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1 Background

1.1 Why Monitor Attendance
To give us the information to be able to SUPPORT students: NOT to punish them

The key drivers are:

Retention / Academic Success
UKVI obligations
o Students on Tier4 visas or under Immigration Control
o However, we have to treat all students the same
o Failure to comply could result in our visa granting powers being withdrawn
Programme requirements
Student Finance requirements

For full details please refer to:-

http://staffnet/academic-services/Registry/Pages/Academic-Regulations.aspx

http://simmspace.stmarys.ac.uk/prog-admin/registry-policies/policies-complaints-
disciplinary/Pages/Policies-Regulations.aspx

We already do this — we’re just changing how we do it
2 How will it work?

2.1 Overview

e Students tap-in to Card-readers.

e The Timetable (in CELCAT) gives the definitive list for each session of who should be
where and when.

e Card taps are matched against the session details and used to mark each student
Present/Absent/Late in the Register for that session.

e No staff intervention required
o Other than to deal with exceptions — see below
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2.2 Diagram

- Mobile Web
Student Attendance
Records

Attendance
{o18]

Live

Timetabler Offline
Attendance (OLA)

Card -
Reader Attendance
’ Reports
Registers

The Timetable

Card Taps

G1 28-Sep 11:05 Fred
K222 28-Sep 11:01 Bert

Running Pitch 28-Sep 10:59 Mary
C2 28-Sep 19:56 Sue

2.3 Speed of Updates

It's not instant!

Marks will not instantly appear in a register as soon as a student ahs tapped their card.

This is because the card tap data is copied to CELCAT every 5 mins — and then CELCAT
takes time to match card taps to registers.

Usually it takes 5-10 mins for a card-tap to reflect in a register but could take longer (40+
mins)

Students who did not tap will not be marked Absent immediately - they’ll just be unmarked
(blank).
Blanks are turned Absents 25 hours from the end of the session

Late Card Taps which are >30 min from the start of the session may take a few days to be
reflected in the registers

This is a side effect of other settings which are necessary to allow 1 card reader to cover
multiple location (see later slide)

3 Benefits

¢ No more manually transposing hand-written registers into Excel
e Reduces admin overhead on staff

¢ Register marking for the majority of students will be automatic. Staff intervention only
required to handle exceptions — see following slides

e Quicker reporting
e Better visibility across modules / programmes/ faculties / departments
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4 Exceptions

e Unsurprisingly, there are some situations where it is hot possible for the attendance
monitoring system to mark registers automatically based on a card-tap. E.g.

o Forgotten or Lost Card

Card Not Working

Card-reader Not Working

Agreed Absences

Extended Absence (e.g. sickness/medical)
Ad-hoc Change to Session

Off-site Location

Whole Cohort Not Required

o O O O O O O

¢ In such circumstances, staff intervention is required to update the registers in the
system

See Frequently Asked Questions for full details

5 How To Use CELCAT from a PC (desktop/laptop) or Mac

NB: The system addresses for accessing CELCAT and screen layouts differ depending
upon whether you are on a PC (desktop/laptop) or a Mobile device (smartphone/tablet).

For details of how to do this using a Mobile device (smartphone/tablet), please see Section
6.

51 Login
Open the web browser on your device.

Either (a) Type in the system address from the table below:-

Device type Address

PC or Mac (desktop/laptop) http://ical.stmarys.ac.uk/live/

Or (b) If you have Staffnet open in your browser,
Click Quick Links
then click Business Intelligence and Reporting

then under the Student Attendance section, click CELCAT desktop.
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You will see the Welcome to CELCAT screen, as follows:-
& Open Timetable

Welcome to CELCAT Timetabler Live

celcatl718 celcat1718_TEST

@j celcatl718_copy2 on celcathal ﬁ celcatl718_test on celcathal
Timetable ready Timetable ready

. | celcat1718_TEST2 celcat1718_TEST3

celcati7i8_test? on celcathal @j celcati718_TEST3 on celcathal
Timetable ready Timetable ready
celcat1819 celcat1819_test

@j celcat1819 on celcathal @j celcatl1819_test on celcathal
Timetable ready Timetable ready

Hint: You may want to add it to your browser favourites/bookmarks at this point to make it
easier to get to next time.

Click on the link for the relevant academic year
G Open Timetable

Welcome to CELCAT Timetabler Live

celcat1718 celcat1i718_TEST
ﬁ celcat1718_copyZ on celcathal @j celcat1718_test on celcathal
Timetable ready Timetable ready
celcat1718_TEST2 celcatl718_TEST3
@j celcat1718_test? on celcathal @j celcat1718_TEST3 on celcathal
Timetable ready Timetable ready
celcat1819 celcati819_test
@j celcat1819_test on celcathal
Timetable ready

celcat1819 on celcathal
Timetable ready

i.e. This year click on the “celcat1819” link. Next year you’ll need to click on the “celcat1920”
link

Click the Login button.
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The Login screen will appear:

| & Timetabler Security

User name:

Password:

Role:

(default)

Role description:
Use default role

Enter your User name and Password

Note: These are the same username and password that you use to log onto your main St
Mary’s account e.g. username = 12345.

Click OK.

5.2 Find a Register

There are various ways to find a Register in CELCAT e.g.

e via My Registers
e via My Timetable
e via Modules.

Each gives you a similar display but affects which registers you see as follows:-

¢ via My Registers — shows all the registers (to which you have access) either (a) today
or (b) overdue (aka. past).

e via My Timetable — another way to get to all the registers (to which you have access)
— but without the today/overdue filter

e via Modules — shows the registers for a particular module (without cluttering up the
view with registers for other modules).

Details of each of these ways are describe below.

Whichever way you get to a register list/view, the process for viewing and updating a register
are the same.
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5.2.1 Find a Register — via My Timetable

Click on View
) e

View joom Booker Tools User

Select My Timetable

[_\n"lew Room Booker Tools  User yaiN
= & O [E |k

Usage Chart Logged Clashes Global Timetable \ My Timetable Iy Registers
A4 A4

View My fiems
N

Click on the ﬂendance tab

Niew Aden oo Bookes Toals User | Tmetabie |
L —
mnetatle (21290) | recfd | asendance |

* Rl Johnsan (Adminstrator) v8.0.46.0 8 talp_| (]} Lagaut

CE

Lawsa1?
e

lexanden King, A Kensedy; Eitn Kelsit; Elisabetts Canetta; nnedy; Evind Kelasit Elisubetts Canett; Joie North Dok Chambers; Janet s Ju

Lawsar? SP58011 14163058
. Mt REGAL HOUSE MAIN
lexanda King; Ann Kensedy; it Kelasit Eiabelta Canett; | Lecturer] Lecturers
Moo (AcGH0e) apL070
Kis m0r 1
Lecturer; Samantha Chast; Sheels Pat shexandes King: s
NGEP001; 5958001 apranny ATHHOOL
TLock - Cicket Pech s
amnt (] Jamic Hoith o/ Business Managen| Lecturert Lecturers
umie torth; Jame Che
DRMa002 acPr001q Lawson?; wGEP001
€1 (Studio 2) 1
14 Business Law / |
Jamie Horth; Jui
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The Registers to which you have access will be listed as follows:-
View Room Booker Tools User | Aftendance | © Rob Johnson (Lecturer-AA) v8.0.46.0 | @ Help {]}Logaut
= I3

Attendance & Add Students &) Withdraw Students | [ jz @

show registers from | o718 =] o [oms =] ttoday)

28518204 i 7:00 AM - 1:0._. | 9/7/18 HTM7004;5PS6. . | Alexandra King;... | :L4_Business La_ | B11 (Classroom.

9:00 AM - 10; 3 ATM4002 Lecturerl :L4_Attendance..

o O 28521004 Fri 11:00 AM - 1 9/7/18 1 ACP7001Q Lecturerl Running Track _

0 O 28521104 Fri 11:00 AM - 1 9/7/18 3 APH6003 Lecturerl Tlock - Cricket .

0 O 28520904 Fri 11:00 AM - 2:... | 9/7/18 3 | ACP7001Q Lecturerl Running Track B1

0 O 28521304 Fri 2:00 PM - 3:0.. | 9/7/18 3 ATM4001 Lecturerl M1
1 of & records

o Marks Register Details (ID: 28518204) [0 Register Locked ” Fri, 9/7/18, 7:00 AM - 1:00 PM
le/0[0|0 5| .| ¢

[ Student 1 3 | 4 |Min | Comment Notification Message & L] E

AttMon_Test_Rob_Johnson
DDEDDSS_18P9S_Foley_James_002342
DDEDDSS_18P35_KEHOE_NICHOLAS_036774
DDEDDSS_18P9S_wills_Nigel Iv_135734
DDEDDSS_18P95S_Woodward_Katharin_050333
DDEDDSS_18P35_Zaremba-Byrne_Kasia_176541
DDEDDSS_28P95_Edmondson_Sam_093500
DDEDDSS_28P35S_Lanigan_Patrick_040052 A
DDEDDSS_28P95_Robinson_Philip H_167009 A
DDEDDSS_28P9S_Sheehan_Kieran_166926 g
DDEDDSS_28P95_Spurling_Kate_145465
DDEDDSS_28P9S_Strachan_Amy_167010
DDEDDSS_38P9S_Griffiths_Zoe_012366 4
DDEDDSS_38P95_Mills_Timothy_157293
DPHDEED_Y1P_Gaffney_David_070396
DPHDEED_Y1P_Spencer_Julie_176290
DPHDEED_Y2P_Croucher-Wright_Cindy_157577
DPHDEED_Y3_Nolan_Darren_155082
DPHDEED_YSP_Hookoomsing_Hélina_146058

8/30/18 10:48 AM (uatest) 100%
8/30/18 10:46 AM (uatest)

=
Ed

8/30/18 10:48 AM (uatest)

8/30/18 10:48 AM (uatest) 100%

B - - N - |= |- W - =] === - - R - B
=
]
;

DPHDEND_Y2P_Ridgers_Brian_166842 100%
DPHDMGD_Y2_Mzheswaran_Lakshmip_176070 100%
DPHDPLD_Y4_Westin_Anna_093194 100%
DPHDSSD_Y2P_Sorensen_Britta M_176564 1/2 | 100%
DPHDSSD_Y3_Omrani_Atefeh_157483 100%
DPHDSSD_Y3_Ryan-Moore_Edward G_111453 100%

4 2 0o 6 2 | 86%

Absent~| 0 1 5|
Register Nates () Present ‘a'(A)  Absent
T (L) Late ‘w' (W)  Withdrawn

‘'n"(N)  Not required

Please go to Section 5.3.

5.2.2 Find a register - via My Registers
Click View

View [Room Booker Tools User
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Click the down arrow below My Registers
‘_\ﬁe;| Room Bocker Tools User # Rob Johnson (Lecturer-AA)  v8.0.46.0

= & O =

Usage Chart Logged Clashes Global Timetable | My Timetable
-

WView My It

From the dropdown, select Today’s Registers or Overdue Registers as required
‘_\"IE:| Room Booker Tools User # Rob Johnson (Lecturer-AA) vB8.0.46.0

= m O E Bk

Usage Chart Logged Clashes Global Timetable | My Timetable My Registers
- -

View My Ii I

| Today's Registers

|- | Overdue Registers

The Registers to which you have access will be listed as follows:

View Room Booker Tools User | Aftendance | « Rob Johnson (Lecturer-2A) v8.0.46.0 | @ Help ‘iELngaut
[ — B

Timetable Attendance & Add Students &) Withdraw Students | [P | @
=] o [o7118 9] today)

Show registers from | 9/7/18

[ | Register 1D
28518204 . | Alexandra .. | B11 (Classroom...

. . 28525404 Fri 9/7/18 3 ATM4002 Lecturerl ¥ F5
O 28521004 Fri 11:00 AM-1.. | 9/7/18 1 | ACP7001Q Lecturerl Running Track ...
o a 28521104 Fri 11:00 AM-1_  9/7/18 3 APHG003 Lectureri TLock - Cricket ..
0 O 28520904 Fri 11:00 AM - 2: . 9/7/18 3 ACP7001Q Lecturerl Running Track B1
0 . 28521304 Fri 2:00 PM - 3:0... | 9/7/18 3 ATM4001 Lecturerl M1
1 of 6 records
Marks Register Details (ID: 28518204) O Register Locked ” Fri, §/7/18, 7:00 AM - 1:00 PM
le/0[0]0O 1R
[ Student 1 2 3 4 | Min | Comment Notification Message ‘.E = E
AttMon_Test_Rob_Johnson 100%

DDEDDSS_18P95_Foley_James_002342
DDEDDSS_18P9S_KEHOE_NICHOLAS 036774
DDEDDSS_18P95_Wills_Nigel Tv_135734
DDEDDSS_18P9S_Woodward_Katharin_050333
DDEDDSS_18P95_Zaremba-Byrne_Kasia_176541
DDEDDSS_28P35_Edmondson_Sam_093500
DDEDDSS_28P9S_Lanigan_Patrick_040052
DDEDDSS_28P3S_Robinson_Philip H_167009
DDEDDSS_28P35_Sheehan_Kieran_166926
DDEDDSS_28P9S_Spurling_Kate_145465
DDEDDSS_28P95_Strachan_Amy_167010
DDEDDSS_38P95_Griffiths_Zoe 012366
DDEDDSS_38P95_Mills_Timothy_157293
DPHDEED_Y1P_Gaffney_David_070396
DPHDEED_Y1P_Spencer_Julie_176290
DPHDEED_Y2P_Croucher-Wright_Cindy_157577
DPHDEED_Y3_Nolan_Darren_155082
DPHDEED_YSP_Hookoomsing_Hélina_146058
DPHDEND_Y2P_Ridgers_Brian_166842

£/30/18 10:48 AM (uatest) 100%
8/30/18 10:46 AM (uatest)

o
ES

8/30/18 10:48 AM (ustest)

8/30/18 10:48 AM (uatest) 100%

5]
5
S

DPHDMGD_¥2_Maheswaran_Lakshmip_176070 100%
DPHDPLD_Y4_Westin_Anna_093194 100%
DPHDSSD_Y2P_Sorensen_Britta M_176564 1/2 | 100%
DPHDSSD_Y3_Omrani_Atefeh_157483 100%
DPHDSSD_Y3_Ryan-Moore_Edward G_111453 100%

4 2 [ 0
Absent ¥ 24

Register Notes V)] Present a' (A) Absent
(L) Late ‘w' (W)  withdrawn
‘n" (N) Not required

Please go to Section 5.3.
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5.2.3 Find a Register — via Modules

Click on the Modules icon (which looks like an open book) on the left of the window

View Room Booker Tools User # Rob Johnson (Lecturer-AA) v8.0.46.0 m

This will display the modules to which you have access
View Room Booker Tools User = Rob Johnson (Lecturer-2A) v8.0.46.0 m

@ New A - vyilw
| Unique Name - | | Search... jo) | m
- opartment
@@ | ACP7001Q Developing Lea . UATDEFT-AA
@@ ATM4001L Intreduction to ... UATDEPT-AA
@@ ATM4002 Principles of Att... UATDEPT-AA
=@ ATM4003 Attendance Mo...  UATDEPT-AA
@@ DRM4002 London Theatre UATDEPT-AA
@@ HEPBOO7 inical Exercise UATDEPT-AA
@@ | NGE7001 Principles of mo... UATDEPT-AA
@@ S0M4002 Intreduction to ... UATDEPT-AA

ol il ol gl =l gl ol el

Hint: You can click between the column headings and drag left/right to make the columns
wider/narrower if necessary.

Hover over the module whose register you want to view.
A green arrow will appear to the right.

Click the green arrow.
View Room Booker Tools User = Rob Johnson (Lecturer-24) v8.0.46.0 m

@ New A - vyiw
| Unique Name - || Search... P |m

- \
[~ | @& ACP7001Q Developing Lea...  UATDEPT-AA
[ &= ATM4001 Introduction to ... UATDEPT-AA
[ | @& ATM4002 Principles of Att... = UATDEPT-AA

nn———é

[~ | @@ DRM4002 London Theatre ~ UATDEPT-AA

[ | @& HEP6007 Clinical Exercise... UATDEPT-AA
[~ | @@ | NGE7001 Principles of mo... UATDEPT-AA
[T @& S0M4002 Intreduction to UATDEPT-AA
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This will display the Timetable for that session.
View Room Booker Tools User | Timetable | © Rob Johnson (Lecturer-AA) v8.0.46.0

1 ATM4003 - Modules -
Timetable (10h) Record Attendance ] @
7:00 AM 8:00 AM
Heon
i ATM003

Lecture
=
Lecturerl

==
i

bc

Click on the Attendance tab.

The Registers to which you have access will be listed as follows:

@ ATM4003 [Attendance M x \§ Y

<« C [ ® Not secure | ical:8084/4%5Ccelcathal%SCcelcat1819_test%5Cmodule.attendance ATMA003 o % |

 Rob Johnson (Lecturer-44) v8.0.46.0

View Room Booker Tools User | Attendance |

Timetable

Attendance

&3 Add students & withdraw students |+ 1A 4 @

Show registers from |a/13/1s E” to |1szxs E” (selected datas) v (e ]

Status;.. ()] Register ID_[Day | Time [Date [ Students [ Hodules [ sttt [ Groups [ Rooms I =
O. 552901 T  10m0AM-1 gi4e 3 AT0s Lecturert A
Q. 852402 Tue  1G00AM-1. 82118 3 ATM4003 Lecturer] D
Q. 28524303 Tue 10:00 AM- 1. 82818 3 ATM4003 Lecturerl

I I S
O . 28524305 Tue 10:00 AM - 1. 9/11/18 3 ATM4003 Lecturerl
O . 28524306 Tue 10:00AM- 1. 9/18/18 3 ATM4003 Lecturerl
28524307 | Tue | 10:00 AM-1_ | 9f35(18 3 ATMA003 Lecturer1 =]
1 of 18 records.

O Marks | Register Detalls (ID: 28524304) [ Register Locked H Tue, 9/4/18, 10:00 AM - 11:00 A ‘

Absent
Late
Ak o

[ Student
UATHMSH_Y1_Flintsone_Wilma_190002
UATMSH Y1 Flintstone Fred 200001

‘ Comment ‘ Notification Message
I I
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5.3 If your registers aren’t displayed immediately

If once you've selected the module and clicked on the Attendance tab, you get the following
message: "No registers match your search criteria or you may have insufficient access to
view them"

Timetable Record Attendance Add Students Remove Students | o

‘ Registers (Unlocked only) ¥

No registers match your search criteria or you may have insufficient acces@

< 7 December 2018 >

this is due to a mismatch of dates.

This happens when the date that CELCAT is looking at (usually today) is a day of the week
when there are no sessions for that module.
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If you look at the bottom of the screen, you'll see the date theCELCAT is looking at registers
for.

Timetable Record Attendance Add Students Remove Students E G

‘ Registers (Unlocked only) ¥

No registers match your search criteria or you may have insufficient access to view them

>

< 7 December 2018 >

You can change the date by either clicking the < or > arrows to the left / right of the date to
move the display backward/forward one day at a time.

Timetable Record Attendance Add Students Remove Students [=] G

‘ Registers (Unlocked only) *

No registers match your search criteria or you may have insufficient access to view them

< ) 7 December 2018 ( >
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Or if you click on the date itself, you'll get a calendar style pop-up from which you can
choose a date.

Timetable Record Attendance Add Students Remove Students = o

‘ Registers (Unlocked only) ¥ |

Mo registers match your search criteria or you may have insufficient access to view them

E@ December 2018 @@
Mon Tue Wed Thu Fri Sat Sun
26 27 28 29 30 1 2
3 4 5 6 8 9
10 11 12 13 14 15 16
17 18 15 20 21 22 23
24 25 26 27 28 29 30
31 1 2 5] 4 5 6
< >

Note: You need to double-click on a date (in the pop-up calendar) to select it.

Once the date selected matches a day of the week when the module has sessions, the
registers will be displayed.

Please go to Section 5.4.

5.4 Navigate the Register List

NB: Remember, which register(s) are listed will depend upon the route you took to generate
the register list.

@B ATM4003 [Attendance v x \\

&« C | ® Notsecure | ical:3084/#%5Ccelcathal%5Ccelcat 1819 _test%5Cmodule.attendance ATM4003

View Room Booker Tools User | Attendance |

L] ATM4003 [Attendan.

€D Add Students &) Withdraw Students

show registers from [ 8/13/18 B4 to [1271418 ] (selected cates) AT

Status:_ (30| Register ID_|Day | Time [pate [ students_[ Modules [ staft [ Groups [ Rooms I 5
O. 55401 T  wmAM-1 gi4e 3 T3 Lecturert ]
Q. 832402 Tue  1000AM-1. B21/18 3 ATMA003 Lecturerl D
o . 28524303 Tue 10:00 AM - L. 8/28/18 3 ATMA4003 Lecturerl

I T S
O . 28524305 Tue 10:00 AM - 1. 9/11/18 3 ATM4003 Lecturerl
O . 28524306 Tue 10:00 AM - 1. 9/18/18 3 ATMA4003 Lecturerl

28524307 | Tue | 10:00AM-1_  9f35(18 3 ATMA0D3 Lecturer1 [
1 of 18 records

O Register Locked H Tue, 9/4/18, 10:00 AM - 11:00 AM ‘

QO Harks

Register Details (ID: 28524304)

0 student L [
UATMSH_Y1_Flintsone_Wiima_190002 |
UATMSH v1 Fiintstone Fred 200001 I

(e)e] P
s |4 [ | comment [Nothseon Heszage i
\ \

Late
At o

2

The top half of the screen shows a list of the available registers.
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You can use the scroll bar on the right to move up and down this list.

@ ATM4003 [Attendance M X \

€ > C | O Notsecure | ical8084/#%5Ccelcathal%5Ccelcat 1819_test%SCmodule attendance ATMA003 or % |

View Room Booker Tools User | Attendance | © Rob Johnson (Lecturer-A4) v8.0.46.0 (4B Logout
L] ATI4003 [Attendan. -k

B
Timetable | Record | Attendance & Add students &) withdraw students | [ | [ 9’-\
- ——
|| show registers from [ 813718 ] to [12719118 ] (selected dates) v [Lsenty ) /
| [z (©)[Register D_[Day__|Time [Date [ students [modules: [ staff [ Groups Rooms Ji [
Q. 2852401 Tue  1000AM-1. 81418 3 ATHAD03 Lecturer] 5]
.‘.! O. 28524302  Tue  10:00AM-1. 82118 3 ATMa003 Lecturer1 D
O. 28524303 Tue 10:00 AM- 1.  8/28/18 3 ATM4003 Lecturerl
., T SELT e T O N
Q. 2852405 Tue  1000AM-L1. 91118 3 ATMAD03 Lecturerl
50 O. ssems  Tue  iowoAM-1 oisis 3 ATwa00s Lecurers
&y
28524307 Tue  10:00AM-1 | 9/25/18 3 | ATi4003 Lecturert 0
|| (L0718 records p—

O marks | Register Detais (1D: 28524304) 3 Register Locked | Tue, 94/18, 10:00 a4 - 11:00 a1 |
< O|0(0|0 . s
= [ stasenc L + [ i | Comment [ Notfiction Message HERE

UATMSH_1_Fiintsone_Wilma_190002 [
UATMSH Y1 Flintstone Fred 200001 I

Also, if you click on and drag downwards the bar below the list, it will increase the size of the
area used to show the list

e - O X
@B ATM4003 [Attendance IV X \
&« [e] \@ Not secure | ical:8084/#%5Ccelcathal%5Ccelcat1819_test%5Cmodule.attendance ATM4003 or ﬁ|
B ] « o Johnson (Lectrer2) V80450
L] ATM4003 [Attendan.
B2
Record |  Attendance €3 Add Students € Withdravr Students
- PR
L | show registers from [ 6/13/18 B4 to [1271918 ] (selected dates) AT
()| [t [ReitrD_[oar_ [Time [Date [ Students_| Modules [ st [ Groups [ Rooms I o)
. 28524301 Tue  1000AM-1.  8A4/18 3| ATM4003 Lecturert .|
2t Q. 2852402  Tue  1000AM-1. B21/18 3 ATMAO03 Lecturert D
o . 28524303 Tue 10:00 AM - 1. 8/28/18 3 ATMA4003 Lecturerl
| I e O S
O . 28524305 Tue 10:00 AM - 1. 9/11/18 3 ATM4003 Lecturerl
o! Q. 2824306  Tue  1000AM-1. 9M1818 3 ATMA0OS Lecturerl
e} 28524307 | Tue | 10:00 AM-1_ | Of35(18 3 ATMA003 Lecturer1 =)
|| [10f 18 records’ 7 ~
= O Marks | Register Detals (10: 28524304) \ 4/ ‘ [ Register Lacked H Tue, 9/4/18, 10:00 AM - 11:00 AM ‘
= 0 0|00 il .| 2
'\ 00 Student 1 4 [[min [ comment [ Notfcation Message il 2| g
UATMSH_Y1_Fiintsone_Wilma_190002 [ | C“Ck here and drag dOWn to
UATMSH v1 Fiintstone Fred 200001 [ I

display more of the list

thus allowing you to view more of the list in one go.
View Room Booker Tools User | Aftendance | = Rob Johnson (Lecturer-AA)  v8.0.46.0

I ATM4003 [Attendan.

Timetable Autendance €D Add Students &) Withdraw Students | [FIH| [ 1 @
Show registers from [ 8/13/18 B] to [12/19118 ] (selected dates) v [ seely
Status:... E]‘ Register ID | Day ‘Tlme ‘ Date ‘Smdenx | Modules ‘Stah" |Gm||ps | Rooms ‘ 5=
O . 28524301 Tue 10:00AM-1..  8f14/18 3 | ATM4003 Lecturerl E
O o 28524302 Tue 10:00 AM-1.. 8/21/18 3 ATM4003 Lecturerl
O . 28524303 Tue 10:00AM-1.. 8f28/18 3 | ATM4003 Lecturerl
28524305 Tue 10:00AM-1.. 9f11/18 3 | ATM4003 Lecturerl
28524306 Tue 10:00 AM-1..  9/18/18 3 ATM4003 Lecturerl
28524307 Tue 10:00 AM - 1 9/25/18 3 | ATM4003 Lecturerl
28524308 Tue 10:00 AM-1..  10/2/18 3 ATM4003 Lecturerl
2852430% Tue 10:00 AM - 1 10/9/18 3 | ATM4003 Lecturerl
28524310 Tue 10:00AM-1..  10/16/18 3 ATM4003 Lecturerl
28524311 Tue 10:00 AM - 1 10/23/18 3 | ATM4003 Lecturerl
28524312 Tue 10:00AM-1..  10/30/18 3 ATM4003 Lecturerl
28524313 Tue 10:00 AM - 1. 11/6/18 3 | ATM4003 Lecturerl
28524314 Tue 10:00AM-1.. 11/13/18 3 ATM4003 Lecturerl E]
(ID: 28524304) | [ Register Locked ” Tue, 9/4/18, 10:00 AM - 11:00 AM
00100 _ = il 2| ¢
[ Student 1 2 3 4 [ Min | Comment Notification Message ﬂ L] 2
UATMSH_Y1_Flintsone_Wilma_130002
UATMSH_Y1_Flintstone_Fred_200001
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You can change the dates to grow/shrink the list of registers shown by date

@ ATM4003 [Attendance M X \
&)

Room Booker Tools User | Attendance |

® Not secure | ical:8084/#%5Ccelghthal%5CcdIcat819_test%SCmodule.attendance. ATM4003 or it

 Rob Tohnson (Lecturer-44) v8.0,46.0

B
E & Add Students @) Withdraw Students
- P
N (spcted dates) v [Lsenty )
| [z () Register D_{Day_ | Time [Date [Students | Modules [ staff [ Groups Rooms [
Q. 2852401 Tue  1000AM-1. 81418 3 ATHAD03 Lecturer] 5]
.‘.! O. 28524302 Tue  10:00AM-1.  8/21/18 3 ATMa003 Lecturer1 D
26524303 | Tue  10:00AM-1.  828/18 3 ATMA003 Lecturers
| I L
28524305 Tue  10:00AM-1. 91118 3 ATMAD03 Lecturerl
50 o_ 524306 Tue  1000AM-1. ofisiis 3 ATwa00s Lecurers
&y
[®) 28524307 | Tue  10:00AM-1_ 9/25/18 3 | ATM4003 Lecturert [
i | | (107 18 records

O Marks | Register Detais (ID: 26524304) 3 Register Locked | Tue, 94/18, 10:00 a4 - 11:00 a1 |

olo[o]o x p
RSl [ s |2 | 5 [ o [commen [ othcaton essoge HERE

UATMSH_1_Fiintsone_Wilma_190002 [
UATMSH Y1 Flintstone Fred 200001 I

NB: If you do not have any registers today, this list will be blank.

The lower half of the screen shows the details of the selected register.

)
Q Harks Register Details (ID: 28524304) | [ Register Locked H Tue, 9/4/18, 10:00 AM - 11:00 AM
olololo ) [ e
[ student 1 2 3 4 | Min | Comment Notification Message El = 5
UATMSH_Y1_Flintsone_Wilma_190002
UATMSH_Y1_Flintstone_Fred_200001
UATMSH_Y1_Rubble_Barney_190003
[ 0 0 0
Absent 51513 5

Note: You can only select and view one register at a time.

If the session you've selected repeats across multiple weeks, the week you have selected
will show as white boxes, whereas preceding weeks will be shaded grey.

Up to a maximum of 6 preceding weeks will be shown.
View Room Booker Tools User | Attendance | = Rob Johnson (Lecturer-AA)  v8.0.46.0

| ATM4003 [Attendan...
Timetable Attendance &9 Add Students & Withdraw Students
Show registers from |Bj13,‘13 Hl to | 12/14/18 Hl (selectad dates) AT
Status:... [i]\ Register ID | Day ‘Tlm: \ Date ‘Siudmts | Modules ‘Slalf |Gm||ps | Rooms. \ ®B
O. 28524301 | Tue 10:00 AM- 1. B/14/18 3| ATM4003 Lecturerl -
O_ 28524302 Tue 10:00 AM-1..  8/21/18 3 ATM4003 Lecturert
. 28524303 | Tue 10:00 AM-1.. | 8/28/18 3 | ATM4003 Lecturerl
e, I S N N R
O. 28524305 Tue 10:00AM - 1. | 9/11/18 3 | ATM4003 Lecturerl
Q. 28524306  Tue 10:00 AM-1..  9/18/18 3 ATM4003 Lecturert
O 28524307 | Tue 10:00AM- 1. | 9/25/18 3 | ATM4003 Lecturerl
(@) 28524308 Tue 10:00 AM-1..  10/2/18 3 ATM4003 Lecturerl
@) 28524309 | Tue 10:00 AM- 1. 10/9/18 3 | ATM4003 Lecturerl
Q. 28524310 Tue 10:00AM-1..  10/16/18 3 ATM4003 Lecturerl
@) 28524311 | Tue 10:00 AM- 1. | 10/23/18 3 | ATM4003 Lecturerl
O 28524312 Tue 10:00 AM-1..  10/30/18 3 ATM4003 Lecturerl
@) 28524313 | Tue 10:00 AM- 1. 11/6/18 3 | ATM4003 Lecturerl
O. 28524314 Tue 10:00AM- 1. 11/13/18 3 ATM4003 Lecturerl &
1 of 18 records
O Marks R« (ID: 135;_4304) \ O Register Locked ” Tue,
Oo|0 @] H
E ‘éa
@ F-] -
[ Student I 12| 3| 4 |pin | comment | Notification Message 3 k] El
UATMSH_Y1_Flintsone_Wilma_190002 I
UATMSH_Y1_Flintstone_Fred_200001 — ’ i
o e e Selected week’s register
UATMSH_Y1_Rubble_Barney_190003
o o offo
Absent 5 5 # = ‘
Preceding

weeks’ registers
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You can use the three square icons a2 e top right to change the way this window

displays

View Room Booker Tools User | Attendance |
| Lectwrerl - Staff |

Timetabls

Show registers from | 8/4/18 ] o [ora08 4] (today) v [ appiy]

[ sttt [ Groups [Rooms I
©. 8517909  Tue | 7:00AM-10:. 9/4/18 21 LAWS017 Alexandra King;... ML

* Rob Johnson (|

Lecturer-AA) v8.0.46.0
=

= Record Attendance

28524304 | Tue | 10:00AM-1. 9/4/18 3 ATM4003 Lecturerl
1 of 4 records
J D Marks l Register Details (ID: 28520804) I ‘ [ Register Locked ”Tue, 9/4/18, 10:00 AM - 3:00 PM|
Oe 00 £ . 2
O student 1| 2| 3| 4 [Min|Comment Notification Message 3| % F]
[737889] AN B/30/18 10:46 AM (uatest) B 100%
[737895] 1/1 | 100%
[737905] 1/1 | 100%
NNFNNGS 1RBAS Zaremha Rurne Kasia 174541 " RIZNMR 1048 &M (uatest) annse.

e Show register list only
e Show register list and marking panel
e Show register editor only
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5.5 Update a Register

5.5.1 Update a Register for an Individual Student

Click in the box next to the student’s name

J Q wmarks | Register Details (ID: 28524303) ] ||:| Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM
olo/o T
[ Student 1 2//5"%\(Zumment Motification Message El E E
UATMSH_Y1_Flintsone_wilma_190002 ( =11)
UATMSH_Y1_Flintstone_Fred_200001 S———
UATMSH_Y1_Rubble_Barney_190003
o oo
Absent = 3 3 3
A dropdown will appear
J Q warks | Register Details (ID: 28524303) I [ Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM
0/0 0 T
1 Student 1 2 3 | Min | Comment Notification Message 2 E E
UATMSH_Y1_Flintsone_Wilma_190002 ~]
UATMSH_Y1_Flintstone_Fred_200001 Jd r— ~
UATMSH_Y1_Rubble_Barney_150003 "
0o 0
Absent > | 5 3| A apsent
W Withdrawn
N Not required
Revert Mark

Click on the appropriate register mark (e.g. Present / Absent / Late / Excused) from the

dropdown.
The selected register mark will now appear next to that student

J Q Marks | Register Deails (ID: 28524303)]

‘ [ Register Locked ” Tue, B/28/18, 10:00 AM - 11:00 AM

0 0/o i .|«
[l Sstudent 1 2 ) Min | Comment Notification Message ‘E E E
UATMSH_Y1_Flintsone_Wilma_190002 ( ) 100%
UATMSH_Y1_Flintstone_Fred 200001 N =
UATMSH_Y1_Rubble_Barney_190003
0 [1] 1] 100...
Absent = 3 3|3

« Rob Johnson (Lecturer-A%) v8.0.46.0

Add students

g%

Withdraw Students

Show registers from |a.-'L3."18 | to ‘a.-'L]..-‘IQ | (all timetable weeks) | Apply |

Status:... L:J| Register 1D | Day |T|me | Date ‘ Students | Modules | Staff

| Groups

Rooms |

= 10:00 AM 18 ATM40 Lecturerl

[Or the little orange button to Cancel the change].
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5.5.2 Update a Register for Multiple Students

Click on the first student’s name

QO Marks | Register Details (ID: 28524303) ]

[ Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM

ololo . .
H ]

[l student 1 2 3 | Min | Comment Naotification Message -'l_: E E
UATMSH_Y1_Flintsone_Wilma_190002 - ]
UATMSH_Y1_Flintstone_Fred_200001
UATMSH_Y1_Rubble_Barney_190003

[1] 0 0

Absent = 3 3 3

Hold down the Ctrl key on your keyboard and click on the names of the other students

whose register marks you wish to update.

A window will appear

Q warks | Register Details (ID: 28524303) ] | O] Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM
2 Students Selected %]
000 .
. 2

[ Student 1| 2 | 3 |Min|Comment Mark: ‘ Present ( ,‘_W £ 5 g
UATMSH_Y1_Flintsone_Wilma_190002 \-/|
UATMSH_Y1_Flintstone_Fred_200001 e
UATMSH_¥1_Rubble_Barney_190003 |

o 0|0

Absent = 3 3 3

Click the down arrow.

Select the appropriate register mark (e.g. Present / Absent / Late / Not required) from the

dropdown.
J O Marks | Register Details (ID: 28524303) l | [ Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM |
2 Students Selected [ %]
OO0 5 $
i Mark: Present v | 7 =2 2 -
] Student 1 2 3 | Min | Comment E: = z
UATMSH_Y1_Flintsone_Wilma_190002 [ Present |
UATMSH_Y1_Flintstone_Fred 200001
UATMSH_Y1_Rubble_Barney_190003 A Absent |
Absent % % % W Withdrawn
N Not required

Click Apply Mark.
The register marks of the selected students will be updated

Q warks | Register Details (ID: 28524303) ] ‘ O Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM
|
000 - .
2 £
H [ Student 1 Comment Notification Message 2 = =
UATMSH_Y1_Flintsone_Wilma_180002 100%
“ UATMSH_Y1_Flintstane_Fred_200001
UATMSH_Y1_Rubble_Barney_190003 100%
) 100...
‘ Absent + 3

* Rob Johnson (Lecturer-A&) v8.0.46.0

=13
Add Students Withdraw Students ]
L | [ p—
] Show registers from | 813/18 | to ‘ 811/19 | (all timetable weeks) | Apply |
A Status:... l:J| Register ID | Day |Time | Date ‘ students | Modules | Staff |Gmups Rooms | =
28523406 Tue 10:00 AM - 1 9/18/18 3 | ATM4003 Lecturerl G2
.
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5.5.3 Update a Register for All Students

Click in the little box above the first student’s name
4 J Q© Marks [ Register Details (10:23524304)]

[ Register Locked ” Tue, 9/4/18, 10:00 AM - 11:00 AM

olo olo . .
- — w 2 -
Esadent 1 2 3 4 | Min | Comment Motification Message -& = E)
zP N UaFf1SH_Y1_Flintsone_Wilma_190002 ¥
UATMSH_Y1_Flintstone_Fred_200001
UATMSH_Y1_Rubble_Barney_190003
] 0 0
3 » < 2 202
2] Absent 5 5 5
(2] = O *
/H Staffiet - Business Intell, xym Lecturerl - Staff - celcat K\<NewTab x\D
& (& |® Mot secure | ical:8084/#%5Ccelcathal%5Ccelcat1819_testd5Cstaff.attendance Lecturert o @ ﬁ| H
View Admin  Room Booker Tools User | Attendance |

« Rob Johnson (Administrator) v8.0.45.0

Attendance Add Students () Withdraw Students

Remove Students

Show registers from ‘ B/26/18 | to | 9/7/18 | (selected dates) v Apply
Status:... [ ]| Register ID | Day | Time [ Date [ Students | Modules [ staff [ Groups | Rooms [ =
[0) 28507303 | Mon 9:00 AM - 12:... | 8/27/18 0 | Eventl Lecturerl REGAL HOUSE ... [a)
o 28517903 Tue 7:00 AM - 10:. 8/28/18 21 | LAWS017 Alexandra King;... M1 o
I 2 S S S
28520803 Tue 10:00 AM - 3: 8/28/18 21 | LAW4013 Alexandra King; (14 L1B Law;:L M1
n cooznn n i I na | seicns . s ras fz]
1 of 41 records
J O Marks [ Register Details (ID: 28524303) I | [0 Register Locked ” Tue, 8/28/18, 10:00 AM - 11:00 AM |
olo o 2 L.
[l student 1 2 3 | Min | Comment Notification Message -_E E E
UATMSH_Y1_Flintsone_Wilma_190002 - ]
UATMSH_Y1_Flintstone_Fred 200001
UATMSH_Y1_Rubble_Barney_190003
0 [1] 0
Absent * 3 3 3
Register Notes YO Present ‘a'(A)  Absent
T (L) Late ‘'w' (W) Withdrawn
'n' (N) Mot required

J Q warks [ Register Details (ID: 28524303) ] [ Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM

O Q0|0 .| -
[E] Student 1 2 3 | Min | Comment Motification Message '-3 E E
Clear selection )2_190002 - ]
200001
Select all
| 190003
Select zll unmarked
Absent * % % %
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Click Select all

J Q warks I Register Details (ID: 28524303) ] [ Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM
o 0olo 1
[l Student 1 2 3 | Min | Comment Notification Message &} = =
Clear selection 2190002 'J
|_200001
| 190003
Select all unmarked
0 [1] 1]
Absent * 3 3 3
A window will appear
D)
j O Marks I Registar Details (ID: 28524303) l | [ Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM
3 Students Selected [X]
ololo 5K .
: | 2
[l Student 1| 2 | 3 |Min|Comment Mark: ‘Present (\VD _'.-: 3 %
UATMSH_Y1_Flintsone_Wilma_190002
UATMSH_Y1_Flintstone_Fred_200001 ‘Apply Mark
UATMSH_Y¥1_Rubble_Barney_190003
0 [1] 0
Absent * 3 3 3

Click the down arrow.

Select the appropriate register mark (e.g. Present / Absent / Late / Not required) from the
dropdown.

J O Marks I Registar Details (ID: 28524303) I | [0 Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM |
3 Students Selected [ %]
OO0 0 E 2
2 u z
Student 1| 2 | 3 [Min|Comment Mark: Bresent ~ .'!_: 5 z
UATMSH_Y1_Flintsone_Wilma_190002 /  Present
UATMSH_Y1_Flintstone_Fred_200001 L Late
UATMSH_Y1_Rubble_Barney_150003 A Absent
Absent = % g % W Withdrawn
N

Mot required
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Click Apply Mark.
The register marks of all the students will be updated

D)
j O Marks I Registar Details (ID: 28524303) I [0 Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM
i
ololo z .
2 2
ii Bl Student 1| 2 Min | Comment Nofification Message 2 k] =
UATMSH_Y1_Flintsone_Wilma_190002 \~| 100%
‘l{ UATMSH_Y1_Flintstone_Fred_200001 ‘ 100%
UATMSH_Y1_Rubble_Barney_190003 l 100%
1] ] v 100...
é Absent ~ T 3|3

View Room Booker Tools User | Attendance | # Rob Johnson (Lecturer-aA) v8.0.46.0
__| ATM400 Modul =063
. Record Attendance Add Students Withdraw Students
I.\ Show registers from | Bf13/18 | to ‘ Bf11/19 | (all timetable weeks) o Apply
“ Status: L:J| Register 1D | Day |T|me | Date ‘ Students | Modules |5‘!aﬁ |Gmups Rooms | Irah

28523406 Tue 10:00 AM - 1 9/18/18 3 | ATM4003 Lecturerl
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5.6 Add a Comment against a Student in a Register

When updating a register, you have the option of adding a comment against a student.

If/when a student tells you the reason for their absence/lateness, it is helpful to record that in
the register so that it can be viewed by other staff members who may also have a role in the
student’s welfare.

Plus, by producing summary reports of these comments (i.e. explanations for
absence/lateness) it will enable us to identify any trends.

To do so, simply, click in the Comment box next to the student’s name

Q warks | Register Details (ID: 28524303) l | O] Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM
000 Ty
[l student 1 2 3 | Min | Comment Naotification Message ‘E E E
UATMSH_Y1_Flintsone_Wilma_190002 [Mew] Absent 1 0%
UATMSH_Y1_Flintstone_Fred_200001 100%
UATMSH_Y1_Rubble_Bamey_190003 100%
0o o1 1 67%
Absent v | _ o | "
5| &
and type away
N
J Q warks | Register Details (ID: 28524303) l O] Register Locked || Tue, 8/28/18, 10:00 AM - 11:00 AM
=
O0Qo MEDIC B, 2
a [ Student 12| 3 |Min Notification Message -'l_;n E z
UATMSH_Y1_Flintsone_Wilma_190002 [New] Absent 1 0%
“ UATMSH_Y1_Flintstone_Fred_200001 100%
UATMSH_Y1_Rubble_Bamey 190002 100%
0 1 67%
' Absent = B "

L

the Enter key or click elsewhere on the screen to complete your comment

)
O Marks | Register Details {ID: 28524303) l | [0 Register Locked H Tue, 8/28/18, 10:00 AM - 11:00 AM
|
ololo : .
o) )
a [ Student 1 2 3 | Min | Comment Notification Message 2 E E
UATMSH_Y1_Flintsone_Wilma_190002 MEDIC [New] Absent 1 0%
“ UATMSH_¥1_Flintstans_Fred_200001 100%
UATMSH_Y1_Rubble_Barney 1390003 100%
o
' Absent ~ % g 4 1 B7%

NB: The comment field is a ‘free text’ field which means you could write anything you
like — but please do not. Please use one of the agreed list of reason codes instead, as
follows:

ACCESS CARD CARE CHOSE DEPART
DIST HANGOV LEAVE MEDIC OVERRUN
PARK QUEUE STAFFERR SYSTEM TIMEMGMT
TIMETAB TRAV USERERR VISA WORK

Using these standard conventions will make it easier to produce summary reports of the
reasons for absence/lateness and thus enable us to identify any trends.

For further details about Comment Codes please section 9.2.
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As before, click the green tick to Save your change.

View Room Booker Tools User| mendance|

= Rob Johnson (Lecturer-A2) v8.0.46.0
prgpy

il | ATM4003 - Modul ax
| . Record Auendance Add Students ) Withdraw Students
I.\ Show registers from | Bf13/18 | to ‘ Bf11/19 | (all timetable weeks) o Apply
“ Status: L:J| Register 1D | Day |T|me | Date ‘ Students | Modules |5‘taﬁ |Gmups Rooms | Irah
o 28523406 Tue 10:00 AM - 1 9/18/18 3 | ATM4003 Lecturerl G2
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5.7 Add a Comment against a Register

This adds a comment against the register as a whole, rather than against a particular
student.

This can be a handy way to keep a note of something for future reference. For example to
note a student who attended but wasn't listed in the register.

When displaying the register, at the bottom of the screen is a box entitled Register Notes
View Admin Room Booker Tools User \ Attendance | = Rob Johnson (Administrator) vB‘0.46.0

Attendance Add Students Withdraw Students Remove Students

-
N Show registers from ‘ B/26/18 | to | 9/7/18 | (selected dates) Apply
H Status:... (-] ‘ Register ID | Day | Time | Date | Students | Modules | Staff | Groups ‘ Rooms ‘ 0
28 3 Mon M - 12:. B/27/18 0 | Eve: ecturerl REGAL HOUSE E]
M Tue 7 - 10:... | 8/28/18 andra King;. M1 B
- T -l———
L ] 00 AM - 8/28/18 1 | LAW4013 Alexandra King; (14 L1B Law;:L M1
- n o EW W TTIET nianiio sucniz PYP—— PP [
1 of 41 records
ot
&)
J O Marks I Register Details (ID: 28524303) I | [0 Register Locked ” Tue, 8/28/18, 10:00 AM - 11:00 AM |
™
—_—
olo/o . <
2| g
ii [ Student 1 2 3 | Min | Comment Nofification Message F] = E
UATMSH_Y1_Flintsone_Wilma_190002 MEDIC [New] Absent 1 0%
‘{ UATMSH_Y1_Flintstone_Fred 200001
UATMSH_Y1_Rubble_Barney_190003 100%
1] [1] 1 50%
a Absent ~ 3 3|32 °

4

|
L)

o

—

Register Notes YO Present ‘a'(A)  Absent
. (L) Late ‘w' (W) Withdrawn

n' (N)  Not required

2 GmEg J&

(

Click in the box and type your text

( <' Betty Rubble 190004 attended but is not listed D () Present 'a’(A)  Absent

N.in the register T {L) Late 'w' (W)  Withdrawn
'n" (N)  Not required

© Rob Johnson (Lecturer-AA) v8.0.46.0

Add students Withdraw Students
- —
A Show registers from | Bf13/18 | to ‘ Bf11/19 | (all timetable weeks) Apply
H Status:... L:J| Register 1D | Day |T|me | Date ‘ Students | Modules |5taﬁ= |Gmups Rooms | Irab
. 28523406 Tue 10:00 AM - 1 9/18/18 3 | ATM4003 Lecturerl G2

Page |27



5.8 Update Multiple Registers (using Extended Absence)

The main reasons for using this feature are to:-

¢ Mark an individual student as Absent for a number of days/weeks when we know that
they are going to be absent E.g. when they’re off sick.
[This will usually be done by Faculty admins]

e Mark a group of students as ‘Present’ when they will be at (timetabled) sessions off
site for a number of days/weeks. E.g. When they are on a work placement or a Field
Trip.

In these situations it is easier to mark them all Present in advance and then record
any individual absences later if/when they occur.

5.8.1 Create a new Extended Absence record
In CELCAT, click Tools

7\
View Room Booker[ Tools | User = Rob Johnson (Lecturer-AA}  v8.0.46.0

View Room Booker | Too\sl User / \ *© Rob Johnson (Lecturer-AA)  v8.0.46.0
p 1 o \L
Clash Check Wizard Extended Absence Repister Finder
Timetabling Attendance

a

L]

»
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The Extended Absence Management screen will appear

(2] = ] X
@ Extended Absence Man=: X\ |
&« C |® Mot secure | ical:8084/#%5Ccelcathal%5Ccelcat1819_test%5Cattendance.extendedabsence O 1}|
View Room Booker Tools User = Rob Tohnson (Lecturer-83) v8.0.46.0
Oa‘kended Absence M.. (= 3

Search extended absences for:

® Student: |_& |
O Date: | |

Start | End Mark

Click the + symbol (top right) to Create New Absence record
View Room Booker Toals User * Rob Jehnsen (Lecturer-A%) v8.0.46.0
A

Search extended absences for:

® Student: |_& |

O pate: | |

start [End Hark
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The extended Absence Details pane will appear

View Room Booker Tools User

O Extended Absence M..

(2] = ] X
@ Extended Absence Manz: X \\ |
&« C |® Mot secure | ical:8084/#%5Ccelcathal%5Ccelcat1819_test%5Cattendance.extendedabsence O 1}| H
T ——————

=3

Search extended absences for:

&, Extended Absence Details

® Student: |

O Date: |

Start End Mark
8/31/18 7:00 AM | B/31f18 10z

Student
"Drag students from the panel to add them to this entry’
Mark
v | Minsiate: [g =
‘Comments:
Stamp
Period

st [gj3118

=) 7:00 M =

nd g8

ﬂ\ \ 10:00 P11 =

Click on the Student tab.

Search extended absences for:

& Extended Absence Details

@ Student: |

O Date: |

8/31/18 7:00 AM

A list of students will appear

View Room Booker Tools User

& Hew

G-B-O-o-

| Name - ||saarch_. D HE
D| (] ‘ Unique Name |Name A‘ Department

[ | == 737889 UATDEPT-AA (o]
[~ = 737899 UATDEFT-AB S
| = 737909 UATDEPT-AC

[ s 167280 ___ TestPost-..

| == 051667 Atthlon_Test R UATDEPT-AB

[ s 002342 DDEDDSS_18P..  UATDEPT-AC

| s 036774 DDEDDSS_18P.. | UATDEPT-AC

| s 135734 DDEDDSS 18P UATDEPT-AC

| = 050333 DDEDDSS 18P | UATDEPT-AC

| =s 176541 DDEDDSS 18P UATDEPT-AC

| = 093500 DDEDDSS_26P_ | UATDEPT-AA

[~ =5 040052 DDEDDSS_26°_  UATDEPT-AC

| == 167009 DDEDDSS_26P.. | UATDEPT-AC

Student

« Rob Johnson (Lecturer-AA) v8.0.46.0

ax

& Extended Absence Details

Student

Page |30

‘Drag students from the navigation panel to add them to this entry’




You may want to click and drag left/right the column headings to resize the columns to make

it easier to view the contents

View Room Booker Tools User = Rob Johnson (Lecturer-AA) v8.0.46.0 (D Logout|
a%

& New
» & Absence Details
o = nce Detai
P | Pl 1=
D‘ ) ‘ Unique Name ‘ liame a ‘ D Student
| es 737889 UATDEPT-AA (o]
O
1 == I =
[ es 737909 UATDEPT-AC
[ == 167280 Test-Post-...
[ | == 051667 AttMon_Test_R.. UATDEPT-AB
[ we 002342 DDEDDSS_18P UATDEPT-AC
— | as| 36774 NNFNNSS 189 UATNFPT-AC
View Room Booker Tools User * Rob Johnson (Lecturer-AA) v8.0.46.0

g%

@ Mew E& A A |:|]] vy
| Unique Name v | | Search... o | B Absence Details
O] D] unique .. [ Hame [ Department Studert
I~ | @e | 737889 UATDEPT-AA  [a]]
- we 737899 UATDEPT-AE |
[ wee 737909 UATDEPT-AC
[~ @e 167280 ____ Test-Post-Grad Masters_Cne_167280
[ | @& 051667 AttMon_Test_Rob_Johnson UATDEPT-AB
[ we 002342 DDEDDSS_18P25_Foley_James_002342 UATDEPT-AC
= oo NWTIA | DNENNGE 1RDES KFHOE MICHAIAG 076 | HIATOEDT.AC

5.8.2 For an Individual Student

5.8.2.1 Search by Name

Ensure Name is selected

View Room Booker Tools User © Rob Johnson {Lecturer-A4) v&.0.46.0
de o =
€ ey S-B-J-o- B Qe
p— 'M m— yo l@ | &, Extended Absence Details
LT o e — student
[ | == 737889 UATDEPT-AA[a]|
[ == 737899 LIATDEPT-ABD
[ es 737909 UATDEPT-AC

& [ @e 167280 ___ Test-Post-Grad Masters_One_167280
[ @= 051667 AttMon_Test_Rob_Johnson UATDEPT-AB
[ e 002342 DDEDDSS_18P95_Foley_James_002342 UATDEPT-AC
M o= 036774 DDEDDSS_18P9S_KEHOE_NICHOLAS_036... UATDEPT-AC
[ == 135734 DDEDDSS_18P95_Wills_Nigel Iv_135734 UATDEPT-AC
[ @ 050333 DDEDDSS_18P95_Woodward_Katharin_05 UATDEPT-AC.

=2 | ss| 176541 DDEDDSS_18P95_Zaremba-Byme_Kasia_ . UATDEPT-AC

i [ @ 083500 DDEDDSS_28P95_Edmondson_Sam_093500 UATDEPT-AA

[ es 040052 DDEDDSS_28P95_Lanigan_Patrick_040052  UATDEPT-AC

XX

Then in the Search bar enter an asterisk followed by the student’s surname or forename

View Room Booker Tools User = Rob Johnson (Lecturer-4A) v8.0.46.0 [ Logout]
%

@ tew g~B-d-o-

|NamE ‘(“kmhm p) P lE] | || o= Extended Absence Details
O] )] unique N.._[Hame | Department Student
| == 737889 UATDEPT-AA[a

[ = 737399 uaTDERT-ABC|

| =s 737908 UATDEFT-AC

[ s 167280 ___ Test-Fost-Grad Masters_One_167260

| = 051667 AttMon_Test_Rob_Johnson UATDEFT-AB

[ s 002342 DDEDDSS_18755_Foley_James_002342 UATDEFT-AC

| s 036774 DDEDDSS_18P95_KEHOE_NICHOLAS_036... | UATDEPT-AC

| s 135734 DDEDDSS_18755_Wills_Nigel Iv_135734  UATDEPT-AC

| == 050333 DDEDDSS_18755_Woodward_Katharin_05. | UATDEFT-AC

| s 176541 DDEDDSS_18755_Zaremba-Byme_Kasia_ UATDEFT-AC

| = 093500 DDEDDSS_28755_Edmondson_Sam_093500 | UATDEFT-AA

[ =5 040052 DDEDDSS_28755_Lanigan_Patrick_040052  UATDEFT-AC
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As you type the list of students displayed will be filtered accordingly
View Room Booker Tools User © Rob Johnson (Lecturer-A4) v8.0.46.0

SBrd~o~
|Nam= [t 5|E] | &, Extended Absence Details
D| (] ‘ Unique N ‘ Name A| Department Student
[ oo 157487 DPHDSSD_Y3_Brown_Fred Cha_157487
[ oo 166498 MMCELTS_Y1_Sizer_Freddie_166439
[ es 155753 MMCSPIR_Y1_ Fredrix_Mats_155753
[ es 156132 MMHSTC_Y3P_Hellmann_Frederic_156132
| ee 157478 MSPEDiS_1756A_Acheampong_Freda_15..
[ ee 167523 PSCWSSNS_10P74_Randazzo_Manfredi_1...
o=
[ ee 092055 UBFHCC_¥1_Banya_alfred 1_092055
[ ee 174026 UCOSH_Y1_Dresner_Freddie_174026
[ oo 151975 UCDSH_Y2_Reardon_Frederic_151375
[ es 163472 UDTSH_Y2_Van Den Berg_Frederic_163472
[ es 170135 UITTP3_¥1_Nehls_Frederic_170195
| es 176008 ULASH_Y1_Heiberg_Alfred_176008
View Room Booker Tools User © Rob Johnson (Lecturer-AA) v8.0.46.0 [_@ Help ] ({3 Logout]

8%

- ;
= Extended Absence Details

|Nama - ||‘tht 5|E] —||=

D| i) ‘ Unique N ‘ Name A‘ Department Student

[ ee 166754 PSCHSN_Y1_Flintham_Rachel_166754

I ee 190002 UATMSH_Y1_Flintsone_Wilma_120002

| ee 190001 UATMSH_Y1_Flintstone_Fred_200001

Please go to section 5.7.2.3

5.8.2.2 Search by Regnum

If you know the student’s regnum, click the down arrow next to the Name heading

View Room Booker_Tocls_User « R Jchnson (Lechurer-A4) v8.0.46.0 (0 elp ) ({1 Logaut)

D New S-B-J-o~

‘ = ( = ‘ N ] @ & Extended Absence Details
O unique nad [ nagle [ Depertment | [Fremm— Student,
[ ee 737889 UATDEPT-AA (o

[ s 737899 UATDEPT-AB b

[ s 737909 UATDEPT-AC

[ s 167280 _ TestPost-

| s 051667 Atthion Test R UATDEPT-AB

[ ee w0234z DDEDDSS 187 UATDEFT-AC

[ eo 03774 DDEDDSS 187 | UATDEFT-AC

[ o 135734 DDEDDSS 187 UATDEFT-AC

[~ e 050333 DDEDDSS 187 | UATDEPT-AC

[ s 176541 DDEDDSS_187.  UATDEPT-AC

[~ s og3s00 DDEDDSS_287 | UATDEPT-AA

[ s 040052 DDEDDSS_287  UATDEPT-AC

[ s 167000 DDEDDSS 287 UATDEPT-AC

View Room Booker Tools User © Rob Johnson (Lecturer-A3) v8.0.46.0 ({0 Logout |

& New G-B-J~o-

r— — *|E] &, Extended Absence Details
Unique Mame - ‘ Department Student
Name UATDEPT-A[a]]

Department ALTIEET

T UATDEPT-A

v —TorIT——— d Masters_One_167280

[ | @& 051667 AttMon_Test_Rob_Johnson UATDEPT-A

[~ @o 002342  DDEDDSS_18PS5_Foley_James_002342 UATDEPT-A

[~ @ 036774  DDEDDSS_18P9S_KEHOE NICHOLAS 036774  UATDEPT-A

[ ©o 135734  DDEDDSS_18PSS_Wills_Nigel Iv_135734 UATDEPT-A

[~ e 050333  DDEDDSS_18P9S_Woodward_Katharin_050333 = UATDEPT-A

[~ @o 176541  DDEDDSS_18P95_Zaremba-Byme Kasia_176.. UATDEPT-A

[~ @ 093500 | DDEDDSS_28P95_Edmondson_Sam_093500  UATDEPT-A
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Select Unique Name
(2] = ] X
@ Extended Absence Man=: X \\_ |
&« C |® Mot secure | ical:8084/#%5Ccelcathal%5Ccelcat1819_test%5Cattendance.extendedabsence O 1}| H
View Room Booker Tools User = Rob Tohnson (Lecturer-83) v8.0.46.0

& New

&-@Br-gro-

=3

&, Extended Absence Details

|Un|quENamE - ||Searchm D ‘m
D\ E‘Unique ‘Name A‘Department

| s 737889 UATDEPT-AA  [a]
[ e= 737899 UATDEPT-AB  —)
[ e 737909 UATDEPT-AC

[ @e 167280 ___ Test-Post-Grad Masters_One_167260

[ | @& 051667 AttMon_Test_Rob_Johnson UATDEPT-AB

[~ wo 002342  DDEDDSS_18P9S_Foley_James 002342 UATDEPT-AC

[~ ©o 036774  DDEDDSS_18P9S_KEHOE NICHOLAS 036.. UATDEPT-AC

[~ @o 13573  DDEDDSS_18P95_Wills_Nigel Iv_135734 UATDEPT-AC

[~ @ 050333  DDEDDSS_18P95_Woodward Katharin_05.. UATDEPT-AC

[~ wo 176541  DDEDDSS_18P95 ZarembaByme Kasia_.. UATDEPT-AC

[~ e 093500  DDEDDSS_28P9S_Edmondson_Sam_0935.. UATDEPT-AA

[~ ©o 040052  DDEDDSS_28P95_Lanigan_Patrick 040052  UATDEPT-AC

[~ @o 167009  DDEDDSS_26P95_Robinson_Philip H_167... UATDEPT-AC

[~ @o 166926  DDEDDSS_28P9S_Shechan_Kieran_166926 UATDEPT-AC

[~ @ 145465  DDEDDSS_28P95_Spuriing_Kate 145465 UATDEPT-AC

[~ ©o 167010  DDEDDSS_28P9S_Strachan_Amy_167010  UATDEPT-AC

[~ @ 012366  DDEDDSS_38P95_Griffiths_Zoe 012366 UATDEPT-AB

[~ wo 157203  DDEDDSS_38P95_Mills_Timothy_157293 UATDEPT-AB

[~ @ 157577  DPHDEED_Y1P_Croucher-Wright Cindy 1 .  UATDEPT-AC

[~ ©o 070396  DPHDEED_Y1P_Gaffney David 070396 UATDEPT-AB

[~ @e 176290  DPHDEED_Y1P_Spencer_Julie_176230 UATDEPT-AB

[~ @o 155082  DPHDEED_YZ_MNolan_Darren_155082 UATDEPT-AB

[~ @o 146066  DPHDEED_Y3P_Crawshaw_Sara_146066 UATDEPT-AA

[~ oo 146058  DPHDEED_Y4P_Hookoomsing_Hélina 146 UATDEPT-AB

[~ @o 987580  DPHDEED_Y4P_Wilson_Fiona Mc_987580  UATDEPT-AA

[~ @o 116299  DPHDEED_YSP_Bone_Elizabet_116299

[~ @ 090565  DPHDEED_Y6P_Jacobs Marc 090565

[~ oo 081754  DPHDEED_Y7P_Moreland_James 081754

[~ eo 115933  DPHDELD_Y3P_Cooper_RobertJ_115933

[~ ©o 166842  DPHDEND_Y2P_Ridgers_Brian_166842 UATDEPT-AC

[~ @ 036630  DPHDEND_Y4P_Morsman_Claire 036630 UATDEPT-AA

[~ ©o 081306  DPHDEND_YS_Harker Shaw_JoannaM_08.. UATDEPT-AA

[~ eo 125802  DPHDEND_YS_Hunter_Ann-Mari_125802 UATDEPT-AA 5
|l ] @]
0 items selected

O show selected only

Student

"Drag students from the

panel to add them to this entry’

Mark
v | Minslate: [
Comments:
Stamp
Period

st [gj3118

= |

700 An =

nd g8

= |

10:00 1 =

View Room Booker Tools

User

¥ Rob Johnson (Lecturer-AA) v8.0.46.0

=1y

@New s"D]]'CI' Iy

lumwwamE (l | —— ) P |E] &% Extended Absence Details
D‘ E‘Umque ‘Mama A| Department wihides

[~ == | 737889 UATDEPT-AA  [a

[~ e 737899 UATDEPT-08 )|

| es 737909 UATDEPT-AC

[~ o 167280  __ Test-Post-Grad Masters_One_167280

[~ | @& 051667 AttMon_Test_Rob_Johnson UATDEPT-AB

[~ s 002342  DDEDDSS_18P35_Foley_lames_002342 UATDEPT-AC

[~ s 036774  DDEDDSS_18P3S_KEHOE_NICHOLAS_036.. | URTDEPT-AC

View Room Booker Tools

D New

User

G-B-g-ro-

= Rob Johnson (Lecturer-AA}  v8.0.46.0

g%

Please go to

section 5.7.2.3.

= : Absence Details
[ unique name | [asod 2l ||=
D‘E‘Unique... |Nnme AlDepartment hen
[~ @ 190002 | UATMSH_YL_Flintsone_Wilma_190002
[ e 190001  UATMSH_Yi Flintstone_Fred 200001
[ e 190003 UATMSH_Y1_Rubble_Bamey_190003
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5.8.2.3 Select Student

Select the student you want
View Room Booker Tools User © Rab Iohnson (Lecturer-AA) v8.0.96.0

& New S-Brd~o-

)— | B Absence Details

| Unigue Name g ‘ | 1500

D‘E‘Unique... |Name A|Department
[~ @ 190002  UATMSH_YL_Flintsone_Wilma_190002

- . 190001 UATMSH_Y1_Flintstone_Fred_200001 @
[~ ©= 190003  UATMSH_Y1 Rubble_Barney_190003

Click and Drag the student across to the right hand pane
View Room Booker Tools User * Rob Johnson (Lecturer-AA) v8.0.46.0

@ New G~BrA~o-
= Absence Details

|Lln|queNamE - nguu J- HZ]

D‘ E‘Umque |Name A| Department |

[ @ 190002  UATMSH_YL Flintsene_Wilma_130002

[ . 190001  UATMSH_YL Flintstone_Fred_200001

[~ @ 190003 | UATMSH_Y1_Rubble_Barney_190003

The student will now be listed in the Student pane on the right
View Room Booker Tools User “ Rob Johnson (Lecturer-AA)  v8.0.46.0

L)

Search extended absences for: & Extended Absence Details

® Student: | ‘ < UATMSH_Y1_Flintstone_Fred_200001
N

O pate: | |

Start End Mark

8/31/18 7:00 AM | 8/31/18 10:00 _.

Click the down arrow next to the Mark box

Mark

| @\n: Late: 0 E:
‘Comments:

Stamp

Period
Start: |Bf31[16 H| | 7:00 AM Eﬂ
End:  [g/31/18 =1 10:00 P11 (5]

Select the appropriate register mark from the dropdown list that appears

Mark
v | Minsiate: [ :Z:l
| Present
A Absent
L Late
W Withdrawn
N Not required

Period
start: [g/31/1s =] 7:00 an1 =]
End [g/3118 =1 10:00 P11 5]
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Mark
| A Absent « | Mins Late: 0 |E||
Comments:

Period

Mark
|AAhsenl ~ | Mins Late: 0 E:‘
Comments:

(D
Period

Type the relevant Comment Code (if applicable) in the Comments box.

See section 9.2 for details of Comment Codes.

Mark
|AAhsent - Mins Late: 0 :E:‘
Comments:
Period
Optionally, if you then click the Stamp button
Mark
A Absent = | Mins Late: [ o =
&
Period

Period

The date, time and your user name will be added to the comment.

%. Mark

m ‘AAhsEnl v | Minslate: g =]
@ MEDIC 31.31,'15 5:13 PM (Rob Johnson)

o

; Stamp

Set the Start Date and End Date [and, if applicable, the Start Time and End Time]

bc)
Period
/_m 9/3/18 E|| | mﬂ\
N{_ End: ‘ 9/14/18 H| | 10:00 PM E]‘V)
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Click the green tick (top right) to save the absence record

View Room Booker Tools User

() Extended Absence M..

= Rob Johnson (Lecturer-AA) v8.0.96.0

» Search extended absences for:

& Extended Absence Details

P ® Student: |

‘“ O Date: |

Student

UATMSH_Y1_Flintstone_Fred_200001

The selected register mark and comment (if specified) will be added to the student in all
registers between the selected start date & time and the end date & time.

5.8.3 For Multiple Students
5.8.3.1 Search by Regnum

You can search for students one-by-one e.g. by searching for their RegNum as described

above.

View Room Booker Tools User

6 New

T e p———————

| Unique Name

= | [1s00

& Extended Absence Details

O ‘ -1l ‘ Unique . ‘ Hame

Student

e 190002
[ == 190001
|| 190003

UATMSH_Y1_Flintsone_Wilma_130002
UATMSH_Y1_Flintstone_Fred_200001
UATMSH_Y1_Rubble_Barnay_190003

View Room Booker Tools User

6 New

UATMSH_Y1_Flintsone_Wilma_190002

T e p———————
%

| Unique Name

= | [1s00

& Extended Absence Details

O ‘ -1l ‘ Unique . ‘ Hame

Student

 es 190002
[ s 190001
. 190003

UATMSH_Y1_Flintsone_Wilma_130002
UATMSH_Y1_Flintstone_Fred_200001
UATMSH_Y1_Rubble_Barney_190003

UATMSH_Y1_Flintsone_Wilma_190002

View Room Booker Tools User

= Rob Johnson {Lecturer-A) V8.0.46.0
x

FR

Search extended absences for: & Extended Absence Details

Student
® Student: | | UATMSH_Y1_Flintsone_Wilma_130002
O Date: | | UATMSH_Y1_Rubble_Bamey_190003
Start End Mark

8/31/187:00 AM | 8/31/18 10:00 ..

However, if you have a lot of students this will be time consuming.
So you may want to use other ways to filter the list of students.
Please go to section 5.6.3.4.

5.8.3.2 Filter by Group

In timetabling, students are allocated to Groups, and Groups are allocated to Sessions.
So groups can be used to refine the list of students you're looking for, as follows:-
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Click the Groups filter icon
View Room Booker Tools User * Rob Johnson (Lecturer-AA) v8.0.46.0

a%

@D New

-

- Extended Absence Details

|Lln|queNama - ||Search... o |E] =
D‘ E‘Umque ‘Nam: A| Department ailiden
[ == 737889 UATDEPT-AA  [a]]
[~ == 737899 UATDEPT-AB )
[ ee 737909 UATDEPT-AC
[ @ 167280 Test-Post-Grad Masters_One_167280
[~ == 051667  AttMon_Test Rob_lohnson UATDEPT-AB
[~ == 002342  DDEDDSS_18P95_Foley_James_D02342 UATDEPT-AC

View Room Booker Tools User = Rob Johnson (Lecturer-AA} v8.0.46.0

%

& new G-B-g-o-

Unique Hame - HSearch...

| d ||Search...

D‘ -l ‘ Unique Mame ‘ Hame - ‘ Departm|

= = \AEe] ‘Unique Name & ‘ Name D 002
@e :L3_Foundation.. :L3_Foundation... [«]

~ es 737899 UATDEF| - - B

s Jivpepl | ¢ FL3-Foundation 15 Foundation.
7| ee Leras0 bt oo :L3_Foundation :L3_Foundation
e est-Post-
= T TR uaTDeR( " [ :L3_Foundation...  :L3_Foundation...
as lon_Tesf

[= S @ :L3_Foundation.. :L3_Foundation...

~ es 002342 DDEDDSS_16P..  UATDEF| T =
o :L3_Foundation . :L3_Foundation.

| es 036774 DDEDDSS_18P..  UATDEP| — —

e 13573 DDEDDSS 18P UATDER| | AE TR ERE | A ERrmal "Drag studants from the navigation panel to add them to this entry

o DPEneEIe T @@ :L3_Pastoral Mi.. :L3_Pastoral Mi...

HIEE = s i3 Psychology.. | :L3_Psychology... Psychology &

r es 176541 DDEDDSS_16P..  UATDEF| T i
oo :l3 StageMan..  :L3_Stage Man

~ es 093500 DDEDDSS_26P..  UATDEP| ET T =
5o :13 Youth Minis _ :l3 Youth Minis

- ee 040052 DDEDDSS 28P..  UATDEP| <] ™

~ ee 167009 DDEDDSS 282 UATDER| [

- es 166326 DDEDDSS_28F..  UATDEF| [Fr—

[ es 145465 DDEDDSS_26P..  UATDEPT-AC ‘ m ‘

- es 167010 DDEDDSS 28P..  UATDEPT-AC

Scroll down the list of groups or use the search facility to find the relevant module group.

View Admin Room Booker Tools User « R Johnson (Administrator) v8.0.46.0 (@ riep ] (D Logout]
CES

B ten
o e
Sroy &, Extended Absence Details
[ B / _
we_at 2
Student
1] unique Name | Name +] Department ] ‘ I
= UATDEFTAA| |[UniaueName | Name Degartment
L4 Attendance.. L4 Attendance
- 73789 URTDEPT-AB
I 737909 UATDEPT-AC
167280 TestPost-__
I os1s67 AttMon_Test R UATDEPT-AB
- w2se DDEDDSS 187, UATDEPT-AC
r 036774 DDEDDSS_18°..  UATDEPT-AC
13574 DDEDDSS 187 UATDEFT-AC
| 050333 DDEDDSS_16P..  UATDEPT-AC
[ 176541 DDEDDSS 187, UATDEPT-AC
I 093500 DDEDDSS 2P  UATDEPT-AA
040052 DDEDDSS 28°..  UATDEPT-AC
I~ 167009 DDEDDSS 287 UATDEFT-AC
I 166925 DDEDDSS 26P..  UATDEPT-AC o
[ 145465 DDEDDSS 28°..  UATDEPT-AC
167010 DDEDDSS 287 UATDEPT-AC
[ 012365 DDEDDSS 38°.  UATDEPT-AB
15729 DDEDDSS 38, UATDEPT-AB
| 157577 DPHDEED_YIP.. | UATDEPT-AC
View Admin  Room Booker Tools User  Rob Johnson (Administrator) v8.0.46.0

FR

D e
[uraue tome sl & Etended Absence Detals
[ uniqueame | ame +[ Department student

[~ 737889 UATDEPT-AA_

) uaoET A

- 7370 UATDEPT-AC

1m0 _ Tetpost

I osiser Ation_Test R UATDERTAD

- ozn DDEDDSS_167. | UATDEFT-AC

- o DDEDDSS_189. | UATDEPT-AC

- s DDEDDSS_167. | UATDEFT-AC

~ 050333 DDEDDSS_18P.. UATDEPT-AC

- wesh DDEDDSS_189. | UATDEPT-AC

 os3s00 DDEDDSS_26P.. | UATDEFT-AA

- os0s2 DDEDDSS 26, UATDEPT-AC

- 16700 DDEDDSS_267.. | UATDEFT-AC

- 60525 DDEDDSS 267 | UATDEFT-AC

I asaes DDEDDSS 269 | UATDEPT-AC

- 67010 DDEDDSS 267 | UATDEFT-AC

and click OK.
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The list of students will be filtered to show the students who belong to that group.

e - o X
B stafitiet - BusinessIntell X /' G Extended Absence Manz: X New Tab. x \
<« C [ ® Not secure | ical:8084/#%5Ccelcathal%SCeeleat 1819 test%sCattendance extendedabsence or ¥ H
D e o D b oo (i) V80763 (Ot ((Daset)

Drien

— & Extended Absence Details
= all== 7l <
[ Unique Name | Hame +[Department | [Fe—————— Student
190002 UATMSH_YL_Fii
190001 UATMSH_V1_Fli
| 190003 UATMSH V1R

Please go to section 5.6.3.4.
5.8.3.3 Search by Programme
You will notice that each student’s Name is prefixed by their Programme code and Year

So, if you know your programme code, you can filter the lists to show all students whose
names begin with that programme code (i.e. all students on that programme).

Just remember that joint honours students will have a different programme name to single
honours students.

Click in the search box
View Room Booker Tools User “ Rob Johnson (Lecturer-AA)  v8.0.46.0 mm

@ New

| Name

— ~ & Extended Absence Details
~(([eard

D0 unicue ome [ ame T— stgent
[ es 737889 UATDEPT-AA
[ @e 737899 UATDEPT-AB

[ we 737909 UATDEPT-AC

and type the programme name
View Room Booker Tools User * Rob Johnson (Lecturer-AA) v8.0.46.0

& ew &-B-gro-
- e i
a— g[USCSH 2 m e Extended Absence Details

O ‘ -1l ‘ Unigue Name ‘ Hame A| Department uilidens,

[T @e 163544 USCSH_Y1_Edw.
[ es 161904 USCSH_Y2_Cam
- es 161916 USCSH_Y2_Fiyn...

]
&
al

The list will be filtered as you type
View Room Booker Tools User « Rob Johnson {Lecturer-A) v8.0.46.0 mm

& New SG-Br-dro- B

Fs | m & Extended Absence Details

| Name v ‘ | USCSH

] ‘ 6 ‘ Unigue Name ‘ Hame Al Department | hideni
 es| 163544 USCSH_Y1_Edw...
[T we 161904 USCSH_Y2_Cam...
r e 161916 USCSH_Y2_Fiyn
I s 155259 USCSH_Y2_Frog...
[ @e 163547 USCSH_Y2_gGillin...
[ e 111577 USCSH_Y2_Hunt...
[T @e 15249 USCSH_Y2_kha...
[~ @< 160739 USCSH_Y2_Mud.
[ es 163672 USCSH_Y2_Mull
[~ @e 155232 USCSH_Y2_Ckor...
[~ @% 165366 USCSH_Y2_Sim...
[ =< 160363 USCSH_Y2_Son...
[T ee 162413 USCSH_Y2_Tabi
[ es 165311 USCSH_Y2_Thu._

Please go to section 5.6.3.4.
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5.8.3.4 Select Multiple Students from a filtered list.

To select multiple students in the list click the tick box to the left of each students’ name.
View Room Booker Tools User “ Rob Johnson (Lecturer-AA)  v8.0.46.0
%

99

D new GvEBrd~o~

-
= & Extended Absence Details
Pl

| Name hd ‘ | USCSH

R\ () \ Unigue Name
544

\ Hame A| Department | Sludert
USCSH_Y1_Edv...
USCSH_Y2_Cam...
USCSH_Y2_Fiyn

USCSH_Y2_Frog...
USCSH_Y2_Gillin...
USCSH_Y2_Hunt...
USCSH_Y2_Kha

USCSH_Y2_Mud
USCSH_Y2_Mull...
USCSH_Y2_Okor...
USCSH_Y2_Sim...
USCSH_Y2_Son

USCSH_Y2_Tabi

USCSH_Y2_Thu

) ST () IR
FES

S-E-I-o-
Pl

ded Absence Details
- H UsCsH -

USCSH_Y1_Edw...
r ew 161904 USCSH_Y2_Cam...
 ee 161916 USCSH_Y2_Fiyn

T K
D A R
[ e= 111577 USCSH_Y2_Hunt...
I N
I R
[ @ 163672 USCSH_Y2_Mull..

I e
[T @e 165366 USCSH_Y2_Sim

[ s 160363 USCSH_¥Y2_Son

[ @ 162413 USCSH_Y2_Tabi...

[ @ 165311 USCSH_Y2_Thu...

Y A =
162536 UsCSH Y2 You | |
L] n_ — ‘Drag students from the navigation panel to add them to this entry’

143729 USCSH_Y3_AliH. .

So 143656 USCSH_Y3_8ro...

we 150801 USCSH_Y3_Buck.

@@ 153115 USCSH_Y3_Cam

oo 151432 USCSH_Y3_Carp..
DI T | .
[ e 151461 USCSH_Y3_Dori..
[ @o 156657 USCSH_Y3_Kahi | - | Mins Late: . =
[~ e 156531 USCSH_Y3_Lum...

| #a] 151527 uscSH V3 Mas. | | s
I AN —

[ @e 156524 USCSH_Y3_Sha

Stamp

Then click and drag the selected students to the right hand pane.

Or to select all students in the list, click the tick box in the list header
View Room Booker Tools User © Rob Johnson (Lecturer-A%) v8.0.46.0

&-B-gro-

= ‘ | USCsH fo | m &, Extended Absence Details

Student

‘Unique Name ‘ MName Al Department
163544 USCSH_Y1_Edw...
161904 USCSH_Y2_Cam__
161916 USCSH_Y2_Fiyn
155259 USCSH_Y2_Frog...

1e20a7 HeFcU v Fillin
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View Room Bocker Tools  User

Pl

R e (=) PR

4 | Department

P T

& Extended Absence Details
Student
rDrag students from the navigation panel to add them to this entry'
Mark
| - ‘ Mins Late: [ =
Comments:
Stamp

Then click and drag the selected students to the right hand pane.

Once you've got the correct list of students in the right hand pane ...

Click the down arrow next to the Mark box

Mark

| & .
Comments:

Period

sttt [g/31/18 =] 7:00 an [
Endi [g31/18 & | 100 P ]

Select the appropriate register mark from the dropdown list that appears

Mark
w | Mins Late: 0 :::|
| Present
A Absent
L Late
W Withdrawn
N Not required

Period
start: [g731/18 =] 7:00 an1 2]
End: |a,'zuls B| | 10:00 PM B|
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Mark

‘ | Present + | Mins Late: 0 |_||

Comments:

Stamp

Period

Set the Start Date and End Date [and, if applicable, the Start Time and End Time]

abc)
Period
/m 9/3/18 B| | m
N{ End: ‘ 9/14/18 H| | 10:00 PM E]‘V)

Click the green tick (top right) to save the absence record
View Room Booker Tools User ¥ Rob Johnson (Lecturer-4A)  v8.0.46.0

LMl | scorch extended absences for: ‘ & Extended Absence Details \’/‘
Student
x| NI i ‘ |

The selected register mark will be added to all the selected students in all registers between
the start date & time and the end date & time.
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5.9 View Reports

From the Staffnet home page, select Quick Links and then Business Intelligence & Reporting

o OtaffNet

w Academic Faculties  Academic Services  Professional Services  Staff Resources  Governance

54 Classic Email I:I Difice 365 Q Staff Contacis & Helpdesk Contacts
I MyModules PeopleNet @ Business Intellizence & Reporting f, Corporate Documents
. External Website ‘ Library q3 Parabilis e-procurement 5’ E-Recruitment system

@ Open Research Archive

A

Then select SMRS

o OtaffNeEL

London

m Academic Faculties  Academic Services  Professional Services  Staff Resources  Governance

telli ing

Business Intelligence & Reporting at St Mary's

[Back to Academic Services]

Student Data Reports

] iCaieI\a

m QlikView

mQle

For assistance with using the QL-e student data system please see the OL-e Guidance Notes [1.

Student Attendance

On the left hand side click Reports or click the triangle next to Reports

SharePoint Rob Johnson~ £ 2
BROWSE  PAGE Yy rouow O
SMRS Home ‘ Search this site Fe) ‘
. - Home
St Mary's Reporting Service
Site Contents SMRS is a unified reporting service giving access to business intelligence and management reports.
Itis currently in the pilot stage, and is planned to expand and replace the i-Capella Service.
The Reports link in the left-hand Content Menu takes you to the available report categories.
A general Help facility is available to guide navigation through the report libraries
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Then click Attendance Monitoring

SharePoint Rob Johnson~ £ 72
BROWSE  PAGE Yy Folow O
E> SMRS Home Search this site el
Site Content Home
4 St Mary's Reporting Service
SMRS is a unified reporting service giving access to busi intelli and nt reports.
T Itis currently in the pilot stage, and is planned to expand and replace the i-Capella Service
E-Learning The Reports link in the Isft-hand Contant Menu takss you to the availabls report categories
» B Estates and Facilities A general Help facility is available to guide navigation through the repori libraries
&> B9 Finance
HR
LLT
Report Parts
» B Student Records
» B Student Services
2 Test
] »
Site Contents
SharePoi Rob Johnson~ £ 2

BROWSE PERFORMANCEPOINT

>

Site Content

Site Contents

Y7 FoLow 0L

SMRS Home Search this site

Reports- Attendance Monitoring

IS

15 Reports Use SHIFT+CLICK to open report (new window) or CTRL+CLICK to open report{new tab)
1> I Attendance Monitoring
Celeat ® new document or drag files here
E-Learning
Find a fil
b B Estates and Failities All reports and dashboards  All reports and dashboards Al reports and dashboards ind a file o
1> I Finance
MR v [ nName Help
LLT
General
Report Parts
b Student Records eport cannot be run individually)
b [ Student Services Module Details
1> I Test
4 » Module Overview

Programme Details

Programme Overview
Student Module Overview

Student Overview

Click on any of the reports to open the report.
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5.9.1 Generating the Reports

For all of these reports, before any data can be displayed you must select the relevant
Parameters using the drop-downs on the right hand side of the screen.

E.g.
SMRS Home = Reporis = Attendance Monitoring = Celcat Atlendance il
Actions = & I | of 0 | i ] Fired Mext

Parameters

Arzdemic Year

Microsoft SQL Server Reporting Services

= i 2018 v
..i] Specify Parameter Values
Faculty
Report parameter values must be specifisd before the report can e displayed, Chooss paremster valuss i the Educstion, Humanities & Sodal Sc |+
perameters ares and oiick the Apply button.
Programme Type

Audit, Foundation, PGCE, PostGras |

Programme Name

Arting Single Hors (ALRA Morth), . |
Year of Study
P | 1,23.4567.8 w

Indl. Accepmble Atvendance
<Selart 3 Value> ¥

Each selection you make here will refine the options available for the other Parameters.
E.g. If under Faculty you select EHSS, then only the Programme Types and Programme
Names that are in EHSS will be displayed for you to select from.

Once you've made selections within a Parameter, there will be a short delay whist the drop-
downs for the next Parameter are populated. Whilst this is happening the Parameters will be
greyed-out and you will not be able to make any further selections.

NB: Within each Parameter, the more options you select the more options that will be
displayed for other Parameters and, therefore, the longer they will take to populate.

If you do not select anything within a Parameter then the default will be All.

Until you click the Apply button, then name of the report is not displayed. So, if you want to
check which report you're looking at, hover your mouse over the relevant browser tab (at the
top of the window) and the report name will be displayed.

— O X
B Stafft @" Repor X [ Repor X +

Reporting Services - Programme O*.-'Er*.—'m>

e O G:} Or TIYESy TRy r1J_—B%_l_ Viue a 1:7 9
SMRS Home = Reporis = Attendance Monitoring = Celcat Attendance 7}
Actions - v I4 | oo | i a Find Mest
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5.9.2 Navigating Between Reports

Within most of the reports you'll find hyperlinks which, when clicked, will take you to another
(more detailed) report (and will automatically apply the relevant parameters to that report).

Therefore, you can drill down from one report to another using the hyperlinks.

The following diagram shows how the reports are linked:-

Programme
Overview
Module Programme
Overview Details
Module
Details

Student Student
Overview Module
Overview
Student
Detalil

Most of the reports can also be run independently by launching the reports from the main
menu and entering the required Parameters.

However, the Student Details Reports cannot be run independently.
You can only navigate to this using hyperlinks from the Student Overview or Student Module

Overview reports.
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5.9.3 Understanding the Reports

The “Attendance in last 28 Days” % figure in all reports excludes the day that you’re running
the report on (i.e. today). So it is 28 days back from 23:59 yesterday.

In the Programme Overview and Module Overview reports, a week by week attendance %
figure is shown for the previous 4 whole weeks.
The current (partial) week is not displayed.

So if you run the reports on a Thursday in week 17, the reports will show figures for week 16,
week 15, week 14 & week 13 but will not show week 17.

However, the “Attendance to date” and “Attendance in last 28 days” % figures do include
week 17 attendance (up to 23:59 yesterday).

Within a report there may be more data than can be displayed on one page.
If so, the current page and number of pages will be displayed

SMRS Home > Reports = Attendance Monitoring

Actions ~ & I4 4 Pkl @ Find M

Student Overview Key:

Click the triangles to the right / left of the current page to move forwards / backwards
between pages.

SMRS Home > Reports = Attendance Monitoring

Actions ~ % @ 1 cf2? @ Find Ne:

Student Overview Key:
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5.9.4 Programme Overview Report

A Stafiet - Business Intelligence & X [ Reporting Services - Programme X+

= o X
< C @ Notsecure | smrs/ layouts/15/ReportServer/RSViewerPage.aspx?rv:RelativeReportUrl=/Reports/Attendance%20Monitoring at%20Attendance/Progr i e
SMRS Home > Reports » Attendance Monitoring » Celcat Attendance @
Adions + | @& | 14 4 do b Bl @ Find Next |

Microsoft SQL Server Reporting Services
| Specify Parameter Values “

Faculty
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and diick the Apply button. el
Programme Type
]
Programme Name
[
Year of Study
]

Ind. Acceptable Attendance
<Select a Value> ¥

Using the Parameters section on the right hand side, from the Academic Period select the
relevant year (if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

Parameters

Academic Year
2018 A

Faculty

Education, Humanities & Social 5c [ ]
) (Select All

| Education, Humanities & Social |

@) Institute of Theology hd
| International

) sport, Health & Applied Science

] Unclassified [ad
s s
Ind. Acceptable Attendance
«<Select a Value> ¥

then click elsewhere on the screen.

The Parameters will be greyed out whilst the options are updated

Parameters

Academic Year
Faculty
Programme Type
Programme Name
Year of Study

Incl. Acceptable Attendance
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From the Programme Type dropdown select 1 or more options.

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Science | %

Programme Type

Foundation, PostGrad_PGCHE, Pos [ ¥
(Select All)
Foundation
PostGrad_PGCHE hd
PostGrad_RES
PostGrad_TEACH
Short_Course

i

<S¢

then click elsewhere on the screen.

From the Programme Name dropdown select 1 or more options.

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Sdence | v

Programme Type
UnderGrad v

Programme Name
Applied Physics, Applied Physics (v | ¥
W (Select All)
| Applied Physics
¥ applied Physics (with founda |
| BA English Literature and Ps'
#| Business Management and P
| Business Management and §
#| Business Management with F
3

4

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Year of Study select the Year(s).

Parameters

Academic Year
2018 r

Faculty

Sport, Health & Applied Science | )

Programme Type
UnderGrad i

Programme Name

Nutrition Single Hons. i

Vear of Study

12,3 [¥]
] (Select Al)

@1

2

@3

NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.
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Select a value for Incl. Acceptable Attendance

Parameters

Academic Year
2018 A

Faculty
Sport, Health & Applied Science | %

Programme Type
UnderGrad [

Programme Hame

Nutrition Single Hons. v
Year of Study
1 v

Ind. Acceptable Attendance
<Seledt a Value:>
Yes

| Mo

Selecting ‘Yes’ will include data for all programmes (within the selection criteria). 1.e. it will
include data for programmes for which the overall attendance is above the 80% threshold
plus those for which the overall attendance is below the 80% threshold.

Selecting ‘No’ will exclude data for programmes where the overall attendance is above the

80% threshold. I.e. it will only show programmes (within the selection criteria) for which the
overall attendance is below 80%.

Click the Apply button (bottom right)

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

@
Adions = | @) | 4 of0 Pk [ | Find Mext |
Paramet
Microsoft SQL Server Reporting Services srameters
Academic Year
E‘ Specify Parameter Values 2018 v
Faculty
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and dick the Apply button.

Sport, Health & Applied Science v

Programme Type
UnderGrad v

Programme Name

MNutrition Single Hons. v

Year of Study

1 ~

Incl. Acceptable Attendance
Yes v
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The report will be generated and displayed.

SMRS Home > Reporis > Attendance Monitoring

@
Adions ~ | @ | 14 4 |1 oft B bl & Findtext |[100% .
Programme Overview Key: Attendance is below 50% Parameters
Attendance between 50% & 69% incl. Academic Year
Attendance 70% & above 2018 .
P Code P 2 T £ d i Foclty
rogramme Code  Programme rogramme Type  No. of Attendance  Overa . o
Students toDate (this  Attendance Sport, Health & Applied Science ||
Registered Academic in last 28 days
Programme Type
Year)
UnderGrad [ﬂ
UNUSH Nutrition Single Hons. UnderGrad 102 _— See Programme Details Programme Name
Nutrition Single Hons._ M

Year of Study
1,23 [l

Ind. Acceptable Attendance

Yes v

If you click on a Programme Code,

SMRS Home > Reporis > Attendance Monitoring

acions + | @ | 4 |1 oft b bl 4 Find Hext | [100% ™
Programme Overview Key: Attendance is below 50% Parameters
Attendance between 50% & 69% incl. Academic Year
Attendance 70% & above 2018 .
Py Cod Py Py T f d; I Focly
rogramme Code  Programme rogramme Type  No. of Attendance  Overa ‘ "
Students to Date (this Attendance Sport, Health & Applied Science M
Registered Academic in last 28 days
Programme Type
Year)
UnderGrad m
< UNUSH ) Nutrition Single Hons. UnderGrad 102 _— See Programme Details Programme Name
Nutrition Single Hons. [ﬂ
Year of Study
> 123 [v]

Indl. Acceptable Attendance

this will take you to the Module Overview Report for that programme.
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If you click on See Programme Detalils,

SMRS Home > Reporis > Attendance Monitoring

Acons + | @ | 4 [1 oft b

Programme Overview

Programme Code  Programme

UNUSH Nutrition Single Hons.

4]

Find Next || 100% v B

Key: Attendance is below 50%
Attendance between 50% & 69% incl.

Attendance 70% & above

Programme Type  No. of Attendance  Overall
Students to Date (this Attendance
Registered Academic in last 28 days
Year)

Parameters

Academic Year

2018 v
Faculty

Sport, Health & Applied Science

Programme Type
UnderGrad

Pragramme Name:

Nutrition Single Hons.

Year of Study
1,23

Ind. Acceptable Attendance
Yes v

this will take you to the Programme Details Report for that module.
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5.9.5 Programme Details Report

SMRS Home > Reports >

Adions ~ | (F) | 4

Acajemicyea
E Specify Parameter Values @
Faculty
Report parameter values must be specified befors the report can be displayed. Choose parameter values in the parameters area and dlick the Apply button.

Attendance Monitoring > Celcat Attendance

| ofo b Bl & Find Next |

Paramets
Microsoft SQL Server Reporting Services

Education, Humanities & Sedal Sc |

Programme Type

Audit, Foundation, PGCE, PostGrat | %

Programme Name

Acting Single Hons (ALRA Morth), . [

Year of Study
1,2,3,4,56738

Indl. Acceptable Attendance
<Select a Value> ¥

Apply

Using the Parameters section on the right hand side, from the Academic Period select the

relevant year

(if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

Parameters

Academic Year
2018

Faculty

Education, Humanities & Sodial Sc
# (Select All)

| Education, Humanities & Social {
| Institute of Theology

#! International

#! Sport, Health & Applied Science
~

| Undlassified
3

.

1,24 5,% 5,0, 7, 8

[

s

v

then click elsewhere on the screen.

The Paramete

From the Prog

Parameters

Academic Year
2018

Faculty
Sport, Health & Applied Science

Programme Type
Foundation, PostGrad_PGCHE, Pos
| (Select All)
| Foundation
| PostGrad_PGCHE
| PostGrad_RES
| PostGrad_TEACH
#| Short_Course
#| UnderGrad

v

rs will be greyed out whilst the options are updated

ramme Type dropdown select 1 or more options.

then click elsewhere on the screen.
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From the Programme Name dropdown select 1 or more options.

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Science |

Programme Type
Foundation, PostGrad_PGCHE, Pos | ¥

Programme Name

Applied Physics, Applied Physics (1 [ @]
#| (Select All)

#| Applied Physics .
) hpplied Physics (with foundz |
# Applied Sport and Exercise P

#| Applied Sport Psychology

# BA English Literature and Ps'

#| Business Management and P

»

y

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Year of Study select the Year(s).

Academic Year
2018 v

Faculty
Sport, Health & Applied Science | ¥

Programme Type
Foundation, PostGrad_PGCHE, Pos | ¥

Programme Name

Nutrition Single Hons. v

Year of Study

L,2,3 v
#| (Select All)

v 1

72

v 3

NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.

Select a value for Incl. Acceptable Attendance

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Science |

Programme Type
Foundation, PostGrad_PGCHE, Pos | %

Programme Mame

Nutrition Single Hons. s

ear of Study

1 -

Indl. Acceptable Attendance
<Select a Value>

Yes

| No

Selecting ‘Yes’ will include data for all programmes (within the selection criteria). 1.e. it will
include data for programmes for which the overall attendance is above the 80% threshold
plus those for which the overall attendance is below the 80% threshold.

Selecting ‘No’ will exclude data for programmes where the overall attendance is above the

80% threshold. I.e. it will only show programmes (within the selection criteria) for which the
overall attendance is below 80%.
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Click the Apply button (bottom right)

Parameters
Academic Year

2018 v

Faculty
Sport, Health & Applied Science M

Programme Type

Foundation, PostGrad_PGCHE, Pos M

Programme Mame
Mutrition Single Hans. M

Year of Study
1 []

Incl. Acceptable Attendance
Yes v

<

The report will be generated and displayed.

SMRS Home > Reports > Attendance Monitoring
Adions = | @ | 14 4 [1 Joft b M| @ | Find tlext 1[100% I~

. - i Parameters
Programme Details Key: Attendance is below 50% A
Attendance between 50% & 69% incl.

Academic Year
Attendance 70% & above 2018

Programme Programme Programme Type  No.of  Attendance to overall Week 27 Week 26
Code Students Date (this  Attendance in
Registered  Academic Year) last 28 days

Week 25 Week 24 L7
Sport, Health & Applied Science |/

Programme Type

Foundation, PostGrad_PGCHE, PJ¥]
UnusH Nutrion Single Hors, UnderGrad we s s s s ew | sw

Programme Name.

Nutrition Single Hons &2
“Year of Study
B [+
Ind. Acceptable Attendance
[Yes ™

< >

If you click on a Programme Code, this will take you to the Module Overview Report for that
programme.

SMRS Home > Reports > Attendance Monitoring

Aons + | @ | 4 [1 oft b Ml @ Fnd Next 1[100% v
Programme Details Key: Attendance is below 50% n Parameters
Attendance between 50% & 69% incl. Academic Year
Attendance 70% & above 2018
Programme Programme Programme Type  No.of Attendance to Overall Week 27 Week 26 Week 25 Week 24 Rty
Code Students Date (this  Attendance in

Sport, Health & Applied Science ||
Registered  Academic Yea)  last 28 days

Programme Type
Foundation, PostGrad_PGCHE, Pd™|
Programme Name
Nutrition Single Hons. ]

Year of Study
4 [ [l
Ind. Acceptable Attendance

Yes ~

< >
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5.9.6 Module Overview Report

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

Adions = | @ | 44 ofo b Bl @ | Find MNext |

Microsoft SQL Server Reporting Services
j Specify Parameter Values bm'.

Faculty
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and dick the Apply button.

Education, Humanities & Sodial Sc | ¥

Programme Type

Audit, Foundation, PGCE, PostGrac |

Programme Name

Acting Single Hons (ALRA North), . [+

Module

<MISSING D, <MISSING 5, <MIS! | &

Year of Study

1,2,3456,78 ~

Incl. Acceptable Attendance
<Select a Value> ¥

Using the Parameters section on the right hand side, from the Academic Period select the
relevant year (if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

Academic Year
2018 v

Faculty

Education, Humanities & Social Sc M

| (Select All)

#| Education, Humanities & Social {

) Institute of Thealogy iad

| International

¥ Sport, Health & Applied Science |

¥ Undlassified s
»

A'v'

TIISSING U, STISSIvG 5, <P

then click elsewhere on the screen.
The Parameters will be greyed out whilst the options are updated

From the Programme Type dropdown select 1 or more options.

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Science |

Programme Type

Foundation, PostGrad_PGCHE, Po: [¥]
@ (select Al

# Foundation

¥ PastGrad_PGCHE =
# PostGrad_RES
¥ PostGrad_TEACH
# Short_Course

#| UnderGrad

then click elsewhere on the screen.
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From the Programme Name dropdown select 1 or more options.

Parameters

Academic Year
2018 b

Faculty
Sport, Health & Applied Science |

Programme Type
UnderGrad v

Programme Name

MNutrition Single Hons. hd
) {Select All}

| Applied Physics

! Applied Physics (with foundz | ™
¥ BA English Literature and Ps'
#| Business Management and F

v

#| Business Management and §
| Business Management with | =
13

4

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Module dropdown select 1 or more modules

Parameters

Academic Year
2018 A

Faculty
Sport, Health & Applied Science |

Programme Type
UnderGrad v

Programme Mame

Nutrition Single Hons. M

Module

HSTECHMOD, NUH, NUH_NULL, N [v]
) (select Al

#| HSTECHMOD

I UK lud
#| NUH_NULL

#| NUH_NUL2

@ NUH_WULS

#| NUT4031

then click elsewhere on the screen.

From the Year of Study select the Year(s).

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Science |

Programme Type

UnderGrad i

Programme Hame

Nutrition Single Hons. b

Module
NUT4031, NUT4032, NUT4033 bl

Year of Study

1,23 []
) (Select All)

@1

vz

w3

NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.
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Select a value for Incl. Acceptable Attendance

Parameters

Academic Year
2018 W

Faculty
Sport, Health & Applied Science |+

Programme Type
UnderGrad v

Programme Hame

MNutrition Single Hons. h

Module
NUT4031, NUT4032, NUT4033 v

Year of Study

1 w

Indl. Acceptable Attendance
<Select a Value>

Yes

No

Selecting ‘Yes’ will include data for all programmes (within the selection criteria). I.e. it will
include data for programmes for which the overall attendance is above the 80% threshold
plus those for which the overall attendance is below the 80% threshold.

Selecting ‘No’ will exclude data for programmes where the overall attendance is above the

80% threshold. I.e. it will only show programmes (within the selection criteria) for which the
overall attendance is below 80%.

Click the Apply button (bottom right)

Parameters

Academic Year
2018 v

Faculty
Sport, Health & Applied Sdence | %

Programme Type
UnderGrad hd

Programme Name

MNutrition Single Hons. hd

Module
NUT4031, NUT4032, NUT4033 hd

‘Year of Study
1 ~

Indl Acceptable Attendance

Yes 02
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The report will be generated and displayed.

SMRS Home > Reports > Attendance Monitoring

Acions + | @) M4 (1 oft b Bl | @

Module Overview

Module Code Module Title

NUT4031 Introduction to Research (NUT4031) 2018-2019
NUT4032 Introduction to Nutrition | (NUT4032) 2018-2019
NUT4033 Introduction to Nutrition Il (NUT4033) 2018-2019

Findext |[100% v

Key: Attendance is below 50%
Attendance between 50% & 63% incl.

Attendance 70% & above

No. of Attendance  Overall

Registered to Date (this  Attendance

Students Academic in last 28 days
Year)

32 Nfa See Module
Details

47 Nfa See Module
Details

47 See Module
Details

Parameters

Academic Year
2018 .

Faculty
Sport, Health & Applied Science

Programme Type
UnderGrad

Programme Hame

Nutrition Single Hons.

Module
NUT4031, NUT4032, NUT4033

Year of Study
1,23

Ind. Acceptable Attendance

If you click on See Module Details, this will take you to the Module Details Report for that

module.
SMRS Home > Reports » Attendance Monitoring
Acions = | @ 14 4 [1 oft b bl @
Module Overview
Module Code Module Title
NUT4031 Introduction to Research (NUT4031) 2018-2019
NUT4032 Introduction to Nutition | (NUT4032) 2018-2019
NUT4033 Introduction to Mutrition Il (NUT4033) 2018-2019

B

FindNext ||100%

Key: Attendance is below 50%
Attendance between 50% & 69% incl.

Attendance 70% & above

No. of Attendance  Overall

Registered to Date (this  Attendance

Students Academic in last 28 days
Year)

N - "

47 Nfa See Module
Details

47 See Module
Details

Parameters

Academic Year
2018 .

Faculty
Sport, Health & Applied Science

Programme Type
UnderGrad

Programme Name

Nutrition Single Hons.

Module
NUT4031, NUT4032, NUT4033

Year of Study
1,2,3

Ind. Acceptable Attendance

El

E]

E

[ee)
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If you click on a Module Code, this will take you to the Student Module Overview Report for

that module.

SMRS Home > Reports > Attendance Monitoring

Module Overview

Module Code Module Title

Introduction to Research (NUT4031) 2018-2019

NUT4031 >

NUT4032 Introduction to Nutrition | (NUT4032) 2018-2019

NUT4033 Introduction to Mutrition Il (NUT4033) 2018-2019

adions = | @ | 4 4 [1 oft b Bl | @

Key:

Findnext 1[100% v

Attendance is below 50%
Attendance between 50% & 69% incl.

Attendance 70% & above

No. of Attendance  Overall

Registered to Date (this  Attendance

Students Academic in last 28 days
Year)

32 Nfa

47 Nfa

See Module
Details
See Module
Details
See Module
Details

Parameters

Academic Year

2013

Faculty
Sport, Health & Applied Science

Programme Type
UnderGrad

Programme Name

Nutrition Single Hons.

Module
NUT4031, NUT4032, NUT4033

Year of Study
1,2,3

Ind. Acceptable Attendance

Yes .
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5.9.7 Module Details Report

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

@
Actions | @ | 14 4 of0 b Pl @ | Find Next |
" . . Parameters
Microsoft SQL Server Reporting Services -
Acadgmuc Pedod
E Specify Parameter Values O

Faculty

Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and dick the Apply button.

Education, Humanities & Social Sc ™

Programme Type

Audit, Foundation, PGCE, PostGrac [ ¥

Programme Name

Acting Single Hons (ALRA North), . |

Module

<MISSING D, <MISSING 5, <MIS! [ M

Year Of Study

Apply

Using the Parameters section on the right hand side, from the Academic Period select the
relevant year (if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

Parameters

Academic Period
2018 v

Faculty

Education, Humanities & Social S [+]
¥ (select AID

| Education, Humanities & Sodial |

#| Institute of Thelogy ~|
| International

| Sport, Health & Applied Science

4] Undlassified &

»

<FIESSING Uy <FOSSING S, <P ¥

then click elsewhere on the screen.

The Parameters will be greyed out whilst the options are updated

From the Programme Type dropdown select 1 or more options.

Academic Period
2018 v

Faculty
Sport, Health & Applied Science |

Programme Type

Foundation, PostGrad_PGCHE, Po: [v]
@ (select Al

¥l Foundation

| PostGrad_PGCHE |
¥ PostGrad_RES
¥ PostGrad_TEACH
¥ Short_Course

| UnderGrad

then click elsewhere on the screen.
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From the Programme Name dropdown select 1 or more options.
Parameters
Academic Period
2018 v

Faculty
Sport, Health & Applied Sdence |

Programme Type
UnderGrad ~

Programme Name

Applied Physics, Applied Physics (v []
¥ (select Al

¥l Applied Physics

#I Applied Physics (with founda |
¥l BA English Literature and Ps'

#| Business Management and P

¥| Business Management and §

| Business Management with F +
3

V.

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Module dropdown select 1 or more modules

then click elsewhere on the screen.

From the Year of Study select the Year(s).

Parameters

Academic Period
2018 v

Faculty
Sport, Health & Applied Science [ v

Programme Type
UnderGrad v

Programme Name

Nutrition Single Hons. &
Module
NUT4031, NUT4032 v
Year Of Study
[¥]
(Select All)

1
2
3

NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.
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Click the Apply button (bottom right)

Parameters
Academic Period

2018 v

Faculty
Sport, Health & Applied Science |

Programme Type
UnderGrad

El

Programme Name
Nutrition Single Hons,

=

Module

NUT4031, NUT4032

3

Year Of Study
1,23

3

f Apply

The report will be generated and displayed.

SMRS Home > Reports > Attendance Monitoring

adions + | @ | 4 4 1 oft b M| @ |

Module Details

Module Code Module
NUT4036 Food Science (NUT4036) 2018-2019
NUT4033 Introduction to Nutrition I (NUT4033) 2018-2019

Key:

Fnd iext |

No. of
Registered
Students

47

100%

Attendance is below 50%
Attendance between 50% & 69% incl.

& httpi//smrs/_layouts/15/ReportServer/RSViewerPageaspxiniRel 2 ~ ¢ || [ StaffNet - Business Intelligence... & Reporting Services - Modul...

Attendance 70% & above

Week 27
Attendance to Overall
Date (this Attendance in
Academic Year) last 28 days

x

Week 26

86%

Week 25

Week 24

Parameters

Academic Period

2018 .

Faculty
Sport, Health & Applied Science | ]

Programme Type
UnderGrad ]

Programme Name

Applied Physics, Applied Physics (]

Module

NUT4033, NUT4036 M
Year OF Study

1,2,3 M

If you click on a Module Code, this will take you to the Student Module Overview Report for

that module.

@ nttpy/smrs/_layouts/

SMRS Home > Reports > Attendance Monitoring

Actions *

[ Ll 4 |1 oft b Moo

Module Details

Medule Code Module

Food Science (NUT4036) 2018-2019

053 Introduction to Nutrition Il (NUT4033) 2018-2019

Key:

Findtiext [[100%

No. of
Registered
Students

47

Attendance is below 50%
Attendance between 50% & 69% incl.

Attendance 70% & above

Week 27
Attendance to Overall
Date (this Attendance in
Academic Year) last 28 days

fReportServer/RViewerPage aspxirviRel O = C || ] StaffNet - Business Intelligence.... € Reporting Services - Modul... %

Week 26

86%

Week 25

Week 24

Parameters
Academic Period
2018

Faculty
Sport, Health & Applied Science |

Programme Type:
UnderGrad []

Programme Name

Applied Physics, Applied Physics {¥]

vodule

NUT4033, NUT4036 M
Year Of Study

1.2.3 M
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5.9.8 Student Overview Report

u StaffNet - Business Intelliger X [ Reporting Services - Student X
&«

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

= O
[ Reporting Services - Module % . David Adegbiyi | 5t Mary's x +

c @ Mot secure| smrs/_layouts/15/ReportServer/RSViewerPage.aspx?rv:RelativeReportUrl=/Reports/Attendance®%20Monitoring/C... ¥t e

Actions - | |04 4 of 0 B Bl @ ) Find Mext |

Microsoft SQL Server Reporting Services
Acads
Specify Parameter Values

Faculty
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and dick the Apply button.

Programme Type

Programme Mame

Module Code

Year of study

Incl. Acceptable Attendance

Yes hd

UKVI students only

<Select a Value> ¥

Apply

Education, Humanities & Sodal 5¢ M
Audit, Foundation, PGCE, PostGrac [ﬂ
Acting Single Hons (ALRA North), . [ﬂ
<MISSING D, <MISSING S, <MI5! [ﬂ

1,2,3,4,56,7,8 [+]

Using the Parameters section on the right hand side, from the Academic Period select the
relevant year (if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

u StaffNet - Business Intelliger X [ Reporting Services - Student X
e

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

— O X
[ Reporting Services - Modul= X . David Adegbiyi | 5t Mary's 4 =+

C @ Notsecure | smrs/_layouts/15/ReportServer/RSViewerPage.aspx?rv:RelativeReportUrl=/Reports/Attendance!

%20Menitoring/C...  ¥¢ (2]

@
Actions - | |4 4 of 0 I Pl @ Fnd Mext |
. . . P et
Microsoft SQL Server Reporting Services arameters
Academic Year
Specify Parameter Values 25 v
Faculty
Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and dick the Apply button. Education, Humanities & Sodial Sc E
#| (Select All)
#| Education, Humanities & Social {
| Institute of Theology hd
| International
#| Sport, Health & Applied Science
; [ed
| Undassified

13

e L

Year of study
1,2,3,4,56,7,8 [v]

Incl. Acceptable Attendance
Yes L

UKVI students only
<Select a Value> ¥

Apply

then click elsewhere on the screen.

The Parameters will be greyed out whilst the options are updated
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From the Programme Type dropdown select 1 or more options.

Parameters

Academic Year
2018 b

Faculty
Sport, Health & Applied Science | ™

Programme Type

Foundation, PostGrad_PGCHE, Pos |
#| (Select All)

#| Foundation )
| PostGrad_PGCHE id
| PostGrad_RES
#| PostGrad_TEACH
#| Short_Course

#| UnderGrad

v

then click elsewhere on the screen.

From the Programme Name dropdown select 1 or more options.

Parameters

Academic Year
2018 hd

Faculty
Sport, Health & Applied Science | %

Programme Type
UnderGrad A

Programme Name

Applied Physics, Applied Physics (v [V]
| {Select All)

#| Applied Physics

| applied Physics (with founda | ™
#| BA English Literature and Ps'
#| Business Management and P
#| Business Management and 5
#| Business Management with | +

2

y

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Module dropdown select 1 or more modules

Parameters

Academic Year
2018 b

Faculty
Sport, Health & Applied Scence w

Programme Type
UnderGrad hd

Programme Name

Nutrition Single Hons. hd

Module Code

HSTECHMOD, NUH, NUH_NULT, I [»]
#| (Select All)

¥ HSTECHMOD

¥ NUH hd
¥ NUH_NULL

¥ NUH_NUL2

¥ NUH_NULS

¥ NUT4031

¥ NUT4032 -

y

then click elsewhere on the screen.

From the Year of Study select the Year(s).

Year of study

1,2,3 |
#| {Select All)

v 1

¥ 2

ik}
e
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NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.

Select a value for Incl. Acceptable Attendance
Ind. Acceptable Attendance

Yes
| No

Selecting ‘Yes’ will include data for all programmes (within the selection criteria). I.e. it will
include data for programmes for which the overall attendance is above the 80% threshold
plus those for which the overall attendance is below the 80% threshold.

Selecting ‘No’ will exclude data for programmes where the overall attendance is above the

80% threshold. I.e. it will only show programmes (within the selection criteria) for which the
overall attendance is below 80%.

From the UKVI student only dropdown, select Yes or No.
UKV students only
<Seledt a Value>

Yes
No

Selecting ‘Yes’ will include data for UKVI students only and will exclude any non-UKVI
students.

Selecting ‘No’ will include data for all students.
Then click elsewhere on the screen.

Click the Apply button (bottom right)

Parameters
Academic Year
2018 v
Facuity
Sport, Health & Applied Science | ¥,
Programme Type
UnderGrad hd
Programme Name
Applied Physics. Applied Physics (%
Module
NUT4036 ¥
Year of Study
1.2,3 ¥
Indl. Acceptable Attendance
Yes v
UKVI students only
No v
—
G
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The report will be generated and displayed.

SMRS Home > Reports > Attendance Monitoring
Agons | @ ] 14 A [1 oft b Bl @ FindNext |[100% ~
Student Overview Key: Attendance is below 55% AND a UKVI student Parameters

Attendance is below 50% and NOT a UKVI student Academic Year

Attendance is between 50% & 69% incl. and NOT a UKVI student 2018 v
Attendance is 70% (35% UKVI) & above

* This figure is based only on the selected modules.

Faculty
Sport, Health & Applied Science M

Programme Type

Reg Num Forename Surname Title Is UKVI Visa End Date Attendance  Attendance Foundation, PostGrad_PGCHE. ch
To Date in last 28

Programme Name

170137 George Bradley N Applied Physics, Applied Physics (]
162890 Megan Cadden N

182253 Paul Chappell N Module Code

185653 Shani Kaplan N NUT4038 m
172706 Rhiain Wilkinson N _ Year of study

185500 sara Bokii N 141122027 R B 1,2,3 [iv]
tevez Paige Wikson N Ind. Acceptable Attendance
183687 Sarah Lawson-Tilley N
182622 Charlie Mills-Baldock N

171853 Saynab Mohamed N UKVI students only
184659 Selrida Mila Swiezal Beme N No ™~
182237 Lauryn Calliste N

181338 Alice Elizabeth Rose Harper N '

176317 Lynn Mooney N

182781 Vittoria Rossi Mori N

182085 Anastasia Teregulova N 12/0772027 |G0% & |60% S

183867 Marzia Bognanno N 80% * 80% *

185110 Holly Nicole Christmann N 80% * 80% *

183038 Jane Cramb N 80% * 80% *

182077 Matthew Day N 80% * 80% *

185577 Jesslyn Florencia Y 30/10/2021 80% * 80% *

181564 Joshua Lawrence N 80% * 80% *

185627 Chloe Paris Montagnon N 80% * 80% *

181975 Thanusiya Nandakumar N 80% * 80% *

173187 Harriet Sophie Nichols N 80% * 80% ~

185229 Klaudia Paluch N 80% * 80% *

181239 Ella Louise Phoenix-King N 80% * 80% *

184597 Matthew Russell N 80% * 80% *

180780 Jessica Seaman N 30% * 80%

180809 Michaela Aimee Swart N 80% * 80% *

175122 Camilla Van-Haeften N 80% * 80% *

182582 Samuel Casimir Bushby ~ Butcher N 100% * 100% *

NB: The list of students shown will be those who match the selected parameters
(programme name(s), module(s) etc.)

The “% Attendance to Date” and “% Attendance figures in last 28 days” figures reflect the
students’ attendance on the selected programme(s), module(s) etc. only. It is not showing
each student’s overall attendance — for that you need to look at the Student Details report.

Page |66



If you click on a student’s RegNum, this will take you to the Student Details Report for that

/\

student.
SMRS Home > Reports > Attendance Monitoring @
agons v | @ | M A [1 ot B Bl 4 Findniext | [100% ™ 8
Student Overview Key: Attendance is below 95% AND a UKVI student Parameters
Attendance is below 50% and NOT a UKVI student Academic Year
Attendance is between 50% & 69% incl. and NOT a UKVI student |2018—E[
Attendance is 70% (95% UKVI) & above Facuity
* This figure is based only on the selected modules. " "
Sport, Health & Applied Science |¥
Programme Type
Reg Num Forename Surname Title Is UKVI Visa End Date Attendance  Attendance Foundation, PostGrad_PGCHE, Pdv
To Date in last 28
days Programme Hame
170137 George Bradley N Applied Physics, Applied Physics ¥
162890 Megan Cadden N
182253 paul Chappell N poduie o)
185653 Shani Kaplan N \W—M
172706 Rhiain Wilkinson N om0 Vear of study
185509 sara Bokii N 14122027 G B 1,23 2
181782 Paige Wilson N
183687 Sarah Lawson-Tilley N e E e A
Yes
1 Charlie Mills-Baldock N
171853 Saynab Mohamed N UKVI students only
Selrida Mila Swiezal Beme N No
182237 Lauryn Calliste N
181338 Alice Elizabeth Rose Harper N '
176317 Lynn Mooney N
182781 Vittoria Rossi Mori N
182985 Anastasia Teregulova N 120772027 608 A |0% S
183867 Marzia Bognanno N _—
185110 Holly Nicole Christmann N _—
183038 Jane Cramb N _—
w077 e Day ! s st
185577 Jesslyn Florencia Y 30102021 80% . 80%%
181564 Joshua Lawrence N _
185627 Chlee Paris Montagnon N
181975 Thanusiya Nandakumar N
173187 Harriet Sophie Nichols N
185229 Klaudia Paluch N
181239 Ella Louise Phoenix-King N
184597 Matthew Russell N
180780 Jessica Seaman N
180809 Michaela Aimee Swart N
175122 Camilla Van-Haeften N
182582 Samuel Casimir Bushby ~ Butcher N
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5.9.9 Student Module Overview Report

of o b Bl @ Find Next |
Microsoft SQL Server Reporting Services

Specify Parameter Values

Report parameter values must be specified before the report can be displayed. Choose parameter values in the parameters area and click the Apply button.

-

= O X
H StaffNet - Business Intelligence & X [ Reporting Services - Student Mo X . attmon-reports | 5t Mary's Unive X =+
&< C (@ Motsecure | smrs/_layouts/15/Rep r/RSViewerPage.aspx?rv:RelativeReportUrl=/Reports/Attendance%%20Monitoring/Ce T e :
SMRS Home > Reports > Attendance Monitoring » Celcat Attendance @
Acions » | @ | 14 4

Faculty

Education, Humanities & Social Sc [VW

Programme Type

Audit, Foundation, PGCE, PostGrat | %]

Programme Name

Acting Single Hons (ALRA Nerth), . [ %]

Module

<MISSING D, <MISSING 5, <MIS! ||

Year of Study

1,2,3,456,78

s

Ind. Acceptable Attendance

Yes r

UKV students only

«Select a Value> ¥

Apply

Using the Parameters section on the right hand side, from the Academic Pe
relevant year (if necessary). This will default to the current one.

From the Faculty dropdown select 1 or more options.

Parameters

Academic Year
2018

Faculty

Education, Humanities & Social Sc M
| (Select AIl)

#| Education, Humanities & Sodial |

| Institute of Thealogy hd
#| International
#| Sport, Health & Applied Scence
) Unclassifies Jaa
13
-

then click elsewhere on the screen.

The Parameters will be greyed out whilst the options are updated

From the Programme Type dropdown select 1 or more options.

Parameters

Academic Year
2018

Faculty
Sport, Health & Applied Science

[iel

Programme Type
UnderGrad

[#] (Select All)

#| Foundation

#| PostGrad_PGCHE
#| PostGrad_RES
#| PostGrad_TEACH
#| Short_Course

#| UnderGrad
ey

v

then click elsewhere on the screen.
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From the Programme Name dropdown select 1 or more options.

Parameters

Academic Year
2018 A

Faculty
Sport; Health & Applied Science | %

Programme Type
UnderGrad S

Programme Name
Applied Physics, Applied Physics (v V
| (Select All)
#| Applied Physics .
#| Applied Physics (with founda [
#'| BA English Literature and Ps.
#| Business Management and P
#| Business Management and 5 |-
#| Business Management with | =

»

y

Note the vertical scroll bar for scrolling up/down the lists and the horizontal scroll bar for
scrolling left/right through the programme names.

From the Module dropdown select 1 or more modules

Parameters

Acadenic Year

2018 v
Faculty

Sport. Health & Applied Science | ¥

Programme Type

UnderGrad hd

Programme Name

Applied Physics, Applied Physics (%

Module
NUT4036 I

Year of Study
1,23 ]

Indl. Acceptable Attendance
Yes v
UKVI students only

No v

Apply

then click elsewhere on the screen.

From the Year of Study select the Year(s).

Year of Study
1,23 v
#| (Select All)
o1
2
¥ 3

oy

NB: These are years 1,2,3 not Levels (L3, L4, L5 etc.).
then click elsewhere on the screen.

Select a value for Incl. Acceptable Attendance

Ind. Acceptable Attendance

Yes
No

Selecting ‘Yes’ will include data for all programmes (within the selection criteria). 1.e. it will
include data for programmes for which the overall attendance is above the 80% threshold
plus those for which the overall attendance is below the 80% threshold.
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Selecting ‘No’ will exclude data for programmes where the overall attendance is above the
80% threshold. I.e. it will only show programmes (within the selection criteria) for which the
overall attendance is below 80%.

From the UKVI student only dropdown, select Yes or No.

UKV students only

<Select a Value>
Yes
No

Selecting ‘Yes’ will include data for UKVI students only and will exclude any non-UKVI
students.

Selecting ‘No’ will include data for all students

Then click elsewhere on the screen.

Click the Apply button (bottom right)

Parameters

Academic Year

2018 v

Faculty
Sport, Health & Applied Science |¥

Programme Type
UnderGrad h

Programme Hame

Applied Physics, Applied Physics |*

Module

NUT4036 ha
Year of Study

1,23 i
Ind. Acceptable Attendance

Yes v
UKVI students only

No v

o]
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The report will be generated and displayed.

SMRS Home > Reports > Attendance Monitoring
Acions + | @ | 4 |1 oft b Pl @ Find Next | |100% vl B
Student Module Overview Key: Attendance is below 85% AND a UKV student Parameters

Attendance is below 50% and NOT a UKVI student Academic Year

Attendance is between 50% & 69% incl. and NOT a UKVI student 2018 v

Attendance is 70% (95% UKVI) & above

Faculty
Sport, Health & Applied Science [V]
Reg Num Forename Surname Module Code Module Title A d A d rogr Type
loBaaois o &
Programme Hame
170137 George Bradley NUT4036 Food Science (NUT4036) 2018-2019 Applied Physics, Applied Physics I["]
162890 Megan Cadden NUT4036 Food Science (NUT4036) 2018-2019
182253 Paul Chappell NUT4036 Food Science (NUT4036) 2018-2019 Module
185653 Shani Kaplan NUT4036 Food Science (NUT4036) 2018-2019 NUT4036 [v]
172706 Rhiain Wilkinson NUT4036 Food Science (NUT4036) 2018-2019 Year of Study
185509 Sara Bokri NUT4036 Food Science (NUT4036) 2018-2019 1,2,3 [v]
181782 Paige Wilson NUT4036 Food Science (NUT4036) 2018-2019
183667 sarah Lawson-Tilley NUT4036 Food Science (NUT4036) 2018-2019 el YA sy alin/pt e aTce)
182622 Charlie Mills-Baldock NUT4036 Food Science (NUT4036) 2018-2019 Yes :[v
171853 Saynab Mohamed NUT4036 Food Science (NUT4036) 2018-2019 UKVI students only
184659 Selrida Mila Swiezal Beme NUT4036 Food Science (NUT4036) 2018-2019 No v
182237 Lauryn Calliste NUT4036 Food Science (NUT4036) 2018-2019
181338 Alice Elizabeth Rose Harper NUT4036 Food Science (NUT4036) 2018-2019 s
176317 Lynn Mooney NUT4036 Food Science (NUT4036) 2018-2019
182781 Vittoria Rossi Mori NUT4036 Food Science (NUT4036) 2018-2019
182985 Anastasia Teregulova NUT4036 Food Science (NUT4036) 2018-2019
183867 Marzia Bognanno NUT4036 Food Science (NUT4036) 2018-2019
185110 Holly Nicole Christmann NUT4036 Food Science (NUT4036) 2018-2019
183038 Jane Cramb NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
182077 Matthew Day NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
185577 Jesslyn Florencia NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
181564 Joshua Lawrence NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
185627 Chloe Paris Montagnon NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
181975 Thanusiya Nandakumar NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
173187 Harriet Sophie Nichols NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
185229 Klaudia Paluch NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
181239 Ella Louise Phoenix-King NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
184597 Matthew Russell NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
180780 Jessica Seaman NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
180809 Michaela Aimee Swart NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
175122 Camilla Van-Haeften NUT4036 Food Science (NUT4036) 2018-2019 80% 80%
182582 Samuel Casimir Butcher NUT4036 Food Science (NUT4036) 2018-2019 100% 100%
Bushby

NB: The list of students shown will be those who match the selected parameters
(programme name(s), module(s) etc.)

The “% Attendance to Date” and “% Attendance figures in last 28 days” figures reflect the
students’ attendance on the selected programme(s), module(s) etc. only. It is not showing
each student’s overall attendance — for that you need to look at the Student Details report.
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If you click on a student’s RegNum, this will take you to the Student Details Report for that

student.
SMRS Home > Reports > Attendance Monitoring
Adions + | @ | 4 |1 oft b Pl
Student Module Overview
Reg Num Forename Surname
170137 George Bradley
162830 Megan Cadden
182253 Paul Chappell
185653 Shani Kaplan
172706 Rhiain Wilkinson
185509 Sara Bokri
181782 Paige Wilson
C@ Sarah Lawson Tilley
Charlie Mills-Baldock
171853 Saynab Mohamed
184659 Selrida Mila Swiezal Bemne
182237 Lauryn Calliste
181338 Alice Elizabeth Rose Harper
176317 Lynn Mooney
182781 Vittoria Rossi Mori
182985 Anastasia Teregulova
183867 Marzia Bognanno
185110 Holly Nicale Christmann
183038 Jane Cramb
182077 Matthew Day
185577 Jesslyn Florencia
181564 Joshua Lawrence
185627 Chlee Paris Montagnon
181975 Thanusiya Nandakumar
173187 Harriet Sophie Nichols
185229 Klaudia Paluch
181239 Ella Louise Phoenix-King
184597 Matthew Russell
180780 Jessica Seaman
180809 Michaela Aimee Swart
175122 Camilla Van-Haeften
182582 Samuel Casimir Butcher
Bushby

@

Key: Attendance is below 95% AND a UKVI student Parameters
Attendance is below 50% and NOT a UKVI student Academic Year
Attendance is between 50% & 69% incl. and NOT a UKVI student 2018 .
Attendance is 70% (95% UKVI) & above Facuty
Module Code Module Title A d A d rogr Type
To Date (this in last 28 UnderGrad

NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036
NUT4036

Find Next || 100% |

Sport, Health & Applied Science M

Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019
Food Science (NUT4036) 2018-2019

)

)

)

)

)

)

)

)

)

)

)

)

)

)

)

Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 80% 80%
Food Science (NUT4036) 2018-2019 100% 100%

Academic

days

Frogramme Hame

&)

Applied Physics, Applied Physics (%]

Module
NUT4036

Year of Study
1,23

Ind. Acceptable Attendance

Yes

UKV students only
No

[

[2]
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5.9.10 Student Details Report

This report gives the details of an individual student’s attendance.
This report cannot be run in isolation — it can only be obtained by click through from either
the Student Overview or Student Module Overview reports.

SMRS Home > Repors > Attendanos Monitoring > Caleat Atiendance > Sub Repos

Student Details

Wesk19  Wesk
NUTA031 N N
NUTATEZ Wz Nz
NOTA033 N N
NUTAD3S N e
NUTAD35 N N
NOTA036 N N
Weak 3
NUTAQ31 Th Nz Nz A A B Nia B B [ Nz Nz Nz 7 5 [
%00 1t
I i e B A um B N UM “ e e i e 3 4 1
Nz Nz Nz N N Ma Na N Nia Nia N N N N [ Nz Nz Nz 1 [] []
327 i e B L W [ N B e e i e 8 H 1
02.00 1100
NUTA032 Tue Nz Nz Nz Nz Nz Ma uM Nia Nia Nia Nia N2 N N N [ Nz Nz Nz [] [] []
0200 1300
NUTA032 Tus i e e e e Wa W B N2 N N Nia Nia N s [ e [ e ] 1 ]
10:00 1100
NUTA032 Tue Nz Nz Nz Nz Nz N2 B Nia B N2 N2 [ Nz Nz Nz 4 2 []
11:00 1200
NUTAD32 Tus i e s s s e W [ N2 Nia Nia Nia Ha [ e [ N 2 ] ]
1200 1300
NUTA033 Tue Nz Nz Nz Nz Nz Ma N2 Nia Nia Nia Nia N2 N2 N W [ Nz Nz Nz [] [] []
i e s s s e W [ N2 Nia Nia Nia W Wa W [ e [ N ] ] ]
Nz Nz Nz Nz Nz Ma N2 Nia Nia Nia Nia N2 N2 [0 W [ Nz Nz Nz [] [] []
i e s s s e W [ N2 Nia Nia Nia W Wa W [ e [ N ] ] ]
Nz Nz Nz Nz Nz Ma N2 Nia Nia N2 N2 [0 W [ Nz Nz Nz 2 [] []
i e B B s A [ N2 Nia Nia Nia “ i i i N 3 4 0
Nz Nz Nz Nz B Ma Na Nia Nia Nia Nia N2 N N N [ Nz Nz Nz [] 1 []
i e s s s e W [ N2 Nia Nia Nia Wa W [ e [ N 1 ] ]
Nz Nz Nz Nz Nz Ma N2 A Nia Nia N2 N2 [0 W [ Nz Nz Nz 1 1 []
i e s B s e W um N2 Nia Nia Nia Nia “ [ e [ N 1 2 ]
Nz Nz uM Nz Nz Ma Nia Nia Nia N2 N N [ Nz Nz Nz 3 [] []
i e s s uM e W [ N2 Nia Nia Nia Nia Wa W [ e [ N ] ] ]
u Nz N Nz Nz Nz Ma Nia Nia Nia Nia Nia Nia Hia [ N Nz Nz Nz N ] ] ]
u i e s s s e W [ N2 Nia Nia Nia Nia Wa W [ e [ N ] ] ]
r: 35 Thu Nz N Nz Nz N Ma Nia Nia Nia Nia Nia Nia Hia [ N Nz Nz Nz N ] ] ]
0200 1300

The Student Details Report has 3 sections as follows:

Section 1 (Top) = basic information about the student plus summary figures for %
Attendance to date (this academic year) and % Attendance in last 28 days.
NB: These %s are not broken down by semester.

Section 2 (Middle) = A week by week % attendance figure for each module the student is
registered on.

Section 3 (Bottom) = The week by week attendance marks for the student against each
session of each module they’re registered on.
This list is ordered by Module Code then by Day of the week, then by Time.

In order to avoid this report becoming too large and unwieldy, the attendance data in section
2 & section 3 is for one semester only. The report defaults to the current semester.
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Parameters

To view the student’s details for another semester, using the Parameters section on the right
hand side

Semester

Apply

From the Semester dropdown select the relevant semester
7]

Parameters
Semester

2

then click elsewhere on the screen.

Click the Apply button (bottom right)

Parameters
Semester
2
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5.9.10.1 Returning to individual Student Detail reports

Should you wish to quickly get to a Student Details Report for a particular student - e.qg. if
you're a personal tutor and want to more easily get to the reports for your tutees — this can
be achieved using the Favourites (in Internet Explorer) or Bookmarks (in Google Chrome)
facility of your web browser - as follows:-

Navigate to the Student Details report (via the Student Overview report or the Student
Module Overview report) for the student you're interested in.

If using Google Chrome, click the star *on the far right of the url line to Bookmark the page.

- X
[ Reporting Services - Student Det X 4
C  ® Notsecure | smrs/_layouts/15/ReportServer/RS ViewerPage.aspxtr r=%2fR % nce%2520Monitoring%2fSub%2520Report%2520(This %2520report%2520cannot¥%2520be%2520run%2520individu @u e :
SMRS Home > Reports > Attendance Monitoring > Sub Report (This report cannot be run individually)
adions + | @ | 4 4 [1 ofzz b M| @ Find Next |
Student Details Key: Attendance is below 70% and NOT UKVI 4 [§] Parameters
Attendance betwaen 50% & 69% incl. and NOT UKVI Semester
Attendance is above 70% and NOT UKVI 1
/ Present
L Late
A Absent
um Un-marked
Not applicable
Current week
Il modules
Programme  Visa End Date Attendance Attendance
Type
- Aoply
.

3

Give the bookmark a Name. It is recommended that you include the student’s name and
regnum in the name in order to (i) to avoid overwriting previously saved bookmarks and (ii)
make it easier to get to the report you're interested in.

x
Edit bookmark
Name 123456 Fred Bloggs - Student Details |
Folder Bockmarks bar -

More... “ Remove

To get your bookmarks on all your devices, turn
on sync.

i ‘ Turn on sync... |

Then click Done.

If using Internet Explorer , click the star *at the top right of the window

- ®
& o s ayoutsd 15/ RepertSarsed RS iawerPage asg e RalativefeporUi= 547 O = G || [ Staffled - Business Intelligence... (& Reporting Servies - Student O, (£ Reporting Services - Studen... X O =

SMIRS Home > Reparts > Atfendan:

fing > Sub Repert (This report cannot bs run individusally)

was | @1 W AL e b M4 Fednes [T00% ]I B
Student Details Kay: -nnendince|sbe\nwiD!6andNDTqul ] Pammeten
ce between 50% & 63% incl. and NOT UKVI Semester
e is abiove 70% and NOT UKVI | 1M
B e
L
A
um

Progamme  Visa End Data Atiandance Atiendance
Typo todale inlast 26
(this days
Acadsmic
Yoar)

Nurition Single Hans.

NUT4021

|| NUT2032
<
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then click, 'Add to favorites'.

B g/ fomas_layouts/15/RapertServer RSViewarPage aspsrv RalativeReponi= 2% O = ¢ | EIED JRRRIEROE & Reporting Services - Studen... X

SMRS Home > Reparts > Attendance Monftoring > Sub Report (This report cannat be run indirdually)

acdons = | @ | W4 [1 Je2r b M @ Fodnes |[100% v @ -
Student Details Kay: attendance Is below 705 and NOT UKV -
ce between 50% & 63% incl. and NOT UKVI
e is above 70% and NOT UKVI &' Reporting Services - Student Details
i 7182541 - Student Details
L Late " 180830 - Student Details.
A Absent 7 SRESO11 V1 - Module Details

UM Unmarked
N Not applicable

I o v

is based on all modules

Programme Code Programme Progamme  Visa End Date
Type

185110 c Holly Nicole Christmann UNUSH Hutrition Single Hans. UnderGrad

Turn on Suggested Stes_

wa | Ma | W | Na Aoy

Give the favorite a Name. It is recommended that you include the student’s name and
regnum in the name in order to (i) to avoid overwriting previously saved favorites and (ii)
make it easier to get to the report you're interested in.

Add a Favorite X

| Add a Favorite
Add this webpage as a favonite. To access your favorites, visit the
Favorites Center.

Mame: | 123456 Fred Bloggs - Studert Details |

Create in: |{“" Favorites V|| New folder |

[Caad ] Cancal |

Then click Add.
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5.9.11 Saving Reports
In all of the reports to is possible to export a copy of the data and save it as a file.

NB: Please ensure any reports you export are securely stored in line with data
protection (including GDPR) regulations & policies.

Click the downward pointing triangle next to Actions (at the top left of the window)

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance
Actions +)| & | 4 1 |1 of 1 I [ I | Find Next | B3
Module Details Key: _Attendance is below 80%
Attendance is above 80%
Week 20 Wee
Module Code Module Attendance to Overall
Date (this Attendance in

Then, for the menu that appears, click Export

SMRS Home > Reports > Attendance Monitoring > Celcat Attendance

Adions + | @ | 14 1 |1 of 1 PLo1 @ Find Next | B3
Open with Report Builder Key: _Attendance is below 80%

, Attendance is above 80%

Week 20 Weel

Module Code Module Attendance to Overall
Date (this Attendance in

A menu of file formats in which you can save the reports will be displayed
SMRS Home > Reports > Attendance Monitoring » Celcat Attendance

Adions » | @ | 4 4 |1 oft B Bl 4 Find Next | B3

Key: _Attendance is below 80%

Attendance is above 80%

Open with Report Builder

4 XML file with report data

CSV (comma delimited)
PDF Week 20 Weel
Module Code Attendance to QOverall
Date (this Attendance in
Academic Year) last 28 days

no I - N

Excel
TIFF file
Word

MHTML (web archive)

Select the relevant option.

The file will be saved to the Downloads folder of your computer.
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6 How To Use CELCAT from a Mobile device (smartphone /
tablet)

NB: The system addresses for accessing CELCAT and screen layouts differ depending
upon whether you are using a PC (desktop/laptop) or a Mobile device (smartphone/tablet).

For details of how to do this using a PC (desktop/laptop), please see Section 5.

6.1 Login
Open the web browser on your device.

Either (a) Type in the relevant system address from the table below:-

Device type Address

Mobile device (smartphone/tablet) | https://ical.stmarys.ac.uk/live/ssrp

Or (b) If you have Staffnet open in your browser,

Click Quick Links

then click Business Intelligence and Reporting

then under the Student Attendance section, click CELCAT mobile.

Note: It is possible to use the mobile address from some web browsers on a PC
(desktop/laptop) HOWEVER it will not work with Internet Explorer.

You will see the CELCAT Self-Service Portal screen, as follows:-

8 _ o x

‘ [ EX0 LRG0 - IO E
< C | @ Securs | hitpsy/icalstmarys.acuk o

CELCAT Self-Service Portal

CELCAT@

self-service

If you are doing this on your personal device, you may want to add it to your
favourites/bookmarks at this point to make it easier to get to next time.

Enter your username and password
Note: These are the same username and password that you use to log onto your main St
Mary’s account e.g. username 123456.

Tap Log in.
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6.2 Find and View a Register

When you log in a list of today’s registers, to which you have access, will be displayed

4 Thu Aug 30, 2018 » f'}
@ 7:00 AM - 9:00 AM n
1 14165400 >
M1
v
@ 7:00 AM - 9:00 AM 18
2 HTM7004
K119
v
@® 10:00 AM - 11:00 AM >
3 ACG4003 >
M101
v
@ 11:00 AM - 1:00 PM 27
4 ApPL7070 >
M1
v

9 6:11 PM - 10:00 PM

NB: If you don’t have any registers today, this list will be blank.

To switch to another date tap the left / right arrows either side of the date

Thu Aug 30, 2018

@ 7:00 AM - 9:00 AM n
1 14165400 >
M1
v
@ 7:00 AM - 9:00 AM 18
2 HIM7004
K119
L4
& 1n-00 AM - 11-00 AM 5

Alternatively, tap your finger on the date for a few seconds

Thu Aug 30, 2018

@ 7:00 AM - 9:00 AM n
14165400 >
M1

v
@ 7:00 AM - 9:00 AM 18

2 HTM7004

K119

v
& 1n-nN AM - 11-00 AM 5
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A Go to pop-up will appear

sep |2018

v v

Tap on the up / down arrows to change the day / month / year

Cancel

Then tap Apply

Fri Oct 5, 2018

@ 7:00 AM - 1:00 PM @
1 HTM7004, SPS6001 >
B11 (Classroom), B13 (Clas.sroom]

9:00 AM - 10:00 AM
2 NGE7001, SPS6001
F205, F4, F5, F6

9 10:00 AM - 11:00 AM

O 11:00 AM - 12:00 PM
3 ACP7001Q

vie
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To view a particular register, tap on the right arrow (on the right)

4 Tue Sep 4, 2018 » X:’} H
@ 7:00 AM - 10:00 AM 21
1  LAWSO017 >
M1
v
O 10:00 AM - 11:00 AM 3
° ATMA4003 >
v
@ 10:00 AM - 3:00 PM
3 LAw4013 >
M1
L
e 3:00 PM - 10:00 PM

The list of students will be displayed

Discard Tue 10:00 AM - 11:00 AM Save

v

‘ UATMSH_Y1_Flintsone_Wilma_190002 [790002]

‘UATMSH_Y1_F\intstone_Fred_200001 [190007]

. UATMSH_Y1_Rubble_Barney_190003 [190003]

Any registers marks that have already been set e.g. by a card tap will appear next to the
students’ names.
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6.3 Update a Register

6.3.1 Update a Register for an Individual Student or Multiple Students
First check the register mark button at the bottom of the screen

L Gy

This defaults to “/ Present”

If this is what you want, just tap the box next to each student you wish to mark as present
Discard Tue 10:00 AM - 11:00 AM

Save Discard

Tue 10:00 AM - 11:00 AM
v

v
OUATMSH_YLFHntsone_WiIma_‘I 90002 [7190002] . UATMSH_Y1_Flintsone_Wilma_190002 [790002]

Save

‘ UATMSH_Y1_Flintstone_Fred_200001 [190007] ‘ ‘ UATMSH_Y1_Flintstone_Fred_200001 [190001]

. UATMSH_Y1_Rubble_Barney_190003 [190003] . UATMSH_Y1_Rubble_Barney_190003 [790003]
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If you wish to use a different register mark, tap the register mark button at the bottom of the
screen, and a pop-up will appear

Discard Tue 10:00 AM - 11:00 AM SR

v

. UATMSH_Y1_Flintsone_Wilma_190002 [790002]

‘ ‘UATMSH_YW_F\intstone_Fred_ZDOOM [190007]

. UATMSH_Y1_Rubble_Barney_190003 [190003]

Marks

/ Present

A Absent

L Late

W Withdrawn
N Not required

Revert Mark

T G >

Tap on the register mark you want. The register mark button at the bottom of the screen will
change to show the register mark you have selected

N Not required

Then tap the box next to the student you wish to apply the register mark to

v

. UATMSH_Y1_Flintsone_Wilma_190002 [790002]

n UATMSH_Y1_Flintstone_Fred_200001 [790007]

. UATMSH_Y1_Rubble_Barney_190003 [790003]
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If you choose a register mark of Late, when you tap on a student, a pop-up will appear to
allow you to specify how many minutes late the student was

Minutes late:

Scroll up/down to adjust the time

Minutes late:

then tap OK.

The minutes late will be displayed below the student’s name

Discard Tue 10:00 AM - 11:00 AM

v

A Y1 _Flintsone_Wilma_120002 [790002]

UATMSH_Y1_Flintstone_Fred_200001 [7190007]

. UATMSH_Y1_Rubble_Barney_190003 [190003]

Press Save (top right) to save your changes.

Discard Tue 10:00 AM - 11:00 AM Save ’

v

UATMSH_Y1_Flintsone_Wilma_190002 [7190002]
(14 mins late)

UATMSH_Y1_Flintstone_Fred_200001 [190007]

. UATMSH_Y1_Rubble_Barney_190003 [790003]
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6.3.2 Update a Register for All Students

Firstly, ensure that the selected register mark (at the bottom of the screen) is the one you
want.
If not, see above for details of how to select a different register mark.

Press and hold the Register Mark button

Tue 10:00 AM - 11:00 AM Refresh

v

D UATMSH_Y 1_Flintsone_Wilma_190002 [190002]

D UATMSH_Y1_Flintstone_Fred_200001 [190007]

D UATMSH_Y1_Rubble_Barney_190003 [790003]

L ey ]

A pop-up will appear

Block mark ALL

Block mark UNMARKED

Tap on the appropriate option.
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Note:
Block mark ALL will apply your selected register mark to ALL students (even if they already

have a mark).

Block mark UNMARKED will apply your selected register mark to only those students who
do not already have a mark.

The chosen mark will be applied to the relevant students

Discard Tue 10:00 AM - 11:00 AM Save

v

. UATMSH_Y 1_Flintsone_Wilma_190002 [190002]
. UATMSH_Y1_Flintstone_Fred_200001 [190001]

. UATMSH_Y 1_Rubble_Barney_190003 [790003]

Press Save (top right) to save your changes.

Discard Tue 10:00 AM - 11:00 AM

v

. UATMSH_Y1_Flintsone_Wilma_190002 [790002]
. UATMSH_Y1_Flintstone_Fred_200001 [190007]

. UATMSH_Y 1_Rubble_Barney_190003 [790003]
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6.4 Add a Comment against a Student in a Register

When viewing/updating a register, you have the option of adding a comment against a
student.

If/when a student tells you the reason for their absence/lateness, it is helpful to record that in
the register so that it can be viewed by other staff members who may also have a role in the
student’s welfare.

Plus, by producing summary reports of these comments (i.e. explanations for
absence/lateness) it will enable us to identify any trends.

NB: The comment field is a ‘free text’ field which means you could write anything you like —
but please do not. Please use one of the agreed list of reason codes instead, as follows:

ACCESS CARD CARE CHOSE DEPART
DIST HANGOV LEAVE MEDIC OVERRUN
PARK QUEUE STAFFERR SYSTEM TIMEMGMT
TIMETAB TRAV USERERR VISA WORK

Using these standard conventions will make it easier to produce summary reports of the
reasons for absence/lateness and thus enable us to identify any trends.

For further details about Comment Codes please Section 9.2.

To add a comment against a Student, tap on the Student

Discard Tue 10:00 AM - 11:00 AM ==

v

" L | UATMSH_Y 7 Flintsone_Wilma_19000%[790002]
: (14 mins late)
u UATMSH_Y1_Flintstone_Fred_200001 [1900071]

‘ / |UATMSH_YW_Rubble_BarneyJQOOOE[190003]

L Late
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A pop-up will appear

UATMSH_Y1_Flintsone_Wilma_1900023%¢

Student Comment

Tap in the box and type in the relevant comment code

UATMSH_Y1_Flintsone_Wilma_190002%
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Tap the Tick to save your comment

UATMSH_Y1_Flintsone_Wilma_190002 3%
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The comment will appear below the student’s name

Discard Tue 10:00 AM - 11:00 AM

v
L UATMSH_Y L_Eligtsone_Wilma_190002 [790002]
(14 mins \at

m UATMSH_Y1_Flintstone_Fred_200001 [190001]

. UATMSH_Y 1_Rubble_Barney_190003 [790003]

Save

| L Late

Press Save (top right) to save your changes.

Discard Tue 10:00 AM - 11:00 AM

v

L UATMSH_Y1_Flintsone_Wilma_190002 [790002]
(14 mins late) TRAY
n UATMSH_Y1_Flintstone_Fred_200001 [1900017]
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6.5 Adda Comment to a Register

This adds a comment against the register as a whole, rather than against a particular
student.

This can be a handy way to keep a note of something for future reference. For example to
note a student who attended but wasn't listed in the register.

When displaying the register, click the down arrow below the session day & times

Discard Tue 10:00 AM - 11:00 AM

L UATMSH_Y1_Flintsone_Wilma_190002 [7180002]
(14 mins late) TRAY

n UATMSH_Y1_Flintstone_Fred_200001 [190007]

. UATMSH_Y1_Rubble_Barney_190003 [190003]

| LLae |

A drop-down will displayed additional information about the session along with a Register
Comment box

Discard Tue 10:00 AM - 11:00 AM s

Module: ATM4003
IRoom:

Staff: Lecturerl
Register ID: 28524303

INote:

Page |91



Click in the box and type your text

Discard Tue 10:00 AM - 11:00 AM Sae

Module: ATM4003
IRoom:

Staff: Lecturer1
Register ID: 28524303

INote:

(ttyRubb\e 190004 attended but is not listed in the reg'\steri

Click the up arrow to hide the drop-down

Discard Tue 10:00 AM - 11:00 AM =

Module: ATM4003

Room:
Staff: Lecturer1
Register ID: 28524303

INote:

Betty Rubble 190004 attended but is not listed in the reg'\steri

A 4

(14 mins late) TRAV

UATMSH_Y1_Flintsone_Wilma_190002 [190002]
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6.6 Update Multiple Registers (using Extended Absence)

The Extended Absence feature is not available via a mobile device — so you will need to do
this via a PC / Mac (desktop / laptop).
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6.7 View Attendance Reports
t.b.c.
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7 Problem Reporting

e There’s new icon on the desktop of all lecturers’ PCs in teaching rooms.

Click this and it will take you straight the online IT Helpdesk System

e Alternatively ... from the Staffnet home page

Select Quick Links

Select Helpdesk Contacts

Scroll down the page

Select Click here to log an IT call online

e Once in the IT Fault Reporting System

e Enter your Room Number/Location

e Under Call Type: select Attendance Monitoring Problems from the dropdown
list

St Mary's University - New Help Desk Ticket

@ Create New Help Desk Ticket

Name:

Rob Johnson

Room Number/Location:

Call Type:

Description:

M1

[select type}
1st Line
Change Request
Classroom Callout
Collect parcel
Computer
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e Under Sub Call Type: select the appropriate option from the dropdown list

Call Type: L
Yp Attendance Meonitoring Problems ¥

Sub Call Type:

Description:

Problem Editing Attendance Register

Problem Logging-in to Attendance Monitoring
Problem Viewing Attendance Monitoring
Problem with attendance Card-reader

Problem with attendance Register data
Problem with attendance Reports

e Enter a Description
e Click Submit
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8 Register Marks Explained

8.1 /Present

Students who tap-in any time from 15 minutes before the scheduled start of the session to
10 minutes after the scheduled start of the session will be marked as ‘Present’.

The same criteria should, therefore, be applied to any register marks which are entered by a
staff member.
8.2 L Late

Students who tap-in more than 10 minutes after the scheduled start of the session (and
before the scheduled end of the session) will be considered to have attended but will be
marked as ‘Late’.

The same criteria should, therefore, be applied to any register marks which are entered by a
staff member.

8.3 A Absent

Students who tap-in too early i.e. more than 15 minutes before the scheduled start of the
session will not be marked as having attended the session and will be marked as ‘Absent’.

Students who tap-in after the scheduled end of the session will not be marked as having
attended the session and will be marked as ‘Absent’.

The same criteria should, therefore, be applied to any register marks which are entered by a
staff member.

8.4 N Not required

This status will not be entered by the system as a result of card taps (or a lack thereof). It
can only be entered by staff.

‘Not required’ is used to denote a student who is listed in the Timetable as attending a
session but who does not actually need to attend that session.

Examples of this are:

(i) Drama rehearsals, where the whole cohort are rostered to attend but the lecturer
decides on a session-by-session basis which cast members to call/not call.

(i) A student who has to retake module assignments but who has the choice whether
or not to re-attend the lectures.

NB: ‘Not required’ should not be used denote Absences which are explained or allowed.

It is not meant to cover students who are supposed to attend a session but who we
reluctantly accept will not attend e.g. because they're sick, on compassionate leave,
representing St Mary's at University Challenge or whatever.

In these cases, the student is missing something that they really shouldn't be missing.
So it is correct to record them as Absent.

Comment codes can be used to record the reason for the student’s absence (if known).
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9 Additional Info

9.1 Frequently Asked Questions (FAQS)

https://staffnet.stmarys.ac.uk/services-departments/cio-project-
office/Documents/Attendance-Monitoring-FAQs. pdf

9.2 Attendance Monitoring Comment Codes

https://staffnet.stmarys.ac.uk/services-departments/cio-project-
office/Documents/Attendance-Monitoring-Comment-Codes.pdf

9.3 St Mary’s Attendance Policy

<insert link>
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