Supporting Student Achievement

BCeSIS Basics
StrongStart BC Centres

Reference Guide

Version 1.4.1
26-June-2009

BCeSIS Implementation Team



StrongStart BC Centres Reference Guide

TABLE OF CONTENTS
Contents
1.0 ADMISSION AND REGISTRATION.......ccccitrsmmmmnrnrimsssssssnnmmnnnnssssssssssnsssssssssssssssssnmmnnssnsnns 3
Y igeTe 0o 1 o] o BT PP PP POPRTPPRP 3
PrOCESSES ... 3
1.1 Admitting and Registering @ Child ............cuuuiiiiiiii e 3
1.1.1  Performing a Restrictive QUETY .........eeiiiiiiiiie et 4
1.1.2  Enrolling a New Child (no record turns up after a restrictive query) .........cccccoevvneee. 7
1.1.3  Enrolling a Child with an Existing ReCOrd ...........c.coiiiiiiiiiiiiiiee e 9
1.2 CroSS-ENrollMent...... ... e 12
1,201 PrOCESS ...ttt e e e e e e e e 12
1.3 WINAraWaL ... 13
1.3.1  Withdrawing a student currently registered ...........cccooiiiie 14
2.0 DEMOGRAPHICS.......citiiiimmriiiiemssrisiasss s s sss s s sss s s ssm s e sam s e s ea s amn e s ee s amn e e nasn 15
2.1 The Student Basic DemographiC SCreeN...........ciiiiiiiiiiiiiiieee e 15
2.2  Parent INformation SCreeN..........ooiiiiiiiiie s 16
2.3 Student SIDIINGS SCIEEN .......uuiiiiiiiie e 17
2.4 EMeErgencCy CONTACES .....cooiiiiiiiiiiiiii ettt 18
2.5  Medical INfOrM@atION ......cooiiiiii e 19
3.0 ADDING THE XAT--EL COURSE .......ccccciiiimmriiiiaesn e ssssss s s sssss s s sssss s s 20
4.0 POSITIVE ATTENDANCE .......ccoooiiiiiimmnriiimns s s sssssmss s ssmss s s ssmss s s samss s s ssmnn s sanen 21
4.1  Positive Attendance REPOIMS ..ouuuuueiiiiice e e 23
5.0 SOME OTHER USEFUL REPORTS ......cciiiiiimiminiaessninssess s s ssssssss s ssssssss s snsssssss s 25

version 1.4.1 Page 2 of 27 26 June 2009



StrongStart BC Centres Reference Guide

1.0 Admission and Registration

Introduction

This section will cover the processes involved in admitting and registering children within
your centre. If the child is already registered in another centre, then you will need to
contact that centre and have the child cross-enrolled to your centre. There are two
possible scenarios when admitting a child: a child that is in the BCeSIS system
and one that has never been in the system.

Processes

1.1 Admitting and Registering a Child

Purpose

Admission is the process of entering a child’s data into BCeSIS and is completed only
once for each child in their education career. When a child is admitted, a record is
created in BCeSIS; a second step of registering the child will usually take place at the
same time (registration allows the Centre to take attendance for the child). Registration
takes place at the beginning of each year.

Overview

Because BCeSIS assigns PENs (Personal Education Numbers) to new children in the
system every night, and because each child can have only one PEN, a restrictive query
must take place before a child is admitted. A restrictive query helps ensure that each
child receives only one PEN. A child keeps this PEN throughout their educational
career. Unless the child is completely new to StrongStart, there may already be a record
for the child in BCeSIS and that is the record that MUST be used.

The Admission process has two main steps.
1. Query the database to determine if the child you wish to admit already has a
record in the BCeSIS database.

2. a) Admit a child new to BCeSIS by entering basic demographic information
OR

b) Admit a child who has an existing record in BCeSIS by selecting that record
and updating their information as necessary.
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1.1.1 Performing a Restrictive Query

Restrictive Query is the name given to the process of searching the database to
determine if the child record already exists. It's important to be certain the child you are
admitting is NOT already in the database.

The first record entered for a child becomes that child’s permanent record and must be
maintained so that a complete history for the child is generated.

When a child visits another BCeSIS centre, the access to that record is made available
through the cross-enroliment process.

If a duplicate record is created, that new record will not receive a PEN, cannot be
merged with the original record, and cannot be deleted by the centre or district. The
district will receive error reports, will have to print all relevant data, request the record be
deleted, admit the correct original record, and then manually update the original record.

To assist you with the use of the correct process, we will go through the steps of the

restrictive query and provide some tips on common reasons why records are not found
and what you should do:

Conducting a Restrictive Query on New Children

To protect the privacy of children, restrictions have been placed on how an
admission query can be conducted in BCeSIS. For example, you cannot use the
% wild card and search the entire database. Furthermore, you can only query
certain fields (legal last name, gender and birth date). It is for these reasons that
that the appellation “Restrictive Query” is used. A Restrictive Query is the first
step in admitting a child.

The biggest issue in admitting children is that of duplicate PEN’s. When
duplicates are created, a large amount of energy and resources must go into
rectifying the duplicate as a child can only have one record (the first record acts
as the child’s de facto permanent record and must be maintained for a complete
history of the child). Due diligence in conducting a Restrictive Query when
admitting a child will help minimize duplicating child records and PEN’s. Be
proactive and prevent duplicate records and PEN’s by following the steps
outlined below.

If at any time the query calls up the child, then proceed with the registration. If
not, then go to the next number in the list.

1. Enter the child’s legal last name, gender and birth date.

2. Change the gender and search again.
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3. Check to see if the birthday month, day or year have been transposed.

4. Check the admission form to see if the child has a usual last name different
from the legal name and try using that (i.e. mother’s maiden name).

5. If the child has a compound last name: try variations using a hyphen, using a
space, using the hyphen with spaces, without spaces, or using just one of the
two names in the compound.

6. Check spelling variations such as Smith/Smyth Clark/Clarke.

7. Ask the child/parent if the child was registered under a different name at his
her previous centre. If so, try that name.

8. If none of these work, contact should be made with the previous centre (if
any) prior to creating a new record and determine how the record was
entered in the previous centre. It may be that the previous centre has not yet
processed that student or has entered the child’s data erroneously.
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1.1.1.1 Conducting a Restrictive Query

Pathway: Start screen > Admit button

To protect the privacy of children, restrictions have been placed on how an admission query can be conducted in BCeSIS. For example, you
cannot use the % wild card and search the entire database. Furthermore, you can only query certain fields (legal last name, gender and birth
date). ltis for these reasons that that the appellation “Restrictive Query” is used. A Restrictive Query is the first step in admitting a child.

Query with legal last name, gender,
and birth date and then press F8.

Also, if your query is unsuccessful...

e Check for a different last name (i.e.

mother’'s maiden name).

¢ With a compound last name try
variations using a hyphen, using a
space, using just one of the two
names in the compound, etc.

e Check spelling variations such as
Smith/Smyth, Clark/Clarke.

Clicking on the More Information
button will bring up this screen. Use
this info to confirm this child is the
one you are querying for.

Steps:

1. Enter the child’s legal last name, gender and birth date (DD-MMM-YYYY).

Press the F8 key.

Pupil No Minigt egal Mame | 8uf | Student Marne | Middle Na

ate

l adkins

M [16-0CT-1998]

Infio

Withd|

CHF_|Chilkat Prairie Elementary 1003 - Adler, Bermie

Adking Kelli i N16-0CT-1498 02 MRyan

Info.

Alert

Infia

Info.

In

< |

534265508
Adkins
Kell

Ryan

Father \Adkins Matthew

Infin

Info.

Infia

Info.

Infia

1125 Pitearin Ave Mother [Adkins |Rieko

Info.

[*Training, BG
2y 267

More Information...

Info.

Infia

Info.

Infia

Info.

4

Select

Info.

b

Enroll New E_

An improperly input Gender is the most
common reason for duplicate PENs.
Make sure you query both genders to
ensure the child isn’t in the system
already.

BCeSIS will search 40 days on either
side of the birth date in the event this
data was input incorrectly. Also
consider that a clerk may have
transposed month and day.

Click on Enroll New once you are
certain that this is a new child to
BCeSIS.

Click on the Select button once you have found the child you would like to enroll (admit). If you can’t find the
child in the system, but you know the child has previously been in entered into BCeSIS, contact the previous

centre before proceeding.

2.
3. Continue to query until you are certain the child is/isn’t in the system.
4. If the child is in the system, highlight that child and click on the Select button. If the child has never been in BCeSIS before, click on the

Enroll New button.
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1.1.2 Enrolling a New Child (no record turns up after a restrictive query)

Once you have determined that a record does not exist for the child, you would
then proceed to admit the child as a new record. You will be asked on the first
admission screen to check what legal documents were used to verify the child
information. Please refer to these legal documents to ensure you have the
correct information by comparing them to the admission form the
parent/guardian completed prior to beginning this process.

Note: Most centre users would not have the choice of selecting a different centre but if
you do, remember to Lock the Centre if you have access to multiple centres/schools.
This will ensure the child is admitted into the correct centre.

Procedure
Path: Start screen>Admit

1. Perform the restrictive query. Message at bottom of screen reveals ‘ no
records retrieved’

FRM-40301: Query caused na recards to be retrieved. Re-enter.

2. Click the Enroll New button on the bottom of the Admit screen.

More Information... Enroll New

I =
-
]

L

Adhoc Fiel
Mandatory fields

PEN Number generated
automatically
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3. Fill'in the fields outlined below. The mandatory fields in the Basic Student
Demographics screen are bolded (ensure that you do not have your caps
lock on, all information is to be entered in upper and lower case).

Current Centre

Pupil No—This is a system-generated number and cannot be entered.

Legal Last Name

Legal First Name

Usual Last Name—defaults to legal last name but it can be different

Gender

Birth Date

Proof of Age

Reason (for Admission)

Date (Admission)—defaults to today’s date

Grade—Select from a drop-down list populated by the centre during

centre set-up.

o Property Address — important to use Canada Post address conventions
(refer to Standards manual for BCeSIS for further information).

o Mailing Address- check the box if same as property address. If the child’s
mailing address is different from his/her property address, it should be
typed in here.

There are also non-bolded fields which are mandatory in BC:

J Legal Middle Name — if none, check box

o Postal code

o Previous School (The fields required in this section are dependant on the

Admission Reason code chosen in the Admission Information section.

Check Systems Codes>Centre>Admission Codes for definitions)

That’s all that needs to be done to admit a new child into the system but, if you
have additional information, you can use the appropriate fields in the various
screens in the demographic loop. Do not use fields for any information other
than what they were intended.

4. Save the record.
5. Three separate prompts will display in sequential order;

1. Release of Information? Yes or No depending on the parents wishes
and centre policy.

g Joes the student allow the release of histher
information?

2. Would you like to create an Attendance Registration record? Yes or No.
Always respond with a Yes.
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Student Registration. ..

ﬁ Would ywou like to create Attendance Registration record?

3. Do you wish to assign siblings? Yes or No. Choosing Yes will take you
to the select Student Siblings screen where you will be required to
perform a restrictive query to select the child’s siblings. This activity will
link the children and parent’s records so that if one is updated you will
be prompted to automatically update the others.

PF amily Copy Function

Do wou wish to assign siblings?

PEN Number The Personal Education Number (PEN) number cannot be entered into
BCeSIS, the field is populated daily. The system looks for children without a PEN and
populates the State/Ministry field. If it doesn’t populate, that means there is already a
record for that child in the system. When the PEN number will not populate because
there is already an existing record with that number in BCeSIS, the district will receive an
error report. It is very important to review these reports each week and clean up
duplicates immediately. The longer the duplicate record remains, the more information
will be entered and will need to be printed and manually re-entered when the duplicate
record is deleted.

Note that there are some fields that will not be used for BC, Ethnicity/Race on the
Student Basic Demographics screen is one of those. It is important to remember that
this is a packaged software product that is also used by other jurisdictions throughout
the world. BC does not have control over fields and screens that are generic to the base
product.

1.1.3 Enrolling a Child with an Existing Record
You have performed a Restrictive Query for the child and have found that a record exists
in BCeSIS. Choose the child you wish to admit by clicking the Select button.

It is possible, that the query would reveal more than one child that matches the search
criteria. It is important to ensure that you are selecting the correct record. The More
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Information button will reveal additional information such as parents’ names, to assist
with the identification.

Often a child will already be admitted to another centre. If this is the case, you will have
to contact the centre they are enrolled in and ask them to cross-enroll the child to your
centre. If so, please go to the section on Cross-enrollment. If this is the first centre the
child is being admitted to for the current year, you will want to proceed with the directions
indicated in this section.

As this child already has a permanent record in BCeSIS, most of their demographic

information will already have been entered. You only need to update any new
information: i.e. Address, Admission Reason and Previous Centre.

Procedure
Path: Start Screen>Admit

1. Perform the restrictive query. The child record appears on the list.

2. Ensure that you have the correct record by selecting the More Information button,
to view additional identifiable information on the child.

3. When you are sure that you have the correct child record, click the Select button on
the bottom of the Admit screen.

More Information... elect Enroll Hew

The Basic Child Demographics screen will appear in Admit Mode (note the blue bar).
Note that the child’s withdrawal date appears on the top right hand side of the screen in
Red highlights.
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9078 |Bravo Dr

Coguitiam

| [ Fanject

17-AUG-1891

o 55
= 8078 Brava Dr / 2
( ) - Coguitlam, BC 2 !]!]
VM 772 C D 58
_

Howe Sound
4343084 Micola Valley Middle Schoal

13-FEB-2007 Select Grade! , - 1445 EagleRidge Drive

-

Adhoc Fiel...

el mn

4. Update the record as necessary. Address and Telephone number may require
updating.

5. Enter the Reason under Admission Information

6. Enter the Previous Centre/District Information if appropriate
7. Save the record.

8. Three separate prompts will display in sequential order;

1. Release of Information? Yes or No depending on the parents wishes
and centre policy.

Admitting...

ﬁ (] ‘
infarmatian?

2. Would you like to create an Attendance Registration record? Yes or No.
Always respond with a Yes.
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Student Registration...

ﬁ Would you like to create Attendance Registration record?

3. Do you wish to assign siblings? Yes or No. Choosing Yes will take you
to the select Student Siblings screen where you will be required to
perform a restrictive query to select the child’s siblings. This activity will
link the children and parents records so that if one is updated you will be
prompted to automatically update the others.

PF amily Copy Function

Do you wish to assign siblings?

1.2 Cross-Enroliment

Cross-enrolment is an excellent feature of BCeSIS. If a child is attending more than
one centre, the first centre that enrolled them may be contacted and asked to cross-
enroll the child to your centre. Once a child is cross-enrolled to your centre and
assigned the Early Learning course, that centre can then take attendance on that child
as well.

Children may be cross-enrolled in more than one centre.
The first centre to enroll (admit) a child is responsible for processing any cross-
enrollments.

At the new (cross-enrolled) centre, the child appears on the centre roster in blue.

1.2.1 Process
Path: Main Menu> Cross-Enrolment> Cross-Enroll Student

1. From the Cross-Enroll Student screen, query the child you wish to cross-
enroll.

2. Click the Add button to begin the process.
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3. Enter the required fields
« Cross-Enroled Schools (from the drop down list, choose the
appropriate StrongStart BC Centre).
« Adm Date: DD-MMM-YYYY
« Enroled Reason

DS [|Dawson Mountain Sec School LS 2006 - Fulton, Tormmi X Alert

246161 Andersan Barbara Jayne F|B01-MOYW-1980 10 W Jayne

4 3 i

Dawson Mountain Sec School LS

Gross-Enroled Schools Year Adm Date Accent Transt.. Enroled Reasan hem. Share
Robson Mountain Secondary LS ~ 12005 [14-FEB-2006 | ‘withdraw PROGRAM AVAILABILT| ¥
h Yyithdraw 2
it dray /9 ?
\ ifithdraw p 2
Wit drayy &
Yifith e i

o
o
o
o
o

|
|
% | withdrae
|
|
|

-

YWithdray
Wfithdra
ithdrawy
Wit dray f -

Cross Efpolment Higtory ADD || DEL % lﬁj

Select Save to save your changes and complete the cross-enrolment.

1.3 Withdrawal

Purpose

You may need to withdraw a child for a variety of reasons such as the family is moving
to another school district.

Before a child can be admitted in his/her next StrongStart BC Centre, the current centre
must withdraw him/her.

The current centre is the centre of record and will retain “ownership” of that child’s record
until the next centre picks up the record by admitting the child. Once a child is withdrawn
from the current centre, the history for that child’s record is archived and some reports
cannot be run. Therefore, it is important to print any reports before the child is
withdrawn.
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1.3.1 Withdrawing a student currently registered

Children may withdraw from a centre at anytime throughout the year. The
withdrawal date must be on or after the registration date.

Process

1. Query for the child on the Start screen.
2. Click the Withdraw icon.
3. Enter the withdrawal date.

4. Enter a withdrawal reason from the dropdown list of values.
’zg i vl

246625 WMEoies N Werends  NF [N26-Nov-1950 |
o D

14-FEB-2008

[otes Incidents

FeefRefund Ezira-Curricular

fssistance Frograrms

AdmAtdr Histony Renister

Cross-Enrallment

i

5. Select the Withdraw button. You will receive a pop up, warning you to print
all required reports. Click OK to this warning.
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2.0 Demographics

2.1 The Student Basic Demographic Screen

Pathway: Start screen > Basic button

This is the first page of the Demographic Loop. The data on this page is required when admitting a new child into BCeSIS. The data
on this page needs to be updated as appropriate when registering a child already admitted into BCeSIS.

BCeSIS will automatically generate a
new pupil number for a newly admitted
child.

Incorrectly set Gender can cause
duplicate PEN'’s. Please ensure that
the Gender is properly set.

Check this box if the student has no
middle name.

All bold fields are required before you
can save.

This advisory button indicates the date that the student was registered (either
during the Admission Process or when attendance is first taken for the child.)
The Registration Date may be different from the admit date.

RG 08-SEF-2005 vero ollow the Canada Post conventions
5 -J-| when entering address info.

30 Male - 1125 ||Pitcarin Ave ?
A -

Kelley “Training ? L Tick this box to cause the property
Adking hd ?
. = T address to copy here.

Ryan
150071998 mesieene -7 1 NIS area is left to the discretion of the
Birh Cerlicate I — . school to create their own codes and
( 260)555-6053 el .

- “Training, BC : meanlngS

V2V 2G7

415505 [~

First Tirme @it ~
02-SEFAN03 Grade 2

“Previous School/District” is required

data if the child has attended other

- StrongStart centres in previous years.

e[ e snoete B 21 %| =/ }L| Choose a district and centre by clicking
on the ? buttons.

-

4] *f=]=

PEN’s are automatically populated everyday Clicking on the Demo Log button brings up a

for newly admitted students. If it doesn’t
populate, that means there is already a
record for that student in the system.

screen that displays all changes made to the data
on this screen (including who made them and
when).
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2.2 Parent Information Screen

Pathway: Start Screen > Common View > Family > Parents

The Parent Information screen houses all pertinent parental/guardian information available and relevant for each child.
Information may include details on a student’s legal parents, step-parents, legal guardians, those who may have court
access to the student and any individuals who are to receive additional mailings from the school or district.

If you have information entered in the

If custody is set to both parents, you
blue Enter Memo area, a message will

must enter the data for both parents.

To add the new parent or guardian ! E appear stating this fac_t on the_Ye.IIow
information, click on ADD and enter the “JRSStay - Alert window (depending on district
WIBTIERS € Bk S0 selup)

[ITEAN ¢ . .

\ Once you enter Memo information, a
Checking a parent as an emergency & N\ memo with info you have entered will
contact displays the parent on the I T O | instantly popup whenever you visit the
Emergency Contact screen. = . i Parent screen. This is very useful for

852 5t James Rd S B
mammg‘:?% % (250) 555-5175 - CUStOdy alerts.

L]
( 250) 555-7 265
250) A55-2606 [ ]

= ﬂ
] [ N

L]
II I! Enter Adho Fields

Steps: To add a parent, click on the ADD button. To delete a parent, click on the DEL button. Enter other information as
available.
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2.3 Student Siblings Screen

Pathway: Start Screen > Common View > Family > Siblings

This screen stores all identified siblings of the currently selected child. Clicking on the ADD button allows you to do a Restrictive
Query for a sibling and then to associate that sibling with this child.

Making a sibling association will cause
any change in parent information for
one sibling to prompt for an update to

This Pop up window appears when you

- click on the ADD button.
[

the relevant portions of the sibling’s
record!!! CEEN T B TR ) EEET '
. When searching for a sibling, users
] Sibling # Sibling Name Relationship School Yy mUSt enter the Sibling’s Iegal IaSt
Please Note! - 2 K name, birth date and gender i.e. the
Under the System Setup Utilities -— user must know who they are

screen there is an option/button to
Mass Create Siblings. This screen
allows districts to generate sibling
relationships for a specific centre or the
entire district, based on either home
phone number or home address.

Path: Administration>System Set-up
Utilities

searching for.

When doing a query, the program
searches all children/students in your
district.

Steps:
1. Click on the ADD button.
2. Complete a Restrictive Query using the sibling’s last name, birth date and gender.
3. Select the sibling and then select the sibling relationship.
4. Press the save icon.
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2.4 Emergency Contacts

Pathway: Start screen > Common view > Emergency Contacts

BCeSIS considers Emergency Contacts as “who the school should call in the event of any incident or emergency”. It does not look at Emergency
Contacts as “who to call when you can’t reach the parents/guardians” as some districts understand this concept. That is why this screen stores
information about parents or guardians taken from the Parent Information screen (if the “Emergency Contacts” box was checked on the Parent
Information screen) as well as other emergency contacts.

BCeSIS does not require any contact information (i.e. phone

number) beyond the contact’s name before it will save. Relationship — This drop-down list
The information entered on the Basic allows you to add the relationship of
Student Demographics window the emergency contact. If “parent” is
populates the top section of the selected, the blue Parent button will

Emergency Contacts window and can Dz |Dawson Wountan o Sehool /| (2005 - Futon, Tormmi_+] [ aiert | automaticallv be activated.
- B
be aueried. R /] >zt
- —f If the Auto-Generate Emergency
Call sequence—Use th‘IS field to set ' Contacts option has been set to yes
up a call sequence, setting up the -8 | under the Company File>Student
order in which a person is to be B | Demo tab, and the parent has been
i James - A
contacted in case of an emergency (all e 13t Bank of Coauit ‘o checked as an emergency contact on
c;)ntacts default to a call sequence of ] e | Hotes | 3 the Parent Information screen, the
1). rent will matically populate and
- e —— ﬁ:vee ; callasl:atgue&:cceao)fl 5) . i’
( 350) 555-2566
Records are sorted first by call

Click on the ADD button to add a new
contact.

sequence number, then by relationship
(parents/guardians first) and then by
alphabetical order. Sl

Steps:
1. Click on the ADD/DEL button to manage emergency contacts.
2. Change the call sequence as necessary.

* A read only screen with a summary of all Parents and emergency contact information is available through the start screen > commonview >
Parents/Emergency Contacts.
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2.5 Medical Information

Pathway: Start screen > Common view > Medical/Health Information

This screen allows a Centre to record a child’s health conditions and allergies that need to be tracked. Alerts can be

created if certain health conditions/allergies are life threatening (district setting).

The information entered on the Basic

Student Demograph|cs W|ndOW "7 MedicaliHealth Information X

populates the top section of the 4
Emergency Contacts window and can

be aueried.

Chilkat Prairie Elementary

413530 Magkns N Mkew  [Hw Ji6-0cT-1998 g

V4

(250)555-4918 BRallergic to bee stings e
N
L}

Dr. Southiell

0321456987

Enter Medical Information here as
necessary.

Last Physical Exam information can be
linked to team and groups.

PRN — this means Per Request as Detste

Necessary, i.e. give medication as

necessary.

Childhood Diseases

Steps: Enter health and medical information as necessary.

If an allergy or health conditions is
tagged as life threatening (i.e. “Yes” is
indicated) then the Medical button on
the Start screen will turn red (if set as
an alert by your district).

The information put into this field will
cause a Yellow Alert button to display if
one isn’t already displayed. Clicking
on the Yellow Alert button will display
the text you entered in this field. You
must re-query this student for the Alert
to properly refresh.

There is space for only 250 characters
in this box, so you need to keep the
information here concise.

Information added to this box will not
signal any alerts in BCeSIS.
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3.0 Adding the XAT--EL Course

Pathway: BCeSIS Start screen > Courses button

Because Positive Attendance is course-based, children in StrongStart BC Centres need to be assigned a course. One course is set up in a
Centre into which all StrongStart children will be placed for the purposes of taking attendance.

Important: Never transfer a StrongStart student to another course as this may cause positive attendance data to be lost.

The Course button allows you to
choose from the courses available at
your school. Click on this button, press
the F7 key on your key board and then
type in the course code XAT--EL.
Press F8 and then click on the Select
Current button.

student

BBE ||Strong Start Sample Centre

Mo Hormeroom = Alert

new F | 13-DEC-2006 EL
200 F 1 | v

= HAT--ELY 1 |ASSIGNED TIME EL 1 |00 Faitatar |

/

/

X =

i

» 4] |

Drop 1 l Course lTransferl Sort Opts l

MultiDrop | Period | Flip At | Sec Avail |

Steps:

»
) Timetable | MNavigate || Alt Reset [P
Simulate E
| Conflict Detail | Lenend =

1. Press F7 to begin a query for a student. Enter data to query and then press the F8 key.
2. Click on the Course button. On the “Look up Course by Course” screen, press the F7 key on your key board and then type in
the course code XAT--EL. Press F8 and then click on the Select Current button.

3. You will return to the Student Course Selections screen. Press the Simulate button.

4. Press the Save icon.

Query for a specific child by pressing
the F7 key, entering some
demographic data (i.e. last name) and
then pressing the F8 button on your
keyboard. Use the wildcard symbol %
to aid your search.

Once a student has been assigned a
course, this line will appear with values
in every field.

Once the course has been assigned
and simulated, click on the Save icon.
If you have missed a step, the
program will provide you with an
appropriate warning.
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4.0 Positive Attendance

Positive attendance allows StrongStart Centres to record the date that a child attended your centre. To take attendance you must

-

appears and click on the Positive Attendance icon Q

click on the attendance icon and then click ok to the message that you are leaving BCeSIS. Click OK to the date screen that

E_E Attendance Start Screen Instance: efix

B
Once you click Ok to the ] A R
popup WindOW, thlS icon W||| Yen Period/Daily.- Attendance Day Entry
become active. Click on it to
take positive attendance.

Enter the date to be used for ALL student attendance updates

Click Ok to this popup window.
The date on this screen is not

related to that used in positive

attendance.

Note: Currently, Facilitators who have been assigned the security class ELC_Attendance may receive the error message “Att 010”
when entering this screen. This will not affect functionality. Simply, press OK and then continue.
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Pathway: Start screen > Attendance Icon > Positive Attendance Icon

Many of the fields on the Student Attendance Information table and in the Positive Attendance Reports are not relevant to StrongStart BC Centres.
The only fields that are important are the child’s name, the date of attendance, and if there is a number greater than zero in the “Current Minutes”
column. Once attendance data is entered for a child, it cannot be deleted: If you have entered data erroneously, add a negative value to the

student’s attendance minutes to create total number of minutes equal to 0 (zero) in the “Current Minutes” column.

Click on this tab in order to take
attendance.

. Actual Date =

of Attendance

Generate a Report

1 ‘—Aﬂmn—‘mmm Attendance Infurmal\uﬂT

Teachers: Facilitator, El
Attendan £101]
i > Student Subject

RAT--ELY -1 1
3/

= Grade: Early Learning ~  Btudents: ayriss, Yue 09-0CT-2007

Select “Facilitator” from the
dropdown list of values next to
Teacher. Do not select “All
Teachers”. Facilitators without
students will not be visible.

Actual

pefrent CAEnty  CAEnty Atendance Adj. Entry

Minutes Date Time Date Adj. Date Time Adjuster Name
1 00-0ct-2007 11514 106-0ct2007 109-0ct-2007 [15:14 [MSIMARD, MSIMARD

Original
Minutes  Adjustrpe Adjustment Rea

+ Mew, Student Initial entry

KAT-ELY -1 ~
[sam, Jones -]

MSIMARD

Choose the child you would like to
take attendance for from the list of
values next to Students. “All
Students” is used for viewing all
students on this table. It is not used
for taking attendance.

MEIMARD

§-0ct-2007

Mo name available

Enter a number in the Attendance
Minutes field. A number of “1” will
suffice to create the record.

7

1. Select the Student Attendance Information tab.

2. Select “Facilitator” from the Teacher drop down list of values.

3. Choose a student (each student must be chosen individually).

4. Set the date that you would like to take attendance for. Defaults to today’s date.

5. Click on the Change/Add Minutes button.

6. Select the class, student and appropriate date on this Adding a Modified Record popup window.
7

Set the date that you would like to take
attendance for. Defaults to today’s
date.

Click on the Change/Add minutes

button to take positive attendance.

The currently selected child will appear
in Pupil Name field of the Adding a
Modified Record popup window.

Ensure that the correct values are in

the Class, Pupil Name, and Attendance
Date fields. 6

Click on the save and exit icons. The
details of the record will display on the
table.

Enter a numeric value in the Attendance Minutes field. Any entry is sufficient to create a record of attendance and produce the

necessary date stamp for this child (minutes of attendance is not used in Ministry reporting).

8. Press Save and Exit.
9. Continue steps 3-7 for each student.
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5.0 Positive Attendance Reports

You can create a positive attendance report based on one student or all students and on one date or a date range. You can then
group the attendance data by student name or by attendance dates using the sort by function. Many of the fields on the Student
Attendance Information table and in the Positive Attendance Reports are not relevant to StrongStart BC Centres. The only fields
that are important are the child’s name and the date of attendance.

¢ ATT999A v 4.0.05

Class Attendance Summary

| Date Range: 01-0OCT-07 to 09-0CT-07
1:x.-S.'.IJEn::IEm-:Eh Hours Adusted
Total Mins. | Total Hours
Teacher Mame Aciual Atd. Date Student Name WAT--ELY - 1 For All  fforall Courses| +/- [ Complete
[Courses for Oa|  to Date Target

Faciitator, EL 03-0CT-0F ' | Ayriss, Yue a1 a1 171 -T28 19
Facitator, EL 04-2CT07 Ayriss, Yue o o
Facitator, EL 08-OCTO7 " |Ayriss, Yue g
Facitator, EL 03-OCTO7 Sarmn, Jones Onl}" the Ch'IdIS name and
Factator, EL 0s-0CTOT Sam, Jones date of attendance are
Faciltator, EL 03-OCT-O7 Sam, Jones USEd fOI’ Mlnlﬁtl’y' I'EpDI‘tlng
Factiator, EL 03-0CTO7 ' [student, new
Factator, EL 03-0CT-07 student, new = i
Facitator, EL D8-0CT-07 student, new 0 -200 o
Facitator, EL 08-0CT-07 ' 3 3 0 -200 o
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Positive Attendance: Generate a Report tab

Pathway: Start screen > Attendance Icon > Positive Attendance Icon > Generate a Report tab

Click on this tab in order to generate
a report.

like to sort your report by: Teacher,

TRVVIN_ATTOR [eiriellle e ieieiele b e iele Tl et il LoDl LoD D e e T Tl Lo LoD e e LoD D e e oo e D e bl e e Lol e e

Attendance Sumrmary Student Attendance Information Generate a Report

Sort by /—-
" Teachers Facilitator, EL

" Date Range

) / ® Students All Students
Optionally, choose how you would 2

Students, or Date Range.

this report. The default is today’s
date.

Typically, this block will not be used
in StrongStart BC Centres. /

Steps:
1. Click on the Generate a Rep
2.
3.
4.
5.
6. Click on the printer icon.

Optionally, Select a date range fOI‘ 3/'i Progress Tracking Show only adjusted records: © Yes  ® Mo

(Actual Date of Attendance)
From: |01-OCT-2007 To: (09-0CT-2007

" Choose one of the options below to narrow your search:

Total Attendance Hours ALL Hrs To: |ALL

{rangej: {Must be in range 0 and 9999

" Change Tracking

Murnber of Times attendance Ta:
RIS WiES 2| UISIEE {Must be in range 0 and 9989)
| Lapaey

Amount of increaseldecrease

in minutes: Min Tn

{(Mustbe in range -899 and +989)

ort tab.

Optionally, choose how you would like to sort your report by: Teacher, Students, or Date Range.
Optionally, select a date range for this report. The default is today’s date.
Ensure that the appropriate facilitator has been selected.

Choose to create this report for All Students or only one student by selecting from the dropdown list.

Typically, StrongStart BC Centres will
only have one generic facilitator
available here.

Choose to create this report for All
Students or only one student. 5

To print a report for all students for
today’s date, simply click on the printer
icon. Otherwise, choose the
appropriate date range and student.
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6.0 Some Other Useful Reports

BC Student Information Verification Form (CUST036)
04 Demographics > BC Student Information Verification Form

This report potentially can provide a blank intake form for parents to fill in. Once data has been entered into the system,
parents can validate the information from a printed copy.

Glenwood StrongStart Centre i UL
05 JAN 200%
Student Information Verification Form CLSTOEER VT 1
HrmiTeachsr -
STUDENT PROPERTY ADDRESS
Pupll bo Ziree® & Mame ApE
Legal Last Mame Complax Mame -o= Concaselons
Legal First Mame Municipality
Usual Last Mams ExabaiProv Fostal Code
Prefamed First Bame X-Soundary YN EE"E'E" - .
T N . F"‘-*nﬁf' e o edl . el s, T

—r

BC Class Record (CUST057)
01 Attendance — Daily Method Reporting > BC Class Record
This report allows a user to produce a list of StrongStart students in rows and an editable group of 10 columns. In the

example provided, these have been populated with the days this StrongStart Centre is open. Both registered and non-
registered students display in this report.
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T 7 T I,l T T ] |'I T
I|l |II Ilf 5 |II ,‘lII:H III I|II | 'Ué.' |II |II I|'
|'I riﬁ II|II §| II.l S ,'I - IIl g II.l .-?‘ II.l -&? ,'II ‘é? I.l N II.l -6-‘_:‘- |
II| .‘F I| E-" .'I é‘ ,'I .g: II| :n.‘_ II| P .'I E,‘" ,'I _E IIl .-E: II| -:-._ ,
Student Name PupilZ Gr. Gen. Hrm (£ [&8 |/ g (& [ 8 s [ 3 & /& /& | summary
688800 EL M
. B89T31 EL M e EECSY - e T N ™, |

Redford, Wallace

Stratti s slaainder, ., .

It allows a user to print all of

BC Attendance List by Teacher (CUST062)
01 Attendance — Daily Method Reporting > BC Attendance List by Teacher
This report automatically pulls the days configured for this school on the School Details screen
the registered students active in a class in a given week.
Week of. 17-NOV-2008 to 21-NOW-2008
Amelia, Kado 157282
XAT-EL -1
Monday Tuesday Wednesday Thursday Fridayr
Student Name Pupil Mo. Grade AM PM AM PM AM PM AM PM AM
BET31 |
L T AR e ‘ﬂiwwﬁx—-—— - 'Lv—-’ |— ,__‘|‘___._ | | ’r'\J\T'ﬁL'f 'l_‘_’ F

Stratton, Joginder
- P S

Class Attendance Worksheets (STU820)
02 Attendance — Period Reporting > Class Attendance Work Sheets
This report automatically pulls the days configured for this school on the School Details screen in 4 week blocks. Both
26 June 2009

registered and non-registered students display in this report
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FPERIOD 1

COURSE XAT--EL-1
TIME

; . DATE
U=, PSS 3o HR LRI o DAY T W [T [FIM]T W T|FImM]|T W T|JFEIM]T W ]|TIF
ABSENT SYMBOL DAILY TOTAL
TAF{E‘K E‘r’bﬂﬂ = I TC-Tﬁ-.I__
250 333-3333] 41771
Adams, Sam EL
1

250 555-7850 | 400461
_ ;éq_,;riss, Yue EL

St e e
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