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Overview

Every attempt is made to ensure this manual is up to date but you may find some screen shots and
descriptions of functions vary from what you see in IDAttend. If you have any questions or wish
something be brought up to date here please let us know.

IDAttend is a student attendance system that, for best results, must know your basic student
details, timetable and student subjects. The level of details depends on who is using the
system: e.g. Admin, Staff or Teacher.

It is designed to run on your school network and use a Microsoft SQL Server Database or if
this is not possible a Microsoft Access database.

A new database needs to be setup each new school year and it is necessary for one
administration staff member to be responsible for the IDAttend system. Responsibilities
would include keeping student and timetable/subject information up to date.

As per all departmental requirements, IDAttend does not have a direct connection to any
school administration system so you need to remember that when a change is made to a
student’s details in your school administration system the same changes need to be made in
IDAttend. This can be done by exporting from your administration system and re-importing
details or making changes manually.

If student/class and attendance details are kept up to date then IDAttend can provide very
accurate attendance details for your students and staff.

Just as you would not allow your school administration system to be inaccurate you
must not allow IDAttend to be become inaccurate with regards to your student details,
timetable, student subjects or attendance.

Failure to keep IDAttend up to date with student/timetable changes will result in
inaccurate attendance information being produced by IDAttend. It is recommended
that the system be updated at least once a week and preferably daily.

While IDAttend has been designed to be as flexible as possible it should be realised
that some existing school procedures may need to be altered to make the best use of
IDAttend.
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School Personnel — Staff training

When installing IDAttend we require more than one staff member (admin staff and/or Teachers) to
make uninterrupted time available for system training. This usually involves two to three hours
initially. They must have administrator rights on the schools computer system including the use of
OASIS (NSW), OneSchool (QId) MAZE ACT/Vic), EDSAS (SA) and the school’s timetable program.

Usual Staff Functions within IDAttend

e Administration Staff (Daily)
Import student details from school administration system.
Import timetable/student subjects from school timetable system.
Administer student passes (Late to School/Early Departures)
Administer Sick Bay and Medications etc. (may be the school nurse)
Scan roll call attendance if not done by teaching staff.
Send SMS absence messages if applicable (may involve use of third party applications).
Enter student absence notes etc.
Maintain student attendance entries.
Maintain student excursions.
Run reports as required (generally Absence Report).

e Administration Staff (Weekly)
Create absence letters.
Import attendance back into the school’s administration system (may be done daily if
required).

e Coordinators/Deputy Principals
Run reports as required.

e Teaching Staff
Take attendance daily for their classes.
Run reports for their classes as required.

e |T Staff
Maintain the IDAttend system/database on the server and workstations.
Maintain IDAttend Users and access rights.
Ensure daily backups of the database are carried out.
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Initial Workstation Setup

Log into IDAttend.

Under File menu Default Printers you are able to select the default printer that will be used in
IDAttend. This is usually an A4 paper printer (usually a laser printer) for reports. Do not select the
student pass docket printer for this option.

If the workstation is also to be used for student passes then the docket printer then you should
nominate the printer in the Student Pass Printer section. The default paper size to use can also be
nominated using the Properties button.

If the school logo contains the school name and it would not be required to be printed on the passes
then tick the School Name Part of Logo option. If two dockets are to be printed and the docket
printer does not have a paper cutter then enabling Wait To Print Second Pass option will cause
the printer to wait till the first docket is torn off and then prints the second one when the OK button is
clicked.

If the workstation is also to be used for visitor passes then the docket printer then you should
nominate the printer in the Visitor Pass Printer section, even if the same as the student pass
docket printer. The default paper size to use can also be nominated using the Properties button.

If the school logo contains the school name and it would not be required to be printed on the passes
then tick the School Name Part Of Logo option.

: Default Printers

Reportz Printer

Frirter: |HP C Laserlet 4550N PCLE Select | Clear |

Student Pazs Printer

Printer: [\\LGADYMO Labehwriter 400 _Select | Clear_|

v School Mame Part Of Logo
[~ “wait Ta Print Second Slip

Wisitor Pass Printer

Printer: |\\LGADYMO Labehwiriter 400 Select Clear
Froperties

v School Mame Part OF Loge

Save Cancel
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Menu Options, Overview

File: ‘Default Reports Printer’ ‘Log Off, ‘Change User Password’ and ‘Exit’

Student: ‘Find (F11)’, ‘Sort’, ‘Quick Search (F12)’, ‘Where Is? (F9)’, ‘Details’, ‘Timetable’, ‘Group
Display’, and ‘Clear Group/Composite Flags’.

Teachers: Depending on what attributes are allocated to teachers some areas under this heading
will be greyed out. Common allowed settings for teachers are; ‘Find A Class (F7)’, ‘Teacher
Timetable (F4)’, ‘Room Timetable’, ‘Individual Student Attendance’, ‘Student Absentee Notes’
and ‘Class Absent Report’.

Lists: ‘Class List’, ‘Period Class List’, ‘Student Lists’, ‘Composite (Photos)’, ‘Class List
Format 2 (this section is covered in more details in session # 9)’ and ‘Class Barcode List’

Reports: A number of reports are available and will be covered in Session # 11.
Tools: This section is only available for ‘System Administrators’, it includes Schools and
database setup etc.

Admin: Under the ‘Admin’ heading you will find most of the daily tasks. Most of these are detailed
in other sections of this document.

Window: Under this heading the open window are shown.
Help: ‘Contents and ‘About’ are found under this heading.

‘lcons’ are also available for quick use, ‘Search’, ‘Sort’, ‘Student Details’, ‘Find A Class’, ‘Photo
Scan’, ‘Print ID Card With IDNow’ and ‘Log Off’.
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Student Details

The Student Details screen can be used to view/change a student’s details within IDAttend

§ Student Details

Pref. Last Name]a| | FORD

First Namefs} ~ [Jessica

StudentID:  [ALLO2  EditStudentID
Agctive: v Status: [ [ Staff

Exit Date: (Last Day At The School)
Campus: | LI
LastName:  |ALLFORD

Student Groups
Bus 2

Pref. Name: [ess

DOB 23/1071938  1BYis2Mths Gender]F
Year: [T HomeGrowp:fa
LUl # |4567

House Code: | Other Group: |
DateEnvolled [

Telephone: |

Other: | LI

SIMS ID: [1532272181

MIS 1D [

Intemational Student r

Education Allowance Student |

[~ Leaming Difficulties

v Academically Advanced

v ESL Student

[~ Sports Excellence Program

[~ Media Release

[~ Scripture Union Media Release

[~ Pemission To See Chaplain

[~ Pemission To Participate In Vivo Scheme
¥ Not Financial

¥ Special Education Student

Special Education Group Code: |DDDD

Special Circumstances

[v Alert If Absent Action If Absent

[v Alert If Late To School

|
Action If Late: |
|

[ Alert If Present At School  Action If Present:

[~ Alert If Uniform Violation  Action For Uniform: |

¥ Show Late Alert In Student Passes.  Action:

|send to deputy

[~ Show Uniform Alert In Student Passes.  Action: |

Action If In Sick Bay: |

[~ Student Uses Bus Transport
[~ Mentor
[ Flexible Timetable Student

I Has A Laptop
I
-
-

[~ Sports Permission

PIN: Sport Amount Paid
. ¥ Check File Agction For Check File: |l|dsgikhfdslk dsjgds p
Student Mobile: I~ High Risk Permission
Student Email: |kevin@idallend com.au ¥ Medical Condition [V Medical Alert ) -
Behaviour Level | = Email
I Legal Order I Independent Student fohfdghdfa = Medical Student's
Behaviour Level History Notes Teachers
Last Updated: |6/01/2016 11:26:01 AM T | Signature
Attendance Level [ LI Text
Student Message
New | Save | Delete | I May Be Given Panadol [~ Group/Composite Print Nt on a Monitoring Card Attendance Level History Notes Parent
Subjects Timetable Attendance Student Class ‘Where |s Contact Msg Lo
I | | | Attendance Attendance BERHE] | | eli |
|4 'Recold: 3ot 379 L

To locate a particular student you use the F12 key (Search) and enter either the student’s last
name, or part thereof. Click Search. F12 may also be used to locate a student by Student ID, Parent

Land Line Number, Parent Mobile Number, Parent Email Address.

Students may also be located using the Find function (F11). This method allows for searching via

Year, First Name, Home Group, Parent Last Name etc. F11 is a little more work to setup but has a
lot more options for location a student.
If the student is found their details will be displayed. If more than one match is found a list of
matching students is displayed and you can select the relevant student.

Most of not all of the student details are generally imported from your school Administration System
From this screen you can see a list of a student’s Subjects, Timetable, Attendance Details, Contact
Details and any SMS (text) messages to/from the student’s parents.

Any changes you make manually to the student details fields that are imported from you school

admin system will be overwritten the next time you do an import of student details.

A number of flag are not overwritten when importing the student details and these can be manually

set on a per student basis is
Alert if Absent

Alert If Late To School

Alert If Present At School
Alert If Uniform Violation

need be. These include:

Show Late Alert In Student Passes
Check File (may relate to custody issues) and shows if issuing a Leave Pass or Leave Request.

All of these flags have an Action field that will be displayed when an alert is brought up in IDAttend

for that student.
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The tick boxes on the right are generally manually maintained but may be imported using the
Admin/Import/Other Student Information if you have it in a CSV format.

Many of these flags show on a student’s photograph on the class attendance screen. And the
Lists/Student List report may be used to show those students with the various flags ticked.

Has Laptop (causes a blue dot to appear on the student’s photo on the class attendance screen).
The Has Laptop flag is automatically maintained by IDAttend if you are using the Laptop Register
function in IDAttend.

The Medical Notes button allow for the entry of any medical history that may be relevant to the
student. There are a number of predefined categories notes can be put into.

The Student Notes button allow for the entry of any notes that may be relevant to the student.
There are a number of predefined categories notes can be put into.

The Email Student’s Teachers button is described further down in this manual.
The Text Message Parent button is described further down in this manual.

The Signature button may be used to capture a student’s digital signature and is described further
down in this manual.

Not on a Monitoring Card or On a Monitoring Card indicates if the student is or is not current on
a Monitoring Card. Refer the Monitoring Card Module for more information.

More specific details on changing certain details and flags on the Student Details screen are
contained elsewhere in this manual.

Buttons

Subjects — Shows a list of subjects that a student is doing along with the date they started and
ended in a subject. If the Start and/or End Date is blank then the student is doing that subject from
the start of the year till the end of the year. These dates are normally maintained by the Timetable
Import function.

Timetable - displays the students timetable on the screen which can be printed.

Attendance — Display all attendance entries for a student. Refer to Edit A Student’s Attendance
section for more information.

Student Attendance — Displays the Student Attendance report for the student.

Class Attendance — Displays the Class Attendance report for the student.

Student Attendance — Displays the Days Absent report for the student.

Where Is — Shows there the student should be at the current time (if known) based on their
timetable.
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Contact — This screen shows the student’s Family and Emergency Contact Details. These details
are normally updated when the Student Details is imported from you Administration System.

# Contact Details X
Contact Addiess: |28 Jones Parade Postal Address (i different): |PO Box 82
| \
[Brisbane |aLo |4000 |Biisbane | [4000
Family Contacts Emergency Contacts
Family Code: Relationship: |Mnther LI 2 entries
Relationship: |Father v | 2entries New Family Wi [Joan Andiews New Emerg.
’ Contact
. Contact
Title Mr Phone 1 07 4444 4444
- . Save Emerg
First Name: |Kevin Sacv:nf:;\w Phone 2: W Contact
Last Name: |Andrews Phone 3 ,—
. " Delete Emerg.
Home Telephone: Gender: Del; ‘;\:tFa‘;me Phone 4 ’7 Contact
Work Telephone: [~ Do Not Contact Parent
) Emergency Contact Notes
Personal Mobile: 0400000000 Mobils Phona To Lse: IP_ P. W or ‘blank'

Wwork Mobile: [~ P Flag Set Manually (not changed by import)

Email Address: |kandrews@xyz.com.auf r EZ{?.:L???ZTSE :.15

[~ Manually Maintained Contact [tick only if contact entered manually and not imported)
[~ Do Not Include This Contact In & Mail Merge
Send Letters To
Mailing Title: |
[~ Da Mot Send Mail Regarding This Student

Family Contact Notes [4ll)

" Do Mot Send Absence Text/Email Messages For This Student

Close ‘ Print ‘

The Contact Details screen contains information on about both Family and Emergency Contacts for
the student. This information is generally imported with the student’s details but may be entered
manually if required.

The Relationship field has the number of entries in the list. To see a particular entry just drop down
the list and select the contact you wish to view.

Any changes you make to a contact other than Do Not Contact Parent, Mobile Phone To Use, P/W
Flag Manually Set and Manually Maintained Contact may be changed back on the next import of
student details.

If you which to add a contact that is not imported, then click the New Family Contact or New
Emergency Contact button.

You must enter the Relationship and First/Last Name (Name for Emergency Contacts). Manually
entered contacts must have the Manually Maintained Contact box ticked or it will be removed
on the next import of student details.

If text messaging is being used -

Mobile Phone To Use is a field that must have either a P, W or blank. If blank then that parent will
not receive a text message. If a P (Personal Mobile) then a Personal mobile number must be
entered. If a W (Work Mobile) then a Work mobile number must be entered.

Refer to the Text Message section for information on setting this field.

Note for Qld schools

-The Qld OneSchool Administration System only exports parent details for those parents that have
been flagged as residing with the student.

-The order of the Family Contacts is in no particular order from OneSchool.

-Emergency Contacts are in Priority order from OneSchool.

-If you do not maintain which parent is to be contacted via text message in OneSchool then you will
need to tick the Do Not Import P/W Flags from OneSchool on the Student Details Import screen
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otherwise any changes you make to the Mobile Phone To Use field will be replaced with what is in
OneSchool.

-OneSchool only allows for one parent to be nominated to receive a test message. If you wish to
also have a second parent receive text messages also, and you are importing the P/W flags from
OneSchool, you can add the P or W to that parent and tick the P/W Flag Set Manually option. This
will stop it from being overwritten on subsequent imports.

-OneSchool only exports the student’s home address. If the postal address is different then, this will
need to be entered manually at the top of the screen in the Postal Address fields.

-Mailing Title is not a field in OneSchool. IDAttend will attempt to create one when sending out
letters but if one is entered on this screen that is what will be used.

Msg Log — This shows a log of text and email messages and replies relating to a student. This log
is not editable. It is for reference only.
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Student Attendance Screen

The Student Attendance screen is accessed by clicking on the Attendance button the Student
Details screen after you have looked up a student.

B Attendance Details = (===
Tem  [1 <] @ AlDstsls PressrtOnly UnesplainedOnly  ( Suspendsd Only Entries In Fed Are Excursion T imetable Variation Attendance Entries
Sudent [ALLES " Allsbsences (" Approved Oriy " Unijustified (Truant) Orly

I~ RestictTo: 217102018 =

Tupe Student 1D or Suname and press Emterkey W Include Excursion/Varistion Period Attendance [ Show For Period ~ | Only
I~ Do Mot Show Attendance For Future Dates r
Beth ALLEN - ALL54 - 12/FA12A

Date Day| Class/Type Period #Per.| Status D [DocDate T TelTime| PF | SMS | E | MC | App | L/C| PN |Reason/Comment Time In/Out| Fef # | Exp Cade|L/E Cace| Sig [T
211072004 2 F7 1 Cultural Activities | O OO O oo 0 ] O
2171072004 2 543 PG 1 Cultural Activities m] ] O O O O 0 [m] ] [m]
16/10/2014 4 EN3B F7 1 Cultural Activities m| m} o O O o o [ dgfdfgatg 1] m}
161072004 4 PG 1 Cultural Activities m} ] O O oo o [ dafdfadig 1] O
16/10/2014 4 FM3B P5 1 Cultural Activitiss [} ] o o oo o [ dofdfadia o] m}
16/10/2014 4 P4 1 Cultural Activitiss [} ] o o oo o [ dofdfadtg o m}
16/10/2014 4 HL3E F3 1 Cultural Activitiss m] m} o O o o o [ dofdfacla o O
16/10/2014 4 P2 1 Culural Activities 0 O ] ] o o o L1 dofdfdig D 0
16102014 4 Pl 1 Cultural Activities | m} o o oo o [ dgfdfdig D [ma
16102014 4 FAIZA RC 1 Cultural Activities | m} o o oo o [ dgfdfdig D [m
03/10/2014 3 FM3B Pl 1 Present -Late | ] o o o0 od & [ Transport 03:30 &AM 233 L O
08/10/2014 3 Falza RC 1 App. Absence - Late [m] [m] [m] a o O [ Transport 09:30 &M 893 L O
w0204 2 F7 1 App. Absence a O O O o [ Appaintment 0230 PM 87 E 1 sIG m}
0702004 2 943 P& 1 App. Absence m} O o oo O Appointment 0230 PM 87 E 1 sIG m}
07/10/2014 2 Leave Pass 1 Leave Pass lssued m} O o oo o O Appointment 02:30 PH 297 1 siG m}
07020 2 P4 1 Cultural Activities 16/10/2014 12:00 A4 [mi| 1] F m}
07/10/2014 2 FM3B F3 1 Present m} m} O O oo o m} O
07/10/2014 2 EN3B P2 1 Present [} ] o o oo o ] O
07/10/2014 2 EN3B Fl 1 Present [} ] o o oo o ] O il
fTRRATA 5 At or 1 Bumnes = = [ T = = T = = =

Absence Feport Fiehiesh Dekete Pint | W Porrait Close Timetable ApproveLats To
h

Right-click on selected attendance entries to edit Schoal

Unapprove Late To
Schodl

This screen contains all of the individual attendance entries for a student. Usually one per period.
It may also contain Excursion, and Timetable Variations (red entries)

The term/Semester being viewed may be changed by selection the appropriate
Term/Semester at the top.
There is also the option of limiting the entries shown.

Columns include the Date, Day in the timetable cycle, the Period, #Periods the attendance applies
to, the Status or attendance for that period.

D = Documented

Doc Date is the date of the documenting letter

T = Parents Phone Call

Tel Time is the time of the telephone call

PP = Parent Present

SMS = Reason has been received by SMS text message for the parent.

E = Reason has been received by SMS text message for the parent.

MC = Medical Certificate has been sighted.

App = The absence has been Approved

LC = Late To Class and may have either A (Approved) or NA (Not Approved). This field will be
automatically updated at the time of issuing a Late Pass or may be done by teachers from the Class
Attendance Screen.

P N = Parents Notified and is usually updated when sending a letter from IDAttend regarding
absences.

Reason/Comment is generally the reason a student was absent or may be some other comment
entered, ether by a teacher or admin staff, relevant to the entry being made.

Time In/Out is the Late Arrival or Early Departure time.

Ref # = Internal IDAttend Reference Number.

Exp Code is the Reason code that will be exported to the schools Admin System (L or E) indicated
Late or Early Departure. The Reason code for these will vary depending on other settings.

L/E Code is the code associated with Late to School or Early Departure and is dependent on how
the Student Pass Reasons have been setup in IDAttend. Refer to this section for more information.
Sig indicates may have SIG in this field and if so indicates that there is an electronic signature on
file relating to attendance.

UNJ if ticked indicates that the reason, regardless of it being approved or not, is not Justified. This
affects the attendance reason exported from IDAttend.
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Entries can be edited by selecting the entries to change and right clicking and selecting the option
you want to change it to or the field you want to edit.

Present

Unexplained Absence
Approved Absence
Sick

Medical

Dentist

Holiday

Suspended
Suspended Long Term
Work Experience

Off Campus
Unjustified

School Activity

Sport

Exclusion

Other

In School Suspension
Admin, Appointment
Music

Matural Disaster
Exempt

Attendance Mot Expected

Reason/Comment

Teggle Documented (D)
Documented Date

Teggle Parent Telephoned (T)
Telephone Time

Teggle Parent Present (PP)
Teggle Parent Motified (PM)
Time In/Out

Teggle Unjustified (UMJ)
Teggle Medical Certificate (MC)
Toggle 5M5 (SMS5)

Teggle Email (E)

Edit Late/Early Code

Display Update History

Selecting an attendance type from the list will change all selected entries to that type.

By selecting anything from Reason/Comment down will allow you to edit that section of the
selected entries.

Selecting Toggle Documented, Parent Telephoned, Merit Point, Unjustified, Medical
Certificate, SMS or Email will toggle the on/off flag for the selected entries.

The last entry in the list is Display Update History.
Selecting this will show who and when the entry was created and when and who updated it.

IDAttend User Manual 14



#F Update Information X

D ate Created: 04.409/2074 12 25:.06
Created By: admir
Last Updated: 040942014 122508
Last Updated By:  admin

Created From IDAttend
Period #: 7

Cloze

The Approved and Unexplained menu items can not be used to alter the type of attendance for
a Late To School entry. For these you must use the Approve Late To School button. The
Toggle and Reason/Comment options may be used for Late To School.

## Unapproved Late To School List [ & |

Beth ALLEM - ALLE4 - 12/FA124
L ate/Time
3 014 09 A
12/09/2014 10:56 &M
12/09/2014 10:56 &M
10/12/2013 10:00 AM
19/11/2013 10:34 AM

Multiple entreis may be selected
[~ Approved

Has Note 21102014 -

Parent Phone Call - Call Time:

Parent Present
SMS
Email

Medical Certificate

[ L I B

Unjustified

Comment/R eazan:

[ Transport «

If ho Reason/Comment eneterd original
Camment/Reason will remain

Late R Code: Must be a valid Reason
ate Reason Code: |4 Cade if entered. If none

entered then original
Reazon Code will be
removed.

Save | Cancel |

Multiple entries may be selected from the list of Late to School if needed.

The parent contact method must be selected and optionally a Reason entered. If a Reason is
entered it will replace the existing Reason/Comment.

The Late Reason code can also be changed if need be and if left blank will remove any
existing Late Reason code.

Note: Approving a Late To School will NOT remove an Automatic Detention that may have
been assigned if that has been set in Tools/Detention Options.
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There is also a Un-approve Late To School button. This one does the opposite to the
Approve Late To School function.

Note: Un-approving a Late To School will not add an Automatic Detention if that has been set
in Tools/Detention Options.

#F Approved Late To School List [ 2 |

Meil AHLES - AHLAT - 1244
D ate/Time

05,2014 02:30 PM
27/08/2014 02:30 PM
21/07/2014 1253 PM
5/03/2014 10:00 AM

Multiple entreiz may be zelected
[ Approved
[~ Has Mote ’m
[~ Parent Phone Call - Call Time:
[~ Parent Present
[~ 5SM5
[~ Email
[~ Medical Certificate
[ Unjustified

Comment/Reason:

|Other -Feasan: uwee

If ho Reason/Comment eneterd original
Comment/Reasan will remain

Late Reason Code: [0 Puist I;e a valid Reaszon
Code if entered. If none
entered then oniginal
Fieason Cade will be
removed.

Save ‘ Cancel ‘

To delete attendance entries you can select any number of entries on the screen and click the
Delete button. There is no undo function if entries are deleted. If a Late To School entry is
deleted it will also delete any automatically generated detention entries as a result of the
Unexplained Late To School.

NOTE: Deleting an attendance entry will result in attendance not being known for that

student for that day/period/class.
Attendance entries cannot be added from this screen.
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Email Student’s Teachers
This function may be used to easily send an email to all of student’s current teachers based on their
timetable. For this function to work the teachers email addresses must be setup in Admin/Class &
Subject Maintenance/Teacher List.

Email Teachers . - 2

This option will send an email to all of the student's teachers.

Teachers To Be Emailed:
Teachers With No Email &ddress:
Clazzes With Mo Teacher:

Additional Teachers To Email:

) . . Feep in mind school
Inchude This Attachment With the Email: | Browse ernail size limits

The email Subject Line will include the Students Hame ear Level.

Additional Teachers To
E mail

[ I Ry s ]

Email Text

CC the following email addresses [separate multiples with a commal: |

|
Email Signature Send | Close | Email Setup

An attachment may be included with the email and there is also an optional CC list of email
addresses that will also be sent the email.

There is an option to optionally include other teachers to receive the email by clicking on the
Additional Teachers To Email button and selecting any you wish to include.

Email Signature rules apply to this email.

Click Send to send the email.

IDAttend User Manual 17




Text Message Parent

The Text Message Parent button on the Student Details screen may be used to send a text
message to one of the student’s parents.

This button is only visible if text messaging is enabled in IDAttend. One or more of the student’s
parents must have either a P or W in the Mobile Phone To Use field on the Contact Details screen.

When clicked, if there is more than one parent with a P or W then you will be asked to select which
parent to send the message to.

! Send Text Message - Provider: X

Message To:  |0409000001

Message

|DAttend SHS

Message Length: 12 - 1 message

| Send Message as being from |NOH eply [Sender D)
InPlace Of The Usual Mabile Number, So Recipient/s Can Not Reply

[~ Scheduled Date/Time For Delivery | 6/01/2016 |  Time: [1228PM =

If ho scheduled time is set then the message will be delivered now.

Send Close

The above screen will pop up with the parent mobile phone number and school name already filled
in. Just add the text you wish to send and click the send button.

Refer to the Send Single Text message section in this manual for more information on the other
options on this screen.
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Student Signature

The Signature button on the Student Details screen may be used to capture a student’s digital
signature, if required, and a Topaz signature pad is attached to the workstation and the Student
Signature option is ticked in Admin/Options/Digital Signature Options. The digital signature can be
printed on a student’s ID Card using IDNow. It is not used anywhere else in IDAttend and cannot be
printed or exported.

| "% Student Signature X
Beth ALLEN

| Ve

Delete ‘ ! Close |

If there currently is currently no signature for the student, there will be an Add button. When in Add
Mode the student should sign the signature pad and you can then click Save. The signature will be
saved against the student. Only one signature can be stored. If you wish to add a new signature you
must first delete the existing one.
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Digital Signature Options

The Digital Signature Option will appear in the Admin/Options menu if the Use Digital Signatures
option in Tools/School Setup is enabled.

These options should only be set if a Topaz Signature Tablet has been installed on the computer in
question. Each computer with IDAttend can have different settings.

DO NOT enable any options on this screen on which a Topaz signature tablet has been not been
installed.

i Digital Signature Options X

[v Parent/Guardian Signature When Going Home E arly

[v Parent/Guardian Signature When Going Home From Sick Bay
[v Parent/Guardian Signature When Going Home Sick

[~ Admin Signature For Medications Given

[~ Student Signature For Medications Given

[ Student Signature When Items Handed Back

[~ Visitor Signature

[ Teachers Picking Up Assignments

[ Student Signature When Items Are Loaned
[ Student Signature When Permanent Laptop Assigned

[ Student Signature When Casual Laptop Assigned
{I Student Signature When Laptop Picker Up After Repair
[T Staff Signature When Items Are Loaned To Staff

[v Student Signature on Student Details

Save | |

'Q‘:% Digital Signature (Parent/Guardian) ij

Mame: |

SA0S2010 50533 PR

[T Declined Ta Sign

Clear Tablet | Save | Mat Mesded |
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When a Digital Signature is required the Digital Signature window will open and the operator should
ask the person to sign the pad. The signature will appear on the pad and on the screen in real time.
If you wish to record the person’s name there is a field at the top of the box to enter it.

When the person has finished signing just click the Save button.

If the person signing wishes to do it again just click the Clear Tablet button and have them sign
again.

If the person declines to sign then you have the option to click the Declined To Sign option and then
click Save.

If for some reason you do not feel a signature is needed you can click the Not Needed button.

'Q‘:% Digital Signature (Parent/Guardian) | & |

Mame: |Joe Smith

T S

SM03/2010 5:05:33 PM

[ Declined To Sian

Clear T ablet Save Mot Meeded

The signature options available are:

Parent/Guardian Signature When Going Home Early — This option is generally only used by
Primary Schools but may be activated for high schools if required. Any student issued with a Leave
Pass will require a signature from the parent/guardian.

Parent/Guardian Sighature When Going Home From Sick Bay — This option requires a signature
from the parent/guardian when picking up a student going home from Sick Bay.

Parent/Guardian Signature When Going Home Sick - This option requires a signature from the
parent/guardian when picking up a student Going Home Sick (not going home from Sick Bay).

Admin Signature For Medications Given - This option requires a signature from the
administration staff member/nurse when medication is given to a student.

Student Signature For Medications Given - This option requires a signature from the student to
whom medication has been given.

Student Signature When Items Handed Back — This option requires a signature from the student,
or parent if applicable, when items handed in or confiscated are returned.

Visitor Signature — This option requires a signature from any visitors to the school if using the
IDAttend Visitor module.

Teachers Picking Up Assignments — This option requires a signature from a teacher when they
pick up assignments if using the IDAttend Assignments module.

Students Signature When Items Are Loaned — This option requires a signature from a student
when they are loaned items.
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Student Signature When Permanent Laptop Assigned — This option requires a signature from a
student when they are assigned a permanent laptop.

Student Signature When Casual Laptop Assigned — This option requires a signature from a
student when they are assigned a casual laptop.

Student Signature When Laptop Picked Up After Repair — This option requires a signature from
a student when they pick up a laptop after it has been repaired.

Staff Signature When Items Are Loaned To Staff — This option requires a signature from a staff
member when they are loaned items.

Student Signature On Student Details — This option enables the Signature button on the Student
Details screen.

If signatures have been captured in IDAttend then you can recall the signature saved by going to the
relevant log screen and double clicking on the signature field where SIG is displayed.

The Medications Log has two signature fields S SIG (Student Signature) and A SIG (Admin
Signature).
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Student Passes (F5).

This feature can be selected by going to Admin menu Student Passes (F5), Once in this screen

select either,;

e Late For School — Issues pass for late arrival (parent copy optional) Marks the student absent
for any missed classes up to the point of arrival. May be approved or unapproved.

e Leave Request —Issues a leave request for a early departure for verification and signature by
appropriate officer. This request is not a Leave Pass. A leave pass is generally issued when the
student actually leaves the school by selecting Leave Pass and scanning the Leave Request
barcode or entering the student last name and pressing Enter key.

e Leave Pass — Issues a leave pass when a student is departing the school early. This pass will
also be issued if a Leave Request barcode is scanned. There is an option to enter estimated
return time to school, if applicable.

o Activity Pass — Issues an Activity Pass when a student is leaving the school as some form of
school or class activity. Passes may also be for in school activities if the school desires.

e Returning To School/Class — Issues a Return Pass when a student returns from a Leave,
Activity, Off Campus, Admin Appointment, Work Experience or ‘Timeout’ Pass. The student only
need scan the pass barcode for the return pass to be issued. The student last name may also
be entered for the pass to be issued. This option may also be used for students who have just
arrived at school after having gone to Work Experience or Off Campus directly from home and
no previous ‘Going To’ pass was issued. The same applies to Admin Appointments and Timeout
where no previous ‘Going To’ pass was issued. If no previous ‘Going To’ pass then the system
will ask which type of activity the student is returning from. This option is also used when
returning from a Lunch Pass. Using this option where no previous ‘Going To’ pass was issued is
not as accurate as the system will make a best guess as to when the student may have gone
and will have no idea of the actual time they went to the activity.

e Uniform Pass — Issues a Uniform Pass if a student is out of school uniform. Multiple items may
be selected.

e Sick Bay In — Covered in Sick Bay/First Aid section below.

e Sick Bay Out — Covered in Sick Bay/First Aid section below.

e Spares Out (no more classes) — Issues a leave pass, allowing a student to leave the school
grounds when they have no further classes for the day. This is generally only senior students
and IDAttend will check if the student has any further classes before issuing a pass.

e Lunch Pass — Issues a lunch pass when students are permitted to leave the school grounds
during lunch time.

e Toilet Pass — Issues a pass which indicates the time the student requested the pass and has
provision for teachers to enter the time the student returned to class. These passes may be
quickly scanned using the Returned Passes function. This is optional but allows IDAttend to
track students who do not return to class.

e Scan In/Out — This option allows students to scan infout of school. This is generally for senior
students. If a student is late for their first scheduled class then a Late Pass will be issued. A
second scan for the day will signify that the student is leaving the school grounds. The scan out
will only be permitted if the student has no remaining classes for the day. Students may scan
infout multiple times if required although the scan must be 5 or minutes apart. **

e Spares In (no earlier classes) — Records the arrival of students who are permitted to arrive at
school later than normal if no classes are scheduled for the student prior to the time of arrival. If
the student has missed any earlier classes a Late Pass will be issued. **

e Going Off Campus — This option is for when students leave the school grounds to go to
educational training elsewhere. Eg. TAFE.

e Going To Work Experience — This option is for when students leave the school grounds to go
to work experience.

e Going To Admin Appointment — This option may be used when a student is going to an
Admin. Appointment with the Principle, DP, Guidance etc.

e Going To Music — This option may be used if a student is going to a music lesson during
normal class times or outside school hours. Music Passes can be issued outside school hours.
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If issued during school hours, the student will be marked as at music for the balance of the day
until a Return to School/Class Pass is issued.

Going To Early Music — This option is for students who have music classes prior to the start of
the normal school classes. These students are marked present (at music) up to and including
the periods defined in Early Start in System Setup. No return pass is required for these students
when they return to class.

Going To ‘Timeout’ — This option is used to send students to the school’s ‘“Timeout’ class or
room. The actual name of this room may be set in Tools/School Setup. If the Going To ‘Timeout’
option is selected then you will be asked to select the teacher who is sending the student to
‘Timeout’. The teacher defaults to NONE but one may be selected or a name up to 15
characters may be entered. Click the Details Correct button to complete the process. Students in
the ‘Timeout’ class are added to the ‘Timeout’ Log. Refer to the ‘Timeout’ section below for more
details.

Issue Detention — This option will only work if either of lunch time detention and/or after school
detention has been turned on in Tools/Detention Options. This option is used to send students
to either a lunch time or after school detention. You will be asked to select the date of the
detention and whether it is a lunch time or after school detention. You may also enter who
assigned the detention and must enter the reason for the detention. Who assigned the detention
defaults to NONE but may be selected or a name up to 15 characters may be entered. Click the
Save button to complete the process. Students assigned to Detention are added to the
Detention Log and attendance for the detention session may be taken from the Find Class
Screen (F7). Refer to the Detention section below for more details.

Early Start — This option is for students who may have school activities prior to the normal start
of school classes. These students are marked present (school activity) up to and including the
periods defined in Early Start in System Setup. No return pass is required for these students
when they return to class.

Going Home Sick — This option is for students who are going home sick but who have NOT
been signed into Sick Bay previously. It is assumed that they are being picked up by a parent.
Iltems Handed In — This option is for items handed in by students, either voluntarily or
confiscated. Items may include mobile phones, iPods, games, jewellery or clothing etc. A receipt
is issued to the student and a second receipt is issued that is placed with the items. These items
are automatically entered into the Items Handed In Log and may be returned to the student via
that function.

Late For Class — This option is for students who require a pass to enter their class when they
are late for the class and have been present at school for other classes. The pass will override
an unexplained absence from the class if attendance already taken. The pass may be either
approved or not approved using the Has Note option. This pass will not be issued if the
student does not have arecorded Present or Late To School for the day. If this is the case
a Late To School pass should be issued.

Library/Study In — This option should be used for students that you wish to sign into study
classes. The option will check if the student has a current, non-spare, class they are supposed
to bein.

Library/Study Out — Signs students out of the study period above.

Library/Study In/Out — This option signs students in/out of a study period but does not validate
is the student has a current non-spare class. If the student has already signed in then another
scan will sign them out, otherwise it will sign them in.

First Aid — Covered in the Sick Bay/First Aid section below.

Loan to Student — This option allows you to loan itms to a student. Usually uniform items but
could be any item setup in Tools/Lists/Student Pass Reasons.

Return Items To Student — This option allows items previously handed in to be returned to the
student. It will display a list of unreturned items that have been handed in for that student.
Administer Medication — This option allows you to enter any medication/drugs that you may
administer to a student. This function is not supposed to be used in Qld schools as there is a
section in OneSchool to allow for this.

Music In/Out — This function allows the selected student to be signed into Music and a
subsequent scan of the pass issued or if selected again will signed the student out of music and
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back to class. Music is like other curriculum activities in that a student is signed into
music until signed out or returned to class. The Student MUST use the Music In/Out
option again to sign back into class. No check are done to ensure the student is entitled to go
to music. If used in the Student Managed Passes a regular check should be made of the
Admin/Logs/Music Log to ensure only those students entitled to sign in/out of music are doing
so. Music In/Out may be outside school hours.

If enabled in Student Managed Passes it is the schools responsibility to check the Music Log
regularly to ensure that music students only are using this option and only for the duration of the
music class.

e Sign Into A student Activity — This option allows a student to be signed into a pre-setup
student activity, Tools/Lists/Student Activities. These activities have no affect on the students
official attendance. Refer to the Section of Student Activities for more information.

e Bulk Scan Mode (all the same time/reason) — This option allows a group of students to be
quickly scanned with the same time and reason. Examples would be a late bus or group of
students leaving for a school activity

To select a student scan students ID Card or type letters of surname in ‘Student’ box and press
‘Enter’ key (or click ‘Find’). List of students will be shown, double click on student which brings
you back to ‘Student Passes’ Enter reason by typing or from list (by using number pad). Print
pass. Pass options are varied for each option. Printer setting will be saved as each is set up.

Note: Pass types that allow a student to leave will check to see if the student has actually been
marked as being present or arrived in school. The user will be informed if the student has no
recorded arrival as school.

Which Options are available is set in Admin/Options/Student Pass Options. These options
are different for each workstation. Just tick the options you want display on this workstation.
There is also a Master Set that can be saved so that multiple workstations can use it.

Student Managed Passes

There is also an option for Student Managed Passes. These passes are ones that the students
manage themselves by scanning a student ID card. Student Managed Passes have a different set
of options and these are set in Admin/Student Managed Passes/Student Managed Pass
Options.

To use the Student Managed Passes function, you need to run this function from Admin/Student
Managed Passes/Student Managed Passes. The function can be set to automatically launch into
this screen at start-up if set in the Student Managed Pass Options. Great care must be exercised
when selecting which pass option you are going to allow students to manage, especially in an
unsupervised area.

To exit this screen a password is required. This is either the password of the person that logged into
IDAttend, a user with System Admin rights or the Admin password. Students cannot gain access to
the rest of IDAttend from this screen and it is not recommended that a keyboard be readily available
to students on a workstation running this option.

It is not recommended that this function be used in an unsupervised area.
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Sick Bay/First Aid

Sick Bay In - Admin menu Student Passes (F5), Scan student ID Card or type student surname
and press Enter key then select Sick Bay In. List of students will be shown, if more than one match,
double click on student which brings you back to ‘Student Passes’ Enter reason by typing or select
from list (by using mouse or number pad). Click Save. If printing a pass then a Sick Bay In pass will
be printed.

Sick Bay Out, (F5) — Scan student’s Sick bay pass or enter student’s last name and press Enter
key. Enter reason, i.e. ‘Better’ “Taken home’ if returning to class, click ‘Returning to Class’ otherwise
IDAttend will assume the student is going home and sign the student out of school. The pass will be
printed and have parent sign then pass if required.

First Aid — (F5) - Should be used where first aid, such as ice, has been administered to a student.
The option is similar to Sick Bay Out but the student is never signed into Sick Bay. First Aid entries
show in the Sick Bay/First Aid Log.

Sick Bay/First Aid Log — Admin/Logs/Sick Bay/First Aid Log (Ctrl+S). The Sick Bay/First Aid Log
shows all students who signed into sick bay and or First Aid for the selected date range. Those
shown in red, are students still in the ‘Sick Bay’ and those in black have signed out and those in
blue are First Aid students. The Status Column shows where signed out students returned to class
or went home. Different days/period can be selected. The log can be printed. Students still in ‘Sick
Bay’ are shown on ‘Evacuation Report’. Students can be signed out from this screen. Medical Notes
can be added to student details by selecting ‘Med Notes’. This allows for a history of medication and
ailments associated to student records (‘Medical Notes’ button changes colour when a note is
present on Student details page).

Student records are automatically updated when using the Sick Bay/First Aid options.

D ate Range: I 5/09/2012 vI To I 5 /09/2012 v| Campus: I vI [ Students Still In Sick Bap Orly In Sick Bay
Studen DMame: [ I First Aid Oinly Signed Out OF Sick Bay
uden ame: o
™ Evclude First &id

Type and press Enter key First &id Orly
© Date| Student [0 Last Mame First Mame Time In | Slipht Time Out | Reason Statuz

BA09/2012 JOMOE JOMES Sallie-ann 10042 AWM First Aid Fieturning To Class
5/09/2012 AHLE1 AHLES Meil 10:12 Ak First &id Returning To Class

Contact
Dietails

Claze

I~ Refresh Every Minute L5V File Refresh | Me[?ii\?eartjon | Med Mate Sign Out
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Uniform Violation Log

The Uniform Log can be accessed from the Admin/Logs menu (Ctrl+U) and also the Teacher menu
if teachers are permitted to assign uniform violations.

Uniform violations may be assigned from either the Student Passes, by teachers in class if
permitted and from roll scanning.

The log can display any date range for the year but generally defaults to the current day.

&% Uniform Violations Log =
Type

pashi s Student D House: v & Al

@ Tem: Al > " Approved Only

" From: [z2/0172018 ~] Te: [ 8 1272018 ~] Campus: | ~| [~ Special Educationl Students Only " Not Approved Only

" Today Only 10/08/2016 Year: Separate muliple years with a comma () Mot Approved Count

" Last Entry For Each Student Only & ¥I6 © TemToDat " Since Parent Last Notified

I~ Do Not Calculate Mot Approved Count IO em fosate inee atem Last Note
Approving or deleting a unif; iolation will also remove any d i ically igned iated with it.

Date Student ID Last Name First/Preferred Name “Year Home Group |Period Assigned By Items Approved Ref # PN | NAYTD | A
21/07/2016 AMBSO AMBROSE Brian 12 A RC teach Shirt 1976 5
21/07/2016  AMBS0 AMBROSE Brian 12 ) RC teach Dress/Skirt O 1978 O 5
21/07/2016 AMBS0 AMBROSE Brian 12 A RC teach Hat 1980 5
21/07/2N6 AMBSO AMBROSE Brian 12 A RC teach Jumper 1982 5
21/07/2016 ALLS4 Allén Beth 12 Fa124 RC teach Dress/Skirt O 1984 O 13
2170772016 ALLS4 Allén Beth 12 Fa124 RC teach Shoes O 1985 O 13
21/07/2016 ALLS4 Allén Beth 12 FA12A RC teach ac‘af“ 1987 13
21/07/2016 ALLS4 Allén Beth 12 Fa124 RC teach Pants O 1989 O 13
21/07/2016 ALLS4 Allén Beth 12 Fa124 RC teach Pants 1991 13
10/06/2016 ALLS4 Allén Beth 12 Fal124 Teach Socks O 1956 O 8
10/06/26 ALLS4 Allén Beth 12 Fal124 Teach Jewellery O 1958 O 8
8/06/2016 CURSZ CURTIS Lachlan 12 A RC teach Jumper O 1947 O 1
31/05/2016 CHUS1 CHURCHWARD Adam 12 A RC admin Jumper O 1835 O 2
31/05/2M6 ALLS4 Allén Beth 12 Fal124 P1 teach Dress/Skit O 1882 O [
25/05/2016 ALLS4 Allén Beth 12 Fa124 P1 teach Dress/Skirt v 1884 O L
AENEMC ALLERA AL [=P 17 CA19A o1 banak Nirman 1Tk m 1008 m 13 N

Total Entries: 27 CSV File ‘ Reprint Pass | Refresh | Delete ‘ Add Violation | Save | Close | ‘

The log shows the Date, Student Details, Year, Period Assigned if assigned by a class teacher,
Who Assigned the violation, the Items relevant to the violation along with any comments entered at
the time of creating the violation. If the student had a note for the violation, then the violation will
have the approved flag ticked. The PN is Parents Notified. This is currently a manual tick but will be
automatically ticked when we add the option to send text messages to parents with regards
unexplained uniform violations. The Ref # is an internal reference number.

There is an option to show the number of Not Approved violations for each student. This defaults to
Year To Date but it can be Term To Date. If using the Parent Notified tick box then you can also use
the Since Parent Last Notified option.

Mot Approved Count
 YTD ( TemToDate (" Since Parent Last Notified

If you do not wish to see the number of unexplained violations, then tick the Do Not Calculate Not
Approved Count option.

The log can be restricted to a particular student if required, Year Level/s, Campus, House and
Approved and/or Not Approved Violations Only.

To delete any uniform entries just highlight the entries to be deleted and click the Delete button.

Deleting a uniform violation from the log will delete any automatically generated detention entries
that may have been assigned because of that violation.
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The Add Violation button allows for a Uniform Violation to be added directly from the log.

A Not Approved Uniform Violation may be approved by ticking the Approved tick box and clicking
the Save button. Approving a uniform violation from the log will delete any automatically generated
detention entries that may have been assigned because of that violation. Unticking the Approved
tick box will NOT create an Automatic detention if that is set in Tools/Detention Options.

The Reprint Pass button may be used to reprint a student’s Uniform Pass if need be.

There is a CSV option that allows the contents of the log to exported to a CSV file for use in other
applications.

There is a Uniform Report under the Reports menu that can be used to produce a printed version of
the log.
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Timeout

‘Timeout’ is a class that some schools assign student to for misbehaviour in class or other issues.
The name of the Timeout room may be changed in Tools/School Setup. A short meaningful code for
the room may also be specified.

Timeout may be assigned from the Student Passes section or, if enabled in School Setup, may be
assigned by teachers from their class attendance screen by right clicking on the student
photograph.

If assigned from the Student Passes then the option to enter who assigned them to the room and
the reason assigned will be displayed. If assigned from the class attendance screen then the reason
assigned must be entered by the teacher.

Note: Students are assigned to the Timeout room for the rest of the day unless signhed out
either via the Student Passes section or the Timeout Log. It is essential that students
returning to class be signed out of the Timeout Room.

Timeout Log

The Timeout Log is available from the Admin/Logs menu (Ctrl+T) and shows all students who are in
the timeout room for the selected date range. Those shown in red, are students still in ‘Timeout’ and
those in black are those who have been signed out. Different days/period can be selected. Log can
be printed. Students can be signed out from this screen. The name of the ‘Timeout’ class is
determined in Tools/School Setup. The log may be restricted to a particular student if desired. The
log as shown may be printed by clicking the Print button.

To sign a student out of the Timeout Room just highlight the student and click the Sign Out button.
The time signed out may be altered if required. Students may also be signed out of the Timeout
Room via the student passes Return To School/Class option.

# Withrawal Room Log @
Date Range: [23/0172012 =] To [&M02012 | Student | Find | PN = Fatent Noified
Campus: I 'l [~ Students Stil In Withrawal Room Only [ wham when SignedIn |1 OrMore Times This lm

Date| Student [0 Last Name First Name i f Initiated By Fieason

9/08/2012 LEWSD LEVERSHA 02:01 PM 42 ED (02:04 PM dadsfgedgsda

T/OBS2012 BARED BAKER 12:30PM 32 MONE HOZOCZHHG
T/OBS2012 BAKED BAKER 12:29PM 31 MOME dsdasdsad
EAG/A2012 AHLST AHLES 12:00PM 16 MOMNE wszcufedsfdsfdst
E/ORA2012 AHLST AHLES 10:00 &4 16 MONE HECHKZCZHD

[~ Refresh Every Minute Sza_[n:g:;tnhtﬁlsg | L5V File | Riefresh | Delete | SignIn | Sign Dull Notes | Frint | Close |

If teachers are permitted to assign students to Timeout then the Timeout Log is also available under
the Teacher menu.
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There is a button on the log screen that allows you send a text message to the parents of students
who have been assigned to Tome Out on the date selected.

3 Send Parents A Motification Text Message

Students Aszigned To Withrawal BoomT oday

D ate Giver: 28020012 -

Iv Use Student Preferred Mame
[ DaoMaot Uze Student Lazt Mame

[+ Show List OF Those Parents Mot Contacted
[ Only Thoze Entries Mot Sent Previously

Text mezzages are zent bazed on student contact PAs flags DMLY

Test mezzages will say |1DAtend State High Schooldate
givens:. <student namer was aszigned to Withrawal Boom
for <Feason:." Additional text to be zent may be enterad
below.

[f the tatal message length exceeds 160 characters and
wour S5 GEIobal com. au Preferences are zet bo a zingle text
mezzage then the meszage will be bruncated.

Please contact the school for mare informatian r

Process ‘

Close

This option is only available if text messaging has been setup in IDAttend, and also only uses the
contact P/W flags option. Refer to Student Details section for more information on the P/W flags.

Clicking the Process button will display a list of students that messages will be sent to the
nominated parents and clicking the Process button on that screen will send the messages.

The P N box will be ticked for those students where a text message has been sent regarding Time
Out.
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Detention

IDAttend has the functionality to handle both Lunch Time and After School Detention. There can be
up to different lunch time detentions. To enable this functionality, you need to turn on the options
required in Tools/Detention Options.

#F DetentionOptions |. 3 J
Days Detention Active On
01 D2 D3 D4 D5

[¥ Activate Lunch 1 Detention. L1 Periad iz |Hecess b B T T T
[¥ Activate Lunch 2 Detention. L2 Periad iz |Lunch j W W ¥ ¥ v
[ Activate Lunch 3 Detention. L3 Periad iz | W W ¥ ¥ v
[ Activate After School Detention vV ¥ v ¥ ¥

Default After School Detention ta |1— Days in Advance . o )

Irmpartant Mate: If an automatic detention iz setup and applies

I~ Assign Studerts To Lunch Time Detention When Assigned to ‘withrawal Foom to ko or more detention periods in a day then the detention

| ~ Lz r will anly be applied to thaze detention periads that are active

. i . i onh that day.

[ Aszzign Students To After School Detention when Aszsigned to Withrawal Boom
[~ Asszign Students To Lunch Time Detention \When Unewplained Late To Schaal Lunch Time Detention |z To

L L2 w Be Mext School Day [except

[~ automaticlly assigned

[ Agsign Studentz To After School Detention “When Unexplained Late To School detentions if azsigned prior to

the first lunch break)
[~ Agsign Students To Lunch Time Detention When Unesplained Unifarm Violation

I u L2 B L1 Detention To Be Enown &z |Hecess [~ Default Far Mon Auta Auto Assigned
[w Agsign Students To After School Detention *when Unexplained Uniform Wiolation L2 Detention To Be Known As |Truanc}l [v Default For Non Auto Auto Assigned
L3 Detention To Be Knawn A3 | r

[~ Agzign Students Ta Lunch Time Detention *hen ltems Confiscated _
AR L2 — AS Detention To Be Known As |After School 30 Minutes [~ Default For Mon Auta Auto Assigned

[ Aszzign Studentz To After Schaool Detention When Iters Confizcated

[~ Allow Teachers To Assign Students To Lunch Time Detention Default Detention Attendance To

[~ Allow Teachers To Assign Students To After School Detention & Unknown

[~ Allow Coordinators To Assign Students To Lunch Time Detention € Present

[v Allow Coordinators To Agsign Students To After School Detention (" Absent

MOTE: If Teachers have been allowed to assign detentions then Coordinatars
automnatically get the zame access. IF only Coordinators have been allowed to

5ssign detentions then Teachers will not be albls to do so. [v Fedssign Students Marked &bzent From Detention To Another Detention

[~ If Abzent from L2 Detention Assign To L1 Detention Mext Day

v Fe-ssign Students To Another Detention IF Away On Day Of Detention

Save | Close |

Up to 3 Lunch Time and/or one After School Detention may be activated.

If activating Lunch Time Detention. then you must select which lunch breaks are to be activated. If
only a single lunch break, then activate Lunch 1 and then select the period in the day that is this
break.

By default, each day of the week (timetable cycle) is ticked but you may untick any days where
detention is not held.

Detention types setup do not have to occur in different time slots. Eg. L1 may be assigned to Break
1 and call Late Detention for those Late To School. L2 may also be assigned to Break 1 and be
called Uniform Detention. The different detention types allows them to be filtered if need be in the
Detention Log.

You may change the name of the detention type by calling it something more meaningful for users
in the Detention To Be Know As area.

There is also an option to nominate which of these detention types will be the default (ticked) when
manually assigning a detention.

There are also options to automatically assign students to either Lunch Time or After School
Detention if the student has been assigned to the Timeout Class, Arrives Late To School
unexplained (no note) or has an Uniform Violation unexplained (no note). These detentions are also
created if done by a teacher on the class attendance screen. For the automatic detentions you must
select which lunch breaks the detention will apply to.
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There are options to allow Lunch Time Detentions to be assigned to the next school day. Lunch
Time Detention Is To Be Next School Day (except automatically assigned detentions if assigned
prior to the first lunch break). If not enabled IDAttend will default to the current day.

You can also set the number of days in advance for After school Detention that IDAttend will use as
the default date.

There are also options to allow teachers to directly send students to either a Lunch Time or After
School Detention if they are enabled above.

There is also an option to set the default attendance type that IDAttend will use when the detention
entries are created. The options are Unknown, Present & Absent. Unknown is the default and best
option to use if you want IDAttend to assign students Absent from a detention to another detention.

Students can be assigned to Detention via the Student Passes screen.

When a student is being assigned to a Lunch Time Detention IDAttend will try and determine when
lunch occurs in the timetable and if being assigned prior to this time then they will be assigned to
detention that day, unless they already have a Lunch Time Detention, in which case the next school
day will used.

If being assigned directly, not automatically because of Late, Uniform or timeout, then the date of
the detention may be selected manually from a calendar.

When a student is assigned to detention (not automatically) IDAttend will check to see if the student
has any detentions on the selected date/s. If there are it will inform the operator and get
confirmation that IDAttend should assign the detention to the next available school day. If multiple
lunch period detentions are to assigned then IDAttend will only assign them to days where the
student has no pre-existing detentions. IDAttend also checks to see if the student is at school on
any day before assigning a detention for that day.

When assigning detentions (not automatic) the user will be presented with a Detention Date screen.
Either Lunch or After School detention (if enabled) can be assigned. If Lunch Detention then the
lunch break/s to be assigned must be selected. The calendar will default to the date according to the
settings in Detention Options.

By default IDAttend will assign the detention for only one day but this may be changed to any
number of days if required.

The Default Detention Attendance option allows the school to set the default attendance type. It is
best if this option is set to Unknown so that IDAttend can probably re-assign absent students to a
new detention.

The Re-Assign Students Marked Absent From Detention To Another Detention option, if enabled,
will cause IDAttend to create a new detention entry for the next available day if the student is
marked absent from the original detention.

If the above Re-Assign option is enabled you can also enable the option to assign students absent
from a L2 or L3 detention to a L1 detention. At least the L1 and L2 detention must be enabled for
this option to be effective.

By default Teachers and Coordinators in IDAttend do not have the option to assign students to
detention from the class attendance screen (right click) but there are options to allow teachers and
coordinators to assign students to both Lunch and After School detentions. Allowing teachers
automatically gives coordinators the same rights. If only coordinators are given access then
teachers do not have access to the function. Note: This does not give them access to the Student
Passes function, only from the class attendance screen. Detention can be assigned from the class
attendance screen by right clicking on the student or from the Teacher/Coordinator menu.
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There is also an option to rename the Lunch and After School Detentions to something more
meaningful to the school. The default will be the Lunch period names in System Setup.
. Detention Date ﬁ

Lunch Time Detention

[ Aszign Multiple Students
Student: [AHLT

Meil AHLES

[ Unifarm
[ Late
v General

L]

kon Tue *ed Thu Fri Sat Sun
&2 29 ;RN 1 2

3 4 E E 7 8 13

o 11 12 13 14 15 16
17 18 19 20 2 22 23
2 28 26 X 2 Xm0
1 2 3 4 5 & 7
3 Today: 5/09/2012

Mumber of Detentionz: |1_
Predefined Reazons: |Behavi|:|ur j

Reazon Azzigned

Behawviour

Agzigned By

admin ﬂ

Save Cancel
| |

Enter the student (either ID or last name) and press the Enter key. The students name will appear in
blue.

Select the date of the detention from the calendar. The default will be the current date but IDAttend
will make sure that it is a valid school/detention day and that the student is in fact at school that day
and does not have another detention for some reason and if that date is not available it will assign
the student to next valid day.

Number of detentions default to 1 bat may be changed to another number if needed.

IDAttend can accommodate a set of predefined reasons for detention. These are set in
Tools/Lists/Student Pass Reason. Select the Detention option and add in as many reasons as you
need. Using the predefined reasons makes it easier to find certain entries in the Detention Log.
Additional text may be entered before or after the predefined reason when assigning the detention.
Assigned by will default to the current user but another may be select from the list.

The reason being assigned to detention and who assigned the student there must be
entered/selected.

Click the Save to assign the detention.
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Detention Log

The detention Log is available from the Admin/Logs menu (Ctrl+D) and shows all students who
have been assigned to Detention for the selected date range.

It may be limited to a particular, Detention Period, Campus, Year Level, House and/or student,
Reason (based on the Detention Reasons entered in Student Pass Reasons) if required.
There are options to only view a particular detention type (All, Lunch 1, Lunch 2 etc) and/or the
attendance type assigned to the detentions. Also Those Not Reassigned Only and Those
Reassigned Only.

b7 Detention Log o= | =)
BeolR I - :
CORED Student 10/Name e e Detention Period Ve e (e
I P — &I (Separate mipie years with a corma) _ . _
' [ 14/07/2014 = | Ta: [19/09/2014 & A Detertions £ Present Only ¢ Absert RFA Orly " fuay Orly Hause: - P Noified = Parent Notified Of Detention
¢ Today Only 8/09/2014 € Unknown Only € Blbsent Only ¢ Suspended Orly I Unifarm Detantion Oriy ; ?lDET‘nD;S o [~ Special Education| Studerts Only P N4 = Parent Noffied Of Absence
(" Mext Detention Day 8/09/2014 Right click. on any selected entries to change the detention date and/or reason o to mark the detention attendance: AU EREERESIRI AT
EREEEEY " Thoss Reassigned Only Feason -
Det Dale | Student D | Lat Nams First Nams Yea |Home Gioup | Reminded | Type Given By Reason Josus Date |Ret# | 0igD Dale |Seat | Attendance | f Micsed | Resssoned Ta P Notfied PHA | -
/0972014 ALLSA ALLEN Beth 2 R [ Fecess  NONE Behaviour 209204 863 9/0/2014 0 u
0972014 ALLEA ALLEN Beth [ERTE) O Recess  NWONE Bebaiour 209208 RS 9/09/2014 Bbsert 1 B 5] 8]
20972014 ALLEA BLLEN Beth [ER ) O Recess  WONE Behaiour 2092Ma BRI 9/09/2014 Absert 1 amsne 5] 8]
) At Schosl Uriform (30/07/2014]
A0B/2014 AMAST AWATO Dariel nooa 0O GherSehonl oin o 0N T2 3170 1 m] u]
TA0B/2014 AMAST AHATO Driel nooa O Aedthodd o ritorm [30/07/2014] W0 T2 07RO Bbsert 1 amens m] u]
1/08/2014  BROT3 BROMLEY Hayley oA O Twancy  admin Lote (Z8/07/2014 1200 M) 27/07/2004 766 1/08/2014 =] 5]
Aer Sichool Uriform (30/07/2014]
310772014 ALLDZ ALLFORD Jessica Al A a 20 Mirtes admin Dress/Skirt 30/07/2014 770 3140724 o a [}
AT AMAST AMATD Dariel oA 0O GherSehonl gin o (30/07/2014) WOTIEONE TR 3704 10842014 u] u]
/0712014 BROT3 BROMLEY Hayley nooA O Tuancy  admin Late (28/07/2014 0330 M) 27/07/2014 764 31072014 u] u]
/0712014 ALLEA ALLEN Beth [ERSE O Tuancy  admin Late (27/07/2014 0208 PM)  27/07/2014 755 30A7/2014 o 8]
Afer School Uriform (30/07/2014]
0072004 ALLO2 ALLFORD Jessica nooa O Ghersehod in pkorm 31 0070 FIO 107200 By o warezos O m]
30/07/2004 BROT3 BROMLEY Havley nooa O Tuancy  admin Lale (25/07/2014 0319 AM)  27/07/2014 743 30A7/2014 m] u]
29/07/2014 ALLEA BLLEN Beth 2 ez O Tuancy  admin Lale (25/07/2014 0357 M) 27/07/2014 751 23072014 5] 5]
29/07/2014 BROT3 BROMLEY Havley nooA O Tuancy  admin Lale (25/07/2014 0313 8M)  27/07/2014 747 23072014 5] o |-

Total Entrics: 20 Send Text Msg SV File Phint Detention Slips Delete Refresh Pint Print Detetion Aol here |5 Clase
ToParents (Selected Entries)

The Reminded column is set from the Class Attendance screen when a teacher right clicks on a
student with a D on their photo and selects Student Reminded for the detention.

The Ref # column refers to a particular detention. All reassigned detentions will use the same
reference number.

The Orig Date column shows the original date the detention was assigned to.

The # Missed column shows the number of times the student has been marked absent from the
particular detention.

The Reassigned To column shows the date the attendance has been reassigned to if the student
was marked absent from the detention.

The P Notified column will be ticked if the Send Text Message To Parents function has been used
to notify the parent/s that the student has been assigned a detention.

The PNA column is ticked if the Send Text Message To Parents function has been used to notify the
parent/s that the student has been marked Absent from a detention.

To mark a student Present/Absent you just select the entries that you want to mark with the same
attendance and right click. Select either Unknown, Present, Absent, Away, Absent — Move To After
School Detention, Absent — Referred For Further Action (RFA).

Entries in Black are those where attendance has not yet been taken.
Entries in Blue are those where attendance has been taken and the student was present.
Entries in Red are those where attendance has been taken and the student was absent.

If the Re-Assign Students Marked Absent From Detention To Another Detention option in Detention
Options is enabled IDAttend will add a new detention entry to the next available day. IDAttend
keeps a count of the number of times a student has missed a particular detention. If IDAttend is set
to mark students absent for day if absent for the roll class then if a student has a detention that day
then it will be moved to another day, without incrementing the Missed count and the detention will
be marked as Away for that detention that day. If the Absent For Day option is not ticked in System
Setup then IDAttend does not automatically mark the student as Away from detention. In these
cases when the student is marked Absent from the detention the system will check if the student
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has been marked at school at any stage and if not will not allow the student to be marked Absent

from the detention. In this case you can mark them as Away.

If Absent — Move To After School Detention is selected then the student will be moved to the next
available After School detention date.

If Absent — Referred For Further Action is selected then a new detention date will not be assigned.

To change existing detention dates select the entries required and right click and select Change
Date. Keep in mind IDAttend can only change the date for a single day at a time. If a single entry is
selected then you will have the option to change the Date, Reason and Assigned By fields. Reason
and Assigned By cannot be changed if multiple entries are selected.

The Date screen will popup that will allow the changes to be made a required.

. Detention Date B

Change Detention Date

[« | June 2010 [ |

g2 3 4 5

8 3 10 1M 12 13
14 15 16 17 13 13 20
21 022 23 4 % X/ F
28 29 30 1 2 3 4

5 6 7 8 58 10 1

< Today: 1/06/2010

Save Cancel

To take attendance from the Detention Log select the entries you wish to take attendance on and
right click and select either Unknown, Present or Absent.

To delete a detention entries just highlight the entry/s required and click the Delete button. It is
important that when deleting an entry you also delete any entries for this event (same Ref #) that
occur after the entry being deleted. Refer below for information on how to see these if there are any.

To print the detention log as it is displayed click the Print button.
To Refresh the log to see if there are any new entries added just click the Refresh button.

There is also a column in the log for the entry of a Seat Number. Some schools like to keep track of
what seat a student was assigned to in the detention for the purpose of tracking vandalism. If you
wish to use this option then as each student arrived double click on the entry for that student in the
log and the Change Date screen will displayed. The seat may be entered on that screen. If a seat is
entered the student will automatically be marked as Present. Remove the seat number and the
student will go back to Unknown attendance.
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There may be a need to see all of the entries for a particular student event (same Ref #). By right
clicking on the event you wish to see you can select Show All Entries For This Event option. This
will change the display so that it is only showing all entries for that one event regardless of all other
filter settings.

You can change/delete/mark attendance with these entries as you wish. Once finished just click the
Refresh button to go back to the previous view of the log.

There is also the option when right clicking on selected students to Toggle Reminded Flag. This
option is for where a teacher may have reminded those students that they do have a detention at
lunch time or whenever. Using this option will tick the Reminded box if it is not ticked or untick it if it
is ticked.

The Print Detention Slips button may be used to print Detention Slips for students assigned to a
detention for any day. This option may be useful as a reminder to students that they have a
detention that day. They could be printed off early in the day and given to the roll class teachers to
hand out. The slips are printed in Roll Class (Home Group) order.

Print Detention Roll may be used to print a roll for the detention teacher that has provision for
students to sign when they attend the detention.

The CSV File option may be used to export the displayed detention log to a CSV file for use in other
software.

Note: If a student assigned to a detention for the day is marked absent for that day either
from the Class Attendance screen or the Daily Absences screen the student will have their
detention automatically assigned to the next available day. This will also occur if the student
leaves the school early, prior to the detention via the Student Passes screen. Students
signed into Sick Bay will also have their detention reassigned but it will be moved back to
the original lunch time if they return to class prior to the detention time.

Students who have had their detention assigned to another date because they were absent
earlier in the day and arrive at school prior to the assigned detention time will have their
detention re-instated for that day.

Special Note: For IDAttend to maintain the log automatically the default Attendance for
detentions must be set to Unknown in Tools/Detention Options.

If teachers are permitted to assign detentions then the Detention Log will appear under the Teacher
menu also.
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There is a button on the log screen that allows you send a text message to the parents of students
who have been assigned to detention on the date selected or you can use the Date Is the Date Of
Detention option and this will be those students who have a detention on that date.

There is also an option to send a text message to those students absent from detention on the
selected date.

; Send Parents A Notification Text Message | 2

Students Aszigned To Detention Today [Detention may be on another day]

Date Given: 3/09/2M4 = | [ Datelz Date OF Detention
[ After School Detentions Only

[ Those Students Absent From Detention

r Thioge Students Abzent From Detention AMD Re-Azzigned Ta
After School Detention

[ Detention Message Format 2

v Uze Student Prefered Mame
[w DaMaot Uze Student Last Mame

I Show List Of Thoze Parents Mot Contacted
v Only Thoze Entriez Mot Sent Previously
Text mezzages are zent bazed on student contact PAW flags DMLY

Test mezzages will zay '1DAKend SHS<date aiven:.
<ztudent namer waz azzigned to a <detenion types
detention today for <Feazon:. Detention iz on <date
azzigned:. Mo, of daps: <Days:." Additional text to be sent
mat be entered below.

[ Scheduled Date/Time Far Deliverny
[f the tatal meszsage length exceeds 160 characters and

wour b asimum Magz zetting in SMS5Global Setup iz zet o1 Date: | 8/09/2014 _~ Time: |EI1 2P =

gesslge e v s irssege wll b sz 4dd 1 Hour To Seheduled Time I Dayliaht Saving Is
Pleaze contact the zchaoal . Active In Melbourne

[f ho zcheduled tirme iz set then the meszage will be
- delivered now.

[ Send Meszage az being fram |IDA-SHS [Sender 0]
I Place Of The Usual Mobile Mumber, So Recipient/s Can Mat Beply

$24 26 Credi - 243 Prepaid Creditz B emaining

Frocess ‘

Cloze |

This option is only available if text messaging has been setup in IDAttend, and also only uses the
contact P/W flags option. Refer to Student Details section for more information on the P/W flags.

Text messages can be sent to parents based on those assigned a detention of the selected date,
regardless of when the detention is set to be done. They can also be sent based on the Date of the
Detention if that option is ticked.

They can also be restricted to those students only who have been assigned an After School
Detention.

There is also an option to send text messages to those parents where a student has been marked
Absent from their detention and also only Those Students Absent From Detention and
Reassigned to After School Detention.
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Depending on what option you select you can see what the text message will say in the Text
Message Will Say area of the screen.
Detention Message Format 2 has a different message wording to suit some schools.

Clicking the Process button will display a list of students that messages will be sent to the
nominated parents and clicking the Process button on that screen will send the messages.

The P Notified box will be ticked for those students where a text message has been sent regarding
a detention.

The P N A box will be ticked for those students where a text message has been sent for a student

being absent. If the detention was reassigned to another date, then that will be included in the text
message sent, and the P Notified box ticked for that date as well.
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Items Loaned To Students

This is an option in IDAttend to record the loaning of items to students. Typically, this would be
uniform items but can be used for anything loaned to students.

Any number of items can be predefined in Tools.Lists/Student Pass/Other Reasons.

#J Student Pass Reasons X
" Late To School/Late Arrival (" Class
¢ Early Departure [Leave) ¢ First Aid
¢ Uniform * Loan ltems - Students
" Sick Bay " Loan Items - Staff
¢ Items Handed In ¢ Library/Study In
¢ Admin Appointment " Laptop Repair Categories
" Off Campus (" Laptop Student Cost Items
" Activity (" Behaviour Level Reasons
" Detention (" Attendance Level Reasons
" Going Home Sick " Withrawal Room Reasons

Sot | Reason
1 iShoes
2 Shirt
3 Short
4 Pants

Defaul
Delete | Close Add | Set

t only and do not decide if the absence is approved or not [except
Late To School and Eally Depalh.le] This is done at the time of issuing the pass. Approved. Has Note, Parent
Present or Parent Telephoned must be ticked to make the absence approved.

Items can be loaned to students from the Students Passes screen, if that option is turned on in
Admin/Options/Student Pass Options.

. Student Passes Ctrl+B = Bulk Scan on/off ~ Ctrl+T = Bulk Scan Same Time on/off Ctrl+P = Print Pass on/off

Reason (select one) ||
Reason: B
Shoes
Shirt I Approved
I~ Has Note
|~ Parent Present
Short : <
[~ Parent Telephoned  Call Time: [ 109:25 &M =
Pants
¥ Do Not Print Parent Copy Of Late Slip
v Do Not Print Teacher Copy Of Leave Pass
HieEK v Do Not Print Adrin Sianature Fiald
Student: |4LL54 Save I Cancel I
Beth ALLEN - 12/FA12A

Multiple items may be selected for the student. If an items are manually entered you must press the
Enter key after each one, including the last one.
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There is also the option of requiring a student signature, if a Topaz signature tablet is installed and
that option is enabled in Admin/Options/Digital Signature Options.

All items loaned are recorded in the Admin/Logs/Items Loaned To Students/Staff Log (Ctrl J)

eI Student: Year: Scanned Slip #: ||
@ Tem: Al > [Separate multiple years with a comma)
C Fom  [27/m/2005 2] To: [11712/2015 -] Campus: | <] Hewe [ <]  Students Only
" Today Only 2/12/2015 " Staff Only
Al Including Previous Years I Items Not Retumed Only
T Date| Student ID Last Name First Name Year HG Item Ref # Date Retuned| Ref # Comment | Sig |PN
v
30/11/2015 05:04 PM AHLS1 AHLES Neil 12 AS Shoes 1525
19/11/2015 0853 AM AHLS1 AHLES Neil 12 AS Skirt 1528
191172015 08:59 AM AHLS1 AHLES Neil 12 AS Shoes 1528
16/11/2015 07:53 &AM JONSE JOMES Luke 1mc Shoes 1527 a
12/11/201509:36 AM ALLS4 ALLEN Beth 12 FA124 Shoes 1531 v
11/11/201509:36 &M ALLS4 ALLEN Beth 12 FA124 Skirt 1530
RRKEKKE KKK ARHERRERE KR RRRC
VYWV YWY VYV VYYY
03/06/201510:32 AM AHLS1 AHLES Neil 12 45 VRV VRV YYY 1262
VYWV VY VYYY
VWY
24/04/201503:25 &M ASPO1 ASPINALL Sally 11 4 shoes 1090 3041172015 05:33 PM 1526 J
Sent Email To Parents About 4 Print .
ltems Not Retuned | CSV File Refresh | Return r Receipt Loan New Items Print Close |

By default, the log is set to Students Only and Today Only but any date range may be set.
Even if multiple items originally loaned to a student, each item will have its own entry in the log.
Items in Red are those not yet returned and items in Black are items that have been returned.

There is an option to of ltems Not Returned Only.
The log may be filtered for a particular student (student ID or Last Name and press Enter key),
Campus, Year Levels/s or House.

The PN (Parent Notified) column indicates items where the parent has been notified about items not
returned. Please refer to the section further down on sending emails to parents with regards items
not returned.

When a student returns an item, select the entry in the log and click the Return button. A screen will
be displayed with a list items that were loaned to that student from that ‘loan event’. The Date
Returned will default to current date and Time will be the current time. Both may be altered if
needed. Tick the item/s returned and optionally, any comment you wish to add.

Click the OK button to save the details.
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. Loan Return et
Neil AHLES -12 AS

Date Retuned: I 2 /12/2015 vI

Retumn Time: IDEI:3B AM Enter 9:10AM as 910 press Enter key

Tick the items returned and add any comment if applicable

tem | Returned | Comment
Shirt [v] Mot in very good condition|
Shoes ]

0K | Cancel |

Returned items can also be scanned if the original loan receipt is available.

If the workstation is connected to a receipt printer and Print Receipt option is ticked a return receipt
will be printed for the student.

Items can also be Loaned to Students from the Log Screen by clicking on the Loan New Items
button.

; . Loan Item/s To Student x

Student ID: |JONS7
Louise JONES - 11 C

Date: I 2122018 'vI
Items Loaned. Select 1 or more

ltems: [Shoes |5P:_nls
it

Shorts
Skirt

Save | Close |
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Enter the Student ID or Last Name of the student and press the Enter Key.
The Date will default to the current date. Dropdown the Calendar to select a different date.

A list of predefined items will be displayed. Select any humber of items from the list or type in a item
manually it the Items list on the left. If an item is entered manually you must press the Enter key
after each item entered.

Click the Save button to save the loan entry.

The Log may be printed by clicking on the Print button. All items displayed will be printed.

The Staff Only option on the Log screen will display a list of items loaned to staff.

To loan items to staff the Log must be in Staff Only Mode.
The staff must have been setup in Staff/Staff Details

The procedure for loaning items to staff is exactly the same as for students except staff can not be
loaned items from the Student Passes screen, only the Log screen.

Staff also have a different set of predefined items in Tools/Lists/Student Pass/Other Reasons.
Notifying Parents By Email of ltems Not Returned

There is an option to have IDAttend send an email to parents with regards items not returned. This
option is not available for Staff.

@ Email Parents About Loaned Items Not Returned X ‘

THis function will email parents with a list of items loaned to their student and which have not yet been returned. The selected
students are based on the date range selected on the date range and filters on the ltems Loaned To Students Log.

Only Those Items Loaded More Than: I?_ Ago

Subiject: |IDAtlend SHS - Items Loaned &nd Mot Yet Returned

¥ Use broadcast@idattend. com.au As The Reply To Email Address
¥ Only Those Items Where Parents Not Yet Notified
[ Only Those Items Where Parents Have Been Notified

Additional Email Text
Please arrange to have the items retumed in good condition ready to be loaned out again or contact the school on 07 9999 9999,

Email Wil Read
IDAttend SHS
Dear Parent / Guardian
Student: <Full Student Name>
<Student First Name> was loaned the following items by the school and our records indicate they have not, as yet, been retumed to the school,
Date Loaned  ltem
dd/mm/ypyy Item 1
dd/mm/ypyy Item 2

elc

Additional text abave

I
Email Signature Send Close ‘
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This function will display the screen above.
The range of students selected will be based on the date range and other filters set on the log
screen.

By default, the function will not include items loaned to students in the last 7 days, depending on the
date range used on the log screen but may be altered to any number of days.

If you have a ‘Broadcast’ email address defined in Email Setup you will have the option to use that
as the emails being sent from otherwise the users email address will be used with Office 365.

The option Only Those Items Where Parent Not Notified will be ticked by default. If unticked then
any items where the parent has already been notified by this function will be included.

The option Only Those Items Where Parents Have Been Notified selects just those items with the
PN filed ticked in the log.

The Addition Email Text box is where you can enter any addition information you wish to be
included on the email.

The addition text is saved when the screen is closed.

If the Only Those Items Where Parents Have Been Notified option is selected then you will have a
different Addition Email Text as the wording for that may be different.

There is a section that shows basically what the emails will look like. The basic structure is not user
changeable.

To send the emails click the Send button.
If the user does not have a ‘Signature’ setup in IDAttend then they will be informed and the Email
Signature button can be used to set one up for the user.

A list of qualifying students will be displayed. You can choose to untick the Process flag for any of
them.
Clicking the Process button will send the emails out.

As with all email functions in IDAttend it is recommended that the Email Queue service be setup to
help with the sending of emails.
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Admin. Appointment Log

The Admin. Appointment Log is available from the Admin/Logs menu (Ctrl+H) and shows all
students who have been assigned to an Admin. Appointment for the selected date range. It will also
show the time the student returned to class.

There are options to restrict the log to a Campus, only Those Students Still In Appointment.

The log can also be restricted to a particular Admin. Appointment person/department based on the
options setup in Tools/Lists/Student Pass Reasons for Admin. Appointments.

The log may be used by those that are seeing the students to see who is there, who should be there
and who will be there.

Date Range: | & /09/2010

| To [&smas2m0

Only Show Enteis For: I

=

j [~ Students Still In Appaintment Orly Campus: I

=

© Date| Student ID | Last Mame First Mame ‘whorn Seeing Time Ot | Status

6/03/2010 DAHST DAHLSTROM Karen 0912 &M

524 Deputy

[~ Refrezh Every Minute

Appointment |n | Sign Out |

Hefreshl Print | Cloze |

To sign a student out of an Admin. Appointment from the log screen just highlight the student and
click the Sign Out button. The time signed out may be altered if required. Students may also be
signed out of an Admin. Appointment via the student passes Return To School/Class option.

Enter 9:10AM as 910 press Enter key

Time Out: IEI'I:EIE Fid

[ Frint Pass

I

Cancel |
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Students may also be signed into an Amin. Appointment from the Log screen by clicking on the
Appointment In button.

. Admin. Appointment | &8 |
Student [D: |FULDZ2 Find
Les FULLER
Date: | 3027899 = | Time: |EI'I:12 Phd Enter 3:104M az 910 press Enter key.
“whom Seeing: | Whom Seeing (select one)
1. Chaplain
2. Deputy
3. Guidance
4. Principal

Save |

Enter the Student’s name or ID and press the Enter key.

The Date and Time will default to the current Date and Time but may be altered if need be.
Next click the Whom Seeing field and a list will pop-up with the various options that have been
defined in Tools/Lists/Student Pass Reasons for Admin. Appointment. Select one.

Click the Save button.
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Daily Absences (F3).

This feature can be selected by going to Admin menu Daily Absences or clicking (F3).

This screen is used to enter absences over any date range in the school year. It will overwrite
existing attendance data with a warning, except Unexplained Absences.

All IDAttend absence types may be used from this screen.

Each school should use only relevant absence types applicable to their Administration System.
The Daily Absences function can also be used to pre-enter a phone call from a parent to say that
their student will be late for school that day.

Once in this screen select either, scan the student ID Card or enter part of or the full student
surname and press the Enter key.

The Absent From and To dates may be altered to suit, The default is the current date.

The Periods From/To that the will be /was absent may be selected for example P1 to P6 (the
default is the entire day).

If the absence is an ongoing one for an entire day over a date range then the Every option may be
used to select every Monday, Tuesday, Wednesday, Thursday or Friday. If using this option then
the start and end dates must fall on the day selected.

‘Absence Type’ allow you to change an absence type (the default is Approved). Reason text may
be optionally entered.

There is also the option to scan Late Passes signed by parents from this screen by enabling the
Returned Late/Uniform Pass option.

Student records are automatically updated when using these options.

Important Note: If entering an absence for a date range and the absence is for all periods in
each day after day one then you should tick the All Periods After Day 1 option. The reason
for this is that in many school timetables the number periods for each day varies and if this
is the case in your school and the end period (based on the To Date) is not the maximum
period for any of the days in between the dates then IDAttend will only enter the absence on
each day up to the period specified for the To Date.

The Every dropdown list allows you optionally select the day that the absences will only apply to for
the date range selected. If using this option and for example the day selected is Wednesday then
the Start and End Dates must be a Wednesday. While any date range for the school year may be
used it is recommended that this function only be used up to a term/semester in advance as the
student/s may change the day etc that they go and this would require manually deleting the
attendance for these students from the point of the change.

The Keep All Settings For This Session option may be used to keep the last used date range,
periods, absence type and comment even though the student is different.

The Default To Last Student Entered option may be used if you have multiple but different
absences to enter for the one student. It saves you having the enter the student first each time.

Student Will Be Late To School Arriving At — This option is used for recording phone calls from
parents to say that their student will be late for school that day.

f* Will Be Late For School. Arriving At 1100 Ak

If selected you should enter the expected time of arrival at school. The time should be entered the
same as all times in IDAttend. 09:00 AM should be entered at 0900 and press Enter, 1:30PM should
be entered as 130 and press Enter. When the student does arrive at school to get a Late Pass
IDAttend will look up the details of any prior call and entered them for you. If the student arrives
more than 30 minutes after the expected time of arrival the passes function will inform the operator.
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b 4 Daily Absences £

[ Default To Lagt Student Entered [ Keep all Settings For This Session
[ Returned Parent Lates/Uniform Pass
Student D: | [~ Approve Existing Late To School

Student Attendance | Type Student 1D, Last or First name and press Enter key SE|§'t3tEf|'-“|u|ttip|E
udents

Baze multiple studentz on year IW Timetable

Absent From: | 8.,/09/2014 |  Te: | 8/03/2014 |
Periods |RC | To |P7 | Inclusive

Eveny: | j [f uzing the Every option the Start Date must be the first day of the absence.

[~ Parent Telephoned  Call Time: [ SMS
[T Documented [eg. Medical cerificate/Mote). Dated:| 8 /0972014 - [ Email
[~ Parent Prezent

Ahzence Type
{« Approved " Suspended " Sport " Matural Dizaster
= Sick " Suzpended Long Term ¢ Suzpended Pending Exclusion ¢ Exempt
" Medical [~ " InSchoal Suspension = Otker " Attendance Mot Expectad
£ DE’_"tiSt (" waork Experience = Uszer Defined [ Mon Feportable
(" Holiday £ 0ff Campusz ™ Exclusion [will Mot bee exported)
™ Unexplained " Unjustified
(" Present " School Achivity Wil Be Late Faor Schoal. Arriving At
Reazon/Comment; -
Save Cloze
| Abzences Entered This Seszion
Mame D ates Perniods Type

There are options to indicate that a Parent Telephoned (optionally with the time of the call), a
Note/Documentation (the note date can be altered if need be) has been handed in or that the
Parent is Present, was via SMS or Email.

Note: The Daily Absences screen will, with a warning, overwrite existing attendance entries
previously entered for the date range entered. If you are unsure what will be overwritten you
can say no to the Overwrite and click the Student Attendance button to see what will be
overwritten.

Select Multiple Students — This button allows you select multiple students that the selected
options will apply to.

If using this option you will first need to select the date range and periods the absences will apply to.
The Every day option may also be used.

Select the absence type, comment etc. All options available may be used.

Click the Select Multiple Students button.
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§ Student Selection - -
——

I

Select From ear

-~

rz Home Group
[ 8
3 Clazs
ESC
f v 11
.IF.T|_.Hr-JELL h [~ 12 House Code
—_
BL.f-‘-.STEIEK SaII_I.J =
W_—_ Al‘

BOWTELL
BOYD Daniel
BRAMD Andrew

Cameron

Student 1D or Mame
BRIDGES Aigia | [ 11 ]s | |

BRISCOE M atalie 1 A

Prezs Enter key after

BROMLEY Hapley m A typing 10 or Mame
BROOKES Brendan 11 A
BROWHN Leonie 11
Select Al | Dezelect All | Students Selected: 11 Save | Cancel |
Student Gru:uup:l ;I

You will then be able to select multiple students based on Year, Class, single student or Student
Group. Once all students have been selected click the Save button and the settings selected will be
applied to each student. If any students cannot have the absence type applied because of existing
attendance entries a list of these students will be shown. These will need to be done on a one off
basis once it has been determined that you wish to change their existing absence types.

Note: Once you have selected the students you want you should click the Save button before
trying to select a different group or the originally selected students will be lost.

The Daily Absences function should not be used for student excursions. The
Admin/Excursions/Camps function should be used.
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Printing Class Lists

This function of the system allows you to the printing of Class lists with or without photographs.
Remember once set up the defaults will be kept.

Go to List menu Class Lists — in this screen you are able to print lists with or without photographs
including ‘Classes’, ‘Excursions’ and ‘Timetable Variation’

% Claszes Azt | 4/09/2012 ~ ¢ Escursions
Year: [Separate multiple years with a comma) Year
Home Group: Home Group:
Teacher | ﬂ Excursior: | j
Mew Page Per
Class: | j Clazz Per Period
For Dyt ,—L| | WELE J and ||_ IWERE J Timetable ¥ ariations
Only Period: »| [ Single Rall Mark Per Diay Wariation Clazs: | ﬂ
Only Classes Beginning 'ith " Detention
Exclude Claszes Beginning ‘with Separate muliples with a comma [,]
Detention Period: | ﬂ
[~ DoMat Grey Out The Dayz That A Clazz Does Mot Occur On
Text Printed Under Photos ~ Do Not Frint Ph h
|First Mame/Last Mame j Photo Size— i o NatFrint Photographs
" Large 7 Medium % Smal  © Wery Smal
|IDHDDB j Exclude Home Group:
| J W Phaoto Border [~ Print Photos In Grey Scale
T ext Calaur - Width: |6 Border Colour: -

Print Gender Next To
Student Mame

¥ Include Student Barcode | Student [D -

[v Include Class Barcode

[~ Prirt Page Muribers

v

™
[ Inchude Uniform Barcodes

-

-

v

Pritt MTWTF Blocks For The Week Ending: TA0952012 - Test: ,A—

Print MTWTF Blocks For The Fortright Ending: [14/03/2012 =] Tenst [w2

Prirt Uriform Blocks Text: 'LI—

Print Mote Blocks Test: W

Frint Teacher Signature Blocks

Left Margin: l_ i [ Foll Call Claszes That Occur Twice & Day [AM/FM] [~ Group By Teacher

Barcode Type: |Eode‘l28f-‘« j
Barcode Width: |22 mm

Instruction Tao Teachers: |Malk all students naot prezent in class az absent even if known to be on excursions/in other clazzes

Additional Test To Include At The Top OF Class Lists: |

[ Send To Printer &5 & Single Print Job Rather Than One Job Per Class

Preview Brint LCloze Sawve Settings

e Select the Photo Size required. The size used is determined by how many students are in a
class and what other options are printed on the list.

e Small photographs with 2 blocks printed under each student, student barcode and teacher
signature blocks will fit approximately 30 students per page for the class.

e Select with ‘Border’ if required around photograph

e Select ‘Print Photos In Grey Scale’ if large images are used (helps save toner)

You can select what is printed under each student photograph can be selected. By default

Student Name (First/Last) is selected.

Border colour and width can then be changed if required

Text colour can be selected

Tick ‘Include Student Barcode’ if required

Tick ‘Include Class Barcode’ and/or ‘Include Uniform Barcodes’ if required and

Barcode Type should be selected (use Code 128A unless you have a reason to use some

other type of barcode)

Barcode Width should be 22 mm

e Then personalise the rest of the form with page number, Day Blocks (from weekending) or
Fortnight Blocks, Note Blocks, Teacher Signature Blocks (recommended). You may set a
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short code next to the Day Blocks that will be meaningful to help teachers identify what block is
what.

If required a Left Margin (e.g. 10mm) can be set.
Instructions printed at the top of each list may be set. There is a default.
To print just your Roll Classes select the roll class period from the Only Period drop down list.

To print class lists for a teacher who is absent, select the teacher from the Teacher drop down list
and then select the day that they will be absent. The date next to the day will default to the date of
that day in the current week. If printing is usually for 2 weeks worth of attendance then you can
optionally enable the send date which will default to 7 days later. If the second date is enabled then
two single day blocks will be printed.

Print Preview can then be viewed and checked prior to printing. Depending on the available print
memaory you can print directly from this page or return to the ‘Class List’ screen and select print. It
is NOT recommended to print class lists from the Preview screen as the preview will send each

page a bitmap and many printer drivers cannot handle the complexity of this and drop photographs
towards the end of the page.

Remember, Whole Years, Home Groups and Roll Call classes can be printed by selecting these

fields and not limiting the search criteria in other fields.

To save your settings as your defaults click the Save Settings button.
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Excursions

This function of the system allows you to control Excursions and Camps. If required you can take

attendance depending on your admin policy.

Go to Admin menu Excursions/Camps and click on ‘New’ art the bottom right of the screen. Then

populate the screen fields.

~ Excursion Details
Date Fom: [ /017206 _~|

Description: |

[ hHe[

To: | 7/01/206 _~|

Year

Class:

I j‘

Period From: |

ZlTo: |

Teachor.l

=

=

Frequency: IEIncs Only

3 Days:|

How Often You Want To

Separate with ,

Mark This Excursion gy dents On Excursion: 0

¥ Excursion [not on school grounds)

I~ School Camp [not on school grounds)

I~ Off Campus Activity (not on school grounds)

I~ School Activity (at school)

I~ Sport ot on school groundsl)

T~ Exams [at school]

I~ Non Reportable Excursion unless Absent [at school)

Delete | MNew |  SavesStudents |  Ciose |

Excursion Year must be entered although students may be
added from ather years as well provided they share or use the
same timetable. Period range will be based on the year level
entered .Do NOT mix students from different year levels that do
not have the same timetable periods on the same excursion.

¢ ‘Date From’ to ‘Date ending’

‘Description’ is the name of the Camp or Excursion

e Year MUST be entered and Home Group can be entered if required. This will initially limit the

student selection list to those in the entered year/HG.
e A separate ‘Class’ can be selected, if applicable, from the dropdown box

‘Period From’ and ‘Period To’ must be selected from the drop down lists and is based on the

start and end date of the excursion and the entered year level. The default is all periods.
Note: If the excursion is over multiple days then a Red tick box will appear under the

period lists.

— Excursion Details

DateFrom: | 7 /01/2016 _~|

To: | g/01/2016 _~|

Description: |

Year: E HG: |

Class: I

=

Period From: |F'3

3 To: |F'7

¥ Al Periods on Days In-between Dates

=
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By default, it will be ticked which means that every period on subsequent days will be
included as part of the excursion.

If, for example, your excursion does not start in the First period of the day and the box is
ticked the first day will be from the start period till the end of the day and subsequent
days will be all periods of the day and the last day will be from the First period till the End
period selected.

If the box is unticked then only those periods between the Start and End periods will be
included on all days of the excursion.

A ‘Teacher’ can be assigned if appropriate

‘Frequency’ can be adjusted if activity is conducted more than once.

Select ‘School Camp’ if the excursion is a school camp.

Select ‘Off Campus Activity’ if the excursion is to another educational institution.

Select ‘School Activity’ if the excursion is for some form of organised school activity.

Select ‘Sport’ if the excursion is a school sporting activity.

Select ‘Exams’ if the excursion is a school exam activity.

Select ‘Non Reportable’ if the excursion is something where the attendance should not be sent
back to the school’s administration system.

Frequency — The default is Once Only. If the excursion is more than one day in duration, and you
wish to be able to mark the attendance each day then you should select Daily from the Frequency
dropdown list.

The Weekly, Fortnightly and 4 Weekly options should only be used if the excursion will only occur
on the day of the nominated start date and only on that day every Week, Fortnight or 4 Weeks
respectively.

If the excursion will re-occur on a particular day each week of the date range selected then you
should select User Defined and in the Days field enter 1 for Monday, 2 for Tuesday etc. If multiple
days in the week then, for example, 3,4 can be entered for Wednesday and Thursday.

Unless Once Only is selected separate excursion entries will be created on the selected days. Each
will be a separate excursion once created. Adding or deleting students in one will have no effect on
the others. The same applies if the excursion is deleted.

Delete New | Save/Students | Close ‘
Create Home
Create Home Grnup Group/Period Based
Based Excursions ExCUrSIONs

When creating a new excursion there are two extra buttons on the screen.

Create Home Group Based Excursions — This option will select all students in the nominated year
level and add them to a new excursion for each Home Group (Roll Group) with the excursion name
being that which has been entered plus the Home Group name. Eg. Year 7 Excursion — 07ABC

All of the students in Home Group 07ABC would be added to the excursion. All Home Groups within
the nominated year level will have their own excursion created.

This may be handy on days where regular classes are suspended for a particular event and you
wish to mark the students based on their Home Groups.

Create Home Group/Period Based Excursions — This option will select all students in the
nominated year level and add them to a new excursion for each Home Group (Roll Group) for
EACH period in the day with the excursion name being that which has been entered plus the Home
Group name. Eg. Year 7 Excursion — 07ABC — Period 1

All of the students in Home Group 07ABC would be added to the that excursion. All Home Groups
within the nominated year level will have their own excursion created for each period or each day.
This may result in many excursions being created. Each may be marked for each period of the day.
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This may be handy on days where regular classes are suspended for a particular event and you
wish to mark the students based on their Home Groups.

Both of the above options have multiple warnings before the excursions are created and students
assigned to them.
Be certain that either of the above options are what you want before using them.

Before proceeding ensure that your excursion date range and periods are correct as
assigning students to the excursion will overwrite some attendance entries, Present
and Unexplained. If you make a mistake with the date range or period range this
attendance will be lost and cannot be undone.

Once the excursion details are correct click ‘Save/Students’.

The student selection screen will appear. Depending on the Year/Home Group/Class selected for
the excursion it will have limited the list to students who fall into the selected year level and/or
selected class and/or entered Home Group.

§

1D Last Name First Name Year |HG Gender  House Code Status | A Student Selection Filters
ALLS4 Allen Beth 12 Fa12a F RED & S FE e
AMBS0 AMBROSE Brian 12 A M A -7 MG |
AMESO AMEY Rebecca 12 A F &
ANDS4 ANDRONIS Tina 12 4 F A L8 — =
ASPS1 ASPINALL Nicholas 1212 M A 3
A5580 ASSELMAN Robert 12 A M [~ 10 House Code: ae
BAKS0 BAKER Jeremy 12 A M rn
6764021231) BARENDSE Julian 12 A M v 12 Gender: I_
BONST BONSOR “Yvornie 2 A F Other I
BORS0 BORYS Jessica 12 A F )
BOW02 BOWTELL Kathryn 12 A F
BOYS1 BOYD Kisty 12 4 F
BRES0 BREMER Sarah 12 A F
BROE2 BROWN Alison 12 A F
BROED EROWN Kelie 12 A F Shudent 1D or Name
BROE1 BROWN Mark 12 A M [
BROS3 BROWN Shaun'w 12 A M Sl e
BUISO BUI inh 12 A F typing ID or Name
CARS4 CARDEN Rebecca 12 A
CARS2 CARTWRIGHT Aty 12 4 I ESL Students
CASE0 CASS Lauren 12 A I Leaming Difficulties
CASE1 CASSIDY Darelle 12 A I™ Academically Advanced
Caum CAULTON Sarah 12 A [ Sports Excellence Program
CEPO3 CEPLECHA Nicale 12 A
CHAE4 CHATLEY Nicholas 2 4 Copy Students
rUIsn FHIETL T Philin 17 A v From Anpther

Students in BLUE are Future Students FErm
Select Al Deselect All | Students Selected: 0 Save Cancel

Retiospective Excursion, Do
Student Gloup‘.[ zl ™ Students Who Use Bus Transport [~ NOT add any students wha
have an unexplained absence
Student Activity: { j

If no students are displayed, then you just need to tick the year level(s) or select a class etc and
click the Find button. Students may also be entered on at a time by using the Student ID or Name
option. Just enter the student name required and press the Enter key.

Multiple year levels may be ticked along with the other filter options to restrict the list displayed.

You can then click ‘Select All’’Deselect All’ and save. Number of Students is shown at the bottom
of the screen. You can also select individual students by ‘Clicking’ on the student and holding the
‘Ctrl’ key down or using the ‘Shift’ key.

The Retrospective Excursion. Do NOT add any students who have an unexplained absence
option should only be ticked if adding students to an excursion that has already taken place and you
do NOT wish to include any students, who may have been selected, to be included if they have an
unexplained absence during the excursion. An example of this would be an a part day excursion but
some students were absent from Roll Call and obviously did not turn up prior to the excursion and
therefore should not be included.

IDAttend User Manual 53



There is also a button on the screen that allows you to Copy Students From Another Excursion.
If used just select the excursion and those students will be assigned to the new excursion.

If the students are part of a pre-entered Student Group, then that group may be select from the
Student Group dropdown list.

If the students are part of a pre-entered Student Activity flagged as an excursion activity, then that
activity may be select from the Student Activity dropdown list. This option is only available when
adding excursion students.

Click ‘Save’ and another screen will show the students in the Excursion or Camp. At this stage you
can Add or Remove more students. Adding students returns you to the previous screen.

Note: Once you have selected the students you want you should click the Save button before
trying to select a different group or the originally selected students will be lost.

Once the students have been saved the list of students on the excursion will be displayed. You can
click on the Add button to add more students to the excursion.

E Students Involved With Excursion/Camp X ‘
TEST 2
D | Last Name | First Name | Year HG | Status | Paid | Pemission

. BOYS1 BOYD Kristy 12 A O

. BRESD BREMER Sarah 12 A O O

| BROEZ2 BROWN Alison 12 A O O

| BROED BROWN Kellie 12 A O O

. BROE1 EROWN Mark 12 A O O

. BROS59 EROWHN Shaun W 12 A O O

. BUISD BUI Vinh 12 A O |

. CaARS4 CARDEN Rebecca 12 A O O
CARTWRIGHT Aty 12 A [ O

Students in RED are Future Students Student Count: 9

Print Remaove Import
Students | Students | Students | Close |

Do NOT remove students from an excursion after the excursion has happened unless you are going to mark
then as being somewhere else otherwise the students attendance will not be known for that time.

There are two tick boxes next to each student. Paid and Permission. If you wish to record this
information you can tick the appropriate tick boxes for those students. When clicking the Close
button you will be asked if you want to save the tick boxes. Click Yes.

NOTE: Ticking the Paid and or Permission tick boxes applies the ticks to ALL student’s in
excursions of the SAME NAME regardless of when they occur during the year. If you have
created multiple excursions with the same name for each day, then ticking these boxes for
one will tick them for those students in the others. Keeping your excursion names unique is
important otherwise they may be considered part of an earlier excursion.
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At any time, you can go into Admin menu, Excursions and double click on the excursion or click
the Save/Students button to view, add to or remove students from the excursion. You can also print
a list of the students on the excursion from this screen.

By default, IDAttend will mark all students on excursions as having been Present for the excursion.
Attendance for the excursion can be altered if need be by using the Class Attendance (F8) function
to mark a student absent from the excursion. (Select the appropriate date and then select the
excursion from the Excursion dropdown list) or double click on the blue excursion entry in the
display class list.

While you can remove a student from an excursion it is best not to do so after the excursion has
taken place as this will delete all attendance for that student for those periods of the excursion,
leaving classes not marked or only partially marked. The assumption then would be that the student
was present for the day when in fact they may not have been. It is best to mark the student absent
from the excursion which will also mark them absent from their normal classes but will allow
teachers to mark them present in their normal classes should the student attend those classes.
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Timetable Variations
Admin/Timetable Variations

The purpose of this function is to allow for timetable variations of students from their normal
classes. These variations could be for activities such as office duties, yard duties, assigned to
another class for that day, out or even irregular classes that occur during a student’s normal
classes.

T Timetable Variation @
Student ID: [DAHET B Student.s @ssigned to a wariation will autan_'laticall_l,l be marked az prezent for
J that variation. Attendance can be altered if a student does not attend by
K.aren DAHLSTROM zelecting the approprate wariation/period on the Find Clazz screen,

o Date Range

Start Date: | 4./09/2012 End Date: | 4./09/2012 Wariation Clasz Code:

Start Period: End Period: Teacher | ﬂ
Ewvery: - Select Multiple
S hudents Baze multiple students an wear |1_ Timnetable
" Single Day

Date: | 4/09/2012 -

Fer. Clazs Teacher Foam # per. Re-aszign | Assign To # per. | Teacher
RC FA1ZE EL 100 1 O 1

P1 P 3a, Jr 414 2 O 2

P3 MP3 Wil 15 1 O 1

P4 CS3 B LIE 1 O 1

P& DR3 L 12 1 O 1

P& EM3E CL 210 1 [l 1

[ Attendance Wil NOT Be Marked On These Classes Save Cloze Wiew Yariations

To enter a re-assignment you must first call up the student that you wish to make the entry for.
This can be done by entering either the Student’s ID or last name, or part there off, into the
Student ID field and pressing the Enter key. If only one matching student is found then their full
name will be displayed in blue on the screen. If multiple matches are found then a list will be
displayed allowing you to select the correct student. If you wish to select students using any
other criteria then you must use the Find button.

There are two options for assigning students to Variations.
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Option 1. Date Range

T Timetable Variation @
Student ID: [DAHET B Student.s @ssigned to a wariation will autan_'laticall_l,l be marked az prezent for
J that variation. Attendance can be altered if a student does not attend by
Karen DAHLSTROM zelecting the approprate wariation/period on the Find Clazz screen,

o Date Range

Start Date: | 4./09/2012 - End Date: | 4/09/2012 - Wariation Clasz Code: [5vZ2

Start Period; |RC »| EndPerod: |P5 - Teacher: |[MUENE =R
Ewvery: - Select Multiple 8 ;
S hudents Baze multiple students an wear IW Timetable
" Single Day
Date: | 4/09/2012 -
Fer. Clazs Teacher Foam # per. Re-aszign | Assign To # per. | Teacher
RC FA1ZE EL 100 1 O 1
P1 P 3a, Jr 414 2 O 2
P3 MP3 Wil 15 1 O 1
P4 CS3 B LIE 1 O 1
P& DR3 L 12 1 O 1
P& EM3E CL 210 1 [l 1

[ Attendance Wil NOT Be Marked On These Classes Save Cloze Wiew Yariations

Select the date range and for the selected period range. The default is the current date and full
period range. Alter these as you need to.

Assign a meaningful. This does not have to unique.

Next assign a Teacher or person who will be responsible for the student during this variation.
You can select an entry from the existing list of teachers or type anything meaningful, up to a
length of 10 characters.

By default IDAttend DOES NOT mark the student/s assigned to a variation as being present
for that activity. They can be marked Present/Absent if required from the F7/F8 screen by
selecting the date and selecting the appropriate Variation Class and clicking the Display
button. Mark as if a normal class and Save.

There is an option at the bottom of the screen and if ticked it will mark the students as Present
when the Save button is clicked.

The Every dropdown list allows you optionally select the day that the variation will only apply to for
the date range selected. If using this option and for example the day selected is Wednesday then
the Start and End Dates must be a Wednesday. While any date range for the school year may be
used it is recommended that this function only be used up to a term/semester in advance as the
student/s may change the day etc that they go and this would require manually deleting the
attendance for these students from the point of the change.

Multiple Students may be selected by clicking the Multiple Students button.

Selection of students is the same as that used in Daily Absences and Excursions.

The Date Range, Periods and other details must be entered prior to clicking the Multiple
Students button.
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Option 2. Single Day
Select this option and the date applicable. The default is the current date.
A list of the students classes will be displayed.

T Timetable Variation @
Student 1D B Students azzigned to a variation will automatically be marked az prezent for
Heen DAHS1 g that variation. Attendance can be altered if a student does nat attend by

F.aren DAHLSTROM zelecting the approprate wanation/penod on the Find Clazs screen.
" Date Range
Start Date: | 4 /0972012 End Date: | 4 /05/2012 - Waniation Class Code:
Start Period: | EndPeriod: - Teacher:| j
Evwvery: - Select Multiple g i
Chudents Baze multiple students an year IW Timnetable

* Single Day

Date: | 4/08/2002 -

Fer. Clazs Teacher Foam # per. Re-azzign | Assign To

RC FAT1ZE EL 100 1 O

P1 Fr3s Jv 414 2 O 2

P3 P73 Wil 15 1 L 1 Ca - Carol Atkin

P4 CS3 By LIB 1 O 1

P& DR3 kL 12 1 O 1

P& EM3E CL 210 1 O 1

[ Attendance Wil NOT Be Marked On These Classes Save Cloze Yiew Yariations

Once the student has been selected the classes that this student has will be displayed for the
current date. If the date is not correct it can be changed by clicking on the arrow to the right of
the date and selecting date you require from the pop-up calendar. The classes will change to

those of the selected date.

Select the classes that you wish to re-assign by clicking on the Re-assign check box for the
class. Next enter the code of the activity that you wish to assign the student to. These codes
should be meaningful and no longer than 15 characters, Eg OD for office duties, , YRD for yard
duties etc.

Next enter the # Periods involved, if different from the default. The default is the number of
periods currently assigned to this class. The number must be between 1 and the number of
periods for the class.

Next assign a Teacher or person who will be responsible for the student during this variation.
You can select an entry from the existing list of teachers or type anything meaningful, up to a
length of 10 characters.

If two or more consecutive classes are involved then each must be varied in the same manner
as the first one. When finished just click on the Save button to save the variations.

Students who have been marked as re-assigned will show up in their normal class ‘Class
Display’ with a ‘VAR’ icon on their photograph. Teachers need to take no further action with
these students with regards to their attendance for these periods.
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Note:

If a variation is entered and the variation class code is the same as a regular class then
that student will be added to that class when attendance is taken.

Variations cannot be for part of one period. For example, if a student is marked as being
assigned to Office Duty for a period and then half way through the period the student
returns to their class a decision needs to be made as to which they attended. The
teacher may mark them as either present or late for the class. If they are marked as late
then the student will only be credited with the user defined percentage of attendance for
late classes.

If, on the other hand a student is assigned to Office Duty during a 2 period class and
returns to their class after the first period then the Office Duty entry can be amended
using the Find Class/Class Display attendance screens, if Attendance has been taken,
otherwise it should be amended in the Student Attendance details for the student for
this class to reflect only one period for the sick bay entry. When the student arrives at
their class the teacher should mark them as present but only for the number of periods
there.

There is also an option to view any timetable variations for wither the Admin menu or there is a
button on the Timetable Variations screen.

Term: |3 vl Student 1D: I Find | Refrezh |
Date From: | 4 JDSJ2012L| Ta | 4 ;ug;gmg;l Taday Orly | Yariation Class Code; | ;l

I | Date | Period | Student 1D | Last Name |First RENE] |Year |Variation Class | # per. | Teacher
4/09/2M2  P3 D&HE1 DAHLSTROM Karen 12/8 KL 1 Ca

Delete | Frirt | Cloge |

All Variations entered will be displayed for the date range selected. The list may be printed or if you

need to delete any variations, highlight the entries required and click the Delete button.
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Reports

In IDAttend select ‘Reports’ to view a list of reports. Please note that all report settings saved are
on a per user basis.

Student Attendance Report -

Absence Report — Select the Term/Semester or the Date range you are after or ‘Today Only’. This
report can show the whole school, individual years, home groups and individual students. You may
select which type of absences are shown on the report.

You have the option to select different type of absents or ‘All Absences’

Days Absent Report — Again select the date range required for the report and year and/or Home
Group. You can select the number of days absent required to search on for example ‘1’ or ‘3’. The
report allows for ‘Individual Days’, ‘“Total Days Absent Only’ or a ‘Summary’. You can preview
and then print the report or save as a CSV File.

Daily Attendance Report - This report shows period by period absences for a single day only. The
report may be used to show which students have been present in the day but also missed one or
periods unexplained (possible truants).

Late Report - This report will produce a list of students who have been marked as late as well as
whether it was an approved late or not. The report may be run for either ‘Late For School Report’
or Late For Class Report’.

The ‘Late For School Report’ is only valid if the Student Passes, Late To School function is used.

Student Attendance Report - This report shows the number of periods per class using the date
range selected, the number of periods marked present, not approved absences, approved
absences. It also shows the percentage of attendance for each class. Classes where attendance is
unknown, students are assumed to be present for the percentage of attendance. Students on Work
Experience, Off Campus etc. (Curriculum absences) are regarded as Present.

There are 2 percentage columns. %1 is the percentage of attendance based on the number of
periods present and %2 regards approved absences as present. %1 is the more accurate figure.

There is also the option to restrict the report for example to only show those students who have a
percentage of attendance of 80% or less. Use the option in this example as per below.

lv Only Thosze Students Where |T|:|tal ﬂlF‘ercent 1 [bazed on peniods present] ﬂ |<= j |EE| A

Class Absence Report — This report shows class absences for a given date range. It may be for a
particular teacher and/or individual class. The report shows all absences, or unexplained only, from
individual classes over the selected date range. The report has a number of grouping options.

Daily Percentage Of Attendance Report

This report calculates the number of students present for each day for both Male and Female
Students and calculates an overall percentage of attendance per day for the date range selected.
There is also a Days Of The Week option which will show the average percent of attendance for
each day in the timetable cycle.

This report may be either printed or exported to a CSV file
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Days Absent Report

This report will show the number of students with a user defined More/Less days absent.

It can be based on either a number of periods absent in a day or absent for all periods in a day.
The report may also be limited to Unexplained or Truant absences only.

The report can show either each student’s individual days absent or a total number of days absent.

Evacuation Report

This report can quickly generate a list of students grouped by either year or Roll Group and whether
they are present or not as at the date/time specified. Any student, where it is not known if they are
present or not, will be assumed to be present.

If a student pass/receipt printer is connected to the computer IDAttend will give you the option to
print the report to the receipt printer. This is generally much quicker than to a laser printer. If printing
to the receipt printer you also have the option to only print those students that are absent, which is
generally a smaller list.

Students Present Report
Similar to the evacuation report in that it is based on a particular date/time.
It will show a list of those students present and group them by the option selected.

Classes Where Attendance Not Taken

This report will show any classes, for the date range selected, that IDAttend considers have not
been marked. The report also takes into account any Substitute or Supervision teachers that have
been entered in the Class Teacher Substitute/Supervision function.

This report also has the ability to email the report to those teachers if required.

There is also an option in School Setup to have this report run each time a teacher logs into
IDAttend.

Email Teachers &bout Attendance Mot Done |. X .|

Mumber Of Emailz To Be Sent; a1
Teachers "Without Email Addresses: 0

Email Text

Below iz a list of your claszes that have not been marked in IDAkend. Pleaze mark these
clazzes az zoon az possible.

Thanky you

A, lizt of clazses not marked will be added after this text

Emnail Signature Send Email Cloze E mail Setup

If using the email option an email will be sent to each teacher with the Email Text setup in the box
and listing the classes that the teacher has not marked.
Normal email signature rules apply to this function.

All reports are first previewed on the screen (Preview button) and may be printed from the
preview screen if desired. A few reports have a CSV File export option.
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Class Attendance Recording
(Electronic Roll)

IDAttend opens with this screen if the option to do so is enabled. A calendar is displayed allowing
for selection of classes on different dates. The current date is the default. There are two ways of
finding a class either by filling in the details at the top right hand side of the screen with Display
photographs (large or standard size), Period, Teacher, Excursion and Timetable Variation for an
individual class or selecting the ‘Find’ button for a list of classes. The ‘Clear’ button will clear the
search fields.

Find Clazss 3
i <

Enter the Penod and your timetable teacher code and press the Enter key
v Dizplay Photographs [ Large Photographs

I~ white Backaround for Attendance Code
J September 2012 J Period: -

Teacher: | ﬂ
7 2@ 29 W 3 1 2 _
3@ s 6 7 8 9 Floom:
101 12 13 14 15 16 Eveursions | =]
17 18 19 20 21 2 23
24 25 26 27 28 29 30 Wariation Class: | d|

T 2 3 4 5 B 7
T Today: 470972012

Timetable Day 2 Clear ‘ Dizplay ‘ Days Display: | None - Eloze

Ensure the calendar i1z set to the date ol the required class

Year: l_ Period Class Teacher Fioom BPer |Tepe | Sub | Sup | Onig Teache »

. li RC FaT1a Ci 1 1 C O O -

ep= e RC Fa11B FRED JOME 104 1 C [ av 3
T=acher Code: RLC FalIC WM 13 1 C O o
Click Find to locate a class RC Fa11D CH 10 1 C O O

RC FAT1E 55 15 1 C O Ch

- RC Fa11F RC 207 1 C O O
¥ Dizplay thiz screen on startup RC Falza G 206 1 c O O
' Sart By Class Within Period AC Fa12E EL 100 1t 0o
" Sart By Teacher ‘ithin Period AC FaT2C ED 102 1t 0o
RC Fa1zh [ A 1 C O O
™ Scan Class Code RC FalZE GH 105 1 C O O
P Aac Ch 10 2 C O O

P BL3A 55 A04 2 C O O -

C=Class ExIC = Excursion WaR = Timetable W ariation

Clicking the Find Button with the Teacher Code field blank will show a list of all of the classes for the
selected day. If any Substitute or Supervision classes have been entered in the Class Teacher
Substitute/Supervision function then these classes will show the Sub/Sup teacher as well have
either the Sub or Sup box ticked and the original class teacher listed.

Excursions will show in the list in Blue and any Timetable Variation Classes will show in Red.

In the Class Display screen you are also able to view and adjust a class history for a selected
number of days, for example 5, 10, 20, up to a full term (None is the default, which displays the
student photos). Attendance can also be adjusted by right clicking a individual entry and selecting a
entry. A ‘Legend’ button at the bottom right side of the screen once clicked will show a description
of the attendance codes.

Once the selected class is found, double ‘click’ on it to display the class attendance screen. ‘Class
Attendance For Day Date’ screen shows the student photograph with a green P indicating that the
students are present for that class (P is the default). It is up to the person taking attendance to left
click on the photograph to mark the student absent UA (if a mistake is made, another ‘click’ on the
student photograph will reverse the absent record. There is an option in Teacher Options to have
the attendance screen default to ? instead of a P. If this option is turned on then each student must
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be clicked on once for Present and twice for Unexplained Absence. By right clicking on a
photograph you may also mark the student as Late For Class (Approved) or Late For Class (Not
Partial attendance taken for thi

Approved).

‘Asron ¥
TIPPAYACHAN TRIANTAFYLLIDIS VAN DER SPEK

-4

lass

Class: FA11F  Teacher RC Period: RC D
== SA <~

Mark As Late For Class (Unexplained)
Mark As Late For Class (Approved)
Comment

Enter Absence Note

Daily Attendance Report For Student

Right-Click Here To Cancel Class

Scanned Code:

+ = Medical Condition

Toggle attendance with left mouse click on photo. Right-click cell for more options.
Save Cancel

It Approved B:rpoved  Legend [T =Parent Telephoned

Present: 25
Absent: 3

Once the ‘Save’ button is pressed the operator is then advised that attendance has been saved.
‘Cancel’ button returns you to the ‘Find’ screen without saving any details.
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Taking Attendance by Scanning a Class List

To take attendance by scanning a class roll open the Find Class screen or click the F7 key. By
enabling the scanning options below attendance can be scanned into IDAttend using the same
screen that teachers use to take attendance (refer previous section for more details).

Ensure that the Scan Class Code and also Scan Students options are enabled.

I Scan Class Code

v Scan Students

Select the date that the attendance applies to ( the current date is the default)

Scan the class code at the top of the class list.

If the class is found then the student photographs for that class will be displayed.

By default all students will be present (P) unless some previous attendance has been entered for
the student.

Scan the students who are absent from the class. Their attendance will change to a red UA
(unexplained absence). If a student is canned who is on some other for of pre-entered activity then
the scanning the student as absent will not change the attendance.

If you have scanned the wrong student as being absent then scan them again and their attendance
will change to P.

Scan the Save Details barcode on the class list to save the attendance.
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Class Teacher Substitute/Supervision

This function is under the Admin/Class & Subjects Maintenance Menu.
The purpose of this function is to allow for the entry of Substitute or Supervision teachers for any
class. This may be done beforehand or retrospectively.

The default date on this screen is the current date but you can select either Tomorrow, Yesterday or
any date range you want. If more than a single day you may find the list will take some time to load
as there may be many thousands of classes to be displayed.

Click the Display Classes button to display the list of classes for the date range selected.

¥ Class Teacher Substitute/Supervision &3
Date Range Teacher | ﬂ
& T ’ :| Perniod: -
C Fom: | 4082012 ~| To | 4/09/2012 ~| ver [
o Today 4/09/2012 Separate muliple vears with a comma [,
" Previous Day 3/09/2012 -
™ Mext Day 5/09/2012
[ ate Period Clagz Code Teacher Subztitute Supervizion Sub/Sup Teacher -
4/09/2012 RC FAT1A Ca O O
4/09/2012  RC FA11B A O O
4/09/2012  RC Fa11c Wil O O
4/09/2012  RC Fa110 Ch O O
4/09/2012  RC FAT1E [ O O E
4/09/2012 RC F&11F RC O O
4/09/2012  RC Fa12a G O O
4/09/2012 RC FA12B EL O O
4/09/2012  RC Fa12C ED O O
4/09/2012  RC Fa12h K O O
4/09/2012  RC F&12E GH O O
4/09/2012 P AT Ch O O
4/09/2012 P BL3A 55 O O
4/09/2012 P Bh1a GF O O
4/09/2012 P EM1A 5L O O
4092012 M EM3s Jid O O
4092012 P EM3B EL O O
4092012 1 EM3 [ O O
4/09/2012 P Fh3a LD O O
4/09/2012 P FR34 AR O O
4/09/2012 P G4 FG O O
4/09/2012 P LI AT O O
4092012 M LI3 ST O O
4092012 P L53 tH O O
4092012 1 heA bl 2 Ra O O
4/09/2012 P PE3A +C O O
4/09/2012 P P 1A A O O
4/09/2012 P Py 3 Jv O O
4/09/2012 P SATA Ca, O [ kY
Pririt Save Claze

In IDAttend the definition of a Substitute teacher is one that has come from outside the school and
a Supervision teacher is one that is internal to the school.

To mark a class as having either a Substitute or Supervision teacher all you need do is tick the
relevant box for that class. The two options are mutually exclusive so you cannot tick both.
Optionally you may also enter who the Supervising or Substitute teacher is. The maximum length is
50 characters for this but if a Supervising teacher then you should enter the teacher code of the that
teacher rather than a name. If that is done then that class will show up for that teacher on the Find
Class screen. This screen will also show whether is is a Substitute Teacher (Sub) or Supervision
Teacher (Sup) and also show the Original Teacher of the class.
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Once any changes have been made just click the Save button.
Any entries that have a Substitute or Supervision teacher will be highlighted in Red.

47 Class Teacher Substitute/Supervision [=]
Date Range Teeser | j
) e ! :l Period: -
€ Fom [ 4082002 | Teo | 4 /09202 ~| vear |
(* Today: 4/09/2012 Separate muliple years with a comma (]
" Previous Day 309,200 2 .
Dizplay Clazzes
™ Mesxt Dap 5/09/2012
Date Period Clagz Code Teacher Substitute Superyizion Sub/Sup Teacher -
4/09/2012 RC FAT1A Ca O |
4/08/2M2 RC F&11B Al O FRED JOMES
4/08/2012 RC Falic Wi O |
4/09/2012 RC FAT1D CM O O
4/03/2012  RC Fa11E o O E | =
4/09/2012 RC FAT1F RC O O
4/09/2M2 RC Fal2a G O O
4/08/2012 RC F&12B EL O |
4/09/2012 RC FAT2C ED O O
4/08/2M12 RC Fa1zh fa [l O
4/09/2012 RC FA12E GH O O
4/09/2012 M AC1 Ch O O
4/09/2012 A BL3A 55 O |
4092012 M B 14 GF O O
4/09/2012 M EN1A SL [l O
4092012 M EN3A S O O
4/09/2012 M EN3E EL O O
4/09/2012 A EN3x CD O |
4092012 M FhA34 LD O O
4/09/2012 M FR3a AR [l O
4092012 M GM1A PG O O
4/09/2012 M L AT O O
4/09/2012 M L3 ST O |
4092012 M L53 k4H O O
4/09/2012 M b b 3 R [l O
4092012 M PE3A MC O O
4/09/2012 M Fv1a AM O O
4/09/2012 M Fv3a Jv O |
4092012 ™ SATA Ca O O i
Frint Save Claze

To remove a class that has had a Substitute or Supervision teacher just untick the option that is

currently ticked and Save the Changes.

If using the Classes Where Attendance Not Taken report then the Substitute or Supervision teacher
will be the one responsible for the class’s attendance rather than the original teacher. On this report
if the class has a Substitute or Supervision teacher this will be indicated on the report along with the

Original Teacher’s teacher code.
This also applies to the email function of this report.

Any classes that do not have a Substitute/Supervision Teacher entered will basically show on the

report with no teacher.
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Student Groups

IDAttend has the option of creating Student Groups for those students where there is no other
grouping available as class, year or roll group. Eg Sports teams, music groups, bus route groups

etc.
Most reports have the option of selecting a Student Group to report on and the Broadcast Text and

Email functions also have the option of selecting a Student Group to send messages to.

Student Groups may be setup/maintained from the Admin/Student Groups menu option.

Teachers and Coordinators in IDAttend may also be given access to maintain student groups in
Tools/Teacher Options.

Please note: Student Groups and the students in them are common to all users of IDAttend.
Do not delete or edit a group you did not create or are responsible for.

X

Student Groups Are Common To All Users. Please Do Not Maintain/Delete Any Group You Are
Mot Responsible For

Group Name: |Bus 1 LI
MNew Group | Delete Group ¥ This Is A Bus Group
Students In Group
StudentID | Last Name | First Name |Year HG
AHLS BSHLES Meil 12 &5
aLL54 SLLEN Beth 12 Fal124,
AMBS0 AMBROSE Brian 12 &,

Students in Group: 3

Remove ; Add Impart
Student)sl Print I Students Students Close |
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Dropdown the Group Name list and select the group you want to view or edit.

To Create a new student group, click the New Group button.

Just type in a unique name for the student group.

If the group is relating to bus transport, then tick the This Is A Bus Group option other do not tick it.
The Broadcast Text Message function in IDAttend has the option under, Student Group, of selecting
just a single bus group, All Bus Groups or Excluding All Bus Groups.

There are two ways to add students to a group.

Click the Add Students button and the Student Select screen will be displayed. This is the same
selection screen as used for excursions, multiple students for Daily Absences etc.

You may use this screen to select students by any number of methods including one at a time and
including other student groups.

Once you are have selected your students you should click the Save button on the selection screen.
They will be added to the new student group.

There is also the option of Importing the students from a CSV file.

§ Import Students From CSV File X

This function will import students into a Student Group or Excursion. The only field required in the test file is the
Student ID.

Student ID Position in Text File: |1
Student ID May Be Missing up to |0 Leading Zeros

Text File To Import: || Browse |

[~ Field Names In First Row

Import | Close

The only field that is required in your CSV file is the Student’s Student ID

Enter the position or column that contains the student ID (the first column is 1)
Browse to the location of your CSV file by clicking on the Browse button.

If the CSV file contains column headers or field names you should tick the Field Names In First Row
Click Import.

The import function will check to see if each student in the CSV file is already inj the group. If they
are they will not be added a second time.

Once the import is complete the students will be displayed in the group.

You can add more students to any group at any time using the above two methods.

You can also remove the selected students (highlighted) from the group by clicking on the Remove
Student/s button.

You can print a list of the students in the group by clicking the Print button.

If you need to delete a student group, select it from the Group Name list and click the Delete Group
button. There is no undo if you delete the wrong group.
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Note: Only Active students can be added to a group. Inactive students are still recorded in
the group but will not be displayed or selected when a Student Group is used in IDAttend.
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Import SMS Replies from MGM messageyou

Step One: If using the MGM messageyou SMS notification system to notify parents of unexplained
absences and late arrivals then the messageyou system will automatically pick up absences from
IDAttend at the predefined times setup in messageyou.

Once SMS replies are received these need to be processed using the messageyou reply module to
identify the type of absence that applies to the unexplained absences.
Once this is completed the replies need to be imported in IDAttend.

To complete this task IDAttend has a dedicated function that will import the information and update
the attendance.

The function is under the Admin/Notify Parents/MGM messageyou/Import messageyou SMS
Replies or click the ‘_3 button on the toolbar.

—3 MGM messageyou Replies Import ||

(" Access (o SOL Server

Server Name: |,-‘.‘-,B CServer

messageyou Replies Databaser |messagereplies

Databaze Uszer Mame: |il:|atten|:|

Databaze Password: | xxxxxxxxxxx

Iv Autalmport Every 10 Minutes [only set thiz on one computer]

Import Cloze

Details of the messageyou database etc should have already been entered. If not please contact
messageyou support.

Click the Import button.

The information processed in messageyou will be imported into IDAttend and most if not all
attendance entries will be updated based on the imported information.

If any replies are not able to be processed because of invalid data, incorrect Student ID etc. then the
IDAttend Message Log will be displayed with all of the unprocessed replies highlighted in red. These
will need to be investigated manually. If a reply is dealt with manually and resolved then the
Processed box for that reply must be ticked in order for IDAttend to consider the reply dealt with.

Individual Student replies to SMS messages may be seen by looking up the student (F12) and
clicking on the SMS Msgs button.

The entire SMS message replies may be viewed using the Admin/Notify Parents/SMS Messages
Log.

This function may be repeated as many times as required during the day.

The process may also be automated to occur every X minutes on one computer. If the auto import
option is set it must be done on one computer only and when new replies are imported the number
of unprocessed replies will be displayed at the bottom of the screen on that computer.

E
Clicking the J button on the IDAttend toolbar will display the message log to enable further
processing of the replies.

NOTE: Outgoing messageyou SMS messages are not stored within IDAttend.
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Student Assignments

These functions may be accessed via the Admin/Assignments menu and also the Teacher menu.
IDAttend has the option to allow students to hand in assignment to Admin for later collection by
teachers or may be used directly by teachers to record when students hand in assignments.

There are two way of dealing with assignments.

Assignments Due Register

There is an option is IDAttend to pre-enter assignments due by students.

This function is available via Admin/Assignments/Assignments Due Register and
Teachers/Assignments Due Register.

The register may be entered by either Admin and/or teachers.

43 Assignments/Assessments Due @
& Tem: |al ¥ Fiter By Teacher. [ |
: Print Student Print 5tudent Prift Assigrenmts Due
€ From [asmiszois -] te [1znaama o] FterByCess | =] Double click on an entry to edi it Assignment . igrmer l i o
© Today Only Cover Shest Labels [&wery L7163]

" Mext Day 9/09/2014

Ret# |Ass|gnment.r‘Assessmenl MName | Teacher \ Class | Draft 1 Dale\ Draft 2 Date|  Draft 3 Date| Final Due Date
18 FAT1A Agsignment CA = Caral Atkin Fa11a =~ 3040572014
5 ABC BA ~ Bornie Ahles C53~ 27/03/2014

Piin Teacher Copies | Pinl/Email Student Assignments | Import_ | Pint Lit | LSV File | Delete Refiesh Add Close

To add a new assignment to the register click the Add button.

A blank line will appear at the end of the grid.

Enter the Assignment Name then the select the Teacher that the assignment is due for.

Next select the Class the assignment is due for. The Class list is based on the classes of the
selected teacher.

Up to 3 Draft Due Dates may be entered and the Final Due Date. All dates should be entered as
(dd/mm/yyyy format).

All fields except for Draft Dates are mandatory.

When done click the Save button.

To edit a particular assignment just click on the field and enter the details you want to change or
select the appropriate teacher/class.

The currently selected assignment may be deleted by clicking the Delete button.

If required you may restrict the list of assignments due based on a teacher and/or class by selecting
them from the Teacher/Class dropdown lists as well as the selected term/Date Range.

The Assignments Due screen will default to the current school Term.

The Assignment Due Register also has the option of printing out a list of assignments due per
student for distribution to the students and/or emailing the assignments due to the students’ parents.
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&b Print/Email Student AssignmentsfAssessments

Student Azsignments/Assessments for Term: 3

Student D/ ame; |

Type and prezs Enter key

Year |

[ Group By Year

[Separate multiple years with a commal

Home Group:

[ Group By Home Group

Email Ta ]
Parents Preview

Ernail Setup

Email Subject/Signature

Cloze |

To print the lists for students just click the Preview button. Assignments will be printed per student

based on the assignments displayed in the Assignments Due Register.

To Email the assignment list to each students parents click the Email To Parents button.

This email function has a separate Email Subject/Signature option to all other email functions.

These must be setup before the emails can be sent.
There is no list of students displayed or further email options for this function.

To set the Subject/Signature options click on the button.

## Student Assignments/Assessments Email Subject/Signature/Privacy Statement

Email Subject: |Student

AgsignmentAAssessment Schedule

Extra text that will be added after the student details

Please help by ensuning that the student has completed the work required by the date/s required.
If pou have ary guestions please contact the teacher in question directly on 99335933

Signature [Name/Title etc.)

Tony Citizen

Principal

Temporary Folder To Create PDF Attachments: |E:\Temp

Save

Browse
Close

Click the Save b

utton to save your changes.
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The Assignment Due Register also has the option of printing student assignment/Assessment cover

sheets.
To do this, click the button at the top of the screen.

&5 Print Student Assignment/Assessment Cover Sheets (>

f* Temn: |3 -
" From: | 9/07/2012 To |21/09/52012

Teacher: | j

Agzignment; |.-’-'-.BI: Azzighment j

Student; | Student Lazt Mame or 1D and press Enter key

Cover Sheets Ta Print

W

IV Dt Pages will not be printed
[v Craft 2 for draft dates that do nat
W Draft 3 guiat.

[+ Final

Presview Print Cloze

If no criteria is entered all Assignments/Assessment cover sheets will be printed.

The printing may be filtered by Teacher and/or Assignment or restricted to a particular student for
reprint purposes.

By default sheets are printed for all versions to be handed in (Due Dates) but only those versions
that have a due date will actually be printed. Any version can be unticked so it is not printed.

The printed cover sheets contain the assignment details and due date for each one. A separate
page is printed for all versions of the assignment.

A Student and Assignment barcodes are printed at the bottom to allow for easy scanning of the
assignments when handed in by students.

There are both Preview and Print options on this screen.

The format of the cover sheets is fixed and not changeable by the school at this point in time.
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Hand In Assignments

The Hand In Assignments function is available from the Admin/Assignments/Hand In Assignments
menu option.

' Hand In Assignments ,

This function is for the recording of assignments handed in by students or adding/altering an Ext Date, but not
both at the same time. Only one assignment at a time per student can be handed in. To add/alter an Ext Date
select the assignment and double click on the Ext Date cell. Press Enter key to end edit or press Esc to

cancel edit.
: Clear
Student: |ANDE4 Student Last Mame or ID and press Enter key Student/ssignment
Tina ANDRONIS -12 4 Details
Date Assignments Handed In - | 27/11/2015 -
Known Assignments For Student
Aszsignment Mame Wersion Teacher Class Due Date| Handed In Ext Date

[Final __|TEACH [FA124 | o28/m82ms] @@ |

Teacher: |TEAEH ~ Teacher LI
Class: |FA1 28~ Roll Class LI
Assignment: |Elass FA124 Term 3 Assignment
Wersion: | Final LI
[ Print Receipt
Log Close

Begin by entering either the student’s ID or Surname in the Student field. If using surname then if
more than one matching entry a list of matching students will be displayed. Select the entry required
from the list.

IDAttend will then check to see if the student has a assignment due, based on previously entered
Assignments Due. If entries are shown in the Known Assignments Due list just select the entry and
all of the relevant details will be added for you.

To add or alter an extension date for the student to hand in the assignment just double click on the
Ext Date cell for that student and enter the date that the assignment is expected to be handed in by.

You cannot add or alter an extension date and Hand In an assignment at the same time. Its one or
the other.

If you wish to print a receipt for the student then you can tick the Print Receipt option. This function
does not print where an extension date was added or altered. For this function to work you must
have specified a receipt printer in the File/Default Printer/Student Pass option.

Click the Save button.

If the assignment is not listed in the Known Assignments list then you will need to select the
Teacher that the assignment is for, then the Class the assignment is for. The Class list is based on
the classes the selected teacher teaches the student. If only one class is relevant, then IDAttend will
select it for you.

Click the Save button.
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Print Receipt — If the print Receipt option is enabled then IDAttend will print two receipts. One for
the student, and one that should be attached to the assignment.

Hand In Assignment from the Class Attendance right click option for a student

This option can be used when you right click on a student and select Hand In Assignment.

It will default to the student you right clicked on and will fill in the Teacher/Class detalils if they are
relevant.

The screen is exactly the same as the Hand In Assignments screen above. When you save an entry
the screen automatically closes and returns to the Class Attendance screen.

All of the same functionality is available.

Scan In Assignments
The Hand In Assignments function is available from the Admin/Assignments/Hand In Assignments
menu option.

i Scan Student Assignments Handed In £X
Scan Student Barcode and then the Assignment B arcode

[ Do Mot Digplay &% aning For Owerdue Aszignments.

Student: |

Azzighment: |

v Frint Beceipt

Log Cloze

The Scan In Assignments function is for use with the Assignment/Assessment Cover Sheets.

When an assignment is handed in by a student you first scan the Student barcode at the bottom of
the cover sheet. The student’s name will be displayed. You then scan the Assignment barcode. The
system will then validate that the assignment is valid and which version of the assignment has been
handed in.

If the assignment version due date has passed, then a warning will be displayed to the user asking if
they want to accept it or not. This function can be stopped if you tick the Do Not Display A Warning
For Overdue Assignments. This option if only for where assignments were handed in on the date
due but may not be scanned in till the next day.

There is also a check to see if the assignment version has been handed in previously.

If you wish to print a receipt for the student, then you can tick the Print Receipt option. This is
turned on by default. For this function to work you must have specified a receipt printer in the
File/Default Printer/Student Pass option.

If all details scanned are correct then the details will be saved and the screen reset ready for the
next scan.

If you need to have a look at the Assignments log you can click the Log button to open the log.

This screen need not be closed if you need to do something else within IDAttend.
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Hand In Class By Class (Teacher menu)

There is a function under the Teacher menu to allow teachers to quickly mark off which students
have handed in assignment by class or add/edit an extension date that the student may have been
given.

§ Hand In Assignments By Class e
This funtion allows teachers to quickly tick which student have handed in an assignment for the selected assignment
i due with all students in the class in the list. Ynu_ can also add/alter an extension date. You_ cannot tick the Handed In
and add/alter an extension date for the same student at the same time.
| Teacher: |TEACH ~ Teacher ﬂ
] Class: |FA1 24 ~ Roll Class ﬂ v Active Classes Only
Assignment: |FA1 28 Term 4 Assignment ~ Final ﬂ
|
1 Date Assignments Handed In |2.'-";’1 1/2015 vI Select a different date by dropping down the calendar
1| Last Name First Name Student ID Year | Home Group Handed In Ext Date| A
1| ALLEN Beth ALLS4 12 FA124
AMBROSE Brian AMBSD 12 Y
AMEY Rebecca AMESD 12 A
ANDRONIS Tina ANDS4 12 A
1| ASPINALL Nicholas ASPS1 12 A O
|| ASSELMAN Fobert AS550 12 A O
|| BAKER Jeremy BAKSD 12 A O
BARENDSE Julian BARSO 12 Iy O
f BOMNSOR Yvonne BONS1 12 Iy O
BORYS Jessica BORS0 12 A O
BOWTELL Kathryn BOwWOD2 12 A
BOYD Krigty BOYS1 12 A O
BRENER Sarah BRESD 12 A
BROWHN Alison BROE2 12 Iy O
BROWHN Kellie BROEO 12 Iy
BROWN Mark BROE1 12 A O
BROWN Shaun W BROSS 12 A O
BUI Yinh BUISD 12 A O
CARDEN Rebecca CARS54 12 A
CARTWRIGHT Amity CaR52 12 Iy ]
CASS Lauren CASE0 12 A O
CASSIDY Darelle CASH1 12 A O
CAULTON Sarah Caum 12 A O
CEPLECHA Nicole CEPO3 12 A O
CHATLEY Nicholas CHAS4 12 B, O 10412/2015
CHIVELL Philip CHISD 12 A O
CHURCHwWARD Adam CHUS1 12 Iy O
CLACY Steven CLas2 12 Iy O
CLARK Melinda CLA09 12 A O
CONEBOY Kristofer CONS3 12 A O v
36 Students

The Teacher field will default to the logged in teachers code or it can be selected from the list.
If there is only one outstanding assignment for that teacher then the Class and Assignment will be
selected for you. If not then select the class and the assignment applicable.

The Date Assignments Handed in will default to the current date but may be altered by dropping
down the calendar and selecting a different date.

Just tick box in the Handed In column for the students who have handed in assignments that day. If
you tick the wrong student untick them and tick the correct one.
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To add or alter an extension date for the student to hand in the assignment just double click on the
Ext Date cell for that student and enter the date that the assignment is expected to be handed in by.

You cannot add or alter an extension date for a student already marked as having handed in an
assignment.

You cannot mark a student as having handed in an assignment and add or alter an extension date
for a student already marked as having handed in an assignment. Its one or the other.

Click the Save button to save the information.

If you have ticked the wrong student and saved it, you can bring the class list back up and untick
that student, which will delete the entry from the Assignments Log.
Note: You must be the IDAttend user who originally ticked the entry to untick it.

Anytime a teacher logs into IDAttend the panel at the bottom on the IDAttend screen will
indicate if the teacher has any assignment to pick up from Administration.

1 azzignmentz awaiting pickup... | 15022010 10:25 P
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Assignments Log

Admin/Assignments menu

The assignments Log contains a list of all assignments that have been handed in and also serves
as the teacher assignment pickup log.

# Assignments Log
Tarm:IAH j Teacher:l j Student: | Year

Class: I j I~ Assignments Mot Picked Up By Teachers Only House: vI [Separate muliiple years with 3 comma]

T Date| Student D Last Mame First Mame Picked Up| User

10/09/2012 11:22 &M TIPO TIPPATYACHAN Karwut ABC Assignment Drraft 1 admir 10/09/2012 11:24 A admin

|~ Refresh Every Minute Refresh | Fick Up By Teacher Print | Cloze |

The list defaults to the current school Term but another term may be selected.

The list may be restricted to a particular teacher or class by selecting them from the drop down lists.
The list may also be restricted to a particular student if need be. Enter the Student ID or Name and
press the Enter key.

Assignments in Red are those which have not been picked up by the teacher.

Assignments in Black are those which have been picked up.

The first User column is the user who accepted the assignment from the student.

The second User column is the user who handed the assignment to the teacher.

Both the in and out of assignments are time stamped.

If there is a SIG in the Sig column this indicates that there is a teacher signature associated with the
pickup of the assignments. This option is only valid if the Electronic Signature option is enabled in
both Tools/School Setup and the Assignments Pickup option is enabled in the Admin/Electronic
Signature Options

The displayed list may be printed by clicking the Print button.

Due to audit requirements there is no delete function on this screen.
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Assignments Not Handed In
This function is available from the Admin/Assignments and also the Teacher menus.
The function may be used to show which students have not handed in assignments. For this

function to work assignments must be entered into the Assignments Due Register and all
assignments handed in recorded via the Hand In Assignments function.

'K Assignments Not Handed In

The results of this screen are based on the Assignments Due Register and the Assignments Handed In Log

Tem: |2 =] Teacher | 7| Student ‘Year:
Class | j [ Students Not et Assigned To The Monitoring Room Only - House | (Separate multiple years with & comma)
“ersion: | j
Student ID Last Mame First Mame Year HG Teacher Date Due | Clazse Assighment Wergion MR Date
FUKM FUKISAMW S Saoi 128 CD 7/03/2012 EN3X ABC Assignment Draft 1
TIPO TIPPATACHAN Kanwut 11 F CD T/03/202 EN3K ABC Assignment Draft 1
ALLOZ ALLFORD Jessica 11 A DM 20/08/2M2 ENIC HrE Draft 1
AATT AMATO Daniel 11 & D 20/08/202 EN1C Rz Draft 1
ARCEZ ARCHIBALD Caralyn 11 4 D 20408/2M2 ENIC X2 Draft 1
EROEY BROWM Timothy 11 A DM 20/08/2M2 ENIC HrE Draft 1
Dso DS0UZ4 Sharan 118 D 20/08/2M2 ENIC 2 Draft 1
DYESD DYER “william 118 D 20408/2M2 ENIC X2 Draft 1
GLOSD GLOVER Wapne 1mc D 20/08/2M32 ENIC HrZ Draft 1
HALS1 HaLL Joshua e D 20/08/2M2 ENIC 2 Draft 1
HUTSO HUTCHISON Christopher 1nc D 20408/2M2 ENIC X2 Draft 1
JACES JACKSON Courtney 1mc DM 20/08/2M32 ENIC Xre Draft 1
KEEDZ KEELER Thomas e D 20/08/2M2 ENIC 2 Draft 1
MCGE0 MCGREGOR Adiian 1o DM 20/08/2012 EN1C Rz Diraft 1
MCIS0 MCINTYRE Callan 1o DM 20/08/2M32 ENIC Xre Draft 1
MCE2 MCHILLAN Een o DM 20/08/2M2 ENIC HrE Draft 1
MOROE MOREL Nathan 1o D 20/08/202 EN1C Rz Draft 1
FAMED PANLOCK Cameron 11 E DM 20/08/2M32 ENIC Xre Draft 1
POTED POTTEN Tanya 1TE DM 20/08/2M2 ENIC HrE Draft 1
RIGE0 RIGO Steven 11 E D 20/08/202 EN1C Rz Draft 1
T2 TavLOR-HATCH Jessica 11 F D 20408/2M2 ENIC X2 Draft 1
TRIBZ TRIANTAFYLLIDNS Aaron 17 F DM 20/08/2M2 ENIC HrE Draft 1
AN WaN DORSSEN Lauise 12E DM 20408/2M2 ENIC K2 Diraft 1
WIESD VIENMA Christopher 11 F D 20408/2M2 ENIC X2 Draft 1
WAGE2 WAGNER Kymberley 11 F Dt 20/08/2M2 ENIC K12 Draft 1

Total Entries; 25 Riefresh Frint. Aszign Selected To Monitaring Room | Cloze

The screen defaults to the current school term/semester and may be restricted to a particular
teacher and/or class and may also be restricted to a particular student if desired.

The list may be printed if required via the Print button.
If the Monitoring Room function has been enabled (refer below), there is a button on the screen to

Assign Students to the Monitoring Room. Any students assigned to the monitoring room will have
the date assigned in the MR Date column.
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Monitoring Room Module

The Monitoring Room Module is designed to allow teachers to assign students to it for failure to
complete assignments, assignments handed in but not up to standard or students who fail to reach
set standards during the term of the assignment period. Students assigned to the monitoring room
can have their attendance for each day assigned to the room.

The monitoring room module can be enabled from the Tools/Monitoring Room menu option.

= Monitoring Room Options 2

[ Enable Moritoring Room

Default Mumber OF School Dayz In kMonitoning Boom: {10

Dayz Monitoring Room [z Active
[w Dapl
[w Dap?
[w Dap3
[ Dapd
[w Daph

Save Cloze |

To enable the Monitoring Room module just tick the Enable Monitoring Room option.

You must also enter the default number of days that students are assigned to the monitoring room.
By default the monitoring room is enabled for each day of the timetable cycle but if the room is not
run on certain days in the cycle that may be unticked.
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Monitoring Room Log

AdminlAssignments and Teacher menus

& Tem: |G~ Tascher | ] SudereIDMame
 Fom 9772012 =] To: [21/0972012 = s | <] elEnies % Bl Year
Separate mliph th
" Today Onip 4/05/2M2 I~ Students Sl Assigned To The Monitoring Fioom Onl " Unknown Only © fway Drly [EeprE e e o=
I~ Only Those Entiies With & Comment © Present Only House, ~|  Double click on an entry to add/read/change a comment

/ Date Studert ID Last Name First Name: Due Date; Signed Out) Signed Out By Attendancs P Naotified| Comment

0B/08/2012 AHLE1 Science Semester 2 Diaft 1 05/03/2012 18/08/2012
07/08/2012 AHLE1 A Science Semester 2 Diaft 1 05/09/2012 18/08/2012
10/09/2012 AHLS1 Science Semester 2 Draft 1 05/09/2012 180952012
11/09/2012 AHLS1 Science Semester 2 Dnaft 1 05/09/2012 18/09/2012
12/09/2012 AHLA1 Science Semester 2 Daft 1 05/09/2012 18/09/2012
13/08/2012 AHLS1 Science Semester 2 Dnaft 1 05/03/2012 18/09/2012
14/08/2m12 AHLS1 Science Semester 2 Diaft 1 05/03/2012 18/09/2012
17/08/2012 AHLE1 Science Semester 2 Diaft 1 05/09/2012 18/08/2012
18/09/2012 AHLE1 Science Semester 2 Daft 1 05/09/2012 18/09/2012

ooooooooonl

Send T et Msg £3v File Riefresh Add Shudents Dekete Fiint Dlase
To Pearents

The Monitoring Room Log shows all of the students who have been assigned to the Monitoring
Room.

The default date range is the current day but may be any date range required.

The log may be restricted to a particular teacher, class, Year, House or student if required.

There is also the option to only display those students still in the Monitoring Room (not yet signed
out).

Students in Black are those where attendance for the day in the Monitoring Room has not be
entered.

Students in Red are those that have been marked Absent from the monitoring room on that day.
Students in Blue are those students who have been marked Present in the monitoring room for that
day.

Students may be assigned to the monitoring room from either the Assignments Not Handed in
screen or by clicking the Add Students button on the Monitoring Room Log.

If assigning students from the Assignments Not Handed in Screen then select the students you wish
to assign and click the Assign To Monitoring Room button.

By default the attendance for a student in the Monitoring Room is set to Unknown but may be
changed to either Present or Absent by selecting the appropriate option when right clicking on the
selected students.

Entries in Black are those where attendance has not yet been taken.

Entries in Blue are those where attendance has been taken and the student was present.

Entries in Red are those where attendance has been taken and the student was absent.

If marked absent from the room the entries do not roll on as in the Detention module.

Entries displayed may also be filtered by the attendance.
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§ Add Student To Monitoring Room 24

Student; | Enter student D or surname and press Enter key

Selected Students

Start Date: [21711/2010 =

EndDate: | 7/12/20010 =)

Teacher: | J
=l

Clazs: |

Azzignment |

Add Selected Cloze

A window will be displayed at allows the user to enter the start date that the student will be assign to
the room. Depending on the default number of days, set in Monitoring Room Options, that a student
is assigned to the monitor room the end date will automatically be set taking into account the days
that the monitoring room is active. The end date may be altered if necessary.

As the students are being assigned from the Assignments Not Handed In screen there is no need to
enter the Students, Teacher, Class or Assignment involved.
Click the Add Selected button to assign the students.

If assigning students from the Monitoring Room Log click the Add Students button.

§ Add Student To Menitoring Room 2|
Student; |FL|LE|2 Enter student D or surname and press Enter key
Lez FIULLER

Start Date: 221172010 |

EndDate: | 7/12/20010 =)

Teacher; |BD ~ Linda Bozzard ﬂ
Clazs: |BLEE j

Azzignment |BL3E! Azzignmet

Add Student Cloze

The Add Students To Monitoring Room screen will be displayed.

Enter the student’s last name or student ID and press the Enter key.

The Students name will be displayed on the screen.

The Start Date will default to the next school day but may be changed as needed. The End Date will
be set according to the Monitoring Room options but may be altered to suit.

Teacher must be entered or selected from the list.

Class may be optionally entered if required.

The Assignment that the student has been assigned to the room for must be entered.

Click the Add Student button.
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If more than one student is to be assigned then enter the next student. The
date/teacher/class/assignment details from the previous will remain on the screen but may be
altered to suit.

When done click the Close button.

When students are assigned to the monitoring room there is an entry added for each day that they
will be there so that attendance can be taken for each student for each day. If the student is
assigned for 10 days then there will be 10 entries for the student.

Students may be Signed Out of the Monitoring Room if they have achieved the required standard or

completed the assignment by selecting them in the Log and right clicking and selecting Sign Out.

Date Signed Out: |2|:|,.-"| 1/2010 j

Signed Dut By: |18

=}

Sign Out | Cloze |

The Monitoring Room Sign Out window will be displayed.
The Sign Out Date will default to the current date and the teacher signing them out must be entered
or selected from the list.

All entries for that student for that assignment will have the sign out details added to them.

If an incorrect student has been signed out of the room then you can right-click on that student’s
entry and select Remove Sign Out.

To take attendance on the Monitoring Room just select the students that are present right-click and
select Present. The same may be done for those students who are absent.

The attendance for any student may be altered by right clicking and selecting that appropriate
attendance.

To print the log just click the Print button.
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There is a button on the log screen that allows you send a text message to the parents of students

who have been assigned to the monitoring room as at the date selected.

] Send Parents A Motification Text Message (i)

Il [w Shaw List OF Those Parents Mat Cantacted

Students Aszigned To The Monitoring Room

Firzt Date Azsigned: | 4 /092012 -

[w Uze Student Prefered Mame
[ DaMat Uze Student Last Mame

[v Only Those Entries Mot Sent Previously
Test meszages are zent based on student contact PAY flags OMLY

T ext mezzages will zay |DAend State High Schoal
<ztudent names was azzigned ta the Maonitoring Boom today
for class <class coder. Attendance from <start Dates for 2
days iz required. Additional text to be zent may be entered
belon,

Arn additional test which cauzes the meszage to exceed
160 characters will be truncated.

Please contact the zchool if vou have any questions. r

Process ‘

Close |

This option is only available if text messaging has been setup in IDAttend and also only uses the
contact P/W flags option. Refer to Student Details section for more information on the P/W flags.

Clicking the Process button will display a list of students that messages will be sent to the
nominated parents and clicking the Process button on that screen will send the messages.
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Attendance Letters To Be Sent To Parents

IDAttend has the functionality to process and send out attendance letters to parents.

This process use Microsoft Word to do a mail merge with a previously created Word merge
document or template. There is a sample letter in the \IDAttend\Sample Letter folder on the server
where IDAttend is located.

Before editing the sample letter to suit your school requirements it is necessary to carry out the
following in order to create a merge source file for Word to attach to the letter template.

To create the merge file you must first go to Admin/Notify Parents/By Letter/Create Student

Attendance Letters or click the él | button on the toolbar.

By default the system will look for students who have been absent (unexplained) for x days for the
defined date range. E.g. 3 Days. The default date range is the current term/semester. You may alter
the date range to suit.

The Consecutive option may be enabled if desired. This will cause the search to only include those
with x days absences that are consecutive.

There is the option to include student with unexplained late to school entries. There is also an option
to limit the search to only late entries.

Normally the Unprocessed Only option should be enabled otherwise any absences used
previously for a letter will be included.

You may also limit the processing to a particular Year or Home Group if desired.

nce Letters [EE

Attendance Type

Base On

e Unexplained Only " Undocumented Only

™ Abzent (Unexplained) For Or More Periods In A Day [not all day)
[ Unjustified [Truant] abzences Only

{* Ahsent [Unseplained] Far |3 OrMare Days [ Consecutive
[ Unjustified [Truant] abzences Only

v Azzume Abzent For The Day [f One Or
More Abzence dnd No Present Entries

Iv Include "where Late For Schoal |4 Or More Times
I™ Late Entries Only

(o Al For Term 1 -

&l For Date Fangs |23£m 12012 J To |21 /0342012 J
" Previous Day 20/03/2012

v Unprocessed Only

Restrict To vear: Haome Group:

Separate muliple years with a comma [)

Other: | ﬂ

[ Intemational Students Only [~ Ed. Allowance Students Only

Student 1D /M arne; Type and press Enter key

[v Sort By vearHome GroupsStudent/Date
[ Sort By Student/D ate

Process LCloze

Click the Process button.
IDAttend will search for the absence entries as specified. This may take a few minutes depending
on the date range selected.
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Once the search is complete and matching entries found IDAttend will display a list of the students
and addresses for each day’s absence. This allows you to review the entries that will be output for
the merge

Proposed Letter Recipients @
D Student Lagt Name | Student First Name Year Date Migzed Late | Parents Address Sub -
GIL5Z Gilbee Mellisza-)ane Gilbee 11/C 1/08/2008 1
GILA3 Gil Gene Gil 11/C 23,/07/2008 1
GOWwWS1 Gowans Marnie Gowans 1C 1/08/2008 1
HIMET Hinz Bromayn Hinz 11/C 1/08/2008 1
HUTS0 Hutchizon Chnstopher Hutchizon — 11/C 29/07/2008 1
HUT&O Hutchizon Chrigtopher Hutchizon — 11/C 1/08/2008 1
Kavsl Kay Mathan F.ay 11/C 1/08/2008 1 E
LEEDZ2 Les Suzan Lee 11/D 25/07/2008 1
LEEDZ Lee Suzan Lee 11./D 1/08/2008 1
L0850 Lyons Sarah Lyons 11D 2540772008 1
MaAG0T taguire Andrew Maguire 114D 1/08/2008 1
MAHET 4 ahon Rhyce Mahon 11/D 1/08/2008 1
MaR5E tarzhall Tanya kM arshall 114D 1/08/2008 1
MaR12 4 artity Catherine Martin 10 140842008 1
MCI50 Mclntyre Callan Mclntyre 114D 28707 /2008 1
MIL54 kil Kathryn Mill 11/D 29/07 /2008 1
MOROE  Morel Mathat Marel 11/D 1/08/2008 1
MORSS Moz Dapnia bomis 11D 1./08/2008 1
0SMe1 Oszment Anna Dsment 1/E 1/08/2008 1
OVESD Overtan K.ate Overtan 1/E 29/07 /2008 1
OvESD Overton K.ate Overton 1/E 1/08/2008 1
PaGO3 Page Lnthony Page 11/E 1/08/2008 1
FROM Froposch Claire Propozch 11/E 1/08/2008 1
Rak50 Ramszden Matthew Famsden 11/E 2940742008 1 i

P .. - - P— . -
Merge File Path/Name: |C:\DAend\D emo'dbsence merge. Txt Browse Entries Selected:
[~ Launch M5 word Using Document: | Browse [ Allow Entries With Mo Address Details
Masimum Days Dutput Per Studert 20 GelectAl |  Desslectll | Process Marked | Pint st OfMarked | Ciose |

Next you must select the entries you wish to use for the merge with your Word letter. The Select All
button may be used to select all entries. The Shift and Ctrl keyboard keys may be used to
select/deselect entries if desired.

By default only those entries with complete address details will be included in the processing. There
is an option to include entries with no address details if you wish. This allows you add those details
directly to the letters before printing although it is preferable to have all contact details up to date in
IDAttend.

The Merge File Path/Name must be entered. This is the path where IDAttend will output its comma
delimited merge data source file. This is NOT the path to your Word merge template. The
Browse button may be used to set this path. The file may be located on a network or local drive.
IDAttend will remember this path/name for future use.

The sample letter provided only has room on the page for up to 15 absences per student without
going to a second page. Whatever limit you have on your letter this must be entered in the
Maximum Days Output Per Student.

For the initial setup of the Word merge document you do not need to enter the path at this stage.

Click the Processed Marked button. The merge data source file will be created at the path
specified. Once complete the Proposed Letter Recipients screen will close.

To connect this merge data source to the sample merge template you should first open the sample
document in Microsoft Word. Depending on your version you may be asked if you wish to run the
SQL commands embedded in the document. If you are setting up the document for the first time
then you should answer No. The document should then open in Word without performing the merge.
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Older versions of Word may require you to connect to the data source file. If this is the case then
browse to and select the merge data source file created in the process above.

If not already enabled you should enable the Merge toolbar in Word (View menu/Toolbars).

Click the Data Source button the toolbar and browse to and select the merge data source file
created in the process above.

Alter the document heading to suit your schools requirements. The word of the letter may also be

modified as desired but car must be taken with the special merge fields denoted by << >>. Do not

un-link or delete these fields unless you find a need to do so.

Save the changes made to the template. You may also use the Save As option to save the
document with a more meaningful name.

Once the letter template is complete you can now do the merge with the data source file. This is
generally done using the Merge button on the Merge Toolbar. It is best to use the Merge to New
Document option.

In Word 2010 select the Mailings menu and click the Finish and Merge button and select Edit
Individual Documents.

You may be asked what to do by Word with the screen similar to that below.

Merge to New Document L& &£ |

Merge records
@ all
Current record

From: To:

Ok ] | Cancel

Select All and OK.

A new document will be created which contains all of the letters with all of the merged details.
If any errors are shown then there is an issue with the merge fields on the merge template
document.

It is best to review a few of the letters before printing them.

Once printed you may close the merged letters in Word. If you wish you may Save the letters first
for future reference if desired.

Close the merge template document.
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For future merges from IDAttend you can now enter the path to the word template you normally use.
There is also the option to have IDAttend attempt to launch Word using this document once
processing is complete. Some schools security settings to do not allow IDAttend to launch Word. In
this case you will have to run the merge manually.

Proposed Letter Recipients 3
[In] Student Last Mame | Student First Mame | vear Date Fizzed Late | Farents Address Subuth -
GIL&2 Gibes Mellizzz-lane Gilbee 11/C 1/08/2008 1
GIL53 Gill Gene Gil 11/C 29072008 1
G051 Gowsanz tarnie Gowans 1/.C 14082008 1
HIMET Hinz Brorwyn Hinz 11/C 1/08/2008 1
HUTED Hutchizon Christopher Hutchiz 11/C 29/07/2008 1
HUTESD Hutchizan Christopher Hutchiz 11/C 1/08/2008 1
FaE1 K.ay tathan Kay 1/C 1/08/2008 1 3
LEEQZ Lee Suzan Lee 110 2B/07/2008 1
LEEQZ Lee Suzan Lee 110 1/08,/2008 1
Ly0s0 Lyons Sarah Lyons 110 28/07/2008 1
MAGOT I aguire Andrew Maguire 114D 1/08/2008 1
rAHET bt ahon Rhwece b ahon 110 1/08/2008 1
MARSE b arshall Tarwa Marshall 110 1/08/2008 1
MART2 b artin Catherine b artin 1140 1/08/2008 1
FCIS0 Melntyre Callan Mclntyre 110 280772008 1
rIL54 il K.athryn kill 1D 29/07/2008 1
MOROE b arel M athan korel 110 1/08/2008 1
MORG4 oz Dayna Moriz 110 1/08/2008 1
0581 Ozment Anna Osment 1E 1/08/2008 1
OWERD Owertan K.ate Owertan 1E 29072008 1
OvESD Owerton Kate Owverton 11/E 1/08/2008 1
P&GE03 Page Anthorny Page 11/E 1/08/2008 1
PROOT Proposch Claire Propozch 11/E 1/08/2002 1
Rak450 R amzden b attbew Ramsden  11/E 29072008 1 =

P — S - B - T— ’ 3
Merge File Path/Mame: |CAIDAend\DemotAbsence menge. Tat Browse Ertries Selected: 0
¥ Launch M5 ‘word Using Document: | C:MDAHend!S ample Letter'S ample Merge Letter. doc Browse [ &llow Entries With Mo Address Detailz
b awirurn D aps Output Per Student; W Select All Deselect Al Process Marked Erint List OF Marked Cloze
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Ready To Learn Module

The Ready To Learn module in IDAttend is designed to enable teachers to select pre-defined
categories that apply to a student. The module is primarily designed to enable teachers to report
negative class behaviour or attitudes of students. It can also be setup to report positive behaviour.
The options or categories available to teachers are predefined by the schools administration. If
these options are not setup you will not be able to use the module. The name of the module may
have been changed by Admin.

There are also points associated with each option selected (a positive or negative number) that
makes it easy to see who are the worst offenders and who, perhaps, may need some sort of extra
help etc.

It is important that if a school elects to make use of the Ready To Learn Module that
someone monitors what is being entered by teachers and keep an eye on your ‘high flying’
students and take whatever action deemed necessary to try and overcome issues student
may be having.

The Name of the module may be altered in Tools/School Setup to something that is perhaps more
meaningful to the school.

The options that are made available to the teachers can be set in Tools/Lists/Ready To Learn
Options

Sort | Option Name | Negative | Positive | Points (+/-)
1 Late To Class 5
2 Bad Behaviour
3 Homework Not Handed In
4 Excellent work

5 Did Not Bring Essentials To Class
& Dispruptive

Existing Entries That Are Altered Will Have The Cormisponding Student Entries Altered
Delete Add Save Close

Clicking the Add button will add a new row to the grid.

A sort number must be entered beginning with 1.

The Option Name must be entered. Try not to make them too long.
Either Positive or Negative must be ticked for each entry made.

The number of points to assign to each option, while not mandatory, is a good idea if you want to be

able to quick see those students that are accumulating a lot of entries from teachers.
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When done just click the Save button.
Entries may be deleted by selecting those you wish to delete and clicking the Delete button.

If you decide to change an entry that has been in use by teachers all existing student entries that
use that option will also be changed to reflect the new entry.
Deleting an entry from the list will NOT delete those student entries that were associated with it.

The Ready To Learn Module is available to all class teachers from the class attendance screen.
Right click on the student’s photograph that you want to add an entry for and select Ready To
Learn, or the name that it have been changed to.

There is no Admin menu option for this function as it is designed to be used inj the class room by
teachers.

Natalie MICHAEL
Class Code: FA12C

2070472015
Option | Tick/Untick  Comment
Late To Class 10 minutes
Bad Behaviour []
Homework Not Handed In No excuse given
E xcellent Work O]
Did Not Bring E ssentials To Class ]

All teachers need do is tick the appropriate option/s available and optionally add a short comment
and click the Save button.

If teachers feel there are categories missing that they would like to use you will need to see the
Administration persone responsible for the module to have them added.
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There is also a Ready To Learn Log available from the Admin/Logs menu or you can use the Ctrl A
shortcut assigned to the log.

 Date Riange Student ID: | Student ID or Name & press Enter key Category: | ~] Tope
@ fem (A~ & Al
" Pasitive Only
C Fom  [22/m172015 2] To: [11/12/2015 < | Campus: | . =l I~ Student Totals Only  Negalive Orip
eparate muliple years legative
" Today Only 18/04/2015 Year: I e I~ Teacher Totals Only
 AllIncluding Previous Years House: I - I
[ Acive Students Orly Teacher. | =]

Date Student ID | Last Name  First Name |Year Home Group Class | Teacher | | Comment | Points
21/04/2015 CUTS2 CUTAJAR Angie 12 B FA12B EL Excellent Work Very good participation 5
20/04/2015  ALL54 ALLEN Beth 12 FA124 FAT24 Late To Class 10 minutes late 5
20/04/2015  ALL54 ALLEN Beth 12 FA124 FAT24 Homework Not Handed In again... -0
20/04/2015  MICS0 MICHAEL Natalie 12 C FAT2C ED Late To Class 10 minutes 5
20/04/2015  MICS0 MICHAEL Natalie 12 C Fa12C ED Homework Not Handed In - No excuse given 10
20/04/2015  MICS0 MICHAEL Natalie 12 FA12C ED Dispruptive 0

-25

Total Points:
Total Entries: & CSV File | Delete | Piint | Refiesh | Close | :

The Ready To Learn log may be set to any date range for the year and can be filtered by a Single
Student, A Campus, Year Level/s, House Code and/or Teacher.
You can also filter it by just a single Category if desired.

By default it will include both Positive and Negative entries but you have the option to show on
Positive or Negative entries.

There is also the option to show only the total points of each student by ticking the Student Total
Only option.

 Date Flange Student ID: | Student ID or Name & press Enter key Category: | =l Type
@« Tem: IAII 'I @« Al
 Posiive O
€ Fom  [27m7z0s ] Te: [1i71272008 7] Campus: | K| ¥ ST T - ;:,
 Today Ory 18/04/2015 Year | m,,m'?h [~ Teacher Totals Only
Al Including Previous Years House: -
[¥ Active Students Only Teacher | = |
Student ID [LastName [ First Name [Year  [Home Group
ALLS4 ALLEN Beth 12
CuTS2 CUTAJAR Angie 12 B
MIC50 MICHAEL Natalie 12 C

Total Points: -25

Total Enties: 3 Csv e | Pint | Reresh | _ Do |
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There is also the option of showing Teacher Total Only

Date Range StudentID: [ Student ID or Name & press Enter key Category: | ~] Type
@ Tem  [a1 ] @ Al
C Fom  [27/0172015 <] To: [1171272005 <] Campus: | =l I Student Tolals Onlp (@RI
€ Today Only 18/04/2015 Vew [ Sepastemileseas £ Reosbve O
with a comma [V Teacher Totals Only
€ Allincuding Previous Years House: | -
[ Active Students Orly Teacher. [ =~

TeacherCode | Teacher Name

Evan Davies

Total Points: -25

Total Enties: 3 _CSVFie | __Pint_| Refresh | Ooee |

The Log may be sorted by any coulumn by click in the column header. Clicking again will toggle
between Ascending and Descending.

Any number of entreis can be deleted by selecting those you want to delete and click the Delete
button. Delete is not available if either of the Totals Only options is selected.

The log may be printed by clicking on the Print button.
The log may also be exported to a CSV file if required by click on the CSV File button.

The Refresh button will reload the log based on the default sort option.
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Holiday Dates

IDAttend can record the days when there student free days and public holidays.

This function is under the Tools/Holiday Dates menu.

This function should not be used to record term breaks as IDAttend is aware of these.

o s L

Thiz zection should be used to enter days when the
zchool iz cloged due to pulic holidays, student free days
etc. It should NOT be uzed to enter term breaks.

Datel D escription
21/03/2008 Good Friday
24/03/2008 Easter Monday
14/07/2008 Student Free Day

Enzure all dates are comect before saving. Ang
attendance entries for these dates will be removed.

MNew | Deletel Save | Close |

To enter a date click the New button.

Enter the date in dd/mm/yyyy format. Also enter a brief description of the holiday.
Enter as many dates as you wish. They may be in advance or retrospectively

You must ensure that all dates entered are correct before clicking the Save button.

When saved IDAttend will delete any attendance for the date/s entered and prevent IDAttend
from taking attendance on these dates.
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Visitor System

Signing Visitors In — (the IDAttend system also allows for pre-registration of visitors) — go to
Admin/Visitors menu Visitor In(Ctrl+l) which brings up the visitor entry screen. The computer
defaults to date and time. Fill in Visitor details (system will not allow blank fields) and time on site
(default is 1 hour). Tick whether pre-entry or not. Take photo by ticking ‘Print Photo on Pass’, this
will allow for connection to camera/webcam. Click on ‘Capture from Web camera’ and follow third

party prompts. Tick ‘Print Pass’ and select pass format 1 or 2 (Portrait or Landscape). Upon saving

pass will be printed.
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ro1] Visitor @
Date Of Visit: [20/05/2003 -I Time In: |oz;17 PM ==

Visitor Name:  |Fred Nurk|

Visitor Company: |Nurks Inc

Whom Visiting: ~ |Principle
E stimated Lenath Of Stay [hrs): |1 Eq. 2.5 for 21/2 hours

[~ Pre-entering Future Visitors Pre-entered List

v Print Photograph On Slip

Capture From
Video

Previous Visitors |

[v Print Slip & Slip Format 1 " Slip Format 2

Save I Close |
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If the visitor is one that has previously been entered into the visitor system then you can click the
Previous Visitors button. A list of all previous visitors will be displayed. The list may be narrowed
but entering any part of the name and or company and clicking the Find button. If more than one
matching entry select the one required and click the Select button.

The visitor details will be entered into the visitor screen along with the last used photograph (if
taken). A new photograph may be linked to this visitor is desired by clicking on the Capture From
Web Camera button.

This screen may be used to remove previous visitors who are unlikely to ever visit the school.

Previous Yisitors

Marne: |Nurk
Compary: |

Marne Compary
Fred MNurk Murks Inc

Fiemovel Select | Close |

Signing Visitors Out — go to Admin/Visitors menu Visitor Out (Ctrl+O) Use Barcode wand to
scan pass and sign visitors out.

Admin/Visitors menu Visitor Log (Ctrl+E) — shows in red visitors still on site and in black those
signed out. Different days/period can be selected. Log can be printed. Visitors on site show on
‘Evacuation Report’

If a visitor has left but not signed out then they may be signed out from the system by selecting the
entry in the log and clicking the Sign Out button. A window will pop up requesting the approximate
time the visitor left. The default time will be the estimated time of departure. If a different time then
enter the time as hour and minutes. Eg. 1:12 PM would be 112 and press the Enter key. Click the

OK button. The visitor will now be signed out.
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Setup and Send SMS Text Messages To Parents Regarding Student Absence and Broadcast
Text Messages

IDAttend may be used to send SMS text messages to parents with regards to daily absences.
The system uses third party SMS providers to send the messages. The absence details are either
sent to a website or emailed to the SMS provider by IDAttend depending on the provider you have
chosen. The school needs to setup an account with the provider of their choice before this option
can be used.

Providers we currently have interfaces for are:
SMSGlobal

SMSCentral

Infoways

MessageMedia

If you require information on setting up an account please contact us and will can provide the
contact information.

If you have a current provider for whom we do not have an interface please contact us and we will
see if we can provide one.

Once your account has been established the appropriate interface can be enabled in IDAttend.

NOTE: It is important that before enabling any SMS notification in IDAttend that you ensure
that attendance data in IDAttend is accurate. It is also important to ensure that all excursions
and other student off campus activities are pre-entered in IDAttend or absence notifications
may be sent to parents who may not appreciate such oversights on the part of the school.

Any of the above text message providers may be used to send text messages direct from IDAttend
and any text replies from parents are also returned directly to IDAttend.

It is the school’s responsibility to setup an account with provider of their choice directly or via one of
the deals that various regional groups have setup. It is also the responsibility of the school to ensure
that the service provided by the provider chosen will best suit the schools needs and departmental
requirements. IDAttend Pty Ltd accepts no responsibility for the non-delivery of messages
which is outside our control. IDAttend is not directly associated with any text message
provider or supplier, nor do we benefit financially from messages you send.

Before you can use the text message interface you need to setup an account with the
relevant provider. some offer both Pre-paid and Post Paid accounts. Pricing per message will
need to be discussed with them.

If you want the ability for parents to notify the school of absences, via text message, prior to
an absence message being sent out that day then you will have to arrange with provider to
have a fixed text message reply number. This is available but at an extra cost per month.
Parents can then be informed of the fixed number for their use. If a fixed number is not setup
then you must advise the parents not to use the last message from the school sending
number as a method of informing the school of absences prior to receiving an absence
message that day as the message will not likely be received by the school.

IDAttend will send messages to which ever parents are nominated mobile telephone numbers.
If these numbers are not stored in IDAttend the it will not be possible to send messages to those
parents.

IDAttend provides the option for parents to not receive SMS messages. This is done on the Student

Contact Details screen for the selected parent. Tick the Do Not Contact Parent box and Save the
contact details.
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It should be remembered regardless of which contacts will receive messages there must be a
mobile number associated with that contact.

Once you have setup an account with an SMS Provider you need to select that provider in
Tools/School Setup

SMS/Email System

O Infoways

SMS Email (" MGM messageyou
IDAttend SMS TextFile ¢ Email

SMSGlobal

SMSCentral

Oxygens

*)
=]
S
m

Y Y Y Y Y

MessageMedia

Click the Save button

Go to the Help menu and click on the <provider name> Setup Instruction option. This will give you
all of the information you need to setup IDAttend for that provider.

Once an SMS Provider has been set in IDAttend the functions to send text messages is via the 5
mobile phone buttons at the top of IDAttend on the Toolbar.

-8 <8 B ~§ -3

The function of each button is: (from left to right)

Send Absence Text Messages

Get incoming messages (MGM messageyou only)
SMS/Email Log

Send Single Text Message

Send Broadcast Text Messages

All Text and Email messages sent and received via IDAttend are recorded in the SMS/Email Log.
Each student also has a Msg Log (Student Details screen) will all SMS/Email messages
sent/received relating to that student.

Messages that have been marked as Processed cannot be deleted from IDAttend.

Note:

Parent To Send Message To.

By default this is set to Use P/W Flags. This is the preferred method of sending text messages as it
allows up to 4 contacts per student to receive a text message. By default, Mother’s Personal Mobile
is used but if no mother then the father and so on.

These flags (P, W or Blank) can be set on an individual basis for each student if need be by looking
up the Student Details and clicking on the Contact button.

If the Mobile Phone To Use is set to P then the contacts Personal mobile will be used.

If the Mobile Phone To Use is set to W then the contacts Work mobile will be used.
If the Mobile Phone To Use is Blank then that contact will not be sent a text message.
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If this information is imported, OneSchool, then any changes you make will be overwritten/removed
on the next import unless you tick the P/W Flag Set Manually Option for that contact. This allows
you to add the P or W or have blank, in effect overriding what is imported in this regard.

There is also an option, Do Not Send Absence Text/Emails For This Student Option.
This option can be ticked if the parent/s have advised the school they do not want to ever receive
absence text messages with regards this student. They will still receive Broadcast text messages.

Please keep in mind that all siblings have their own family contacts, they or may not be the same for
each sibling. Changing one does NOT change the contact information for the others.

Family Contacts

Family Code: |

Relationship: |Father v | 2 entries NEWFaa

Tile: M —Lontact_|

First Narne: [&lan Save Family

Last Name: [&hles —LContact
Home Telephone: |07 45012312 Gender: | DEIS;J;ZT"F
Work Telephone: | [~ Do Not Contact Parent

Personal Mobile: {0409 009 943 Mobile Phone To Use: [P P. W or blank'
‘work Mobile: | [~ PAW Flag Set Manually (not changed by import)

. - Email Absences
Email Address: | wix@gmail.com r Rather Than SMS

[~ Manually Maintained Contact [tick only if contact entered manually and not imported)
[~ Do Not Include This Contact In & Mail Merge
Send Letters To
Mailing Title: |
[ Do Not Send Mail Regarding This Student

Family Contact Motes [&ll]

™ Do Mot Send Absence Text/Email Messages For This Student Close
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Sending Absence text messages

To do this click on the ﬂ button on the toolbar.
SMS Absences Via SMS <

This option will send SMS notifications to those parents whose SM5 flag has been set in Student Details/Contact
setup. A valid mobile phone number must also have been setup for each student parent who will get text message.
Click Process button to continue.

== o Base OnP & W Flag In Contact Details
_ (Separate multiple years with a comma) For Which Mobile To Send Message To
1or o Thu E Other | ~|
26 27 22 29 30 31 1 Campus: | ~|

g 136 141 152 153 1?; 18.__-' v Use Student Prefened Name

16 17 18 19 20 21 22 v Do Mot Use Student Sumame
23 24 %5 X 27@25 [ Only Those Entries Not Yet Sent

301 2 3 4 5 6
T Today: 2871172015 v Show List Of Those Parents Not Contacted
v Show List Of Those Parents Not Contacted Because Student Has Arived At School, Has Spares or Late Request
v Do Not Include Students 'Who May Have Other Events Later In The Day ([Excursion, School Activity etc)
¥ Unexplained &bsence As At Period |RC « | |v and not yet recorded as amived at school W Include Students Wha Were Late To School [unexplained)
Ot Period: - Text messages will have the school name, date, student
name and late to school. Additional text to be sent may be
Or Period: - entered below.

Please reply with reason

[~ Period Absence Rather Than Absent From School
[ Include Period Stait Time

[~ Do Not Include Students Whao May Not ‘et Arived Due To Spares

Text messages will have the school name, date, student
name and absent from school or period absent from.
Additional test to be sent may be entered below.

Please reply with reason

[

[~ SendMessage as being from |IDA-SHS [Sender ID)
In Place Of The Usual Mobile Number, So Recipient/s Can Not Reply

13.96 Credit - 186 Prepaid Credits Remaining

: Process :

Close

Select the date that the absences apply to. The default is the current date.

You also need to select the Period that will be used to determine if the students are absent or not.
This will generally be the roll class. If you have different campus’s that use different period names
for the roll class then you may select up to two addition periods. Do not select two or more periods
for the same campus or year levels.

There is an option to either send the messages for those student who have been marked absent
and have not yet arrived at school. If selected then messages will only be sent to those students
who have not yet arrived at school. If this option is not selected (ticked) then the messages will be
sent for those students absent from the nominated period regardless of where they have
subsequently arrived at school.

The message will contain the school name, as set in System Setup, along with the absence date,
and student name. Extra text can be added to the message to indicate what you would like the
parents to do once they receive a message. (Reply and/or call the school). Keep it short. Keep in
mind the 160 character text message limit per text message. If you text message length exceed 160
characters it will require two, or more, message parts to send the message, at twice the price.
Keeping the school name short in Tools/System Setup helps, Use SHS instead of State High
School, not including the student surname also helps.

If the option to Include Students Who Were Late To School (unexplained) is enabled then you
should enter any relevant extra text to be sent with the message.
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The Unexplained Absence As At Period must be selected from the drop down list. This would
normally be the roll call period. If you do not wish IDAttend to say in the message that the student
has been recorded as absent from school and rather absent from the period selected then enable
the Period Absence Rather Than Absent From School option. Up to 3 periods may be selected if
your roll class period has different names for different year levels. If using the Period Absence
Rather Than Absent From School option then you also have to option to Include Period Start
Time in the message.

The Do Not Include Students Who May Not Yet Arrived Due To Spares option may be used to
tell IDAttend to exclude those students who have not yet arrived, but marked absent at the roll class,
due to have spare periods. This option will only works if the Late Start option for the selected period
is ticked for the students’ year level. If enabled this option is based on the current time when
sending the messages. If the student has not arrived for their first class after the roll class then the
message will be sent. If using this option it is advised that you send the messages again every hour
or two with the Only Those Entries Not Yet Sent option enabled.

Only Those Entries Not Yet Sent should normally be enabled. If not any previously sent entries for
that day will be sent again.

The students selected may be filtered using the Other and Campus drop down lists if required.

The Use Student Preferred Name option will use the student’s preferred name, if available, rather
than the first name.
The Do Not Use Student Surname option will only send the student’s first/preferred name.

The Show List Of Those Parents Not Contacted option, if enabled, will display a list of those
students who were not contacted due to missing or invalid mobile phone numbers or contact
settings in the student Contact Details.

Show List Of Those Parents Not Contacted Because Student Has Arrived At School, Has
Spares or Late Request. If ticked this option will show a list of any students who were not sent a
text message because of any of these reasons.

Do Not Include Students Who May Have Other Events Later In The Day (Excursion, School
Activity etc). This is optional and if ticked, will not send a text message to those students, who for
example, have an excursion from Period 1 but where supposed to be present for the roll class prior
but were not. Many schools have this issue where the student does not go to the roll class prior to
other events that follow. It helps save on the parent phone calls saying ‘but they went on the
excursion’...

When ready click the Process button.

IDAttend will search for all students who have been marked absent for the period selected and have
as yet not been recorded as arrived at school, if applicable. If the option to include students who
were late to school is enabled then IDAttend will include those who were late (unexplained).

A list of qualifying students, based on the options set, whose parent/s have a valid mobile number
and a P or W in the, Contacts, Mobile Phone To Use field, will be displayed. This allows you to see
how many student parents will be sent a text message with the option to not send them if you feel
something is not right.
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SMS Students List

Last Mame |Filst Marne |Year | HG |Date |Class | F'eliod| Late | Process |Approved| Reazon
ALLFORD Jessica 1 A 10/08/2009 a O O
BAKER Jeremp 12 A 10/08,/2009 a O O
LAMBERT Kristen 11 D 10/08,/2009 0 O O

If Approved - entry will be marked as Approved Absence and excluded from processing. Reazon must be entered. Students in List; 3

Select Al | Deselect Al | Process | Cerad] | En | Students To Be Processed: 3

By default all entries are selected to be processed. The list should be quickly reviewed to ensure
those students absent are valid. If for some reason one or more students are not valid you may ‘un-
tick’ the process button for any students you require. The Select All and Deselect All button may
be used if required.

If a student is away for a valid reason and you are aware of it you may tick the Approved option for
that student and also enter a reason/comment.

Entries for students who where late to school will have the Late box ticked.

Click the Process button to send out the SMS text messages.

The time to process the students will depend on the provider used, network/email/internet speed. It
should normally be no more than a minute or 2. Parents should receive the SMS message within a
few seconds of the processing being completed.

Once the messages have been sent a list of student parents who did qualify to receive a text
message but did not dues to no mobile number or opted out of the text message scheme will be
displayed if that option has been selected (recommended). This list can be printed if desired.

SMS messages should normally only be sent once per day but if desired may be sent multiple times
in a day.

Any students who have had a Late Request entered from the Daily Absences screen and
have not yet arrived and the text messages are sent prior to their expected arrival time, the
student entry will not be included. If the student does not arrive at school at all the entry will
be eligible for sending if the time is 60 minutes or more after their expected arrival time.

There is an All Periods option that allows a text message to be sent for students who have been
marked Unexplained in one or more of their classes. This option is designed to be sent at the end of
the school day. It assumes that a ‘normal’ absent from school text message was sent earlier in the
day and those all day absence students will not be included in this list.
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This is also an option of All Periods

This option is designed to allow text messages to be sent at the end of the day where a student was
present earlier in the day but skipped one or more periods during the day.

There is also an option to set the minimum number of periods that they must have missed before
they will be included in the list. The default is 1.

There is also an option of the text only saying that the student was absent for x periods or more
during the day rather than listing each period name, which may exceed the 160 character single
message limit.

By default, only those who have not previously been sent an absence text message are included but
you may include them again by ticking that option. It is suggested you keep in mind some parents
may be annoyed if they receive multiple text messages about a student per day.

[v Unexplained Absence As At Period | ﬂ 1 Periods Minimum
Or Pernod: | ﬂ v Only send Absent For % Periods or More

Or Period: | ﬂ

[ Include Students ‘Who Have Already Had A Previous Text Message Sent This Day
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Parent Replies
SMS/Email replies from parents will normally be delivered directly to IDAttend. When there are
replies to be actioned there will be a notification of the number on the IDAttend Status Bar.

93 unproceszzed SMS replies

b
If there are relies to be processed the click on the ﬁ button on the toolbar. This will display the
SMS Messages Log. By default it is set to show incoming messages for the current/term/semester
in descending date/time order (most recent at the top).

13 SMS/Email Message Log
Date Range @ Incoming SMS Reples/Absence Emals " Emais To Students House

Emails Sent " Emails To Teachers (Classes Not Marked)

I~ Mot Processed Messages Only res

A ssed Incom
L= (Separats mulighs yeers vith a comma) L oiete Unprocessed Incoming Msgs

. =l Reimport SMSGlobal Replies
" Tem 4 <] " Broadcast SMS

~ Fiom: E ] T | " Duigoing Tead

Today Ony 28/11/2015 " Stalf Text Messages Sent Campus:
Double Click an entty to Process it of use the Student Attendance o Daily Absence buttons
Student ID Student Name Message Date/Time Phone #/Emai Message Processed Received By IDAMend Ong Status
1 Beth ALLEN 17201523535 PM 040300334 Betl k today 5/11/2015 1:36:52 PM
1/2016 41437 PM 040900394 & wias sick pesterda 24112 2
1/2015 101053 AM 040900394  is urwel and won't be in today 015 510
2015 10:5317 Ab 4 16/1

Total Incoming Messages: 4 Processed

Hot Processed _DEftesh Pint CSV File Close Approve Late Arival Student Altendance | Daily Absence

When messages come in IDAttend will attempt to match the sending mobile number to a student in
the database. If a match is found then the student ID will be associated with the number. If more
than one matching student is found then the word ‘Multiple’ will be in the ID field. If no ID is
displayed the IDAttend was unable to find a match to the sending mobile number.

IDAttend will also try to determine if the reply relates to a Late To School.

Unprocessed entries are in red and processed entries are in blue.

To process a reply you can either double click on the entry in the list, or click the Daily Absences
button. This will display the Daily Absences screen with the student details already filled out. SMS
ticked and the text message in the Reason/Comment field. Just select the absence type that
applies, e.g. Sick (default), alter the date range if needed and click the Save button. The entry in
question will be marked as processed. If the entry is believed to be a Late To School entry then
IDAttend will process it as such.

If the entry had multiple students associated with it then you will be asked to select the student the
entry applies to first.

Note: IDAttend will check to see if the absence is in fact a Late To School. If so it will tick the
Approve Existing Late To School Entry flag. If this is the case then the absence type is irrelevant.

Alternatively you may click the Student Attendance button which will display the Individual
attendance screen for that student. You may alter the attendance to suit if desired. If any alterations
are made using this method you will need to click the Processed option for that reply in the message
log.

Continue to process each message depending on the reply received.

Note: Some parents will reply a day or two after the original message was sent. Care must be taken
to ensure that you are altering attendance for the correct date. IDAttend will try to determine the
actual absence date but may not always be able to do so if there are multiple unexplained days’
absence for the student.

Some parents may have received multiple absence text messages but the reply is only for one of
the students but the wording may indicate it relates to all of the siblings. It is best if parents reply to
each one separately but you need to be aware they may not.
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There is the option of right clicking on a reply and selecting Reply To Text Message. This will
display a reply box with the phone number to send to already added and the school name in the
message box, ready for the reply message to be entered.

The school name will already have been added as part of the message. There is also a display of
the message length and how many message parts will be required to send it.

There is also the option of sending the message as being from ‘NoReply’ as set in the SMS Setup
screen. If enabled parents will not be able to reply to the message as there will be no reply number.
There is also the option of scheduling when a message should be delivered to the parent/s. If used
you can set the date and time you want to message to be delivered. If this option is used the
message will be sent now but will not be sent out by the SMS Provider until the date/time set. It
should be kept in mind that with most providers it is very difficult and time consuming for them to
delete these scheduled messages before they are sent. Make sure you have every intention for
them to be sent before sending them.

The Schedule option is not available if using OXYGen8 as your text message provder.

Once done just click the Send button.

! Send Text Message et

Message To:  |0409009943

Message

ID&ttend SHS. |

Message Length: 14 - 1 message

I Send Message as being from |ID.-&-SHS [Sender D]
In Place Of The Usual Mobile Number, So Recipient/s Can Not Reply

[~ Scheduled Date/Time For Delivery |23.»" 11/2015 d Time: |11:29 Ak -

Add 1 Hour To Scheduled Time |f Davlight Saving |s Active
If no scheduled time is set then the message will be delivered now.

$13.96 Credit - 186 Prepaid Credits Remaining

Send Close

4

This same screen is also used if the Send Text Message To Parent button is used on the Student
Details screen. The selected mobile phone number will be entered for you.

The Send Single Text Message function is also available from the button on the Toolbar if

required.

It is also used if the send Text Message function is used on the Staff Details screen.
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The Message Log also has sections to show text messages that were sent out through IDAttend.
By default the message log shows the replies but you can select the outgoing message options at
the top of the log screen to display the outgoing messages as well.

: SMS/Email Message Log E
Date Range " Incoming SMS Replies/Absence Emails " Emais To Students
: - House: = A MSGlobal Repl
@ Tem |4 =] 2L e S (" Emais To Teachers (Classes Not Marked) emport SMSGlobal Repiies
) e e e ™ Not Processed Messages Orip e
 From =] Ta - Tkﬂ:ig:ﬁiﬂ E'mdc;;::"s (Separate mulile years with a comma)
" Today Only 28/11/2015 " Staff Texst Messages Sent Campus: |
Double Click an enlry to Process it of use the Student Attendance or Dady Absence buttons
Student ID Student Name Message Date/Time Phone #/Email Message Orig Status
ALLSA Beth ALLEN 25M11/20151:34:35PM 0403003343 IDAtend SHS. 25/11/2015. Beth has been marked absent from school. Please reply with reazon admin Delivered
ALLSY Beth ALLEN 241172015 41409PM 0409003343 IDAtend SHS. 23/11/2015. Beth has been marked absent from school. Pleae reply with reason admin Delivered
ALLS4 Beth ALLEN 231172015 337:15PM 0409003343 IDARend SHS. 23/11/2015. Beth has been marked absent from school. Please reply with reason admin Delivered
ALL54 Beth ALLEN 237172015 310:09AM 0409003343 |DAtend SHS. 23/11/2015. Beth has been marked absent from school Please reply with reasor adn
ALLS4 Beth ALLEN 1211172015 241:53PM 0409003343 IDARend SHS. 12/11/2015. Bath has been marked absent from school. Plaass raply with reason admin Deliverad
ALLSA Beth ALLEN 12/11/2015 120540 PM_ 0403003343 IDARend SHS. 12/11/2015. Beth has besn marked absent from school. Please reply with reason admin Delivered

For all supported SMS providers, except SMSGlobal and Oxygen8, the delivery status for the
messages sent will be displayed. The usual status is Delivered, Rejected or Failed.

Delivered indicates the message has been delivered to the intended mobile phone.

Rejected may indicate there the mobile phone account of the parent is in some sort of dispute with
the mobile phone provider etc.

Failed would most likely be because the phone number is invalid or that number is no longer in use.
A blank status indicates the message delivery status has not yet been reported.

SMSGlobal do not offer this functionality via IDAttend.

Note: To have the delivery status shown on the sent messages you must turn this option on in
Admin/Notify Parents/SMS Setup and only on the computer that picks up the replies.

Each student has their own Msg Log button on their Student Details screen.
This log has all of the display options of the main message log but only relate to that student.
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Sending a Broadcast Text message

wy
click the button on the toolbar.

This function is not relevant is using MGM messageyou as these applications they their own
broadcast functionality.

IDAttend may be used to send a broadcast text message to all or selected parents if required. This
may be to notify parents that school will be closed for any reason, school is as normal etc. The
message may be targeted to particular year levels, Home Group, class or an excursion, student
group etc if required.

Broadcast SMS Message X ‘

This option will send an SMS text message to all student parents for the selected range. or all parents if no range entered, with the
text entered.

Year i i Parent To Send Message To
| (Separate multple years with a comma) (" Base On P & W Flag In Contact Details For Which Mobile To Send Message To
Home Group:
Class: | j
E xcursion: iznzas «| | ~|
[ Future Students Only Exclude Students In The Following
Student Gn:uup:| - Classes. Separate multiples with a comma
|
Other: | L] Campus: j
Exclude Students In The Following H
Student [D: Type Student ID or Surname and press Enter key 5?;,:;: 5;3 ;2.; nqm.ip?eﬁvﬁﬂ%onﬁ'm:
I
I" Students Who Have A Laptop Only I Not Financial Students Only [~ Only Those Students Curtently Present Dn School Grounds [slower]

[ Students Who Use Bus Transport Only
™ Exclude Students Wha Use Bus Transport
™ Intemational Students Only

" IDAtend SMS TextFile [~ T
SMS Dutput File Path: | g

(® SendVia SMS
v Show List Of Those Parents Not Contacted

[ Send Message as being from |IDAHS (Sender ID] In Place Of The Usual Mobile Mumber, So Parents Can Mot Reply To Message
Naote: You will need to include the school name in the message as it is not included by default [~ Scheduled Date/Time For Delivery
Message Ted Date: |2/12/2015 =] Time: [02:052M

‘ If na scheduled time is set then the message will be
Message Length: 0 delivered now.

Export Phone Numbers
Only To CSV File
Send Close:

You must select the provider that will be used to send the messages. The options are IDAttend SMS
Text File or Send Via SMS (default). The option selected will depend on the provider you have
previously setup. IDAttend will remember the selection made for future use.

If you wish to limit the messages to a particular year level enter it in the Year field. Do not put a
leading zero on the year. If multiple year levels, then separate them with a comma.

If the message is for a particular class then select it from the Class dropdown list.
If the message is with regards an excursion then tick the date box next to the excursion label and

select the Start Date of the excursion from the dropdown calendar. Then select the excursion from
the excursion list.
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There is an option to only send to those students who Use Bus Transport. This flag is set in the
Student Details for those students who travel to school on busses. This flag must be ticked manually

for each student.
[~ May Be Given Panadol [ Special Education Student

Special Education Graup Code: [#e

Special Circumstances: |

New | Save ‘ Delete

v Student Uses Bus Transpart

Subjects | Timetable | Attendance Aftend. Stats wihere |z | Contact | ShS Mags |

IV Show Active Students Only [ Group/Composite Print

|4 lHecold:10f21?3 |

The Student Group dropdown list allows to select any Student Group that has been setup in
IDAttend. Refer to the Student Groups section in this manual.

The second last item in the list is All Bus Groups. This may be useful if you have created a number
bus route Student Groups but wish to send the text message to all of them at once.

The last item is the list is Exclude All Bus Groups.

These options similar to the Student Uses Bus Transport option above but offers more flexibility in
that you can target just a single Bus Student Group if the need arises.

Adding a student to a Student Group Bus Group does NOT automatically tick the Student Uses Bus
Transport box on the Student Details screen.

There is also an option to Exclude Those Students Who Use Bus Transport.
This allows for different text messages to be sent to parents with regards those that travel on
busses and those that do not in the event of a school closure or evacuation.

There is also an option to Exclude Students In Certain Classes. If used each class should be
separated with a comma.

There is also an options to Exclude Students In Certain Home Groups (Roll Classes). If used each
Home Group should be separated with a comma.

Both of the above options can be turned on or off without losing the list that has been entered.

There is also an option of Only Those Student Currently Present On School Grounds. This
option is intended to be used is text messages are being sent to parents with regards the school
closing due to Natural Disaster or similar.

This option will slow down the sending process as it must check if the qualifying students are in fact
still at school based on their attendance information. Please keep in mind that Excursions set to
School Activity, Exams and Non-Reportable are considered to be on school grounds in IDAttend, as
is the School Activity student pass.

Do not use this option if sending out a text message based on an excursion.

The Class, Excursion, Student Group and Student ID can NOT be used with each other. You
can only select one of these 4 options.

Enter the message text as required. You should include the school name in the message as
IDAttend will not automatically add it.

It is important that you keep the message length to 160 character or less. The message length is
displayed under the text box.

Once the message has been entered you should click the Send button.

A list of qualifying students will be displayed. Qualifying students are those where IDAttend has a
valid mobile phone number for the parents/guardians in the student Contact details.

By default the message will be sent to all displayed. You may un-tick the Process box for any
students you do not wish to send the message to.

If when sending text messages and an error occurs you will be shown a list of those not sent and
the reason why.
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There is also the option of sending the message as being from ‘NoReply’ as set in the SMS Setup
screen. If enabled parents will not be able to reply to the message as there will be no reply number.

There is also the option of scheduling when a message should be delivered to the parent/s. If used
you can set the date and time you want to message to be delivered. If this option is used the
message will be sent now but will not be sent out by the SMS Provider until the date/time set. It
should be kept in mind that with most providers it is very difficult and time consuming for them to
delete these scheduled messages before they are sent. Make sure you have every intention for
them to be sent before sending them.

The Schedule option is not available if using OXYGen8 as your text message provder.
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Sending a Broadcast Text message From Outside The School

The following section is for instructions on how to send a text message to all parents from a
Principal’s laptop to inform parents of school closures etc. out of school hours.

On the Send Broadcast Text Message screen is a button labelled Export CSV Numbers Only To
CSV File

This function will export (based on the screens’ selection criteria) the phone numbers of the
students to a CSV file. This is envisaged to be a USB drive. Only the parent mobile phone numbers
are exported to the file, no names or any other identifying information.

It is recommended that this process be done at least once a week to keep the numbers up to date.
Each phone number should only appear in the CSV file once regardless of the number siblings
assigned to that number.

Most SMS Providers have a website you can log into and have the option to send a text message
based on an imported CSV file.

Each provider has a different way of handling this and each school should make their own
arrangements to familiarise themselves with this process before the need arises.

The Principle should also be made aware of the login username/password for the provider.
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Email Setup

In order for IDAttend to be able to send emails it must know your email server details. To do this

click on the Email Setup button.

Enter your outgoing and incoming email server details.

IDAttend also supports SSL for both outgoing and incoming emails. If your school requires this then

tick the SSL options required and ensure the ports are correct.
The normal ports for email are

Non SSL Ports
Incoming - 110
Outgoing - 25

SSL Ports
Incoming - 995
Outgoing — 465

TLS Ports
Incoming — 995
Outgoing - 587

=]
Email Settings Are Global For All Users Of IDAttend

Your Outgoing Mail Server: |srnlpAeq, edu.au

Sender Email Address: |
v Use IDAttend Users Email Address  will be used instead of the users email addiess for the sending of absences only.

¥ Outgoing Mail Server Requires Authentication [~ Users Email Address As User Name To Authenticate

Wb Outgoing Mail Server User Name/Password Not Required
Password: = as Active Directory Authenication will be used.

Outgoing Mail Server Port: |465

[ Queue Outgoing Email To The Server [Queue service must be installed on server)

Sender Email Address is not required if the Use IDAtend Users Email Address is ticked but if entered it

Sender Email Address (ABSENCES ONLY) otherwise above details will be used: | absences@idattend.com, au
Serder Email Address [(ADMIN BROADCAST ONLY) otherwise above detals will be used: |broadcast@idattend com.au [ Admin Users Only)
W Use SMTP SSL [~ Use SMTP TLS [~ Use Above Addresses For ‘Reply To' Only

Email Dueue Root Path:  |C:AIDAttend\Email Queue Browse | uE:;::IE EL:;?SH Erga;lnr;l &
CC the following email addresses [separate multiples with a comma):
I
Privacy Statement [optional). Will be included at the end of each email sent if entered.

The settings below must only be setup on one
computer. This computer will receive any email replies. Incoming Mail Server Port: [F
Your Incoming Mail Server: |pop,eq_edu_au W Use POPSSL

User Name: |absences@idatlend.com,au [™ Do Mot Delete Emails On The Mail Server Once Downloaded

Password: | ¥ Schedule Check Email Every W Minutes

0K | Cancel |

Another option is to use the IDAttend Users Email Address. It is preferable to use this option and if

selected then the IDAttend user’'s email address will be used instead of any other that may have

been specified. The user email addresses are stores in Tolls/Lists/User List.

IDAttend User Manual

110



You may also schedule IDAttend to check the email address inbox every x minutes to collect any
parent email replies. The scheduling MUST only be setup on one computer.

There is also an option to add a list CC email addresses to which a copy of Broadcast Emails will
also be sent. This option does not apply to other emails sent from within IDAttend although some
email generations screens have a separate user based CC list option.

The Privacy Statement is a field for entering any privacy statement that may be required to be
appended to the end of any emails sent out from IDAttend. All emails will have this appended to
them if entered.

There is also a section for entering incoming mail server details.

These details, if entered must only be setup on one computer and this computer may be scheduled to
check for incoming emails every x minutes.

A normal email account should not be used for this or its likely that IDAttend will be picking that
users normal email.

Email Setup for Office 365

If you are using IDAttend to send email via Microsoft Office 365 then things need to be set up
differently.

A number of limitations may apply that you could do previously.

Firstly IDAttend must be set to use Active Directory Authentication, that is, users log into IDAttend
using their normal network user name and password. Refer to the User Setup section for information
on this.

Office 365 appears to set up your email according to you network login credentials so IDAttend
needs to know what those are.
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g
=]
Email Settings Are Global For All Users Of IDAttend

‘Your Outgoing Mail Server: |smtp_oﬂice365.com

Sender Email Address: | Sender Email Address is not required if the Use IDAttend Users Email Address is ticked but if entered it
¥ Use IDAtend Users Email Addiess  will be used instead of the users email address for the sending of absences only.

Sender Email Address [ABSENCES ONLY) otherwise above details will be used: | absences@idattend com.au

Sender Email Address [ADMIN BROADCAST DNLY) otherwise above details wil be used: |broadcast@idattend.com.au [ Adrmin Users Dnly)
[~ Use SMTP S5L ¥ Use SMTP TLS ¥ Use Above Addresses For 'Reply To' Only

v Outgoing Mail Server Requires Authentication W Users Email Address As User Name To Authenticate

User Name: Outgoing Mail Server Lser Name/Password N i .
going Mail Server User Name/Password Not Required ;
Bt I— as Active Directory Authenication will be used. Mairnum number of recipients per email sent: 200

Outgoing Mail Server Port: | 587

¥ Queue Outgoing Email To The Server (Queue service must be installed on server)

Email Queue Root Path: |\'\.servelname'\apps'\.idaltend\E mail Browse 5 ume?,:le ELangasll Emsaeilnl*tl S
CC the following email addresses [separate multiples with a comma):
I
Privacy Statement [optional). Will be included at the end of each email sent if entered.

The settings below must only be setup on one
computer. This computer will receive any email replies. Incoming Mail Server Port: [U_
Your Incoming Mail Server: | [~ Use POP S5L

User Name: | [~ DoMNot Delete Emails On The Mail Server Once Downloaded

Password: I— [™ Schedule Check Email Every [_ Minutes

oK I Cancel

The Outgoing mail server is smtp.office365.com

Sender Email Address must be blank.

Use IDAttend Users Email Address must be ticked

Use SMTP TLS must be ticked.

Outgoing Mail Server Requires Authentication must be ticked.
Users Email Address As User Name To Authenticate must be ticked.
User Name/Password must be blank.

Outgoing Mail Server Port must be 587.

There is the option of using an email ‘alias’ as the sender address if sending absence emails to
parents and also if Admin staff (not teachers) are sending broadcast emails from IDAttend.

While these can still be used with Office 365, by default Office 365 will not allow a user to send an
email using credentials that are not theirs. This can be allowed in 365 if Send As Permission is set
up. This process is not within the scope of this document and the process is defined in the Office 365
documentation. | am unclear as to whether this process is per user or a group of users may be
nominated.

If this is not done and you send absence or broadcast messages with a specified alternative from
address then the emails will fail.

An alternative option we have introduced is to tick the Use Above Addresses For ‘Reply To’ Only.
This means the email is sent with the user as the sender but if someone replies to the email it will
come back to the alternate email address, instead of the sender email address.
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The Maximum Number of Recipients Per Email Sent is for Broadcast Emails that are not
personalised and is the number of BCC recipients that are placed on each email. The default is 200
maximum that can be specified is 450.

Email Queue Option

Sending a large number of emails from IDAttend is quite a slow process as it waits for the email
server to say it has sent the email before moving on to the next one. The new Email Queue option
allows the email function to send the emails, very quickly, to a defined folder on the server and an
installed service sends these emails one at a time to the SMTP mail server, freeing up IDAttend to do
other things while they are being sent. It is recommended that this option be installed.

This service is usually on the server where IDAttend is, but can be placed on another server is need
be. This is an IT install only option. There is only a 64 bit version of this service so it can only go on
a server that is running a 64bit version of Windows. If installed then you need to tick the Queue
Outgoing Email option and enter the path the folder on the server where that has been installed, eg.
\\servername\apps\IDAttend\Email. The install files and full instructions on how to install and setup
this service are on the IDAttend website www.idattend.com.au by the Email Queue files listed on the
Support Page.

If enabled then there are 3 extra buttons placed on the screen.

Email Queue — Shows a list of .eml files that are in the queue to be sent.

Email Logs — Shows a list of log entries, one per day, that shows what was sent, failed etc.

Email Not Sent — Shows a list of . XML files if any email failed to be sent and the reason why, There
is one per email.

The Email Not Sent list (screen shot below) has the option to Move the selected entries in the list
back into the email queue to try and have them sent once the issue has been solved.

This screen filters the entries on the selected date.

Date: I 2/03/2M5 'I

File Name
e_20150302_015821_59e8a4000.xm 2/03/2015 4:47.39 PM

1 Entries

Wiew File
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We hope to soon add the option of having IDAttend monitor the Not Send folder for any new entries
and let the user know that their email may not have been sent for some reason, and requires attention.
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Each user in IDAttend that will send emails must have their own email signature.

This is where you would put your name, title, position and contact information.

The signature will be appended to all emails that the user sends from within IDAttend.

All email function check to ensure that there is a signature for that user sending the emails.

Email Signature

There is an Email Signature button on all email sending screens so you can easily ass or change your

signature.

IDAttend User Manual

2 User Email Signature | %8

Each uzer sending email from |IDAttend must enter a
zignature that iz attached at the bottom of each email
zent.

Signature [MamedTitle/Contact Detailz etc.]

y M ame r
b Title

Schaal Hame

Contact Mumbers

Save Cloze
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Sending Broadcast Emails To Student Parents

This function is available to al all admin users of IDAttend and also available to Coordinators if the
option to allow teachers to send emails to parents is enabled in Tools/School Setup.

Broadcast Email Parents | 23 )
This option will send an email to all student parents for the selected range, with the text entered.
Teacher: | ﬂ Leave blank if no teacher reference iz required.
Class: | ﬂ [¥ Broadcast Email. Do Not Include Student Mame In Email
'ear [Separate multiple vears with & commal [v Broadcast Email. Include Ling To Tell Parents Mot To Reply To This Email
Horme Group: ,7 [v Shaw List OF Thoze Parents Mot Contacted
Student |D: Type Student 1D or Sumame and press Enter key
Student Group:| j
p ; o Keep in mind zchoal
Include This Attachrment With the Email: | Browse et s lfls

The email Subject Line will include the School Mame and a system generated reference. Email body will include schoal name, student name and class, if selected. Email will
alzo include Mailing Title along with Teacher Mame/Tile at the end.

Email Text

Thiz email iz being zent to remind parentz that Parent/T eacher interviews will be held in bwo weeks tme. -
Please contact the school on 3399539999 to make an appointment

Signature Setup Send Close Email Setup

Emails may be sent to the parents of all students or only those students of year levells or a
particular Class. All recipients of emails are added BCC so no parent can see the email
addresses of other parents sent the email.

An email may also be sent to a single a single student if required.

It is not normally necessary to select a teacher sending the email as the emails will generally not be
teacher based and no reply will be required from parents.

Enter the text you wish to send to the parents in the Email Text section. There is no limit to the
amount of text that may be sent. A single Attachment is permitted.

There is a Signature which must be filled out. This would be the originators name, title etc. This
need only be entered once as the system will remember these details.

The privacy statement text is not editable by teachers and will be included on all emails sent from
this function.

There is an option Broadcast Email. Do Not Include Student Name In Email. If enabled this option

will not include the student’s name in the email (non personalised). Up to 450 BCC recipients will be
added per email as per the setting in Email Setup.
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There is an option Broadcast Email. Include Line To Tell Parents Not To Reply To This Email. If
enabled this option will include a line of text advising not to reply to the email.

There is an option to have the function display a list of all those parents not emailed because there
is no valid email address or the parents have opted out of this contact method. If enabled this list will
be displayed after the emails have been sent.

When the email is ready to be sent click the Send button. The email will be sent to all parents of the
selected range dependant on the settings in the contact details of the student.

The number of emails sent will be shown although the physical number sent may be far less if it is a
Broadcast Email (non personalised).

All settings made in this section are on a per user basis and saved on a per user basis.
The only exception to this is the Privacy statement which is common to all users and must be setup
using an Admin login to IDAttend.

Note
All family contacts that have a valid email address will receive the email.
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IDAttend can handle absences emailed by parents whether or not an initial absence message has

been sent.

This process is almost identical to sending text messages with the exception that an email will be
sent instead. Sending a large number of emails can be slow and make take some time to send

Emailing Absences To Parents

depending on your email server.

Email Absences To Parents | £3

Thiz option will Email notifications to parentz. A valid email address
must have been setup for each student in Contact Details. Click
Proceszs button to continue.

]

baon Tue wed Thu Frii Sat Sun
Qo482 w1 2
3 4 &5 B 7 8 9§
m 11 12 13 14 15 16
17 183 19 @ 21 22 23
2 25 26 27 28 239 30
1 2 3 4 5 & 7
= Today: 2070942012

Ahzent Az A Perod: |Fall Mark:, w | and not vet recorded az arived at schoal

Y'ear:

[Separate multiple pears with a commal

Other: | ﬂ

[v Only Thoze Enties Mot et Sent
[w Do Mot lnclude Students Wwho kap Mat et Arived Due To Spares

[w Show Ligt Of Thoze Parentz Mot Contacted

v Shiow Ligt OF Thoze Parentz Mot Contacted Because Student Haz Spares or Late
Request

Additional Test To Be Included On Any Email Meszage

Pleaze reply to thiz email with the reazaon far the abzence. -

E mail Setup Procesz ‘ Email Signature

Close

Normal Email Signature Rules apply to this function.

Any reply emails will come into the message log and instead of a mobile phone number will have an
email address. These may be processed in the same way as SMS Text messages using the Daily

Absence button.
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Data Import
Student Details, Timetable and Student Subjects should be imported.
These are normally imported from a tab or comma delimited text files that has been exported from
the school’s Admin system and timetabling software. There also import functions that allow direct
import from databases.

Student Details Import

Test File Delimiter | Date Format: | dd/mm/wy - [~ Update Bazed On Other ID Mot Student (D
" Tab Form Azsembly/Foll Call Nat In Timetable,
* Carmma [ Home Group Part OF Year [ Update/ddd Mew Students To Previously Created

[ Staff are "STAFF" In*Year Form Aszembly/Rall Call Classes.

Teut file hasz LF :

u:I: alteéheaznd of | FitstMame In Sumame [LF) [ MAZE [ACT Education Dept. Format)

Eﬂch TEEC':'fd [E9. [~ First Mame In Surname [F/L) v SIS [Qld Education Dept. Format)

asiz Export
port [ Address Al In Single Field |~ OneSchool (Qld Education Dept. Farmat)
[ Update Onlp No Surmame Included [~ CASESZ21 [WIC Education Dept. Format)
| IF Importing Student's ‘Active’ Status, Thiz le Represented In The File By: I,&i [geparate multiples with commas)
Student/Contact Field: Mapping
IDtend Field Text File Field # | = e Loy o it
10 1 '7 ‘Year 0
I Active [Status] 2 E v ‘ear 7

Campusz 45 Iv ‘Yeard
Lazt Mame 3 v ‘eard
First Mame 4 v ‘rear 10
Preferred Mame A v ‘rear 11
DOE E p Year 12
Gender 7
ear a
Horme Group 9
Library Mumber 39
Houze Code 11
Date Enrolled 12 -

[+ Field Mames in First Bow [skip) Clear

v ark &l New Entries ds Betive!

[ fdd Leading Zera To Student 1D

[ Only Irnpart The First Wword OF First Name [stip of second narne)]
[ Mark &ll Existing Students As Inactive Prior To lmport &nd Only Mark Thozse Imported &z Active.
v Set Mew Students Imparted SMS Contact Option Ta Primary Contact

[~ Produce Report After Import Restict Reported Entries Mot Updated To Year:

Test File To Import: T Dattend\D ernctidattend_sims bt Browze |

[ Delete Filess On Completion

Impart | Cloze

Admin/Import/Import Student Details (text file).
This information must be in a tab or comma (CSV) delimited text file.
Select the type of file being imported Tab or Comma (CSV) Delimited.

The mandatory information required is:
Student ID

Last Name

First Name

Year
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Home Group (roll group)

Optional information:

There are a number of other optional fields that may be imported.

Clicking one of the predefined import format options will automatically fill in the appropriate
mapping.

By default all year levels will be ticked but if you wish to exclude certain year levels from the import
then you only need untick them.

If SMS/Email capability is required from IDAttend then parent details/phone/mobile/email addresses
must be included.

Map the position of each field (column) being imported from the text file. It is quite often easier to
open the text file in Excel to make noting the positions easier.

There is usually no need to use the Contact Details import option unless these details are not part of
the student details text file.

Form Assembly/Roll Call Not In Timetable. Update/Add New Students To Previously Created
Form Assembly/Roll Call Classes — This option should only be enabled if IDAttend has been used
to create your Roll Call classes because they are not contained in your school timetable that will be
imported.

If enabled, this option will automatically add/change students in roll classes as each student is
imported.

Mark All Existing Students As Inactive Prior To Import And Only Mark Those Imported As
Active — This option should be enabled if you are NOT importing a field that indicates if students are
still active or not. If enabled then all existing students will be marked inactive prior to the import and
then only those imported will be marked as active again.

All other options may be ignored at this stage.

Use the Browse button to locate the text file to be imported.

Click the Import button to import the student details.

IDAttend will remember all mapping details for subsequent imports.

Subsequent imports will update existing student details and add new students that are in the text
file.

For information on importing student details from OneSchool refer to the OneSchool
Import/Export manual under the Help menu in IDAttend.
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Timetable Import (Text File)
Admin/Import/Timetable (Text File), (actual option used depends on the source of the timetable)
Select the type of file being imported Tab or Comma (CSV) Delimited.

This option requires a minimum of:
Subject code

Day of class (May be Mon, Monday, or 1)
Period of class

Teacher of class

Optional information is:

Room

Number of periods for class if more than 1
Class Name

Teacher Name

If the timetable period numbers in the text file do not match the IDAttend Period #'s then it will be
necessary to use the Period Mapping function when importing the timetable. This will map the
timetable period numbers to the IDAttend period numbers so that periods appear where they
should.

If for example the period numbers in the text file are 1, 2, 3, 4, 5, 6 and the period numbers in
IDAttend are 0, 1, 2, 3, 4, 5 then the period mapping option must be used.

Before enabling this option make sure you have entered the position of the Period field in the text
file and also used the Browse button to locate the file to be imported.

When you do enable this option IDAttend will gather a list of the Periods used in the text file so that
you can then map these to the IDAttend Period #'s.

43 Timetable Import (Text File) (|
Text File Delimiter IDAttend Field Texk File Field # Period Mapping Years To lmport
" Tab Class Code 2 Text File Period IDéttend Period # (it mparting year)
{+ Comma ‘rear 4 FORM/ASSEMBLY 1 ¥ 3

by | FerioD 2 ; N
ay
Period g PERICD 3 4 g
Teacher Cade 7 PERIOD 4 5 SRl
Fiaam 11 vR12 TUES THURS [ v 12
. Mum Periods
™ MAZE [ACT Education Dept. Format) Teacher First Mame
v SIMS [QLD Education Dept. Format) Teacher Last Mame 10
Teacher Mame
Class Mame 3
Timetable Effective Date: | 9 /08/2008 = Clear | Ues (Pt epptig
™ Period Mapping aries Each Day
Subject Codes Are Mot Unigue For Years: Seperate with commas e By Barfiads

[T Do Mot Make Consecutive Classes Into Multi-Period Classes

[v Import Student Subjects From S ame File
Student D 13 At Position: 1
First Subject |z At Position: |2
[v Only 1 Subject Per Line Entry
Iv Field Mames in First Row [zkip)

Text File To Import: |\\serverxyz\import datatidattend_ttable. tst Browse
™ Delete File On Completion

Import | Lloze |

If the timetable includes periods for recess and/or lunch and bus duty etc. then these can be
skipped by mapping those periods to period -1.

The Timetable Effective Date is the date that the timetable will become effective. This may be into
the future or in the past.

IT IS CRITICAL THAT THE EFFECTIVE DATE DOES NOT OVERLAP AN EXISTING
TIMETABLE IN IDAttend.
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Use the Browse button to locate the text file to be imported.
Click the Import button to import the student details.
IDAttend will remember all mapping details for subsequent imports.

For information on importing the timetable from OneSchool refer to the OneSchool
Import/Export manual under the Help menu in IDAttend.
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Student Subjects
Admin/Import/Import Student Subjects (actual option used depends on the source of the
timetable/subjects. Some functions import subjects as part of the timetable import. The OneSchool
timetable import also imports the student subjects as well so there is no need to do a separate
student subject import..)
Select the type of file being imported Tab or Comma (CSV) Delimited.

This option requires a minimum of:
Student code
Subject code (must match subject codes imported in timetable)

It will be necessary to open the text file to find the position of these fields. The position can vary
from one application to another.

#F Student Subject Import |2 |

Teut File Delimiter
" Tah
*+ Comma

[ MAZE [ACT Education Dept. Format]
Student 1D |2 Ak Posgition: 1

Last and first name,
year and home group

Lazt Mame |z At Pozition: are only required if
tudent cad t
Firzt Mame |5 At Position: E\t‘aigﬁ;ﬂ =
Year |z At Pogition: [~ HG Part OF Year
Home Group Iz &t Position: Subject Codes Are Mat Unique For Years:
First Subject I At Paosition: 3
: ) ] Seperate with commas
[ Only 1 Subject Per Line Entry Except theze subjects which are unique Years To lmport
[~ Field Mamesz in Firzt Bow [zkip) Subject ~ W 2
[~ Student D In Text File |3 Miszing & Leading 0 v 3
[ Some Student 1D's In Text File are Mizsing & Leading 0 [+ 10
. . Clear W 11
Timetable Effective Date: | 9 08/2008 - :
LISt p 12
Exclude Theze Subjects
Claszes - -
Clear
List
Text File Ta Impart: |\hserversyziimport datahsubjscts. bt Browse

[ Delete File On Cornpletion

[mpart LCloze

If the student ID field is there then you do not need to worry about the Last Name, First Name and
Year/Home Group fields. The other import options normally do not need to be set but can be
necessary under certain circumstances with may not be evident until the data has been
imported.
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Create Form Assembly/Roll Call Classes
IDAttend can create your roll call classes if they are not in the timetable that IDAttend will import.
Only use this option if the roll call classes are not part of the school timetable.
Admin/Class and Subject Maintenance/Create Form Assembly & Roll Call Classes

#F Form Assembly Creation |28 |

Create Form Azzembly/Roll Call Claszes for the following
ypear levels and days

Farm Azzembly/Ball Call Period: |0 Farm Azzembly Code:

Appliez To Appliez To
[v “fear 8 [w Draul
[v “feard [vw Dap?
[v “ear10 v Dapd
[v “fear11 [vw Drapd
[v “Year12 [v Daph

[v Bazed onHome Group Only

[ Restrict Home Group To First I_ Characters
[ Restrict Home Group To Last l_ Characters

[ Based on House Code Only

Effective Date: | 14,/07/2002 vl
Create | Cloze

By default these classes will be created for all year levels for all days in the school timetable cycle.
Un-tick those years/days you do not wish to create the classes for.

Generally the roll classes will be based on the Home Group field only so this option would normally
be enabled.

If the information in the Student Details, Home Group field does not represent the roll classes then
do not use this function.

The IDAttend Period # (refer System Setup) that the roll call classes occur must be entered. The
default is Period 0. Ensure that this period has been assigned to all roll call classes on these days in
System Setup.

By default the Effective Date is the current date but this may be changed to a more suitable date if
required. Attendance for these classes cannot be taken prior to this date.

The roll classes will be created using the Home Group field data only. If you wish to prefix the roll
classes with some code such as RC then enter RC- in the Form Assembly Code field.
Generally no further information is required.

Click the Create button. The classes will be created.
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Note
All existing classes for the period nominated will be deleted prior to creating the roll group
classes.

If this function has been used to create the roll call classes then it is recommended that you enable
the Form Assembly/Roll Call Not In Timetable. Update/Add New Students To Previously
Created Form Assembly/Roll Call Classes in the Student Details import function. This will enable
IDAttend to add new students to the roll classes and also move those that may move roll classes
(different Home Group).

This function will need to be run each new year after IDAttend is rolled over.

Please note:

This function cannot assign teachers or rooms to the classes it creates as these details are
not known.

You can use the Admin/Class and Subject Maintenance/Assign Teacher/Rooms To Class
function.

This function allows you assign a teacher and/or room to each class. There is an option to
only show classes with no teacher. If teachers are missing from the Teacher List then you
can add/change/delete them using the Admin/Class and Subject Maintenance/Teacher List
function.
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Creating AM/PM Classes For Primary Schools

The Admin/Class and Subject Maintenance/Create Form Assembly & Roll Call Classes can be used
to create both AM and PM classes for all years/students in Primary schools which generally do not
have a timetable that IDAttend can import.

If the Home Group field in the Student Details contains the student class then IDAttend can be used
to create the AM and PM classes for all year levels and assign the students to them.

## Roll Class Creation e
Create Roll Call Classes for the following year levels, days and periods. Only use
thiz functuion if your roll classes are not part of pour main timetable or advized to

do so by IDAtend support.
Fall Call Period: |1.2 Foll Class Prefis [optonal]:
Separate multiple periods with a comma ,
Appliez To Applies To
[v “vear v Davl
[v “vear ¥ v Day?
[v “Wear W Dayd
[v “veard W Dapd
[w “vear 10 W Days
[v Year 11
[v Yearl12
Orly For Campus: ﬂ
|v Based on Home Group Only
[ Restrict Home Group To First l_ Characters
[~ Restrict Home Group To Last l_ Characters
[~ Bazed on Houze Code Only
Effective Date: |11/02/2013 =
Create ‘ Cloze

If your AM period is IDAttend Period # 1 and the PM period is IDAttend Period # 2 then running the
function with the settings of 1,2 in the Period field, IDAttend will create all classes and sessions and
assign the students to them.

The Effective Date field may be used to set when the classes will be effective from. The default is
the current date.

After using this function to create the classes it is recommended that you enable the Form
Assembly/Roll Call Not In Timetable. Update/Add New Students To Previously Created Form
Assembly/Roll Call Classes in the Student Details import function. This will enable IDAttend to add
new students to the classes and also move those that may move roll classes (different Home
Group).

This function will need to be run each new year after IDAttend is rolled over.

Please note:
This function cannot assign teachers or rooms to the classes it creates as these details are

not known.
You can use the Admin/Class and Subject Maintenance/Assign Teacher/Rooms To Class

function.
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This function allows you assign a teacher and/or room to each class. There is an option to
only show classes with no teacher. If teachers are missing from the Teacher List then you

can add/change/delete them using the Admin/Class and Subject Maintenance/Teacher List
function.
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Import Student Details into IDAttend from OASIS (NSW)

Note: Once this is completed the system will remember the settings for future updates
making it easy to conduct regular updates.

In your School System export the student details.

Go to School Utilities and select N1, then select ‘D’ — Update Student Bar Codes, the ensure
that ‘X’ in all three options is selected. Then press 'C’ to continue and then ‘E’ to export data.
(Do a back up after the export)

Ensure you export the information as SABS_IDS.D format.

Go to Admin menu Import, Students Details (Database). Note: Once the file is setup, it
should be kept where IDAttend can draw the information at regular intervals; once this is
completed the system will remember the settings for future updates.

e Select Oasis Import option.

o Browse to the folder where the Oasis file was exported.
o Click Import button.
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Import Timetable/Student Subjects from Time Chart

The Timetable and Student Subjects within Time Chart must first be exported before they can be
imported into IDAttend

Export Timetable from Time Chart

In Time Chart, as administrator, select Timetable.

Under ‘File’ go to ‘Export as text file’ and browse to the location where you wish to save the
subjects. This can the IDAttend\Import Data folder on the server where IDAttend is installed. Call the
file timetable.txt or something meaningful. Replace the existing file if there is one.

Export Student Subjects From Time Chart - In Time Chart, as administrator, under the ‘window’
option choose the ‘Student List’ option.

Under ‘File’ go to ‘Export as text file’ and browse to the location where you wish to save the
subjects. This can the IDAttend\Import Data folder on the server where IDAttend is installed. Call the
file subjects.txt or something meaningful. Replace the existing file if there is one.

Remember to ensure you have all the student subjects from Time Chart. In Time Chart go to
Display menu Preferences and under the General tab change the subjects to at least ‘15’ or
‘20’ for the number of subject columns to be exported. Also under the preferences in Time
Chart there is an option to export Timetable as ‘Generic’ or ‘Match Printout’. Ensure that it is
set to ‘Generic’.

Please note that student timetables and subjects are generally on a regular basis and must
be re-imported into IDAttend whenever changes are made.

Import the Timetable and Student Subjects as per those sections in this manul.
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Export Attendance To OASIS (NSW)
(Schools with Thin Client, save to file on computer do not use floppy disk — see details
below)

Step One: To get the attendance records from IDAttend we need to export the records and then
import them into OASIS. Go to Admin menu Export Attendance - OASIS. Place a clean floppy
disk in the PC to be exported to. If using the new Thin Client version of Oasis then you can export
the details to a hard disk drive.

In this screen select the ‘Semester’ ‘the period from and to’, select ‘Today Only’ and ‘Term’. Do not
change the ‘Time Format’ from “tt”. Some versions of Oasis, we have found require Start/Stop
times in 24 hour format. If the import of the attendance is rejected by Oasis for this reason then
changing the Time Format in the IDAttend Oasis Attendance Export to “TT” will provide the export
in 24 hour format.

Select ‘Entries Not Previously Exported Only’

After the first time setup create a Path to Export Attendance and the system will always export to
there.

Tick ‘Append Existing File’ when adding to an existing upload. This would not normally be
enabled.

Click on ‘Export’

Once this operation is completed the settings will be saved).

*=* Dasis Attendance Export

D ate Range

f+ Tem: |2 -
= From; | J Tat | J

" Today Only - 210642005

Time Format; |TT

[v Entriez Mat Previously Exported Only
Iv Conzider &sbzent For Day If Absent Far One Or Mare Periods &nd Mo Other Attendance Entries Present

Fath To Export Attendance To: |E:HDasis'~.ﬁ.bsence_T><T Browse
[ Append Esisting File

Erport

Step Two: In OASIS go to Utilities and select ‘N1’. Then choose the option ‘F’ Import Student
Absent Data from External System’. NOTE: Wait for the new screen to appear, ‘Please Select
Import File’. When requested navigate to the area where the attendance details where exported
from IDAttend and select the file. Select Open file, At this stage the bottom of the page there is an
option to configure ‘C’ the data if you wish. Then press “ENTER”
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After import into OASIS you must carry out a ‘Rebuild’. (Q2)

Export Data to OASIS Thin Client after you have exported from IDAttend

You must import into Thin Client - In the Thin Client main screen select the ‘pgdn’ (page down)
then select ‘N1’ school utilities. Select ‘F’ to bring up the utilities screen and file look up. Select the
file to be imported (as produced by IDAttend) ‘SABS_IMP.D’ by highlighting it. Then select ‘open’

This will return you to the OASIS utility screen where you then press ‘E’ enter.

A result screen will appear showing the number of records imported and any errors if any. If there is
an error you can press ‘E’ (Edit) and change the entry if required.

Then press ‘Enter’ to ‘Import’ ‘Esc’ and then ‘X’ and then ‘Q2’ to rebuild OASIS data and the ‘C’
(Continue). This will rebuild the data.

‘Pgup’ Brings you back to the normal OASIS screen.
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Export Attendance To CASES21 (VIC)

Step One: To get the attendance records from IDAttend we need to export the records and then
import them into CASES21. Go to Admin menu Export Attendance - CASES21.

## CASES21 Attendance Expart ||
Date Range IDAttend vear # CASES 21 Year
e Tem: 3 - 'ID'I .i11
C Fom: [14/07/2008 =] Te [10/08/2008 <] 12

(" Today Only - 10/08/2008

tust Be Prezent For At Least (120 Minutes Per AM Seszion
Must Be Present For At Least [120 Minutes Per PM Session

&M APM Changeower Time: |[12:00
[ Entries Mat Previously Exported Only

[v Usze'vear Mapping

Text File To Export Attendance To: |G:‘-.Data‘-.t’-‘n.bsence.T><T Browsze
[ Append Existing File

Ewport | Cloze |

In this screen select the current Term or Semester.

Under the department guidelines a student must be present for a least 120 minutes for both the AM
and PM sessions. These are the default times that IDAttend will use. These may be altered though.
If a student is absent for more that the specified number of minutes then they will be exported as an
absence.

In the Year Mapping Grid you will see a list of year levels of the students in IDAttend. For each year
enter the year that is used in Cases21, even if the same. Eg. 7 =07, 12 =12

Also enable the Year Mapping option. This allows you to map the year levels in IDAttend to match
those is CASES. E.g. Year 8 in IDAttend may be Year 08 in CASES.

Select Entries Not Previously Exported Only

Text File Name to Export Attendance — click the Browse button to find a suitable location to export
the attendance and nominate a file name (e.g. attendance.txt).

Tick ‘Append Existing File’ only when adding to an existing upload.
Click on ‘Export’

(Once this operation is completed the settings will be saved).

Step Two:

In Cases?21 select the Attendance menu and Import/Export Data.
Select ERM Data.

Browse to the file that was exported in Step 1.

Once selected the file will be opened and validated by Cases21.

If any errors occur in the validation an error report will be available.
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If the data is valid then it will be imported by CASES21 and the number of entries imported
displayed.

Refer to the CASES21 Quick Guide / Importing attendance records from Electronic Roll Marking
Systems for more information.

NOTE: Attendance data imported into CASES21 can not be used with any of the normal
CASESZ21 reports. Use the reports in IDAttend instead. This is a limitation of CASES21 not
IDAttend.
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Export Attendance to OneSchool (QLD)

Go to Admin menu Export Attendance -> OneSchool.
This function is for exporting attendance entries from IDAttend in a format compatible with the

OneSchool Attendance Import function.
This function and is described in greater detail in the OneSchool Import/Export Manual under the

Help menu in IDAttend.
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Manually Creating Classes In IDAttend (Sport Classes)

If you have some classes that are either not imported as part of your schools timetable or are
imported but have the entire school in a single class such as SPORT then you can setup these
classes in IDAttend Manually if you wish.

To do this go to Class Setup (Ctrl X)

Click on the New Class button at the top centre of the screen

Class Code:  [FOOTBALL

Class Name:  |Year 7 football

Year | 7
HG: |

Day: Day 3 ~| I AlDays
Period: |Sport -]
Teacher |V - CLAUDIA AVELING |
Room: |
Nurm. Periods: |1—
lv Core Subject [ Class Session Held Off Campus

| Class Session s & Spare [timetabled but not a real class)

If this class is not maintained by you timetabling software you should tick the Core
Subject option otherwise it will be ended the next time the timetable is imported.

oK | Cancel |

Enter the class code you want for the new class. Do not use an existing class code.
Enter a class name or description of the class.

Enter a year level for the class. Students from other year levels may be included in the class
provided their timetable structure is the same.
HG is not require.

Select the Day that the class will occur from the Day list.

Select the Period that the class occurs in from the Period list.

Select the Teacher from the Teacher List (Optional)

Enter the Room if applicable.

Enter the number of periods or sessions that the class will go for. The default is 1.

The Core Subject tickbox must be ticked otherwise the class will be ended on the next
timetable import.

The Start Date should be set to the first day that class occurs. If the Start Date is not set it will be
assumed to start at the beginning of the year.

An End Date may be entered if the class will not continue till the end of the year.

Click OK and the Class will be saved and should appear in the list of classes on the left of the Class
Setup screen.
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The Class when selected (highlighted) will have just a single session in the Sessions section at the
bottom of the screen but the Students list on the right will be empty.
Click on the Add Students button at the bottom of the Student list.

The Student Selection screen will appear.

It will default to the list of students from the year level of the class. You can tick addition year levels
if required or untick all of the year levels.

ID Last Name First Name Yeat HG Gender |House Code Status | A Student Selection Filters
AHLST AHLES Neil 12 A M N Salact From Yoar/s
ALL54 ALLEN Beth 12 FAl2a F A r7 STl
ALLD2 ALLFORD Jessica n A
AMAST AMATO Daniel 1 A 8
AMBSD AMBROSE Brian 12 A rs Class
AMESOD AMEY Rebecca 12 A I~ 10 Iﬁ
ANDS4 ANDRONIS Tina 12 A V1
ARC52 ARCHIBALD Caralyn A V¥ 12 House Code
ASP51 ASPINALL Nicholas 12 A -
ASPO1 ASPINALL Sally 11 A
| assE0 ASSELMAN Robert 12 A B
| AZ151 AZIRET Canan.Jaman 11 A l_
BAKS0 BAKER Jeremy 12 A
| BARSD BARENDSE Julian 12 A Eind
BELS2 BELOUSOFF Andrew 11 A
| BIRSO BIRTCHNELL Deborah 1A et oo
| |BLaASD BLAIR Jane 11 A
BLAST BLASTOCK Sally 11 A Press Enter key after
| BONST BONSOR Yvonne 12 A typing 1D or Name
| |BOOSD BOOMSMA Sion N A
BORSO BORYS Jessica 12 A
BOWO3 BOWTELL Cameron 1 A
BOWOD2 BOWTELL Kathryn 12 A
BOYS2 BOYD Daniel 1 A
BOYS1 BOYD Kristy 12 A v
RRARY RERANM Awvdra 11 A
Students in RED are Future Students I Do Not Check For Class Conficts
Select Al | Deselect Al | Students Selected: 0 Save Cancel Inll:psa\['! Ifii:m
Student Group:l ﬂ ™ Students Who Use Bus Transport

Students in the list may be added by clicking on each one required while you finger is on the Ctrl
key.

Alternatively you can enter the students individually by either entering the ID or Surname in the
Student ID or Name field and pressing the Enter key.

This can be a tedious way of entering these students.

If the list of students for each class is in a spreadsheet (Excel) and contains the students’ ID then
you can save the spreadsheet as a CSV file and then use the Import From CSV File option.

The Import option only needs to know the column position of the Student ID in the CSV File. The
first column is position 1. (Excel shows them as A, B, C etc. These are position 1, 2, 3 etc).
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This function will import a list of
students from a CSY file into the
currently selected class. You may
select a Start Date for any new
students imported into this class.
ONLY STUDENTS INTENDED FOR
THIS CLASS SHOULD BE IN THE
CSV FILE.

Student ID |s At Position: |21

Start Date: |22/04/2015 |

End any existing students in the class,
[ not in the CSV file, the day before the
above date.

Import

Y'ou will be prompted for the location of the
CSVY file

The Start Date should be set to the Start Date of the class created earlier

If you are going to regularly importing the students in the class because they constantly change you
should tick the End any existing students in the class not in the CSV File option. That way any
student no longer in that class will be ended in it the day before the defined Start Date.

Click the Import button.

The students imported will be displayed in the Student Selection List. Click Save and the students
will be added to the class.

NOTE: Each CSV file list should only include the students for the currently selected class.
You can repeat the above process for as many classes as you need to create.

IMPORTANT NOTE:

If the sport class is being imported from the timetable as but does not have the right students in it
you may end up with the students being in two classes at once. It may be best to tell the Time Table
Import function not to import the SPORT classes to avoid the issue.

In Admin/Import/Timetable you can add the class code that you do not want to import as per below.
Multiple classes may be entered if required by they must be separated by a comma.

As an example, entering SPORT will cause the import not to import any classes starting with
SPORT, so SPORT0108, SPORT0109, SPORTO0110 etc would not be imported.

If the classes are named something like 07SPORT, 08SPORT etc you would need to enter each
one separately as they all do not start with the same code.

If you do alter this screen be sure to click the Save Setting button at the bottom of the screen.
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Text File Delimiter IDAtend Field Test File Field # | A Period Mapping Day Mapping
" Tab Class Code 1 Period Being Imported | IDAttend Period # i
& Comma ‘Year 3

Home Group
Day 4
Period
Teacher Code
Foom
MNum Periods
|~ MAZE [ACT Education Dept. Format) Teacher First Name 13
¥ OneSchool (GLD Education Dept. Fomat) | Teacher Last Name 12
Teacher Name
Class Name 2 v

I~ Use Day Mapping

Timetable Effective Date: |22,f|34,lzu1 5 I Clear I
™ Use Period Mapping Scan For Days |
Subject Codes Are Nat Unique For Years: I Separate with commas

|~ Period Mapping Yaries Each Day

[~ Do Mot Make Consecutive Classes Into Multi-Period Classes Scan For Periods | [Yil!i::;;t‘i’nlsnﬁ::r]
Do Not Make Classes Beginning With Into Consecutive Classes
Do Not Make These Periods Into Consecutive Class Periods. 7
Refer to the Help menu OneSchool Import/E xport Manual for more information on abave |'|: g
Do Not Import Classes Beginning ‘With |5PDHTI Separate muliples with a comma [,) e—-— =
¥ Import Student Subjects From The Matching Class File OneSchool File To Import ¥ 11
Fai— 20100511
Student ID s At Position: |1 Update Student Other ~ 12
I~ Group Field Based On
First Subiect | At Posit ,2— Class Code On
irst Subject | At Position: .
D Period
[¥ Only 1 Subject Per Line Entry & ,_ = I_ [~ Alter Class Code For Period lU_ As Per Below

[~ Dnly Import Student Subjects Class file must have all subjects for the |
full timetable cycle. Not just a single day.

v Field Names in First Row [skip)

Period I_ OnDay l_ Alzo Occurs On Days | [separate multiples with a comma [,)
Add IU leading zeros to student ID

Period I_ OnDay l_ Also Occurs On Days I [separate multiples with 3 comma [,
DneS chool Data Path:|C:\IDAttend\OneS chool Data Browse | ViewFie |

[~ Delete File On Completion

Any new teachers will be added to the IDAttend User List as ‘Teachers'

Import Close Save Settings |
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IDAttend Alert Module

The IDAttend Alert module may be used to alert administration staff of Students who have been
flagged for an alert if marked absent or late to school.

It will also send an alert to teachers when students are returning to their class for any reason so that
the teacher is aware that the student should have arrived in their class.

An alert is also sent to admin staff whenever a teacher sends a student to the ‘Timeout’ room or a
student is sent to admin for any reason.

IDAttend users have the option to send a message via the alert system to all teachers, all admin
staff, a single teacher or any single user of IDAttend. A student based message may also be sent
which will appear for those teachers that have that student in a class at the current time. This
message will continue until such time as the message is marked as actioned by a teacher.

For a school to activate the Alert Module you need to tick the Enable Alert Module option in
Tools/School Setup.

Once enabled the alert module will be active for all IDAttend users.

For users to receive alerts they must be logged into IDAttend.

IDAttend will check every minute for any new alerts.

Admin staff have a number of options they can turn on to see various messages not directly related
to them. Teachers do not have any options available and cannot turn off the Alert system.

When logging into IDAttend the alert screen will be displayed minimised within the first minute and
will appear on the program bar in Windows.

& AttendAlerts

When a new alert arrives the IDAttend the Alerts icon on the Windows Task Bar will change to a red
Exclamation and the computer will beep to let the user know that there is a new alert/message. Just
click on the icon to open the alerts Window.

' n TDAftend Alerts

If no messages have been received and you need to open the Alert windows just click on the Alerts
menu option next to the Admin menu.
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- ———
IDAttend Alerts e 0 s

Options  Send Message

Alerts For | £ /09/2010

Type/To |5tudentID ‘Studenl MName ‘Year |Message |Elass |T\me |Ur|g\naled By
Alert Student AHLST AHLES, Meil 12 Alert student marked absent Fat12s 1067 &b admin
Alert Student BROE1 BROWH, Mark. 12 Alert student marked sbsent Fal2h 1057 &M admin
Lete/Retum Studsrt HALST HALL, Jashua 1 Lateto school rived at 11:14 AM. 513 T8N admin

Check student did sttend class.

| Al Users Staff meeting after school for all teachers and admin staff,

Conference room at 3 30PM 111540 admin
Student SaL51 SALISBURY. Jerrifer 12 ot randl 0 eay thel she should colch the bus heme TABAM  adwin
Late/Retum Student FENSO FENTON. Megan 11 Retuming lo class ot 12:29 PH. ENIG 1229PM  adin
Sentto RTC KAYET FAY, Mathan 11 Student sent to RTC at 12:42 PM EN1G 1242 PM admin
SenttoRTC DELS1 DELANEY, Alice 12 Studant sent to RTC at 1252 PM 1252PM  adnin

) Retuming to class ot 1253 PM i )

Late/Fetum Student DELS1 DELAMEY, Alice 12 Check student did sttend class. FE3C 1253 PH admin
Sentto RTC VANEE WaN DER SPEK. Janelle 11 Student sent to RTC at 10:30 AM 10:30 AM admin
Late/Retum Studert VANSE \iAN DER, SPEK, Janelle 11 Returning o class at 11.04 AM. CHIE TL048M  admin

Check student did attend class

Retumning to class at 01:18 Ph.
Check student did sttend class.

Late/Retum Student FULLER, Les 01:18PM  admin

Print | Mirimise |

The Alert screen defaults to the current date but you can look back on previous day’s
Alerts/Messages by selecting another date if required.

Alert Options
For Admin users of IDAttend there are a number of various options that can be selected to allow the
user to see alerts/messages not specifically directed at them. Each admin user of IDAttend may

have different setting.
v S

[ Show Alert Students
[ Admin Messages
[v Teacher Meszages

[+ Student Based Meszages
[v Students Sent Ta RTC
[+ Students Stll In Sick Bay After I'I 0 Mingtes

[T Do Mot Show Alerts On This Cormputer

Save | Cancel |

Show Alert Students — This option will show any students marked absent or late to school
(unexplained) who have had the alert options ticked on the Student Details screen.

[V Alert If shzent v AlertIf Late Ta Schoal

Admin Messages — Allows the user see all admin alert/messages sent, not just those intended for
that user.

Teacher Messages — Allows the user to see all teacher alerts/messages sent.
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Student Based Messages — Allows the user to see all student based alert/messages.

Students Sent To ‘Timeout’ — Allows the user to see all alerts relating to students being sent to the
timeout room by both teachers and admin staff. These students will also show in the ‘Timeout’ Log.

Students Still In Sick Bay — Allows the user to see all alerts relating to students being in Sick Bay
after the designated number of minutes has passed. The number of minutes is a global setting and
applies to all users who are watching this option.

There is also an option to not show alerts on a particular computer regardless of who has logged
into IDAttend on it. This is useful for computers that may be used to issue student passes and would
not normally have anyone monitoring that computer for messages. Normal IDAttend workstations
should not tick this option or it defeats the purpose of the Alert Module.

Users will also see all messages they have originated or were originated automatically under their
login to IDAttend. This allows those messages to be deleted if the user feels they were issued in
error. To delete an alert/message just right click on it and select the Delete Alert/Message option.
Only the originator of an Alert/Message can delete it.

If a Student Based Alert/Message is displayed and the student has been informed of the message
the user may then right click on the message and select Dismiss Alert/Message. This will flag it as
not to be displayed any longer.

Student Based messages will automatically appear for the student’s current class teacher and any
subsequent class teachers for that student as the day progresses until the message has been
dismissed. The originator can then see if the message has been passed on to the student by the
teachers.

There is also an option to reply to the message originator by right clicking on the message and
selection Reply To Originator.
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Sending an Alert/Message

To manually send an Alert/Message to All Users, All Admin, All Teachers, A single Teacher, a
Single IDAttend User or a Student Based message just open the Alerts window and select Send

Message at the top of the screen.

All Users/All Teachers/All Admin
n Send Alert/Message - All Users

AlertdMeszage To: All IDAtend Users

Thiz iz a mezzage for uzers of [Datend

Send

Cancel

Just type the message you wish to send and click the Send button.

Message To A Single Teacher
n Send Alert/Message - A Teacher

Alertdteszage To: |BD ™ Linda Boszzard

=

Send

Cancel

Just select the teacher from the dropdown list and then type your message and click the Send

button.

Message To A Single IDAttend User
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Send Alert/Me - A User X
B ssage

Alert/Meszage To: |CS ™ Chriz S alisbury LI

Send | Cancel |

Just select the user from the dropdown list and then type your message and click the Send button.

Student Based Message
[ send Alem ||

Alertdteszage To:  Student 1D [JOKNSS
Samara JOMES

Send | Cancel |

Enter the student name or ID and press the Enter key. Type your message and click the Send
button.

All other Alerts/Messages are automatically generated by IDAttend as events happen.

There is no close option for the Alerts screen, only a Minimise button. The screen needs to
remain open or active in order for the alerts to appear.
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These functions are available from both the Admin and Teacher menus. Teachers can only view the

Laptop Register

information unless allowed to add entries to the register, in Tools/Teacher Options.
IDAttend Has a Laptop Register for both the Permanent and Casual assignments of laptops and
well as laptops not assigned to students (Unassigned).

43 Laptop Register

Date: Range SudentlD: [ /Mo Search; Time

@ T m ueen o Al ™ Permanent Mot Returned

+ Tem: -

Tralley Description: 2 (™ Permanent Assignments Only (™ Casual Assignemts Only

© Fom [arenz o] Te [lanzizmzz] | Campus: - Trolley Zore [ =]| UnderFepairniy € Casual Nt Fetumed

" Today Only 1411422 “Year Separate muliple years with a comma [ ] " Retuned By Student [permanent] © Laptops Mot Permanently Assigned To Students
lssue Date | Description Serial No Option Network Name | Troley Dese | Trolley Zone | Student ID Last Name First Mame Year Home Group| Casual g:g:l’,
1411/2M2  Casual Laptop 222222 Netd Trolley 2 Zong 3 YAMNSE VAN DER SPEK Janelle il F L]
1/11/2M2  ABC Laptop 987654 NetName Troley 1 Zone 2 JONDE JONES Sallie-arn 12 C O
TAT/2012 nenereeney bbbbbbbbbbb H&RE HARGREAVES Jarad 12 B O [m}
1411/2M2  Casual Laptop 222222 Netd Trolley 2 Zong 3 HaL51 HALL Joshua " C ]
1/11/2M2  Casual Laptop 222222 Netd Trolley 2 Zone 3 DELS1 DELANEY Alice 12 B O
1411/2M2  Casual Laptop 111111 DaHE DAHLETROM Karen 12 B O
1117202 Unassigned 222222 Netd Trolley 2 Zong 3 BOOS0 BOOMSMA Sian " A O ]
1411/2M2  Unassigned 11111 Netd Trolley 2 Zone 2 O O
26/10/2012 Casual Laptop 123456 ALLE4 ALLEN Beth 12 3 O
26/10/2012  Casual Laptop 123456 ALL54 ALLEN Beth 12 A O ]
26/10/2012  Perm laptop SE7EI0 NetNamed Traley 2 Zone 2 AHLET AHLES Neil 12 A O O
< n 3
Total Entries: 11 CSY File | Imnport ‘ Print ‘ Refresh | Delste | Fepair Laptop | Fetumed By Student | Aasign Laptop [permanent] ‘ New Unassigned Laptop | Rie-appl

The laptop register shows a complete list of laptops, both Permanent, Casual assigned to students
as well as those not assigned to students but may be depending on the date range selected. The
Register may be limited to a student, Campus, Year Level/s or Serial Number.

There are also options to limit the display to Permanent Assignment Only, Under Repair, Returned

By Student (Permanent), Permanent Not Returned, Casual Assignments and Casual Not Returned.

There are also options to limit the list to a particular Trolley Description and/or Zone.

The Register has the option to import the information from a CSV file that may have been exported
from another program.

= Import Laptop Assignments

This function may be used to import existing laptop

assignments into IDAttend

Default Assignment Date: | 26/10/2012 -

Default Description: |

L5V File Field Positions

1D&tend Figld Test File Field #
[ ate Azzigned 1

D escription 2

Senal No 3

Option B

Trolley Description

Trolley Zone

Metwark Mame 7

Student ID | 8 |

[~ Import MIS 1D Instead Of Student |D

CSY File Ta Impart: |
[ Field Mames In First Faw

Impart

Claze

Browse

To import you permanent laptop assignments and laptops not assigned to student click on the

Import button.

Required fields are Description and Serial Number.
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If you have not specified a student ID field or the field is empty in the CSV file then the laptop will be
imported but not assigned to a student.

If you do not have fields for Date Assigned and Description then you may set the default for those in
the fields provided. There is also an option to use the student’s MIS ID instead of the student ID if
this is what was exported from your other application. Just tick the Import MIS ID Instead of Student
ID box.

There is an option to import a Trolley Description (100 characters max), Trolley Zone (20 characters
max) and Network Name (50 characters max) if you wish. The Trolley Description and Zone are
generally used where the laptop is not assigned to a student as such but is to be assigned to a
trolley that is taken to classrooms and the laptops issued to students.

The Network Name field, if used, would allow IDAttend to interface with other applications such as
ABTutor in the near future.

Enter the column numbers in the CSV file to be imported against the relevant IDAttend fields. If you
do not have a column for a field then leave it blank.
Click the Browse button to locate the CSV File you wish to import.

If the CSV file has column or field headers then tick the option Field Names In First Row so that
IDAttend does not import those.

Click the Import button. The CSV file will be validated and the import process begun.
Any field imported that is too long for the IDAttend database field will be truncated.
As Laptops are imported the Has Laptop flag will be ticked for the relevant student.

Note: The import function does not support casually assigned laptops but can import laptops that
will be used for casual assignment later, if required.

There is also an option to manually assigned permanent laptops to students. The Assign Laptop
(permanent) button will bring up the following screen.

Permanent Laptop Assignments
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#F Assign Laptop (permanent) | |

Student: |
lssue D ate: 1117202 -
Description: )
] Scan Serial Mo or
Serial Mo: press Enter key
| Option: after entering it

Trolley Desc:

|
|
|
Hetwark, Mame: |
|
|

Tralley £one:

Reazon/Comment

| Save Cloze ‘

Enter the Student’'s name and press Enter or scan the student’s ID.
The Issue Date will default to the current date, but may be changed.

Enter a description for the laptop and enter or scan its serial number. Scanning the serial number or
pressing the Enter key afer entering it will validate the laptop serial number and check if it is already
assigned to another student. If it is a laptop that is in the register but not yet assigned to any student
then the details already stored for that laptop will be entered for you. If it is not in the register then
you can manually enter the balance of the details.

Option, Network Name, Trolley Desc and Trolley Zone are optional fields and may be used for any
additional information you may want recoded.

A Comment may also be entered if required.

Click the Save button to save the laptop assignment.

Double clicking on a permanent laptop assignment in the register will allow you edit the laptop
details or add a comment.

If an ‘Unassigned’ laptop is assigned on a permanent basis to a student then the laptop will no
longer be considered to be ‘Unassigned’.
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Repair Laptop

There is also an option to put a particular laptop in for repair.

Select the appropriate entry in the log and click the Repair Laptop button.

The Student details, Date, description and serial number and other fields will be entered already.
Add any comment you wish but a comment must be entered.

If the repair was a retrospective one then you can tick the Retrospective Repair box. The will
record the entry but will assume the laptop has been returned to the student.

## Repair Laptop

LX)

Student: |*J aroE
Sallie-ann JOMES

Date: 11202 -

Dezcriphion: |.~'1".BE Laptop

Serial Ma: |327654

Option: |

Metwork, M ame: |

Trolley Desc: |

Trolley £one: |

Reazon/Comment

Scan Senal Mo or
prezs Enter key
after entenng it

I Retrospective Repair (already done)

Save Cloge

Clicking the Save button will mark the laptop as being in for repair and tick the Under Repair box for

that student.

When you want to return the repaired laptop to the student just double click on the appropriate

register entry and the screen below will appear.
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¥ Edit Laptop Repair i |t S|

Student:  |JONOE
Sallig-ann JOMES

Diate: 111202

Description: ABC Laptop |
F | Scan Senal Mo or

Seral Mo: |98?E54 press Enter key
| alter entering it

Option:

MNetwork Mame: |Methame

Trolley Desc: | Trollep 1

Trolley Zone:  |Zone 2

Reazon/Camment

st et b

Save Close

Enter any comments you wish and if returning the laptop to the student then tick the Repair
Complete. Returned to Student option and click the Save button.
This will remove all Under Repair flags for that laptop for the student.

The Returned By Student button has two functions depending on whether the laptop is a
permanent or casual assignment.

If a permanent assignment then this function is used to return the laptop to ‘stock’ and the
assignment for that student will be considered ended. The laptop may be assigned to another
student once this is done.
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## Return Laptep |t S|

thiz student or o undo the laptop returm.

Student; |4"""|'”-5-|

Thiz option should only be used if the laptop iz to be no longer aszigned to

Meil AHLES
Return Date: 11202 -
Dezcription: Ferm laptop

i | Scan Senal Mo or
Serial Ma: |567590 press Enter key
Optiar: | after entering it
Metwark, M ame: |
Tralley Desc: |
Tralley Zone: |
Reazon/Camment

Leaving the school

Save Cloge

Add any comments you wish and click the Save button.

If a casual assignment then simply double click on the casual assignment entry in the register and

you will have the option of ticking the Returned By Student box and saving the entry. This will
remove the casual laptop assignment from that student. More information on casual laptop

assignments is below.
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## Casual Laptop X ]

Thiz option should only be used if the laptop is to be no longer assigned to
thiz student or to unda the laptop reture,

Student: |G-‘5-BED
Patricia GABRIEL

lzzue Date: 21/08/2M2

Drescription: |Casual Laptop ;

Scan Senal Mo or
Serial Mo: [123456 press Enter key
Dption: | after entering it

Metwark Mane: |

Trolley Desc: |

Trolley Zone: |

Reazon/Camment

Save Cloze
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If for some reason the Has Laptop flags against a student have been unticked manually or some
other reason that they are no longer valid then you can click the Re-Apply Student Laptop Flags
button. This function will make sure all of the appropriate flags are tick for all of the laptop
assignments in the register.

There are buttons on the register to Print the current displayed register as well as export it to a CSV

File for use in another application. There is also a Delete button that will delete all of the currently
selected laptop entries. Deleting an entry will also remove any student and repair history.

Entering Unassigned Laptops
The manually enter any Unassigned laptops click the New Unassigned Laptop button

¥ New Unassigned Laptop lé'

|gsue Date:; 112002 -

Drescription: |Unassigned .
Scan Seral Mo or

Senal Mo: [EEEEEE] S e e

O ptior; | after entering it

Metwark Mame: |Met3
Trolley Desc: |Tr|:|IIe_l,l 2

Tralley Zone,  |Zore 3

Reazon/Comment

Save Cloze

Enter all of the details as usual except there will be student to assign it to.
Click Save when have finished. The laptop will be save and a new one can be entered.

Casual Laptop Assignments
Casual laptop assignments are similar to permanent assignments except it is assumed that the
student will return the laptop at the end of the day.

There is a menu option, Casual Laptop Assignments, under the Admin and Teacher menus (if
allowed in Teacher Options).
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#F Assign Laptop (casual) ﬁ

Student: |
Izsue Date: 11202 -
| - |
Dezcription: Cazual Laptop
) i | Sean Senal Ma or
Sefial No: | prezz Enter key
Optior: | after entering it

Metwork, M ame: |

Trolley Desc: |

Trolley £one: |

R eazon/Comment

Save Cloze

The Casual Laptop assignment function is designed so that it is quick to assign a casual laptop to a
student.

Either enter the students name press Enter or scan the students ID.

The issue date will default to the current date. The Description will default to Casual Laptop but may
be changed if required. If the student has an existing casual laptop assignment that has not been
returned then a waning message will be displayed.

Next simply scan the laptops serial number and the casual laptop assignment will be saved. The
Has Laptop flag will be set for that student.

The screen is now ready for the next casual assignment.

If an ‘Unassigned’ laptop serial number is entered then a second entry will be created for that laptop
for the casual assignment. The laptop will still be considered as ‘Unassigned’.
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Returning Casual Laptops

The return of casual laptops is done from the Admin (Teacher menu)/Return Casual Laptop

Assignment.

#=F Casual Laptop Return Lo
Student: |
|zsue D ate: 111720012 -
Description: | ]
Scan Serial Mo or
Serial Mo: |222222 press Enter key
Option: | after entering it

Metwark Mane: |

Trollep Desc: |

Trolley Zone: |

Reaszon/Camment

Save Cloze

All that need be done is enter the laptops serial number and press the Enter key or scan the laptop

serial number.

IDAttend will look to see if the laptop serial number is a valid casual assignment for the set Issue
Date and if so return the laptop and remove the Has Laptop flag for that student.

If the laptop was issued on another date then you would need to look it up in the register and

change to issue date to that date or return it via the register screen.
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Staff Module

IDAttend contains a Staff Module which is designed to allow the recording of Staff
Attendance in IDAttend.

The modules components are accessible from the Staff menu. Only Admin and better login
have full access to the module. The menu option will be disabled for other users unless the
option to Allow Staff To Self Sign In/Out Of School From Their Own Computer is ticked in
Tools/School Setup.

Staff Details

This screen allows for the entry and maintenance of the staff details. It has nothing to do
with the IDAttend User List.

Entries in the staff details are required for any staff members you wish to record attendance
for.

v ictive Entrigs Orly

Staff D | Last Name | First Name | Preferred First Name | Department | Position | Mobile Phone | Tag/Smartcard ID | IDAtend ID | Active

ABCDEF Bloggs Frederic Fred Sports Teacher
1234567 Sriith Anthony Tony Science HOD 409009343 1234567890
teach teacher test English Teacher )
HEHHHE Test Staff Admin Admin Staff Adrmin v

LNy

Staff Count: 4 Import Print Delete Mew Save Close |

The field are:

Staff ID — This may be any unique ID you wish to use. It can be the users IDAttend login ID
or something else. The max length is 15 characters and is a mandatory field.

Last Name — The staff members Last Name. 50 characters maximum and is a mandatory
field.

First Name — The staff members First Name. 50 characters maximum and is a mandatory
field.

Preferred First Name — The staff members preferred first name is different from their first
name. 50 characters maximum and is an optional field.

Department — The staff members department. 50 characters maximum and is an optional
field.

Position — The staff members position. 50 characters maximum and is an optional field.
Mobile Phone — The staff members mobile phone number. 20 characters maximum and is
an optional field.
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Tag/Smartcard ID — If the staff member will use a tag or smartcard to sign in/out of IDAttend
and that ID is not the staff members Staff ID then the tag/smartcard ID/Number must be
entered here. 30 characters maximum and is an optional field.

IDAttend ID — If the staff members Staff ID is not the same as their IDAttend ID and they will
be using the self sign in option then their IDAttend ID must be entered here. 15 characters
maximum and is an optional field.

Active — This field indicates whether the staff member is active or not. Staff members who
are not active in this list will not be able to sign in/out.

There is an Active Entries Only option on the screen. It is ticked by default. If you wish to
see inactive entries then you must untick this option.

The Details sorted by Last Name by default but may be sorted by any column by clicking on
the column header. Clicking it again will toggle between ascending and descending order.

There are two methods to enter new staff.
Manual entry one at a time and using the Import function.

Manual Entry: Click the New button and a new line will be added to the end of the grid.
By default all new entries are marked as active.

Enter the fields required as per above.

To edit any existing entry just double click on the field you wish to edit and make the
changes.

When you have finished entering the staff details click the Save button to save the
entries/changes made.

Import: To import the staff entries click the Import button.

it . ===

Thiz function may be used to import Staff into IDAend

5 File Figld Pozitions

|Dattend Field Text File Field #
Staff [0 1

Lazt Mame K]

First Mame 2
Preferred First Mame 4
Department

Puozition 4]
obile Phone 7
Tag/Smartcard 1D 10
[DAtend D 11

CSY File Ta lmpart: | Browse
[ Field Mames In First Bow
Import Cloze

The import screen allows you to enter the position, in the CSV file to be imported, of the
relevant IDAttend fields. Any field you do not have or do not wish to import, except
mandatory fields, should be left blank.

Click the Browse button to locate the CSV file to be imported.
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If the csv file contains field name or column headers then you should tick the Field Names
In First Row option.

Click Import.

IDAttend will validate the file and begin the import.

Any existing entries being imported will be updated with what is in the CV file.

To Delete any of the selected entries click the Delete button.
To print the list click the Print button.
To close the screen click the Close button

Staff Self Sign In/Out

If this option has been turned on in Tools/School Setup then there will be two entries at the
top of the Staff menu.

Sign In To School

Sign Out Of School

The Sign In To School screen looks like below and will base the staff member on their
current IDAttend login.

B st Sign In To School I S|

Staff Test

You Will Be Signed In At The Current Time

Comment: |

Sign In

The Staff members name will be displayed and there is the option to add a comment if the
user wishes.

The Sign Out From School screen looks like below and will base the staff member on their
current IDAttend login.

B st Sign In To School NSNS S|

Staff Test

You Will Be Signed Out At The Current Time

Comment: |

Sign Out

The Staff members name will be displayed and there is the option to add a comment if the
user wishes.
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Click the Sign In or Sign Out button.

A message will be displayed on the screen if the entry was successfully saved for two
seconds and then the screen will close.

No validation is done as to whether the staff member has previously signed in out that day.

Scan Staff In/Out

The Scan Staff In/Out function is designed to allow staff to scan any sort of
card/tag/smartcard that identifies them to IDAttend.

It is intended to be left running on one or more computers only accessible by staff, and
other functions in IDAttend will not be available while this screen is displayed.

The screen is as per below.

. Staff Scan InfOut ‘ ﬁ

Staff 10 |

When a card is scanned IDAttend will validated the information and will attempt to locate
the details of the staff member.

If found the staff members name will be displayed and then IDAttend will try to determine if
this is a scan in or scan out based on the last entry for that staff member for that day.

A message will be displayed on the screen for two sends to indicate that the scan In or
Scan Out has been recorded. The screen will then return ready to scan another staff
member.

Note: If a staff member does not record a sign or scan in then if they use this function with
the intention of scanning out then it will be recorded as a scan in. If the staff member has
signed/scanned and did not sign/scan out if they left the school earlier and not uses this
function to scan back in then it will be recorded as a scan out.
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Staff Sign In/Out Log

The Staff Sign In/Out log is designed to display all staff attendance entries for the date
range selected.

There is an option to restrict the entries display to Sign In Only and Sign Out Only.

There is also an option to restrict the list to just a particular staff member. Enter either their
last name, or part there of or staff ID. If more than one matching entry is found you will be
given the choice to select the one you want.

(45 staff /ot tog =

— Date Range
Staff [D: I Type
& Tami |4 vl Al
C Fom [gaozmz -] To [14412/2012 < " SignIn Only
£ Sign Out Only
= Today Only 1/411/2012
 Previous Day 31/10/2012

Date | Staff ID | Last Marme | First Mame | In | Out | Tirne: | Self | Carnrmnent
1172012 1234567 Smith Tony O 11:54:40 O

112012 s Test Staff O 11:12:14 O

TAT202 s Test Staff O 11:11:18 back from lunch
112012 s Test Staff O 11:05:38 O

1411212 teach teacher tesst O 11:05:08 O

1117202 teach teacher test [ 1:0%00 O

141172012 wmsws Test Staff [0 034735

3A0/2012 teach teacher test O 14:45:11

HA0/2012 teach teacher test O 14:44:12

A2 teach teacher test [ 144403

Total Entries: 10 C5Y File | Pririt | Refresh | Save | ﬂl

The log shows the date and staff member’s details along with if it was a scan in or out, the
time of the sign infout and if it was Self done. Any comments entered are also displayed.

The log is sorted by date/time in descending order by default but may be sorted by any
column by clicking on the column header. Clicking it again will toggle between ascending
and descending order.

If more than one day is displayed then the different days will have a different shading to
make it easier to see where one day ends and other starts.

The Comment field may be edited by double clicking in the comment field of the entry you
wish to edit. There is also the option of right clicking on any number of selected entries and
selecting either Change To Scan In or Change To Scan Out. This option may be handy if a
self scan in or out was made in error.

The Save button should be clicked to save any changes that have been made.

There is no option to add entries on this screen.
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The Refresh button may be used to refresh the information displayed.
The log may be printed by clicking the Print button

There is no delete function for the log entries.

Note: If you want to be able to have ‘out of hours’ staff signing in and out we have
other hardware options available to facilitate this. Just give us a call for more
information on these options.
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Behaviour/Attendance Level Module

The Behaviour Level and Attendance Level Modules within IDAttend are identical in functionality so both are
covered in this one topic. The screen shots in this topic refer to the Behaviour Level Module but apply equally
to the Attendance Level Module.

The IDAttend Behaviour Level Module is designed to enable Admin Users of IDAttend to set and maintain
behaviour levels of students.

The IDAttend Attendance Level Module is designed to enable Admin Users of IDAttend to set and maintain
attendance levels of students.

The levels/History for each student are rolled over each year.

In order to use the Module there are a number of things that must be setup in IDAttend.
Behaviour Level Options

These options must be setup in Tools/Lists/Student Behaviour Level Options and Tools/Lists/Student
Attendance Level Options

Sort | Short Code | Description
1 L1 Level 1
212 Level 2
3Ll Level 3
414 Level 4

5L5 Level 5

You can Add any number of options by clicking the Add button.
All fields are mandatory.

Sort is used to determine the order in which the options are displayed in various parts of IDAttend, it
must be a number starting at 1.

The Behaviour/Attendance Level Logs can be set to show those that have improved their
behaviour/attendance level or if has got worse. The Sort order is important here as a lower sort
number assumes it's a lower (worse) level. A higher Sort number assumes a higher (better) level.

The Short Code field is a meaningful code for each level. Max length is 5 characters (15 characters
for the Attendance Level).

The Description is a more meaningful description of the level.
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One you have entered all of the options you feel are necessary click the Save button to save all of
the options.

Any entry that has been changed will be reflected in all existing student levels.

To delete an entry just select it in the list and click the Delete button.
Please note that deleting an entry will not delete any exiting student level entries using this
level.

Predefined Reasons for assigning a student a different Level

In Tools/Lists/Student Pass/Other Reasons you can assign predefined reasons that may optionally
be used when assigning a student to a different level.
There are options for both Behaviour Level and Attendance Level.

" Late To School/Late Arrival " Class

(" Early Departure [Leave) " First Aid

" Uniform " Loan Items - Students

" Sick Bay " Loan Items - Staff

" Items Handed In " Merit Points

" Admin Appaointment " Library/Study In

" Off Campus " Laptop Repair Categories
" Activity " Laptop Student Cost ltems
" Detention « m
¢ Going Home Sick " Attendance Level Reasons

Sot | Reason
1 Distuptive
2 Poor Behaviour
3 Good Bevaviour
4 Excellent Behaviour

Defaut
Delete | Close Add Set

d for p are t only and do not decide if the absence is approved or not [except
Lale To School and Early Departure). This is done at the time of issuing the pass. Approved, Has Note, Parent
Present or Parent Telephoned must be ticked to make the absence approved.

To add new entries just click the Add button.

The Sort is only used to sort them into the order that they will be shown in lists.
To Change an entry just double click on the cell you wish to change.

To Delete and entry just click on the entry and click the Delete button.

All entries are saved automatically.
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Setting the Default Behaviour/Attendance Level

These functions under Tools/Misc/Set Student Default Behaviour Level and Tools/Misc/Set Student
Default Attendance Level

This function may be used to set the initial student Behaviour
Level for all students. This default will also be used for all new
students imported.

As Al |2?/D1:’2El15 vl

Behaviour Level L3~ Level 3 v

Process |

This function may be used to set all existing students to the selected Behaviour/Attendance level. It
would normally be a midway point that all students start at.
This level is also used when importing any new students.

This function may also be used to set the default levels for all students at the start of each new
school year if desired.

Individual Student Levels

The Student Details screen for each student shows the student’s current levels.

Behaviour Level: | L4 ~ Level 4 ﬂ

Behaviour Level History |

Attendance Level | Blue ~ High ﬂ

Attendance Level History |

The levels for the student cannot be directly changed on this screen.

To view or add a new level for each click on the Behaviour Level History or Attendance Level
History buttons.
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Date Range

 Tem: |2 'I

€ Fom: | 1/01/2012 x| To: [26/04/2015 ~|

" Today Only 26/04/2015
@ AllIncluding Previous Years

Heason:| =l
Behaviou Level | =l
Beth ALLEN - 12/FA12A
Date [Level Comment
27/01/2015 0918 AM L4 Default level
251172014 01:08PM L2 Distuptive
26/02/2014 1200 PM L4 Defauit level

Total Enties: 3
TSV File | Delete |

Fiint | Refresh | add | Close |

The History screen has a date range. The default is all Including Previous Years.
The screen may also be filtered by Reason and/or Level.

Entries on this screen cannot be changed but may be deleted by selecting the entry and clicking on

the Delete button or new ones entered.

There is also an option to Print the list as well as output it as a CSV file.
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To add a new Level click on the Add button.
Existing entries do not need to be deleted to add a new entry. The Student’s current level is the
most recent entry (based on the date) entered.

Student ID: [4LL54
Beth ALLEN

Date: |25:’044’2015 vl

Behaviour Level |L5 ~Level 5 LI

Predefined Reasons:
Good Bevaviour ;l

Good Bevavioud

Save | _ Close |

You can set the date the new level applies from, the default is the current date.

The new Behaviour Level must be selected from the Level list.

If you wish to use one of the predefined reason for assigning the new level you can select one from
the list.

You can type or add any additional text you wish in the reason/comment box. Click the Save button
when finished.
The level chosen will now be the new level for that student.

Behaviour/Attendance Level Logs

The log screens for both Behaviour Level and Attendance Level are under the Admin/Logs menu.

B Behaviour Level Log ]

Date Range Student 1D: Student ID or Name & press Enter key Reason: [ LJ
 Tem: Al «

Behaviour Level: | ~|
€ Fom  [T/017202 2] To: [26/047205 =] Campus: | =l

3 Type
3 f Separate muliple years
" Today Only 26/04/2015 p= wilﬁ a t:\:nmma‘:| 4 (& Cunent Behaviour Levels (" Dnly Those Where the Level Has Gone Down
(& Allincluding Previous Years House: ]' ¢ Only Those Where the Level Has Gone Up ¢ Only Those Who Currently Have No Behaviour Level
V] Active Students Only Double click an entry to see the Behaviour Histary or Add/Delete an entry for student
Date Student ID Last Name First Name Year Home Group Level Assigned By Comment Prev Level PN | A

27/01/2015

0318 AM Default level

ZONANS qom21867L  Boon Berjamin 10 3 admin Default level L4
BN FETZIEN Boon Cameron 8 08F 13 adrin Default level L4
Z0NANS 41283850577 McComick Wiliam 7 07F L3 admin Defaut level L4
BN st AHLES Nei 12 A 13 adrin Default level L4
BONANS Ao ALLFORD Jessica 11 A L3 adrin Defaut level L4
A0S Amast AMATO Dariel 1 A 13 adrin Default level L4
2o amBs0 AMBROSE Brian 12 a 3 adrin Defaul level L4
0I5 AMESD AMEY Rebecca 12 A 13 adrin Default level L4
20haN®  anDs4 ANDRONIS Tina 12 a 3 advin Defaul level L4
B0 ARCE2 ARCHIBALD Carolyn 1 A 3 adrmin Defaul level L4
2ol asPon ASPINALL Sally 1 & 3 adkrin Defauit level L4
BT pspst ASPINALL Nicholas 12 A 13 adrin Default level L4
2ANS  agss0 ASSELMAN Robert 12 & 13 adin Defaul level L4
BI040 7151 AZIRET Canan Jarnan 1 A L3 adrmin Default level L4

Total Entries: 378 CSV File | Print Refresh | Close
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The Logs may be filtered by Date and include previous years entries. There are options to filter by a
student, Campus, Year Level/s, House, Reason (predefined) and or Level.

There is also the option to Only Show Those Students Where the Level Has Gone Up, Only Show
Those Students Where the Level Has Gone Down and also Only Those Students Who Currently
Have No Level Set.

Double clicking on an entry will display the Level History screen for that student. This allows new
entries to be added or existing ones to be deleted.

The Log many be sorted by any column by clicking on the column header.

The Log may be Printed or exported to a CSV file.

NOTE: Each Student’s Behaviour Level, not Attendance Level, may optionally be displayed
on a photo on the Class Attendance Screen by ticking the option to do so in Tools/Teacher
Options.

Each teacher has the option to not show the Behaviour Level by unticking the option on the
Class Attendance selection screen.
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Monitoring Card Module

The Monitoring Card Module may be used to assign students to a Monitoring Card for a date range.
This is generally after returning from a suspension or for any reason the school deems necessary.
To assign a student to a monitoring card you must first look up the student using the F12 key. Once
you have the student’s details assigned there is a field at the bottom of the screen with Not on a
Monitoring Card displayed. Click on this field and the Monitoring Card History screen will be
displayed for the student.

Date Range
" Tem: |1 'I
C Fom  [1/m/2012 ~] To: | 6/01/2016 < |

" Today Only 6/01/2016

@& Al Including Previous Years

Brian AMBROSE - 12/A

Start Date | End Date Assigned By | Comment

Total Entries: 0

CSV File | Deete | Pint | Refresh | add | Close |

The Monitoring Card history screen will show all previously assigned monitoring cards for the
student including previous years.

To assign the student to a new monitoring card click the Add button.

|43 Monitoring Card Add X

Student I1D: |AMBSIJ
Brian AMBROSE - 12 A

Date Assigned: I 1/02/2016 'I
Monitoring Card Start Date: I 1/02/2016 vI

10 School Days
Monitoring Card End Date: |12"’|32"2E|‘I B "I [inclusive)

Comments

B e LS i G Ca G S oid

[ Sere | [ ]

The Date Assigned will default to the current date as will the Monitoring Card Start and End dates.
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All dates should only be changed by dropping down the calendar and selecting the
appropriate date.

Alter the Date Assigned to any date you choose.

Alter the Monitoring Card Start Date and the Monitoring Card End Date. These dates are inclusive.
There is a display showing the number of school days this range covers.

Enter any comments you wish.

Click the Save button.

Date Range
" Tem: |1 vI
C Fom  [1/m/2012 | Te: | 6/01/2016 ¥ ]

" Today Only 6/01/2016

& All Including Previous Years

Brian AMBROSE - 12/A

| StatDate  EndDate |Assigned By | Comment
01/02/2016  12/02/2016  admin Returning from suspension

Total Entries: 1

CSV File | Delete | Pint | Refiesh |

Close

The new entry will be added to the student’s Monitoring Card History.

The history screen date range may be altered to suit what date range you wish to see if required.
Entries may be deleted by highlighting the ones you whish to delete and click the Delete button.
Existing entries cannot be edited. They would need to be deleted and reentered.

There is a Print and CSV File option as well.

The Refresh button allows you refresh the screen for the given date range.

When done click the Close button.

If the current date is within the Monitoring Card date range On a Monitoring Card will be displayed
on the Student’s Detail screen.

Do not put students on more than one Monitoring Card at a time.
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During the date range of the Monitoring Card a red M will appear on the student’s photograph on the
Class Attendance Screen as a reminder to teachers that the student is on a monitoring card in case
they need to sign the card etc.

P
M

There is a Monitoring Card Log under the Admin/Logs menu (Ctrl+F1)

Student [D: | Student ID or Name & press Enter key

i I 1 =7 I

€ Fom  [770172006 <] Te: [24703/2016 =] Campus: | =]

" Today Only 6/01/2016 Year | | i:hp:atc;m muliple years

" AllIncluding Previous Years House: I -

M 3 o Daouble click an entiy ta see the Monitoring Card History or Add/Delete an entry for student Entries in Red are currently active monitoring cards
StatDate | EndDate | StudentID | Last Name | First Name Year | Home Group |Assigned By | Comment

m/mz/2016  12/02/2016  AMBS0 AMBROSE Brian 12 A adrmin Returning from suspension
04/01/2016  08/01/2016 ALLS54 ALLEN Beth 12 FA124 admin Retuming from suspension

01/01/2016  05/01/2016  AMAS1 AMATO Daniel 1 A admin In school monitoring

Total Entries: 3 CSVY File | Print | Refresh I Close

The Monitoring Card Log will default to the current date but the date range may be altered to suit.

There are also filters to restrict the log to a single student, particular Campus, Year Levels or House
Code.

The log displays the Start and End Date as well as the student details, who assigned the monitoring
card and any comment that has been entered.

Entries in Red are currently active cards.
Double clicking on an entry will bring up the Monitoring Card History screen for that student.

There are Print, CSV File and Refresh buttons on the log.
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Student Activity Module

The Student Activity Module is a way to record attendance by student to predefined activities without it
affecting their school attendance. E.g. Sporting and club meeting etc.

Any entries entered against these activities are not associated with any timetabled classes, and will not
show on any timetable or the Where Is screen. There is no attendance associated with these entries and
nothing is sent to OneSchool.

The attendance in these events can be used to add students to excursions if the activity has been defined as a
‘one off” activity for a specific date and the Excursion tick box is ticked.

Excursion activities would generally be an event such as scanning students as they get onto a bus to go to the
excursion. This list of scanned students can then be used to add those students scanned onto the bus to the
excursion students.

If you add an activity for Lockdown then this module could be used to provide a list of students with
you with your location. Lockdown should not be included on student passes.

Defining activities
Activities can be defined in IDAttend under Tools/Lists/Student Activities

¥ Student Activities X

[ Show Excusions Only

Achivity |Excursion | Mot Student Passes | Mo Duplicates
Achivity 1 O
Activity 2 O O O
Excusion Year 12 Science 28/01/2020
Lockdown O O

Delete | Close | add |

To define a new activity, click the Add button. A new blank line will be created. Type the name you want for
the activity. If the activity is an excursion, then tick the Excursion box otherwise leave it blank. The Not
Student Passes is explained below. The No Duplicates option is only to be ticked if its an excursion entry or
the activity is a ‘one off” and you do not want any duplicate students in the activity.

The Show Excursions Only tick box can be used to limit the activities show to excursions only.

If it a club or sporting type activity, there is really no need to create new entries each time the activity occurs.
The one single activity can be used as each time a student is scanned/entered as being at the activity it will
have the date and time appended to the entry so the attendance can be broken up by date.

If the activity occurs multiple times within a day then it may be best to define them separately in that case.
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If the activity attendance is to be used to add students to an excursion then each activity must have
separate entries for that and ideally have the date as part of the name. The Excursion tick box must be
ticked for the activity.

The Not Student Passes tick box is used to indicate the activity should not be shown as an option in Student
Passes and Student Managed Passes, if Sign A Student Into A Student Activity option is enabled in Student
Pass Options and/or Student Managed Pass Options.

You would not normally have excursion activities available in Student Passes as an option, so this tick box
should normally be ticked as a rule for excursions.

Sign Students into an Activity

To sign students into an activity, select Scan Students Into Student Activities under either the Admin menu
or Teacher menu option. This option is designed to use a barcode scanner or RFID scanner to scan students
into the selected activity using the students’ Student Card, but you can optionally type the student surname
into the Student ID/Name field.

The Default Date is the current date but you do have the option to change that date if necessary using the
dropdown calendar.

B 3
Load Thig Screen At
Startup

Student 1D/Mame; | r

Default Date: | 6 /0342020 -

- . : Enter 10:00 Ak az 1000 and press Enter
Vi) el Enter 1:00 Pk az 100 and Press Enter

Location/Comment [optional] |

[zeparate mutiple year levels with a comma,

Restrict Students to Wear Levels: | Blank allow all year levels)

Restict Students to House: | ﬂ [blank., allow all houszes]

Achivity: j

By default the current time will be used when signing/scanning a student into the selected activity. If you wish
you can change the time, especially if you have changed the default date, you can enter the time you wish to
use, using the format shown to right in blue and pressing the Enter key.

TE =

. Load This Screen At
Student |0 /M arne: | [ Startup

Default Date: | 3 /032020 -

: : : . Enter 10:00 Ak &z 1000 and presz Enter
Time foptional): |03:00 AM Enter 1:00 Pk a2 100 and Press Enter

Location/Comment [optional] |

[separate mutiple year levels with a comma,

Festict Students to Vear Levels: | blark, allow all year levels]

Restrict Students to House: | ﬂ [Elank, allow all houses)

Activity: ﬂ

Add a Location/Comment if desired. If using for a Lockdown, Location should be entered.
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There is the option to Restrict Students to Year Levels if required. Entering 10,11,12 will not allow students
to be signed in from any year level except yeas 10, 11 & 12. Leave blank if this restriction is not required.

There is the option to Restrict students to a certain House if required. Select the house code to restrict to and
any students in other hoses will not be signed in. Leave blank if this restriction is not required.

Select the activity that you wish to sign students into from the Activity dropdown list. Activity must be
selected.

r

B 2

Student 10 ame; | Iécuad Thiz Screen at
Lartup

Default Date: | 3 0342020 -

: : b - Enter 10:00 &k az 1000 and prezs Enter
L 0°-00 AM Enter 1:00 PM agz 100 and Press Enter

Location/Comment [optional) |

[separate mutiple vear levels with a comma,

Restrict Students bovear Levels | blank allow all pear levels)

Restrict Students to House: | ﬂ [blank, allow all houses)
Activity:  [Activity 2 j
Lockdown option
U] 5
Student 1D/N ame: | - Load This Screen At

Startup

Default Date: | 3 /03,2020 -

. . b . Erker 10:00 Ak az 1000 and press Enter
Time [optional): |3:00 AM Enter 1:00 Pk az 100 and Press Enter

Location/Camment [optional] |Foom 208

[separate mutiple year levels with a comma,

Restrict Students toear Levels: | Blank allows all pear levels)

Restrict Students to House: | j [blark., allow all houzes)

Activity:  |Lockdown ﬂ

Before scanning ensure all of the details are correct and the cursor is flashing in the Student ID/Name field.

As a student is scanned or their surname is entered, and you have selected the student to use if other surnames
are shown, the student ID will be shown in the student ID/Name field and student name, year level and home
group will be displayed in red underneath. At the bottom of the screen will be shown Sign In Recorded. The
ID Field will clear, and the red name will be displayed for 1 second and then clear ready for the next scan.
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If student is scanned that is already signed into the activity, and the activity is flagged as No Duplicates the
student will not be signed in and the following will be displayed for 2 seconds.

£ (= |
Student ID/Mame: [45PO1 - Ié?;?ul,his SEERE
Sally ASPINALL -9 A
Default D ate: W

Tneoptoraly [ E112 09832 100 e
Location/Comment [optional) |
Restrict Students bo ear Lewvels: | ﬁ:ﬁzghﬁx:ﬂ:;ﬁ:;::ﬁls il el

Restrict Students to House: | j [Blank., allow all houses)

Ativity: [Activiy 1 =

Student not saved. duplicate for activity.

If a student is signed in with a year level restriction, and is not in a permitted year level the student will not be
signed in and the following will be displayed.

& =
Student 1D/M arne: |ASPD1 I lé?;?u.;his SeEE Al
Sally ASPINALL - 9 A
Drefault Date: W

Tineopona [ iy 180004 o 100 o e Erte
Location/Comment [optional) |
Restrict Students to Year Lewvels: |1 2 EZEE'::FDL“:“T:;EELS:]EIS e it

Restrict Students to House: | ﬂ [Blank, allove all houses)

Activity: | Activity 2 =

Student not saved. not in permitted year level.

If a student is signed in with a year level restriction, and is not in a permitted year level the student will not be
signed in and the following will be displayed.

B =]
Student 1D /Mame: [A5PDT s Tt
Sally ASPINALL-9 A
Default D ate: W

Tine ol [ £l 90082 100 et
Lacation/Comment [optional] |
Restrict Students to Year Levels: | Ezﬁir::&zn:“pﬁjg;ﬁ:;g:rls AICIEEILS

Restrict Students o House: |GHEEN j [blank, allow all houses)

Activity:  [Activig 2 =

Student not saved. not in permitted house.
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There is also options in Admin/Student Pass Options and Admin/Student Managed Passes/Student
Managed Pass Options to add the option to scan a student into an activity, if you require it. It does noy
have the option to restrict scans to certain year levels or house.

Student Activities Log

The Student Activities Log is under the Admin/Logs menu. Ctrl+F8 is the shortcut keys.

The Activity Attendance will be shown for the selected date range. The default is the current date.

The entries shown can be restricted to certain Year Levels, a particular House if selected from the House
dropdown list and/or a particular Activity if selected from the Activity dropdown list.

AF Student Activity Log =]
[ Date Range Student IDMame: [
© Tem: 1 vl
¢ Fome  [5/03/2020 -] Te: [6/03/2020 -] YearLevet |
& Today Only 6/03/2020 House: I vI
" Previous Day 5/03/2020 Activity: [ =]
Date 'Student'D  Last Name ' First Name [Year HG 'House [ Time.  Activity |Created By  Location/Comment
B/03/2020  ASPO1 ASPINALL Sally 8 A 1547.26  Activiy 2 admin
6/03/2020  ALLS4 Allen Beth 12 FA12A RED 14463 Activity 2 admin
6/03/2020  ALLS4 Allen Beth 12 FAl2A RED 144618 Activity 2 admin
6/03/2020  ALLOZ ALLFORD Jess N FATIA GREEN 143924 Activity 2 admin
6/03/2020 BLASI BLASTOCK Sally n A 143844 Activity 2 admin 10,12
6/03/2020  ALLS4 Allen Beth 12 A1 RED 140322 Activity 2 admin

Total Entries: 6 Import CSV File Print I Refresh I Close I

Entries can also be restricted to a particular student by entering their Student ID or surname and pressing the
Enter key.

Double clicking on an entry will shown the Update Information screen.
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| Tirne | Activity
035706 Lockdown
1]

#3 Update Information

g Date Created: 23012020 09:1 751
- Created By: adrmin

0! Last Updated: 230 /2020 09:17:51
Lazt Updated By:  admin

Created From |IDWeb

There is an Import button for importing scans from a CSV file. This could be a file exported from a portable
scanning device.

The import function will display the following screen.

& Import Student Activity Data X
Thiz function may be used to import Student Activity data into IDAtend

Diefault D ate If Mot Importing D ate: |z3/mts2020 )
Default Activity [F M at Importing Sctivity: I LI

5 File Figld Pozitions
IDAttend Field | Text File Field #
Drate
Tirmne
Date/Time
Student 1D
Activity
Location/Comment

CSY File To Import: | . |
™ Field Mames In First Fow
| rport | Cloze |

The Default Date is the current date. This field is only used if Date is not an imported field.
Default Activity is a drop down list of existing student activities. It is only used if Activity is not being
imported. Activity must be selected, or it must be an imported field.
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Enter the position of each of the fields being imported in the Text File Field # number column of the CSV file
to be imported. The first field column will be 1 and so on.

Date and Time may be in separate positions in the CSV file, e.g. position 1 and position 2, or combined in a
single field, e.g. position 1. If none of the options have a position number then the default date, without a time,
will be used.

Student ID position must be entered. It can be either the Student ID number of PIN, Card Number etc
associated with the student.

Activity is the position in the CSV file of the activity being imported. It does not need to exist in the list of
existing Activities at the time of being imported but should be added exactly as it was imported. If the position
of Activity is not entered, then the Default Activity must be selected from the Default Activity dropdown list.
Location/Comment is optional if that information has been captured.

CSV File To Import is the path and file name of the SCV file that you wish to import. Use to the Browse
button to locate and select the file.

If the CSV file to be imported has column headers or field names in the first row then tick the Field Names In
First Row option.

&
Thiz function may be used to import Student Activity data into |IDARend

Default Date If Mot Importing Drate: |23/o2020 |
Default Activity If Mot Importing Activity: | j

5% File Field Positionz
IDAttend Field Teuxt File Field #
Date
Time
Date/Time
Student 1D 1
Activity
Location/Comment

CSY File To Import: | T
[~ Field Marnes In First Fow
[rpart Cloze

If all information entered is correct, then click the Import button to begin the import of the CSV file
information.
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Other buttons

The CSV File option allows for the displayed information to be exported to a CSV file for use in other
applications.

The Print option will print the currently displayed information.
The Refresh option will refresh the displayed information.

The Close option will close the screen.
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Selecting Activity Students for an excursion

To select activity students to be included on an excursion first create a new excursion as normal.

When the Select Students screen is displayed use the Student Activity dropdown list at the bottom left of the
screen to select the relevant student activity that is relevant. Only those activities flagged as excursions will be
displayed.

The students signed/scanned into that activity will be displayed.

§ Student Selection

X

D | Last Name | First Name | Year |HG | Gender | House Code | Status Student Selection Filters
 ALL54 Allen Beth 12 FA124 F  RED & S T RS
. |HAND2 HANDS Jessica 12 B rz M B I_
JONDE JOMES Sallie-ann 12 C
| VANS3 VAN DER VELDEN Sarah 12 E & Class: I vl
| YORS1 YORK Catharina 12 E s

ZATO ZATLOUKAL Eve E

10 House Code: I 'I
rn
7 12 Gender: I

Other: I

Find |

Student ID or Name:

Press Enter key after
typing ID or Name
[~ ESL Students
[ Learning Difficulties
I Academically Sdvanced
[~ Sports Excellence Progiam
Copy Students

From Another
Students in BLUE are Future Students Excursion

Selectll | Deselect 41| Students Selected: 0 sove |

Student G roup:|

Retrospective Excursion. Do
j ™ Students Who Use Bus Transport [~ NOT add any students who

. have an unexplained absence
Student Activity: |Encus|on ‘ear 12 Science 28/01/2020 j

Select the students you want to add or click the Select All button and click Save.
The students will be added to the excursion.
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Common “How To” Questions

How do | update the student details in IDAttend when new students have been added and/or
student details have changed?

This operation is the same as “How to add my students to a new database?” (above).

Basically you need to export the student details from your school attendance system and re-
import the details.

By default IDAttend will remember all of the previous import setting so if nothing has
changed with regards to location/file name etc. then you can just import the new file without
making any changes to the import settings.

Click the Import button to import the file and update/add the student details.
IDAttend will NOT automatically add students to classes from this screen, other than
the previously outlined roll call class option.

I have only a handful of new students to add/update in IDAttend. How do I do this?

If you only have a small number of students to add to IDAttend then it may be easier to add
then manually. On the Student Details screen just click the ‘New’ button. A blank student
entry will be displayed. Enter the student details and click the ‘Save’ button.

If you have set classes as ‘Core’ subjects (eg. Form Assembly/Roll Call/lHome Group based
classes) then IDAttend will ask if you want to add these students to the Core Classes defined
based on the student’s Year Level/Home Group (if any). If you answer ‘Yes’ then these core
subjects will be assigned to these students automatically.

Core subjects can be assigned in Admin/Core Subjects. Just tick the subjects that are
considered to be Core Subjects based on the Year/Home Group.

Non core subjects must be setup manually or imported.

Refer to:

“How do you add new students to classes?”

“What are the options available if | need to change which subjects (classes) a student is now
doing?”

How do I add a photograph to the system so that it is associated with a student?

IDAttend can use any size 24 bit colour JPG image files. All photographs are stored on the
IDAttend file server or other location as defined in Tools/Data Locations. The naming
convention used is <STUDENT ID>.JPG

If you wish to add, change or modify a photograph for the currently displayed student in
Student Details it is a simple matter of placing the mouse pointer over the photo or if no
photo then where the photo would normally be and clicking with the right mouse button. This
will display a pop-up menu with a number of options available.
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The options available are:

Cut - Removes the current image and also copies it to the Windows clipboard.

Copy - Copies the image to the Windows Clipboard.

Paste - This option is available if there is a valid image in the Windows clipboard. If there is a
valid image it will be pasted into the student details.

Delete - This option will delete the image from the student details.

Colour Adjustment - This option is used to make colour adjustments to the image(s). Refer
to Colour Adjustment for details.

Acquire - This option allows you to directly scan an image, from a Windows compatible
scanner, directly into the student details. The Twain software that enables the scanner to
work must have already been installed on the system.

Select Source - This option is used to select the scanning source for the Acquire option.
Load From Disk - This option is used to locate and load an image from and disk available to
your computer system into the student details.

Capture From Digital Video - This option may be used to capture photographs from most
digital video cameras, including web style cameras. The quality of video images is generally
lower than other photo sources but it generally very quick and easy to do. If this option is
selected the Video Capture screen will be displayed for the video preview and capture.

You may also use the ‘drag n drop’ option and drop a photograph onto the IDAttend photo
box.

When using the Paste, Acquire, Load From Disk or Capture From Digital Video option the
following will occur.

When the image is first loaded the system will determine if the image is the correct size for
use with IDAttend. If the image is the incorrect size then a set of scroll bars will appear
around the photograph and the photograph will be centred within the image space. A zoom
control will also appear to the right of the image.

Determine whether the student image is too large or too small and use the zoom control to
adjust the size of the image. Moving the zoom control up will zoom out on the image and
moving it down will zoom in. When you have the zoom level correct then centre the image so
that the top of the student's head is near the top and the student's shoulders are near the
bottom.

Once you are happy with the size and position just click on the Save button to crop and save
the image. The image will be saved in the central Images folder on the IDAttend file server in
the correct format and naming convention required.

The photograph will now be used throughout the IDAttend system.

Note: Photographs loaded from disk then cropped/saved will not in anyway overwrite

or modify the original image. The IDAttend system can read most common image file
formats.

How do I setup the student timetable in a new database?

Refer to the Import Timetable in the Import Data section of this manual.

Our Form Assembly/Roll Call classes are not in our timetabling software. How can we easily

set those up?

Refer to the Create Form Assembly/Roll Call Classes section in the Installation & Setup
section of this manual.
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How do you add new students to classes?

If the student subjects are not to be imported or you only have a handful to do, then adding
students to classes is easily achieved using the ‘Class Setup’ function under the Admin

menu.
ﬁ Class Setup @
As AL |10/08/2008 j' [ Students In Class AC3
[ Classes e (Hees D Last Name First Name Year |HG
Class Code rear  HG Class Mame - Casal CASSIDY Darelle 12 A
10DRAT1 0 ear 10 Drama pelalosy HARES  HARGREAVES Jarmod 128
ACt 1 F [ HARSS  HARMER Kelie 128
ac3 . Jd20e 0 | Ehanastels: LAWSD  LAWA Sieghed 12 C
BLIB 12 A Eodztisng Luint LIS Silvia 12 C
BL34 12 E MCNG1  MCNEEL Hayley 12 C
BL3B 12 E D“ﬁs"g:;igass 05801 0SENZ Antaine 12 D
BLIC 12 E RADOT RADEMAKER Fachel 12 D
BM14 " OF o
BM1C noF Start/End Date
BM3C 12 E
BM3D 12 E Set‘Year Level
CHID 11 F Clazs End Date
E: 13; E ? Class Start/End
Dates
CHID 12D
51 1 Subject
53 12 E Start/End Dates
DA3 12 E
DR 1 - Close
[ Class Sessions for AC3
Day Period Teacher Room HPer |5 End Date
/2008
P2 £D 10 1 12008
4 P1 ) 10 2 3040172008
5 PE ) 10 1 30401/2008
—— Add Studentfs) | Remove Swdentis] | EditStudent | Curent Students: 8

‘ Edit Session |

Delete Session ‘

Select the class from the list on the left that the student will be a member of. On the right will
be displayed the students who have been assigned to this class. Click on the Add

Student(s) button.

§ Student Selection - X
D Lagt M ame Firgt M ame: Preferred Name Year | HG »  Gelect From Year
SPESD SPEMNCER Kirsty 12 E [~ 8 Home Group
STERS STEWEMS Catherine 12 E [~ 9 E
5TO51 STOCK Belinda 12 E 10 Class
5TO82 STOCKMWELL Sarah 12 E | 11
STO53 STOME Paul 12 E = v 12 hd
STROZ STREMFEL bd atthew 12 E House Cade
ST STURDY Tanmy R
TE-B0 TE-LIMDERT Jaime 12 E
TEMS2 TEMMANT Lawren 12 E Fird
TEDSO TED Ryan 12 E =
THOSR THOMPSON Zoe 12 E
THOOS THOMSON James 2 E S ) el
THYS80 THYMHHE Troy 12 E ’7
TIDEO TIDD Jessica 12 E
TRISO TRIGWELL Mei 12 E F;’ESS E.”‘e'l '535’
TRIS1 TRITTON Matt 12 E il e
TROSO TROUP Stuart 12 E -

Select Al | Deselect Al | Students Selected: 1 Save Cancel

Locate the student in question based on either year level or Student ID/Name. Multiple
student may be selected if required. Click the Save button.
The student will now be assigned to this class. If the class has been running for some time
then by default IDAttend will assume that the student just added has been in that class since
it started. If this is not the case it will be necessary to tell IDAttend that the student has not
been in the class since it first started. To do this highlight the new student just added and
click the ‘Edit Student’ button. Alternatively you can double click on that student entry. A
screen with a Start and End Date will be displayed. Tick the Start Date entry (tick the box) to
activate the field and enter the date that the student started the class. Alternatively you can
click on the dropdown arrow to display a calendar. Select the date from the calendar.

IDAttend User Manual

179



## Student Class Start/End Dates X

LUIS. Silvia

Start D ate; End Date:

ok, Cancel

Adding a student to a class and class start and end dates can also be entered in the
Subjects section of the Individual Student Details screen.

Setting the start and end date for new students entered part way through the
term/semester is important so that IDAttend can maintain its accuracy.

What are the options available if I need to change subjects (classes) a student is now taking?

There are two options available:
1. Re-import the Student Subjects
2. Manually adjust which subjects a student is taking

1) Use the ‘How do | update the student details in IDAttend’ when new students have been
added and/or student details have changed instructions. IDAttend will update the student
subjects to suit. Attendance data for subject changes should not be lost.

2) Student subject may be changed manually when only doing handful of changes.

There are two methods for doing this:
A: Find the class the student is no longer enrolled in, in Class Setup, and locate the student in
the list of students associated with that class. Highlight the student and click the Edit Student
button. Add an End Date for this student for the class.
To add the student to a different class just find the class required in the Class list to display a list
of student associated with that class. Click the Add Student button and locate the student
required. Once the student is associated with the new class you should highlight the student and
click on the Edit Student button. Add a Start Date for this student for this class. The assumption
here is that the class has already been going for some time so adding the start/end dates
maintains the students attendance correctly for the classes. Not using the start/end dates
assumes that the student was in the class for the full span of the term/semester.

B. First bring up the student details for the student involved (use the F11 Find option or F12
Quick Search option). Click on the Subjects button. Select the Term/Semester in question.
Highlight the subject no longer being taken by the student. Enter the End Date (last date) the
student stopped taking the subject (dd/mm/yyyy format)

Click on the Add button and enter the new subject code, as displayed in Class Setup, the
student is now taking (if applicable). You MUST enter a Start Date for the new subject otherwise
it will be assumed that the student has been doing this subject since the start of the
Term/Semester.

Note: Do not just remove a student from a class if attendance has been taken for that
student in a particular class if you wish to maintain the record that the student spent
some time in the class. Use the End Date feature for that student for that class
instead.

Student ‘Spares’ classes are timetabled but the students do not need to go to these classes and
may be allowed to arrive late on those days if these classes are before their first ‘real class’.
How do we handle this?

IDAttend can handle this situation but must know that these timetabled classes are in fact a ‘Spare’
class. This is done in Admin/Class Setup. Locate the class in question and in the sessions grid (at
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the bottom left) you need to edit every applicable session and tick the Class Session Is A Spare

Period option and click the OK button.

Once this is done the system will allow the students to arrive late and not be issued a late pass

provided they arrive prior to their first ‘real’ class. These classes are also excluded from the Classes

Where Attendance Not Taken report.

Parents call to say that their child will not be at school for one or more days. How do we handle
this?

Refer the Daily Absences section in this manual.

How do you create barcoded attendance rolls?

Refer to the Class Lists section in this manual.

The teachers mark attendance on the barcoded sheets which are handed in to the office for
entry by the office staff. How is this done?

Refer to the Scanning Attendance From A Class List section of this manual.

The school is closed for a public holiday, curriculum day, strike etc. How do we enter this into
IDAttend?

Refer to Holiday Dates section in this manual
Student is suspended from school. How do we tell IDAttend about this?

To enter a student who has been suspended from school you need to do this via the ‘Enter
Daily Absence’ function under the Admin menu.

Suspended students are entered in the exact same manner as described in “Parents call to
say that their child will not be at school for one or more days. How do we handle this?” Except
that you select ‘Suspended’ for the ‘Absence Type’.

Note: Once a student has been marked as Suspended for a period of time and the
student is readmitted to the school prior to the expiry of the suspension, the only
method to remove the 'excess' suspension entries is to remove the excess entries from
the Individual Student Attendance screen.

How do we maintain a student’s individual attendance?

Refer to the Student Attendance Screen section in this manual

What do we do when students go on a school excursion?

Refer to the Excursion section in this manual.

From time to time some students attend special classes (e.g. Time Out) during one or more of
the regular classes. How do we handle this?

Refer to the Timetable Variations section in this manual

How do we handle students who arrive at school after their classes have started?

Refer to the Student Passes section in this manual.
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I have to import the IDAttend attendance details into the school administration system. How is
this done?

Refer to the Attendance Export section for your Administration System in the Import/Export
section of this manual.

How do I notify parents by letter that their child was absent for a number of days?
Refer to the Attendance Letter section of this manual.
Which reports are best to use?

Which reports are best used depends on you school requirements.
The most commonly used reports are:

Days Absent Report - This report will produce a list of students who have been absent for
one or more day for the date range selected. It can also be used to produce absence statistics.

Absence Report - This report will produce a list of students who have any sort of absence
whether whole day or partial day over any date range. The report is a ‘summary’ at the time of
printing. The types of absences reported on are user selectable.

Daily Attendance Report - This report will produce a list of students on a period by period
basis and show their attendance in each period. It may be used to show possible truants
during the day.

Late Report - This report will produce a list of students who have been marked as late as well
as whether it was an approved late or not.

The report may be run for either Late For School Report or Late For Class Report.

The Late For School Report is only valid if the Late module is used.

Student Attendance Report — This report shows the number periods each class should have had
for the date range selected along with the number of periods marked present, not approved
absences and approved absences. It also shows two percentage of attendance columns for each
class along with an overall total. % 1 is based on periods present only. %2 is based on Periods
present + approved absences.

Classes where attendance is not known are assumed to be present.

Class Attendance Report — This report shows class attendance for a given date range. It may
be for a particular teacher, individual class or student. There are various sort options available
also.

Classes Where Attendance Not Taken Report — This report is useful in determining which
classes have not been marked for a day or date range. The report will show each class and
the number of attendance entries there are for that day. For example it may show 0 of 26. This
means that there are no attendance entries for the class of 26 students. 4 of 26 would mean
that there are 4 attendance entries. These would most likely be pre-entered absences or
students on excursions etc. 25 of 26 would most likely indicate that attendance has been taken
for the class but there is no attendance for one student. This may be because the student has
just started in the class but no Start Date has been entered for the student for that class or the
attendance entry has been deleted for some reason by the admin staff.

If there are Present entries for the class then the class will not be included even if some
students’ attendance is not known for that period as the assumption will be that the attendance
has been done by the teacher.
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All reports are first previewed on the screen (Preview button) and may be printed from
the preview screen if desired by clicking on the Printer icon at the top of the screen.
Some reports have the option to export the report information to a CSV file. This allows
the information to be used in third party applications.
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System Requirements
System Requirements — Hardware

Workstations

Windows based PC Pentium 4 or higher

1GB RAM

Windows 8 or higher operating system (runs on Windowsor 10, 32 & 64 bit)

Slip/receipt printer — 180 dpi Graphics quality or better. Must have Windows driver. (Required for
Student/Visitor Passes)

Barcode wand or magnetic stripe swipe unit (optional for scanning student cards and student
passes.)

Number pad (optional for Scan In / Out)

Separate monitor if students self scan is required

1280 x 960 minimum screen resolution for administration computers.

Barcode scanner to scan attendance from Class Lists (optional).

Number pad for students to select options if using Student Managed Passes (optional)
Barcode scanner for students to scan their student card if using Student Managed Passes
(optional).

Touch screen for students to make selection if using Student Managed Passes (optional)
Thermal docket printer to issue passes (Dymo or Epson etc) (optional).

We can supply optional hardware if required. Pricing will be included when the system is quoted on.

Server

Server capable of running Windows 2014 server or better. Server 2016 preferred.

SQL Server (2014 or better). SQL Server Express many be used and is supplied on the IDAttend
Installation.

A folder (IDAttend) setup on the server accessible by all staff who will use IDAttend. (Full Control or
Modify rights of the folder is required for all users)

Note: The IDAttend install USB includes an installation routine for SQL Server Express 2008, 2012,
2014 and 2016. This is the ‘free’ version of SQL Server but it is strongly recommended that the full
version of SQL Server Enterprise edition be use (not supplied with IDAttend).

SQL Server Express has a limitation of 4GB per database (usually not an issue for IDAttend) and
will only make use of a single processor core on the server.

It also does not have any replication capability if you require that functionality.

If you are installing SQL Server prior to the installation of IDAttend we recommend you call IDAttend
Support beforehand.

If you do not have a server capable of running SQL Server or do not wish to use it then IDAttend
can use an Access backend on the server. It is strongly recommended that you use SQL Server
though. The Access option is being phased out and is not supported by IDWeb.

The Setup and installation of IDAttend is generally not a problem on Qld MOE networks. We do
require an Orange Card holder to be present during the initial setup of IDAttend and SQL Server.
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Initial Setup of IDAttend

Copy the IDAttend USB into an IDAttend folder on the server that will host the system. This will
setup the folder system for IDAttend and IDWeb. The Server should be visible and usable to all
users who will have access to IDAttend. The Sharing and permissions to the folders should be setup
so that only Staff (teachers and administration) have access to the system. These users should
have Full Control of all of the folders.

The IDAttend Runtime is contained in the System folder that has just been copied to the server. The
file IDAttendRuntime.exe needs to be run on each workstation that will have access to IDAttend. If
not installed IDAttend will attempt to install it but does require local admin rights for the users login
to work. It may be necessary to right v=click on the IDAttendRuntime.exe file and select Run as
Administrator for it to install.

Before launching IDAttend check for any later IDAttend program update at
http://idattend.com.au/support.html Extract the update files from the zip file to the
<server>\IDAttend\System folder, overwriting existing files.

Once IDAttend has been copied on to the server and installed on at least one workstation there are
a number of initial setup tasks that must be completed from the workstation in order for IDAttend to
be usable. These are as follows.

Start IDAttend and login with the supplied Admin username/password.
IDAttend will display the database locations screen.
Click the Create New Database button.

#F# Create Mew Database [
{« SOL Server (" Access
SOL ServerMame:  |SERVERMYZMDATTEND

Mew Databaze Name: |iattend2DDE|

D atabaze User Mame: |idattend

Database Password: | xxxxxxxxxxxx

Transfer From Cumrent Databasze
[~ School Detail:
[ Period Times
[ “ear Level Aszsignhment Detailz
[ Usger Detail:
| Teacher Details
| Attendance Codes
[~ Student Details
-
r [
[~ User Settings

[ Previous Yizitorz

Create D atabaze Cancel

SQL Server

Enter the name of the server running SQL Server along with the instance name separated by a \.
Enter the name of the database to use. It is best to include the year in the database name as
IDAttend uses a different database each year. NO NOT ENTER ANY SPACES IN THE DATABASE
NAME.

If your SQL Server instance for IDAttend requires a user name/password then these should be
entered here. User names are not case sensitive but passwords are.

Click the Create Database button.

If the database is created successfully you will be notified. If not then the most likely cause if that
some details of the server/user/password details are not correct.
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Once the database has been created then the following screen will be displayed.
Enter the Server Name and Database details used when the database was created.
Also the User Name/Password if required.

&

?l Data L-::-ca'tfonsl |

| D atabaze Server
f* SOL Server (" Accesg

ServerMame:  |SERVERMYZADATTEND
D atabaze: |ID.-’-'-.ttenu:|2ElDEl

Databaze User Mame: |idattend

HEERNRNR

D atabaze Pazsword:

Fhoto Path: |"\WSERYERegvZAM D Atend Phatos Browsze
[ Use Other D Instead OF Student 1D

Alzo Save b Copp OF Any Hew Photoz In
|P:4SimztmagesS tudent Browsze

Wizitor Phota Path: |'\HSEHUE Ry @M\ Dattend\Wisitor Browse

Local Help Path: |E:'\F‘ru:ugram Files\IDdttend Browse

i

DM v Path: | Browse
[ Local Databaze That Wil Be Synchronized With Server Database

Automnatic Logoff After: kinutes OF Inactivity
Force Global Shutdown at; [Time - 24 haur format)

Reszet Database Wersion

1] 4 Cancel

IDAttend needs to know the location of the photographs that will be used. Use the browse button to
locate the photograph folder. This folder needs to be available to all IDAttend users. If desired then
folder used to store your Admin system photographs may be used.

Photographs need to be named <studentid>.jpg. There is an option to use the Other Student ID field
if the Phtographs are not named <studentid>.jpg.

IDAttend has a photo conversion function if suitable photographs from your school photographer are

not available.
The photographs should not be too large otherwise this will cause unnecessary network traffic.

IDAttend also has the option when saving photographs that are captured using IDAttend to a 2™
location if required. This would normally be your Administration system photo location.

Enter the folder where the photographs of visitors will be stored if this option is to be used.

There is no need to enter the Local Help File Path as this will default to C:\Program Files\IDAttend
and is created and the file installed when the workstation runtime is installed. This folder should only
be changed if the users do not have access to this folder.

All other options on this screen should be ignored at this time.

Click the OK button.

Note:
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If Access is to be used as the database backend select Access and click the Browse button to
select where the database should reside on the server. A Database folder will have been created on
the server and this location should be used unless there is some reason to place it in another
location.

Paths used must accessible by all users of IDAttend. Either UNC or mapped drives may be
used.

Once the database has been created, you will need to log into IDAttend using the supplied Admin
username/password.

Once logged into IDAttend you will be asked to setup the system for use.

If your version of SQL Server requires SQL Server Authentication then it will be necessary to
create an SQL Server user (idattend) that has db_create rights in SQL Server before the
database can be created. This will be necessary if the database is created from a
workstation. It may not be required if it is created on the server itself.

Once the SQL Server database has been created it is generally necessary to make some
configuration changes in SQL Server. This includes creating an idattend user has db_owner
rights to the database.

We will configure the SQL Server Instance to suit your network when we install IDAttend.

IMPORTANT NOTE

If you have two separate networks, Curriculum and Admin, then IDAttend and SQL Server
will need to be installed on a Curriculum server so that teaching staff will have access.
Admin network users generally have access to the Curriculum network via a router. It may be
necessary to open a port on the router for SQL Server to broadcast its presence on the
network. By default this is port 1433 although SQL Server can be configured to use a
different port if required. If you have any questions regarding SQL Server please call
IDAttend Support prior to the installation of the system.
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Go to Tools/System Setup.

System Setup

£ IDAttend System Setup [
School Name: ||DAttend SHS Photo Size: [4n0  Pixels
Timetable Type Photo SizeY: |400  Pixels
+ Tem Based Timetable Cycle: |5 Days ‘
 Semester Based Starting With Day: h_ [v Use Loaded Date/Day Information Ta Calculate Day
Timetable Type cannotbe  gystem Start Date:| Edit Date/Day List
changed mid year
Term/Semester Details Term | Start Date End Date
1 120172016 24/03/2016
School Terms: - 2 1170472016 24/06/2016
3 1140772016 16/08/2016
4 410/2016 912/2016
Timetable/Assignment Details
Timetable Name: ‘TTT LI <-- 7 timetable entries in list Year Levels To Apply Timetable To
Timetable Day: |1 Delete New New Copy Term 1 Temm 2 Term 3 Term 4
Timetable Timetable Timetable ™ Year0 [ Year0 [ YearD [ ‘YearO
Periods In Timetable May Be Missed For ™ Year1  Year1  Year1 ™ Yeard
Period Name Line | Start Time End Time Period # | Admin Code |Early Start  Late Start Absent For Day [ Year2 [~ Year2 [ Year2 [ Year2
RC 10850 03:00 vl v [ Year3 | Yeard [ Yeard [ Year3
il 2 0300 03:47 [~ Yeard [ Yeard [ Yeard [ VYeard
P2 3 0347 10:34 [~ Year5 [ Year5 [ Year5 [ Year5
Recess 4 10:34 11:00 [~ Year6 | Year6 [ Yea6 [ YearB
F3 5 100 11:47 v Year7 |v Year7 v Year7 [V Year7
P4 6 147 12:34 v Year8 |v Year8 |V Year8 [V Year8
Lunch 7123 1334 v Year3 |V Year9 [V Year3 [V Year9
PS5 8 1334 12 W Year10 ¥ Year10 ¥ Year10 [ Year10
Pe 3 142 1508 v Year1l [ Year1l W Year1l [v Year1l
il 10 195.08 1600 W Year12 ¥ Year12 [V Year12 |V Year12
The May Be Missed For Late Start is used by the

Spares In pass type and should only be ticked for the

NOTE: All periods must have a Period # between 0 and 25. Lunch and Recess periods must NOT be given a Period #. &ll period times roll class. If there is no roll class pesiod then you

must be in 24 hour format. Do NOT change peiord # once attendance has been taken. The structure can be different each term/semester - -
but MUST not be altered mid term unless its only bell times should not tick anything.
Delete New Save o Import/Export Timetable
Period Period Details £ Structure

Enter the School Name and the size of the photos that will be used in IDAttend (400 x 400 pixels
max). The actual size is not dependence on the actual size of the school photos as IDAttend will
choose the best size to display use the photographs while maintaining the aspect ratio of the
photographs. The size specified in IDAttend is the size that will be used to when IDAttend saves any

new photographs.

Select whether IDAttend will be term or Semester based.

Enter the number of days in the timetable cycle (1 — 20 days).
If more than 5 days in the timetable cycle enter the day that the system will start with in the cycle
based on the System Start Date.

Select the term dates based on the School Terms dropdown list for the state in which the system is
to be used. If Semester based then the semester dates will also be entered for you.

Next the timetable structure (period times etc) must be entered.
IDAttend can handle any number of different period times. It may be all the same for all year levels
for all terms/semesters or different for each day/year level/term or semester or any variation in
between. It is not uncommon for senior students to have a different timetable to junior students.
Senior students quite often have before school and/or after school classes. In this case you may
use the same timetable for the junior students but the before/after school periods will appear on the
junior timetables/attendance but no class will be associated with them. If you do not wish these
periods to appear on the junior student’s timetables, then you will need to create different timetable
for the junior and senior students. You will also need to create a different timetable for each day
even if they are the same for each day.
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To enter a new timetable, click New Timetable button.

Enter the Name for the timetable (eg TT1 for day 1, TT2 for day 2, TT1-S for Day 1 Senior etc)
Enter the Day number of the cycle the timetable applies to in the Day field.

Click New Period button.

Enter the Period Name. E.g. BC (being before school), RC (roll call), P1 etc.

Enter the Line Number O to ...

Enter the Start Time of the period in 24 hour format. 09:00 AM should be entered at 0900 and press
Enter.

Enter the End Time for the period. 1PM should be entered as 1300.

Enter the Period # that IDAttend will know this period as. This may or may not match your school’s
period numbers. It does not matter.

If you do not have a before school class currently but may do so later in the year, it is a good idea to
start the period numbering at 1 so that period # O can be used later.

if you suspect that you may later want to split the sessions into A and B sessions then leaving a
number gap between period numbers will allow you do this later. Eg. 1, 3, 5, 7 etc.

If before school classes are the first period then enter 0 in the Period #. All Period #'s after
this must increase up to a maximum of 25 but do not need to be consecutive.

Period times or numbers must not overlap.

Repeat the process for each period in the day.

Lunch and Recess may also be entered with the appropriate times but MUST NOT be assigned a
Period #.

The May Be Missed For Early Start option allows you to tell IDAttend that the periods enabled for
this option may be missed by students who obtain an Early Start Pass from Student Passes. These
periods will be marked as an approved absence.

The May Be Missed For Late Start option allows you to tell IDAttend that the periods enabled for
this option may be missed by students who obtain a Late Start Pass from Student Passes. These
periods will be marked as an approved absence. Normally this would only be a roll call class.

The Absent For Day option should be ticked for the roll call period or period that IDAttend should
mark a student absent for the day if absent from this class. If no period is nominated then IDAttend
will not automatically mark students absent for the day. Only one period per day should be
nominated. If multiple days then a different period may be nominated for each day.

Tick each year level that this timetable applies to for each Term/Semester. It is best to do this for all
terms/semesters even if starting later in the school year.

Click the Save Details button.

If creating a timetable for each day of the cycle, then repeat the process from Timetable Start for
each day.

Note: The New Copy Timetable button may be used to copy the existing day timetable and all
that need be done is enter a name for the timetable and alter the times etc as need be.

Be sure to click the Save Details button before exiting the screen.

Different timetables may be setup for each year level if desired. This is a complex process and it is
advisable that you contact IDAttend Support before doing so.

A different timetable structure is required for every day of the timetable cycle. If you have
different structures for different year levels, then you may require different timetable
structure for each day for all of them unless they share some days in common.

The Timetable Name drop down list shows the number of entries in the list and can be
dropped down and any entry selected to view/alter that timetable structure.

It is critical that the structure be correct at the start of the year as changes cannot be made
mid- term/semester without first consulting IDAttend Support.
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If possible it is strongly recommended that you use the same Period # for the same period
each day if possible. Refer to the Unacceptable example below. If a Before School or Roll
Call class does not occur on each day then skip that Period # for that day.

Period Numbering Examples (Acceptable and Not Acceptable)

Penod Name Line | Start Time End Time Pernod #
RC 1 08:50 03:.00 1
P1 2 0900 09:47 2
P2 3 0947 10:34 3

Recess 4 10:34 11:00
P3 5 1100 11:47 4
P4 6 11:.47 12:34 5
Lunch 71234 13:34
P5 g 1334 1421 =]
P& 3 1421 15:08 7
P7 10 1508 16:00 g
Acceptable
Period Name Line | Start Time End Time Period # |2
RC 1 0850 03:00 1
P1 2 0900 09:47 3
P2 3 0947 10:34 5
Recess 4 1034 11:00
P3 5 1100 11:47 7
P4 B 1147 1234 9
Lunch 71234 1334
P5 g 1334 1421 1
PE 3 142 15:08 13
P7 10 15.08 16:00 1
Acceptable
Period Mame Line | Start Time End Time Penod #
P1 2 0900 09:47 2
P2 3 0947 10:34 3
Recess 4 1034 11:00
RC 5 1100 11:10 1
P3 6 1110 11:47 4
P4 71147 12:34 5
Lunch 8 1234 1334
P5 9 1334 1421 6
PE m 1421 15:.08 7
P7 11 1508 16:00 8

Not Acceptable
Some schools do the above when they have a roll class session that normally occurs at a certain
time each day and say has a period number of 1, except on a certain day when it happens later in

the day. Assigning it the same period number, 1, as the other days will cause issues within IDAttend

and IDWeb.

Period Name Line | Start Time End Time Period #
P1 2 0900 09:.47 2
P2 3 0947 10:34 3

Recess 4 10:34 11:00
RC 5 1100 11:10 4
P3 E 1110 11:47 5
P4 71147 12:34 B

Lunch 8 1234 13:34
P5 9 1334 1421 7
P& 10 1421 15.08 g
P7 11 1508 16:00 9

In this case you should use the next number, in this example 4, but not use that number at all
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Period Name Line |Start Time End Time Period # | A
RC 1 0850 03:00 1
P1 2 0900 09:47 2
P2 3 0947 10:34 3

Recess 4 10:34 11:00
P3 5 1100 11:47 5
P4 B 11:47 12:34 6
Lunch 71234 13:34
P5 g 1334 14:21 7
P& 9 142 15:08 8
P7 10 1508 16:00 q

Structure on other days

If you have any questions or issues with altering your timetable structure please let us know
and we will make suggestions to suit your requirements or even build a structure for you,
based on your requirements, that you can import.

Once attendance data has been entered into IDAttend the Period #'s used can NOT be
changed without first consulting IDAttend Support. Ensure your timetables are setup up
correctly before using IDAttend to record attendance.

Import/Export Timetable Details

The purpose of this function is to allow for the timetable details entered to be exported if need be
and also imported. The main use for this may be if you have a problem with setting up your
timetable or making changes to it we can make the changes and then email them to you and all you
need to is import them.

## Timetable Details Import/Export |2 |

The purpoze of this funchion iz to either impart the timetable
detailz that have been previously exported from anather
|DAttend databasze or export the details for uze in another
|DAtend databaze.

(% Impart
(" Ewxport

Proceed | Cloze

The function has two options Import and Export.

Select whichever option is applicable and click the Proceed button.

The default file name for either function is IDA_TT_DETAILS.CSV. The location where it is saved is
user selectable.

NOTE: If importing a timetable the existing timetable and year level allocations will be
overwritten.
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School Setup

#F School Setup | Z=
School ID: 1234 [required for ALD OneSchool inteface) Adtendance Mat Done Natify Dptians
" Do Nathing
Percentage Of Clazs Attendance When Late To Clagz: |0 [0-100%] " Email Teachers
[ Auto Save Student Detail Changes C lﬂﬂtif.'r' Teachers At Login
[v Usze Student Prefered Mame [n IDAend IF Available [w For Tem
[~ Dizplay School Logo On Reports F EE[ ,Tg::g
[ Default Individual Student Attendance Tao Current Date [~ Only Orce Per Day

[ Use Digital Signat
52 IgRE Slnatres S5 ALl Syt

" Mone " MGM messageyou
Default Photo Capture Zoom Level: 100 % £ SMS Emai " Email
" |DAtend SMS Text File
[ Students Must Be Present Even If Mo Timetabled Classes
" Truancy Call
) - * SMSGIobal
Last Slip Mumber: 32326 Edit [~ Use Direct Interface
Ornly Use Lazt |0 Characters OF Scanned Student (D School Admiristration System
Add ID_ leading zeros to Scanned Student (D E: Mot Specified
) ) CASESZ21 [WIC)
g [Separate multiples with
Only Accept Scanned Cardz 'With the Prefis: |2D1 02011 = eommo] " DASIS [NSW)
Time Out Class Name; |[RTC Shart name: |RTC * SIMS [QLD]
(" M&ZE [CG CEO)
[w Enable Alert Module " Gensric
(" DeltaLink
" PCSchoal
" MAZE AAPM [Direct]

Save

This screen has a number of options pertaining to your school’s administration system and type of
SMS Text functionality, if any. There is an option to have IDAttend automatically notify teachers
when they log into IDAttend of any classes they have not yet taken attendance for.

There is an option to edit the Last Student Pass number issued. This should not be altered unless
told to do so by IDAttend Support.

If you wish to use the students’ Preferred Name rather than their First or Given Name then enable
the option for this.

If you have a Topaz Signature Pad for capturing digital signature within IDAttend then you should
Enable the Use Digital Signatures option. You can then edit the Electronic Signature Options for
each computer that has a signature pad, under the Admin menu.

If you have a ‘Timeout’ room then enter the Long and Short Name for this room.

If your student ID card barcode or magnetic stripe have a prefix which is not relevant to IDAttend
and would cause IDAttend to not find the student you can tell IDAttend to only use only the last x
characters of the scanned card. E.qg. if your barcode reads BX001234 and only the 001234 is the
student ID in IDAttend then enter 6 in the Only Use Last x Characters Of Scanned Student ID field.
The BX will then be ignored.
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If your student ID card barcodes are missing one or more leading 0’s that is present in the IDAttend
Student ID then enter the number of leading zeros missing in the Add x Leading Zeros To Scanned
Student ID field. If only some cards are missing the 0’s IDAttend will still work with both card types.

If you have a prefix on your student ID card barcode or magnetic stripe relating to a year or some
other code that changes from year to year and do not wish to allow students to use an old card with
IDAttend then you should enter whatever you wish IDAttend to accept in the Only Accept Scanned
Cards With The Prefix field. If you wish to use multiple codes you can by separating them with a
comma e.g. 2010,2011

The code/s entered may be altered as need be.

Click the Save button to save any changes and close the screen.
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Teacher Options

Tools/Teacher Options

This screen contains a number of options relating to what teachers can do in IDAttend. By default
teachers have very limited access to functions in IDAttend.

Before enabling any option the school should decide what they would like teachers to be able to do
in IDAttend.

4% Teacher Options
[+ Require Teachers To Confirm Present On Attendance Screen [ Show Merit Points When T aking Attendance
[ Allow Teachers To Cancel Claszes [~ Hide Student menu from Teachers
[ Allow Teachers ToView Student Contact Details [~ Hide Lists menu from Teachers
[ Allow Teachers To Maintain Excursions [v Show Uniform Yiolation *#hen T aking Attendance
[ Allow Teachers Ta View Student Telephane Numbers [~ Show Special Education Flag On Student Attendance Photos

[v Allow Teachers To Enter Student Abzentee Maotes
[ Allow Teachers To Access Reports Menu
[ Allow Teachers To Edit Individual Student Attendance

. [ Allow Coordinators Ta Edit Student Details
[ Allow Teachers To Enter Tempaorary Re-aszsignments

. [~ Allow Coordinatars To lssue Student Passes
[v Allow Teachers To Access Daily Attendance Report

[v &llow Teachers Tao Enter Late For Schoal

[v &llow Teachers Tao Enter Student Motes

[ Allow Teachers To Access Attendance Mot Taken Report
[~ Allow Teachers To Send Class Bazed Emails To Parents

[v &llow Teachers To Send Students To RTCMusic

If either of the following three optionz are enabled teachers need to understand what
theze function do and the conzequences if uzed incormectly.

[v &llow Teachers To Enter Other Absence Reasons dbsence When T aking Attendance
[ Allow Teachers To Enter Unjustified [Truant] Fram Class When T aking Attendance
[v Al Teachers To Mark Students Present In Clags When They Are Suppozed to Be O Campus, Work, Exsperience, Excursion, School dctivitg or Sport,

Save

[ Automatically Print Present/dbsent Report, To Default Printer, After taking Class Attendance

Options that require particular attention are below and teachers need to be informed of how to use
them and what ramifications there may be from mistakes.

Allow Teachers To Enter Late For School

This option is generally only set for Primary Schools where students arriving late to school do not
first come to the admin block to get a late pass.

Allow Teachers To Enter Other Absence Reasons Absence When Taking Attendance

This option is designed primarily for Primary Schools where parents often inform teachers of
absences directly to teachers.

This option, if enabled, allows teachers to right click on a student, when taking attendance, and
select Mark As Absent For Day

This option will display a screen that allows teachers to select a date range for the absence and the
absence type. Whether or not a Note was provided and/or a Parent was Present and any
Note/Comment that may be valid for the absence.

The absence types available are

Approved Absence, Sick, Medical, Dentist, Holiday, Unjustified, School Activity, Sport and Other.
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# Student Absent For Day ﬂ
Brook 5YKES

Thiz function may be used to record a student's abzence
from zchool over a date range.

Once zaved you can not undo these abzences from the
attendance screen. Use with care as thiz function will
overwrite any unexplained abzence for the student for the
date range specified.

Abset Fram: [15/02/2010 | To: [15/02/2010 ~|

Abzence Type

(" Approved " Unjustified

f* Sick (" Schoaol Activity

" Medical " Sport

i Dentist " Other

" Haoliday

[v Has Mote [~ Parent Prezent
Feazon/Comment;

Had flu =]

=]
Save Cloze

Please note that the function will only overwrite unexplained absences, if any. Any other type
of absence will not be overwritten.
Once assigned these absence types cannot be changed from the attendance screen.

Allow Teachers To Enter Unjustified (Truant) From Class When Taking Attendance

This option, if enabled, allows teachers to right click on a student and select Mark As Unjustified
(Truant) From Class. This function will mark that student as an unjustified absence (Truant) from
that particular class/period.

Please note that the function will only overwrite unexplained absences and Late To Class.

Once assigned this absence type cannot be changed from the attendance screen.

Allow Teachers To Mark Students Present In Class When They Are Supposed to Be Off
Campus, Work Experience, Excursion, School Activity, Sport or Sick

This option, if enabled, allows teachers to override any of the above absence types for the current
day.

Examples would be where a student was expected to be on Work Experience for the day but has
instead come to school, not informed admin of their change in plans, and turned up in their normal
class.

Using this function will remove the student from the current absence type for the day and mark them
present in the current class.
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Tools/Attendance Codes
Attendance Codes (if exporting back to your school administration system).

Attendance Codes

Enter each code used in your school administration system for each IDAttend attendance type. Also
enter a meaningful description. For each entry select an IDAttend attendance type. If more that one
IDAttend attendance type applies to your school admin system codes you may select multiples of

the same Code.

## Attendance Codes

| Eg

Alttendance codes entered here are thoze that are reportable [meaningful] to your zchoal adminiztration system. Only
those attendance entries with a code will be exported by IDARENd.

[l

ode

FEowMIo VMoo OoOoOr =T ITTMmOoo

Dezcription

School Activity
Excursion

Excursion

Early [MF]

0Off Campusz Activity
Haliday

llinezs

Unauthorized

Late Arrival

Other

Other

Other

Other

Suzpenzion 1-5 days
Suzpenzion B-20 days
Suzpended Pending Ex
Spart

Unexplained

“whork, Experience

IDAtkend Code

School Activity

Camp

Excursion

Early Departure

0Off Campusz Activity
Haoliday

Sick

Unijustified

Late For School

M edical

Approved Ahsence
Other

Dentist

Suzpended
Suzpended Lang Term
Suzpended Pending E kcluzion
Spart

Unexplained Absence
“work, Experience

School Event

OO00O0O0bOOoOoooOoooOobooonod

Presz F1 for help on the uze of thiz function

Delete Mew

Re-apply Codes To Existing
Attendance Entries

Save |

Click To Apply CASES21 Default Codes
Click To Apply SIMS Default Codes

‘ Startitig From:

These codes may be changed at any time and the codes reapplied to existing attendance entries by
clicking the Re-apply Codes To Existing Attendance Entries.
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Tools/Lists/Student Pass and Other

Student Pass Reasons

Reasons

This function is used to set a set of predefined student pass reasons to make the issue of student
passes much quicker and simpler. Some categories are for other function in IDAttend such as Loan

Items — Staff, Merit Points, Laptop categories and Behaviour Reasons.

The options entered should be the most common ones. If using the Student Managed Passes
function then these are the only options students will get. The Admin Managed Passes has the
option to enter any text for the Reason if required.

## Student Pass Reazonsz

f»" Late To School i Clazsz
" Early Departure [Leave] " First &id
" Unifarm " Loan ltems - Students
™ Sick Bay " Loan Items - Staff
" Itemz Handed In " Mernt Pointz
" Admin Appointrment = Libram/Study In
" 0ff Campusz i~ Laptop Repair Categories
" Auctivity " Laptop Student Cost [tkems
" Detention " Behaviowr Reazonz
" Going Home Sick
Sart Reazon Late Reazon Code | Password Required | Approved
1 Appointment ]
2 Slept In J O O
3 Other a O
4 Late Buz I O
5 Mo Reaszon J O |
G Farnily J O O
7 Transpart J | O
] Urwedl | |
| Walked Slow J O |
10 Sport 5
11 OFf Campusz Al Pragram F
12 ‘work Experience W
13 S chonl Activity & |
14 Spares F |
Delete Cloze Add
Heasons entered for passes are comment only and do not decide if the absence iz approved or not [except
Late To School and Early Departure). This iz done at the time of izsuing the pass. Approved. Has Mote. Parent
Prezent or Parent Telephoned must be ticked to make the abzence approved.

If a Late or Early Reason Code
iz entered thiz will cauze the
pass iszued to be Approved, if
the Approved ophtion iz hicked.
and the Reazon Code entered
will be used as the Reaszon
when the attendance is
exported. If no Reason Code is
entered the default reason
codesz will be uzed.

Password Required is only
used on Student Managed
Pazzes and will require the
password entered in the
Student Managed Paszs Options
to be entered by an admin
operator before pass the is
1zzued.

Drefault
Set

Options can be entered for all pass types in IDAttend. Just select the relevant heading. Items can be
added or deleted and a Sort Order set otherwise they will be displayed on the pass reason buttons

in alphabetical order.

Select the group that you wish to ad
Click Add to enter a new entry.

d entries for.

Click Delete to delete the selected entry.
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Late To School and Early Departure have extra columns. These columns allow for the entry of a
Late Reason Code, which at this point in time is only relevant for the Queensland OneSchool
attendance export. If a reason code is entered against and entry then this is the code that will be
sent to OneSchool and will override the default codes (U (Unexplained) or O (Other) for approved
late). If no code is entered for an entry then the defaults will apply. The only time this code does not
apply is if the Unjustified tickbox is ticked when issuing the pass.

The Password Required field is only relevant for Student Managed Passes and if selected then a
password needs to have been entered for the pass types in the Student Managed Pass Options,
this will cause the pass screen to require the Admin person to enter the password if that option is
selected.

The Approved tickbox will cause the Approved tickbox on the Student Passes screen to be ticked if
that reason is selected.

The advantage to this is that all reasons for being late, including curriculum absences, such as Off
Campus, Sport, School Activity or Work Experience etc. can be dealt with using the Late To School
and/or Early Departure (Leave Pass) pass types so less pass types are required on the Student
Pass Screen and the correct Reason Code will be sent back to OneSchool.

Click Close to close the screen.

There is a Default Set option which if clicked will setup the various options options for you using a
defalt set.

Note: Do not leave blank entries in the list.

Reasons entered are a text comment only, except Late To School and Early Departure, and
have no effect on whether the absence is approved or not.
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Holiday Dates

Tools\Holiday Dates

IDAttend needs to know about any public holidays or student free days where attendance will not be
taken. These dates DO NOT include term breaks or public holidays that occur during the term
breaks.

#¥ Public Holidays x|

Thiz zection should be uzed to enter days when the
zchool iz cloged due to pulic holidays, student free days
gt It should HOT be used to enter term breaks.

[rate| Dezcription
10/04/2009 Good Friday
13/04/2009 Easter Monday
20/04/2009 SFD

4/05/2009 Labour Day
8/06/2009 Queen's Birthday
13/07/2009 SFD
12/08/2009 Brishane Show

| 28/08/2009 Gold Coazt Show
1941042009 SFD

Enzure all dates are cormect before saving. Any
attendance entries for these dates will be remaoved.

M e | Delete | Save ‘ Clogze |

Default D ates: | j

To Add a new date click the New button. A blank line will be entered on the grid. Enter the date in
dd/mm/yyyy format. You must also enter a short description of why the date is a holiday.
To Delete and entry just click on it in the list and click the Delete button.

There is a Default Dates option which can be used to select the common holiday dates for your
state.

The default set is compiled from the various state education websites and is setup for the metro
areas. The set may contain dates not appropriate for your area but these dates can be deleted and
added to as need be. The set may or may not contain known student free days.

Click the Save button to save any default set or changes you have made.
Please note that any date entered will have any attendance entered for that date removed
from IDAttend. Please ensure the dates entered are correct before clicking the Save button.

Holiday dates must be setup each year within IDAttend. It is not done automatically when
rolling over IDAttend to a new year.
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Auto Import/Export Setup

Tools/Auto Import Setup

IDAttend may be setup to Automatically import the Student Details, Timetable and Student Subjects.
Details must still be exported manually from the various programs used by the school.

. Auto Import/Export (|
WARNING.. . These options should not be set on more
than one computer running IDAttend
v Auto Impart Student D etailz D aily

Student Details Source
(* Text File

" Databaze

v &b Import Timetable iy
Timetable Source
f» TextFile
™ Timetabler
(" Time Chart
(™ First Class
(" Database

1T Auto Impart Student Subjects Daily
Student Subject Source
{+ Teut File

" Databaze Impart 5cheduls

[~ Auto Export Attendance Daily
Export To

" Generic Export
CaSES21 [VIC)

W] g

MAZE [CG CED)
Delta Link

<
~
s
-
e

[ Auto Import Portable Barcods Scanner Data
Scanner Data |z Placed In This Folder

| Browse
12004M =

Do Mot Run Import Tasks IF Program Started Maore Than 5
Minutes After First Scheduled Start Time

Save | Cancel |

Only enable those options you wish to use and have previously setup for manual import/export.
Select the type of import to use for each option enabled.

If your Timetable import also imports student subjects then do not enable the Student Subject
option.

It is advisable to enable the Do Not Run Import If Program Started More Than 5 Minutes After

Scheduled Start Time. This will prevent IDAttend from initiating the import if it has not been run for
that day and it is more than 5 minutes past the scheduled start time.
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Once you have set the options required you must set the times or schedule you which the functions
to occur by clicking the Import Schedule and/or Export Schedule buttons.

. Auto Export Timer Schedule ||

Time 1: |I* 06:00 &M —=—

Time 2 [ 112:00 8M ==

Time 3 [ 1200 8M ==

Time 4 [ 11200 8M ==

Time 5 [{ 112:008M ==

Time 6: | 11200 8M ==

Time 7. [ 112:00 M ==

Time & | 11200 8M ==

Save

IDAttend may be scheduled to perform these functions up to 8 times per day.
If only enabling one time then use Time 1.
To enable a time just tick the little box on the time and change the time to that required.

Click the Save button.

Note:

This option MUST only be set on one computer. It is not editable from a workstation when
setup on another workstation.

For the Auto Import/Export to work the computer that is set to perform the tasks must be
running and logged into IDAttend or sitting at the IDAttend Login Screen.

Auto Import/Export will NOT be performed on weekends/term breaks or holiday dates.
There is an Auto Import\Export Log function under the Tools menu that shows what has been

imported via this function and any errors that may have occurred. The log is based on a per month
view.
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User List
Next setup the Users in IDAttend, Tools/Lists/User List.
Users may be imported using Tools/Lists/Import Users.

§ UserList (<
v sze |IDAttend To Authenticate U sers
" sze Active Directory To Authenticate Users
" Use LDAP Server To Authenticate Users  Server LIRL: |
Usger D MHame Pagzzword Access Rights Email Address TT Code | =
A8 Alice Bray e Teacher Fil]
ADMIN Admivigtration e Adrministrator
A Amanda Milkeraitiz 0 e Teacher A E
aT Angela Thomase 0 s Teacher AT
A Claydia dveling e Teacher p
Al Alivwaugh 0 e Teacher s
B Bornie shles e Teacher By
ED Linda Bogsard e Teacher BD
BR Lawrie Bradford s Teacher BR
Ca Carol &tkin - v Teacher Cé
CCCC coooe o Teacher
co Chrig Edwards v Teacher co
CE Connig Elison - v Teacher CE
CH “Wwapne Houben Teacher CH
CL Jewnifer Colier e Teacher CL
CM Chrig Makris v Teacher Ch
co “Wal Callibe e Teacher co
COORD Coordinator s Coordinator
CP Carolyn Pearson == Teacher [
CR Chnstine Rogs == Teacher CR
[ Chns Salisbory — wo= Teacher [
rT Michael Cuttiz - e Tearher rT i
100 Entries
[ Do Mot Show Warning If User Code/Password The Same
Delete Users | Mew User | Save Cloze

IDAttend has 3 different options to authenticate users.

1 - IDAttend Authentication

2 — Active Directory Authentication

3 — LDAP Authentication
If using IDAttend authentication then both User ID and password must be entered.
If using Active Directory or LDAP Authentication then only the User ID need be entered. The User
ID entered must match the users network login. IDAttend will then attempt to confirm that the
password entered is valid from either Active Directory or the LDAP Server before they are granted
access to IDAttend. Access rights must still be selected if using either of these two options. If a
user’s password changes in Active Directory or LDAP then it will also change for IDAttend.
User names and passwords must be setup for each user of IDAttend. Alternately you may setup
user groups if desired.
Access Rights options are
System Admin — Full access to all functions of IDAttend. This will generally be IT staff and one or 2
Administration staff.
Administrator — Access to all functions of IDAttend except the Tools menu functions.
Teacher — Can enter/change attendance for classes etc. No Access to the Admin or Tools menus
functions. Some Admin functions can be assigned to teachers via School Setup.
Coordinator — Similar to Teacher except they have full access to the Reports menu. Other options
may be enabled for Coordinators in School Setup.
At least one System Admin user must be setup or no one will have access to the Tools menu.

Timetable Code, although not required, allows IDAttend to identify teachers and display a list of
their classes only when they use the Find Class function. It is also required if you wish to use the
School Setup option of notifying teachers when they log into IDAttend of any classes they have not
marked.

Email Address, this is currently optional as IDAttend does not use this email address at this time.
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User details can be imported if required. If not importing users passwords then they will be assigned
a password the same as their User Code. When they first log into IDAttend they will be asked to
change the password.

2 User Import &L |

Test File Delimiter
™ Tahb
(* Comma

zer Code 15 At Position: |-|_

User First Mame |3 At Position: I_
User Mame |3 At Position: IE_
User Password |2 At Position: I_
User Email |5 At Pogition: I_
Timetable Code |5 At Position: |3_

[f uzer pazsword iz not part af the impart
the uzer will have a pazzword the zame
az their uzer code.

Al nesw wzers will initially be given
'Teacher accesz nights.

Beqin Cloze

Timetable Code, although not required, allows IDAttend to identify teachers and display a list of
their classes only when they use the Find Class function. It is also required if you wish to use the

School Setup option of notifying teachers when they log into IDAttend of any classes they have not
marked.

All users imported by this function will be given the Access Right of Teacher.
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IDAttend Maintenance

IDAttend requires some regular maintenance by the schools IT department or other suitably
qualified person.

Access Database

If using an Access database for IDAttend then once a week it is necessary to use Microsoft Access
to do a Compact and Repair of the IDAttend Database.

This function is under the Tools/Database Utilities menu in Access.

This should only be carried out if you have a backup or copy of the IDAttend database.

The reason for this requirement is because Access databases can grow quite large and become
slow and other issues can crop up over a period of time.

All users must be logged out of IDAttend to be able to Compact and Repair the database.

SQL Server Database

If using an SQL Server database for IDAttend you may notice the .log file growing quite large even
after a short period of use. The .log file is a text based file and contains every transaction that has
taken place in the database since it was last backed up. SQL Server uses this file to allow it to roll
back failed transactions and maintain its integrity.

The .log file is generally truncated when doing a backup of the SQL server database using either
SQL Server’s backup function or a suitable third party backup application that is SQL Server aware.

Regular backups of either database type is essential for obvious reasons.

It should be noted that the supplied Express version of SQL Server only allows for the
database files to be placed on the server’s C drive. Please ensure your backup program
includes this drive or at least the SQL Server folders (c:\program Files\Microsoft SQL
Server).

To be able to nominate that the database files are on another drive you must buy the
Enterprise version of SQL Server.

IDAttend Updates
Updates to the IDAttend system are released regularly and are available at no charge to registered
schools. These updates are available from
http://www.idattend.com.au/idattend_download.htm#update

Nominated school contacts will be notified from time to time of important updates but it is suggested
that someone at the school check at least once a week to see if there are any updates available.
You can check your current version by clicking on the Help/About menu option.

In order to update IDAttend there is no need for users to be logged out of the system.

Once the update has been downloaded the zip file must be extracted (using Winzip or the Windows
unzip function) to the IDAttend/System folder on the server where IDAttend resides. Overwrite all
existing files. To start using the new version users need to log out of IDAttend and then log back in.

If using an SQL Server database and the ‘normal’ users may not have dbo_owner access rights it is
necessary for the system to be first run after the update by a user who has full access rights in SQL
Server. This is required as quite often the update will add new fields to the database which requires
dbo_owner rights.
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End Of Year Rollover
Please refer to the Help/IDAttend Rollover Instructions for information on the new year rollover

process.

IDAttend Support Contact Details

Level 1 Support

Dewald Smit

IDAttend Pty Ltd

Mob: 0427 206 928

Email: dewald@idattend.com.au

Level 2 Support

Shaun Flanagan

IDAttend Pty Ltd

Mob: 0409 546 048

Email: shaun@idattend.com.au

Level 3 Support

Kevin Beckwith

IDAttend Pty Ltd

Email: kevin@idattend.com.au

IDAttend Sales Enquiries
Paul Irwin

ID CardWorld Pty Ltd
Mob: 0400 984 486

Fax: (02) 9651 6044
Email: paul@idcw.com.au

Sales (software, hardware & consumables)
ID CardWorld Pty Ltd

Ph: (02)9651 6000

Fax: (02)9651 6044

Email: sales@idcw.com.au
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IDAttend — Hot Keys (F Keys)

F3 — Daily Absences

F4 — Teacher Timetable

F5 — Student Passes

F6 — Class Attendance (Student Scan Mode)
F7 — Class Attendance

F8 — Class Attendance (Barcode Scanner)
F9 — Find a Student or Teacher

F11 - Find A Student (Advanced)

F12 — Student Search

IDAttend Ctrl + Hot Keys

Ctrl + F1 — Monitoring Card Log

Ctrl + F2 — Ready To Learn Log

Ctrl + F3 — Attendance Level Log

Ctrl + F4 — Merit Point Log

Ctrl + F7 — Class Setup

Ctrl + F8 — Student Activity Log

Ctrl + B — Behaviour Level Log

Ctrl + D — Detention Log

Ctrl + E — Administer Medications

Ctrl + E = (While on the Student Passes Screen only) — Evacuation Report
Ctrl + F — Visitor Log

Ctrl + G - Iltems Handed In Log

Ctrl + H—- Admin Appointment Log

Ctrl + 1 = Visitor in

Ctrl + J — Items Loaned to Students/Staff Log
Ctrl + K — Medications Given Log

Ctrl + L — Late Request Log

Ctrl + M — Administer Medications

Ctrl + O — Visitor out

Ctrl + P - Items Handed In Log

Ctrl + Q — Toggle ? on class attendance screen (admin users only)
Ctrl + R — Student Attendance Letter Log

Ctrl + S - Sick Bay Log

Ctrl + T—Timeout Log

Ctrl + U — Uniform Log

Ctrl + W - Library Study Log

Ctrl + Y — Room Change Log
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