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1 Copyright/License Agreement

1.1 Copyright

The software described herein (hereafter referred to as “the software™) is copyrighted and all
rights are reserved by Massey University (hereafter referred to as "Massey'). MUSAC stands for
Massey University School Administration by Computer.
Copying for the purpose of selling or otherwise distributing the software is a violation of the law.
Copyright © 1998/2010

MUSAC

Massey University, Palmerston North, New Zealand

1.2 License Agreement and Warranty

The complete License Agreement and Warranty are available in the Release User Guide which
accompanies the release of this software on CD. For contact details, please see our website
WWW.Mmusac.co.nz.

1.3 Conventions used in this manual

Many of the illustrations are taken from the on-line help screens, built in 2003. Some screens
have undergone modifications. Where necessary these screens have been recaptured for this
manual. In some cases, dates used in illustrations differ from those in the text.

<Enter> means ‘Press the Enter key’
Ctrl press the Control key ‘Ctrl’ on your keyboard
Alt press the ‘Alt’ key on your keyboard

Each chapter begins with an overview of the topics covered therein.

SLuusI Ly

Type |Regu|arstudent |
Status Full Dele

MNat. Student

Nurmber Part time

Pre-enrolment

These are popup lists, even though they pull down.
Thanks to teachers around in 1989 at Waiopehu College where an old staff file has been used

without gaining their permission. Rory trusted that the use of this file will be seen as a tribute to
those teachers.

MUSAC © 2014 Staff Manager Page 4 of 122



MUSAC Classic 2014
2014.5.8

2 MUSAC Support and Agent Contact Details

MUSAC Nationwide
Telephone: (06) 350 9254 Email: support@musac.co.nz
Fax: 0800 500 159 Web: musac.co.nz
Software Support (software errors) Tel: 0800 600 159
Postal: MUSAC PN912, Private Bag 11 222, Manawatu Mail Centre,
Palmerston North 4442
Delivery: Room T1:21, Te Ara, Centennial Drive, Hokowhitu, Palmerston North 4410
Product Specialists Sales and Training North Island
Email training@musac.co.nz Web: musac.co.nz
Phone: Bruce Graves on 0800 600 159 option 2

Postal and Delivery — see MUSAC as above

Solutions & Services Sales and Training, Financial Manager Support South Island
Telephone: (03) 331 6210 Email:admin@solutionsandservices.co.nz
Fax: (03) 331 6217 Web: solutionsandservices.co.nz

Financial and Asset Manager Support — nationwide

accountshelpdesk@solutionsandservices.co.nz

Tel: 0800 600 159 (option 4)

(03) 331 6213 Fax: (03) 331 6217
Postal: PO Box 33357, Barrington Mall, Christchurch 8244
Delivery: 99 Rose Street, Somerfield, Christchurch
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3 Installation of MUSAC software

3.1 Installation of MUSAC software

MUSAC strongly advises that you seek the services of one of our agents to carry out the
installation process for you to ensure that :

1 The installation process goes smoothly and efficiently
2 The software is designed to run in its own directories (eg. \cm) and will only operate
correctly if correctly installed.

MUSAC software is sophisticated and does require at least initial training to get you under way.
The software is designed to make your school more efficient and this can only be achieved if you
understand the correct procedures for the use of the software. To avoid difficult situations we
encourage expert advice and assistance.

3.2 Overview - installation instructions

3.2.1 System Files

Install the system files from the CDRom supplied on to every computer which runs MUSAC
software, including remote machines.

3.2.2 Staff Manager

For installation of MUSAC software to the file server tick to ensure Staff Manager is installed.

NOTE: If another user, elsewhere on the network, is currently using Staff Manager it is entirely
likely that everything in the installation process will be installed EXCEPT the main program
itself. Please ensure that, when you install MUSAC software (even an update) that NO
users are currently running the program.

Staff Manager MUST be installed into a \CM directory, even if your school does not own
ClassRoom Manager. Both packages share the same files and ClassRoom Manager certainly
expects to find the staff database (staff.mdb) in a \CM directory.

The \cm directory can be a subdirectory off an applications directory however if you already have
either ClassRoom Manager or Student Manager running, you MUST install into the existing
directory. Ensure that you select the root directory which holds your \cm directory, ie. not
C:\CM\CM

The directory C:ACM already existz, would pou
ke toingtall into that directon arway?

Mo

lllustration 14 : You’'ve found the correct existing directory
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Click ‘Next’ again, and the installation process should proceed smoothly, and quite quickly.

3.3 Minimum requirements

The following are the recommended and minimum system requirements for running MUSAC
software. If you are purchasing or acquiring hardware you should use the recommended
hardware levels combined with your anticipated future needs. See our website for current
minimum requirements.

3.4 Server Requirements

See our website www.musac.co.nz for our latest software recommendations.

3.5 Client Requirements

Recommendations for our latest software are available on our website: www.musac.co.nz.

3.6 Network Requirements

Please contact your local MUSAC agent if you have queries about whether or not a specific
hardware configuration is suitable for use with MUSAC software.

For further advice on your network, including advice on who to contact for Infrastructure auditing,
please contact MUSAC or our agents.

Recently some schools have been using Terminal Services to operate our software very
successfully on Apple computers. You need sufficient hard disk space to hold the various
components and the database itself. The more memory your machine has the better the
programs will operate.

See our website for the latest product requirements.

The screen will display the message ‘Checking structures and loading data...” as shown below.
From time to time you may also see the flood panel shown. This indicates that we have released
updated versions of the configuration files which include, for example, the official Ministry of
Education codes for various items, eg. the list of schools. This process is installing the updates
into the main database.

Updating installation details

Ilpdating Schools

kOE lizt of schools

lllustration 30 : Updating the database with the latest MOE codes
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‘Structure tests’ are performed each time you enter the software, and it is at this point we ensure
any changes to the structure of the database which modifications and enhancements require, are
made. The fact that each test has been successfully performed is recorded in the CM database to
ensure that unnecessary delays do not happen on future entry.
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4 An overview of Staff Manager

4.1 The purpose of Staff Manager

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 of 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 all of the extra information.

4.2 The components of Staff Manager

Staff Manager comes in a single program, titled st.exe.

All functions and utilities are accessed from the one central screen, shown below.

Help  Archives

Edit Members Apply Filker Check Alarms Day Relief

N
lllustration 1 : The main screen

Edit members

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 make the package adapt to your
school environment.

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 :

Specifying the duty roster
Importing and exporting staff related data
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The management of staff archives
elnput — the Staff Manager version of the ePayments process from Pay Serve.

Check alarms

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 to Pay Serve.

Each of the processes is a new section.
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5 Configuration

51 Overview

The configuration area is accessed via the Configuration button at the top of the main screen. The
settings made will be used in the following chapters.

This button reveals eight configuration areas, each of which is accessed by clicking on the relevant
button. They have been moved to two columns for this illustration.

Doaily times Default
zethings
Dty times ,
2 areas ebdail groupz
Appraizal Yizible
headings gections
k.eys Leave
paszwards Reazonz
buildings | ——
Close
Alarm zetting

lllustration 1 : The configuration buttons

5.1.1 Daily Times

Specify the times used in determining the total hours for part-time teachers. One of the data
screens allows you to use a calculator to determine the total hours worked by each part-time
teacher. The time slots which you specify here will be displayed and you can click on each area for
each day to have the total time calculated.
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Daily time slots

Draily bime sloks are used ko calculate the tokal hours worked per week by part-time teachers,

Mame Times Hrz:ming [ #
rarning §.30-12.30 4:00
Afternoon 1.30-3.320 2.00
Full dlary 5.30 - 3.30 5.00
Farmtime (25 min) 0.25
Cher(25min) 025

W

lllustration 2 : The time slots

You may use this screen to set up the time slots and their number of minutes. These are NOT
used in the allocation of daily reliefs which have a wider range of possibilities including split
periods and duty slots.

5.1.2 Duty times and areas

Duty time and area slots These are used to allocate the duty rosker

Dby time sloks Duky areas
Right-click to insert Right-click ko insert
Mame Minutes | A~ Area -
Mon Before schoal 15 Frort gate
Mon Interval 20 Bike sheds
MWon Lunch 4 23 Behind gym
Mon Lunch 2 25 Boundary fences
Won After zchacl 25 uadrandgle
Tue Befare schoal 15 zenetal
Tue Interval 20
Tue Lunch 1 23
Tue Lunch 2 25

Tue &fter zchaal 25
Wwied Before schoal 15

Wed Interval 20
Wed Lunch 1 25
Wed Lunch 2 23
Wied After =chool 25
Thu Befare schoal 15 w “

lllustration 3 : Duty times and areas

Specify various duty times and their areas, and alter the settings to your own requirements.
These will be used in allocating duties to staff members and, optionally, in the allocation of reliefs.
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5.1.3 Appraisal column headings

The process of reviewing or appraising staff members is done through the member’s data screens.
Each of the various categories of staff member (Teacher, Ancilliary staff, Caretakers, Cleaners etc)
can have their own format of appraisal column headings. This is where that specification process
occurs.

Appraisal column headings

Skaff category | v

Each categaory of staff member can have its own set of column headings For the purposes of
appraisal. Enter the reguired column headings below. You can adjust the column widths, the
headings and the types of columns wou wish to use, I vou have not already specified your own set
then a default set will be displaved belaw. . In all cases, the First column musk be Year (of bvpe 'text’)

Column 1 2 3 4 =
Title Year Reviewer Topic Detail Fallow up
Type Text Text Text Text Text

IJse the buttons below to widen or IJse the buttons below to Increase or
narrow the overall width of the table, reduce the number of columns
Feduce ] [ Increase Feduce ] [ Increase

lllustration 4 : The appraisal column headings

Select the designation in which you are interested and their current columns will be displayed.
Using the on-screen possibilities you can adjust the number and width of the various columns, as
well as specifying their titles and their types. Type is selected from "Text', '‘Date’, 'Tickbox’, or
'‘Comment’. (Numeric data would be stored in a 'Text' field).

You can also click the button at the bottom to apply your column headings to another designation.
If you have a set of column headings which you wish to use for another category then display the
set which you wish to copy then click on the button at the bottom of the screen to ‘Use these
headings for another category’. When you select the desired category, the new headings will be
offered.

5.1.4 Keys, Passwords and Buildings

The screen below allows you to specify the details relating to the various keys, passwords and
buildings which can then be recorded as being held or accessed by members of staff.

It is very important to know which members of staff have the various passwords used around the
school — particularly on the computer network. The passwords themselves are not recorded here
(unless you chose to do so via their descriptions). Some schools have lost the only person who
knew the password to the school’s network configuration area either leaving teaching, or the
country!
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Keys Right-click on an entry to delete it
Hey name Details - Sark keys
212 master A12 Master
Browen A Block Master
Green Master D Block Maszter
Mo Staff Room
Mo 12 Science Block
Mo 13 Likrary "
Passwords
Pazsyword name Details - Sort passwaords
Fileserver Leus
Fileserver 2 Aires
W
Buildings
Building Details L Sart buidings
Gym
Bailer Houze
Library
w

lllustration 5. Keys, passwords and buildings

5.1.5 Alarm settings

If you have switched ‘alarms’ ON then, each time you enter the program, or on request, the
program will check for any dates relating to events which are due to occur in the next xxx number
of days. (xxx is the number specified on the screen below).
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Alarm setting

The alarm setting allows wou to determing how long before an alarm-sensitive date the alarm will
occur, The ‘alarm' is a signal thak a particular action is due by a cerkain date, (e.g. a visa
expires, an assessment is due etc.)

Mumber of days 28
Turn the auto-alarm (%10n ) off

Include expired alarms in If included then those dates which have
the check passed will alsa be included in the checking

lllustration 6 : Alarm settings

On this screen you can specify

a The number of days in advance which upcoming dates will be listed.

b  Whether the auto-alarm is turned off or on. If it is turned ON then, each time you enter
the package, the database will be checked for upcoming dates within the specified number
of days and, if any are found, the 'Alarm' button will begin flashing....

¢ Whether or not you wish to include recently passed dates (expired alarms) in the search.

d Whether or not you wish to have the check include staff members’ birthdays.

5.1.6 Default settings
As seen on the screen below, there are five default settings.

Default settings
Title:

This iz the title which will be displawved

for new entries in the Staff database Lstadh ./

Milzage allmwance rate

Default mileage allowance rate e.g. 0,72 072

Editable codes

Make the codes allocated to non-teachers visible and editable

If aukoincrementing is switched
OM then, From January 2003,
School bype each time you enter the
Secondary w package, skaff members Date
started teaching and Date
started here will be checked
Years of service Auto-increment and, if necessary, their years of
service andfor their vears here
will be automatically
incremented.

Automatically increment years of service on the anniversary of
date started teaching and date started here

lllustration 7 : Default settings
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1 Title

This is the default title which will automatically be allocated to new entries in the staff database.
2 Default mileage allowance rate

This is applied to staff members using their own cars to attend professional development courses.
3 Editable codes

Indicate whether or not codes allocated to non-teachers and relievers should be visible and
editable.

4 School type
Indicate what type of school your school is.
5 Years of service auto-increment.

You can have staff members’ years of service (here and teaching) automatically incremented on
the anniversaries of the start date and date first attended here.

5.1.7 Specifying eMail groups

You can send emails, eg. the list of daily reliefs, to one or more staff members by making staff
members of eMail groups, and the documents are sent (as PDF attachments) to each member of
the group or groups selected.

The screen below displays the process of creating of and adding members to a group.

Setting groups for common emailing

The ahility to send PDF documents ko one of more skaff members requires that the members
concerned be identified as members of an email group.

Existing email groups Current group members Select group members

ML.B. Only skaff members with

Cuty Sontrollers E’: :;k email addresses are lisked below
Relief Managemenk Fish En Air a ~
Thq Christing A =
Zhd oy w Arn Ebecca
Biai
Bat r
Era 3
Bra
Zar|
Cio
Group name | Friday Pub Group gra':' ';;'E
Ed 2
Create a new group Fish
204 Zang
Hull Bt
Save changes Jas hree
Ped n w
Delete group Select all

lllustration 9 : Specification of email groups
To create a new group, click 'Give the group a name’, and select from the staff members listed on

the right of the screen. This list only displays those staff members who have had an email address
specified.
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Select group members from the list on the right of the screen either by clicking on the individuals
or by using the ‘Select all’ button at the bottom of the list. Re-selecting a staff member allows
them to be removed from the group.

Above you can see that there are three members of the ‘Senior staff’ group.
Group memberships may be edited, and groups may be deleted.

5.1.8 Visible Sections and User-defined screens

You may have individual tabs on the Staff Details screen made globally invisible if, for example,
you have no interest in recording details relating to eg. EOTC.

Visible tabs in the 'Edit members’ details section

You may make each of the tabs in the 'Edit members' section, other than the 'Personal details' tab, either
wisible ar hidden, to hide those which yvou do not wish to use,

Personal details Review | Appraisal

School Ciuties

Payrall Cualifications

Responsibilities keys, Passwords and Buildings
Praofessional development User-defined pages

Medical Edit user-defined pages
Timetable EQTE

Leave Staff Motes

If you untick one or more tick boxes then the corresponding staff member detail screens will not
be available.

User-defined pages
It is possible to design your own screens with your own data fields on them. Click ‘Edit user-
defined pages’ for the following screen.

User-designed Page unallocated

pages
Select page

1 Page unallocatec ~
2 Page unallocatec
3 Page unallocate:
4 Page unallocate:

The left list shows the names of the pages already defined. You can define up to twenty screens
of your own. To begin a page, select the first unallocated page.
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User-designed Page unallocated
pages

Select page

ane unallocate e
2 Page unallocatec
3 Page unallacate:
4 Page unallocater %

Title:

Fage unallocated

add a new object

Label

Text box - one line
Text box - multi line
Popup list

Give your screen a name, via the ‘Title’ text box. For example ‘Demonstration’. After entering
the name it will appear at the top of the page and in the list of pages, as shown below.

User-designed Demonstration
pages

Dermonskrakion

1 Dermonstration

2 Page unallocatec

3 Page unallocate:

4 Page unallocater ™

Title:

Demonztration

Add a new object

Label

Texk box - one line
Text box - mulki line
Popup lisk

There are four items which you can place on the page, and you may have as many as you wish of
each. The following explanation has at least one of each item.
1 Label

Click on ‘Label’ and a label will appear behind the page name...

ed Nﬁﬁ"g‘?ﬁg nstration

Click on it then drag it into position on your page then enter your required caption in the text box

at the bottom left of the screen. ‘Security Number’ has been used as the demonstration, as shown
below.

Label caption

Security Mumber

Label Fonk

Fant details

Save changes
|
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Now a text box for the entry of each staff member’s security number. Select ‘Text box, one line’
from the list and drag the resulting object into place on your form. Then give the new object a
simple name, under which the data will be stored in the database. ‘Security’ has been used below.

Demonstration Securty Mumber :l . :

1 Demaonstration

2 Page unallocatec

3 Page unallocate:

4 Page unallocate: ™

Title

Dermanztration

Add a new objeck
Label

Text box - one line
Texk box - mulk line
Popup list

Object title
Security

Now add a second label, given the caption ‘Colour code’, and a popup list to go beside it. The
Popup list has been given the name ‘Colour’.

User-designed Demonstration

pages

Dernonskrakion

Security Number |

1 Demonskration . . .
2 Page unallocatec Caleur cask .| Tl .
3 Page unallocatec | . o</

4 Page unallocate:

Title

Dremonstration

Add a new object

Tewxk box - one line
Teck biox - mvlki line
Popup lisk

Chiject tikle gt

Calou <‘

[ Adjust popup lisk ]

You will notice that the popup list includes a small ‘3 dots’ button. Later, when viewing the screen
during data entry you will be able to enter the various possibilities for the popup list by clicking on
this button. In the meantime, while in the design process, you can do the same by clicking on the
button labelled ‘Adjust popup list’, as shown below.

MUSAC © 2014 Staff Manager Page 19 of 122



MUSAC Classic 2014
2014.5.8

| Popup maintenance E|E|E|

Maintenance of popup entries for

Red
Green
Blue
Yelow
Orange
Mauve
Pinik.

Select from lisk to delete or

Enker a new popup

[ |

Type each possibility into the text box at the bottom of the small window and press the <Enter>
key. Enter all of the possibilities.

There is one further object which can be placed on a user-designed data screen — the text box —
multi line. This is a text box which allows the user tp type in more than one line of text.

Finally, click on the ‘Save changes’ button and your page will be saved, ready for use. This use
and an example of the screen’s appearance is shown below.

User-defined

pages Demonstration

Select page Security code

113579 |
Your own alarms
Demorstration B | o D
Red
Green
ellow
Qrange
Mauwe
Fink.

[ Save changes ]

5.1.9 Leave Reasons

You can send emails, eg. the list of daily reliefs to one or more staff members.

There are three types of leave, and each has its own set of leave reasons. Initially these were set
to those specified by the school payroll service, but as further reasons pertinent to individual
schools were requested, the functionality was added to ‘Configuration’.

Select the type of leave at the top of the screen, then enter your required reasons on to the list
below, using the text box under the list to enter each reason.
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Edit Leave reasons

i Annual Leave {* Sick Leave " Discretionary Leave

Anticipated Sick,
Disregarded Sick,
Emergency Sick,
Even mare sick
Really wery sick,
Serious Ilness
Sick,

Type in a new entry below and
press <Enter = to save it
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6 Editing Staff Details

6.1.1 Overview of staff members’ details

Edit Members

Click Edit Members (from the menu bar) for Staff members’ details.

vl decheves  Cpbors -
= B B R ) B2 B I
Pime S

Poricnal | St | Farall | Rewponabitien | Prof. Dev, | Medikal | Trostabln | Leave | Reviewlhepranal | Duten | il ¥erpuPediiics | BOTC | Nobes | Lisor defined

S I — e

Fayray hiwme. i
Firet Mames. I
Prafursed Hass |1
Tide +[]
Dt o Bty "
Crde Witmy e
s
i Lol ! S wagh Schoal
g | Despatin Teacher v|:| ErirpCods | mer
‘E i lﬂm:huuﬁm
" hw o
Fessoeons
,i T8l - e tn gan mniry bo STRCMRN)
[ Curront. sttt B Gring mensteratige for CHSH
} Geriten (iMge () Femse SaR iy b SR Wl W i
e e _ s —
Martal s Maried =[]
| e st mernt || Dot sebected meter || Sawe changes | | e ponment || ses | [Cire [t | [ oo |

Note that use of the Options menu allows grid mode view:

[ Help Archives [Options

Switch to individual editing
Edit Members Apply Filter ‘ Configuration I Print Lists ‘ l Utilities ‘ ‘ Check Alarms Day Relief ‘ Exit ‘
Staff member Personal details
Title Code Clazs Date of Birth Room Designation MOE No. Years tea
| - cac Miss uuu Teacher
| Dfs Vandy Ms WN 08 03 Teacher
Dl WSeron Mrs 5B 01 05 Teacher

lllustration 1 : The main data screen

Along the top of the main screen are all the main feature buttons and you may jump directly to
any of these, which will exit from the editing screen, but it is safe to click on any of the buttons.
These remain visible behind all of the main functions, except 'Daily reliefs' which has its own
screen. Below the main buttons are the tabs which take you to each of the areas concerned with

the particular staff member displayed.
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Personal | School || Payroll | Responsibilities || Prof, Dev. || Medical | Timetable | Leave || ReviewjAppraisal | Duties | Qualifications || Keys/PwdsfAcc

lllustration 2 : The data tabs

On the left of the screen is a blue bar ‘Staff Selector — Click to Select’. At the bottom of the screen
are:

Add a new staff meml:uerl [Delete selecked member l l Save changes l l Print Document l [ Search l

lllustration 3 : The ‘bottom row’ buttons

1 ‘Add a new staff member’ clears all details relating to the current staff member and
provides you with blank entries to add a new staff member.

2 Through ‘Delete selected member’ delete the currently displayed staff member.

3 ‘Save changes’ changes its colour to a background red whenever you alter any of a
member's details, alerting you to the need to save the changes you have made before
leaving or moving to another member.

4 ‘Print Document’ to print a (previously designed - see Printing Utilities) document relating
to the currently displayed staff member. One of these documents is provided for you and
prints ALL details for the selected member.

5 ‘Search’ moves to a particular staff member. When you click ‘Search’, (or press Alt-S), a

small search screen appears.
L= |

[EaR

Mame sought m

1 M4

Z M3 i

3M4 Richard
4 Mc Hargaret
5 Mle=rusac

are

Cancel

LOMpUIsary Fieias

lllustration 4 : Searching for a staff member

Type in the first letter (or more) of the member’s surname and all of those matching will show.
Either click on the required member or press the corresponding number key and you will return to
the display with your selected person being the currently displayed member. Using Alt-S, a
couple of letters, and a number you can quickly move to any member of staff without touching the
mouse.

Returning to the blue panel down the left edge of the screen, if you click on it then a full list of all
staff members will slide out.

MUSAC © 2014 Staff Manager Page 23 of 122



MUSAC Classic 2014
2014.5.8

Search far

i —-ra [F

fal ner

An. Marie

ani ehecca

A nda

Ak R

Bai 8

Eal nn

Bl , Irene

Brg rk.

Erg y

Cal

Cal ]

Chi h

Cof

Co ry

Co ence, nfa

Co E 3}
cr lizabeth %
Cr Fnne w
Cu nnetke o
Da eth =
D (=] 2
Di e &)
Ea =
Ed Lie %
Fis T @D
Fo 3
Fo Enny =
24l Y m
G0 I w
Jad shree ~

[ Close ]
Click on the staff member you wish to view. You can, if the list is very long, enter the first few

letters of their surname in the box at the top of the slide.
The Alt-S method of moving to a staff member is the fastest.

There are three further buttons in the bottom right-hand corner of the screen.

[ < Back H Mest > ] [ e ]

lllustration 5 : Navigation buttons

‘Close’ shuts the current screen down, leaving just the top menu displayed.

The other two allow you to move to the previous and to the next member on file. You can also
access these members without using the mouse by pressing Alt-B (back to the previous member
alphabetically) or Alt-N (to move to the next member).

Please note that all of the data displayed in the following data screens is entirely spurious and was
entered during the testing phase of the module.

6.1.2 Personal details

The personal tab shows four sub-tabs, shown below. Whenever you first enter the editing area,
the first of these tabs will be displayed. It shows some basic details relating to the staff member.
The teacher’s class has a drop down field to assist in avoiding data entry errors.
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Personal

Porsonal detads | Contact detals | Ofher deteds | Access righis
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lllustration 6 : The personal details screen - Personal

Those which might require clarification are:

a Designation

There are a number of designations already in place. Two of these, 'Teacher' and 'Reliever' are
essential and should not be changed. The smooth working of various parts of the software depend
on these two designations.

If you do require more, click on the small '3 dots' button to the right of the designation pull-down
and you will be able to alter, add to and delete from the list of designations. This process, where
you can adjust possibilities within Staff Manager, is available for several of the pull-down

boxes. You can see two others next to 'Title' and 'Marital status' above.

b Code

Each teacher and reliever must have a unique alphabetic code. Again, this is used elsewhere in
Staff Manager, particularly relating to daily reliefs. All other designations will automatically be
allocated a numeric code which you never see. You can view the allocated codes via 'View codes'.

c The member's photograph

To attach a photograph to a member, right-click in the photo area and a dialogue will appear, via
which you can select, resize, crop and otherwise adjust the photo for each staff member.
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Pick an Existing Image

’ Browse For Pickure l 1mmmsmmmsssmsssmmssmemes

Capture Mew Image

’ Capture Picture l

’ Select Source l

Imange Clipboard

[ Copy ] [ Paste ] .
Image Tools
[ Effects ] [ Lndo ]

Zoam 100%:

’Cru:up & Save the Picture ]

lllustration 7 : The photograph selection window

Above is the photo-capture screen. The normal process is to click on '‘Browse' and identify the
required photograph (which should be stored in the “\cm\staff photos’ subdirectory). Once
selected, you can resize it using the Zoom control, and re-crop it by dragging the dotted rectangle
over the required area. When you are satisfied, click on '‘Crop and Save the picture' and the
member's photo will be saved into the 'Staff photos' subdirectory.

To the right of the photo are four small buttons which may be used to resize the photo image
area.

The resized area will be ‘memorised’ and will be subsequently used to display and select
photographs.

d Entry code and password
These two fields are used to provide the information which the staff member will subsequently use
to enter this package — provided that they have the right to do so. (More on rights follows).

Note the small message in orange which indicates those fields which have an asterisk beside them

are compulsory fields. If you are entering a new staff member you MUST provide entries in each
of these fields. There are two further compulsory fields on the CM/SM tab.
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Contact details

Porgonsld detalls | Contact details | Other dethls | Accd rights
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lllustration 8 : Personal details - Contacts

The ‘Contact details’ sub-tabs records the staff member’s contact details, along with those of his
or her partner and emergency contact details. If the partner is the emergency contact, click on
‘Copy from partner' and the relevant details will be duplicated.

Make contact by: You have a choice of Post or email. Elsewhere in Staff Manager it is possible to
print address labels for just those who have 'Post’. If a member is a teacher or reliever then
details relating to reliefs arranged which involve this member can be emailed directly to them.

Other details

Personal details | Contact details | Other details | Access rights

Wehicle Registrations: Deperadent s
153 C .n Exhnicky v
4 -
Twi MNgapukd F 'Whalngaroa-hgt Kaba ki Wha | »
Drivers Licenss Redef - Mk Hours
AB123456T8 200 ok = ﬂ
Endorsements Docurents on File
" 03042004
% poiriz iza Expiry Date
[#] Excharges Teaches
[] Agent Contract
Use of Cwn Car Fabe per Em ($)
07e E] Police Yetting
. [[] wetted by Polica
Conment
Applcation Date O304/ 2005
Approval Date 0404/ 2008
Expiry Date 00E 2008

lllustration 9 : Personal details — Other details

The 'Other details' tab holds a number of details relating to the staff member, including
information concerning exchange teachers, their visa expiry date and whether or not they have an
agent contract.

The entry in 'Use of own car' is used to calculate the cost of attending professional development
courses on the relevant tab (see 'Professional development' below).
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Access Rights

Personal details " Contact details " Other details ” Access rights l

Select those rights which this staff member has to access warious areas of Staff Manager

Area Rights | [ ] * IF amember has ane of these
= rights then they may have no
other rights.

E diting members details Can edit perzonal details [see ather screens below)
Can edit personal timetables

o
'
Can edit individual's access rights v [¥]cm and 5M visibility
'
o
'

Can only view personal details
Can anly view personal timetables
Can only view individual's access rights W.B. IF this box is ticked then
Can view anly their own data * the staff member wil appear in
Can edit anly their own data * the list of staff in both

Can view only personal and contact details” Classroom Manager and

Can edit anly medical details * SR (LR ([0 Vs
4 and their Dossiers) and alsa in

Cannot access Staff Manager at all * the list of staff members used

Apply filkers Can apply fikers in the Pastaral section of
Configuratiorn Can alter configuration settings Student Manager
Print Lists Can print lists and documents

Can design/edit listz and documents
Utilities Can access ulilities
Check alarms Can check alarms =
D ay refief Can set day reliefs

Can edit relievers personal details

Can access relief printing routines

Can adjust reliefl configuration/utilities
Can impart remately generated relief files
Specific pages (Personal and Timetabl| Can edit Schaool details

Can edit Payroll details

Can edit Besnnnsihilities

T A N A A AL AP AT AP NP ArY

lllustration 11 : Access rights

Each person gaining access to Staff Manager must have one or more of the possible rights listed
above. Note that some rights are exclusive. If a staff member has ONE of the asterisked rights
(and they can have only one of them) they may have no other rights.

The last of the editing rights provides access for a staff member to just his or her details. At least
one person MUST have the right 'Can edit individual's access rights'. For example see the top of
the screen as seen by someone who has entered with just this right:

Help  Archives

lllustration 12 : Restricted rights

They will also find that the button to save any changes has also been disabled, as shown in the
full screen below (even though it still has a red background).

MUSAC © 2014 Staff Manager Page 28 of 122



MUSAC Classic 2014
2014.5.8

Fowsora | Schil | Pyl | Pbspareibings | Feal, Do, | Msdosl | Tetiie |Lbivs | Bevesiigurensl | [ated | dusifomand | Drvaieagi | BOTC | ot | L defvedl

Personal detads | Contact dwtals | O detals | Acoms nghe

[T] et poters
Frdbmes | bt 5'
z

el g irod

{M-mmhm
Vemiboachig o '

- -
P v g vy 1u STPCMFRD

i 2 e e el
ardee kgl (5 Pl ' e okl T Pl

v Compery e L

el e -

i
f

] =

lllustration 13 : Disabled saving changes

6.1.3 School details

The 'School' screen appears as shown below.

Registration Murmber 123456 Date Started Teaching  |03/03/1991 Years of service |14

Registration Categary | Provisional hd E] Date Started Here 04/04/2002 Years here g
Expity Date DaeFrishedHers | | Destinalion Debatatle

Renewal Date [ Tagged Position Previaus Schaool  |hogsnort
Teaching Hiskory Committees et
Date | Pasition | Cument | Hours| Detail |1 Group | Detail
02/02/2006  Hod + 12 none Headmasters Tuesdays
03/03/2006  more s 10 more

lllustration 14 : School details

On this screen appear details relating to the member’s Teacher Registration Number and various
dates associated with their position.

Below these fields are two tables. The left side can be used to record the member's teaching
history and the right hand one to record details of committee memberships and the like. Teaching
history details are also recorded, differently, under the 'Responsibilities’ tab.

The 'Renewal date' entry is subject to the 'Alarms' system which operates within the package. It is
possible to have the package alert you to upcoming important dates. See 'Alarm setting'.

6.1.4 Payroll details

The ‘Payroll details’ tab reveals information relating to the staff member’'s employment and
payment details.
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Contrack Details Salary Details

Cantrack Type (2 Individual Saliy sz
O Collective Grade

Contract Term (%) Fixed Payscale E]
O Permanent 3R payment
OLT Reliewer Salary | Rake

Expiry Date Incr date {ddfmm})

FullfPart Time (%)

o Attestation date | 03/03/2003
Part kime

Funding Sources | DPerations gran |«
Haurs | Week Salaries grant JE]
FTE Permanent l:l
s | cor s []
Management Units MMA Linits Funding Dept 48030 E]
Permanent Units Permanent Units Union membership E]
Fired Urits 2 Fived Urits
Fized Units Expiry Date | 02/02/2002 Fised Unitz Expiry Diate 03032003
IRD Details
IRD Mumber 333333333
Tax code G
Bank Account 1234567598577444

lllustration 15 : Payroll details

Some details may not apply to individual staff members. In the example above, the staff member
is full time and is on a salary of $54000. If they were part time then an 'Hours calculator' appears
in the open space above.

Part-time hours caloulator

Tirne bon | Tue “wed Thu Fri |Sat [Sun
b ormning ¥

Afternoon o

Full day

Formtime [25 W W

Other|25min]

Hours a.08 | [ Copy to Hoursfweek ]

lllustration 16 : The ‘Part time’ calculator

As you click in the various cells in the right table, the total hours are calculated and displayed
below. You can set your own time slots and times under 'Configuration’. Once you have
completed the task, and are happy with the total hours, click '‘Copy to Hours/week' and the
number of hours will be transferred, as shown above, to the 'Hrs/Wk' field. In the case of a part
time employee then the salary / rate field should be altered to display their hourly rate. (This is
used elsewhere in the calculation of relievers' payments.)
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6.1.5 Responsibilities

2002 || 2003 || 2004 | 2005 | 2006 | 2007 | 2008 | 2009 | 2010 || 2011 || 2012 | 2013

Curricular details Total hours per week : 12, Extra-curricular details | Copy all details bo next year
Subiject Lewvel Havrs Faculty [=] |Irealvement | Details
Group 014 tdaths 12 12 Mathematics Chess Runs the club

Lunch 110
room

Position | HOB Muszic

lllustration 17 : Responsibilities

This page records the teacher's teaching and extra-curricular activities. The data in the 'Faculty’
column provides the basis of faculty lists via the Printing utility, and the small '3 dots' button at
the top of the column allows you to adjust the various faculties. Some schools have switched from
the traditional subject faculties to those based on Essential Learning Areas. These schools can
delete the default set and replace them with ELA based entries. At the top of the area is a row of
tabs which reveal separate screens for each year, and the orange button enables you to make a
complete copy from the current year to the next year at any time.

6.1.6 Professional development

This tab allows you to keep a tab on each member's professional development. You can record the
various courses which they have attended, along with the associated costs. The width of the table
means that the use of the horizontal scroll bar is necessary. Shown below are two illustrations.
The first shows the left side of the table and the second, the final nine columns.

Tokal costs by year 2008 Course costs 369,12 Relief costs @ $173.50 Trawvel costs : $72.20  Other costs @ $30.40  Total costs @ 345,22«

Date Course details Provider [=] Riank | Comment Acpolﬂros\;d igs:;g%d D"e?CtEd Days Er:\;n? Eggt[s[;] o]

02/04/2008 tgeertel ardening Palytech 1 Splendid s o + 3V 1234 4

05/05/2008 Maths 5t John 2 Externely beneficial 4 s v 4« BE.TE P
12 Relief costs : $173.50 Travel costs ; $72.20  Other costs ; $30.40  Total costs © §$345.22 »

. . . ~

urze Relief | Relief | Own Dist. Travel | Other .
ast [$] Lazaiien uzed? | Cost [$] car? | [Kms] | cost [$] costs [$] Ll Uizl el ]
1234 Year 1 Teachar  « 2360 & 78 BFO0 1460 LUMCH 10744
IE.78 Professional Dew  « 150,00 « 20 1820 15.80 Dinner 23778

lllustration 18 : Professional development

You can add your own providers (using the small '3 dots' button), as you can for the Distance
column. When you click the '3 dots' then, as usual, the relevant list is presented for editing.
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Maintenance of Providers

Teacher Resource Center
Palytech
3k, John

Select From list ko delete or
Enter a news Provider

[ |

lllustration 19 : Maintaining the Prof. Dev. Providers list

Enter a new provider at the bottom and press the <Enter> key. To edit an entry, select it from
the list, delete it, and re-enter it.

The ‘Department’ column has been added to enable a list of Professional development sorted by
Department to be printed. This list is populated by the official department headings from
PayServe, but you can also add your own entries (via Day relief / Configuration / Funding

Departments.

Click the 'Distance’ column for the following popup-list.
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[SRIRTR =3 H 1113 [T AL F =)

Course wenue distances

Wenue 1 [20Km)
Wenue 2 [75km)

Either select a venue or
enter the distance here

Edit this lst ] oK ]

lllustration 20 : The travel distances popup

Enter your own venues and their distances as shown. Then, when you select one, the associated
distance will be recorded in the 'Distance’ column, and the distance multiplied by the member's
'rate per Km' as entered in their personal data screen, and the result displayed in the 'Travel cost'
column. The four cost columns are automatically totalled to show the total cost of the course.

At the top of the window is a pull down box which displays the cumulative totals for the staff
member each year.

Total costs by year

Cours

Frovider [] Rank | CE

lllustration 21 : Annual Prof. Dev. totals
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6.1.7 Medical details

Medical history Cumulative sick leave bokals ;| 2008  LWP:2DOH  LWOP:3D0OH s | General comment
Drate Dretails Leave || [Takes sickies at the drop of a hat
0340342008 Measles +
LDisabilities

Dackar

Monktgomery, - 343 2050

Dentist
Mckenzie, - 34 55299

lllustration 22 : Medical details

There is room to record a complete medical history of each staff member. You can also record
their doctor and their dentist, adjusting each list via the '3 dots' buttons attached to each field.

6.1.8 Timetable

You can display a teacher's timetable for either primary or secondary schools. (Some intermediate
schools operate a 'secondary’ type timetable while others prefer a '‘primary type'.) The first
illustration below shows a secondary school timetable, extracted from MUSAC's Timetable
Assistant module.

A}&lll‘;in Monday Tuesday ‘Wednesday Thureday Friday
Time table
selected ! y 100 55T 10BA S5T 9BH 55T
Ciikbsmit], Period 1 g g g
Mumber 4
*in a cell indicates : A11GED 10D 55T 9BH 55T C 11GED 96M 55T
multiple lewvels. Periad 2 g g g 28 g
Click on the cell for
all entries,
Period 3 Q&M 55T C11GED 10BA 55T A11GED
. 9BH 55T A 11GED C11GED 100 55T
Period 4 B B C3 B
: 9aM 55T AT11GED 9BH 55T C11GED
Periad & g g g 5]

lllustration 23 : A staff member’s timetable

Initially, however, you may not have a current timetable selected. If not, click on the 'Select
timetable' button for the following dialogue.
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Timetable selection details

Default settings for timetable display and printing

* YWe are using SoftOption's Timetable Assistant software

Timetable path |E:\TT5\

Year {2003 |

Timetable [TEACHERS ST +|

The numbers of days and periods are determined
fram the definition of the selected timetable

" "We are notusing timetable software

Dayz per timetable cycle
Periods per day

Each period will initially be allocated each
teachers home class and room

CEst

lllustration 24 : Identifying the current timetable

In the top half of the screen you can identify the TTSM directory which holds your Timetable
Assistant module, the relevant year, and the timetable number which you are currently using.
Click 'Exit' to return to the main screen, where the teacher's timetable will be displayed.

Alternatively, you could elect to fill in the bottom half of the Timetable link screen.

Timetable selection details

Default settings for timetable display and printing

" "We are using SoftOption's Timetahle Assistant software

Timetable path lC:'\TTE'\

Year {2003 ~|

Timetable |TEACHERS 591 ~|

The numbers of dayz and periodz are determined
fram the definition of the selected timetable

& ‘We are not using timetable software

Dayz per imetable cycle 15
Periods per day 3

Each period will initially be allocated each Exit
teachers home class and room

lllustration 25 : A primary school scenario
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The above illustration is for a primary school operating a five-day week with three 'periods' per
day. Subdividing the day into 'periods' is useful if a reliever is used for only part of a day. On
clicking 'Exit' you will be asked:

Fill all keacher's timetables with their class and room?

wo |

lllustration 26 : Fill in the timetables automatically?

If you agree to this, each teacher's 'Class' and 'Room" will be filled in, in each cell of their
timetable.

Select timetable Monday Tuesday Wednesday Thursday Friday

Poiod 1 1022 1022 1022 1022 1022
D12 D12 D12 D12 D12

. 1022 1022 1022 1022 1022
Period 2 B 012 D12 012 012
1022 1022 1022 1022 1022

Pretiod 3 B 012 D12 D12 012

Illustration 27 : A primary school timetable

On the left are duplicated the 'Class' and 'Room' data fields and changing either or both of these
will cause the timetable to reflect the changes.

You can also click in each cell of the timetable and adjust the individual contents to allow for
particular changes from the norm, as shown below. Click 'Save' and just the selected cell will be
updated with the new entries.

M onday Tuesday Wednesday Thursday
Peariod 1 1022 1022 1022 1022
&0 01z 01z o1z D1z
w| Timetable entry E
. 1022
Period 2 012
Enter the required details
. 1022
Period 3 012 Class

KA
Roor

Cancel |

lllustration 28 : Adjusting a timetable entry
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Thus it is possible for primary schools to specify each teacher's timetable and to have these serve
as the basis of 'daily reliefs'.

6.1.9 Leave

This tab allows you to keep track of three types of leave, annual leave, sick leave and
discretionary leave. For some staff members, including teachers, the ‘Annual leave’ tab will not be
visible, as annual leave is not relevant to these members of staff.

Annual Leave | Sick Leave | Discretionary Leave To delete an entry night-click on itz reason
Annual leave record  Increment |15 |days Date |02/03 dd/mm [ Add opening balance ] [ Add annual increment
A
Start date | End date Leave Reazon LwP LwP LwOP | LwaP Balance Maotes
dapz hours | daps haurs
02/02/2002 03/02/2002 Annual 2 -2 Auckland
02/03/2002 02/03/2002 Increment 15 13 Increment
04/04/2002 06/04/2002 Leave without pay 3 10 Off again
15/10/2002 23/10/2002 Annual 5 4 Holiday

lllustration 29 : The ‘Annual leave’ screen

The 'Annual leave' tab appears below, where you can enter the relevant details, LWP (Leave with
pay) or LWOP. This information is summarised weekly and can be emailed directly to the payment
authority.

The 'Sick Leave' tab is similar except for the extra column where you can signal you have sighted
a medical certificate when necessary.

annual Leave | Sick Leave | Discretionary Leave To delete an entry right-click on its reazon

Sick leave record Increment (15 | days Date dd/mmm [ add opening balance ] [P.dd annual increment

L'wP WP |LwWOP | LwoP

7
e e |k hours Balance | Motes Med. Cert?

Start date | End date Leave Reason

03/03/2003 05/03/2003 Sick 3 -3 WWhooping Cough v

lllustration 30 : The ‘Sick leave’ screen

The 'Discretionary Leave' tab is the same as the 'Annual leave' tab and is used to record such
leave as bereavement, maternity leave etc which does not affect the annual leave entitlement.

In all three cases, the leave categories offered are those specified by Pay Serve and include the
full range of possibilities. You can adjust this list via ‘Configuration’.
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6.1.10 Review/Appraisal

‘rear | Rieviewer | Topic | Detail | Complete? | Follow up ~
2003 Hendm Maths Text selection + Haone
bt
Related documents
Du:uc:ume.nt — - |\-"iew [ Add a text reference l
Job application in office cabinet
Leave for week 10-03-2007 . pdf Wiew [ add a link to a document l

[ Delete the selected reference

lllustration 31 : The appraisal screen

On first entry (each time) a yellow message appears in the centre of the table. This is to remind
you that each designation (‘Teacher’, 'Reliever' etc) can have their own set of headings for the
review/appraisal table. These are set via the 'Configuration’ button at the top of the screen. For

further details, see the relevant chapter.
Click on the yellow message and it will disappear leaving you free to enter required action.

At the bottom of the screen you can record information relating to documents concerning the staff
member. The entries may be text entries (eg. the first above) or links to on-line documents (the
second above). In the latter case you can then view the document directly by clicking on the
‘View’ label alongside the reference. In this case, their leave record appears, as shown below.
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6.1.11 Duties

This screen allows you to view or adjust the current staff member's duty roster. There is a Duty
Roster utility where adjustments would be made via that process, where all duties for all staff
members are displayed.

Set Row Headings Front gate Bike sheds |Behind gym | Boundary Quadrangle | General |~

ton Before

tan Interval

ton Lunch 1 v

Clear Al ton Lunch 2

o After zchool

i Exchide this member Tue Before school
from the duties roster Tue Intereal

Tue Lunch 1 v

Tue Lunch 2

Tue After school

wied Before

wied Inberyal

Wwied Lunch 1

wied Lunch 2

Wwied After school

Thu Befare zchoal

Thu Interval

Thu Lunch 1

Thu Lunch 2 v

Thu After school

Fri Before school

Fri Interyal

Fri Lunch 1

Fri Lunch 2

Fri &fter school b’
< >

lllustration 32 : The individual’s duties

You can set the row headings (ie. the various duty time slots) via the top button on the left.

MUSAC © 2014 Staff Manager Page 39 of 122



MUSAC Classic 2014
2014.5.8

' & Popup maintena... Q@

b aintenance of duty times

Time| #
Duty [minutes]
bon Before school 15
bdon Interval 20
bdon Lunch 1 25
bdon Lunch 2 25
bdon After zchool 25
Tue Before school 15
Tue Interval 20
Tue Lunch 1 25
Tue Lunch 2 25
Tue After gchool 25
"w'ed Before schoal 15
Whed Interval 20
"Whed Lunch 1 25
“Whed Lunch 2 25
YWhed After zchool 25 ™

Finished

lllustration 33 : Setting duty time slots

Each time slot has a number of minutes associated with it and these are used to calculate each
teacher's total duty time - as used in the Duty Roster tool under 'Utilities'.

The column headings - the duty areas - may be adjusted similarly via the second button.

To adjust duties click in the relevant cell to have the tick either appear or disappear.

Duty rosters may be printed via the Printing utility.

6.1.12 Qualifications

This screen has two tabs. 'Qualifications’, allows you to record the member's qualification, both
formal and informal.

Cualifications || Teaching Subjects

Qualifications

[ualfication | Year Source b ajor Expiry date? Hood Height Gown gize
BSc 1965 Canterbury Fure Mathz 12 510" 13

DipAg Sc 1967 Linzaln E conomics

DipEd 1970 Otago ki

lllustration 34 : The qualifications screen
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Informal skKills :

Skill Experience S
Ride a bike facing
hackwards Levin Top Tawn team 1965

The 'Teaching subjects' tab provides the ability to record that, along with information concerning
the teacher's ability in various languages and their wishes — presumably relating to their teaching
career.

Qualifications || Teaching Subjects

Subjects Languages Wishes
Subject To level Trained? Language RdAwhite | Speak. | Teachin | |4 relaxing holiday....
td aths 13 Frenich L4 v

lllustration 35 : Subjects, languages and wishes

6.1.13 Keys, Passwords, Building access and Laptop details

See below, you can record which keys are held by each member of staff, passwords they are privy
to, buildings to which they have access and details relating to their laptop(s). One school had a
staff member disappear overseas along with several important passwords to file servers etc and
felt it would be useful to record them, filter them and to print them.

Eel‘al":ls Kew name Dateissued | Date returned | Detail N F53|Bft A12 master
& Brown 030532003 ram VDW“ .
Green Master
Green Master Q40312003 SIS (M)
Mo 12
Mo 13
“
Passwards  [password nams Detail | Select | Fileserver
el Fileserver fram Fileserver 2
Fileserver 2
“
.ﬂ.c_ce_ss to Evilding Detail ~ | Select | Boiler House
buildings Biler House fram GEEm
Library
L
Laptop Serial Number 135787777777
details
Contract In the cupboard in B12
details

lllustration 36 : Keys and passwords
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You are NOT obliged to record the actual passwords themselves here, unless you wish to do so.
The fact that a particular password is known by a particular member of staff is generally sufficient.

6.1.14 EOTC

Education Outside the Classroom. This screen enables you to record details relating to the staff
member’s EOTC involvement.

EOTC Information

Categary [_| In zch Year[z] Year level Total days | Key experiences / details
Carnping Ot ) 12 12 swimming a lot

Notice the small ‘3 dots’ button which allows you to adjust the list of categories from which you
can choose.

6.1.15 Notes

As can be seen in the illustration below, you can record notes relating to the staff member. If you
include a ‘Bring up date’ then this will be checked via the Alarms process — of which more later.

Dated notes The date column will be Filled automatically Right-click on a note ko delete it
Date modified | Moted by Bring up date | Mote Actioned
15/11/2008 Butler 05/06/2003 Hasz borrowed my bicycle and should return it nest year.

6.1.16 User defined pages and alarms

The final tab offers access to any user-defined pages which have been set up via ‘Visible sections’
under ‘Configuration’ — and data entered for the staff member displayed.

Note: Each of these screen has its OWN ‘Save changes’ button.

‘Your own alarms’ will bring the following screen.

In the left column you can enter a description of a particular alarm. This will automatically be
saved and will subsequently appear for each and every staff member. In the right hand column
you enter the date of the alarm which applies to the currently displayed staff member. As you
move from staff member to staff member the entries in the left column will stay the same and
those in the right column will alter to display those entered, if any, for the currently displayed
staff member.
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User-defined
pages

Select page

latris
Drzmonstrakion

MUSAC © 2014

Extra Alarms

Alarm Date

Try that §13/05/2008
Here's anather ane 0140142005
First Aid cert 14/11/2008

Staff Manager

You can add new alarms by entering a
description in the left hand column. Once there,
you can move from staff member to staff
member, adding dates to the new alaim as
reguired.
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7 Apply Filter

7.1.1

Apply Filter

Overview of filtering

The purpose of filtering is to allow you to access just a selected group of staff members.
The filtering process is accessed via the second large button at the top of the main screen,

shown above.

Across the top of the filter screen, which is shown below, are eight tabs, accessing a
different area which can be filtered. You can combine requests from several areas. The
illustration below is of the first area - Basic details.

Filters can be compound; ie, you can build a filter from several criteria across several of
the filter screens. The logic between screens is ‘AND’ — eg. select members who are
Teacher Aides (from Basic details) and who started teaching before 01/01/90 (from

Dates).

The logic within a screen is ‘OR’ — eg. select those who are Teacher Aides OR Ancillary

staff.

7.1.2

1 Basic details

The filtering process

The required filter applies (where applicable) to wear 1 | 2003 “

Biasic details || Dates || Payrall || CurricularQuals || Prof.Dev. || Medical || Leave || Keys/Pyrds/Comps |

Designation

Teacher
Administration
Reliever
Caretaker

Groundsperson
Sports Assistank
Teacher Aide
Special Meeds
Clerical f ancillary

>

Cleaner L3

Position
[]Tagged Position
[JExchange Teacher

Gender

[Imale
[CJFemale

Skatus
) only Current Staff
) Al Staff

Enter requests, separating mulkiple 'Contains' requests by commas

ftem Cortains
Position

Years of service

Address

Home phone

Cell phone

Fax

Partner name
Mext-of-kin name
“ehicle Req.
Preyv. School

Ethmicity Iwi
BritishTrish A || | Mot applicable Y
Dutch — | |Mone =
Fijian || Te Tai Tokerau Tamaki-makaurau o
Greek Te Aupduri
Chinese Taati Kahu
Indian Mgati kur
lapanese Mg&puhi
Takelauan Mgapuhi ki Whaingaroa-hgati £ah
Sri Lankan * || Te Rarawa bl

lllustration 1 : Basic filters

MUSAC © 2012
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You can select one or more designations, along with various possibilities in the listed
areas. Click 'Relievers' in the designation area. Once you have made your selection, move
to the right of the screen and click 'Apply filter'. See below the ‘Male’ option has also been
ticked so that, when ‘Apply filter’ is clicked a list of the Male Relievers is displayed on the
right of the screen.

d H

_d Fity

H3 1=

H Brdon
Je Ilay]

4y by

La rephanie
Lu E

13 ichard
Mi Cravid
3= Fryvn
P enic
Ri isten
SI‘I].._,_.__Icculm

Either select those members
whom wou wish to memorise, IF
MOME are selecked then ALL
will be rmemorised,

Clear Filter Settings ]

apply Filker

|
|
[ vewome |
|

Close ]

lllustration 2 : Applying a filter

Those staff members matching your filter request will be listed in the small list window on
the right side of the screen.

If you wish to 'jump’ straight to one of those listed then simply double click on their name
and you will arrive in the data screen area for that staff member.

However, if you elect to 'memorise’ those listed then a message will appear, suggesting
that you double click on one of them. This takes you to that member's data screen. Now,
though, there will be a red box around the bottom right hand corner buttons.

lllustration 3 : The navigation buttons when a filter has been applied

The Back and Next buttons now move you backwards and forward through just the
memorised staff members. The new 'Clear filter' button can be clicked at any stage to
return you to the full list of staff members. Pressing Alt-S or Add new, of Search etc.... any
of these buttons will also return you to the full list of members.

Utilities Chapter7 - 2
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The other filter possibilities are :
2 Important dates

M.BE. Diates MUST be in the format dd/mm Ay

Drate B efore [or equalz) After
Drate of Birth
TRM Expiry

TRN Renewal
Started Teaching
Started here
Finizhed here
Contract expires
Salary increment
Wiza expiry

Fised unitz expiry

lllustration 4 : Date filters

Enter a date in either column and it will form the basis, at least in part, of the filter.

3 Payroll information

humeric information

Dretail Pt Bef Afh Contract Type
= =
ai : ches efare (=] er (=) |:|Individual
hngmnt units permanent |:| lecti

Mrgmnt units fixed Sell-atii

Mngmnt unitz total Conkrack Term

FTE [ Fixed Term

Haurs fweek |:| Permanent

Step [ ]Long Term Relieving

Grade :

Salary rate Tirn _

MM Linits: [CIFull-time staff
I, | [Pt ne it
Funding source Funding indicator Union membership
Operations grant E.D.I. Grank Mok & union member
Salaries grant Lead school MZET

S.EG MNZPF
Spec, needs grant PPTA
Special initiative SPANZ

lllustration 5 : Filters associated with payroll details

In the Numeric information grid at the top left of the screen you can enter a number in a
column to have a filter based on that combination. eg. FTE < 1, Salary rate > 50000 etc.

Utilities Chapter7 - 3
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4 Curricular / extra-curricular information

Curricular details

Find those who teach the subject
Find those who keach in the Faculky

Find those with extracurricular
invalvment wikh

Cualifications - Find those whose ;. {Use commas bo separake multiple requesks)

Qualifications include :
Skills include :

Wishes include
Languages inchude :

Subjects include

lllustration 6 : Curricular and extra-curricular filters

Enter the requests in the relevant places to generate a filter. For example Languages
include French and Subjects include Japanese.

5 Professional development information
Professional Developrment

Course bopic conkains ¢

Murmber of courses atkended
(2.0, 3, =4 <6

Total days at courses (g.g. 3,
=4 <6

Total cost of courses {e.q.
300, =400

lllustration 7 : Professional development filters
Enter your specifications in the places provided.

6 Medical information

Find those whose {Use commas bo separate multiple requesks)

kedical notes inchide :

Dizabilities include ;

lllustration 8 : Medical filters

Utilities Chapter7 - 4
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7 Leave information

Leave details

Find those whia have the requested number of days :
e.g. 3, =10, =2

Annual leave on Full pay
annual leave without pay
Sick leave on full pay

Sick leave without pay

lllustration 9 : Leave filters

8 Those with particular keys or passwords

Find those who hold the Following

Kews

Passwaords Building Access
412 master Fileserver Gy
Brown Fileserver 2 Boiler House
Green Masker Library
Mol
Mo 12
Mo 13
lse logic
y The First will find those who
O Anp have ALL of the selected keys,
CioR The second will find those who
hiawve AMY of them,

lllustration 10 : Keys and passwords

Utilities Chapter7 - 5
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8 Printing Lists

8.1.1 Overview of printing

As well as the pre-designed lists and tables you can also design your own. These are
accessed via 'Print lists' at the top of the main screen.

8.1.2 Printing lists

The ‘Pre-designed lists’ button reveals the following screen which offers a variety of pre-
designed lists.

Pre-designed lists

_onk:
Kews, Passwords & Access
Skaff timetables

Alarms

Address labels

Leave summaty

Payroll summary
Praf.Dewv. summary
Prof.Dey. Full list

Schonl details suramary:
Manazine details

Skaff gualifications

EQOTC details

Generate prinks

lllustration 1 : The pre-designed lists

Above is on the left side and, when a particular selection is chosen, its alternatives are
displayed on the right side of the screen eg. the ‘Contacts’ possibilities.

In all cases, lists and documents are previewed to the screen before being (optionally) sent
to the printer.

TIE] 12 FH Q |- [ Prink Al J‘[ Prirk Page I

S s High School

Designation | Address Home Ce
Er Teather 1, Levin 03 -l-daﬁ 6789 |02
Febacca Teacher =
knn Teacher Cres, Clde 9330
B Taarhar

lllustration 1 : The list preview screen buttons

Utilities Chapter7 - 6
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At the top of the preview screen, shown above, are several buttons.

1 The first four allow you to move backwards and forwards through the pages of the
list. In the example above, these are deactivated, as the list has only one page. The '1/2'
tells you that this is Pagel of 2 pages in length.

2 The magnifying glass button allows you to zoom in on the list for a closer view, you
can also double-click on the document. You can repeatedly left-double-click to enlarge the
document and right-double-click to reduce it again. If the document is too large to be
viewed in its entirety, you can use the mouse to drag it around within the viewing window.

3 The 'Print all' button prints all pages of the document, and ‘Print Page’ will print
just the currently viewed page.

When you select Contacts, where you can select one or more designations and members of
the selected designations only will be included in the resulting list. You can apply a more
complex filter using the filter button, see 'Address labels'.

Also choose from the alternative options to print landscape.

Once you have made your choices, click on 'Generate prints' and your list(s) will be
displayed on the right of the screen, see below.

S ) = S . Frinit all Frint page

shitllst

Date @ 28/10/200%

lllustration 3 : A previewed list — not enlarged

This is the standard preview screen which is used to offer you the chance to view all lists
and documents before proceeding to print.

3 Keys and passwords - this list has two formats available
Utilities Chapter7 - 7
MUSAC © 2014 Staff Manager
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Select Lisk Format

Mame and list of keys held

Mame Full details of keyvs held
Mame and list of passwords held
Mame Full details of passwords held
Mame and list of building access
Mame Full details of building access _
Mame and list of laptops held
Mame Full details of laotoos held

|3

|1

lllustration 4 : Key and passwords formats
Timetables - The options frame offers you the way to connect up to a MUSAC Timetable

Assistant timetable and you also have two cell formats available as well as being able to
print in a variety of formats, including Landscape.

Cell format Allin one line

[« ][]

Page layout Two timetables per page

One timtetable per page
Two timetables per page
Three timetables per page
Four timetables per page

Mame font size

lllustration 5 : Timetable printing options

An example of a simple timetable printout is shown below.

M4 B34 »M O |- Frintall |  Printpage |

DYER, Jenny
Moday Tresday Wied veseay Thusday F rklay
CEe 94N PED B 12PED GHU HED 100Y PED 10NN HED
GYOT 2l 2l GYOY 21
e SHU PED 10NN HED {0TR PED 10TR PED
£l GYDY 21 GYOY GYOY
GHU HED 9HZ PED B 12PED 104 PED
Gatads 21 GOV GYDY GYDY
T 10NN HED 1064 PED aHU FED B 12PED
21 GYOY GYOY GYOY
i B 12F ED 4HZ PED SaN PED 10NN HED 100 PED
i 21 GYOY GYDY 21 GYOY

lllustration 6 : An example timetable

Utilities Chapter7 - 8
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5 Alarms - this list has three formats available
Select Lisk Farmat

List current alarms by topic
List current alarms by skaff member
List current alarms by days to go

lllustration 7 : Alarm list possibilities

6 Address labels

This illustration shows three possible filters. The first is the 'designations’ filter (include all
staff members)

If you have visited the 'Filter' process (Button two at the top of the main screen) and have
memorised a more complex filter, this will be offered (for all list printing) as a second
alternative. (Include just currently filtered staff members)

In the case of address Labels there is the possibility (see Personal Data) each member
could have a contact made by either '"Post’ or 'Email'. The third option here is to print
labels if you have the 'Post’ option checked.

Prink Far

Include ALL skaff
®© members

If wou have a 'memarised
filker' then the option to
select that will be available

'®) Print labels For jusk
'Post ko' skaff

Select required categories

Teacher
Adrminiskration
Feliever
Caretaker
Cleaner
Groundsperson
Sparts Assiskant
Teacher dide
Special Needs
Clerical [ ancillary

Property
Exclude non-current skaff Itinerant Music w
Address Label Setkings
Lakel fortmat address label w
Rowws per page 11 Label wicth (mm) an
Columns per page 2 Lakel height (mim) 22
Left mardin (mm) 22 Fort size 11

Top margin (mm) 2

Course list fort size a

lllustration 8 : Printing and formatting address labels

At the bottom of the screen are the settings for your address labels. Default settings are
displayed above, adjust them to match the sheets of labels onto which you are printing.
Print a page on ordinary paper as you experiment with the settings to ensure that the
output does line up with your labels. The height and width settings do not correspond
exactly to label sizes on some printers. Where the label might be 100 x 37 mm you might

MUSAC © 2014
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have to use settings of 84 mm and 33 mm respectively to achieve the best printouts. The
settings will be remembered and returned for you next time you print labels.

At the top of the label settings is a pull-down menu offering a variety of label formats, so
you can use this to print not just address labels, but also folder labels and others.

Address Label Setkings
Lakel format

Rowws per page

Address label (include Form)
Columns per page Address label {include Tukor)

) Address label (include Faculty)
Ledt margin Cmim) Just name and Form
Just name and Tutor
Just name and Faculty
Jusk name

Top mardgin (mim)

lllustration 9 : Label format options

7 Leave lists - this list has five formats available

Select Lisk Formak

List annual, sick and discretionary leave
List annual and discretionary leave

List just annual leave

List just sick leave

List just discretionary leawve

all leave by reason

() Show jusk leave taken () Show balances remaining () Show both
lllustration 10 : Leave list possibilities

8 Payroll summary - this list has two formats available.
Select Lisk Format

Lisk Basic details only
List all details {Landscape)

lllustration 11 : Payroll summaries

9 Professional development - has two formats.

Select Lisk Farmat

List Basic details anly
Sork by department

lllustration 12 : The professional development formats

10 Prof. Dev. — full list - has no formats to select as there is only one.
11 School details summary - has one format to select.
12 Magazine list - this list has three formats available.

Utilities Chapter 7 - 10
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There are two further options allowing you to print the list to a file, ready for importing
into your school magazine document.
Select List Format

Mame, Position, Faculky, Qualifications
Same lisk, but also save ko file (kab-delimbed)
Same lisk, but also save tao file (comma-delimbed)

lllustration 13 : The ‘Magazine list’ formats

13 Staff Qualifications - has no formats to select as there is only one.
14 EOTC Details - has no formats to select as there is only one.

8.1.3 Printing tables

Click on 'Pre-designed tables' for the possibilities available.

Pre-designed tahles

Appraisal table

Duties kable

Faculty kables

Prof Dev by Department {all vears)
Praf Dewv by Department (This year)
Reliefs analysis

Subject tables

eekly leave returns

Weekly relievers returns

Generate Table

lllustration 14 : Pre-designed tables

Utilities Chapter 7 - 11
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1 Appraisal Table

Pre-designed tables

Duties table teay All years W
Faculky tables

Prof Dev by Department (Al vears) Teacher ~
Prof Dev by Department (This vear) Administration

Reliefs analysis Reliever

Subject tables Caretaker

Wweekly leave returns Cleaner

‘Weekly relievers returns Groundsperson

Sporks Assistant

Teacher fide

Special Meeds

Clerical | ancillary

Propetty

Ikinerant Music

Board of Trustees

Parent Teachers Assoc

Maori Language Tukar b

Select the tvpe of staff member For
whiom wou wish to print the table

Generate Table

Select the type of staff to be included from the list on the right, click ‘Generate Table’. A
table of the selected members with their appraisal information will be produced.

2 The Duties Table
1 4 1.2 HH Q |- Frint all | Print page |

Duties Front gate Bike sheds Behind e Eeiucr;csjam Cluadrangle | Genersl
ton Before
o AL, CL BT hA, O
bon [nte neal OG AL BT
bdon Lunch 1 0G AL
hion Lunch 2 BT BT. AL
hion After school g AL

lllustration 15 : The duties table

This generates a full duty roster of all duty time slots and areas, a small excerpt of which
is shown above.

Utilities Chapter 7 - 12
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3 Faculty tables

Fre-designed tables

Duties tahle At
Faculty tables Comificie
2 Englizh
Hellgvera weekly returns Fgisges
Subjecttables tathematics
Weekly leawe returns Music
Phuzizal Education
Science
Social Sciences
Technical

Generate tahle Select all

Printing format

v Allin one list

Separate page for
each faculty

lllustration 16 : Faculty table options

On each member's Curricular Responsibilities page, their various faculty memberships are
recorded. These are used in this table printing routine to generate faculty lists which
include the number of hours of each subject taught at each level. An extract from an
example table is shown below.

Faculty : Mathematics

Teacher Subject Lewvel Hours
Aitken, Alan | Computing 11 g
hdath em atics 4 a
| Mathem atics 10 4
hdath em atics 11 a
| Mathem atics 12 4
Butler. Rory Aoplied kaths 13 4
hdath em atics 4 a
hdatherm atics 10 4
hdath em atics 11 4.5
bdath em atics 12 a8

lllustration 17 : A Faculty table

Utilities Chapter 7 - 13
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4 Professional Development by Department (all years)
These are very similar to the faculty tables above. A very reduced sample is shown below.
|:|rl'nr High School Professional Development Summary
Professional Dev
Teacher [ate Cowrse Frowider Cowrse Rielisf Travel Cther | Total costs
oiosts costs costs oiosts
A hger 0a052008 [haths St. John 6678 160.00 15.20 1680 23778
Totals ] 150.00 15.20 1680 237.78
Year 1 Teacher
Teacher [ate Cowrse Frowider Cowrse Rielisf Travel Cther | Total costs
oiosts costs costs oot
A her 02042008 [tgeerte Gardening Polwech 1234 23.50 ar.00 1450 107.44
Totals 1234 23.50 av.00 14560 107.44
Grard totals
[Grand Totals | | | [ERF 173,50 | FEa0] 2040 24577 |
5 Professional Development by Department (This year)

These are very similar to the previous example, apart from the obvious difference — that
only entries relating to the current year are displayed.

6 Reliefs Analysis

Pre-designed tables Relifs Analysis

Appraisal table

Duties table Inelude refiets :

Faculty tables From

Prof Dew by Department (al ';.fears]l 0140142008
AL D to 27412008

Reliefs analysi
Subject tables

Weekly leave returns
Weekly relievers returns

[ Generate Table

Specify the two dates required and a table such as that shown below (hopefully with more
details) will be produced.

Analysis of reliefs by reason between 01/01/2008 and 27/11,/2008
Reason Pe?i'e?; Total time Pe%e?sf Total time | Total reliefs | Total time
by relievers by relievers | by staff by staff
Unknown 77 7708 hrs 1 1.00hkrs 78 78.08 hrs
Totals 77 77.08 hrs 1 1.00hrs 78 78.08 hrs
7 Subject tables

These are very similar to the faculty tables above.

Utilities Chapter 7 - 14
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Pre-designed tables

Subjects for 2003 -

Duties table :

Faculty tables g%ﬂ:gﬂ Maths
Feligvers weekly returns Camputing
‘Subjecttables M athematics
Wieekly leave returns

Generate table
Select all

Printing format

(o Allin one list

Separate page for
each subject

lllustration 18 : Subject table options
8 Weekly leave returns

As leave is recorded in Staff Manager, the data may be used to generate the weekly leave
summary which can be then emailed directly to the relevant authority.

Select the relevant week and ensure that the four fields are filled in at the bottom right
hand corner of the screen. These are:

a The name of the person to whom you are sending the form(s).

b Their email address

c The school's own email address (ie. the 'Return address")

d The school's email service provider. This is generally of the form smtp.... followed

by the provider's identity, eg. ‘smtp.xtra.co.nz’

You must click in the box above these items to indicate that you are wishing to email the
forms, otherwise the green button (the special green button) mentioned below will not be
visible. If any of the latter three are incorrect, the email may not be sent successfully. The
form(s) is generated as shown below.

Utilities Chapter 7 - 15
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LS IR ~__ Fintal | FPrntpage | Emailthess forms to Fior Buller

Scots College WEEKLY SCHEDULE OF LEAVE

Im porE ntiALL LEAVE WITHOUT PAY should be reports o Im m s dl B Iy

Ending

SCHOOL MUNMBER : 9999 ek | 2411022003

Fullmam & of staffmem berabsent f=ta s st cation Perlod ofabsencs Humber ofdays Cetally oftype ofleawe
Group aceldent stats
=1

surmame Arstnams s Arstday | Lastday D D “tork or Hon-w ork Accldent

Ai%en, 2lan Teaoher 2302002 | 24002008 Leave

Tats
MEDKCA L CERTIFICATES ars held for parods of 29102003
SICK LEAVEINGscass oT FIVEdays
Prirked uirg MUSAC s Slaff Marager soflware

| ERTIFIED CORRECT and that Author sed signatre

lllustration 23 : A weekly schedule of leave

As with the reliever's returns (below), a copy is kept in the form of a PDF file in a similar
directory for later reviewing if necessary.

The illustration above shows a (relatively empty) example form and you can see the green
button which, when clicked, sends the relevant email.

9 Weekly relievers' returns

As daily reliefs are recorded via 'Daily Relief', the information can be used to generate the
weekly returns to the relevant authority. Select the Monday date of the week for which the
returns are to be generated and click '‘Generate table'.

Pre-designed tables Select the Monday of the required week
Appraisal bable

Duties tahle

Faculty tables Mon Tue Wed Thu Fri Sakb Sun

Prof Dew by Department (All wears)

Prof Dew by Department (This vear) 1z
Reliefs analysis i 4 5 & 7 8§ 9
Subject tables m 11 12 13 14 15 16
Weekly leave returns 17 18 19 20 21 22 23

relievers returns 24 25 26 @MH2a 29 30

= aToday: 27/11,/2008

Diays open during this week :

Generate Table

Utilities Chapter 7 - 16
MUSAC © 2014 Staff Manager



MUSAC Classic 2014
2014.5.8

lllustration 19 : Selecting the week

As they are generated, they are also recorded in a PDF file which is saved in a subdirectory
titled \Staff relief files. These can later be viewed using Acrobat Reader (a copy of
which is supplied on most MUSAC CDRoms).

These dacumentis) have been saved as ciivbSicmiSkaff relief Files\Reliever returns 27-10-2003, pdf

lllustration 20 : A note re the saved documents

The tables themselves appear as shown below, one for each reliever who has been
employed during the week in question.

wal 12 »lw Q= Pinial |  Privpage |

INDIVIDUAL RELIEF PAYMENT FORM For srome paymert,gensetorartoyor oo

SURHAM E [ Flaada prird £k ¥ TOH

Veur good can Falp youting the sddress of the
Fagrall Sarvice Corira o you Mre ufdurs

lrgertwd

FRST MAN ES [ apgeanrs on payslip] L

HOE Muesbar (35 sppears onpay Bap)

FRIVETE ADDREEE ETT Flakse & rod 1w i1 Tormbe Be prosedsed if e
nvarves e the B OE nisrnbar are reol enbiesd

et o 3 pohacl)

TEACHER'S §100ATURS T Porrn willl bares b2 b poeted Biack B0 tha #okeol if B

nlanmion e 1o ke Besuniie payrend bt e
conmet smployes & nof supglied Retuming Bhe form

T comm Pl Dy 80 e | W coa BOLLE 0D B P B TE T S0 sy iy paptieand
[P
T HRAE W 0L FURM ISHED A CUARRENT BAMEACCOLNTY
LaTE HRAE Y O COMPLETED AM IR0 FORMT
Buwy pes
[T I W
DETALS OF WORH ‘MAOTE for joimary i awel deduet 10 b, For Secondary and Area travel deduct 70 o,
[T} Cale CTIH BT il b [itet s Pameing Drparimn i bl £ ST el Ak
ok e o ratfan T [ralfme
(LT J Pl v | Qmmes
[
Tk
HEn
™
[T
EDUCATIOM SERVICE CENTRE FTA FF USE ORLY
o] Tim |Com | bme | S0 | wim (7] Fak | oo ET] Tavd opt) G | cwp | Tes | GEC | FET
amr Ty PR

Frin 3 m g RIS S L e CoR e

lllustration 21 : A relief payment form - previewed

It may not be possible to fill these tables in completely as each school has its own way of
completing certain fields and these can also vary from time to time within a school.
Consequently, once generated they should be printed and completed by hand. They also
require the signatures of the employee and authorising people within the school.
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8.1.4 User-defined lists

Click ‘Design your own lists’ and any previously designed and save lists appear on the left
of the screen. To reprint one of these, select it and proceed to the 'Select staff' button
below the list of lists.

To design a list click ‘Start a new list’, and enter the name of your list in the space
provided.

Name lists carefully so that, six years later you will still know what a list reveals by its
name. You must also select first 'Family name’, then 'Preferred name’. These two fields will
appear on the list format at the bottom of the screen.
Then switch tabs to the 'School’ tab, selecting the first three fields - TRN, TRN Category
and TRN Expiry date.

Select required list entries

Leave | Qualifications | Kews | Tables/Spec || Reliefs

Personal | School | Payroll | Responsibilities || Praf, Der

TRM Es
TRM Categaor i

TRM Renewal date
Date started teaching
Date skarked here
Previous school

Date finished here
Destination

Tagged position?

I[£4

lisk Lizt name |Manual Demo | I Save

wlings, Use = (left), * (center) and = (right) to specify alignmer
atars inthe top rowe. Columns wwidths will be adjusted proporti

2 3 4
Sreferred nal TR TRM Categor

= = = =

lllustration 26 : The selected fields appear on the list format

The selected fields now appear in the list design frame at the bottom of the screen. Now

make some adjustments here.
Lizt design

Start & new list List name |Manual dema Save this list Delete this list

Specify wour orn colurn headings. Use < [lgR], © [center) and > [right] to specify alignment, and adjust the colurmn widths by dragging
the column geparatars in the top o, Columne widths will be adjusted proportionately at the time of printing. Fe-zelect to de-select

Respecos | 1) 2 3 4
Heading | Family name Preferred na TRN TRN Cateqc 283
Alignment | < K K K K
Frocess

lllustration 27 : The fields ready for further adjustment and specification
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The Family name and TRN Expiry date columns have been widened, then several of the
columns renamed.

Resize colz 1 2 3 4

Heading SuUrname Preferred TREM Category xpiry date
Aliggrimerit 2 = = = <

Process

lllustration 28 : Columns widened and renamed

If you wish the list sorted on one of these columns (by default it will sort on the staff
members' names), click in the 'Process' cell at the bottom of the relevant column and
select 'Sort'. Similarly, the numeric values in a column can be totalled by selecting 'Total
from the same area.

Once happy with the list click 'Save this list', to be added to the list of lists, shown below.

Previously designed lisks

Derno
Dema 2
Disc nokes
Leave

Manual Demo
Reliefs

Select Skaff

lllustration 29 : We have a new list

Select your new list and click 'Select staff'.

Year 2003 w Select required categories

acher
Adrminiskration
Reliever
Caretaker
leaner
Garoundsperson

Sports Assistant

Teacher Aide

Special Meeds

Clerical [ Ancillary

Property

Exclude non-current staff Itinerant Music "

Include ALL skaff
®© members

®) Print labels For just
'Post ko' skaff

[ Presview list ] ar [Expl:urt ko csv file

lllustration 30 : The selection of members

The dialogue above will appear. There are only two options - to include all staff (with
selected designations) or ‘Post to’ staff. (Remember that, if the main filter area had been

Utilities Chapter 7 - 19
MUSAC © 2014 Staff Manager



MUSAC Classic 2014
2014.5.8

visited and some staff memorised then a third option at this point, ‘Filtered staff’, would be
available for selection as shown below.

Y ear 2005 A Select required categories
Teacher

® II.:;I.;E;?LL staff .ﬁ.u:lr_ninistratinn
Reliever
Caretaker

O Include just currently Cleaner

filtered staff members Groundsperson

Sparks Assistant
Teacher fide

'®) Print: labels For jusk

st ko' staff Special Meeds

Clerical | Ancillary
Property
Exclude non-current skaff Ikinerant Music w

[ Presview list ] ar [Expu:urt ko csy file

lllustration 31 : Three options to select from

Next, click the 'Proceed to print' button and the list will be generated, and will appear on
the preview screen as shown below.

| 14 AL a |- Frint all | Print page
College Manual demo

Surname Preferred TRN C ategory Expiry date
Al Al 123-456-789 Ficed 121052003
A Scotty 222-333-444 Provisional 11/04/2004
B Rory f54-345-432 Fied 12/08/2006
Cl Larraine 432-456-765 Prowigional 121202004
8] port Dennis 135-543-456 Ficed 111172010
i =)

lllustration 32 : Our new list - previewed

The example above includes a small portion of the designed list. You can design your own
lists, including the various fields made available via the field-selector tool.

To print your own tables, you must design your own document, with the exception of
‘Professional development’ — ‘Courses attended’ and ‘Course durations’ — both of which
generate a list of all courses and times. When saving the file, the file name must start with
‘PD list’ .... so that the columns are correctly displayed when opened in Excel.

8.2 Designing and printing documents

Click on ‘Word Processing’ and the Documents screen is displayed, with two tabs at the
top. The ‘Document design’ tab reveals the document design screen.
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I Docurment Design | Docurment Prinking

[Load an existing document ] IStart a new document ] [Save this document ] [Delete this document ] Document name

wdw] (075 v 8| | u|(seereren] | =] 2| W[ |

lllustration 33 : A blank document

Initially, your document is blank so you can start typing. The school nhame and address
have been entered and the style of the school name changed, using the normal word
processing tools at the top of the window.

I Docurnent Design | Docurment Prinking
Save this document [if | Delete this document | Document name
Select 5 Field = ‘ |Dem|:| Doc

[Load an existing document ] [Start a new document ]

Kairakau College

13 Plirmtmers terrace
Wellington

lllustration 34 : The school name and address have been added

To address the document to a staff member, the word '‘Dear' has been entered and then
'Select a field' clicked. A selection dialogue appears, for incorporating any field of
information relating to a staff member.

I Dacurment Design | Document Prinking

[Load an existing document ] [Start a new document] Field selection

i 75w ﬂ ) ﬂ Sele
= Select the data field which vou wish ta include in your document

Leave || Qualifications | Kews || Tables/Spec | Reliefs | UD Pages B

Kairakau College

Personal || School || Payroll || Responsibilities || Prof. Dew. || Medical

13 Plimrers terrace Family name P
Wellington First names

Preferred name
Dear Title

Preferred name Family name

Title preferred name Family name

Title First names Family name

Title Letter of name Family name
Designation

Diate of Birth o

Cancel

lllustration 35 : Selecting a field to insert
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'Preferred name' is selected and the following code appears in the document.

Kairakau College

13 Plimmers Terrace
Kairakau

Dear {st.spec(2)}]

lllustration 36 : The inserted field

A line relating to the member's teacher registration number is added - select its code from
the 'School’ tab in the 'Field selection tool'.

Next, to add a table display of the member's duties - add a suitable line of text, then select
'Duties' from the 'Tables/Spec' tab. The code 'st.table(12) is added to the document.

Kairakau College

Select the data Field which you wish to include in vour document

13 Plimmers terrace Leave | Qualifications || Kevs | TablesiSpec ||Reliefs || UD Pages
wellington Personal | School | Pavroll || Responsibilities | Prof, Dev, || Medical
Dear {st.spec(Z)} Tables Specials
o . &nnual leave A Page break
The following is your Teacher Registr Sick Leave Current date
Discretionary Leave Relief date
And here are your duties for 2008 gﬁ;’if:"'mppra'sal

Qualifications
st table(12)} Other skills

Teaching subjects
| anananes

Cancel

lllustration 38 : Inserting fields

Give the Demonstration document a name, and click on the (now red) 'Save this
document' button.

is document

Save th

lllustration 39 : Saving the document design

Reload this document at any time by clicking on 'Load an existing document'. Our '‘Demo
doc' has been added to the list.
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Dacurent Design | Dacument Printing -
Previously designed documents mert | | Save
Absentes notification Select a Field
Demo
Demo Doc

Duties repart
Individual dekails
Relief notification

on Mumber

Cancel

lllustration 40 : The new document is now listed

Now to print the document, switch to the second tab, ‘Document printing'. The following
screen appears.

Word Processing - document printing

Step 1 Select the document Step 2 Select the staff for vwhom you wish to print Step 3 Select individual staff
Absentee notification Aires, Roger A
Crernio ® Include ALL staff inration A ,n.ncl.gjrsc.ngJ Rebecca
Dema Dot members
Duties report Reliever Bat;:-nanJ AT
Individual details giaretaker (B:;am;ih[ﬂfr
Relief notification eaner
Groundsperson gﬁmeﬁn{ Ras
SRS Assistant Colrur:esp:fdl;nce nfa
i q Teacher Aid i
(o Print labels for just SE:Ei o N Crayford, Elizabeth
[Pt el el Clerical § Ancillary Crompton, Arne
Property Curnrning, Annetke
. . D& Lew, dovyee
v - Ik Iy !
[¥] Exclude non-current skaff ingrank Music e Dian, Claire
Easther, B
Edwards, Sue b
Step 4 Year Z008 v Step 5 Finally .. Prirt the documents Select all

lllustration 41 : The document printing screen

See above the first three steps of the printing process are completed.

1 selected the document

2 elected to print it for 'teachers’

3 selected three particular teachers for whom to generate the document.

Now follow step 4 and click 'Print the documents'.

A further print dialogue appears, click 'OK'.
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Page Setup El E|

Paper

Size:

Source:; Auto LJ

Orientation 1 k arging [millimeters] -

¥ Puortrait Left: 254 Right:  |25.4
" Landscape Top: 254 Boattam:  [25.4

k. | Cancel | Printer... ‘

lllustration 42: The print dialogue window

Three documents are generated and the small right-arrow button is clicked to move to the
second page (because the first teacher didn't have any duties!)

ual s M Q- [ printal ]_[ Print Page |

Kairakau College

13 Plimmers terrace
Wellington

Dear Roger
The following is your Teacher Registration Number : 123456
And here are your duties for 2003

Duties

Front gate Eike sheds Behind gqym | Boundary CQluadrangle | General
hon Lunch 2 v
hMaon After school |+ v
Tue Interval + +
Tue Lunch 1 v
Tue After school v
Wed Before +
“Wed Lunch 1 v
‘Wed After school v

lllustration 43 : Our document is previewed

You can design quite complex documents and use them for your school's own purposes.
Two 'pre-designed' documents are supplied, 'Absentee notification' and 'reliever
notification'. See more on Daily Reliefs.
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The small button at the bottom of the 'Edit members' screen 'Print a document' causes a
list to appear of your documents, where you can select one and print it for the currently
displayed staff member directly from the editing screen. See below.

| [Ee——— | —— 1

You may print a document directly For the current skaff member

Select the required dacument Fram Ehe list below

M.B. Financial dacuments may MOT be printed via this process

| =

Absentee notification
Demo

Demo Do

Duties repork
Individual details
Relief natification

Demo Doc | [ Frint ] [ Cancel ]

lllustration 44 : Printing a document directly

Finally there are (currently) three extra specials which you can incorporate into your
documents. They are the 'Spec' part of the 'Tables/Spec’ tab. The three are 'Page break’,
'Current date' and 'Relief date', as shown below.

Field selection

Select the data field which vou wish to include in wour document
Leave | Qualifications | Kews || TablesSpec || Reliefs || UD Pages

Personal | School || Payrall | Responsibilities || Praf, Deyv, || Medical

Tables Specials
Teaching hiskory e Pane break,
Cammitkees 3 Current date
Responsibilities Relief date

Extra-curricular ackivities =
Professional Deveopment

Medical problems

Timetable

annual leave
Sirk | eave

Cancel

lllustration 45 : Three special insertions

They can be used to control the paging of a document, to have the current date inserted,
and have the date of reliefs inserted.

It is also possible to cut and paste a picture, such as your school logo into a document.
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9 Utilities

9.1.1 Overview of utilities

Utilitiez

Utilities offers several support management processes:

1 Duty roster management

This is a tool to enable you to quickly and efficiently design a duty roster.

2 Import/Export

This process is designed to enable you to take a copy of your staff database home to
allow you to do day reliefs away from the schoolwork.

3 Archive Management

From time to time you should remove staff members who have left from the database.
This utility allows you to transfer them to an ‘Archive’ database. They can, if
necessary, be returned to the main database.

4 OSH

An OSH module has been added which allows schools to manage their OSH
requirements:

The identification of hazards

The steps put in place to manage hazards

An incident / investigation reporting module

The main Utilities screen has a series of buttons down the left side, to access the various
utilities.

9.1.2 Duty Roster

This tool is for designing your duty roster. The duty time slots and areas are configured via
the 'Configuration’ button.

The main duty allocation screen appears below, with a list of staff members down the left
hand side, and the duty roster on the right. The staff list includes the staff members’
names, codes, and amount of time already allocated in the roster.
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Duty roster The duty raster : to adjust entries, select the staff member required
Staff : click column headings to sort and then click in the relevant roster cells to add or remave entries
ember Code | Time |~ Bound. -~
Aitker, Alan AL 505 Dty Mirz | Front gate Bike sheds | Behind gom [ecrg;:w Quadrangle | General
Ashton, Scott Al 0:00 T ¥
Daurnihd b, Bs (000 Mon Before school | 15 AL, CL BT M&, DY
EEBE, bbbh BBEE 000
Butler. Rary BT 4:30
Clarke, Loraing CL 50 Hon Interal 20 DG Al BT
Davenport, Dennis DY 0:00
Diggins. Shfalon DG 1:30 Man Lunch 1 25 DG AL
Downes, Michelle DN 1:55
DYER. Jenny DY 015
Eggleston. &nnie De EG .00 Mon Lunch 2 25 BT BT.AL
FRASER. Oliver  FO 0:00
Jago, Jenny Ja 000 Man After school 25 DN AL
Jaines, Jim Cl 0:00
Jane, Jane JE 0:00
jimmy. jimmy Ji 0:00 Tue Before schaool 15 DM AL
Kean, Chiis BK. 0:00
Keon. Mike Mg (000 Tue Irterval 20 BT.CL AL
I ataira, Matt Ma 1:30
McGil, Penny MG 0:00
Martan, Maartie MO opoo — | Tuelunchi 25 BT.AL DN
tunro, Jenny J 0:00
MUSAL Musae  SUULL 00 TueLunch 2 T DN, DG
Muggers, Jim MU 0:00
O'Dea, Violet 04 0:00
Patterson, John PT 0:00 Tue After school 26 BT DN
Patterson, Lindsay  Pa 0:00
Pawson Brion  [EP. 1000 wedBsfore schodl | 15 CL
Peters, Peter FE 0:00
< >
Dty slats and times may be adjusted via ed Interval 20 cL D& it

Configuration. Staff memberz may be ‘

excluded via their Duties screen Unda Save ‘

lllustration 2 : The duty roster manager

To add a duty or two to a staff member, select them from the list on the left, and click in
the relevant cells on the roster grid. The currently processed member's entries will be
highlighted in blue, shown below.

Mar nterval 20 D& AL BT FO
ton Lunch 1 25 DG AL FO

bon Lunch 2 25 BT FO FO BT. &L

ton After school 25 DN FO sl

lllustration 4 : Multiple staff in one slot

You can drag and drop over a number of cells and the staff member will be added to each
cell (if not already there) and removed from each cell (if already there). At the bottom of
the table is 'Undo’ which undoes the previous 30 allocations you have made. When you
have finished, click 'Save' to record changes against each staff member in the database.
One of the pre-designed tables which can be printed is the 'Duty Roster'.

9.1.3 Import and Export of relief data

This utility for transferring to your home computer those files necessary to prepare Daily
Reliefs away from school. The first screen has some useful information.
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Import and export of relief data

FPlease read :
Itis possible to prepare daily reliefs at home (or on a laptop) and to have the file of newly arranged
reliefs taken back to school to be added in to the school's database. To do this you should:

1. Install Staff tdanager at home ar on to your laptop

2. Transfer a FULL copy of the staff database to the remote computer

3. (Secondaries only) Transfer the necessary timetahle files to the remote computer

4. Prepare reliefs on the remote machine and hawve the exportfile created

5. Copy the exportfile into the school's YCM directory. [twill be identified and processed the nexttime

wou enter the Daily Reliefs area at school.

“ou must NEVER copy the home wersion of the main staff database from vour remote computer on to
sour school's fileserser as youwould then lose all of the ather information held in the staff database.

Proceszes to help pou with steps 2 and 3 are provided after you have read thiz

Qk., I've finizhed reading

lllustration 5 : Notes concerning the import / export process

Note: See the area in red. It warns that you must never bring a copy of your staff
database back from home to your school's file server. If you do , all other information
entered at school will be lost. Once you've read the notes, click on the button at the
bottom and the message will slide up out of the way. There will be another button to slide
it down again for reference in the above position each time you visit this utility.

You will arrive at the export / import screen below.

Import and export of relief data
At school

Copy the staff
databaze to a
networked laptop

ar
Copy the staff

databaze to a
floppy dizk

Copy the timetable
files to a
networked laptop

ar

Copy the timetahble
filez to a floppy
digk

On the remote

Import the: staff
databasze from a
floppy dizk

|mport the
timetable files from
a floppy dizk

lllustration 6 : The import / export possibilities

The four ‘At school’ buttons relate to the EXPORT via either networked laptop or Floppy
disk, of both the staff database and the necessary timetable files. The last two relate to
the import of the same where they were exported to a pendrive or floppy disk.
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If you have a networkable laptop then the first and third buttons will be all that you
require. You can repeat the export as often as necessary to ensure that you have a current
database at home.

When Daily Reliefs are organised at home you must get the information created back to
your school database. See Daily Relief area for this.

Copy the staff database to a networked laptop

I1ze thiz process to make a copy of vour zchoal's staff databaze from the fileserer
[where you are presumably running this packaage] bo a networked laptop, You may
repeat thiz process at any hime to have the latest version of the databaze on the laptop.

ou muzt have previously ingtalled Staff Manager on to the laptop

Step 1 |dentify the \Ch directary on the laptop Step 2

|[:§e: ﬂ

et

(23 cmbmps
[ 5etup
[:} system
[ wizards

D:%Progran
FilegMicrazaft Visual [
StudicWWBSS

lllustration 7 : Copying to a networked laptop

The first step transfers a copy of the staff database (staff.mdb) to your networked laptop.
You should have first installed Staff Manager (and the System Files) onto that machine.
Identify the \CM directory on the laptop and click '‘Proceed to copy' In the illustration
above the 'Proceed to copy' button is not yet enabled because the program has been
unable to verify the existence of Staff Manager on the remote machine. Once you have
found it and clicked 'That's it’, the button will enable so you can copy the file across.

Copy the staff database to a floppy disk

lUze thiz procesz to make a copy of your zchool's staff database from the filezerver [where you are
presurmably running thiz package) ta a floppy disk ready for transfer to a remote computer. ou
may repeat this process at any ime to have the latest version of the datsbaze on the laptop.

You must have previously installed Staff Manager on to the laptop

Step 1  Identify the floppy drive
| &9 d [IDEOp2] |

Pleaze ensure that a suitably
formatted blank dizk is in the drive

e Proceed to copy |

lllustration 8 : Copying the database to a pendrive
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The second process zips up a copy of the staff database and copies it to a pendrive or
floppy disk, ready for transport to the remote computer. Obviously, in the example above,
a disk needs to be inserted in drive A: (or pendrive inserted) and to have that drive
selected.

Copy the timetable files to a networked laptop

Schools not uzing Soft0ption'z Timetable azziztant will NOT need to uze this facility, az
their timetables are held within the staff databaze. Secondanes should use thiz to copy the
file ta a ST T path on the laptop. [See 'Help' for further detailz about Timetable directaries.

Y'ou muzt have previouzly created a \TT directon on the laptop

Step 1 Identify the \TT directory on the laptop - Step 2 Select the timetable

to be copied

& e -
|Se = |TEﬂEHEHS.5?1
b ottt

[ JHOLD1

Step 3

D:\Program
Filezhhicrosoft Yisual LT e
ShudiohWE 93

lllustration 9 : Copying the timetable files to a laptop

‘Copy the timetabled files to a networked laptop’ copies two timetable files (eg.
teacher.591 and Stats.591) from the timetable data directory to the relevant equivalent on
the laptop. You may have to create a suitable \TTSM directory on the laptop, using
Windows Explorer.

Step 1 |dentify the floppy drive Step 3

Froceed to copy
| &3 d: [IDE p2] -]

Pleaze ensure that a zuitably
formatted blank digk iz in the drive

Step 2 Select the timetable
to be copied

TEACHERS.571

teachers. bal

lllustration 10 : Copying the timetable files to a pendrive

You can export the two files (zipped up) and copied to a pen drive.
If you transferred the relevant files via a networked laptop then importing is not necessary
as the files will already be in place.
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Thiz process allowws vou to unpack a comprezsed copy of the staff database from a

floppy drive into the curment directon.

N.B. You MUST NOT perform this process while running Staff manager

on your school's fileserver. This process is only intended foruse on a
remote (standalone) computer.

Step 1 |dentify the floppy drive Step 2

Proceed to copy
| & d: [IDE0 p2] ]

Pleaze enzure that the floppy digk,
holding the required backup
[etetaff.001] iz in the drive

lllustration 11 : Importing the staff database

To import the staff database, identify the pen disk holding the compressed file and click
'Proceed to copy’'. The file will be unpacked into your remote \CM directory.

Thiz process allows vou to unpack a compressed copy of the staff databaze from a
floppy drive into the current direchany.

Step 1 Identity the A\TT directory far the Step 2  |dentify the floppy drive
tirnetable files l—_|
| &3 d: IDEN p2] |

Fleaze enzure that the floppy disk
A0 halding the required backup
[atttz. 0077 iz in the drive

Step 3
Froceed to copy

DATTE That'z it

lllustration 12 : Importing the timetable files

The two timetable files are unpacked and copied to your remote computer’s timetable data
directory in a similar manner.

9.1.4 Archive Management

Periodically transfer staff members who are no longer teaching at your school to the
archive database, as follows.
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Archive Management
Y'ou may transter staff members to ar from the archive file. If wou transfer a Teacher or a Reliewver back

fram the archrve file then there is the possihility that their unique code has already been used for a current
staff member. In this case vou will hawve to allocate them a new code.

Current staff members Archived staff members

Aitken, Alan ~ FRUIM. Rolf
Ashton, Scott HOBSOM, James
B aumfield, John

Butler, Rory

Clarke, Lomaine Transfer to
D avenport, Deriniz archive
Digaing, Sharon b
Downes, Michells

DYER. Jenny

Eggleston, Annie Della

FRASER, Oliver Tranzfer ta
Jaaga, Jenny curent
Jaines, Jim St
Jane, Jane

Jimrmy, jirnry

Kean, Chriz

Kean, Mike P

bdoioioe bion

lllustration 14 : The archive management screen

Members of the current database are listed in the left columns, and those in the archive in
the right column. Select one or more staff members from either list and to transfer them,
using the appropriate button, to the other database.

Note: If you are using ClassRoom Manager or Student Manager you should delay the
removal of staff members from the current database until AFTER you have transferred
leavers to the relevant leavers’ database in that module, because transferring leavers
includes making a copy of the current staff database for use in conjunction with the
leavers.

9.1.5 OSH Management

You can generate the following:

e Alist of your Health and Safety representative(s).

e A list of identified hazards and their management policies and processes.

e Alist of recorded incidents involving staff members (any employees) and/or
students from your school, or visitors to your school. Each incident must be
accompanied by an investigation record. Both incident reports and investigation
reports and recorded and printed via this function.

e A search of incidents and investigations for a particular word or phrase, and print
selected incident reports or investigation reports.

The incident and investigation processes are also included in Student Manager where they
may be accessed via each student’s ‘Medical’ screen. Only those incidents relating to the
selected student will be displayed in Student Manager.

The module is accessed via the OSH button under ‘Utilities’.
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Click OSH for the OSH screen. This consists of five tabs. Initially the third tab, which
displays a list of previously entered incident/investigations is displayed, as shown below.

At the top of the screen is a small OSH logo which, when clicked, will lead you directly to
the OSH website, provided you are connected to the web.

Representatives

If a centre either has more than 30 employees, or if an employee requests, the centre
must appoint a Health and Safety representative. Each centre may have up to five Health
and Safety representatives. For further details visit the OSH website at
http://www.osh.dol.govt.nz The representatives screen is shown below.

QOccupational Safety and Health |O H Website
I

It & centre either has mare than thirty emplovees or if an employes s0 requests then the centre must
appoint an DSH representative, Each centre may have up to five 0SH reprezentatives. For further
details vigit the DSH website at http: /A, ozh, dol.govt.nz [Click on the 05H logo above]

Hazard management | Incidentreports | Printing options | O5H Contacts

Attended two-day courge ?

Representative 1 Mame |Brian Pawzon ¥

Contact details |F'h 06 234 5678 Cell D21 456 6543

Representative 2 Mame |F|c|r_l,l Eutler I

Contact details ‘Ph 06 357 7777 Cel 0205 4321234

Reprezentative 3 Mame | I

Contact details ‘

Represzentative 4 Mame | r

Contact details |

Reprezentative b Marne | r

Contact details |

lllustration 17 : The representative(s)

A number of training providers run two-days courses for your Health and Safety
representatives and it can be indicated via the above screen whether or not each has yet
attended one of the registered courses.

Hazards

It is the responsibility of each school to identify any and all hazards which represent a
threat to its employees or members of the public who are lawfully on the premises
(therefore includes staff, students and visitors), and to put into effect policies aimed at
eliminating, isolating and/or minimising each. Details relating to identified hazards may be
entered via the Hazard management tab.

Incidents and Investigations

The ‘Incident reports’ tab shows a list of previously recorded incidents. Details of both the
incident and its investigation are held in the same record in the database, and details from
these reports are shown on the list.

Utilities Chapter 7 - 33
MUSAC © 2014 Staff Manager



MUSAC Classic 2014
2014.5.8

At the bottom of the screen you can add a new incident. The other buttons relate to the
ability to search the list of incidents for those involving a particular word or phrase. Enter
the required word or phrase into the text entry area and click ‘Search’. Any incidents
involving the entered text will be displayed (and the others will be hidden). You can use
the right hand button to display all of the recorded incidents.

[<

Add a new incident Searc_hlfor |nmdent§ Search Digplay all
containing the test :

lllustration 19 : Buttons at the bottom of the list screen

To enter an incident report, click on ‘Add a new incident’ and the following screen will
appear.

Occupational Safety and Health |(:) H Website

Representatives | Hazard management | Incident reparts | Printing options | OSH Cortacts |

Form of register or notification of circumstances of accident or serious harm

Required for section 28(1], (1&], [18]. and [3)(b] of the Health and 5 afety in Employment Act 1932

Far nan-injury accident, complete questions 1, 2,3, 9, 10,17, 14 and 15 as applicable

1 Particulars of Employer. self-employed person or principal:
[rasinass Aame, posial aotthars gl falndone et This information iz obtained from cm/sm configuration

Businezz name : MUELC

Postal address : B To move to
ancther ling in the
multiline entries (e.g.
Address), press

Telephate Murber : Cntr-Enter

2 The person reporting is : | ﬂ

3 Location of place of work

fuin, s e, Sy St sfeer
A AT A Al e o obadad
it o o et/

lllustration 20 : Viewing / entering an incident report

Enter the relevant information into the boxes on the green screen. As you enter boxes
lower on the screen, the screen will automatically scroll up to reveal to next set of
information entry areas. You can, alternatively, move up and down the form using the
scroll bar at the right hand side of the screen.

The full incident report form is shown below.
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Form of register or notification of circumstances of accident or serious harm

Required for section 25(1], [14], [1B), and [3)(b] of the Health and Safety in Employment Act 1992
For norvinjury accident, complete questions 1,2, 3.9, 10,11, 14 and 15 as applicable
1 Particulars of Employer. self-employed person or principal:
(Demners e posid aoiiers aad i iy

Business name :

Fostal address : ‘

Telephone Mumber :

2 The person reporting is : | j

3 Location of place of work

foan et o o, A bt sty
s o anass, Aaifi ity s obrad
o iy SR et/

4 Personal data of injured person
Mame

Residential address

Date of Bith Gender -

5 Occupation or job title of injured person
famndpeas ar saltannted nasane oy

6 The injured person is hd
7 Period of employment of injured person

fampiees and -
8§ Treatment of injury -

9 Time and date of accident / serious harm
Time Date
Hours warked since arrival at work l—
famatyeer aad sal ez pencons ol
Shift -

10 Mechanism of accident { serious harm “what is 'Serious harm'?

[ - OSH provide a document
which answers this question. f
11 Agency of accident / serious harm wou hawe Acrobat Reader
installed then you can wiew it
‘ [=] here.
12 Body part ‘ j ‘iew document
13 Nature of injury f disease  /scirall
[~ facture of sping [ bruising or crushing [~ disease, musculoskeletoal systern
[~ other fracture [ forgign body B ciz=es
I displocation I buns I disease. digestive system
[ sprain or strain [ nerves or spinal cord [~ disease, infectious or parasitic
[ head injury [ puncture wound [~ disease, respiratory system
[~ intemal injury or trunk. [™ poisoning or toxic effects [~ disease, ciculatory system
[” amputation, includngeye [ multiple injuries [~ tumour [malignant or benign]
[” open wound [~ damage to artificial aid B it i
[~ superficial injury I disease, nervous system

14 Where and how did the accident f serious harm happen?

15 K notification is from an employer :
Haz an investigation been carried out? " Yes " No

‘was a significant hazard involved?  Yes " Hao

lllustration 21 : The full incident entry screen

Half-way down the document, alongside the area relating to the nature of the harm is a
red shaded area whichasks ‘What is serious harm?’. OSH provides a small booklet on this
topic and a copy of this may be viewed, providing that you have Acrobat Reader installed,
by clicking on the red button at the bottom of the message.

It is important to emphasise the need to investigate all incidents to determine if there is a
significant hazard to be managed, irrespective of the outcome. Some no harm incidents
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identify significant hazards. It assists the school in self managing its own health and
safety. (Rob Scriven, Service manager, Wellington/Kapiti region, OSH)

At the bottom of the incident report screen are several buttons, shown below.

Save changes Delete this incident Print reparts | Fwvestigation report Iniident hat

lllustration 22 : The bottom-of-screen buttons
‘Save changes’ will become red whenever you change an entry on the form. Once you
have finished your changes, click this to have them saved back to both the database and

the display grid. This will also return you to the list of incidents.

The second button allows you to delete an incident which you either entered in error, or no
longer require.

‘Investigation report’ allows you to print the displayed entry. Both the incident report and
its associated accident investigation report will be printed.

‘Incident list’ returns you to the list of incidents.
The ‘Investigation report’ button shaded yellow, to draw it to your attention, takes you to

the accident investigation report screen (lemon), a portion of which is shown below. This
is completed in the same way as the green incident report form.

Occupational Safety and Health O%H Website

Representatives | Hazard management | Incident reports | Printing options | O5H Contacts |
= = DEFPARTMENT OF
A Malkine a di . . . . . % LIAIBIOIUIRI
*“g“dﬁ”‘- Accident investigation -© T8 LAEONY
Lol s GECUPATIONAL SAFETY
Marne of arganisation : MUELC MB To mowve to another ling in the

rultiling entries (e.g. Address),
press Cntrl-Enter

PARTICULARS OF ACCIDENT
Date of accident  |10/01/2005 Time  |8.05 am Date reported  |10/01/2005

Eranch/Department : |Ehess club

Lacation ‘In the boy's' locker room
THE INJURED PERSON
MName |Freddy Mercuny Address
14 John Street
Age 16 Phone number 123 4567 e Woodfield Grove
Length of employment - at plant |4 -on job |2 Levin
Type of injury Bruising - or Other [specify] |

Injured part of body | Big toe right foot Remarks |F'ainfu||
DAMAGED PROPERTY

Property / Material damaged

Actually there was guite a lot. ‘When Jimmy kicked Freddy he slipped and created a whirlpool in the adjacent sink which caused
all manner of strange events to ocour.

lllustration 23 : Viewing / entering an investigation report

The full accident investigation screen follows.
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. . e L'A'BlOUR
Accident investigation ® E e ARI MART

B HEALTH SERMVICE

Mame of crganisation : MUELC MNE To mowve to another ling in the
rultiling entries (e.g. Address),
| press Cntrl-Enter

PARTICULARS OF ACCIDENT
Date of accident  |17/01/2005 Time [rate reported

Location |

THE INJURED PERSON

Mame | Address

Age 1] Phore number

Length of employment - at plant | -onjob |

Type of injury - or Other [specify) |
Injured part of body Remarks |

DAMAGED PROPERTY

Property / Material damaged

Branch/Department :

Mature of damage

Object. substance inflicting damage

THE ACCIDENT

Description Describe what happened. Keep associated diagram [essential for vehicular accident] on file.

Analysis  What were the cauzes of the accident?

How bad could it have been? - “what is the chance of it happening again? -

Prevention
What action[z] have or will be taken to prevent a reccurence? Done? | By whom? When? -
v
TREATMENT AND INVESTIGATION OF ACCIDENT
Type of treatment given Mame of First Aid provider Doctor / Hozpital
Accident investigated by Date 05H advised? Date

| | " Yes ¢ Mo

lllustration 24 : The full investigation report

Click ‘Print reports’ at the bottom of the incident report screen for the printing screen, with
your two reports displayed ready for final checking and, if desired, printing. Click the small
‘printer’ button at the top of the print area. Next to this are others where you can enlarge
or reduce the display. A section of this screen follows.
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Representatives |  Hazard management | Incident reports | Printing options | O5H Contacts |
142 Q |- S
Frint hazard
list

n of

cumstances of accident or serious harm

Form of register or notifica

p”‘?c?deéiﬁe‘j Required forsection 25017, (14), (1B), and (3)(b) ofthe Heath and Safety in Employment Act 1882

For non-injury accident, complete questions 1, 2.3, 9.10. 11. 14 and 15 as applicable

Print selected 1

investiaati . Particulars of employer, self employed parson or principsl 9 Times=nd date of sccident /serious harm
INYESNTAN0NS
® (Busitess name, postsl address and delephore ruw ber) Time [5.05 am

) Business name | MUELC Date [10/01/2005 | Shit Afternoon
Frint both

Fostal address

£l

Hours warked sinee arival atwark
Taupe (em ployees or selten ployed gersons orly)

10 Mechanism of accident / serious harm

Telephone num ber | ‘

11 Agency of accident /sericus harm

2 The person reporting is | An employee ‘

|mobi|e plant artransport |
2 Location of place of work

In the boondocks

12 Bady part | multiple locations |

13 MNature of injury fdisesse (specify ai) Fatal

(shog, shed, it ros., foar, buidicg, sirest mos, ard tames,
e alitydee hurh, or details of vekicle, ship or 3irmraf )

4  Personal data of injured person

lllustration 25 : A printed incident report

The equivalent screen for the printing of an investigation report is shown below.

Representatives | Hazard management | Incident reports | Printing options | OSH Contacts |
212 Q |- S
Print hazard he |
list
DEPARTHENT OF
M iking s difference| H H H ILI4IBIOUIR]
Pint selected i = SEE LT Accident Investigation A
incidents arcumano:
Hame of organiation : MUELC BranchfDepartment: Chess club
Print selected
investigations
PARTICULARS OF ACCIDENT
D ate of aceident Time Lacation Date raparted
10/04/2008 205 am Inthe boy's' locker room 10012005
THE INJURED PERSON
Hame :Freddy Mercury Address © 14 John Street
Age 16 | Phaone number : 123 4567 37 Woodfield Grove
Levin
D ate of accident : 10001/2005 arianganui
Length of employment - at plant: 4 Length of employment- on job : 2
Type of injury Injured part : Big toe righttoct

Remarks : Painfull

DAMAGED PROPERTY

Froperty / material damaged : fctually there was quite a | Nature of damage : Quite a bit of waterlogging was experienced
lot. W hen Jimmy kicked Freddy he slipped and created in the wicinity of the sink

2 whirlpealin the adjacentsink which caused allmanner
afstrange events to oscur.

Obje ctsubstanee inflicting damage : Styrangely, nothing but
Jimmy's foot and some water,

lllustration 26 : A printed investigation report

At the bottom of the accident investigation report are areas for you to have the form
signed by the relevant person. These are shown below.

& Theinjured personis | | Signature :

—— L f—

7 Period of employment of injured person l
fem playees orly)
HNarme and

X position

/ (capitalz)

yd -
.
lllustration 27 : The bottom of the incident report

8 Treastment of injury
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Printing options
The penultimate tab takes you to the screen below, where you may print

e alist of hazards
e selected incidents
e selected investigations

The screen below shows a list of the two hazards entered.

epiesentatives azard managermen ncident reports Tinting options ohtacts
R tat Hazard t Incident t Prirti 1 O5H Contact

LIS 14 L Q |- S

Prirt hazard o)
lizt
- LramiaraT r
- TP Taki Walr©

Jﬁuug adieenet Hazard identification Frinted ia MUSAC's
Print selected e e ]
incidents

Staff Menager softwere
Print selected
Investigations

Site : MUELC  Date of printing : 17/01/2005 Page : 1

Complgion  Complate
Banda machine e es “as Mo R ation the spirits to one The principal 20121200 Mo
bottle per day
Gestetner e Mo “res e Muststand at least a metre The principal 00172006 s

away fram the machine
while running

lllustration 28 : A printed list of hazards

If you select to print either incidents or investigations (or both), you will be given the list

to select those you wish to print. An example of the selection of two incidents is shown
below.

QOccupational Safety and Health |O H Website

Representatives | Hazard management | Incident reports | Printing optionz | 05H Contacts |
Select those incidents which you wish to print Click in column headings to sort ascending / des
[rate Time Location [rate reported | Mame of injured

1040142005 | 8.05 am I the bo Freddy Mercumy

10/01/2005  10.45am 012 Science lab 1040142008 Alice Blowers
11401/2005 | 3.05 pm Onthe h field 12/01/2005 |Jilian Bumshead

15/00142005  11.45am 014 Science lab 100142005 Jamie Muaggins
17401 /2005

lllustration 29 : Ready to print selected incidents

At the bottom of the screen are the familiar buttons with the addition of ‘Proceed to

printing’ which prints the selected incidents or investigations.
A3 |

Proceed to prnting Es:{;i:i:% Lrlj]celctlee;t:s Search Dizplay all

lllustration 30 : The bottom-of-screen buttons

These will be displayed back on the printing screen, where they may be examined (using
the magnifying glass!) prior to printing. There are now more than one page available;
move backwards and forwards through the printed pages using the arrow buttons pointed
at below.
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Representatives | Hazard management | Incident reports | Frinting options | 05H Contacts
Walo1d eim @ |+ S
Prirt hazard

lizt

m of

Required forsecton 25013, (14

3 i oTte Heafh andSatety v EmploymetAct 1992
Farnon-hijnry ac: ke

Frint selected !
LoompkE questons 1,2,3,9,10, 11, 14 and 15 as appleabk

ihcidents
1. Parficulars ofemplo:,'ar. |9I|'emplo:,'adpar|on orpnnclpal: 5 Time and date otaccldent fsarious harm
. ibuzine sz name, postel sddess andrekphone num bel ,——|
Print selected Tme |303 am
investigations Brshess name | MUELS Date (10812005 | Sim [ Atenoos |
Portaladdies: Hovis wolked shce anhal atwork El
Tatpo (o7 pioy e of sed-empiored perIons aniy

10 Mechanlsm of accldent! ssrous harm

|sol vl oTpEIENR

Tekpiore vamber [ |

lllustration 31 : The multiple display of printed reports

OSH contacts
The final tab takes you to a list of OSH contacts throughout the country.

0O5H contacts

The following are the Occupational S afety and Health contacts in the regions throughout the country.

Check their website at http: A, osh. dol. govt. nz/about fregion-office/hawkesbay. shiml — for the latest information.

05H Head Office A Occupational Safety and Health contacts -
Morthland _ =
Auckland
b anuk.au * 05H Head Dffice
Penrose
‘st Auckland Street Address
'\_Fv"a|katm'Thames 4th Floor, Unisys Houze

aupo/Eastern Bay ¢ BE The Temace
Hawkes Bay/E ast Cc wellington
Whestern Bay of Plent Mew dealand
Taranaki L
M anawatuwhangar Fostal Address
HuttAxf airarapa PO Box 3705
‘wellington/K.apit wellington
Melzon/tarboraugh % Mew Zealand

Phone [04] 915 4444
Pritt selected region Fax [04) 433 0231 “

lllustration 32 : The OSH contact details screen

On the left side of the screen is a list of the various regions. When you click on a particular
region, the contacts for that region will be displayed on the right hand side of the screen,
as shown below.
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Peanrose ~ “wiellington/K.apiti ~
West Auckland
W alkato/Thames Semice Manager - Rob Scriven
Taupo/E aztern Bay ¢
Hawkes Baw/East Cc Street Address
Western Bay of Plent Level 3, Southmark, Houze
Taranaki 203 - 209 %illiz Street
M anawatuwhangar Wwellngton
| Hutt A airarapa Mew Zealand Postal Address

e F.apiti PO Baox 27463

Melzon/Marlborough Welington
Canterburg ezt Coe Mew Zealand
Otagn Phone [04] 385 7771 Fax [04) 382 9159
Southland
w

Coverage fuea

The northern border with Palmerston Marth runs along the Ohau River.

Pl sleddicg gl ais Wellington branch cover Paraparaumnu and Otaki and their boundany with by

lllustration 33 : Details for a selected region

If you have selected a region, by clicking ‘Print selected region’ on the left, you can obtain
a printed version of the relevant contact details — to take to your phone.

This list will be updated from time to time. A hyperlink at the top of the screen takes you
directly to the equivalent page on the OSH web site.
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10 Alarms
10.1 The configuration of alarms

See ‘Configuration’ for alarm settings. If you have switched ‘alarms’ ON then, each time
you enter the program, or on request, the program will check for any dates relating to
events which are due to occur in the next xxx number of days. (xxx is the number
specified on the screen below).

aAlarm setting

The alarm setting allows wou to determine how long before an alarm-sensitive date the alarm will
occur. The ‘alarm' is a signal that a particular action is due by a certain date, (e.g. a visa
expires, an assessment is due ekc.)

Murnber of dayvs 24

Turn the auto-alarm =1on ) OFf

] Include expired alarms in If included then those dates which have
the check passed will also be included in the checking
[ 1nclude birthdays

lllustration 1 : Alarm settings

On this screen you can specify

a The number of days in advance which upcoming dates will be listed.

b Whether the auto-alarm is turned off or on. If it is turned ON then, each time you
enter the package, the database will be checked for upcoming dates within the specified
number of days and, if any are found, the 'Alarm' button will begin flashing.

c Whether or not you wish to include recently passed dates (expired alarms) in the
search.
d Whether or not you wish to have the check include staff members’ birthdays.

10.1.1 The use of alarms

There are several important dates associated with staff members. These include :

e birthdays

e TRN expiry dates

e contract renewal dates

e Vvisa expiry dates
It is possible to have these dates monitored so that either when you enter the package
each time, or at any time on request all relevant dates can be checked for any occurring
within the next xxx days.

The ‘Check alarms’ button at the top of the main screen takes you to the alarm testing
screen.

Day reliefs Chapter9 - 1
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Set alarm for days Order by | Member | [ Re-check alarms
W4 1A A aQ |~ S

A ligh School Alarms within next 28 days

[Staff member [Alarm detail [Datedue | Days |

lllustration 2 : The alarms screen

At the top of this screen is the number of days in advance for which dates are checked.
The large green 'Check’ button causes the check to occur and any resulting dates will be
listed. An example of one such date is shown above.

If alarm testing is switched ON (via Configuration) then, as you enter Staff Manager each
time the dates will be checked. If any dates are found the ‘Check alarms’ button will flash

red, alerting you to enter this area to check for dates.
¥E LIcLE N L LI

lllustration 3 : The flashing alarm

Clicking any other button will cause the flashing to stop.
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11 Day reliefs

11.1 Overview of day reliefs

[ aily R elief
Crganizer

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 Assistant
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 (see Timetable and its
source).

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.

11.2 Single teacher entry mode

The main screen is shown below, for single-teacher entry mode. The appearance of this
screen alters if you are running in 800 x 600 screen resolution. The best screen resolution
for this is 1024 x 768, set via start > Control Panel > Display > Settings.
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L Daily Relief Organiser

Configuration Process
Daily reliefs Reliever Details l Printing Options { Utlities [ Transaction Filss l Close l
Daily reliefs Select date |Wednesday 12 Moverber, 2008 ‘ fvalable staff members oo o
. Click headings to sort,

Select absent teacher Teachet's timetable - enter reliefs For = e

Aitken, Alan #| | single teacher l Multiple teacher l Other l Relief | Absent ree staff | g bimet ables

#shton, Seott : Avalable statt
Butlsr, Rory Period Class |R0Dm |Re\iavsr ‘ Pd? |Reasun |

Clarke, Lorrsing Period 1a

Diavenpart, Dennis Period 1b

Digging, Sharon Period 2a

Diownes, Michelle Period 2k

DYER, Jenmy Petiod 3a

Jaga, Jenny Period 3b

Janes, Jim Period 4a

Kean, Chris Period 4k

Kean hike Period 5a

Mataira, Matt Petiod Sk

MeGil, Penny - ________________________|

Maorton, Maarje Today's reliefs  [Right-click in the first few columns of selected reliefs to delete them) e e e I
tunro, Jenny

Nuggers, Jim Absent statf Pd?  Department Funding %
C'Dea, Violet Baumfield, John

Patterson, John Eggleston, Annie Della

Patter=on, Lindsay FRASER, Cliver

Pavwson, Brian Jane, Jane

Peters, Peter fimmy, Jimimsy

Rawson, Pete

Riley, Richard

Skerman, Andrew
Skerman, Pam =
Smith, Sandra

Stout, David

Thirupp, Martin

Untimetabled activity

Save changes

C]] i} >

lllustration 1 : Single teacher entry mode
Across the top of the screen are the main buttons.

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.

Down the left side of the screen is a list of your staff members from which you select
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.
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J L J L J

e |Friday 07 November, 2003 |

i ’ﬁ =

Sing Mon Tue Wed Thu Fri Sak Sun .
Terion 12 Sver
3 4 5 5 Wp 3 9
m 11 12 13 14 15 16
b 17 18 19 20 21 22 23

24 25 26 27 28 29 O
“etion
Zetiod | =5 Today: 30,11 /2008
“etion

Setion
“etion

lllustration 2 : Using the calendar to select the day

By clicking on the date Sunday 30 November 2008 it appears in the box above and the
calendar slides out of the way.

Next from the list on the left select Mike Kean whose timetable for the day is displayed.
His duties for the day are NOT displayed. This is an option which you can elect to include
via Configuration > Utilities.

Teacher's timetable - enter reliefs for - Kean, Mike

Single teacher Multiple teacher Other absences Relief lockouts ‘ Absent classes/Free staff

Petiod Class Room Reliever Pd? | Reazon
Pericd 1a

Pericd 1k

Period 2a 138 =4
Period 2b ®138l =4
Period 3a 100 SC 3
Period 3k 10k SC 3
Period 4z W1 0HD =2
Period 4k %1 0HG =4
Period Sa WSS =4
Period Sk W15C 22

lllustration 3 : Four periods to cover

Drag the cursor down over the periods which require cover. On releasing the mouse, those
relievers available are displayed in the list on the right. The far right hand list, of available
teachers, was empty as there was no-one available to cover all of these periods.

Notice that the periods have been split in two. That is an another option you have, see
Configuration > Utilities
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Single teacher I Multiple teacher l Other absences l Relief lockom

Period Clazs |R|:u:um |Reliever |F‘d? |Reas
Period 1a

Period 1h

Period 2a 1361 =4
Period 2k * 1361 20
Periodd 3a 0K S0C 3
Period 3k 10K S0C 3
Period 45 Y 1OHOD =4
Period 4k N 10HD =4
Period 5a Y1150 =4
Period Sk Y1150 =4

lllustration 4 : The selected periods

In the bottom right corner of the screen is the available relievers for all of the selected
periods (some names used in testing!)

Wiew preferned subjects I

Ayzilable relievers |
Baumfield, John

Eggleston, Annie Della

FRASER, Qliver

Jane, Jane

jitmeTey, jitTierey

lllustration 5 : Available relievers

Which reliever would be best suited to cover Mike's Science classes? Click on the button
above the list of relievers to 'View preferred subjects' and a horizontal slide out occurs.

d reliefz to delete them)

Baumfield, John Mathz, Science
Eggleston, Annie Della  |Endglish, French,
FRAZER, Oliver Englizh, French, Maori
Jane, Jane
fimimey, jimemy

lllustration 5 : Relievers preferences

Only two of the relievers have preferred subject lists, and neither of these include science.
Selecting Fraser Oliver from the list, he is allocated to the reliefs selected, shown below.
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Teachet's timetable - enter reliefs For - Kean, Mike
Single teacher Multiple teacher Other absences Relief lockouts | Absent classes/Free staff
Period Class Room Reliever Fd? |Reazon
Pericd 14
Petiod 1k
Period 2a w138l =4 FRASER, Oliver Yes
Period 2k X 1381 54 FRASER, Cliver Yes
Period 3a 100k SC 3 FRASER, Cliver Yes
Period Sk 10MI SC 3 FRASER, Cliver Yes
Period 4a Y OHD =4 FRASER, Oliver Yes
Period 4k Y 10HD =4 FRASER, Cliver Yes
Period Sa WSC =4 FRASER, Oliver Yes
Period Sk WIM1SC =4 FRASER, Oliver Yes
I ———————————

Today's reliefs  [Right-click in the first ferw columng of selected relisfs to delete them)

Absent staff Period Class Reliever Pd? | Department Funding Cost Reliever
Kean, Mike Period 2a #1368 _=4 FRAZER, Qliver Yes 16.11 Fio
Kean, Mike Period 2k ®1361 =4 FRASER, Cliver Yes 1611 Fo
Kean, Mike Period 3a 100K SC 3 FRASER, Oliver Yes 1611 Fo
Hean, Mike Period 3k 10MK SC_3 FRASER, Oliver Yes 1611 Fo
Kean, Mike Period 4a Y10HD _S4 FRASER, Oliver YWes 16141 FoO
Kean, Mike Period 4k Y 10HO 54 FRASER, Qliver Yes 1611 Fo
Kean, Mike Period 5a WS 54 FRASER, Cliver Yes 1611 Fo
Kean, Mike Period Sk Y1130 _54 FRASER, Cliver Yes 1611 Fo

lllustration 7 : The allocated reliever

The 'Paid' column is filled with 'Yes' as relievers are hopefully paid. In the lower screen,
notice that several reliefs have been arranged for the day. With the reliever’s hourly rate
(from their personal Payroll details), and each half period consisting of 30 minutes, the
gross payment from each period is displayed. $16.11 for half an hour doesn't sound like a
realistic amount. The reason for Mike's absence is not yet specified. Click the reason
column for the pull-down menu offering several possibilities — specified by Pay Serve.

1 1

Reason

| [~
Blank s
Sick F
Sport

Professional Development

ACC WK 1

ACC W 2

ACC Wk

Anticipated Sick

Bereavement

Class trip

CouRtidury

Cuttural |
| Dependency “

lllustration 8 : Selection of the reason

Select 'Sick' and so the periods are filled in the upper display. If Mike had been sick in the
morning and attending a course in the afternoon then | would have filled in 'Sick’ for the
day, then re-clicked at the start of the afternoon and filled in 'Professional development'.
You have the opportunity to overwrite (or not) existing reasons.

Day reliefs Chapter9 - 7

MUSAC © 2014 Staff Manager



MUSAC Classic 2014
2014.5.8

Single teacher Muhliple teacher Other absences Relief lockouts Al

Period Class Room Reliever Pd? Reason
Period 1a Sick
Period 1k Sick
Petiod 2 X138 =4 FRASER, Oliver Yes  Tick
Period 2k ® 138l 2t FRASER, Oliver Wes  Sick
Period 3a 100K ST 3 FRAZER, Oliver Yes  Sick
Period 3k 10m SC 3 FRASER, Oliver Wes  Sick
Petiod 4= N 10HD =4 FRAZER, Qliver Yes Tick
Period 4k Y 0HD =4 FRASER, Oliver Yes  Sick
Petiod 53 N11SC =4 FRASER, Oliver Yes  Sick
Period Sk WAM1SC =4 FRASER, Oliver Yes  Sick

lllustration 9 : The reason in place.

In the lower half of the screen, where the individual reliefs are listed, identify two further
details relating to the reliefs. The first of these is the ‘Department’, and, clicking in the
department column, see those departments specified by Pay Serve, shown below.

Today's reliefs  [Right-click in the first few columnz of selected reliefs to delete them]

Absert staft Period Class Reliever Pd? | Department Funcling Cost Reliewer
Kean, Mike Period 2a w138 _S4 FRASER, Cliver ez - 1611 FO
Kean, Mike Period 2k w138l _S4 FRASER, Cliver ez D Mone 16.11 Fo
Kean, Mike Period 3a 10MK SC 3 FRASER, Cliver Yes (46029 LWOP 1611 FO
Kean, Wike Period 3 10MK SC % FRASER, Oliver  Yes | 48030 Other 16.11 Fo
Kean, Mike Period 42 Y 10HO S4  FRASER Qliver  Yes g Ef::fl’c'i‘pe;'”e 1611 FO
Kean, Mike Period 4b Y¥AOHD _S4  FRASER, Cliver Yes | 48009 Professional Dev 1611 ie]
KHean, Mike Period 5= WEC 54 FRASER, Cliver Yes (48027 Recowery 16.11 Fir
Kean, Mike Period Sk Y1150 _54  FRASER, Oliver Yes | 48023 School Trips 1611 o]

45024 Sick
43028 “Yacancy
48025 “ear 1 Teacher

lllustration 10 The selection of the Department

Also specify the contents of the ‘Funding‘ column, shown below. Both of these are dealt
with, see the elnputs process for submitting relief / leave details to Pay Serve.

Today's refliefs  [Right-click in the first few columnz of selected reliefs to delete them]

Abzent staff Period Clazs Religver Pd? | Department Funing Cost Religver
Hean, Mike Period 2a HA381 =4 FRASER, Oliver Yes 43024 - 1611 FO
kean, Mike Period 2h ® 1381 _S4 FRASER, Cliver  Yes 48024 [Mane 16.11 FO
Kean, Mike Period 3a 10MK SC _3 FRASER, Cliver Yes 4502411010 16.11 For
Kean, Mike Periad 3h 10MK SC_3  FRASER, Cliver  Yes 4502411900 16.11 FO
Hean, Mike Period 42 WAOHD 54 FRASER, Cliver Yes 43024 16.11 FC
Hean, Mike Period 4b YAOHD 54 FRASER, Oliver Yes 43024 1611 FO
Kean, Mike Period Sa WTSC 54 FRASER, Cliver Yes 45024 16811 FO
Hean, Mike Period Sh WSS 54 FRASER, Oliver Yes 43024 1611 FO

I EEEEEEEEEEEE—————
lllustration 11 : The selection of the ‘Funding’ entry.

While we are dealing with Mike it would be a convenient time to record his sick
leave. At the right of his name at the top of the screen is a small button labelled
‘Leave’. Click this and a leave details screen appears...
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Add a new leave entry

Edit a leave entry for a staff mernber

Marne |Kean, Mike: |
MOE 0 |
Tvpe annoal Csick () Discretionary
Reason | L |
Dats From |D.T",|'1 1j2008 | 5
Date ko ‘D?,I'II,I'ZDDE |
Entet quantity regardless of pay period
Zuankity | 1 w |days | ] w | hours

[ certificats received

[JLeave without pay

’ Proceed l [ Cancel

lllustration 12 : The leave details window

... via which the details of his leave can be recorded. These will subsequently appear
on his personal leave details screen.

To cover for another absent staff member using staff members

Now select Dennis Davenport (Technical department). Notice by default, the previous
reason for absence, Sick, has been repeated for Dennis. Change the reason if necessary.

Awvailable staff members 5
st |Thursday 30 October, 2003 e tLgT:s |

Teacher's timetable - enter eliefz for ~ Davenport. Dennis Click again to reverse sort

Single teacher entry I Multiple teacher entry l Relief lackouts ! Help ! Wiew preferred subjects | | Available staff | Times |

e T | | Egleston, Annie Del 1605

Period Class |Room  Reliever |Pd? | Reason = Awalable relievers |l 5 0gesion. A e
B Egdlestn, Anrie Della Skeman, Pam 120
IEE B i bitken, Alan 0
Period 12 T:::: "J':nrgy =
Period 10 -
Periodza |

|B11ECO =] Sick
|BT1ECD 5| Sick,

D 13ECD ] Sick
~ |D13Eco ] Sick
~ |F12eco cl Sick
|F12EC0 ol Sick

 After schaol |

lllustration 12 : Selection of staff members to cover reliefs

Selected is period 3 and three staff members are available. (Actually, one of them is a
reliever....) and Pam has already done 120 minutes of reliefs.... In the illustration above,
I've selected the full period — both 3a and 3b. However, I've subsequently changed my
mind and reselected just the first half of the period before selecting Alan to do the relief.
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Single teacher entry | Multiple teacher entry i Fielief lockouts iHeIpI Wiew preferred subjects Ayailable stalf | Times |

i Sk L P 120
Period Class |Room | Reliever |Pd? | Reason (] sl SN Lol
o, Annie Della Egglestan, Annie Dell 1605
Before school L

i i Aitken, Alan 30
Period 1a .IJI:::‘J":n:}I
Period 1b =

Periodza .

Period 2b
... so | selected Alan. His total has gone up to 30 minutes.

Interval
Period 3a B 11ECO C1 Aitken, Alan Mo Sick
Period 3b B 11ECO C1 Sick
Lunch 1
Lunch 2
Period 4a D 13ECO [} Sick
Period 4b D 13ECD C1 Sick
Period 5a F12ECD C1 Sick
Period Bb F12ECD C1 Sick
After school

lllustration 12 : Selecting a staff member

Single teacher entry | Multiple teacher entry ] Relief lockouts | Help I View preferred subjects l Avwailable staff [Times |
Period Class |Room | Reliever | Pd? | Fieazon I_i _B@@l_ﬂiﬂ?ﬁ_ | Skeman; ba R 150
o e Egglestan, Annie Della Eggleston, Annie Dell 1605

i i Aitken, Alan 30
Period 1a ‘\Jlmmy,‘Jlmmy -
Period 1b kL
Period 2a
Period 2b
Interyval
Period 3a B 11ECO 1 Aitken, Alan Mo Sick
Period 3b B 11ECD 1 Skerman, Pam Mo Sick
Lunch 1
Lunch 2
Period 4a D 13ECO C1 Eggleston, &nnie Della  Yes  Sick
Period 4b D 13ECD C1 Eggleston, Amnie Della Yes  Sick
Period Ba F12ECD C1 Eggleston, &nnie Della  Yes  Sick
Period 5b F12ECD C1 Eggleston, &nnie Della  Yes  Sick
After school

lllustration 13 : The completed selections

For the second half of the period | did select Pam, and her total has increased accordingly.
I've also covered his other two periods using a reliever - Annie Eggleston.

To check the timetables of the available teachers click the small ‘Time tables' button at the
top right hand corner of the screen and their timetables slide out. Sure, enough, they are
free in period three. Click the purple return bar to slide the timetables back again.

Available staff members

Click in headings to sart | e
= A : i tables
Davenport. Dennis Click again to reverse sort |
| Before school | Period 1 | Period 2 | Inkberval | Period 3 | Lunch 1 Ll

AT14GUI L3
ATIENG 17 C13ENG 17
Frant gate 10BASSTE  C11GED 28 Front gate Behind gum

lllustration 14 : The timetables displayed

You'll note that Dennis was sick, by default. Once you've chosen one reason for absence
this is attached to all subsequent staff members until you decide to change. This makes it
easy if, e.g., several are away at a course.

Now, what have | forgotten? One or two other housekeeping matters....

If you right-click on a reliever's name in the upper relief schedule then you will be able to
remove the relief via the message window which appears.

If a reliever who is to be paid (‘Yes') for a relief is, in fact, to NOT be paid, then clicking in
the upper window in the 'Paid' column provides a pull-down Yes/No menu which you can
use to change its mind, thus :
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rella (B = | Sick

lella ez  Sick
lella ez Sick

lllustration 16 : Changing Paid.

In the top right corner, you can click in the 'Times' heading to have the listed sort in
ascending or descending order of times spent doing reliefs. Your last setting will be
remembered for future occasions. In other words, this enables those who have done the
fewest reliefs to 'rise to the top' of the list.

Available ztaff members Tme
Click in headings to sort

; ; tables
Click again to reverse zort

Available staft | Timne:s

b ataira, Matt ]
b cGill, Penry 30
Riley, Richard 30
Davenpart, Denniz B0
Feters, Peter B0
Skerman, Pam 120
B aurnfield, John 1470

lllustration 17 : Sorting the least used staff members to the top.

Finally, in the bottom right corner of the screen, by now glowing incandescently, is the
'Save changes' button. Once you click this button your arranged reliefs are sent to the
database (and, if you are at home, to a text file which may be returned to school - more
on that later).

Wilkes, k.aaren Day

Daw
Save changes Daw

lllustration 18 : The ‘Save changes’ button is red when there’s something to save

You can, of course, return to this date at any time and alter or arrange further reliefs.
Clicking on the 'Save changes' button will replace, in the database, all reliefs for the
nominated date with the currently displayed bunch.

Right, that's the gist of it. Let's turn now to the second entry method, whereby you may
view more than one absent teacher at a time.

9.3 Multiple teacher entry mode

Click on the second tab at the centre top of the screen - Multiple teacher entry.

The screen changes its format, in an attempt to maximise the area available for the main
relief entry grid. The list of relievers has been moved to down below the main relief grid
which has been widened to use the room made available.
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il Daily Relief Organiser

- . Configuration Process Retumn to Staff
Daily reliets Rieliever details Printing options 7 Utiliies | e Mansger
Daily reliefs Selectdate  |Friday 09 July, 2004 Available staff members
7 = T Click headings to sart.

Select absent teacher Teacher's timetable - enter reliefs for -~ Davenport, Dennis Click again to reverse sort

Aitken, Alan o) Single teacher entry | Other absences | Relief lockouts | View timetables

Ashion, Scolt Period 1a Period 1h | Period 2a | Period 3a Available staff Times

Butler, Rory

Clarke, Lomaine
Davenport, Dennis
Digaing. Sharon
Downes, Michelle
CYER. Jenny
Jaga, Jenny
Jaines, Jim

Kean, Chris
Kean, Mike
Mataira, Matt
McGil, Penny
Morton, Maartie
Munro, Jenng
Muggers, Jim
O'Dea. Violet
Fatterson. John
Patterson, Lindsay
Fawizon, Brian
Peters, Peter
Rawsan, Pete
Riley, Richard
Skerman, Andrew

Skerman, Pam i) A = i)
g:::: [E)i:::ja Today's reliefs Wiew preferred subjects I
Fhirn Mon Absent staff | Period | Class | Rieligvar | Pd? | Departrnent | Funding | Cost | Travel [Kmj| & | | fwailable relievers
Trethewey, Russel Kean, Mike Period 2a ¥ 1381 _54 FRASER, Oliver  Yes 46024 -] 1611
Trethewey, Futh — | Kean, Mike Period 2b #1381 _54 FRASER., Oliver Yes 16.11
Trim, David v Kean, Mike Period 3a 10ME.SC_3 FRASER, Oliver Yes 16.11 3
—, | kean, Mike Period 3b 10ME.SC_3 FRASER, Oliver Yes 16.11 =

Hide staff choice Kean. Mike Period 4a Y 10HO _54  FRASER, Oliver  “es 1B

Kean, Mike Period 4b ¥ 10HO _54  FRASER, Oliver Yes 16.11
_ Kean, Mike Period 5a W115C _54 FRASER. Oliver Yes 16.11 =
Fosn hiika Darind Fh WA1Er €4 ERASER Mhuar Vao 1E11 |

‘4 start =€ G [men

lllustration 19 : The multiple entry of reliefs

The major difference is the data entry grid. In the example below I've clicked on Mike, one
of the absent teachers from the earlier example and I've also selected Peter Peters,
Andrew Skerman and David Stout. For the purpose of the demonstration I've also removed
the duty time slots from the display. Some will notice that the data displayed is not that
which was entered above. This is because some screens were recaptured due to changes
in the screen layout.

You can see all four teachers listed, with reliefs already in place for Mike.

Sinale teacher entry | tultiple teacher entry | Other absences | Relief lockaouts I

Ahzent staff Period 2b | Period 3a | Period 3b | Period 4a | Period 4b | Period 5:
X 1381 _54 10ME. SC _3 10ME. SC _3 Y 10HO _54 Y 10HO _54 Y150
Kean, Mike FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRA&SER
Sick, Sick Sick. Sick, Sick Sick
Peters, Peter 104K PE _GvM 108K PE _GvM 11hM PE _GY'M 11MM PE _G' 1005 PE
Skerman, Andresy 10JS SE _18 10J5 SE _18 U12EG 18 U 12EG _18 10ED EC
Stavt, David 1085 55 _14 Y11EG _14 Y 11EG _14 95T 55 _14 95T 55 _14 9MU 55

Illustration 20 : Multiple entry of reliefs

I now wish to add some reliefs, so I'll select the cells contacting those concerned. I've
selected four cells....
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Single teacher entry ] Multiple teacher entiy ] Other abzences i Relief lockouts l

Ahsent staff Periad 2b | Period 3a | Period 3b | Period 4a | Period 4b | Period 5:
® 13RI _54 106K SC_3 10ME 5C_3 ¥ 10HD _54 Y 10HO _54 WI1SC
Kean, Mike FRASER. O {Pd} FRASER. O {Pd} FRASER, O {Pd} FRASER. O {Pd} FRASER. O {Pd} FRASER
Sick Sick Sick Sick Sick Sick
Peters, Peter 104k PE _GY'h 108k PE _GYM 11kt PE _GY'M 11k PE _GYM 105 PE
Skerman, Andrew 10J5 SE _18 10JS SE _18 U12EG _18 U12EG _18 10ED EC
Stout, David ‘10.&5 55 _14 T1IEG _14 WITEG _14 95T 55 _14 95T 5514 MU 55

lllustration 21 : Four cells selected

... and, in the available relievers window, | can see that | have four relievers available. It's
Annie Egglestone’s turn, so I'll select her...

Single teacher entry I Multiple teacher entry I Other absences I Fielief lackaouts ]

Absent ztaff Period 2b | Period 3a | Perind 3b | Perind 4a | Perind 4b | Perind 5:
#1381 _54 10ME 5C_3 10MK 5C_3 ¥ 10HD _54 Y 10HD _54 WI150C
kean, Mike FRASER, O {Pd} FRASER. O {Pd} FRASER, 0 {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER
Sick Sick Sick Sick. Sick Sick
104K PE _GvM 104K PE _GvM
Peters. Peter

Eqaleston & [Pd) Eaoleston & [Pd) 11MM PE _GYM 11MM PE _GYM 10J5 PE

U12EG _18 U12EG _18 J
Skerman, Andrew TS SE_18 TWSSE_18 Eqalsston, & [Pd] Eqgleston, 4 [Pd] T0ED EC

Stout, David 1045 55 _14 Y1EG _14 Y11EG _14 95T 55 _14 95T 55 _14 AU 55

(__u (1 1 l.
Today's reliefs

Abzent ztatf | Period | Clazs | Religwver | Pd? | Departrient | Funding | Cast | Trawel (Krnj| |
Kean, Mike Period Ba W115C_54  FRASER, Qliver Yes 48024 11010 1611 -
Kean, Mike Period b W115C_54  FRASER, Oliwer Yes 48024 11010 1611

Peters, Peter Period 3a 104K PE _G¥N Eaggleston, Annie De Yes 1228 1
Peters, Peter Period 3b 104K PE _GYk Egglaston. Annie De Yes 1228 |
Skerman, Andrev Period 4a U12EG _18  Eggleston. Annie De Yes 1228 =

Skerman, Andrev Period 4b U12EG _18  Eggleston. Annie De Yes 1228 |
Kean, Mike Period 2a #1381 _54 FRASER. Oliver Yes 1} 16.11 :.

lllustration 22 : Four reliefs have been allocated.

.. and she is now attached to those cells, with (Pd) as she is a reliever.
To enter the reason for the relief, right-click in the nhame of the absent teacher, and a
small window appears, from which | can select the reason for that teacher.
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IEELr, = | ru)

CUYIESIULL, & |ru)

Remove this relief

5 SE |

.oon zelect.
® Pad  Motpaid

... or zelect reazsan

1EI3_|

Sick
Sport
Profeszional Developrment

Anticipated Sick
Bereavement

lllustration 23 : Selection of a reason

Next do the same for the others, selecting their reasons for absence.

Ahsent staff | Perind 2h Period 3 | Period 35 Period 42 Period 4b | Period 5:
§><1SBI_S4 10ME SC_3 10ME.SC_3 YW 10HO _S54 Y 10HO _54 W115C
Kean, Mike FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER, O {Pd} FRASER
Sick Sick Sick Sick Sick Sick
104K PE _GYM 104k PE _GYM 11MM PE _GYM 11K PE _GY'M 1045 PE
Peters, Peter Eggleston, & [Pd] Eggleston, & [Pd)
Sport Spart Spart Sport Sport
U12EG _18 U12EG _18 10ED EC
Skerman, &ndrew 105 SE_18 105 SE_18 Eogestoncx[nd], | Eodlestonsifed) .
Professional Frofezsional Frofessic
Stout, David 104555 _14 Y 11EG _14 Y 11EG 14 95T 55 _14 957 55 _14 MU 55

lllustration 24 : The reasons in place

Finally, remove the (Pd) flag from one cell. Right-click in the cell and a small window
appears, enabling me to either remove the relief itself, change the paid status, or select a
reason for that cell.

A13BI0 _SE A13BI0 _SE C12BI0 _5E ciz
Skerman, &ndrew | 5T P B [Pd) B [f
Sports tip Sports brip Spoortz b Spor
Femove thiz relief 108

Stout, David .oor select.
Attending courze {Attending cours Pl o otpad Atter

... or zelect reazon

lllustration 25 : The adjustment of ‘Paid’

This completes the demonstration of the second method of arranging reliefs, the Multi-
teacher method. A recent change has been to show the full name of the reliever in each
cell.

There are two more tabs on this screen before turning out attention to the utilities and
printing options.
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9.4 Other absences

From time to time staff members may be absent, or unavailable, but not require day relief.
It may be, for example, that the Deputy Principal is involved in investigative activity which
takes her away from the school for part or all of the day. She wishes to have her absence
recorded and to appear on the list of absentees for the day, even though she does not
require a reliever during that time.

The third tab allows you to record such absences. On the screen below, the third tab
(‘Other absences’) has been selected and three staff members have been selected from
the staff list.

Single teacher entry I Multiple teacher entry Jthe| ZEnC | Relief lockouts I

H 10GRA _T4
GAGRA_T4 H10GRA _T4 [Bbsent] [Abzent] [bsent)

i| s ¥

Today's absences

Ahzent staff | Prerind | Rieason
Jago, Jenny Period 1a Cultural
Jago, Jenny Period 1b Cultural
Jago, Jenny Period 2a Ermergency
Marton, Maartje Period 4a

Marton, Maartje Period 4b

Marton, Maartje Period 2a

Marton, Maartje Period 3b

£

lllustration 26 : The ‘Other absences’ tab

In the illustration above, one teachers timetable is displayed. Maartje has been clicked as
absent during the second half of period three (during which time she has a class which
does NOT require a relief cover — perhaps she has taken them up down to visit a factory)
and she is also absent during period four (when she does not have a class, and hence does
not require a relief).

All that remains is to select the reason for the absences in the same manner as that used
for relief above, as shown below.
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Sick

Spart

Frofeszional Development
ACC W1

ACC w2

ACC Woark

Anticipated Sick
Berzawvement
CourtAlury

£ Cultural

Today's abzences retionany
Dizregarded Sick

bzt stal Perin Emergency

Aitken, Alan Period 1a I _-|
Aitken, &lan Period 1b

Ajtken, Alan Period 2a

Aitken, &lan Period 2b

Aitken, Alan Period 3a

Clarke, Loraine Perniod 1a

kortan, Maartje Period 1a

hdeebwn hd 2arkia Parind 1h

lllustration 27 : The reason for the absences is selected

If a teacher has been marked absent (and does not require a relief) then such absences
will be shown on the multi-teacher display as shown below, with the word ‘(Absent’)
indicating that their non-presence has been recorded. You can select such periods and
allocate relievers to them, overwriting the ‘Absence’ record, in the usual way.

Single teacher entry | Multiple teacher entry Other absences | Relief lockouts l

Ahsent staff Period 2a | Period 3h | Period 4a | Perind 4b | Perind Ba | Perind |
o

Morton, Maartie  |H 10GRA _T4 mgfn%A T4 [&bzent] [&bzent] D 11GRA _T4 11GRA
_T4

i'| il f 21

lllustration 28 : Absences appearing on the reliefs grid

9.5 Relief lockouts

The third tab at the top of the screen is titled 'Relief lockouts'.

This is where you can inform the program that a teacher or a reliever is not available on
certain times or days.
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Single teacher entry | kultiple teacher entry I Other absences | Relief lockouts
Mon | Tue Wed | Thu | Fii
Perind 1a Locked
Pernod 1h Locked
Period 2a Locked Locked
Period 2b Locked Locked
Perind 3a Locked
Period 30 Locked
Perind 4a Locked
Perind 4b Locked
Perind Ba
Laock all Unlack all

lllustration 29 : Several periods locked out

In the example below the teacher concerned is not available for reliefs in the locked times.

Single teacher entry | Multiple teacher entry I Other absences | Relief lockouts
Mon | Tue wed | Thu | Fii
Feriod 1a Locked
Feriod 1b Locked
Feriod 2a Locked Locked Locked
Feriod 2b Locked Locked Locked
Feriod 3a Locked Locked
Feriod 3b Locked Locked
Feriod 43 Locked Locked
Feriod 4b Locked Locked
Feriod 5a
Lock al Unlack al |_

lllustration 30 : Adjusted lockouts

I've added three more locked time slots, and the 'Save' button is now red, warning me to

save the changes.

Now we move to the other large buttons at the top of the Daily relief screen.

Absent class

Free staff

9.6 Reliever details

This button takes you to two screens which allow you to update relevant information
relating to just the relievers. This information is also available via the main editing screens

but its also available here.
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. . . . - . Configuration Frocess Return ta Staff
Doaily reliefs ‘ Fieliever details Frinting options 7 Dlilties ‘ Har e Phreag
Relievers' data M.B. Reliewers may only be added or removed via the main personal details screen
Personal details | Awailabiity |
Surnare |Ennleston IRD Mumber Prefered .English
subjects

French

First names i»‘-\nnie Della

Code 1EG Yigw codes

Houlyrate  § |24.56

Address 14 John Street
- Comment
Lenwin
Harne phone ]
Cell phane
Eriil seqgles@paradise net

lllustration 31 : The relievers’ details screen

The first tab has basic information, including their hourly rate, their email address and
their preferred subjects.
(Hmmm, | could make the email address a little wider perhaps....)

Perzonal details ] Axailability ]

| | Man | Tue | ‘wed | Thu | Fi
Feriad 1a Locked
Period 1b| Locked
Period 23/ Locked
Period 2b | Locked
Period 3a| Locked
 Period 30| Locked
Period 4a|

Period db/

Feriod 9a|

Period Bb

Lock all nlock. all

lllustration 32 : The reliever is unavailable in selected periods

The second tab provides access to relievers availability - the time slots in which they are
locked out.
At the bottom of this screen are Search, Save, Back and Next buttons..
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9.7 Configuration / Utilities

This button reveals a number of others each related to configuration processes and
utilities. These include :
Daily Relief

Configuration

Days and times, Timetable links, Default settings, Funding departments
Utilities

Erase last year’s reliefs, Access web sites, Relief transactions, Working at home

fFd Daily Relief Organiser

Return to Staff
i anager

Canfiguration Process

Rieliever details £ Utilities tranzachion files

Daily reliefz Printing options

Daily relief configuration { utilities

Daps and times

Timetable links

Default zettings

Erase last pear's
reliefz

Funding
departments

Access web
zites

Fielief
tranzactions

Wwhorking at
home

lllustration 34 : The Configuration and utilities screen
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Each day of pour timetable may have different imes and you may or may not wizh to allocate reliefz by half-periods.

Enter the number of time unitz which each of the time slotz counts for payment for paid relievers. Aoy cells left blank will not appear
on refief schedules, so enter a zero if pou wish a slot to appear even if it does not involve pagment. See 'Help' for further details.

Right-click to add or tonday Tuezday  ‘wWednesdap  Thursday Friday
remove rows or coluning

Before zchool 20 20 20 20 20
Feriod 1a 30 a0 30 a0 30
Period 1b 30 a0 30 a0 30
Feriod 2a 30 a0 30 a0 30
Period 2b a0 a0 30 a0 30
Interval 20 20 20 20 20
Feriod 3a 30 a0 30 a0 30
Period 3b 30 a0 30 an 30
Lunch 1 30 a0 30 a0 30
Lunch 2 30 a0 30 a0 30
Feriod 4a 30 a0 30 a0 30
Period 4b 30 a0 30 a0 30
Feriod Ba 30 a0 30 a0 30
Period 5b 30 a0 30 a0 30
After zchool 25 25 25 25 25

Restaore previous

i Save changes

lllustration 35 : Specifying days and times

Timetable links

This is a screen you have met before. It allows you to specify the location and name of the
timetable file to which you wish to link. Alternatively, if you are not using MUSAC
Timetable Assistant then you scan specify the number of days and periods per day which

Timetable selection details

Default settings for timetable display and printing

you are using.

 \We are using SoftOption's Timetahle Assistant software

Timetable path !C:'\TT5'\

Year !2003 vl
Timetable !TE.&EHEHS.591 vi

The numbers of dayz and periods are determined
from the: definition of the selected timetable

 WWa are notusing timetahle software

Daps per timetable cycle |
Periods per day I

Each period will initially be allocated each
teachers home class and room

lllustration 36 : Timetable links or settings
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Display Options
Display options

1. Include duties in the relief process?

[ Include duties in the relisf process

2. Your preferred method of entering reliefs

(* [Ore abzent teacher's dizplay at a time

" All zelected absent teachers' display at a time
3. The default setting for 'Department’ in funding relievers
4. The default setting for 'Funding’ in funding relievers

| &

5. When displaying 'Departments' we prefer

* Mumbers [e.q. 48029] ¢ Desciiptions [e.g. Paid Leave)

L.If a Reliever is allocated a DUTY are they paid?

I Relievers are paid for duties

lllustration 37 : The default settings for Day Relief

You may elect to include or exclude duties in or from the daily relief process.

You may also specify your preferred method of data entry - whether you prefer the single
teacher mode or the multi-teacher mode. Whichever you select will appear as the default
method whenever you enter the daily relief area.

You can specify the default settings for both Department and Funding

In selecting the department you can use either the department names or their numeric
codes, as shown on the screen above.

You can choose whether or not duties are paid.

Removal of a year's reliefs

At this stage of development of the package you may, early in the new year, use this
process to remove all of the reliefs allocated during the previous year. This does, of
course, set the times spent in relief by each staff member back to zero.

fre wou SURE that ywou wish to remove ALL relief records For 20027

lllustration 38 : The choice concerning last year’s reliefs
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Funding departments
Pay Serve allow you to add further Departments of your own for submission to their payroll
processes. The screen below allows you to specify your own, which will then be added to

the standard ones offered. Before arriving at the screen, the following message is
displayed, informing you of the process.

Staff Manager

as 'Other' by Pay Serve

Add wour 5-digit department number in brackets e.q. Extra department (58476)

In addition ko the Departments specified by Pay Serve wou can add further departments of your own, These will be recognised

lllustration 39 : Adding new departments

When you add the new department you must also supply a suitable 5-digit code, as shown

below.

i, Popup maintenance B@

b aintenance of Departments

(A extra department [12345]

Select from lizt to delete or ...
Enter a new Department

Finizhed

lllustration 40 : A new department with its code

Relief budget details

Budget details

Daily relief budget

Expenditure to date

Balance against budget  § 1396094
Fercentage of budgetused  30.20

Baufield, John :I
Engleston, &nnie Della |
imry. fimy l
J

J

|

Jane, Jane
] 20000.00 _-Dnl:ﬁ_ownreliever
% B033.06 Titalz

lllustration 41 : The budget balance

MUSAC © 2014
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In this area you can set the global budget for daily reliefs and monitor progress both
against the total and against individual relievers.

Access web sites

Also, provided you are currently online, you may access the displayed websites directly by
clicking on the logos associated with each, including MUSAC (of course).

Te Kete Ipurangi Ministry of Education website

"‘--.._____-_____'____. e A
——TeKete lpurangi A AR

MIMISTEY OF EDUCATION

T tehakn v fr Mibiurergs

_.——-'""-—--__-_-

EDtech Ltd

s edtech

helping schools susceed

lllustration 42 : Accessing relevant websites

Relief transactions
The purpose of this utility is to allow you to view all relief transactions, and to sort them
and to print selections from the list.

Access relief transactions Print selected raws

Date Absent teacher Perind Class and Hoom | Reliever |Paid? | Reason | Tirne: units| Total time: ~
02042003 Sharon, Period 12 Z12EG T2 Stout, D avid Mo Altending course 30 W
05/09/2003  Rory, Rory Period 2b #“11MM _SP2 E aumfield, John Yes Altending course 30 30
05/09/2003  Rany, Rory Perind 2a #11MM _SP2 Baurnfield, John Yes Attending course a0 B0
061042003 Rany, Rory Period 1b Y 10CP 57 FRASER, Oliver Yes Attending course a0 a0
061042003 Rany, Rory Lunch 1 Frant gate FRASER, Oliver Yes Attending course a0 B0 -
061042003 Rany, Rory Period 1a Y 10CP 57 FRASER, Oliver Yes Attending course a0 a0
061042003 Raom, Romy Period 3b i 13kM _SP2 FRASER. Oliver Yes Altending course a0 120
061042003 Raom, Romy Period 4b #11MM _SP2 FRASER. Oliver Yes Altending course a0 180
061042003 Raom, Romy Period 3a i 13kM _SP2 FRASER. Oliver Yes Altending course a0 180
061042003 Rany, Rory Interval Frant gate FRASER. Oliver Yes Attending course 20 200
061042003 Rany, Rory Perind 2b W12MA _SP2 FRASER. Oliver Yes Attending course 30 230
061042003 Rany, Rory Perind 2a W12MA _SP2 FRASER. Oliver Yes Attending course 30 2B0
0E/10/2003  Rony, Romy Lunch 2 Eehind gy FRASER, Oliver es Altending course 30 290
0E/10/2003  Rony, Romy Period 4a X 11MM _SP2 FRASER, Oliver es Altending course 30 320
0741042003  Clarke, Lorraine Period 1a B 13PHY _51 B aumfield. John es Spaortz tip 30 a0
0741042003  Clarke, Lorraine Period 2b SHZ SCI_54 B aumfield. John es Spaorts tip 30 120
0741042003  Clarke, Lorraine Period 1b B 13PHY _51 B aumfield. John es Spaorts tip 30 180
0741042003  Clarke, Lorraine Period 2a SHZ SCI_54 B aumfield. John es Spaorts tip 30 180
0741042003  Clarke, Lorraine Period 4b A12PHY _S51 Davenpart, Denniz Mo Sports tip 30 30
07/10/2003  Rary, Rory Period 5b W12MA _SP2 Eggleston, Annie De Yes Spaorts tip 30 30
07/10/2003  Rary, Rory Period 5a W12MA _SP2 Eggleston, Annie De Yes Sparts tip 30 E0
07/410/2003  Peters, Peter Period 1b M SCI_55 Eggleston, Annie Dt Yes Sick 30 a0
07/410/2003  Peters, Peter Period 2b 10MN SCI_S55 Eggleston, Annie Dt Yes Sick 30 120
07/410/2003  Peters, Peter Period 1a M SCI_55 Eggleston, Annie Dt Yes Sick 30 180

lllustration 43 : The year’s relief transactions

This screen allows you to see all of the relief transactions for the current year. You can sort
on any of the column headings by clicking on the relevant heading. You can also select a
number of rows by holding down Ctrl and clicking in the requested rows. Alternatively,
select one row then hold down the shift key and click a second row to select all those in
between. Once rows have been selected you can print them using the button at the top of
the display.
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Working at home

This is where you signal to the package that you are working at home. Click the button at
the top of the screen. This will cause separate transaction files to be created for each day
that you create reliefs.

Then, using the steps at the bottom of the screen, you can select the required files and
have them sent back to school, ready for inclusion in the school's relief database.

You have three possibilities.

1. You can email the file(s) to yourself at school

2. You can copy them from your laptop via the network while it is plugged in

3. You can have them copied to a pen drive ready for transport back to school.

Daily reliefs at home - returning the file(s) to school

|2 thiz ingtallation on vour home machine?

[ Yas If thiz box iz ticked then daily relief transaction files will be generated an this machine. ready for
trangfer back to school. The transfer process is managed below,
Step 1 Step 2 “You have three options :
Select the file(s] which you wish 1. Email daily relieffiles to yourself at school {you must be 'on line)

ta transfer back to school

Your email address at schoal |randcbutler@paradise_ net.nz

‘our email address at schoal |randcbutler@paladise_ net.nz Szr;:latire
Your email address at school |
2. Transter the files from vour laptop wvia the netwaork
ldentify yaur schoal's ST | = d: [IDED p2] ﬂ
directony Copy the
{_\é D A files
{4 Program Files
=3 Microsoft Visual Studio
D Setup w
3. Copy the file(s) to afloppy disk
Idertify the required drive and [ = 4. = Copy the
ensure that there is a suitable | &9 ¢ [IDED p2] J files
disk lnaded

lllustration 44 : The ‘Working at home’ screen

The files can be processed back at school using the button titled 'Process transaction files'
discussed fully further below.
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12 Printing Options

There are several printing possibilities associated with daily reliefs.

Firstly, for any of these options, you must specify the date. This date is NOT automatically
copied from the Daily Relief date. It is identified separately.

Reliever' Notifications

Y'ou may email nhotifications ta thoze with email

: z e o
Reliever's notifications addrezses via the second button on the: left

Person relieving | Designation | Email address | e A e
Eqgaleston, Annie Della  Reliever seqoles@paradise. net.nz

Kiean, Chris Teacher Rielief notifization

Peters, Peter Teacher

teGill, Penny Teacher

Generate notifications

Illustration 46 : Printing relievers’ notifications

This process allows you to print a document providing each reliever (or teacher) with
details of their (upcoming) reliefs. All relievers for whom reliefs are held for the nominated
date, along with their email address, are listed on the left hand side of the screen. The
email addresses are listed because you can email these notices to the relievers using the
second printing option - and this screen simply alerts you to the fact that some may not
have email addresses specified.

You need not select relievers from this list for printing, and they will all be printed. (You
can print selected ones later on in the printing process).

You DO need to select the required document. One document (see below) has been
designed for you and comes with the package. Its title is 'Relief notification.

This document was designed using the Word Processor out on the main printing utility. A
screen capture of the design process is shown below. You should visit this area to adjust
your school name to something other than 'Our school name'!
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Load an existing document I Start a new document ] Save this document I Diocument name

1= 1 iHeIief niotific.ation

[ el =175 <] B | u seletated | E| S| |8

Our school name

Relief teacher's instructions

Attention : {st.spec(2)} {st.spec(201)}

Daily reliefs for {st.spec(502)}

You have been allocated the following reliefs far the above date.
ist.table(19]}

N.B. e.g. Period 1a and Periad 1b refer ta the first and second halves of Period 1 respectively.
Bell Times

Feriod 1 8.80 am-9.50 am

Period 2  9.55 am-10.95 am

Interval 11.00 am-11.20 am

Feriod 3 1120 am-12.20 pm

Lunch 1220 pm-1.20 pm

Feriod 4 1.20 pm- 220 pm

Feriod &5 225 pm- 325 pm

Instructions

1. Expect students to line up outside the room, to enter guietly, and to listen quietly to your instructions.

lllustration 47 : The design of the reliever notification document

Now that the document has been selected, click on the 'Generate notifications' button.

ns Selectdate  Maonday 27 October, 2003

“'ou may email notifications to those with email

. : 1 2
Reliever's notifications addreszes via the zecond button on the left

Perzon relieving | Designation | Email address Select natification document
Eggleston, Annie Della  Reliever segales@paradize net.nz

K.ean, Chriz Teacher Relief notification

Peters, Peter Teacher

MelGill, Penny Teacher

lllustration 48 : Selection of the required document

The results will be displayed in the preview screen as shown below.
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Relief teacher's instructions

Attention : Annie Eggleston

Daily reliefs for Monday 27 October, 2003

You have bheen allocated the following reliefs for the above date.

Feriod Abs ent teacher Clags Room
Before zchool Butler, Raory Bike zheds

Feriod 1a Butler, Rary Y 10CF 57
Feriod 1h Butler, Rary Y 10CP 57
Feriod 2a Butler, Rory W2 SP2
Feriod 2b Butler, Rory W12 b SP2
Interwval Butler, Rory Front gate

Feriod 3a Butler, Rory ' 1 304 b SP2
Feriod 3b Butler, Rory W 1 3 M SP2
Lunch 1 Butler, Rory Front gate

Lunich 2 Butler, Rary Behind gym

Feriod 4a Butler, Rary #1100 S5P2
Feriod 4b Butler, Rory 1M M SP2
After £ chool Butler, Rory Behind qum

lllustration 49 : A reliever’s notification previewed

Email relievers' notifications

The second button allows you to email notifications to those relievers for whom email
addresses have been entered. The screen, with its eight steps, is shown below.

What is happening on this screen?

Firstly, only those relievers and/or teachers for whom reliefs have been specified for the
requested date AND who have email addresses are listed on the left hand side. You DO
need to select those to whom you wish to send emails. Use the 'Select all' button at the
bottom of the screen

In step 3 you must decide whether or not you wish to attach the relief notification (as
printed in the previous process). The previous process included a rather nice table in the
middle of the document. Unfortunately, | have not been able to discover how to include a
table in an email message, so you have two alternatives.
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ufa| A aim| & -] Sh
Relief teacher's instructions
Emailing reliever's notifications Step 4 Adjust the meszage which heads the email Save I
Step 1 Canfirm the date of the reliefs above Fleaze find attached your reliefs for the date shown,

Step 2 Select those whom you wish to email.
Only thoze with emal addresses are listed

Religver | Designation |
Egaleston, &nnie Della  Reliever

Steph  Adjust the message under relievers' lists Save !

Fleaze contact me if you have any questions concerning this.

Rary Butler
Deputy Principal

Step 6 Adjust the message under teachers’ lists Save !
Fleaze contact me if you have any questions concerning this.

Romy Butler

Deputy Principal

Step 7 Adjust vour zchool's email address and/or provider

School's email address : Irandcbutlel@paradise.net.nz
School's ISP |smitp. paradise. net.nz
Step 8

Select all | Step 3 Select

Select Relievers |
Select Teachers !

Send the emailz

lllustration 50 : Emailing relievers’ notification documents

Either you can select 'No attached document’, in which case a 'text-type' list of the reliefs
will be included in the email message or you can select "Attach relief notification’, in which
case the document itself will be generated and supplied as an attachment to the email.
Now we are up to step 4 on the screen above. In step 4 you can type a note which will
appear at the top of the email message. This will, of course, be memorised and returned
for you each time you visit this area.

Steps 5 and 6 allow you to write a note which will appear AFTER the relief details. A
different message can be provided for relievers and teachers.

In step 7 you must check your school's email address and school's provider's address.

In step 8, the emails will be sent. Unfortunately, it has not (currently) been possible to
have the sending of these messages recognised in the 'Sent' box of your email software.
Absentee notifications

The next two processes are extremely similar to those for reliever notifications, except that
these are directed at the absent teachers for whom reliefs have been arranged. The screen
for this process is shown below.
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Ab ea" tificati “fou may emnail notifications to those with email
SETHEE Uil R ETUO addrezzes via the fourth buttan an the left

Absentes | Designation | Email address . | b e R
Butler, Romy Teacher randcbutleri@paradize.net.nz
0'Dea, Wialet Teacher Abzentes notification

Generate notifications

lllustration 51 : Generating absentee notifications

The similar process is based on a pre-designed document titled 'Absentee notification'. You
should also visit that document in the design process to customise it for your school.

Email absentee notifications
Again, a process almost identical to that in the second printing option above.
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Emailing absentee's notifications

Step 1 Confirm the date of the reliefs above Step 3 ddjust the meszage which heads the email Save |
Step 2 Select thoze whom you wish to email The following reliefs have been arange to cover vour classes during your
Only thoze with email addrezzes are listed  |absence.
Abzentee | D ezignatiaon [
Butler, Rory Teacher

Step 4 Adust the message under refievers’ lists Save |

Fleaze contact me if you hawve any questions concerming thiz
Change thiz to your name

Step 5 Adjust your schoal's email address and/ar provider

School's email address : |randcbutler@paradise.net.nz
School's ISP : ismtp.paradise.net.nz
Step b

Step 3 Select
Select al B e
Ma attached document

Aftach Abzentes notificatic

Send the emails

lllustration 52 : Emailing absentee notification documents

This time there is one fewer steps. As these will always go to teachers, there is no step to
allow you to design the bottom note for relievers. The rest of the process is the same.

Daily relief summaries

It is possible to generate a list of the reliefs arranged for the nominated day. The options
shown below allow you several possible formats. The summary includes a list of ‘other
absences’.
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Daily summary for Monday 05 July, 2004

Format Ernail the summary tao...
" Include all reliefz members of the email groups selected
+ Report just reliefs covered by relievers Staff list
Management

" Report just reliefz covered by teachers

Order by
{* Order by abzent keacher

" Order by reliever

¢ Order by periad “'our school email address

[fram which you are emailing]

|reliefs@kairakau.schu:u:ul.nz

'our zchaool email provider

|smtp.paradise.net.nz

Fenerate summarny

lllustration 53 : Generating (and emailing) a day relief summary

The example below is of the format specified above.

w4 1A vl | |- S

Reliefs for Monday 27 October, 2003

Egoleston, Annie | Before school |Bike sheds Butler, Rory 20 £1.00

Della
Period 1a Y 10CP 57 Butler, Rory 30 2.00
Feriod 1b Y 10CP S7 Butler, Rory 30 3.00
Period 2a W1 2MA SP2 Butler, Rory a0 400
Period 2b W1 2WA SP2 Butler, Rory 30 5.00
Interval Front gate Butler, Rory 20 5.00
Feriod 3a W13 SP2 Butler, Rory 30 7.00
Period 3b W13 SP2 Butler, Rory 30 8.00
Lunch 1 Front gate Butler, Rory 30 9.00
Lunch 2 Eehind gym Butler, Rory 30 10.00
Period da HOT M SP2 Butler, Rory an 11.00
Period 4b 1A SP2 Butler, Rory 30 12.00
After school Eehind gym Butler, Rory 25 15.00

Totals | Total time | 6h5m | Total cost | 93.00

[Kean, Chris [Period 2a [% 710l [MDZ  [C'Dea, Violet [30 [ $4.00]

|Totals | Total time | Oh30m |Total cost | $4.00 |

[McGill, Penmy [Period 3a [9ST MA [MDZ _ [O'Dea, Violet [30 [ $7.00]

| Totals | Total time |  Oh30m |Total cost | $7.00 |

[Peters Peter [Period 2b [V 1ML [MDZ_[O'Dea,_Violet [30 [ $5.00]

[ Totals | Total time | 0Oh30m|Total cost | $5.00 |

[Grand totals [Total time [ Th35m]Total cost [ $100.00]

lllustration 54 : The day summary

On the right of the screen are any email groups which you have specified. By selecting one
or more groups you will be able to have the generated list attached to an email (as a PDF
document) and sent to each member of each selected group.
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ua| 1# b M a |- Print all | Print page | DS Endemaiey|

Karakau College Daily surmmary

[Absentee [Period [Class [Room [Reliever [Reason

Reliefs for Monday 05 July, 2004

| e S P TR E T RO [ R LR T ST T e~ T4 Tren me o | T R

lllustration 55 : Emailing the summary

The summary is emailed by clicking on the green button which will be available at the top
of the preview screen.

Weekly relief summaries

You can also print a list of the reliefs arranged for a full week.

Use the drop-down calendar to select the Monday of the week required, then select your
printing options from the choices given.

The following is an extract from one such weekly summary.
N.B. These are NOT the weekly summaries which are to be sent to the authorities. Those
are generated via 'Tables’ under the main printing routine out in the main menu.

LI KM o |- S
College Weekly summary

[Reliever |Day [Period [Class |[Room [Absentse [Time | Cost$]

Reliefs for week beginning Monday 27 October, 2003

Baumfield, John [Tue |Period 3a Y OMS 7 hWataira, hMatt a0 $22.84
Thu |Period 1a 10PA SCI 58 Peters, Peter a0 $22.84
Thu |Period 1h 10PA SCI 58 Peters, Peter an $22 84
Thu |Period 2a C 12BIO 56 Skerman, a0 $22 84

Andrew
Thu |Period 2b C1Z2BIO 56 Skerman, an $22.84
Andra

Totals Total time [2h30m Total cost | $114.20

Eggleston, Mon | Before Bike sheds Butler, Rory 20 $5.19

Annie Cella school
MWon |Period 1a ¥ 10CP =T Butler, Rory an 12.28
Mon | Pericd 1b Y 10CF =7 Eutler, Rory an 1225
Mon | Period 2a WO12MA SP2 Eutler, Rory a0 12.28
MWon |Period 2b WO12MA SP2 Butler, Rory an $12 28
Mon | Interval Front gate Eutler, Rory 20 $5.19
Mon  |Period 3a WY 130N SP2 Butler, Rory 30 $12.28
MWon |Period 3b W13 SE2 Butler, Rory an 12.28
Mon | Lunch 1 Front gate Eutler, Rory an 12.28
Mon |Lunch 2 Behind gym Eutler, Rory a0 12.28

lllustration 57 : A section of a weekly summary

Reliever histories
You can generate a complete history of each teacher's or each reliever's relief for the
current year. The screen for this process is shown below.
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Relievers' histories

Display W Felievers [ Teachers — Pages -

B aumfield, John
Eggleston, Annie Della
FRASER, Oliver

Jane, Jane
jimmiy, jimmg

* Print one page per reliever

" Print a continuous repart

— Include

* Include times and costs

£~ Exclude times and costs

- Print between

Frint between

01,/ /2003
and N2/2003

Generate the histones ‘

Select all

Illustration 58 : Printing individual teacher’s and/or reliever’s summaries.

Select Relievers and/or teachers using the two tick boxes, then select those for whom you
wish to print.

Make your other choices and 'Generate the histories'.

An example of one such is shown below.

e 12 il & -] S
~
College Baumfield, John
Date Period Class Room Absentee Time Cost$
05/09%2003  |Period 2a HO1TM SP2 Rory, Rory 0Oh30m 120.00
05/092003  |Period 2b UM SP2 Rory, Rory 0h30m 120.00
09/092003  |Interval Front gate Rory, Rory Oh20m 85.42
09/09/2003  |Period 3a Z T1CP 57 Rory, Rory 0h30m 120.00
09/09/2003  |Period 3b Z 11CP 57 Rory, Rory 0Oh30m 120.00
09/092003  |Lunch 1 Front gate Raory, Rory Oh30m 85.42
09/092003  |Lunch 2 Boundary Rory, Rory Oh30m 120.00
fences
28092003 |Period 1a 1M SP2 Rory, Rory 0h30m
28/092003  |Period 1b 2T SP2 Rory, Rory 0Oh30m
28/09/2003 Interval Behind gym Rory, Rory 0h20m
28092003 |Lunch 2 Front gate Rory, Rory Oh30m
28/09/2003  |Period 4a W13 SP2 Rory, Rory 0Oh30m
28/09/2003  |Period 4b W13 SP2 Rory, Rory 0Oh30m
28/09/2003  |Period 5a Y 10C PsY Rory, Rory 0Oh30m
28/092003  |Period 5b Y 10C P ST Rory, Rory 0Oh30m
29/092003  |Period 1a Y 10CP S7 Rory, Rory 0h30m 85.42

lllustration 59 : An individual’s summary
9.9 Processing transaction files

If you have been arranging reliefs on a remote computer then, after you have brought the
temporary transaction files back to work, you need to process them to have their contents
added to the school's database of reliefs.
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The screen below indicates that three such files are in the holding subdirectory, ready for
processing. Select one or more of them and click on the 'Process..." button.

Processing temporary transaction files

If pou are working at home then a temporary tranzaction file is generated holding details of the reliefs arranged on a particular day.
These filez may then be tranzferred to the school's computer and  their contents added to the database of reliefs.

Currently held temparary files

Reliefz for 23-10-2003 Process the temporamy tranzaction files

Religfs for 27-10-2003

Haletslor A Process the selected filex

Select al Delect selected files

lllustration 60 : The transaction processing screen

The selected file(s) will be processed and deleted, and information concerning the
processing will be made available on the right of the screen.

Currently held temparary files

Reliefs for 27-10-2003 Proceszs the tempaorary transaction files
Reliefz for 23-10-2003

Process the zelected files

Proceszzing Reliefs for 23-10-2003
16 transactions processed

lllustration 61 : Selected files processed
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FAQs

Select the staff member in Staff Manager, go to the Personal tab then
Access Rights and put a tick in the CM and SM visibility box.

Under the Personal > Access Rights tab for each staff member tick the Can
view only their own data field.

For each staff member click on their School tab and the relevant
Registration information can be entered there including expiry date.
In Configuration > Alarm Setting you can then set the number of days
ahead you wish the Alarm to trigger.

Under the Personal > Access Rights tab for each staff member tick the Can
view only their own data field.

Yes. This view can be toggled on by selecting it from the Options menu at
the top left of the screen.

Go into Configuration > Visible sections and click the Edit userdefined
pages button. Now click a page, type in a title then add the objects you
require.

This functionality is available in Print Lists > Word Processing.

In Configuration > Alarm setting tick Include birthdays.

Your data can be filtered by clicking the Apply Filter button then selecting
the item/s you wish to list.

A timetable to suit your needs can be configured under Timetable Links
then select. We are not using timetable software.

Ensure you have set their staff type as reliever in their Personal Details
page, Designation field.
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