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Introduction

This guide looks at the Absence tool in Fronter. This tool requires the administrator to
have configured some settings for the school, which are described in a separate
guide. We will see in this guide how teachers and students use this tool.

Fronter is being continually developed and improved. As a result, this may produce
discrepancies between the documentation and application. This guide has been
written for Fronter version 81.

Good luck.

Lillehammer, January 2008
Steinar Hov/Georg Ranhoff

Lesson grid or No lesson grid - that’s the question

One of the key settings that need to be configured is whether to select a lesson grid
or not. The administrator previously entered the details of the school day’s duration,
lesson by lesson.

This created a grid where the teachers themselves chose where they would mark
their register.

 absences T grades I OrderI report | ,%Ip] Settings Print
Group view Student view Warning letters
| Select group DALM V
4 o
li‘:.. {14 members)
4 % week 31, july 30 - august 5
name mon31/07 tue 01/08 wed 02/08 thu 03/08 fri 04/08 Total
Andersson. Ben 0d1h
Berry. Annette x| 0d0h
Brown, Charles M 0doh
Burmns, Annette X X 0d1h
Bumns, Desmond 0d0h
Evavold, Don 0doh
Green, Emily 0d0h
Greenfields, Fay [TTTH] " x 0d0h
Macallen, Don I H i 0d0Oh
Oldman, John EEER AR Gd0h
Parker, Kelly 0dOh
Roknson, Jancis 0d0Oh
Robinson, Kent 0d0h
0doh
X Authorised absence M Medical H Holiday
" | Comment added Locked lessaon - Whole day absence

It is now possible, however, not to select this grid and leave it up to individual
teachers themselves to register their lessons. This creates much greater flexibility as
it allows for the duration of school days to vary throughout the school year.



Absences | Grades Order Report b Settings Print
Group view Student view Warning letters Weekly schedule view

{ Select group | Subject group: General Chemistry @

j. J| Subject group: General Chemistry Students Week (Wesic 12, 2008 |
"~ % (20 members}
B B3 week 02 January 7 - January 13 Show all lessons []
Name Men 07/01 Tue 08/01 THUAORA. ... Fri 11/01 Total

Andersson, Ben 15 h (25%)
Berry, Annette 4h (6%)
Brown, Charles 15 h (25%)
Bums, Annette 10 h (16%)
Burns, Desmaond - 4h (6%)
Ewavold, Don 10 h (16%)
Green, Emily & 16 h (26%)
Greenfields, Fay 9 h (15%)
Macallen, Don 8h (13%)
Oldman, John 8 hi13%)
Parker. Kelly 9h(15%)
Robinson, Jancis 6 h (10%)
Robinson, Kent 2h (3%)
Simpson, Laura Thi11%)
Sunderland, Flora 4h (6%)
Swift, Fanny 0h (0%)
Thempson, Harry 0h (0%)
Wellington, Fiona 0h (0%)
Winter, Sarah 2h (3%)
Young, Yvonne 2h (3%)

A Authorised absence  H Holiday M Medical U Unauthorised absence
. Lesson marking not completed Lesson register marked | | Comment added Locked lesson - Whole day absence

The lessons which individual teachers register as “their" lessons can also be shown
in the calendar in Fronter. There will also be a link from this to the Absence tool.

It is therefore crucial that the option Lesson grid On or Off is selected at the start of
the school year and that this option remains unchanged for the whole duration.

The examples given below will show absences beingr  ecorded without the
lesson grid. It is, in fact, only the actual visual presentation of the lessons on
screen which is different from when the lesson grid is used.

General overview
The Absence tool must be placed in the top row of buttons (Personal toolbar) for

subject teachers, tutors and students. If this button is missing you must ask your
administrator to add it.

The screen will look roughly as follows:

Lz My page 511 MNetices ijﬁ Search... Ij My calendar L My archive h-zh Abg-ﬁnu:e ’“_{'I My portfalio |
o
IRBEESDE.: YIQOGe  administrator MUC
Favourites 3 Edit favourite Documents
Mo favourites & O.jpg
= Administratel

Once you have clicked on the Absence tool, you will see a screen where absences,
remarks on tidiness/behaviour and grades are recorded.

The different roles a user can have will produce different screens and functions. We
will now take a detailed look at them. It is naturally assumed that the administrator
has configured the initial settings for the school.




Tutors can record absences, as well as override absences recorded by subject
teachers (for instance, make a lesson absence a whole day absence). Tutors can
also look at, but not change grades given by subject teachers. It is also the tutor’s job
to set grades for tidiness and behaviour. The different functions available to tutors are
now explained below.

Overview
Absences Grades Order Report Y Settings Print
Group view Student view Warning letters Weekly schedule view

P Select gruup‘ Students: BoC 2004-2007 V‘l
) Students: BoC 2004-2007 Hole: Headipacher Week [ Week 02, 2008 #
(30 members)
@ g Week 02. January 7 - January 13 Show all lessons
MNarne Maon 07/01 Tue 08/01 Wed 09/01 Thu 10/01 Fri 11/01 Total

Andersson, Ben (-] 1d13h

Berry. Annette == 0d 2h

Brown, Charles . ] _I A n 1d13h
[ I

Burns, Annstte
Bums, Desmond
Evavold, Don
Green, Emily
Greenfields, Fay
Greenfields, Tad
Leyland, Flora

Lo s PN S PPN P

>

Tutors will see a screen similar to the one shown above. This provides an overview of
all the absences for the students in the class. The absences have been recorded in
this case by the subject teachers or tutor.

A key to the symbols is given right at the bottom of the screen:

o \?émngi'an; T W o T e
Winter, Sarah I
Winter, Tad

Young, Yvonne |

A Authorised absence  H Holiday M Medical U Unauthorised absence
i ilesson marking not completed :7 | Lesson marking done r‘ Comment added . Locked lesson - Whole day absence




Recording absences

Absences Grades

Heport

Group view Student view Warning letters Weekly schedule view

[ Students: BoC 2004-2007

{30 members)

Sl B4 Week 02, January 7 - January 13

Role: Headteachel

Mame

Mon 07701

Tue 08/01

Andersson, Ben
Berry, Annette
Brown, Charles
Burns, Annette
Burns, Desmond
Evavold, Don
Green, Emily
Greenfields, Fay
Greenfields, Tad
Leyland, Flora
Macallen, Don
Mayes, Jancis
Oldman, John

H - uida'_-,r

_I"u'1 - Medical

A LI - Unauthorised absence

Minutes of absence: |

The tutor can record absences in this screen by clicking on the relevant box. You
should note in particular that Lesson absence appears at the top of the window. It is
important to note that this absence will not be linked back to any subject. The reason
for this is that it will occasionally be necessary to be able to record absences that will
not be linked to a particular subject.

If an absence needs to be recorded as a whole day absence, this must be entered by
clicking at the side of a box (lesson).



Absences | Grades Order Report

Group view Student view Warning letters Weekly schedule view

4

N
8

Students: BoC 2004-2007 Role: Headteacher

30 members)

£ A week 02, January 7 - January 13
Mame Mon 07/01 Tue 08/01 \

Andersson. Ben
Berry, Annette A

Brown, Charles _
Burns. Annette n H

Burns. Desmond
Evavold, Don

Green, Emily

[Whole d.a],r-a bsence
Greenfields, Tad Delete

Leyland, Flora A - Authorised absence
Macallen, Don H - Heliday

Greenfields, Fay

Mayes, Jancis
Oldman. John
Oldman. Meil

Robinson, Jancis | | -

Robinson, Kent

LI - Unauthorised absence

Raogers, Laura
Simpson, Laura

As already mentioned you simply click in the relevant box (lesson) and choose the
correct absence code. As an extra check, an animated field is displayed right at the
top of the screen, indicating the action that has just been carried out:



Absences Grades Order FRepor

Group view Student view YWarning letters Weekly schedule view

I- Ahzence code A has been saved for Andersson, Ben I

| StudentsyBoC 2004-2007 Role: Headj

{30 members)

2 A Week 02, January 7 - Jaguary 13

Mame Mon 07/01 Tue 08/01

;=

Andersson, Ben

ﬁb: |5C - Lecture, 05:00-09:30, Aud F |

Berry, Annette
Brown, Charles
Burns, Annette H
Burns, Desmaond '
Evavold, Don

Green, Emily A

L. Greenfields, Tad

This information bar disappears automatically after a short period. Each box is saved
automatically.

Show all lessons

Absences Grades Order Report
Group view Student view \Warning letters Weekly schedule view

Select group | Subject group: General Chemistry v
Role: Subject teacher
. Andersson, Ben Total sbsence: 15 h(25%) Stidel.  [Andesimeben
Headteacher: Term Term 1, 2007-09-01-2008-02-01
4 &4 I Show all lsssons I
Week Period Monday Tuesday Wednesday Thursday Friday Total

W35 |osz7T-0802 Oh
W36 |03:02-09.09 { Oh
W37 |os10-0818 A 2h
W38 |os17-0323 Oh
W eses o
W40 |1001-1007 Oh
W41 |o0s-1044 2h
W42 |1015-1021 Oh
W43 |10-22- 1028 0h
W44 |1029-11-04 Oh
W45 |1105-11-11 2h
W46  |1112- 1118 A 5h
W4t [1as-11-25 Oh
W48 |11-28-1202 Oh
W49 |1203-1209 Oh
W50 |12-10-1218 Oh
W51 12171223 Oh
W52 |12:24- 1230 Oh
W01 |1231-0108 A Oh
W02 |o107-0112 A 2h
W03 |o1-14-01-20 Oh
W04 |o121-0127 Oh
W05 |ot28-0z03 Oh

Authorised absence H Holiday M Medical U Unauthorised absence

i Lesson marking not completed Lesson register marked [ | comment added Locked lesson - Whaole day absence




If you check Show all lessons on the far right of the screen, all the lessons registered
for the students and all the absence details will be displayed. This is particularly
useful if you select Student view. This then allows you to form a picture of the
absence record for each student.

Navigation

You navigate through the screen by using the arrow keys on the left or the dropdown
menu on the right:

) Settings Print

‘li, Students: BoC 2004-2007 _ ,
% (30 members) Select groupf Students: BoC 2004-2007 ‘V
;.-l W Weak 02 January 7 - January 13 Week | Week 02, 2008 N
Wk 03, 2008 Men 07/01 Week 02,2008 '\

[Week 03. 2008

Andersson, Ben A Week 04, 2008 |

i ] |Week 05 2008

Absences for individual students

To look at the absence record for an individual student, you can:
either click on the student’'s name:

Absences Grades Order Repor

Group view Student view VWarning letters Weekly schedule view

. Students: BoC 2004-2007 E

"% {30 members)

Sl 4 Week 02, January 7 - January 13
MName Man 07/01 Tue 08/0

Andersson, Ben A

Berny. Annette A
Brown. Charles
urns, A 2] H

Burns, Desmond

Evavold, Don
Green, Emily
Greenfields, Fay
Greenfields, Tad

ih

or select Student view from the submenu:



Absences Grades Order Report
Group view ur ping letters Weekly schedule view

Select group | Students: BoC 2004-2007 v

| Role: Headteacher | 7
Brown, Charles Total shsence 1d 13 h Student Brown, Charles |
Andersson, Ben
B |

Headteacher: Ann Andersson Period
erry, Annette

A Bown. Charles
Burns, Annette

(&]=]

Week Period Monday Tuesday Wednesday Thursday |Burns. Desmond
W35 [os27-psoz |Evavald, Don
W36 (02030308 g'EE"T'_ E‘S”‘IVF

o Teenmnelds, ray

W37 e -02n Greenfields, Tad
W38 |os-17-03-22 A L Leyland. Flora
W39 [osoa-oszn [ Macallen, Don
o

....... i E P

You should note that a picture of the student/student will appear if one is included in
the contact card.

GRADES - role: tutor
If you click on the Grades tab only the list of students will appear. If you then select
each student in turn their subject and term grades will be displayed:

Absences | Grades | Order Report F‘Hnt

Group view Student view Warning letters

Select group Slu_dgr_ns_: BoC 2004.72.007 e
Andersson, Ben Bexlent bt
s
Headteacher: Ann Andersson
|

Subjecl Grades Comments

E‘M Subject group: General Chemistry Students

e [=] Term1

! | Analysis Inorganic compounds A Excellent!
[ Lab - Friedel-Craft B
|| Analysis Organic compounds (A /B)

[#] Term 2
= & Subject group: Organic Chemistry Students

You will also see the grades that the subject teacher has given when they have been
published for the students. The administrator can also configure a setting which
allows the tutor to see all the grades which the subject teachers have given (for his or
her students).

ORDER (Behaviour, Tidiness) - tutor

As tutor, you are given access to remarks (about tidiness and behaviour) which the
subject teachers have made by selecting the Order (Behaviour, Tidiness) tab. This is
also where you give grades for tidiness and behaviour. To be able to see the details
for each student, you need to either click on the student's name or select Student
view from the submenu:



Absences Grades Order Report

IGruuD view!Sludem view Warning letters

@ Settings Print

:' Select group | Students: BoC 2004-2007 1~
i Students: BoC 2004-2007
Behaviour Tidiness,
Term 1 Term 2 Tem 1 Tem 2
0 Name z s £ z
= Andergson. Ben 1 0 2 0
F Berry 'Rnnette 0 0 0 0
Fl Brown. Charles 0 0 0 0
Il Bumns_ Annette 0 0 0 0
(. Burns. Desmond 0 0 0 0
|l Ewavold Don 0 0 0 0
O Green. Emily 0 0 0 0
i Greenfields. Fay 0 0 0 0
O Greenfields. Tad 0 0 0 0
Absences Grades Order Report Print
Group view Student view Waming letters
Select group _Studems: BoC 2004-2007 b
Andersson, Ben Student Andersson, Ben ] ’{5
Headteacher: Ann Andersson Term Term 1, 2007-08-01-2008-0201 v
]~
Tyes Tam 1 FAT Term 2 FAZ
Behaviour
Tidiness
Date Group Remarks Teacher Time Comments Delete
2008-01-24  Subject group: General Chemistry Students Disturbing behaviour (Behaviour) Emily Evavold Mo specific hour ~ Very noicy indeed! Remove
Date Group Remarks Teacher Time Comments Delete
2008-01-04  Subject group: General Chemistry Students Too late to class (Tidiness) Emily Evavold Mo specific hour 25 minutes late Remove
2008-01-20  Subject group: General Chemistry Students Not handed in (Tidiness) Emily Evavold Mo specific hour  Mandatory submission of a test is neglected Remaove

Subject teachers can also add remarks about students. This is described in the
section Order (Behaviour, Tidiness) - subject teachers.

As in the case of the subject grades, you must also specify the final grades to be
given by selecting Settings in the top right-hand corner:

Absences Grades Order Report

Group view Student view Warning letters

‘A Students: BoC 2004-2007

Name
Andersson. Ben
Berry. Annette
Brown. Charles

Bumns. Annette

™ W)™ ™ ™ [

Bums_Desmond

Behaviour
Term 1
=

o o o o =

Tem 2

I ) ﬁSem &9 ﬂ Print

Select group | Students: BoC 2004-2007 v
Tidinass
Term 1 Term 2
z z

0 2 0

0 0 0

0 0 0

0 0 0

0 0 0

10




The same screen as for other grades is displayed:

Absences Grades Order Report

Group view Student view Warning letters

Choose which behaviour grades to use for which period

Term grades Final grade
Term: 1: 2007-08-01 -> 2008-02-01 (]
Term: 2: 2008-02-02 = 2008-07-20 []

Ghoose which tidiness grades to use for which period

Term grades Final grade
Term: 1: 2007-09-01 -» 2008-02-01 O
Term: 2: 2008-02-02 -> 2008-07-20 [

£

These options help to create fields for the grades:

Absences Grades Order Report 95} Settings & Print

Group view Student view Waming letters

=' Select group | Students: BoC 2004-2007 ¥
ﬁ Students: BoC 2004-2007
Behavicur Tidiness
Tem 1 Term 2 Term 1 Term 2
Name £ Grades £ Final grade £  Grades £  Final griade

O

) Andersson_Ben 1 0 : 2 0
i) Berry. Annette 0 “ 0 0
il Brown. Charles o} E 0 0

iFrFalr |

f o oo , (EH T E
L} Evavold. Don 0 0 0 0
(| Green. Emily 0 0 0 0

The grades are recorded in the “usual manner” by selecting the appropriate one from
the pulldown menu, after clicking in the relevant cell.

There are checkboxes right at the bottom of the screen for making the grades
available to the students:

0

We\lmg‘tén. :Sarah 0
Winter, Sarah 0
0

0

Winter. Tad
Young. Yvonne
ublish grades for student ] ¥ [ [ud] I

G Good F Fair N Mot acceptabls Add remark

noooe
e o BB

0

SUBJECT TEACHER

Subject teachers can record absences for the students in their own subject groups.
They can also record grades and comments about students’ tidiness and behaviour.
Detailed descriptions are given below of the various tasks involved.

If the school has chosen to use a lesson grid all the subject lessons are displayed in
a compact grid for all teachers. The teachers then record absences by clicking in the
relevant box and selecting the correct absence type.

Those who choose the other solution, not to have a lesson grid, will not have any

boxes for them to record absences in until the individual teachers have registered
their subject lessons. This is an easy task, which can be done very quickly as it is

11



possible to repeat entries. We will first take a look then at the tasks that need to be
carried out.

Absences with no lesson grid - role: subject teache rs - Initial tasks
Setting up lessons

Subject teachers must register their subject lessons themselves. They do this by
selecting the Weekly schedule view option:

Group view Student view Warning letters fWeekly schpdule view
wf

Mlsmjed group: General Chem\sﬂylv_

‘ Wesk Week 02, 2008 v
; ‘_‘a Subject group: General Chemistry Students )
2 5 Week 02 January 7 - January 13 Show all lessons []
Subject:
Weekday: Monday v: Repetition schema: Nn repetition 2|
Starting time: | 08 il 00 5|
Endtime: |08 %|[45 ¥
Description:
Location:

Ion 07/01 Tue 08/01 Wed 09/01 Thu 10/01 Fri 11/01 Sat 12/01 Sun 13/01

Absences Grades Order Report & Print 3

0500 GC - Lecture

GC - Leoture GC - Workshop

Subject teachers first need to choose a group where they are going to insert their
subject lessons in the weekly calendar. In this instance, we are choosing group
Subject group: General Chemistry Students and we need to set up the subject
lessons, i.e. create a timetable for this group.

The steps involved in the registration process are as follows:
1. Specify the subject name (if you do not complete this field a code from the

administrative system will be used).
2. Specify the day of the week and the time of the lesson.

3. Description and Location are optional additional information that is displayed in

the calendar.
4. This entry can be repeated by selecting Repeat schema.

There are two types of repetition: you either specify the number of times to repeat it

or repeat it for the whole term.

12



Number of times to repeat:

Absences Grades Order  Report

Group view Student view Warning letters Weekly schedule view

‘Rule: Subject teacher

Subject group: General Chemistry Students
ﬂ Eﬁ Woeek 02, January 7 - January 13

Subject: |GC - Lab
Weekday: | Friday i Repetition schema: !_B?peat nurnber of times v:
Starting time: DE___ﬂ @E} Number of times to repeat: i_1_[] b |
End time- |_11 w30 -VI Repetition alternative: Weekly W
Weekl

Description: | mm |

) |Every third week e |
Location: | |Every fourth week |

Insert | Resst

Repeat until end of period:

Absences | Grades Order Report

% Eﬁ Week 02, January 7 - January 13

Group view Student view Warning letters Weekly schedule view

|Ru|e: Subject teacher

Subject group: General Chemistry Students

Fepetition alternative:

Subject:  |GC-Lab |
Weekday: |@ Fepetition schema: : Repeat until end of period V‘|

‘Every second week

E Every third week

Endtime: |11 %][30 ¥
Description: |
Location: |

-|Every fourth week

Insert

Reset

i

13



There is a checkbox in the top right of the screen:

Absences Grades Order Report Pﬂm

Group view Studentview Warning letters Weekly schedule view

Select grnup:iS-uk-)Jrécrtrgr’nryrp' GE"?V[EI:(}:{;%@;E}W V‘

‘. Week [Wask 02 2008 |
‘ﬂ Subject group: General Chemistry Students

B 53 Week 02, January 7 - January 13 Show all lassons I‘R‘

Subject: GC f__L_ab :
weskday:  [Froay v

Repstition schema: Repeat number of times %

Starting time: 10 %[00 v Number of times to repeat: |10 ¥

Endtime: |11 %/[30 » Repetition altermative: ek v
Description: I
Location: I

Insert | Reset |

This will display lessons that students in this group have with other teachers -
preferably to avoid creating duplicate lessons for students. This will still probably
happen, for instance, with optional subjects.

Once the timetable has been entered by the subject teacher, this will make it easier
to record absences:

Abgences] Grades | Order | Report ]

Group view Student view Warning letters Weekly schedule view

3B Settings Print

Select group .Subject group: Organic Chemistry V

(8 members)

& & Week 02, January 7 - January 13

‘i Subject group: Organic Chemistry Students

Role: Subject teacher

Week

Week 02, 2008 “

I Show all lessons EI

MName IMon 07/01 Tue 06/01 Wed 09/01 Thu 10/01 Fri 11/01 Total
Andersson, Ben Oh
Brown, Charles 2h
Burns, Annette | nt Oh
Green, Emily A Oh
Macallen, Don E—— 0h
Oldman, John Al 2h

Subject teachers can now record absences in the yellow fields. To make it easier to
view the list, the Show all lessons option can be unchecked so that only the teacher’s

own lessons are displayed.

14



Editing the timetable
The timetable can also be edited if you first click on the relevant entry:

Ahwllces] Grades | Order Report]

Print

Subject: |
Weekday: l‘l\/i‘nnd‘ay -V‘
Starting time IHE ][00 :

End time.
Description: |

Location: |

Group view Student view Warning letters Weekly schedule view

Repetition schema:

g
‘& Subject group: Organic Chemistry Students

% Week 02, January 7 - January 13

Nao repetition

Role: Subject teacher

Select group  Susject group. Orgaric Chermisiry |

Week [Wesk 02, 2008 v

Show all lessons

Mon 07/01

Tue 08/01

Wed 09/01

Thu 10/01

Fri 11/01 ‘ Sat 12/01 Sun 13/01

08:00

08:00

10:00

11:00]

12:00]

12:00

Organic Chem - Lecture

Organio Chem - Lab ‘

[Eat
Delete

|De\ete all lessons in this sequence ‘

Settings

It is possible to edit the absence calendar view to display, for instance, the absence
rate on the far right of the screen:

Absences | Grades | Order

Report

) Settings Print

4

(8 members)

Group view Student view Waming letters Weekly schedule view

<8 8 Week 03, January 14 - January 20

Subject group: Organic Chemistry Students

Role: Subject teacher

Select grnup‘VSulr)!Ecl group: Organic Chem\stry:'?

Week

Show all lessons

MName Mon 14/01 Tue 15/01 Wed 16/01 Thu 17/01 Fri 18/01 Total
Andersson, Ben A 14 h (5%)
Brown, Chales | 0l a x| 2 h (2%)
Burns. Annette 0 h (0%)
Green, Emily 2 h {2%)
Macallen. Don 0 h (0%)
QOldrnan, John 2 h (2%)
Oldman, Neil 0 h {0%)
Parker. Kelly P 0 h (0%)

i Lesson marking not completed

- v
Lesson marking done

A Authorised absence  H Holiday M Medical U Unauthorised absence
Comment added :ﬂ: Locked lesson -Whn\e day absence

The Settings option is available in the top right corner of the screen:

Absences I Grades Order[ Report

Fﬁ-‘ﬂ%et s ! Print
7'

4

(8 members)

< & Week 02, January 7 - January 13

Group view Student view Warning letters Weekly schedule view

Subject group: Organic Chemistry Students

Role: Subject teacher

Select graupf"SubJecl group: Organic Chem\stry-\7
Week [Week 02, 2008 ~

Show all lessons

15



The basic principle in this case is to first select a group and then check the items you
want to be displayed:

Absences I Grades r Order | Report ]

Group view Student view Warning letters Weekly schedule view

Settings for group:: Subject group: Organic Chemistry Students

Role: Subject teacher

Show all lessons

Select group | Subject group: Organic Chemistry ¥

Show week days

Mon [#] Tue ¥ Wed [l Thu [ Fri [ Sat [ Sun

Show sum of absence

Show total absence for terms
(& Show total absence for current term
(> Show total absence for all terms
[] Show sum of absence from all terms
Show absence percentage

Let percentage include non counting ahsence

Add number of lessons for the subject
(Number of minutes in a lesson: 45)

Term 1: 80
Term 2: 90

Save Clear

You must also specify the number of subject lessons for each term for this group if
you want to have the absence rate calculated.

Recording absences - role: subject teacher

Group view

Absences | Grades | Order | Report

) Settings Print
Group view Student view Warning letters Weekly schedule view

Select group | VSurbilreEVI group: Orrgamcrchem\s'l'ry *:

’ | Subject group: Organic Chemistry Students Week Week 03, 2008 =

{8 members)

¥ & Week 03, January 14 - January 20 Show all lessons

Name Won 14/01 Tue 15/01 Wed 16/01 Thu 17/01 Fri 18/01 Total
Andersson. Ben 4 h (5%)
Brown, Charles 2h(2%)
Bums. Annette 0 h (0%)
Green, Emily 2 h (2%)
Macallen, Don 2 h (2%}
Oldman; John 2h(2%)
Oldrman, Neil 0 h (0%)
Parker, Kelly 0h (0%)

A Authorised absence  H Holiday M Medical U Unauthorised absence

¥ Locked lesson -Whule day abs U - Unauthorised abs?n:er
Minutes of absence:

i Lesson marking not completed Lesson marking done " | Comment added

Subject teachers are given the same overview as the tutor, but they will not be
allowed to amend or edit absence information recorded by others or in other subjects.

There is a key at the very bottom of the screen for the absence codes you have to
choose from.

As already mentioned you simply click in the relevant box (lesson) and choose the
correct absence code. As an extra check, an animated field is displayed right at the

16



top of the screen, indicating the action that has just been carried out: This information
bar disappears automatically after a short period. Each box is saved automatically.

If you hold the cursor over an entry you will see who recorded the absence and which
subject group it applies to:

Absences I Grades I ClrderI Report |

Group view Student view YWarning letters Weekly schedule view

Subject group: Organic Chemistry Students

(B members)

W Week 02, January 7 - January 13

Mame Man 07701 Tue 08/01

Andersson, Ben
Brown. Charles

Burns, Annette

;. |Lodeed: GC - Lecture, 08:00-02:30, Aud

Green, Emily F. A Emily Evaveold

Macallen. Don
Oldman, John
Oldman, Meil

As you can see from the screen above, some of the absence codes are highlighted in
grey. These are absence details that you cannot amend in this screen since they

have been recorded in another subject group. This means that, in this case, they are
locked to you as a subject teacher with regard to amending them.
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Student view

To look at the absence record for an individual student, you can:
either click on the student’s name:

Absences I Grades ] Order I Report ]

Group view Student view Warning letters Weekly schedule view

Role: Subject teacher

Subject group: Organic Chemistry Students
(8 members}

@ % Week 02, January 7 - January 13

MName Man 07/01 Tue 08/01 Wed 0%/01

Anderssen, Ben |
Brown, Charles e

Burns %_hnatte 7 )
Green, Emily =
Macallen. Don -

or select Student view from the submenu:

Absences | Grades | Order | Report
Group view § Student view [Warning letters Weekly schedule view
o Select gruupl Subject group: Organic Chemistry Vi
: Brown, Charles Student |Brnwn, Charles V!
| ) [—"— il nsenos O H0%), [Andersson. Ben
ET 3 Burns, Annette [|
reen, Emily T
Week Period Monday Tuesday Wednasday Thursday Macallen. Dan |
W35 |03-27-08-02 Oldman. John
W36 |os02-0s-08 - SR Oldman, Neil
W3T  |os10-08-18 E ] Phsse ety LRl
W38 |ee17-0322 w w 0h
W39 |0s2¢-08:20 gy 0h
W40 |1001-1007 i ] Oh
W41 |1008-1044 | ] Oh
W42 |10-15-10-21 e : 0h
W43 |1w22-1023 b Oh
W44 [1029- 1104 i 1 Oh
W45 [1105-11-11 m 0Oh
W46  [11-12-11-18 - Oh
W4T |1t18-1128 o Oh
W48 |1128-1202 o Oh
W48 |1208-1208 ] Oh
WA0 [12-10-12-18 ] Oh
WHB1  |1z47- 1228 m Oh
WA2 [12-24-12-20 m 0h
WOT |1231-0108 - Uh
W02 ara7-0t12 . | o | _ oh
W3 |di-ib-gian .. S L | th

You can also indicate that you have “marked the register” even if no students were
absent. You do this by clicking in the top field on the lesson (the yellow box right
under the weekday) which has been created:
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Select group :_é_mjim_g]
. : TP,
udents Role: Subject teacher| Weel |.W§?.E.qg:
Tue 08/071 YWed 09/01 ; ‘ Thu 10/01 Fri
SeEnce

You must then click on Absence registration done. This allows the tutor to see that
the subject teacher has marked the register. All the boxes in this column are given a
distinct border colour to highlight this.

The lessons registered by the individual teacher can be displayed in the relevant
teacher’s (and student’s) calendar (weekly view). This means that both the teacher
and students have their own timetable in exactly this calendar. There will be a direct
link to the Absence module:

r’_‘1 January 2008 "’f_‘i Day  Week Maonth  Year Fﬂiﬂiuﬂ;eekug.guua
Week M T W T F 5 5 Appointments To-Dio {53 My bookings

91 |33 1 2 3 4|5 B Monday 07 T%
02 & 9 10 11 12 13
03 1415181718 1920
D4 29 22 23 24 25 26 27
05 23203031 1 2 3 B00 | AGC-Lecture

m GC - Lecture

Display appointments 'é:_u'lj_'w 08-00-09-30 -
Persgmat L e e
Room = qonoo I 1

Absence
[ others =
1100 |
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A separate setting must be configured by the administrator for showing or hiding
absence information in the calendar. Some users feel that it will contain a huge
amount of information, so they prefer for this view to be disabled.

GRADES - subject teacher

For subject teachers to be able to record grades in a subject, they must first set up
tasks for each test, hand-in etc. These tasks are not linked to the test tool,

assessment in the hand-in folders etc., but are a standalone feature of the Absence
tool.

The Add task option is available in the top right corner of the screen:

IGm(Ies I - Seraelinod Addtask 55 Print
Group view Student view Warning |etters =
{ Select group .S.ubjéc{gmup Géneré\‘chem‘wstw E'v
A Term [Term 1,2007-06-01-2008-02-01 &
oY Subject group: General Chemistry Students [ coriments Task | Task not selected v

Mame _E—J’l] _g“ % _El
Analys.. Lab - . Analys.. Synthe.
Andersson, Ben A B A B

Berry, Annette B+ B B

Brown, Charles B c c [+

You can enter a title (and even a description if necessary) and specify the date for
the relevant task:

Absences Grades Order HRepor

Group view Student view Warning letters

Date:  [20080107 |&
Title: \Analysis Inorganic compounds |
Comments: [
ISaue| [Clear] [Back ]
Note:

Just a few of the title’s characters are displayed in Group view:
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Once this task has been saved, new ones are ready to be registered. After several of

these tasks have been registered, the screen may look as follows:

Absences  Grades QOrder Report

Group view Student view Warning letters

Date 2008-01-07 |

Title

Comments:

Date Testtitle Testdescription Edit Delete
2008-01-07 Analysis Inorganic compounds Edit Remove
2008-01-10 Lab - Friedel-Craft Edit Remove
2008-01-20 Analysis Organic compounds Edit Remove
2008-01-28 Synthesis - solid compounds Edit Remove

When you are finished, click on Back to display the list. As you can see, the headings
are rather short and may not be very meaningful, but you can select the relevant task

from the drop down menu on the far right of the screen.

Absences Grades Order Report ' Settings Add test Print

Group view Student view Warning letters

Select group.Sung:t group: General Chem\str_y hec

‘i\(ﬁ Period Period 1, 2007-03-0120080201
~ > Subject group: General Chemistry Students [ Comifients Task Tak hot Selocied 7

Task not selected

Analysis Inarganic compounds
Lab - Friedel-Craft R
Analysis Organic compounds
Synthesis - solid compounds

Name B 2 & 2
Analys_ Lab - _ Analys  Synthe

Andersson. Ben
Berry. Annette
Brown. Charles
Burns, Annette
Burns, Desmond
Evavold. Don
Green. Emily
Greenfields. Fay
IMacallen. Don
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You then just need to click in the relevant box to record the grade. You must select
an option from the dropdown menu which automatically appears.

Absences Grades | Order Report

Group view Student view Warning letters

j\_!i Subject group: General Chemistry Students

s Analys.. Lab - .. Analys.. Synthe..
Andersson. Ben ) O A
Berry. Annette [&

Brown. Charles g

Burns. Annette [c

Burns. Desmond

Evavold. Don
Green. Emily A-

Creenfields. Fay - B
.. C_

Macallen. Don

Oldman. John | P
Parker. Kelly | |E=

Robinson. Jancis . F-
Robinson. Kent '

Simpson. Laura
_Sunderland.Flora

i Ll Li Lt 2 Ll I

The box on the right is intended for additional grade codes:



Absences Grades Order  Hepor

Group view Student view Warning letters

_!S Subject group: General Chemistry Students

.. Analys.. Synthe.

MName

Andersson. Ben A

Berry. Annette
Brown. Charles

Burmns. Desmond

Evavold. Don

B

B

Burns. Annette =
[ &

E

C

Green. Emily

Greenfields. Fay ._ | |/D-
lMacallen. Daon [

Dldman. John _

Parker. Kelly ©

Robinson. Jancis 1] | | |
L Hobinson. Kent ===l IE=RE R =Y

There is also a comment field for a further description/assessment of the student’s
work.

IMPORTANT: Remember to click on Save to keep the information you have entered!
You have the Publish grades for student option right at the bottom of the screen. If
you check one of the boxes the grades will be made available to the students. You

can therefore make your assessment in peace before you deliver your “judgement”.

The following screen shows what the situation might be like in the middle of a term:
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Absences Grades Order Repor

Group view Student view Warning letters

‘i Subject group: General Chemistry Students
B B B B

Hams Analys.. Lab - .. Analys.. Synthe.
Andersson. Ben A B allm
Berry. Annette B+ B ||
Brown. Charles B C =] %
Burns, Annette B |
Burns. Desmond E+ E )
Evavold, Don F F E
Green. Emily C /D G o
Greenfields. Fay B A
Macallen. Don E
Oldman_ John

Parker. Kelly cm|e C =N}
Robinson. Jancis A A |
Fobinson. Kent E||mD
Simpson. Laura B O D | |
Sunderland. Flora B- _
Swift. Fanny E E E| |

Thompson. Harry

Wellington. Fiona

Winter Sarah C C =IA}
Young. Yvonne N _
Publish grades for student: ] ]

If you click on Student view or on the student’s name, you will be able to see the
details exactly how the tutor sees them, but only for selected subjects:



Recording term and final grades

In this version of the Absence module fields have not been created automatically for
recording term and final grades. This is due to a new way for setting grades where a
subject must have either two term grades (where the subject is being continued into
the next school year) or it has a term and final grade (subject not being carried on).

You must choose yourself from the settings available which grade fields you want to
be displayed on screen for recording grades for the relevant subject:

As you can see from the screen, it is possible to check two boxes each term. You
must only check the boxes for the grades going to be set in the relevant term. If this
is a course which is finished or due to finish during a term, you must check both the
term grades and final grade boxes. This does not mean that there is a final grade in a
term, but that it is exported along with the grades from the term.

If a subject not being continued is going to be ended during a term with a term grade
and final grade, the boxes must be checked as follows:
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The most common options will therefore be:

1. Term grade for both terms. This is for subjects being continued during the next
school year:

2. A term grade for the first term and a final grade, which must be awarded along
with the term grades for the second term.
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Comments on grades

You can add comments to the grades if you enable Comments after selecting a task.
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When you click on the Order tab the group view will appear:

To add a remark, whether it is about tidiness or behaviour, check the box in front of
the name of the student or students who are going to receive the same type of
remark. Then click on Add remark:
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A new screen now appears, showing the date, the type of remark (tidiness/behaviour)
and the subject lesson. At the top of the screen you will see the names of the people
whom the remark is being recorded for:

The screen may look as follows after a number of remarks have been entered:

The codes are shown right at the bottom of the screen and are displayed to the right
of the remarks. For instance, Ben Andersson has arrived late for the lesson once,

has been late handing in once and failed to hand in an assignment once. In addition
he has one behaviour remark.
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If you click on the student’s name in Group view:

or select Student view:

you will see the details of the remarks for each student.
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The Report tab will provide you with the opportunity to compile various reports. A
number of options allow you to tailor reports to different needs.

If we select the options shown above we will get the following type of absence report:

An extract from a grade report might look something like this:
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Remarks are displayed as follows:

We recommend that you try it out so that you become confident using the different
types of reports that can be compiled.
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Students can access the Absence module and published grades if they have the
Absence tool in their personal toolbar. The screen below is an example of what the

Absence module will look like for a student:

Absences

Grades

Order
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