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Copyright

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

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

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

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

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

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

Intellectual Property

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

property of Civica Pty Ltd (trading as Civica Education) and its associates. All rights are reserved
except as may be granted to the addressee in writing by Civica Education.
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WA Census Manual — Semester 2

Installing and loading the WA Census module

IMPORTANT

The census system is atwo part process which consists of:

1. Updating student data in Integris (then waiting overnight for
processing).

2. Logging on to the on-line Student Census system to enter any
additional information and to sign off school data.

Go to: www.det.wa.edu.au/schoolinformation and navigate to Public
Schools, which contain all links to manuals and instructions.

For any queries regarding census requirements, please log a call with the
Customer Service Centre (CSC): Metro callers 9264 5555; Regional callers

1800 012828; or email customer.service.centre@education.wa.edu.au
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1 Installing and Loading the WA Census Module

The WA Census Module has been placed on all workstations where Integris is loaded.

Note: the correct version of the WA Census module must be loaded on the workstation that
is going to be used to create the Census reports.

1.1 Check version of the WA Census Module

Top Toolbar > Help > System Information

@ Woest Coast District High
File Edit

General | Help

& Help Contents & Index

SIS on the Web 4
Technical Support 4

System Information

UPM Systemn Status

e Locate CENSUSWA in the list

[ System Information @
Software
Application C:ARETSSMTEGRISSEINYWCORE. LBR
Yersion W7.09.71 - 13th May 20013
D ata CAREYSMMTEGRISSRMDBATRGDATA TMNTEGRIS.DF
Runtime 3336
I odule Wersion Path Size

BEHAVIOUR  §1.30.20 (01/10/2018)

£7.04.00 [11/1116]
0319

{CAREYSYMNTEGRISABINYBEHAYIOUR.LER
WRETSMMTEGRISSBINWCED S LER
SAMTEGRISSBINWCERSL

~

113/0519]

Free Memory

2147483646

1709, AKEYSHNTEGRISYEINSCORE LBR

COREDATA, 17.09.71 13/0519) MEEYSMIMTEGRISSS TARTUPAVCOREDATALBS

COREPLUS :6.98.10 16/07/13) SKEYSMIMTEGRISHSEINGWCORERPLUS LER

COVER 11.14.05 [03/07/2016) {CAREYSANTEGRISNBINYCOVER LBR :

ChawaDCDCo T N0 T00 AR MO AW CLVIMITCCDICVDIRIVE N fADCDC | DD 1Ccat N

< >
Hardware

Machine S Windows Pentium Proceszsar

Screen 1920.1080

Printer DocuCentre-ly C2263.Me03:

Cloze

You can see the version number in the Version column. The correct version of the Semester 2,
2019 WA Census Module is 4.39.00 or higher.

If you do not have the correct version of WA Census, please log a call with the Customer Service
Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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1.2  Adding the WA Census module

If you have not used the WA Census module before it must be added into Integris.

Note: if you have previously used the Census module from the workstation there will be a
WA Census module sidebar. You will not need to add the module again.

General > Control > Add Module

@ Add Module

g

Quick access

Desktop
m
Libraries

2

This PC

@

Metwork

Look in: |

>
BIN v @@ e m-
MName Date modified Type  *
Apple Scripts 18/10/2017 8:14 AM  File fold:
D AD-HOC.LBR 18/05/2018 3:38 PM  LBR File
DADMlN.lbr 18/05/2018 3:38PM LBR File
D ASSESS.Ibr 23/08/2010 220PM  LBR File
D BEHAVIOUR.Ibr 18/05/2018 3:38PM LBR File
D BILL.Ibr 23/10/2012 453 PM  LBR File
D CBDS.LER 18/05/2018 3:38PM LBR File
D CClbr 13/08/2012 9:42 AM  LBR File
T [T CENSUSWATor 18/05/2018 338 P LBR File
D CM.lbr 12/07/20119:18 AM  LBR File
D CORE.LBR 18/05/2018 3:38 PM  LBR File
D COREPLUS.LER 18/05/2018 3:38 PM  LER File
D COS.lbr 12/07/2011 918 AM LBRFile o,
' >
File name: |cENsUSWA v| [ pen
Files of type: Modules (*lbr) ~ Cancel

e Double click on CENSUSWA.lbr

Information

(i)

Registration Complete...

e Click OK

CIVICAa
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1.3 Integris Sidebar

General
]
s
dﬂﬂ' The WA Census module should now be loaded and form part of General
scheclDetsis | the sidebar modules. - I
e3z0n Attendance
it Reports
Timetabling
WET
Student Details . ) Behaviour
e Click on Parameters to set up default details. Ly
. RM Eilling
E e Click on Semester 2 to reveal the Census Reports for ‘Wit Cansus

Semester 2
Double-click on a report to run it.

Staff Detailz

B

Groups

%

Semeszter 2

Parameters
N

Pararneters

&.

Caontrol

Admin
Lezzon Attendance
Wity Reports
Timetabling
YET
Behaviour
Covver
R4 Billing
Wb Census

Note: Check that you have set the default values in Parameters (Section 2) and completed
any relevant data checks (Section 3) before running the reports.
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WA Census Manual — Semester 2

Census Parameters
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2 Parameters

&

Parameters

WA Census > Parameters

Enter the defaults for each census form:

e Your name
e Date of census — 02 August 2019

e Date for age calculations: 1 July 2019

This information must be re-entered before every census. If you have not already done so,

secondary schools must also add:

e the department names used by the school for English, Science and Mathematics

All schools:

e Check the dates you have entered are the same as those displayed below

Census Parameters

Person Completing Form |FirstName Surname
Date of Census 240G 2019

Date for Age Caleulations 1JUL 2019

English Department |English
Science Department |Science
Maths Department |Mathemalics
Cancel
e Click OK

CIVICAa
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Census Data Check Procedures
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3 Census Data Check Procedures

There are a number of checks to be completed prior to running the Census Reports. These
checks ensure that key fields required for each report contain current and accurate data and
enable maximum use of the information stored in Integris

3.1 Full Time Equivalent (FTE)
Ensure all students have a valid FTE including any part-time Secondary students.

Ensure all students have a valid FTE including any part-time Secondary students.

All kindergarten (K) students must have an FTE value of either 0.40, 0.50 (standard), or 0.60 if
your school is participating in the Universal Access program.

All pre-primary and primary students (P — 6) must have an FTE of 1.00.

Secondary schools must check the FTE of all part-time students. The FTE for any part-time
secondary student should be greater than 0.00 and less than or equal to 0.90.

All other secondary students are full-time and must have an FTE of 1.00.

All secondary students less than 15 years old must have an FTE of 1.00.

Note: If schools need assistance setting up attendance patterns for part-time students please
refer to the Create a 10 day attendance cycle for kindergarten students fact sheet available
on lkon.

Recording attendance

To record attendance for students you should create daily records.

record attendance correctly.

Kindergarten students attend part time. To manage kindergarten attendance you can

[create a 10 day cycle for kindergarten sludentS}and set an enforced school closure for the

day that the kindy students do not attend.

You can also track attendance changes to monitor variations made to the AM and/or PM
sessions for students.

When setting up the school diary you will need to create a closed day for public holidays
and school development days.

WACensusManualSem2
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3.1.1 Kindergarten

If you find that any kindergarten students have an FTE of 1.00, these students must have their FTE
changed to 0.40, 0.50 or 0.60.

Admin > Speed Edit

e Select the Area: FTE and Part-time status

Find Year Group K

Select the students whose records need editing
Enter the correct FTE in New Value

*

Area

|FTE and Part time: gtatus v
| Select Al ” Deselect All || Irvwert Selection || Blanks || hi's |
Ref. Student M Walue Status

B

Mew Walue Iu_5 | od” | | Cloze || Save

e Click Apply Changes and Save

Speed Edit [ =2 |

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

e Click OK

WACensusManualSem2
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Warning

Are you sure you wish to save the modifications?

e

Click Yes
Select Custom

Enter the applicable attendance pattern
If the same pattern applies to all selected students, click Use Selected for All

Part Time Selector

Luke &ndrews

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

I AM S I PM @ Custom

Dinta

Attendance Pattern

Day
Monday
Tuesday
Wednesday
Thursday
Friday

Use Selected for &l

Part Time Selector

Caitlin Borsche

Student FTE has been changed. Fleaze select
a Part Time Attendance pattern.

OaM (OPM (®) Custom

Oinda

Altendance Pattern

Day
Monday
Tuesday
Wednesday
Thursday
Friday

Part Time Selector

Luke &ndrews

Student FTE has been changed. Please select
a Part Time Attendance pattern.

A OOPM (Dinfa @ Custom
Attendance Pattern
Day AM PM
Tuesday W W
Wednesday v o
Thursday W W
Friday

Use Selected for Al

Sample 0.4
e Click OK

CIVICAa
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3.2 Attendance Types

Refer to Step 3 of the Student Census System - User Guide to determine which students can be

counted in census.

If a student is not to be counted for census, change attendance type by selecting General >

Student Details.

e Click Edit

e Select the Additional tab

Student Adam Alkitik

Persanal | Family Group Additional lMovement Hiat. ] Groupsl uol ] Misc. ]Attendance Hist. ] Medical].-’-‘«ctivities]

M atiorality Mat specified | v Australian Citizen / In Receipt of Allowance |
Permanent Resident =
. - Allowance Type | Mat specified )
Religion Catholic v . : .

i Date Arival Australia Viza Sub Clazs Mo v
fislapotans French = Yiza Grant Mo, Int, Fee Paying W
Indigenous Status Mat Aborigingl .| w o Yiza SC Mo, Expiry Date
Study Type w Birth Certificate Seen [Date Checked
Main Lang OTE S&H | French = Couritry of Birth Bustralia w| Passport Sighted [

Pazzport Mumber

Mainly zpeak English at harme? O
LEOTE Entry Drate 3DEC 2015 Prev. School |Marthem Temitary
Dut af State ] Leave Date Destination | v
Outt of Area . ] Records Sent | [Attendance [ Current iSindle regist... | v ]
Access Restriction @ T (e [0 Bomd
Entered in SLP Program O] erms in this gchoo 20 oarder |

Termz in ather school(z] i] Excluded 1
Educational Support Pragram

FTE Fart Time Stab .
EAL/D Shags r 1.00 art Time Status  (am () pm nfa () Custom
Documented Plan Completed |:| Documented Plan Review Date
In Care of DCP O Documented Plan forwarded to DEP

e Make the required change by clicking on the down arrow

e Click OK

CIVICAa
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To change the attendance type for a number of students go to Admin > Speed Edit.

o Select the Area: Attendance Type

Find the required students

Highlight the students who need their attendance type updated
Select the appropriate New Value

*

Area

IAttendance Type Iz‘
| Select Al || Deselect All || Irvert Selection || Blanks ” nis |
Ref. Student Mame alue . Statuz

Wew Yalue Census - Mot Courted E | o | | Cloze || Save

e Click Apply Changes and Save

Warning Iﬁ

Are you sure you wish to save the modifications?

e Click Yes

WACensusManualSem?2
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3.3 Indigenous Status

Ensure all students have had the indigenous status set. Any student with a value of ‘Not Specified’
or blank will need to be updated before Census reports can be run.

Acceptable values for indigenous status are:

Aboriginal

Torres Strait Islander

Both Aboriginal & TSI

Not Aboriginal or TSI

Not Stated (this be used if the indigenous status is unknown)

Check and update indigenous status in Admin > Speed Edit

e Select the Area: Indigenous Status

e Click , Find, Select and Yes

This will load all students on the current roll.

e Click on the Value column header

Students who have not had their indigenous status entered will appear at the top of the list.

Speed Edit
Area
|Indigenous Status E @ &
I Select Al “ Deselect All “ Invert Selection “ Blanks “ nds I
Ref. Student Mame Walue Stabuz
157 Luck. Stevie -
2N Peter, Blake
108 Kelley, Rokwn
25 Brawn, Patrick Abariginal
2B Brown, Oliver Aboriginal
221 Murphy, Dale Abariginal
/7 Taylor, Cass Abariginal
18 Brood, Cassie Abariginal
220 Murphy, Carlos Abariginal
Feiala) Bom, Tanpa Aboriginal
848 Tharre, Tina Aboriginal
18 Bloor, Rebecca Abariginal
7 Luck, Martin Abariginal
13 Lang, Jade Abariginal
832 Dunstan, Jenrifer Aboriginal
8936 Edwardo, Jacob Aboriginal
Fri] Parkey, Lauren Abariginal
380 Smith, Fane Abariginal
816 Pauley, Candice Aboriginal it
Mew Yalus E‘ [ v l I Clos= I I Save I

e Highlight the students with a blank value and the same indigenous status
e Select the appropriate New Value for these students

e Click Apply Changes v
e Repeat the last two steps for other students with a blank value and the same indigenous status
until all students have an indigenous status

WACensusManualSem2
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Speed Edit

Area

IIndigenous Status |Z|
l Select Al “ Deselect Al " Invert Selection ” Blanks ” nds ]
Ref. .Student M ame _Value .Status

iLuck, Stevie Mot Aboriginal or TSI HE
Pe ke T der 7

103 Kelley. Rohwn Mot Aboriginal or TSI [
25 Brown, Patrick Abonginal
26 Brrown, Oliver Abonginal
221 turphy, Dale Aboriginal
a7 Taylor, Cazz Abariginal
a1 Brood, Cazsie Aboniginal
220 turphy. Carlos Aboriginal
255 Bom. Tarpa Abonginal
48 Thorne, Tina Abonginal
18 Bloor, Rebecca Abonginal
721 Luck., Martin Aboriginal
13 Lang, Jade Abariginal
a32 Dunstan, Jennifer Abanginal
236 Edwardo, Jacob Abonginal
s} Parkey. Lauren Abonginal
360 Srnith, K.ane Aboriginal
6 Pauley, Candice Abonginal i
A | R T Al adialie =l

Mew Yalue Tomes Strait |slander Iz‘ [ ' J [ LCloze ] ’ Save

e Save
Warning (|

Are you sure you wish to save the modifications?

e Click Yes

e Scroll down the list to see if any students have an indigenous status of Not specified (Hint:
Clicking on the n/s button will Highlight these students)
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Speed Edit

Area
Indigenous Status W
Select Al Deselect All Ireeert Selection Blanks
Ref. Student Mame Walue
aa0 Andrews, Guy Mot Aboriginal or TSI ~

778 Andrews, Luke

Andrews, Rachael

Arrowsmith, David
Arrowszmith, william
Aszpinall, Simone
Atking, Aaron
Avery, Charmaine
Avery, Roslyn
Bailey, Steven
Bailie, Doyen

aker, Reuben

Bandy, Brandy
Bandy, Tamara
Barbour, Rosz

Mat Aboriginal or TSI
Mat Abaoriginal or TSI

Mot sboriginal or TSI
Mat Aboriginal or TSI
Mat Aboriginal or TSI
Mot &boriginal or TSI
Mot Aboriginal or TSI
Mot sboriginal or TSI
Mat Aboriginal or TSI
Mot &boriginal or T5I
0 ified
Aboriginal

Abariginal

Mat Aboriginal or TSI

Bates, Carl Mot Aboriginal or TSI
Baverstock, Helen Mot Aboriginal or TSI
MewValue INDt specified W v Close Save

e Repeat the steps above to change the Not specified value to one of the acceptable options
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3.4 Nationally Consistent Collection of Data (NCCD)

As part of the Nationally Consistent Collection of Data on School Students with Disability, all schools
are required to report on the number of students with a disability in the August Census.

Ensure the following User Defined Information fields (UDIs) have been completed for all students
with a disability.

e Main Category of Disability
e Level of Adjustment Provided
e Date of Latest Disability Ratings

These fields can be viewed in the UDI screen in General > Student Details.

|:|’Student @
e 4D S/ 0 BemlannonBehrras
Jackie Albert (766 ) " Year4 Form Room 4
Description YWalue
ASP rs

Senior School Engagenent Pre Mo
Gifted and T alented Online pro: Mo
ident i
Main Category of Dizability Sensony
Level of Adjustment Provided | Supplementary

D ate of Latest Disability Bating: 2 AUG 2019
EOLE WA, o

Erightpath Mo
Child and Parent Centre Mo
SAP - Specified Attendance PriMo
SAP - Date Commenced
SAP - Date Ended

L

Hide Blank Entries

Search ||— jre) | | @ Eafs

To add or edit these fields:

¢ Navigate to General > Student Details
e Search for the student required

e Click on the UDI icon i

e Click edit ’:?

The screen will display in Edit mode.
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Student Jackie Albert

Personal | Family Groupl.ﬁ.dditional]Movement Hist. | Groups UDI IMisc.lAttendance Hist.lMedicaIlActivities]

Description Value

Gifted and T alented A
A5P
Senior School Engagement Pre: Mo

Gifted and T alented Online proi Mo

Follow the Dream Student Mo

F ain Categary of Dizability Senzan

Lewvel of Adjustrient Pravided i Supplementary
[ate of Latest Disability Rating: 2 AUG 2019

ABLEMW Mo
Brightpath Mo
Child and Parent Certre Mo

SAP - Specified Attendance PriMa
S4P - Date Commenced

CcAD D-bs Ceded

L

Hide Blank Entries

(Q}‘ k. Cancel

e Highlight the value you wish to change and click edit “ at the bottom of the screen (Hint:
Double click on the value for the same result)

The required options for Main Category of Disability and Level of Adjustment Provided are selected
from the values available in the drop down menus, as shown below. The Date of Latest Disability
Ratings must be typed in.

Edit UDI
F ain Categary of Dizability | k. |
Senzory -

Cancel

Phyzical
Cognitive
Social

Edit UDI
Level of Adjustment Provided | oK. |
|Supplementary w

Guality Differentiated Teaching Practice [ADTR)

Substartial
Extensive
Edit UDI
D ate of Latest Dizability A atings | 0K, |

Cancel

WACensusManualSem2
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e Click OK to save each change
e Click OK at the bottom of the student screen to save all changes

3.4.1 NCCD Support

If you require additional assistance regarding NCCD, please log a call with the Customer Service
Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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3.5 Specific Data Checks for Form A2 and A2A

All students must have an Indigenous Status completed. Use one of the following values. Refer to
Section 3.3 for information regarding updating Indigenous Status.

Aboriginal

Both Aboriginal & TSI

Not Aboriginal or TSI

Torres Strait Islander

Not Stated (this be used if the indigenous status is unknown)

3.6 Specific Data Checks for Form EL2

Refer to EAL/D Information for Census and the EAL/D Enrolment Flowchart

All students participating in an EAL/D program must have the correct stage entered.
All EAL/D students must have the following fields addressed:

e An EAL/D Stage
e County of Birth
o First Language (the first language the student learned to speak)
e Main Language OTE SAH (main language other than English spoken at home)
e LBOTE (language background other than English)
e Mainly Speak English at home (Yes or No checkbox; for no response, check box
must be checked and then unchecked)
e Australian Citizen/Permanent Resident (Yes or No checkbox)
e (Visa Sub Class Number
o Enter the three digit visa subclass number
o Enter AC for students with Australian Citizenship
o Children born in Australia with parents that are visa holders generally have the
same visa subclass and visa condition as their parents
be entered in this field
Children born in Australia automatically acquire Australian citizenship if at least one
parent is an Australian citizen or permanent resident at the time of the child’s birth
e Visa SC No. Expiry date (if not known, leave blank)
o Date of Arrival to Australia
o If the student is born in Australia, enter the day after their birth date to avoid a
conflict to be shown

Note: The above information must be entered into Integris so that the EAL/D students
appear on the EL2 Report.

Record this information in General > Student Details > Additional information.
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[ Student @
twet M4 @b 70 S ¢maguOBB0nBEEE
Lana Brown (774 ) Year7 Form 07.1
Sumame Brown Australian Citizen / In Receipt of Allowance O
First Mame Lana B Permanent Fesideart loiusnce Tuo
Other Mames Lee Date Arrival Australia 1FEB 2011 Yiza Sub Class Mo, 485 I
Preferred Mame Lana Wiza Grant Mumber Int. Fee Paying Mo Fees
Leqgal Surname Brown I Wiza SC Mo, Expiry Date I Int. Fee Paid Ta
House Fed Birth Certificate Seen Date Checked
Mationality Mat specified Country of Birth Indonesia Paszport Sighted O
Religion Buddhism Pazsport Number
First Language |Indonesian Entry D ate B MAR 2011 Previous Schoal Pingrup P.S.
Indigenous Status Mot Abariginal or TSI 0 Leave Date D estination
- - Records Sent Altendance Current [Single registratio
Main Lang OTE 5AH Indonesian
) ) FTE 1.00
Mainly speak English at hame? ]
LEOTE Terms in thiz School 21 Boarder ™
Olut of State | Terms in other School(z] 0 Excluded O
Ot of Area [ Educational Support Program  [] I EAL/D Stage 3 I
Access Restriction O
Entered in SLP Pragram 0 WET Status Mot aVET Student
Documented Plan Completed ™ Documented Plan Review Date
I Care of DCP ™ Documented Plan forwarded to DCP
Rizk Management Plan ™
Search [re1] | | () @

EAL/D students from a limited schooling background must be identified:

e General > Student Details > User Defined Information.
e Select the UDI Limited School
o Enter ‘Yes’ to reflect limited schooling status

|:| Student

Current

{tabd |47/l EG&@ecaa@uOBRGHE

B

abc

abc

=g

Lana Brown (774 )

Year7 Form 07.1

Dregcription
Stat. Dec. sighted
General Motes

Limited 5 chool

™

AL
Conrmunity Service Completed
Release of Info Individual Awa
Release of Info Career Informal;
Releaze of Info Exam dhswers
Exclude from SC54 Reporting

Community Service Hours Accer
Community Service Location

Medical records can display ph
Comlial- 1

TR o S .

Search

Mo
Mo
Mo
Mo
Mo

L

Hide Blank Entries

| o &

For more information see: EAL/D Students-Enrolment, Census and SIS Information

Enter Limited School information for multiple students in Admin > Speed Edit.

CIVICAa
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e Select the Area: **Student UDI Fields**
e Select the UDI Field Limited School

e Find the required students

e Highlight the students who need to have this data entered
e Check or uncheck New Value as appropriate

Speed Edit
Area LD Field
| Student UDI Fields ™ [=|  [Cimited Schoal =
l Select Al ” Deselect All ” et Selection ” Blanks ” hi'z ]
Ref. Studant Mame Walue Statuz
2 Alkitik, Adann i
Frd Brawn, Lana
823 Lesley, Codie
30 Roediger. Craig
388 Wheeler, M argaret
MewValue  [] [ e l ’ Cloze ] [ Save

e Click Apply Changes v and Save
Warning I — “I

Are you sure you wish to save the modifications?

e Click Yes

3.6.1 EAL/D Support

If you require additional assistance regarding EAL/D students and eligibility, please log a call with
the Customer Service Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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3.7 Specific Data Check Form EN2

| Note: This Check is no longer required.

3.8 Specific Data Check Form FF2

The records of all international students must include a three digit Visa Sub Class No and a Date
Arrival Australia.

Note: Visa sub class numbers 500D, 500E, 500H, 500N, 500P, 500S and 500V are valid visa
subclass numbers. Disregard the error message for students with these visas.

Students with the following Visa numbers must also have their International Fee Paying Type
recorded.

See the correct values in the table below.

Visa Options

457 Full Fee Paying or Partial Fee Paying
482 Partial Fee Paying or No Fees

485 Partial Fee Paying or No Fees

571 Full Fee Paying or No Fees

573 Partial Fee Paying or No Fees

574 Partial Fee Paying or No Fees

500D No Fees

500E Full Fee Paying

500H Full Fee Paying or No Fees
500N Full Fee Paying

500P Full Fee Paying or No Fees
500S Full Fee Paying or No Fees
500V Full Fee Paying or No Fees

Edit the International Fee Paying Type for individual students in General >Student Details

e Click Edit 4
e Select the Additional tab
e Select the correct value in Int. Fee Paying

Refer to:

Enrolment Of Students From Overseas Schedule; and

Enrolling Students From Overseas

Edit the International Fee Paying Type for individual students in General >Student Details

e Click Edit 4
e Select the Additional tab
e Select the correct value in Int. Fee Paying
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Student Bronson Koehler

Persanal | Family Group Additional lMovement Hiat. ] Groupsl uol ] Misc. ]Attendance Hist. ] Medical].-’-‘«ctivities]

M atiorality Mat specified | v Australian Citizen / O In Receipt of Allowance |
Permanent Resident '7
Religion Mizcellaneous Allowsance Type =
Y]

i Date Arival Australia Viza Sub Class No. | 457 W
fislapotans Beman = Yiza Grant Mo, | Ilnt. Fee Paying |F'artia| Fee Paying |w I
Indigenous Status Mat Aborigingl .| w o Yiza SC Mo, Expiry Date |3‘| DEC 2017
Study Type w Birth Certificate Seen [Date Checked
MainLang OTE S4H | German W Country of Birth Giermany v Passport Sighted []

Pazzport Mumber

Mainly zpeak English at harme? O
LBOTE ] Entry Date 100CT 2012 Prev. School |
Dut af State ] Leave Date Destination | v
Ot of Area N ] Records Sent | AMtendance  [Cument (Single regist... | v
Access Restriction J T (e [ Boad
Entered in SLP Program (] erms in this gchoo 21 oarder |

Termz in ather school(z] i] Excluded 1
Educational Support Pragram O R

FTE Fart Time Stab .
EAL/D Shags B 1.00 art Time Status  (am () pm nfa () Custom
Documented Plan Completed |:| Documented Plan Review Date
In Care of DCP O Documented Plan forwarded to DCP

@ u]'8 LCancel
e Click OK

Note: All students with Visa Sub Class No 457 and 482 are to have Int. Fee Paying set to
Partial Fee Paying.

3.8.1 Visa Support

If you require additional assistance regarding Visa subclass information, please log a call with the
Customer Service Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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WA Census Manual — Semester 2

Generating the Census Reports
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4 Generating the Census Reports
Refer to Section 1 for information on installing the WA Census Module

Refer to Section 2 for Information on setting your default census information

Wit Census

Semester 1

v To access the Semester 2 census reports, click on Semester 2 on the WA Census
== | sidebar.

Semester 2

@ To find out more about a particular form, click once on that form and read the text
Parameters displayed in the panel on the left.

1 Reports for Semest@r 2 @
Instructions
Produce the statistics for Form @ m
A2 - Full and part bime students. &2 Famm A2ZA
Pleace keep ahard copy g FomELe Note: Form EN2 is no
of Form A2 at the school Fom ENZ <& H
far auditing purposes. &5 Fam FF2 |Onger requred

4.39.00 [14/03.19)

Before producing each census report, the system validates the data. If the correct data does not
exist, you will see an error report. This report tells you what you need to fix before running the

report again.

In some instances, you will see a warning that tells you about a problem with the data but you will
have the option to continue to generate the report. See the example below.
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WA Census Report Warnings

Date Printed: 02/08/2019
Census A2 Census Date: 02/08/2019

Warnings (detailed below) were generated for the listed students and may require consideration or rectification.
Form &2 Table 1 cannot be produced until the following data iz rectfied

The follovang students do not have the indigenous set defined.

- Angus, Sally

- Black, Joel

- Carey, Courthey
- Black, Jenny

The following students have a mizsing Address line 1:

- Langmire, R aghir

<End of Report>

A2

There are warnings - continue anyway?

To preview and print a report:

e Double click on the required report
Report Destination
Destination IParameters] Page sizes]
i
5 bl g -
M01011
Printer Preview Screen Disk. Clipboard Pt
) @ vs [
File HTHL Pastscript RTF
[ Cancel ] [ ak.

e Select Screen and click OK

WACensusManualSem2
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Census Infofvation
The following intormation is required:

Person Completing Farm | ey

Date of Census 02/08/2019
Crate for Age Calculation |1 /0742014

Cancel

You will see the default parameters entered earlier.

e Click OK

If you enter an incorrect census date, you will see this message.

Census [t e

This is not the Census date. Click OK to continue or Cancel to go back and enter
the correct date in Census Parameters.

| QK | ’ Cancel

You may also see a reminder message.

e Click OK to continue

e After previewing the report click to print the report
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41 Form A2

This report consists of two tables of information containing:
e Part-Time Secondary Students.
e Pre-Compulsory and Full-Time Primary and Secondary Students.

The first check undertaken is to identify if there are students outside the expected age range for
each year group. If any variations are found users may exit and correct the data or continue with
the Census. If you choose to continue a prompt will ask you to verify the data is correct. You may
provide specific details or indicate ‘All students have the correct date of birth and are in the correct
year group.’

Reason for Age Range

Flease enter the reazon's for the acceptance of the student\s age anomaly [e.q. repeating vear, accelerated learning program ete.)

Another check is whether one or more students do not have the indigenous status set. If not, they
will appear on the warning report and the A2 form will not be printed.

A third check is done to see if there are any students who have Address Line 1 missing from
Student Details. These are printed on the check report as shown below.

WA Census Report Warnings
Date Printed: 02/08/2019
Census A2 Census Date: 02/08/2019

Warnings (detailed below) were generated for the listed students and may require consideration or rectification.

The following students are outside the expected age range for their year level :

-Anguz, Sally - This student's age iz 13 but was expected to be in the range of 16 to 18 for a vear 12 student.

Form &2 Table 1 cannot be praduced until the following data iz rectified
The following students do not have the indigenous set defined.

- Andreves, Luke

- Amber, Fyle

- Alkitik, Maria

The following students have a mizzsing Address line 1:

- tulbert, Jackie

<End of Repart:

If there are no part-time secondary students at the school a message is displayed indicating that
Table 1 will not be produced.
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Form A2 Table 1

There are no part time secondary students, table 1 will not be produced.

If there is data then Form A2 Table 1 will be produced.

Example of Integris WA Census Form A2 Table 1

School code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS ASATA AUGUST 2. 2019
Mamsz of School West Coast District High
Telephons Numbar 3412 3456 Parson Completing Form FirstM ame Surhane
Table 1: PART-TIME SECONDARY STUDENTS
AGE (IN YEARS) AS AT Total Part-Time [Total Part-Time Non{ Total Part-Time
Edueation Office| 8 JULY 1 Students and Aboriginal Aboriginal
Lawsl U= |E FTE Students and Students and FTE
Oaly | X FTE
15 & 218&
under [16 |17 |18 |19 [20 |over Number FTE Number FTE Tumbar FTE
ear ¥ TO7 | M
‘ear ¥ w7 | F
ear B w0a (M
ear B w0a (F
‘eard Y09 | M
‘reard w03 | F
‘rear 10 10 | M
‘rear 10 w10 | F
rear 11 11 | M
rear 11 11 |F 1 1 ns 1 ns
Year 12 12 (M 1 1 0E 1 0E
Year 12 w12 |F 1 1 ne 1 ne
TOTAL SEC 3 2.2 2 1.6 1 06

e Click on printer icon S to print the report.

Where Table 1 is provided, clicking on the in the right hand corner closes the current table and
generates Form A2 Table 2 to the screen for review and printing.
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Example of Integris WA Census Form A2 Table 2

A2 4567
School Code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 2, 2019
Name of School West Coast District High
Telephone Number 9412 3456 Person Comglating Form FirstM ame Surname
Table 2: PRE-COMPULSORY AND FULL-TIME PRIMARY AND SECONDARY STUDENTS
Education Level Offica s AGE (IN YEARS) AS AT JULY 1 Total Total Non- Total
Use E Students | Aboriginal | Aboriginal
Oay | X [ 28 [3[4[s[ e[ 7]e]ew[nn]z]13[1a]15]w6[17]18]19]z20] 21& Students | Students
UNDER OVER
Kindergarten S04 &l 5 5 5
Kindergarten S04 F 7 7 ] 2
Findergarten SOE Tl T T T
Kindergarten 506 F
| Fre-Frimary ST0 & B B ] T
Pre-Primary 510 F 3 3 3
rear 1 Kl |2l K] 3 ]
‘rear 1 01 F 3 3 2 1
rear £ i &l I I 7
‘rear 2 o2 F 11 1 3 2
Teal 3 03 |2
‘rear 3 w03 F 4 4 4
Tear 4 T T B B ) T
‘rear 4 r04 F 8 8 7 1
rear o K] |2l ] k] [ 1
‘Year § 05 F 5 5 3 2
rear b UG |2l 7 7 [ 1
‘rear B 106 F [ [ 4 1
| Trgraded Frm OFH T
Ungraded Prim UPR F
Tear kil |2 30 30 i L]
‘rear ¥ w07 F 29 29 24 5
Tear o i T 0T ) ) 3
‘rear 8 08 F 49 43 48 3
rear J K] |2l 40 40 k] 1
‘t'ear 9 039 F 29 29 28 1
rear 10 Nl &l T 2B 27 i T
‘rear 10 10 F 38 38 33 5
rear 11 kil T 36 36 33 3
“rear 11 11 F 28 28 25 3
Tear 12 1z |2 it i} 3z 3
ear 12 12 F 26 1 27 26 1
[Ongraded Sec TOSE Gl
Ungraded Sec LSE F
Mo Sperified ot
Integris Census Module v4.35.00 (14/03/15) Date Printed: 02082019

Ungraded Primary and Secondary year levels are no longer valid (except for Canning
College).

If there were age variations then another page will print with the verification message you entered.

A2 4567

School Code

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CEN3US AS AT AUGUST 2, 2019

Mame of School West Coast District High
Telephons Mumber 9412 2456 Person Completing Form Firsthame Suname

Table 2: PRE-COMPULSORY AND FULL-TIME PRIMARY AND SECONDARY STUDENTS
Reasonls for acceptance of the student's age anomaly :

Studentz are all in the cormect year. One student repeating
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Note: if ‘?” appears in the Office Use Only column on the A2 report as shown below, this
indicates the FTE for one or more students have been entered incorrectly, for example as
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before

submitting the form.

A2

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS A

Name of School West Coast District High S5c
Taleghons Number 9412 3456 Per

Table 2: PRE-COMPULSORY AND FULL-TIME PRIMARY AND &

Education Level Orffice 3
Usz E
Only | X [ 23 3|4
LLDER
I F.inderqarten s [l 1
Findergarten S04 B 5
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4.2 Form A2A

This report consists of two tables of information containing:
e Part-time Aboriginal students
e All Aboriginal Pre-compulsory and full time primary and secondary students.

Form A2A Table 1 — Part-time Aboriginal

Double click on the Form A2A icon.

Choose Screen as the report destination to view the report before printing.
Click OK.

View default information entered in Parameters.

Click OK.

The first check undertaken is to identify if there are students outside the expected age range for
each year group. If any variations are found users may exit and correct the data or continue with
the Census. If you choose to continue a prompt will ask you to verify the data is correct. You may
provide specific details or indicate ‘All students have the correct date of birth and are in the correct
year group.’

Reason for Age Range

Flease enter the reazon's for the acceptance of the student\s age anomaly [e.q. repeating vear, accelerated learning program ete.)

If there are no part-time Aboriginal secondary students at the school a message is displayed
indicating that Table 1 will not be produced.

Form A2A Table 1

There are no part time secondary students, table 1 will not be produced.

If there is data then Form A2A Table 1 will be produced.
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Example of Integris WA Census Form A2A, Table 1

School code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 2, 2019
Wames of School West Coast District High
Telephone Number 9412 3456 Person Comgpleting Form FirzstM ame Surmame
Table 1: PART-TIME ABORIGINAL SECONDARY STUDENTS
TOTAL Part-Time
Eduvcation Office| 2 AGE (IN YEARS) AS AT Aboriginal Students
Lavel Use | E JULY 1 and FTE(a)
Only | X
15 & 21&
under |16 |17 18 |13 (20 |over MNumber FIE
Year ¥ YO7P | M
Year ¥ Y07 | F
Year 8 Y08 | M
Year 8 Y08 | F
Year 9 Y09 | M
Year 9 w03 | F
Year 10 10 | M
Year 10 Y10 | F
Year 11 T | M
Year 11 Y11 |F
ear 12 Y12 | M 1 1 0E
Year 12 Y12 |F
TOTAL SEC 1 ne

e Click on printer icon = to print report.

Clicking on the in the right hand corner closes the current report and generates the Form A2A

Table 2 to screen for review and printing.

CIVICAa
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Example of Integris WA Census Form A2A, Table 2

A2A

DEPARTMENT OF EDUCATION
PUBLIC 5CHOOL S SECOND SEMESTER STUDENT CENSUSAS AT AUGUST 2, 2019

Name of kchool
Teleshone Number

West Coast District High
M2 3456

Person Completing Form

Firsthame Sumame

Table 2: ALL ABORIGINAL PRE-COMPUL SORY AND FULL-TIME PRIMARY AND SECONDARY STUDENTS

4567

School Code

Education Level Office ] AGE (IN YEARS) AS AT JULY 1 Tatal
Us= E Aboriginal
Oaly | X [ 28 5 s [e 1w 1]z]1a]14]1s]w[17 18 [19] 20 | 21& | Students
UNDER OVER

Kindergatan 04 ]
Kindergaten S04 F 2
FreFrimary =10 T 1 1
PrePrimary 510 F
Ted 1 T Gl
a1 01 F 1
Ted 2 U2 Pl
Ted 2 oz F 2
ed J K] 1l
Yea 3 Y03 F
Yea d O |zl T 1
Yea 4 Y04 F 1 1
Ted o ] &l T 1
Veah Y05 F 2 2
Ted b TR &l T T
Yea b 0B F 1 1
Ungaded Primary PR T
Ungaded Primany UPR F
Ted © Kilird 1l L] [
Yea 7 Yo7 F § H
Vea d Y05 b i [}
Vea 8 Y08 F 3 3
aa d g M T T
YVea d Y09 F 1 1
Fea T0 Kl |l T T
Yea 10 Y10 F 5 H
Vea 11 kil b 1 1
Year 11 11 F 3 3
e T2 12 |l ] 3
Tea 12 1z F 1 1
Ungaded Secondary [ISE b
Ungaded Secondary USE F

Flol Specitied Tl

Mot Specified F

TOTAL SCH a7

STUDENTS

Integris Census Module v4.35.00 (14/08/15)

Date Printed: ~ 02/08/2019

If there were age variations then another page will print with the verification message you entered.

A2A

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 2, 2019

Name of School
Tzlephone Numbar

West Coast District High

3412 3456

Parson Comgplating Form

Table 2: PRE-COMPULSORY AND FULL-TIME PRIMARY AND SECONDARY STUDENTS

Reason/s for acceptance of the student/s age anomaly

Student iz in correct pear. Student is repeating.

FirztM ame Surname

4567

School Code

CIVICAa
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Note: if ‘?” appears in the Office Use Only column on the A2A report as shown below, this
indicates the FTE for one or more students have been entered incorrectly, for example as
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before

submitting the form.

A2A

DEPARTMENT OF EDUCATION

PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS Al

West Coast District High 54

Mame of 3chool

Telephons Number A2 3456 By

Table 2: ALL ABORIGINAL PRE-COMPULSORY AND FULL-T|
Education Lewel Orffice 8
Usa E

Only | X [ 28 [ 3
UMDER

Kindergarten K b
Findergarten S I

CIVICAa
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4.3 Form EL2

This report provides one table that includes the details of EAL/D students. (Complete the data
checks in Section 3.6)

To view and print Form EL2:

Double click on the Form EL2 icon

Choose Screen as the report destination to view the report before printing
Click OK

View default information entered in Parameters and Click OK

Census Information
The fallawing information iz required:

Persan Completing Form | e

Date of Census 02/08/2019

Cancel

EL2 Warning Report

Where data may require rectification the Warning Report will display.

WA Census Report Warnings

Date Printed: 02/08/2019
Census EL2 Census Date: 02/08/2019

Warnings (detailed below) were generated for the listed students and may require consideration or rectification.

The fallowing studentz were not bom in Australia, have a blank Wiza Subclazs number but are marked az Permanent B esidents.

- Brabazon, Amy
- Bugzuttil, Sacha
- Em. Brenton

- Chum, Mora
-Janeic. Rasmi
-Jonesz, Yazeed

- De Mamiel, Zola
- Farmer, Kriztof

- k.after, Brad

- [kering, Stevie

<End of Report:

e Closing the Report will display the following message

EL2

There were warnings - continue anyway?
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e Click Yes to continue to Print the Report

e Click No to exit

A data check Reminder screen will be displayed. If the required data has been entered click OK to
continue. If additional data needs to be added click cancel and input the required data.

Reminder

«  Country of Birth

+  Home Suburb

o Year Group

+  Visa Subclass Number

e Date of Amival in Australia
«  Main Lang OTE SA&H [Main Language Other Than English Spoken at Home)

¢ Previous School Attended

e EAL/D stage 1.2or 3
+  Student UDI - Limnited 5 chool

+  iza Subclazz Murber Ex=piry D ate

Click DK to continue or Cancel to go back and input the required data.

In order to generate the English az an Additional Language/Dialect ([EAL/D); Program Count Data Retum
please enzure the following data haz been entered for EAL/D students prior to the generation of the report:

Cancel

Example of Integris WA Census Form EL2

EL2

DEPARTMENT OF EDUCATION

Name of School

Tzlephons Nomber 9412 3456

Table 1: EAL/D STUDENT PROFILE SHEET- (PROGRAM COUNT)

PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 2, 2019
ENGLISH AS AN ADDITIONAL LANGUAGE/DIALECT (EAL/D): PROGRAM COUNT DATA RETURN

West Coast District High

Parzon Complating Form  FirgtMame Surname

4567

School Code

=

Date of o Country Datz of Languazs Previous E' Home E =
Birth B Of Bisth Asrival in Spaken at School | & Suburh Ll

Surname Given Name ODAMYY)| 35S Australia Home Attended | E 2 7| P

Sm= w | s
Chum Mora F | 29410407 China [excludes .. May 2016 |English OTHR M |PINEY wAO... 5 2
e Jong Sebashian L LAGEL I75 [Brazi DEC 2079 |Engish N |FINEY /.. Z Z
D'e Mamiel ola F 1 052771 Brazil DEC 2078 [English 1372 W [PINEY Wi 3 2
Desiva Haley M 137208 57 [Brazil AFR 207 |Enalish 1372 W [PINEY W, 5 2
Em Brenton M TEMETT Liermnany AOG 208 [Enghsh N |FTNEY WL 3 Z
Farmner Friztof M 17060 Germany FEE 2076 |Englizsh HEW M [FIMNEY w1, ] 2
Janeic Flasmi M 2T Croatia JOL 2077 [English M [FIMNEY /0. 3 2z
Jones azeed M 230373 Eqppt MET 2078 |English N [FTNEY WL T Z
[ F-oehler Bronzon M 0/ TOTE A57 [Germany JOC2OTE [Geman M [FINET w1 7 z
Brabazon Ay F | 15/08705 Spain FEE 2075 |[English M [LEEDERYT... ] ]
Euisuthl Sacha F | OE//T5 Spain APR 27 [Endlish 5380 M [DALFETTH k] 3
| Drazic ETeni F TZA0ZA Tl Croaha APF 20T [English N |FERTH T 3
Tkering Stevie M 140602 Sweden DEC 2078 [English M |FREMANTLE T2 ]
Fafter Brad M| 217704 Germany AFR 2077 |English N |SUEIACO 9 3
| F.oefler Janelle F ZTATTA0A Ao | Gemany JOC 2078 [English N |JOLTMONT g 3
Foar Fhahd M 07 TT/0 804 |Eqwpt JEN ZOTE |Engish N JCEEDERYT.. 1T 3

TOTAL NUMBER OF STUDENTS IN PROGRAM:

16

e Click on printer icon & to print report

Note: Retain the printed report for your school records.
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44 Form EN2

Note: This report is no longer required.

45 Form FF2

To view and print report:
e Double click on Form FF2 icon.

Report Destination

Destination lF‘alametersl Page sizesl

o [

Frinter Freview

CHroet

101

Lalooe o
110100 E‘
pa1a11

Dizk. Clipbaard Part

File HTHL Postscript RTF

[ Cancel ] [ oK

e Select Screen and click OK

Census Infarmation
The fallawing information iz required:

Person Completing Form

Firsth ame Sumame]

Date of Census 02/08/2019
Cancel
e Click OK
Reminder

The Visa Subclass number needs to be entered in Student Details =
Additional Information, prior to running this report.

Click OK to continue or Cancel to go back and enter the data.

e Click OK or Cancel to go back and enter required data

This is an example of FF2 International Fee Paying Data Check.

WACensusManualSem2
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FF2 International Fee Paying Check 4567

School Code
International Fee Paying Check
Please check the students listed below have the correct International Fee Paying Type.
Student Hame Student Reference Visa Subclass Number International Fee Paying

Note for Visa 457: The options for this Visa sub class number are Full Fee Paying or Partial Fee Paying. Please confirm the
following students have the correct International Fee Paying Type.

F.oehler, Branzon fEae] 457 Fartial Fee Paying
Kioehler, Janelle 122 457 Fartial Fee Paying
Student Hame Student Reference Viza Subclass Humber International Fee Paying

Note for Viza 485: The options for this viza sub class number are Partial Fee Paying or No Fees. Please confirm the
following students have the correct International Fee Paying Type:

Alkitik, Adam 2 485 Mo Fees

All Students with a Visa Sub Class Number

Please check the students listed below have the correct Visa Sub Class Number and International Fee Paying status

selected.

Student Hame Student Reference Visa Subclass Number International Fee Paying
Kioehler, Branson 13 457 Fartial Fee Paying

Kioehler, Janelle 122 457 Fartial Fee Paying

Alkitik, Adam 2 485 Mo Fees

Total students with a Visa Sub Class Number: 3

Note: If no students have a Visa Sub Class number the FF2 check report will not be
produced.

&

e You may print the report by selecting the Print icon
e Close the report
e A message will be displayed

Form FF2 Data Check *

Please ensure all students have the correct Visa Sub Class
Mumber,
Any changes made will be processed overnight and
populated into the
Student Census System on the following day.

e Click OK to close the message box and report to the Semester 2 Census Reports menu
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WA Census Manual — Semester 2

Support and Frequently Asked Questions
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5 Frequently Asked Questions

How do | know I’'m using the latest version of the WA Census module?

Check the version number and build date on the panel that displays after selecting Semester 2
reports (at the bottom of the instructions area).

|:| Reports for Semester 2 @
Instructions
I the right hand panel, there are & Fom A2
a number of icong with &2 Farm A2ZA

descriptive titles thowing which

functions are available. @ FomEL2
& Farm EMZ2

In order to start a funchion,

pleaze double click on the & Form FF2

required icon.

Click once on the icon to view
mare information on that
function.

4.33.00 [14/03419)

Alternatively go to the Top Toolbar > Help > System Information and locate the version for the
CENSUSWA module.

|:| Systern Information @
Software
Application CAREYSSMTEGRISSEINWCORE LBR
Yersion W7.09.71 - 13th May 2019
Data CAREYSSMTEGRISYRMDBATRGDATA 1MNTEGRIS.DF
Runtime 3336
Module Wersion | Path Size

#_IntegrisTaol  1.07.00 (19/01/2017)
BEHAWIOUR 13020 [01/10/2018]
CBDS 04.00 (11/11/16)

[CAKEYSUNTEGRISAS TARTUPYA_INTEGRISTOOLLES (215040 A
{CAKEYSANTEGRISSBINSBEHAYIOUR.LER (2973840
KEYSWNTEGRISABINYCEDS LER § 3328000

E 3900 (1 WMTEGRISSEINSCE ] :

CORE 09.71 11340819 CAKEYSUMTEGRISYEIMSCORE.LEBR 12380160
COREDATA  7.0471 (13/05/19) (CAKEYSANTEGRISWSTARTUPNCOREDATALBS §972800

COREFLUS {6.98.10[16/0713) {CAREYSUMTEGRISSBINSCOREPLUS LBR :4E0800 o~
[ ii==] i1 14 NE M N7 ol M PCSACAUIRITCROICA DR D | DD FanPoF

< >
Hardweare

Machine M35 Windows Pentium Processor

Screen 1920.1080

Printer DocuCentre-lY C2263Mel3:

Free Memory 2147483646

Cloze

You can see the version number in the Version column. The correct version of the Semester 2, 2019
WA Census Module is the correct version for census is 4.39.00 or higher.

If you do not have the correct version of WA Census, please log a call with the Customer Service
Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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Why is a ‘?’ appearing in the Office Use Only Column of the A2 or A2A forms?

If for example a ‘?K’ appears on the A2 or A2A reports, this indicates the FTE for one or more
kindergarten students have been entered incorrectly, for example as 0.04 instead of 0.4. The FTE
values should be checked via speed entry and corrected before submitting the forms.

The number of students shown on the census form is more than the number | have on the
current roll. What is wrong?

If you have more students on the census than you have on the current roll it is most likely to be
because a student on the Former Roll has an entry and leave date combination that shows them at
the school on the census date.

To check:
e Go to General > Student Information
e Select the Former roll

|:| Student

Farmmer |E|

e Click /¥
e On the Dates tab, enter a From Leaving Date of the census date

Student Search

e &
General] Parameters Dates lAddressl Dther] [i]n]} l T Sets;"thorts]
|Date of birtth range w | ta |
Birthday [Dray, Morth, ¥ear) |--n£s-- w |
Fram Ta
Entry D ate |

Leaving Date | 2 4UG 2019
Date Checked |

Documented Plan |
forwarded to DCF Date

Documented Plan Review Date | |
()Mot In Care of DCP () Mot Documented Plan Completed
() In Care of DCP () Diocumented Plan Completed
(®) Either (®) Either

[] Show Inactive Parameters in Dropdown Lists Find Close

e |Leave the To column blank
e Click Find

This search will find any former roll student who left on or after the census date. These students
will be counted for census purposes. If the Leave Dates for any students found are incorrect, you
will need to edit them.

The number of students shown on the census form is less than the number | have on the
current roll. What is wrong?
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If you have fewer students on the census than you have on the current roll, there are four possible
explanations:

1. A student (or perhaps several students) on the current roll have a starting date after the census
date. Such students quite correctly are not being included in the census reports.

To check:

e Go to General > Student Information
e Select the Current roll

|:| Student

Current |E|

e Click
e On the Dates tab, enter a From Entry Date of the day after the census date

Student Search
L= LR )

Generall Parameters Dates ].&ddresslﬂlherl ol l T Sets;’thnrts]

|Date of hirth range “ | o |

Birthday [Day, Month, “ear) l— |--na’s-- ) |
From Ta
Entry Date |3 AUG 2019
Leaving Date |
Date Checked |

Documented Plan |
forwarded ta DCP Date

Docurnented Plan Review Date | |
() Mat In Care of DCP () Mot Documented Plan Completed
() In Care of DCP (") Documented Plan Completed
(®) Either (®) Either

[ 5hows Inactive Parameters in Dropdown Lists Find Close

e |Leave the To column blank
e Click Find

The search will find any current roll student who has an entry date after the census date. If the
entry dates for any of these students is incorrect, you need to edit them.

2. A current roll student has a leaving date before the census date.
To check:

e Go to General > Student Information
e Select the Current roll

WACensusManualSem2
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|:| Student

Current |E|

o Click |44

e On the Dates tab, enter a From Leaving Date of the day before the census date

Student Search
el o
Generall Paramaters Dates lAddressl Elther] Lol ] T SEtSa"EDhDItS]
|Date of birth range ~ [ o |
Birthday (D ay, Month, Year) | |--n.n"s-- v |
From To
Entry Date |
Leaving D ate |1 AG 2019

Documented Flan |
forwarded to DCF Date

Documented Plan Review Date |

|
|
Date Checked | |
|
|

() In Care of DCP () Documented Plan Completed
(®) Either (®) Either

()Mot In Care of DCP () Mot Documented Plan Completed

[ Show Inactive Parameters in Dropdown Lists Find

Close

e |Leave the To column blank
e Click Find

The search will find any current roll student with a leaving date before the census date. If the
details are correct for any students, move them to the former roll. If the leave dates for any

students found are incorrect, you will need to edit them.

3. Current roll students in Years 11 or 12 have an attendance type of Participation List, which

removes them from the census.

4. Students have an attendance type of Census - Not Counted that removes them from the

census.
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WA Census Manual — Semester 2

Support

IMPORTANT

The census system is a two part process which consists of:

1. Updating student data in Integris (then waiting overnight for
processing).

2. Logging on to the on-line Student Census system to enter any
additional information and to sign off school data.

Go to: www.det.wa.edu.au/schoolinformation and navigate to Public Schools
which contain all links to manuals and instructions.

For any queries regarding census requirements, please log a call with the
Customer Service Centre (CSC): Metro callers 9264 5555; Regional callers

1800 012828; or email customer.service.centre@education.wa.edu.au
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6 Support

6.1 Customer Service Centre

If you require additional assistance completing Census requirements, please log a call with the
Customer Service Centre (CSC) on 9264 5555 (Metro), 1800 012 828 (Regional) or email
customer.service.centre@education.wa.edu.au
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