MUSAC Classic

Staff Manager Overview

Staff Manager is designed to make it easy for those responsible for the management of information relating
to staff members to keep a track of all the various details in one central location; and to generate lists,
arrange reliefs and other processes relating to staff members.

The data for Staff Manager is held solely within the staff database used by ClassRoom Manager and Student
Manager. This database is expanded a little to hold the extra information.

Fw Help  Archives Options

Edit Members

ALLWOOD, Dovid

| Personal || School || Payroll || Responsibilities || Prof. Dev. || Medical || Ti b || Leave || Review/Appraisal || Duties || Qualifications || Keys/Pwds/Acc || EOTC || Notes || User defined
Personal details || Contact details " Other details " Access rights |
Family Name ALLWOOD Current positions
First Names Dovid Science
. p2s
Preferred Name | David
£
Tite Mr [+ -]
Date of Birth 16/12/1974
e
Class 10EL
e}
a Room 10FL School Middle Earth Schoal |z|
5 Designation Teacher ELL
=i S |Z| E] Entry Code
&S | MOEMo. 123456 (Used as an alternative to member's
o family name for accessing 5T,/CM/SM)
' ‘Years teaching |0
5 Password F—
I ¥ hi 4
o sarshers (Used to gain entry to ST/CM/SM)
[T}
w Current Staff N.B. Group memberships for CM/SM
E Gender @ Male () Female can only be set via those packages
w
Job Share with Compulsory Fields
Marital Status Married |Z| E]

The components of Staff Manager
Staff Manager comes in a single program.
All functions and utilities are accessed from the one central screen, shown above.

At the top of the main screen is a row of buttons. The purpose of each is as follows:

Edit members
This button leads to the screen via which all of the details relating to individual staff members can be viewed
and/or edited.

Apply filter

This process allows you to select a particular group of staff members. Once a filter is in place, then, until the
filter is cleared again, only those staff members in the filter will be seen in the editing process. The members
of the filter may also be selected (as a group) for the basis of list and document printing.

Configuration
This is where you can specify all of the default settings which enable the module to adapt to your school
environment.
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Print lists
This process allows you to print any of the pre-designed lists, tables and documents, and to design further
lists and documents of your own.

Utilities
The utilities available in Staff Manager include:
e Specifying the duty roster
e Importing and exporting staff related data
e The management of staff archives
e elnput —the Staff Manager version of the ePayments process
e Checkalarms

From Configuration, turn the alarm process on, specifying for example the number of days in advance which
you wish to have the process identify certain key dates relating to staff members. These dates include visa
expiry dates, contract expiry dates and, optionally, their birthdays. This button will flash a red dot on entry to
the module if one or more dates trigger the alarm.

Day relief organiser
To arrange day reliefs this utility includes the recording of all of the information necessary for the submission
of your relief/leave data.

If a teacher is absent and someone takes his/her classes while away, these are Daily Reliefs. This
functionality enables you to arrange daily reliefs, identifying one or more absent staff members and
nominating either relievers or free staff members to cover the classes involved.

Staff Manager links to the current timetable, either extracted from our Timetable Suite files, or, in the case
of schools not using that software, from the teachers’ timetables entered via the personal page and stored in
the staff database.

. Daily Relief Organiser o o e |
Daily reliefs Reliever Details Printing Options Cor}ﬁjgh""‘?;u" Tranzgiz:;sﬁ\ = Close ]

Daily reliefs  Selectdate | Wednesday 10 August, 2011 Available staff members gy 2
Select absent teacher Teacher's imetable - enter reliefs for  ALLWOOD, Dovid Cch‘%(h:;::if :J:VSE(,’,’S':E'
ALLWOOD, Dovid | +]  single teacher | Multiple teacher | Other absences ‘ Relief lockouts ‘ Absent classes/Free staff
ASBARN, Notosho Available staff Times | ~
AWING, Dlistair Period Class Room | Reliever Pd? |Reason WOST, Ptir 00
Bloke, That Before school USHWORTH, Wallaar 0:0 L
Cumpion, Chros. Period 1a WOLSON, Jine 0:0 3
DANALDSAN, Ban Period 2a 2 LA WORBURTON, Girry  0:0
DOFF, Duuglas Interval - DOY, Muchaul 0.0
DOVES, Deryl Period 3a ne Cumpion, Chros 00
DOY, Muchaul Lunch 1 AWNG, Olistair 0:0
EKI, Dabra Lunch 2 ALLWOOD, Dovid 00
ETKINSON, Ushley Ri Tutor ROLIOVOR, Elympia  0:0
FOZOKERLEY, R Period 43 ZTsC 413 JEHNSTENE, Jiynn  0:0
GROY, Potrick Period Sa WHOR 413 ASBARN, Notosho 00
HUPI, Guoffruy JACKIFT dessice 00 A

INGLIBRITSIN, Tirehi | _ Today's reliefs (Right click in first few columns of selected reliefs to delste them]
INKA, Kivin
JACKLET, Jessice
JEHNSTENE, Jilynn
KUDDUE, Oriana
LASTER, Dihi

View prefered subjects

Absent staff Period Class Reliever Pd? | Department Funding Cost Reliever cod | Reason Travel (Km] Available relievers

There are two main ways of entering reliefs. You can either do it one absent teacher at a time, or you can
select several absent teachers and view their reliefs all at once.

In addition to those being relieved, it is also possible to record absences for others who may be otherwise

occupied elsewhere in the school for the day. Their ‘absences’ may also be recorded and printed via the daily
schedule.
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Across the top of the screen are the main buttons and in the centre of the screen are two tables. The upper
one displays the current timetable and reliefs arranged for the currently selected absent teacher. The lower
half of the screen displays all of the reliefs arranged for the current day.

i Daily Relief Organiser

Process

Reliever Details Transaction Files

Printing Options

‘ Daily reliefs ‘

Configuration
| Utilities

‘ Close ‘

Daily reliefs Select date |Wednesday 12 Movember, 2008 | fiwailable staff members o )

. . Click headings ko sort.
Select absent teacher Teacher's timetable - enter reliefs For R e g e M

Aitken, Alan * | Single teacher

I Multiple teacher | Other absences I Relief lockouts I Absent classes/Free staff I I Vigw timetables |

Azhton, Scott

Butler, Rory Period Class |[Foom | Refiever |Pa?  Reason [

Clarke, Larraine Period 1a

Davenport, Dennis Period 1k

Digging, Sharon Petiod 2a

Downes, Michelle Petiod 2b

DYER, Jenny Period 3a

Jago, Jenny Petiod 3k

Jaines, Jim Petind 4a

Kean, Chris Period 4b

Kean, Mike Period Sa

Mataira, Matt Period 5

MeGil, Perny -. |

Morton, Maartje Today's reliefs  [Right-click in the first few columns of selected reliefs to delete them] View preferred subjects |
mjgn;r;ej:ny Absent staff Pd? |Department Funding i Avaiable relievers [
C'Dea, Violet Baumfield, John

Eggleston, &nnie Della
FRASER, Oliver

Jane, Jane
firmmy, jimmy

Patterson, John
Patterson, Lindsay
Pawvzon, Brian
Peters, Peter
Ravveson, Pete
Riley, Richard
Skerman, Andrew
Skerman, Pam =
Smith, Sandra
Stout, David
Thirupg, Martin

[ —— Fusan T
Untimetabled activity

Save changes

4 il b4

Down the left side of the screen is a list of your staff members for selecting absent staff.

To the right are two further lists. The leftmost of these is a list of the relievers available to cover the selected
periods (or duty timeslots). The right- list is a parallel list of those teachers who are free in the selected
period(s) or duty timeslots.

At the centre top of the screen is the currently selected date. To change the date click in the date area and a
calendar will drop down from which you can select the day to arrange reliefs.

Continuing details on using this Daily Relief functionality can be found in the ‘Day Reliefs’ chapter in the
Staff Manager user guide, which can be opened from the Help menu in Staff Manager or the blue ? button
from the MUSAC sidebar.
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