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Logging into IDAttend

To run IDAttend all you need do is double click on the IDAttend icon on your desktop. Eaisus

When IDAttend is first started you will be required to enter your IDAttend User Name/Password.

4] 1DAttend Login i S

User Mame: ||

Pazsward: |

Prezz F1 for Help

k. Caricel

If this has not already been provided to you then you will be advised as to what has been used to base your
user name on. The password will be the same. The password is case sensitive and if your user name was
upper case the password will also be upper case. Once you enter the user name/password and if there are the
same IDAttend will ask you to change the password.

é Change User Password £ |

User: test

0ld Pazzword: |

Mew Paszword: |

Confirm Pazsword: |

ok, LCloze

You will need to enter your old password (as just entered) along with a new password, twice, so that the
system is sure you have entered the password correctly. There are no constraints on what the password must
consist of. Click OK.

You will now use this password from that time onwards. You may change your password at any time using the
File/Change Password option in IDAttend.

If you forget your password you will need to contact the IDAttend System Administrator to have it reset.



Find Class & Class Display:

IDAttend opens with this screen if the option to do so is enabled. If the screen is not loaded then select

Teacher menu and Find Class or click the ﬁ button or press the F7 key. A calendar is displayed
allowing for selection of classes on different dates. The current date is the default.
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Enter the Period and your timetable teacher code and press the Enter key
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If you teacher timetable code has been associated with your IDAttend login then IDAttend will default to
that code and only show your classes for that day.

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

There are two ways of finding a class either by filling in the details, Period and Teacher, at the top right
hand side of the screen with Display photographs (large or standard size) for an individual class and
click the Display button or clicking the ‘Find’ button for a list of classes. The list may be limited to a
Year, Home Group or Teacher Code. A list of classes will be displayed in period order based on the
selection criteria entered, if any. The ‘Clear’ button will clear the search fields.

If you have been assigned to a class as a Supervision teacher for that class on the day that class will
also appear in your list of classes to be marked. The SUP box will be ticked and the teacher code of the
original class teacher will be in the Orig. Teacher field.

Attendance on Excursions and Timetable Variations can also be taken on this screen by selecting the
relevant Excursion or Variation Class from the appropriate list.

In this screen you are also able to view and adjust a class history for a selected number of days, for
example 10, 20, up to a full term. 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.



Non Day Display (default), Student Photographs
Clear Display | Days Display:anne vI Cloze

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. It is up to the person taking attendance to 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. By-right clicking on a photograph you may also mark the student as Late
For Class (Approved) or Late For Class (Not Approved).

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. If all students are present
then click the Save button.
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If the school has elected to have the teachers attendance screen default to ? instead of P then the
screen will appear as per below.
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Present 1
Absent:
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Cancel

If the ? option has been enabled then each student with a ? must be clicked on once to mark them P
(present) and again to mark them UA (unexplained absence). You cannot save then attendance until all
students with a ? have been either marked P or UA.



Day Display
Clear | Dizplay |Da_|,ls Display: |10 Days Cloze

If taking attendance with the day display option enabled then click on the date/period header that is
appropriate (the default is the date selected on the Find Class calendar).
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To mark attendance from this screen you must fisrt select the appropriate date/period header. It will turn
blue. Click the header again and the student names will toggle to the other side of the date.

If attendance has not been taken then a ? will appear next to the student/s. Click the first ? (if
attendance not yet taken). Toggle P/AU press the Space bar on the keyboard. You can use the
up/down allows to move to the next student.

There are also options available when you right click on the P or AU for a student.

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. If all students are present
then click the Save button.

A Legend button at the bottom right hand side of the screen shows a screen with other indicators that
may appear on each student.

Note

If a code other than P, UA, LC appears on a student’s photograph then this indicates that the student’s
attendance has been pre-entered or altered by the school administration. In these cases you will not be
able change the entry. If the code (attendance) is incorrect for some reason (student is supposedly
away but has attended your class) then you will need to contact the attendance officer in administration
to have the attendance changed.



Marking Students Late For School (optional depending on school settings)

Some schools, generally primary schools, have teachers mark students as being late for school.
If this option has been enabled then on the class display screen then right clicking on the student will
offer the option of Mark As Late For School. Selecting this option will display the following screen.

. Late For School ]

Sally ASPINALL
Date: | 1/09/2008 = | Time:

Enter 31040 a2 310 press Enter ke,
Feason: |

[ Has Mote [ Parent Prezent

LATE FOR SCHOOL CAN NOT BE UNDONE FROM THIS SCREEN

Save Cloze

By default, the date will be the current date and the time the current time.

To alter the date click on the date box arrow and select the date from the calendar.

To alter the time just type the time, in numbers, and press the Enter key. Eg. 9:10AM would be entered
as 910 and press Enter.

To confirm the current time press the Enter key also.

A list of reasons why the student is late will be displayed. Select the appropriate option from the list.

If the student has a note then tick the Has Note option.
If the student’s parent present then tick this option.

Click the Save button.

Note: Once a late has been entered it cannot be changed by a teacher. You will need to contact
your Administration person to have them alter the attendance.



Entering Student Absentee Notes (optional depending on school settings)

Some schools allow teachers to enter Student Absentee Notes. These are notes for a previous days
absence.

If this option has been enabled then on the class display screen then right clicking on the student will
offer the option of Enter Absence Note. Selecting this option will display the following screen.
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2441072008 RC FAllA O O O O |
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£/10/2008 PE  BL3 O O O g
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Mote: The UD [User Defined] column should only be used to enter an attendance code valid for your
Administration system.

Rieasan/Comment: |Flu

Save | Cloze |

A list a days/periods where a student has an unexplained absence be displayed.

There are 6 absence types available.

AA — Approved Absence (non descriptive in note).

Sick — lliness

Medical — Medical appointment or medical certificate supplied.

Dentist — Dental appointment

Holiday — Student was away due to being on holiday.

UD — User defined type. A valid Administration System code must be entered. Only use this option if
instructed to do so.

Any other absence type will need to be entered by Administration Staff.
Be sure to tick all relevant periods for the day/s the note is applicable for.
A short reason/comment may also be entered.

To save the entry click the Save button.



Adding Class Notes To A Student (optional depending on school settings)

Some schools allow teachers to enter class notes against a student.
If this option has been enabled then on the class display screen then right clicking on the student will
offer the option of Student Notes. Selecting this option will display the following screen.

Mate Type: ICIass Mote ﬂ Class: |Fm1.-’-‘« LI Eritered By |admin

Date / Time Maote Type Mite Text [Shift + Enter to start new ling)

Print | Delete | Add Save |

The Note Type will default to Class Note and the Class will be the current class. Entered by will be either the
teacher’s teacher code or IDAttend user login code.

To add a note just click the Add button.
A row will be added to the student notes grid.
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Pririt | Delete | Add Save | Cloge |

You can type as much text as you like. If you want to start a new line you MUST press the Ctrl+Enter key.

To save the note click the Save button.

Please Note: If using IDAttend on a laptop that is connected wirelessly to the school network it is
important that you either close down IDAttend before closing the laptop lid or at least logout of

IDAttend using the logout button ﬁl on the IDAttend toolbar.



Sending Students to ‘Timeout’ Class/Room

If enabled in the School Setup teachers may be able to send students to the school’s ‘Timeout’ Class/Room.
To do this you just right click on the students photograph and select “Send To Timeout”.

The actual name of the timeout class/room is set in School Setup and this will alter the wording of the option
accordingly.

If you use this option make sure you have the correct student selected as teachers are not able to undo this
function once executed. The time sent will be the current time so the option must be used when the student
has been sent. Do not use this function after the class is finished or later in the day.

Administration staff also have the option to send students to the ‘Timeout’ class.

The teacher in the ‘Timeout’ room will be notified of the fact that the student has been sent there if they have
IDAttend running.

Sending Students to Music

If enabled in the School Setup teachers may be able to send students to Music. To do this you just right click
on the students photograph and select “Send To Music”.

If you use this option make sure you have the correct student selected as teachers are not able to undo this
function once executed. The time sent will be the current time so the option must be used when the student
has been sent. Do not use this function after the class is finished or later in the day.

Administration staff also have the option to send students to Music.

The teacher in the Music room will be notified of the fact that the student has been sent there if they have
IDAttend running.



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.

ki [DAttend Alerts ‘

B IDAttend - N...
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 -I-DA&end 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.

The IDAttend Notification Bar at the bottom of the screen will also flash red.
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Options  Send Message

Alerts For | E/09/2010 vl

Type/Ta | Student 0 | Sturdent Mame rear | Messane | Class | Time | Driginated By
Alert Student AHLST AHLES, Neil 12 Alert student marked absent Fa1za, 1057 &AM admin
Alert Student BROE1 BROWMN. Mark 12 Alert student marked absent FA124 1057 AM  admin
Lale/Retum Studert  HALE1 HALL Joshua 1 Lateto school Arived st 11:14 AM. 573 TA4AM  admin

Check student did attend class.

&l Staff meeting after schoal for all teachers and admin staff
sers Conference room at 3:30PM

T115AM  admin

Student SaL51 SALISEURY, Jennifer 12 [’;ﬁfgﬁt' rand to sap that she should catch the bus home 1116AM  admin
|| Loe/Rotum stdent. FENED FENTON, Megan 1 Retuning to class at 12:25 Ph. ENTG 1229PM  admin
I -Meg Check student did attend class. g

Sentto ATC ka1 KAY. Nathan i Student sent to RTC at 12:42 PM. EM1G 12:42PM  admin

Sentto ATC DELS1 DELANEY, Alice 12 Student sent to ATC at 12:52 PM. 12:52 PM admin

. Retuming to class at 12:53 PM. .

Late/Retum Student DELS1 DELANEY, Alice 12 Check student did attend class PE3C 1253 PM admin

Sentto ATC WaANDE WaN DER SPEK, Janele 1 Student sent to RTC at 10:30 AM. 10:30 AM admin

Retuming to class at 11:04 AM. . .
Late/Return Student WANSE WaM DER SPEK, Janele 1l Check student did attend class., CH1E 1104 AW admin
Late/Retun Student FULD2 FULLER, Les 12 Retuning 1o class at 01: 18 PH. PE3C DI1GPM admin

Check student did attend class.

Frint | Minirnise |

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.

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.



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

Send Alert/Me _ All Users |TER
ssage

Alert/Meszage Too 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

Alert/Meszage To: IBD ~ Linda Boszzard ;I

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

DS et A

X ]

Alert/Meszage To: IES = Chiriz Salizbury

Send |

Cancel |

Just select the user from the dropdown list and then type your message and click the Send button.

Student Based Message

[ send Alert/Message - Student Based ISR (S

Blert/Meszage To: Student 1D: IJ ]l

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.




Sending Emails To Student Parents

If this option is enabled in School Setup then teachers will have access to the function to send emails to
parents on a class basis.

Broadcast Email Parents &

This option will send an email to all student parents for the selected range. with the text entered.

Teacher: |W'I ™ Lynlee Wiliams ﬂ
Class: |MP3~ =l

[V Show List OF Those Parents Mot Contacted
Student 1D: Type Student 1D or Swiname and press Enter key

Student Group:| ﬂ
. ) N Keep in mind school
Include Thiz Attachment With the Email: | Browse Ay

The email Subject Line will include the Schoal Mame and a spstem generated reference. Email bady will include schoal name, student name and clazs, if zelected. Email will
alzo include Mailing Title along with Teacher Mame/Tile at the end.

Email Text

Al students in my Year 9 Science clazs have an assignment due on the 21/9/2012. The azzignment iz on the future of space travel,
Pleaze remind the student that azsignment iz due by the above date

Tharkz pou

Signature Seb
e Send Cloze

By default the Teacher list will default to the teacher logged into IDAttend.
The Class list will be populated with only that teacher’s classes.

Select the class to whom you wish to email the parents.
An email may also be sent to a single a single student if required.

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. Attachments are not permitted.

When the email is ready to be sent click the Send button. The email will be sent to all parents of the selected
class dependant on the settings in the contact details of the student.

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.

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.



Email Signature

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.

There is an Email Signature button on all email sending screens so you can easily ass or change your signature.

#F User Email Signature 2

E ach uzer sending email from IDAttend must enter a
signature that iz attached at the bottom of each email
sent.

Signature [Mame/Title/Contact Details ete.]

by M ame r
ky Title

Schaoaol Mame

Contact Numbers

Save Claze |




Uniform Violations

If the option to allow teachers to enter uniform violations is enabled then when you right-click on a student’s
photograph on the class attendance screen there will be an option for Uniform violations.

Selecting this option will display the following screen.

#3F Uniform Violation | &

| Lauren CHIRGWIN

Ewigting Uniform Wiolations For Day

Period Azzigned By Itemns Approved
| Fants

Shirt

RC A Piercings [student haz O
removed)
Fiercings put back, in by

P3 W/ student, U

Itemz/Comment: . ltems (select one or more)
. Dress{Skirt

Hat

_Jumper

. Pants

Shirt

. Shoes

. Socks

S OO Ia L PO =t

[ HasMate [ Parent Present

Save Cloze

The screen displays a list of existing uniform violations for the student for that day. This is so that teachers can
see if students have continued to violate the uniform policy even after they have corrected it.

Multiple violations can be entered for any student on any day.

A Uniform Violation may be entered by clicking on oany of the items displayed in the Items list or typing in the
violations. Multiple items may be selected.

If the student has a Note or their Parent is Present then you can tick those options.

Click the Save button to save the uniform violation.

If the option to assign a detention for unexplained uniform violations has been setup in IDAttend the student
will automatically be assigned to the next available detention based on those settings. A message will be
displayed to inform the teacher that a detention has been assigned to the student and the date of the
detention.

Note: If multiple violations do occur in a day and the detention settings allow IDAttend to assign the student a
detention then multiple detentions will be assigned to the student.



Timeout

IDAttend has the option to assign students to a “Timeout’ room. If this option is enabled and teachers have
been allowed to assign students to the Timeout room then the option will appear when right clicking on a
student’s photograph.

You will be required to enter a short reason why the student has been assigned to the Timeout room.

@ Reascn Being Sent To Time Out E
Phak KHEM

Reason; J

Save Cancel

Click the Save button to complete the Timeout process.

Note: Students are assigned to the Timeout room for the rest of the day unless signed 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

There is a Timeout Log under the Teacher menu which allows you to see which students have been sent to the
timeout room for a particular 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.



DateFange: [30/10:2009  ~| To [30710:2009 =] Student | Find |
Campus: I ;I [T Students Still In Time Out Orly
7 Date| Student ID |Last Mame |First Name |Year |Time|n |Slipﬂ ||nitiated By |Time Out |F|eason
30/10/2009 HALS1 HalL Joshua 11/C 01:11 P 148 DP

30/10/2009 GABS0
30/10/2003 5AKDT

I~ Refresh Every Minute
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11:00 Ak
Belinda

0945 &M

Refrezh | Sign Out |

143 BD
141 2w

Prirt |

“relling in clazs

1250PM Time Out
Time Ot

Close |




Detention

IDAttend has the option to assign students to either a Lunch Time or After School Detention. If this option is
enabled and teachers have been allowed to assign students to Detention then the option will appear when right
clicking on a student’s photograph.

A Detention Date screen will be displayed and it will be necessary for teachers to select the date of the
detention and also enter a reason for the detention being assigned. The assigned by list will default to the
teacher assigned to the class but may be changed if required.

Teachers should keep in mind if they assign a student to a Lunch Time Detention on the current day when
lunch has already passed then IDAttend will choose the next available day for the detention. Most schools also
require that an After School Detention be at least the next school day.

. Detention Date 5

Lunch Time Detention

™ Assign Multiple Students
Student: [4HLE1

Meil AHLES

[ Uniform
[ Late
[v General

J September 2012 j

27 26 29 a0 A 1 2
3 4@ 7 o8 9
11 12 13 14 15 16

17 18 13 20 21 22 23

24 25 26 27 28 23 30

T 2 3 4 5 B 7
T Today: 5/09/2012

Mumber of Detentions: |1_
Fredefined Reasans: |Behavinur j
Reason Azsighed
Behariour
Agzigned By
|admin j
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 by the school admin staff.
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.

IDAttend will inform you if you have selected a day when the student is already assigned to detention. Another
date may then be selected.

Detention Log

The detention Log is available from the Teacher/Coordinator menu if you have been granted access to the
detention module, 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 (Lunch 1, Lunch 2 etc) and/or the attendance type
assigned to the detentions. Also Those Not Reassigned Only and Those Reassigned Only.

4 Detention Log (==

Date A O

EBIRHEED Student [D/Name: Type and press Enter key Datention Period: |4l - Year

@ Tem [3 = e [Separate multple years with a corma)

" From: g/o72mz x| Ter 2100972012 & Al Detentions € Present Only € Absent RFA Only House: -

 Today Only 4/09/2012  Unknown Only £ Absent Orly [~ Uniform Detention Orly (’: Gl eleogs

 Mewt Day Onlp 5/03/2012 Right click on any selected eniiies to change the delention date and/ar reason or to mark the detenion attendance Thoss Not Reassigned Only | g, -

¢ Those Reassigned Only
Det Date | Student D | Last Name Fist Name Year |Home Group | Reminded | Tepe Given By Reason Tssue Dale |Ref® | gD Date [Seal | Allendance | B Missed | Reassigned To | P Notfied
5/03/2012  FLED2 FLEMING Melissa noc [ Lunch admin Homewark d fuidsfisufiewrien  4/03/2012 47 22/08/2012 1 7
23/08/2012 AHLS1 AHLES Neil 2 A O Lunch admin Lale (21/08/2012 11,47 8M)  21/08/2012 46 21/08/2012 2
23/08/2012 PULSD PULLING Kalie 2 D O Lunch admin Unitarm (21 /08/2012) 21/08/2012 52 23/08/2012 Absent > RFA 0
22/08/2012 AHLS1 AHLES Neil 2 A O Lunch admin Late (21/08/2012 11,47 8M)  21/08/2012 46 21/08/2012 Absent 2 23/082012
22/08/2M2 FLED? FLEMING Melicea nooc O Lunch admin Homework jkd hidstisufisupion  21/08/2012 47 22/mB/2012 Bbsent T smas0n2 O
22/08/2M2 PULSD PULLING Katis [ER 0 Luch admin Uniterm (21 /08/2012] 21/m8/2012 50 22/mB/2012 Presert O
21/08/2M2 AHLSY AHLES Nei 2o O Lunch admin Late [21/08/2M2 1147 4M)  21/08/2012 45 21/08/2012 Bbsent 1 oamese0t2
10/08/2M2 SMIDY SMITH Rebecca [ER) 0 Luch admin Late (03/0B/2M2 0158 PM)  9/08/2m12 41 10/08/2012 Presert O
8/08/2M2  ANDS4 ANDRONIS Tina 2o 0 Lunch adin Uritorm (3/408/2012) g/asemz 3 9/08/2012 Presert O
e s Send Test Msg C5V File Piint Detention $lips Delete| Refiesh | Piint it Detention Foll Where s Close
To Parents {Selected Entries)

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.

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, 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 Asent — 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 2
Change Detention Date

4 | June 2010 [ |

@z 3 4 5 6
78 9 10 1M 12 13

14 15 16 17 18 13 20

21 2 23 024 45 %/ X

28 029 30 01 2 3 4

5 B 7 8 3 1m0 N
T 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.

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 sighed 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 assighed 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.



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.

# Student Absent For Day ﬂ
Brook 5YKES

Thiz funchion 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 absence for the student for the
date range zpecified.

Absent From: |15/02/2010 = To: [15/02/2010 -

Abzence Type

i Approved " Unjusgtified

v Sick " School Activity

i Medical ™ Sport

i~ Dentist (= Other

i~ Haoliday

[v Has Maote [ Parent Prezent
Reazon/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.



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 @
& Temn: |3 - Filter By Teacher: I j Pririt Student
§ Azsignment/Assessment Cover
€ Fom [a/0720m2 ] 7o [21/092012 7] FiberBy Class: | =l Shests

Agsighment/Assessment Mame |Teacher | Class | Diraft 1 Date| Draft 2 Date| Diaft 3 Date| Final Due Date
| | ABC Assignment CD ~ Chris Edwards EM3 07/09/2012  15/08/2012 2./09/2m2
22 D ~ Di Matton 20/08/2012

Frint Teacher Copies | F'rinb"EmaiIStudentAssignments| PrintListl C5W | Delete | Refresh Add Save Cloze

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 the selected teacher
teaches.O

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 student assignment/Assessment cover sheets.
To do this, click the button at the top of the screen.



&5 Print Student Assignment/Assessment Cover Sheets | 2 |

f# Temn: |3 vl

C Fom: | §/07/2012 | Teo |21/09/2012 |

Teacher; | ﬂ

Agzignment; |.-'1'-.E!I: Agzzignment j

Student: | Student Lazt Mame or ID and press Enter key

Cover Sheets To Print

W

) Drait ] Pagesz will not be printed
[+ Ciraft 2 for draft dates that do nat
v Draft 3 Euiat.

[+ 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.



Hand In Assignments

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

' Hand In Assignments ﬂ

This function is for the recording of assignments handed in by
students.

Student: |DUINST Find

bl atbiew DUMNCAR

K.nown Aszignments This Term

Azsignmment Mame Teacher Clazs
The ABC Az3

Select Azzignment

Teacher: |BH - Laurie Bradford j

Clasz; |5T3 } j

Mate: |The ABC Azsignment
[v Print Receipt

Log Save Cloze |

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.

If you wish to print a receipt for the student then you can tick the Print Receipt option. 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 Know 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.

Enter the assignment description in the Note field.

Click the Save button.

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 azzignments awaiting pickup... | 15/02/2010 10:25 P

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.



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 @
Term: IAu ;I Teacher: I ;I Student | Year
Class: I ;I [ Assignments Mot Picked Up By Teachers Only House: I - [Separate multiple years with & comma)

+ Date| Student ID Last Mame First Name Picked Up| User

10/09/2001211:22 4M TIPO TIPPATACHAN K.arwut ABC Assignment Diraft 1 admir 10/09/2012 11:24 AW admin

I~ Refresh Ever 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.



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.

*x Assignments Mot Handed In 21
The 1esults of this screen are based on the Assignments Due Register and the Assignments Handed In Log
Tem |3 j Teacher: | ﬂ Student: ’7 Year:
Dlass: | | I Students Not*ret Assigned To The Monitoring Room Only— House: | Beperemd s ol o eumis]
Wersion: | ﬂ
Student 10 Last Mame First Mame Vear HG Teacher Date Due| Class Assignment “Version MR Date
FUKmM FLIKIS &, Saor 128 co F/09/2M2 EM3K ABC Assignment Draft 1
TIPDT TIPPAYACHAN Fanwut 17 F co 7094202 EN3K ABC Assignment Draft 1
ALLDZ ALLFORD Jessica 11 4 DM 20/08/2012 EN1C wz Draft 1
AMAET AMATO Daniel 11 4 DM 20/08/2M2 EN1C iz Draft 1
ARCE2 ARCHIBALD Caralyn 114 DM 20/08/2M2 EN1C wiz Draft 1
EROGY BROWH Timothy 11 A DM 20/08/2M2 EN1C e Drraft 1
Ds01 D'SOUZS Sharan 118 DM 20/08/2M2 EN1C iz Draft 1
DYESD DVER wéilliam 118 DM 20/08/2M32 EN1C e Draft 1
GLOSO GLOVER ‘wapne e DM 20/08/2M2 EN1C e Drraft 1
HalL51 HalL Joshua 1nc DM 20/08/2012 EN1C ®z Dralt 1
HUTSO HUTCHISOM Christophier 1mc DM 20/08/2M32 EN1C e Draft 1
JACHE JACKSON Courtniey e DM 20/08/2M2 EN1C wie Draft 1
KEED2 KEELER Thomas 1nc DM 20/08/2012 EN1C ®z Dralt 1
MCGED MCGREGOR Adrian 10D DM 20/08/2M2 EN1C iz Draft 1
MCIS0 MCIMTYRE Callan o DM 20/08/2M2 EN1C wie Draft 1
MCME2 MCMILLAN Ben 1o DM 20/08/2012 EN1C wz Draft 1
MOROE MOREL Mathan 10D DM 20/08/2M2 EN1C iz Draft 1
FANSD PAMLOCK Cameron 11 E DM 20/08/2M2 EN1C wiz Draft 1
POTSO POTTEN Tanya 1mE DM 20/08/2M2 EN1C e Drraft 1
RIGS0 RIGO Steven 11E DM 20/08/2M2 EN1C iz Draft 1
TAYD2 TAYLOR-HATCH Jessica 11 F DM 20/08/2M32 EN1C e Draft 1
TRIS2 TRIANTAFYLLIDIS Aaron 1mF DM 20/08/2M2 EN1C e Drraft 1
WANDT WaM DORSSEN Louise 12 E DM 20/08/2012 EN1C ®z Dralt 1
WIESD WIEMNA Christophier 11 F DM 20/08/2M32 EN1C e Draft 1
WAGEZ WAGNER Fymberley 11 F D 20/08/2M2 EN1C A Draft 1
Tatal Entries: 25 Riefresh Frint. Azzign Selected To Monitoring Room | Cloge

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.



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 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.

Natalie MICHAEL
Class Code: FA12C

207042015
DOption | Tick/Untick  Comment
Late To Class 10 minutes
Bad Behaviour L]
Homewaork Mot Handed In v Mo excuse given
E xcellent Work O
Did Not Bring E ssentials To Class O

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.



There is also a Ready To Learn Log available from the Teacher/Coordinator menu

All functions in the log are available to all teachers with the exception that they can only delete entries that they
have made into the system.

 Date Range StudentID: | Student 1D or Name & press Enter key Category: | ~| Type
©ram [a <] & Al
" Positive Only
C Fom  [27/0172016 7] Te: [11712/2015 < Campus: | - “d I™ Student Totals Onlp - Nogste O
eparate muliple years egative
" Today Only 18/04/2015 Year | et I Teacher Totals Ony
C Previous Years House: -
¥ Active Students Only Teacher | |
Date | StudentID [ Last Name [ First Name [ear  [Home Group [ Class | Teacher Category | Comment [ Paints
21/04/2015 CUTS2 CUTAJAR Angie 12 B FA12B EL Excellent Work Yery good participation 5
20/04/2015  ALL54 ALLEN Beth 12 FA124 FA124 Late To Class 10 minutes late 5
20/04/2015  ALL54 ALLEN Beth 12 FA124 FA124 Homewark Not Handed In again... 10
20/04/2015  MIC50 MICHAEL Natalie 12 [ FA12C ED Late To Class 10 minutes 5
20/04/2015  MIC50 MICHAEL Natalie 12 C FA12C ED Homework Not Handed In - No excuse given -10
20/04/2015  MIC50 MICHAEL Natalie Dispruptive 0

Total Points: -25

Total Enties: § cov Fie | Dekte | pint | _Refesh | _tese |

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.

X
- Date Range Student ID: | Student ID or Name & press Enter key Category: | ~ Type———————
@ Tem: [l ~ @ al
 Posiive O

€ Fom  [27m17205 <] To: [11712/2005 <] Campus: | =l " St TR - :\b

€ Today Only 18/04/2015 Year | Separale mulple years [~ Tescher Totals Ory

c Previous Years House: | |
[ Adlive Studerts Orly Teacher | =l

Student ID [LastName Fitst Name:

ALLSS ALLEN Beth

cuTs2 CUTAJAR Ange

MICS0 MICHAEL Natali

Total Points: -25

Total Entres: 3 _CovFe | _ Pt | _Refesh | _Cese |




There is also the option of showing Teacher Total Only

[ Date Range Student D: | StudentID or Name & press Enter key Ctegory | = o
@ Tem: IAII vI @ Al
" Positive 0
€ Fom:  [27/01/2015 | To: [11/1272015 ~ | Campus: | ~| I Suaert ot Orp  po nly
€ Today Only 18/04/2015 Year | — Separate muliple years Negative Only
with a comma ¥ Teacher Totals Only

€ AllIncluding Previous Years Howe [ =]
v Active Students Only Teacher, | =]

Teacher Code | Teacher Name

ED Evan Davies

EL Chiis Elmare

Total Points: -25

Total Entries: 3 Cgvngl Print | Hml Close |

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.



