristan a7 I I 1] 1] 1 100.0 100.0
120 Knight, Faul a7 I I 1] 1] I 100.0 100.0
125 kritch, Michael a7 1 I 1 1] I 4973 97.3
160 Lytin, Ashlyn a7 I I 1] 1] I 100.0 100.0
165 tdandie, Dylan a7 I I 1] 1] I 100.0 100.0
1480 Mentoring, Jess a7 1 0 1 i 0 97,3 a7.3
West Coast District High School
Subject Attendance Summary
Absences From: 1 Feb 2011 To 23 Jun 2011 {All Sets)
Teaching Set: Subject: Teacher:
aD&T_3 Design and Technology 8 Mz B Smith
ID/Ref Student Name Available Number of Absences % Attend | % Attend
Periods Unawuth | Auth Total App Late incl App | excl App
] Bandy, Tamara 14 0 1 1 i 0 4249 929

Details for all subjects can be shown without page breaks by un-checking the Page checkbox next
to Subject.

West Coast District High School
Subject Attendance Summary
Absences From: 1 Feb 2011 To 23 Jun 2011 {All Sets)
Teaching Set: Subject: Teacher:
BOET 3 Diesign and Technology 8 hs B Smith
IDRef Student Name Available Number of Absences % Attend | % Attend
Periods Unauth | Auth Total App Late incl App | excl App
9 Bandy, Tamara 14 1] 1 1 0 1] 9249 9249
Teaching Set: Subject: Teacher:
BEMG_1 English & hs T'Western
IDRef Student Name Available Number of Absences % Attend | % Attend
Periods Unauth | Auth Total App Late incl App | excl App
9 Bandy, Tamara 71 a 1 9 0 1] ar7.3 a7.3
Teaching Set: Subject: Teacher:
BHE_1 Health Education 8 Mizss b Mouse
IDRef Student Name Available Number of Absences % Attend | % Attend
Periods Unauth | Auth Total App Late incl App | excl App
9 Bandy, Tamara 34 ] 1 4 0 1] |82 8.2
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5.6 Student Subject Attendance Summary

This report is similar to the Subject Attendance Summary but is presented from the perspective of

each student rather than subject.

ﬂ
AR RR=1L
(1 Attendance Forms ;l - Title
1 Attendance Records ain Title |Student Subject Attendance Surmary
1 Analysiz Reports Fage Footer I
=3 Subject Allenc!anc:e . ot Fiakds
@ Abzence History Report by Multiple S “Veal Group d Sort Field | P ” Page
@ Abzence History Repart by Single Ste Farri _I
@ Absence History Report by Set Gender
@ Student Absence History Report by T
@ Subject Attendance Summarny LI *
F=2d S tudent Subject Attendance Summar
 Date Range
0 Exports
0 Custon Repots From [25 APR 2011 To [Z3JUN 2011
rSelect
Mew Page for
Student / Ref Ma. |3 students selected [ cach shudent
r Select Teaching Sets
& Al Sets ™ Selected Sets
- |D zelected sets Fr Y
1| 3|

Cancel

The report has the following selection criteria:

[ )
[ ]
[ ]

student/s are members of.

The following sort fields are available:

User Defined Default

Year Group

Form

Gender

Date range. Defaults to the current date in both the “From” and “To” fields.
Student selection using the Find Tool. A new page for each student can be set if required.
Teaching set selection using Find Tool. This does not link directly to sets that the selected

The default sort is by Student Surname. For each student the results are sorted by subject and
then by teaching set. The following Reports show by All Sets and by Selected Sets
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West Coast District High School
Student Subject Attendance Summary
Absences From: 28 APR 2011 to 23 JUM 2011 All Sets)
Student Name Bandy, Tamara Form 0351 Year Group &
Subject Teaching Available Number of Ahsences % Attend | % Attend
Set Periods Unawth| Awuth | Total App Late incl App | excl App
Cesign and Technalogy & BLET_3 14 0 1 1 0 i] 9249 9249
|English 8 [sEMG 1| 28 | 1] 1] 2| o] 0] 9249 | 829 |
|Health Education 8 [5HE_1 | 13 | o] 1] 1] o] 0] 923 | 823 |
|Home Room 8 [8HR_1 | a5 | 1] 1] 2 o] 0] 843 | 843 |
|Indonesian & [BIMD_1 | 14 | o] o] 0 o] 0] 1000 | 1000 |
[ Mathematics 8 [smath 1 | 27 | o] 1] | o] 0] 9E3 | 86.3 |
| Physical Education & [5PE_1 | 15 | 1] o] 1 o] 0] 933 | 833 |
| Science 8 [ssc1 1 | 28 | 1] 1] 2 o] 0] 9249 | 829 |
| Society & Environment 3 [s58E1 | 28 | 1] o] | o] 0] 964 | 86.4 |
Student Name Bishop, Alecia Form 031 Year Group 8
Subject Teaching Available Number of Absences % Attend | % Attend
Set Periods Unauth | Auth Total App Late incl App | excl App
English 8 BEMG_1 23 1 1} 1 1} a 4964 4964
|Health Education 8 [3HE_5 | 15 | o] o] 0 o] 0] 1000 | 1000 |
|Home Room 8 [8HR_1 | a5 | 1] o] 1] o] o] era | 87|
|Indonesian & [smD_2 | 13 | 1] o] 1] o] 0] 923|923 |
[ Mathematics 8 [smath 1 | 27 | 1] o] 1] o] o] @E3|  9E3 |
[ Music & [sMUS_5 | 14 | 1] o] 1] o] o] 929 929 |
| Physical Education & [sPE_ 5 | 14 | o] o] 0 o] o] oo | qoo0 |
|Science & [s5011 | 28 | 1] o] | o] 0] 964 |  9E4 |
| Society & Environment 8 [sseE 1 | 28 | o] o] 0 o] o] oo | qoo0 |
West Coast District High School
Student Subject Attendance Summary
Absences From: 28 APR 2011 to 23 JUM 2011 (Selected Sets)
Student Name Antonello, Mark Form 03.4 Year Group 8
Subject Teaching Available Number of Absences % Attend | % Attend
Set Periods Unauth | Auth Total App Late incl App | excl App
Home Room 8 aHR_4 34 1} 1} 1} 1} a 100.0 100.0
Student Name Atkins, Aaran Form 0g.5 Year Group &
Subject Teaching Available Number of Ahsences % Attend | % Attend
Set Periods Unawth| Awuth | Total App Late incl App | excl App
Home Roorm 8 8HR_5 35 I I I I 0 100.0 100.0
Student Name Bandy, Tamara Form 031 Year Group 8
Subject Teaching Available Number of Absences % Attend | % Attend
Set Periods Unauth | Auth Total App Late incl App | excl App
Home Room 8 aHR_1 34 1 1 2 1} a 943 943
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6 Exports

6.1 Centrelink Export
This is an export from the Integris system to the Australian Centrelink system. It is performed at the

completion of each term. The export contains data for all students in Years 7 to 12 including

students who have left during the requested term. Only unauthorised absences are reported on.

Access the report is through Lesson Attendance > Reports > Exports > Centrelink Export:

«
| LT S|
[  Attendance Foms =] .
[ Atendance Records Centrelink Export
[ Anasic Reports Thiz will create an export file for upload into the Centrelink syztem,
. Far the export to be compatible with Centrelink it iz imparkant that your
0 Sublect Attendance zchool pear iz zet up in the diam with 4 terme.
& Ewpotts Al students in pears 7 to 12 will be exported for the term selected below,
E Centrelink Export: including thoze wha have left during that term.
a Common E=part
a Analyziz Export
[ Custom Reparts Leszon Attendance Year IED'I 5] - I
Terms
Mo | Term Mame Start D ate End Date
1 iTermn1 25 JaM 2016 8AFR 2016 ;l
2 iTemn?2 25 APR 2016 1JUL 2016
3 iTemn3 18JUL 2016 235EF 2ME
4 iTerm4 100CT 2016 16 DEC 2016 LI
K _>IJ
Frint I Cancel |

The Centrelink Export will produce an export file. This report is saved to the folder set up in
General > Control > Preferences > Paths.

In this version of the Centrelink Export the report name must be changed to the following before it
is saved.

The file name must be: €6 plus the school’s code (e.g. e65712.txt — where 5712 is the school
code).
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Savein: | () OUTBOX N B e
File hame: j Save I
Save a: type: I“,t:-;l j Cancel |
F

To view the saved data, open the file in another application such as Microsoft Excel.
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6.2 Common Export

This export report provides a range of export formats.

x
| s @ G|w
[ Atendance Forms =]
1  Atendance Records csv EXpOI‘t
[ Analysiz Reparts This will create an expoit file containing records for each day that a
[ Subject Attend students iz recorded as being absent,
ubject Attendance
3 Exports Select appropriate dates which must be within an attendance pear, and
E Centrelink Export zelect the students to be included,
E Cornrmon Export
E Analysis Export Date R i I— e
A Custom Reports ate Flange: from | 31 JAN 2011

to [Z3JUN 2011
d NewDueryl

& All Absences and Lates & C5Y Format
" All Recards = Firzed Length Format
* Single Section Formal ™ Include Student Dietails
_| _ILI = Split Section Farmat
4 2

Prirt I Cancel

The export report provides a range of selection criteria:

e Date range — Defaults to the current date in both the “From” and “To” fields.

Selection of Absence type.

Selection of export file format. The resulting file created will be determined by the selection.
Single section or split section format.

An option to include Student Details.

The export file content reflects the criteria chosen:

'All Absences and Lates' & 'CSV Format' & 'Single Section Format': all Student Day records
containing any indication of absences will be exported. The export format is: Student Reference,
Student Surname, Student First Name, Attendance Date, AM Code, PM Code, Lesson Codes, e.g.
8032,Beckett,Simon,7 JAN 2002,/,U, /U

All Records instead of All Absences & Lates, the export file will contain records for every student
attendance and absence between the specified dates.

Fixed Length Format: the export file will have fixed length fields, rather than comma separated
fields.

Split Section Format: the student details will be held in a separate section of the export file. This
option will create a smaller export file and will be quicker, and is useful in conjunction with the All
Records option.

‘Include Student Details’: the following fields will also be exported for each student: Year Group,
Class/Tutor Group, Gender, Ethnicity.
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6.3 Analysis Export

This export will create an export file containing a record for each selected student with attendance
records within the specified dates. Reporting will default to Actual export however a report may be
created with a percentage of the number of sessions.

4 | esson Attendance Reports x|
(1 atendance Forms =] .
1 Attendance Records AnaIYSIS EXpOI‘t
Analuziz Feports Thiz will create an export file containing records far each selected
g c b.}' | At P g student with attendance records within the specified dates.
ubject Attendance
59 Ewxports Select appropriate dates which must be within an attendance vear, and

a Centrelink Export
E Commat Export

[ Custom Reports

il

zelect the students to be included.

Thiz export includes the following information:
Student Referance,
Surmame, First Mame, Gender,
Year Group, Tutor Group, Ethnicity,
Humber of Sezzionz the student iz expected to attend
MHumber of Unauthorized Absences (in zessions)
MHumber of Authorized dbrences [in sezzions)
MHumber of Approved Absences [in sesions]
Mumber of Lates
Student LIPR

D ate Range: from |31 JaM 2071
te [23JUN 2011

j Mews Querny |

* Actuals

" Percentages

Frint I Cahicel

The export is in csv format and includes the following:

Student Reference.
Surname

First Name.
Gender

Year Group.

Form Group.
Indigenous Status.

Number of Lates.
Student UPN

Number of Sessions the student is expected to attend.
Number of Unauthorised Absences (in sessions).
Number of Authorised Absences (in sessions).
Number of Approved Absences (in sessions).
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An example of the Report opened with MS Excel

o012 - fe |

A B C D E F G H I J K L M
1 |Ref Surname Firstname Gender Year Class Ethnicity Sessions Unauth Auth Approved Lates UPN
2 6 Antonello  Mark M 38 8.4 Not Aboriginal or TSI 178 0 0 0 0 D123456706013
3 1 Atkins Aaron M 8 8.5 Not Aboriginal or TSI 178 0 0 0 0 5123456706015
4 9 Bandy Tamara F 3 8.1 Aboriginal 178 20 2 0 0 7123456706020
5 11 Baverstock Helen F 8 8.3 Not Aboriginal or TSI 178 0 0 0 0 R123436706023
6 14 Bishop Alecia F 8 8.1 Not Aboriginal or TSI 178 4 10 0 0 1123456706026
7 16 Blake Keira F 8 8.1 Not Aboriginal or TSI 178 4 2 0 0 B123456706029
8 13 Born Corrina F 3 8.2 Not Aboriginal or TSI 178 0 0 0 0 Q123456706032
9 20 Bott Lara F 8 8.1 Not Aboriginal or TSI 178 2 134 0 0 U123456706034
10 21 Brabazon  Amy F 8 8.2 Not Aboriginal or TSI 178 0 0 0 0 H123436706035
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7 Absences

Lesson Attendance > Absences

There are a number of reports available from the Absences menu. Further details on functionality

in this section can be found in the separate Lesson Attendance manual.

B Absences

3

Inztruchons

It the night hand panel, there
are a number of icong with
descriptive tites showing which
functiohs are available.

In arder to start a funchion,
pleaze double click on the
required icaon.

. Abzence Follow Up

@ Absence Tracking
Abzences in Common
Continuous Absences
First Dray of Abzence
Future Ahzences

Lates Follow Up
Process Extra Students
Student Wiew

Inresolved Absences

7.1 Absence Tracking

The Absence Tracking function allows the user to generate a list of students who meet specific

absence criteria.

The function is accessed through Lesson Attendance > Absences > Absence Tracking:

Absence Tracking

Thiz Utility will enable you to print out a list of students who meet specified

absence critena

Select the appropriate criteria and click 0K to wiew the list of thoze students

matching the criteria

rDate Range

from  [25 4PR 2011

to [23JUN 201

rSelect Students

Student / Fef Mo |5'I1 shudents selected i
rCut-aff

Half day abzences cut-off |'| Cutealf determined by:

|More than ar equal to ;I ILInautthised codes only j
IBy half day count ;I

Ok I Cancel |

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.
e Select the students to be tracked using the Student Search function.

e Select the cut-off criteria.
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Cut-off

Half day absences cut-off |1

By percentage absence

e Select the absence Cut-off type.

Cut-off determined by:

Unauthonzed codes anly
ot oy
Authorized codes only
Authorised & Unauthonzed codes

The Absence Tracking screen will display all students, sorted by surname, who match the selection
criteria. Clicking on any column heading will change the sort order.

The Details screen displays the following information.

Absence Tracking (1 FEB 2011 -23 JUN 2011)

Absence Selection: Students with 1 or more Unautharised Absences

Search Critenia: Roll Statuz=Current

Fef Student Mame Year | Form | Approved | Authorised | Unauthonized| Total | ZAttend

TEE Albert, Jackie 4 i FRoomd 1} a 16 16 9 -
760 Bailiz, Dayen 4 i Roor 4 i} i 2 2 99 —
9 Bandy, Tamara 8 081 i} 2 20 22 88

14 Bizhop, &lecia 8 031 i} 10 4 14 82

16 Blake. keira 8 031 i} 2 4 g 97

20 Batt, Lara g 031 1} 134 2 136 24

25 Browin, Patrick 12 121 i} a 1 1 99

an Carey, Courtney 12 12.2 i} i 2 2 99

32 Carter, Christine 3 031 i} 2 1 3 33

46 Del-Prete, Brayden 8 031 i} a 2 2 93

62 Eren, &idan 9 03.1 1} 2 1 3 95

G4 Evang, Davna 8 0a1 i} a 2 10 94 b
65 Eveny, Jazon 12 12.2 i} i 2 2 99

7B Gaurt, Matalie 8 031 3 ] 3 3 93

793 Halligan, Sirmon 1 Roam 1 i} a E g 97

m Jury, Brad g 031 1} a E g 97

105 Keane, Sam 12 122 a a 2 2 99 LI
444 i m laeed [al [alulh [n] n} A A (ulal

Print Beport | Wiew Details Print Detailz Exit |

All figures refer to Day Records for the Date Range selected

Approved: The number of half day approved absences.

Authorized: The nurmber of half day authorized abzences.
Unauthonized: The number of half day unauthonized absences.

Total: The tatal of half day authorized and unauthonized absences.

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

e Absence Selection: The message explains the output and contains some of the criteria
chosen in the selection process.

e Search Criteria: Shows the criteria used in the Student Search to locate the required browse
set.

e Print Report Option: This generates a hard copy of the Absence Tracking window.

e View Details: This button is active when a student from the list is highlighted. When selected it
opens the Student View window and defaults to “All days with absences”.
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r Student Selection [rate Range
Show: = Absences that require fallow-up i FER 2011
& All days with Abzences and Lates I— o
Al days with Lates e 23 LN 20T ﬂ
Al days Current Code |Absent [zause not establizhed) I
Student / Ref Mo, [Jackie Alber i &
0
Jackie Albert 4/Room 4| Codes
Day &M |PM | 8 4 =
Wwied, 2nd FEB 2011 o ;I %
Thu, 3rd FEB 2011 o ;
Fri, 4th FEBE 2011 o E
Mon, 7th FEB 2011 Ol u(r- M
Tue, Eth FEB 2071 U|o|r- E
Wied, Sth FEB 2011 o M
Thu, 10th FEB 2011 uruir ¥ LI
Fri. 18th FEB 2011 ulp - Follaw-up Letters
s

e Print Details: This button prints the Student View for the selected student, showing all

absences between the dates specified.

West Coast District High School
Jackie Albert Year: 4

All Absences and Lates between 1 FEB 2011 and 23 JUMN 2011

Day AM PM Periods

Form Room 4

Wed, 2nd FEE 2011
Th, 3rd FEE 2011
Fri, 4th FEE 2011
Mon, 7th FEE 2011
Tue, 3th FEE 2011
Wed, 3th FEE 2011
Tl 10th FEE 2011
Fri, 18th FEE 2011

=== e e
gogoogdgdd

8 Records

West Coast District High School
Tamara Bandy Year: 8 Form 0.1
All Absences and Lates hetween 1 FEB 2011 and 23 JUN 2011
Day AM PM Periods
Wed, 2nd FEE 2011 T T T T T - T T - T
Thy, 3rd FEE 2011 T T T T T - T - T -
Fii, 4th FEE 2011 T T T T T - T T - T
Mon, 7th FEE 2011 T T o U - Uou - u
Tue, 8th FEE 2011 T o T U U - U U - U
Wed, 9th FEE 2011 T T o U - Uou - u
Thy, 10th FEE 2011 T o T U U - U - U -
Fri, 11th FEE 2011 T T o U - Uou - u
Tue, 5th APF. 2011 T o T U U - U U - U
Wed, 22nd TTH 2011 E E E EE - EE - E
T, 2504 JTH 2011 T o T U U - U - U -
11 Records
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7.2 Continuous Absence

The Continuous Absence Report displays students who have had periods of continuous absence
determined by the specific criteria entered by the user.
The function is accessed through Lesson Attendance > Absences > Continuous Absence.

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

Studentz with daily abzsences will be included in the list.

If the ‘all day' option iz selected, only full day absences wil
be included.

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

From: [T FEB 2011
Up te: [23 JUN 2011

Year Group: I.-’-‘«II - I

Minimum number of days absent I 2
Only report o all day absences [

rSelect:

rList Students who were:
[+ on an Unauthorized absence
™ on am Approved absence
™ on an Autharised absence

ok I Cancel |

The report has the following selection criteria:

e Date range. Defaults to current date in “From” and “To” fields.

e Year Group Selection

e Minimum number of days absent. Enter the number that will represent the minimum number of

days with an absence.

e Selection of absence type: Unauthorised, Approved or Authorised can be selected using the
appropriate checkbox. Multiple boxes can be checked.

The Continuous Absence screen displays all students who match the selection criteria. They are
sorted by surname. Clicking on a column header will change the sort order.
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Continuous Absences

Students with 2 or more days of continuous absences : 1 FEB 2011 - 23 JUN 2011

Reference Student Year Form Ahbzence Start fbzence End Days
7ER Albert, Jackie 4 Fioorm 4 2FEB 2011 10FEE 2011 7 d
799 Halligan, Siman 1 Raam 1 BFER 2011 10FEE 2011 3
204 Price, Tiffani 4 Roaom 4 2 FER 2011 4 FEB 2011 3
] Bandy, Tamara 8 0a.1 2 FER 2011 11 FEB 2011 a
101 Jury, Brad g 0a.1 22.JUN 201 23JUM 2011 2
[ -]
Brint | Export to Filel Deetails | Exit |

e Print: This generates a hard copy of the Continuous Absence window.
e Export to File: This generates an electronic file of the data from the Continuous Absences

window.

e Details: To view the details for a student, highlight the required student and click on the Details

button.

West Coast District High School

Absences during the date range: 2Feh 2011 to: 11 Feh 2011

Students with 2 or more days of continuous absences : 1 FEB 2011 - 23 JUN 2011

Surniame: : Bandy Week % Attendance Mo | Tu |we|Th | Fr | Sa | Su | Tatal % %| Late
Firzst Mame: Tamata Ending Auth lUnauth

4 FEB 2011 S| SS|TT|TT|TT|CC |CC 5 0.00f10000f 0
Address: 11 FEB 2011 UUjuljujuujuljce o | 10 0.00f10000f 0
12 Mowvranie Place
PERTH, Wk,
EO00
Telephone : 9221 3124
Date of Birth ; 22 Aug 1997
Form
05.1 from 2 FEB 2011

Totals 16 0.00)100.001 0
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7.3 Absences in Common

This report will identify students who were absent at the same time as a selected student. The
report is based on a selected date with matching occurring at the session or individual period level.

x
r Instructions
Y
Itr the: right hand panel, there ' Absence Fallow Lp —I
are a number of icons with . Absence Tracking
dezcriptive titles shawing which . . —
functions are available, | | 9 kiR o v
@ Continuous Absences
Irv order o start a function, .
please double click on the @ First Day of Absence
required icon. ' Future dbsences
' Lates Follow Up
. Process Extra Students
. Shudent View
@ Urresolved Absences
-

e Click on Absences in Common. This will open the Absences in Common — Select window.

Absences in Commo

Thiz wtility will repart on any students who have any absences
in comman with the selected student. Only students with the
specified Abzence Codes and the zame Period Availability
Structure will appear.

rSelect student

Student / Ref Mo, |Eand_l,J, Tamara i

—Select options

Date of &bsence Codes to be checked

|23 JUM 2011 Unautharized Absences

Autharised Abzences
Unauthaorised and Authorized

e R B

[ |

0K I LCancel |

e Find Student: Clicking on this icon will open the standard Student Find window. You can only
select one student at a time.

e Date: Indicates the date of the Absence

e Codes to be Checked: Choose which codes to be the focus of the search.

e The Search: 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.
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Absences in Common - Display

Students in Common - Display

Students with absences in commaon with:

Tamara Bandy

Abzence Codels] zearched for, Unauthorized Absences

on Thursday. June 23, 2011

—Tamara Bandy's absence details
Click on the Sesgion and Period headers to filker the Other Studentz lizt by the Code displayed. Click on "Student header to unfilter.

Ret

Student

Year

Farm

Abd | P

H

1

2

B

3

4

L

]

3

Tamara Bandy

a

03.1

Ui

I}

I}

I}

U

U

r—Other Abzent Students
Click on the column headers to sort the list. The list will alzo be sorted by Year Group and Mame

Ref | Student Year |Form [AM|PMIH |1 [2 |B |3 |4 |L |5

114 ‘lared King a (=2 I I T I I O B PR I -
186 Michael Lucey a (=2 I W A T WA WA i i by
16  ikeira Blake g =2 B T T W T W W u u

10 :Brad Jury g =2 B W W A WA 1] 1]

206 iThomas Monneron (8 (7= O {0 O A W u u

25 Patrick Brown 12 121+ o i i R

125 Michael Kritch 12 122 0 0 0ol i /

190 iJess Mentoring 12 121 0 i i i U !

Print

Est |

e Sorting the Other Students List: It is possible that there may be a large number of students
who have absences in common with the selected student. The group of students can be sorted
by clicking on the column headers for Session and Period. When a column header is selected,
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.

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

e Print: This will print the report based on the filtered and sorted list.

Absence Codes searched for:

Students with absences in common with

West Coast District High School
Tamara Bandy

Unauthorized Absences

on Thursday, June 23, 2011

Ref. Student Year Foom AWM PM H 1 2 B 3 4 L &5
g Tamara Bandy 8 na.1 uou oy -y -y
114 Jared King a8 ne.1 uou Jouou - u
156 Michael Lucey 8 ng.1 o o -
16 Keira Blake B na.1 o Uouou Uo- u
101 Brad Jury 8 0g.1 Uy Uy uoo-u
206 Tharmas Manneron 8 0g.1 uou uouou U u
25 Patrick Brown 12 121 i u L U - R
125 Michael Kritch 12 12.2 U U Jouou - )
180 Jess Mentoring 12 121 i L ol N
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7.4 First Day of Absence

This report lists students who have unresolved absence recorded against them for the date and
session specified (either am or pm). It is possible to search back through records to a specified

number of days, determined by the selection criteria.

By default the report searches for students who were present on the previous session. This can be
changed by marking the appropriate checkboxes. The previous session is normally the previous
afternoon, but may be the morning of the previous day.

The function is accessed through Lesson Attendance > Absences > First Day of Absence

Parent/Carer List on First Day of Ab:

Thiz utility will lizt all the students who are abzent with an
unrezolved code on the selected session, tagether with their
Parert/Carer details.

The list can be filkered according to their Attendance code
on the previous session,

Date: [23JUN 2011 Sessior: [FM - |
‘Year Group: |A|| - I

Search back I? days to check previous attendance

—Select:

r—List Students wha, for the previous session, were:
v Present or Late

[ on an Approved absence

™ on an Autharised absence

[ on an Unauthorised absence

Cancel |

The report has the following selection criteria:

e Date selection.
Session — either am or pm
Selection of year Group.

The number of days to search back to check previous attendance.
Options for listing the students. Multiple boxes can be checked.

The list of students displayed is sorted by surname. Clicking on a column header (except phone

and Mobile) will change the sort order.
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Parent/Carer List on First Day of absence for: 23 JUN 2011 - PM
Previous Code based on: |23JUN 2011 - &M unless otherwise indicated

Referance | Student
Erowr 3
Mentoring, Jessz

Previous Code| Current Code

Form

Parent/Carer
Wiz Linda Brown
s D Mentoring

121

4

Phane Mabile

4
3221 6548

Frint | LContacts | (T iew Detail:

Print button — Will print the list of students.

E xit |

West Coast District High School

Previous Code based on: 23 JUMN 2011 - AM

Ref Ho.  Student

ParentiCarer List on First Day of absence for: 23 JUN 2011 - PM

unless otherwise indicated

Form Prev. Code  Curr. Code  Parent/Carer Phone Mobile
25 Brown, Patrick 12.1 ) U Mrs Linda Brawn 93228754
1490 Mentoring, Jess 121 ! u Mrs D Mentoring 49221 6548
2 Records Found
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Contacts button — Produces the Emergency Contact details for the selected student.

Emergency Contack

Patrick Brown (25)
I ale

Year12 Form 121
Age 177z 1 Mth

Diate of Birth 13 WA~ 1334

Print |

Contact Ma: 1 illl Daoctar / Medical Practice
Hame: Mrz Brown [tother] D Lamy Underson
Addrezs 93 Fendhar Street, Carepaint Medical Centre
ﬂE’L_'IMDNT, ™ Permnission to call Doctar
G013 [~ Permizsion to administer First Aid
Address 18 Andrews Road
EAST PERTH ‘'wiA BO32
S alutation Wrz L Brown
= 9222 8754
Tel 1 9222 8784
Tel 2
Mobile Tel.1 9226 7845
Fax Tel 2
E-hail Fan 9220 1545
Medical Description Emergency Procedure
Inzulin iz kept in the staffroom fridge. He injects himself at
lunchtime each day. If he appears sleepy. pleasze ensure he is
given zome lallies.
[~

-

View Details takes you to the Student View Screen for the highlighted student.

r Student Selection [ate Range
Show: ¢ Abzences that require fallow-up fram
Al daps with Abzences and Lates
o [zmioMzn | R
Al daps with Lates . ﬂ
Al days Current Code |.t'-‘«bsent [cause not establizhed] |
Student / Fef No. |Patrick Erown h ,Q
U
Patrick Brown 12/12.1] | Cades
Day -QM|PM|@|H|1|2|B|3|4|L|5| | | | | n{_i
Thu, Z3rd JUM 2011 MU A A A - - | R - ;I 2
T
R
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7.5 Unresolved Absences

The Unresolved Absences option will open the Day View: Unresolved Absences window. This will
enable the follow up of all unresolved absences for a single date only. Students can be selected
based on Form, Teaching Set or using the Student Find function. More than one student can be
loaded into this window but all must have the same Period Availability Structure.

The function is accessed through Lesson Attendance > Absences > Unresolved Absences.

If a group of students is selected and none of them have any Unresolved Absences, then a
message will be shown:

Day ¥iew: Unresolved Absences

r Student Selection

Date Selection
Select studentz by~ & Form by Fom Date |23JUN 2011 q BB ) THURSDAY
= Teaching Set = Wy Sets Cycle Tem 2week 8 - 20JUN 2011
" Student Find Altendance Year 2011
; = _
Fam 10 g Current Code |Absent [cause not established] I
Form 10,7 - 22 students selected. | U I

RefMo | Fom | Student Name [t | PM| @] H] 1] 2] B| 3] 4] L

5

Lsl [ | [ |
H i

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.

Day View: Unresolved Absences

Student Selection

Date Selection

Select students by (%) Form Date 2JUN 2004
() Teaching Set Cucle Week B Term 2 - 31 MAY 2004
O Student Find O All Unresolved Altendance ‘Year 2004
C A—— -
Fom. b Q Current Code |Absent [cause not established) |
[U]
Fef Mol Form Student Mame &M | Pr | (8 | Codd
/
*®
T
R
E
M
L
< | :
foamd Eefiesh E it
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8 Evacuation Reports

This report (a variation of the Morning Absentee report) reports on all the known absentees for a
particular period of the day, and will also provide numbers of students present for each year group,

form or house depending on the selection.

The window shown is available from the Evacuation Report icon m on the toolbar and will
default to the current date and the current period (this relies on period times being set in
Timetabling Parameters).

M Evacuation Report x|

@ Evacuation Report

Repornt Type:
I.ﬂ.bsent students by Farm ;I

Change the Date and Peniod number if required

& = morming registration
F = afternoon registration

Date  [23JUN 2011
Cycles |2U'I'I -5 YI

Period  |{EE]

Frint & [

The Report Type available for this report are displayed below:

Report Type:

|.-’-‘«bsent students by Form b
Abszent students by Year
_ |&bzent students by House

= A&l students by Form

All students by Year e

You may change the selected period, and this may be necessary where a new period has just
started and it is unlikely that the registers will have been recorded for that period.

Period |Leggnn 3 w

The Evacuation Report is available as three options:

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.

For each of these options it is also possible to print a list that includes all students (i.e. including all
students who are present).

The system administrator can control which version of the report is the default through Lesson >
Parameters > Defaults.
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By default this report will be printed straight to the printer. This is one report that is available as
part of a school's emergency evacuation procedure and it is designed to be produced quickly.

Note:

Students with a Code Type ‘LATE’ will not be included in the ‘Absent students by Year’,
‘Absent students by Form’ reports and ‘Absent students by House’.

Students who are not due to be present for the selected period will not be included in this
report. Some students might be timetabled as not required to be in school for certain
periods.

Where a school is operating more than one period structure on the selected date then a list
of the structures used will be displayed in the drop down list adjacent to the ‘Cycles’ label.
Where possible this will build a period list and display the current period. On changing the
selected Cycle, the Period list will be refreshed.

If a school has some year groups linked to Timetabling and some linked to the Primary
structure then they will have to print the report once for each Cycle in order to get a
complete list of students who are absent (or absent and present) at a given time.
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8.1 Evacuation Report by Year

The report displays as shown:

West Coast District High School
Evacuation Report - Absent students by Year

DayDate : Thursday, 23rd June, 2011

Period : Lesson 3

Year 8

0.1 --Bandy, Tamara Industral A U |08 = Jury, Brad Industral A U (081 -hdonneron, Thomas  Industrial & U
D3 .1 --Blake, Keira Industral &= U 081 -- King, Jared Industral & U (021 --Saunders, Tiffany Industral &= R
0.1 --Bott, Lara Industral A W |08 - Leancio, Jaymes Industral & E (081 --Stewart, Joanne Industrial &= R
0.1 --Evansz, Dayna Industral &= R |08 = Lucen, hichasl Industral A U

D3 .1 --Gaunt, Matalie Industral &z E 081 =iz Aethur, Aimee Industral &z E

ear: 8 Total inyear: 121 Total notinyear, 13

Year 9

03 .1 --Alkitik, Adam Industral &z R 091 -- Bren, fidan Industral & R |09.1 hdarshall, Tam Industral &= R
03 .1 --Carter, Christine Industral &z R 091 - Koehler, Janelle Industral %z R

ear 9 Total inyear. 64 Total notinyear, &

Year 10

101 --Bloor, Rebecca Industral &z E |10 = Hill, Hanna Industral & E |10.1 Mz Kiney, Jack Industral &z E
0.1 --Em, Lance Industral &= E [10.1 -- Lewiz, Emily Industrial &z E

Year: 10 Total inyear. a4 Total notinyear. 8

Year 11

Year: 11 Total inyear. &5 Total notinyear. 0

Year 12

121 --Brown, Patrick Industral A= U |12.2 ritch, hichazl Industral A U |12.l hientoring, Jess Industral A= U
Year 12 Total inyear. &1 Total notinyear. 3

Totalin clags: 370 Total not in clazs . 26

Attendance Codas: /- Present, U - Absent (case not established), X - Unacceptable Feason, T - Tmant, E - Feasonable Case, Z - Snspended,
E - Educational detivity, W - Withdrawm, M - MedicaliSick Bay, L - Late, © - CulhwalFelizicns, ¥ - Enforced Closws, N - Notified as sick, V

- Vacation, F - Flexible
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8.2 Evacuation Report by Form

The report displays as shown:

West Coast District High School
Evacuation Report - Absent students by Form
Students notin School -Year: 8
DayDate - Thursday, 23rd June, 2011 Period: Leszon 3
Form 08.1
Bandy, Tamara Inclustrial Ac U | Jury, Brad Industrial Ac U [Monneron, Thomas Industrial Ac ]
Blake, Keira Inclustrial Ac U | King, Jared Industrial Ac U [Saunders, Titfany Industrial Ac R
Bott, Lara Industrial Ac % | Leoncio, Jaymee Industrial Ac E [Stewart, Joanne Industrial Ac R
Evans, Dayna Inclustrial Ac R | Lucew, Michael Industrial Ac u
Gaurt, Matalis Inclustrial Ac E [ Mchrthur, Aimees Industrial Ac E
Totsl in Form 15 Totsl not in Form 13
Form _ 08.2
Totalin Form 26 Total notinForm 0
Form 08.3
Totsl in Form 26 Totsl notin Form 0
Form 084
Totalin Form 27 Total notinForm 0
Form 08.5
Totsl in Form 27 Totsl notin Form 0
Total Present for Year: 121 Taotal Absert for Year 13
Attendance Codes: /- Present, 1T - Absent (canse not established), X - Unacceptable Beason, T - Tmant, B - Feasonable Case, Z - Snspended,
E - Educational Aetivity, W - Withdraem, M - MedicaliSick Bay, L - Late, © - CulbiralRelizions, ¥ - Enforced Closire, N - Motified as sick, V
- Wacation, F - Flexihle
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8.3 Evacuation Report by House

The report displays as shown:

House: Blue

West Coast District High School
Evacuation Report - Absent students by House

DayDate: Thursday, 23rd June, 2011

Period: Lesson 3

Leoncio, Jaymes

Industrial Ac E |Mentoring, Jess

Blake, Keira Industrial Ac U | Carter, Christine Industrial Ac R |Ewansz, Dayvna Industrial Ac R
Boft, Lara Industrial Ac % | Em, Lance Inclustrial Ac E

House: Blue Total present in House 94 Total absent from House S5

House: Gold

King, Jared Industrial Ac U [ McKiney, Jack Inclustrial Ac E

Inclustrial Ac U

Housze: Gold

Total presert in House 85

Total absent from House 4

House: Green

Bandy, Tamara
Jury, Brad
Lewiz, Emily

Industrial Ac U [ Marshal, Tarn

Industrial Ac U [ Monneran, Thomas
Industrial Ac E |Zaunders, Tiffany

Inclustrial Ac R [Stewwart, Joanne
Incustrial &c
Incustrial &c R

[

Inclustrial Ac R

House: Green

Total present in House 92

Total absert from House 7

House: Not specified

House: Mot specified

Total present in House 3

Total absert from House 0

House: Red

Alkitik, Adam Industrial Ac R | Gaurt, Matalie Industrial Ac E [Lucewv, Michael Industrial Ac u
Bloar, Rehecca Industrial Ac E [Hill, Hanna Industrial Ac E [McArthur, Aimee Industrial Ac E
Brovwen, Patrick Industrial Ac U [Koehler, Janelle Inclustrial Ac R

Eren, Aidan Industrial Ac R [Kritch, Michael Industrial Ac u

House: Red Total present in House 86 Total absent from House 10

Attendance Codes: f - Present, 1 - Ahsent (cause not established), X - Unacceptable Feason, T - Tmant, E - Eeasonable Canse, Z - Suspended,
E - Edacational Activity, W - Withdvazam, B - Medicalifick Bay, L - Late, C - CulbwalRelizions, ¥ - Enforced Closwe, N - Notified as sick, ¥
- Varation, F- Flexhble
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9 Printing Reports
To print a report:

e Click on the appropriate folder on the left side of the reports window to display the related
reports.

e Click on the report you wish to produce.
Enter the appropriate parameters for the report on the right side of the screen.
Click on the Print button. The Report Destination window is displayed:

Report Desztination

Destination |F'alameters I Page sizes I
Ll
o101
e [ g -
n0o10ll]
Frinter Freview 5 Creer Digk Clipboard Port
File HTHL RTF
Catcel | Ok, |

e Click on a destination for your report, and then click on OK. Alternatively, double-click on the
report destination.

e Your report is then compiled and sent to the selected destination.
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