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Preface

The Administrator Modegives the Principal, as well as others, access to forms not
available to others at the school. This mode can be password protected as explained in
thelnstallation & Setup Manuah Chapter 3 on page 58. When you access this mode,
all the buttons available ifieacher Modés also available, along with additional buttons.
Some of the buttons availableAdministrator Modeare also explained in the

Installation & Setup Manual



Administrator Mode
1. To access thAdministrator Modeclick on theAdministrator Modébutton shown
in Figure 0.1 below
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Figure 0.1

2. The Administrator Mode Form will appear asking for the password, as shown on
Figure 0.2, if created as explained in thstallation & Setup Manuabn page 58.
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Figure 0.2



3. Pressnteron the keyboard and the form shown in Figure 0.3 will appear.

Figure 0.3



ThePrincipal’'s Pageis one of many reporting aspects of this software. It reports at the
school level, teacher level, and the grade level. This report shows the levels of the
classes and where improvements can be made.

CONTENTS
Principal’'s Page

Setting Up the Principal’s Page for Report Generation
Charts and Reports for a Particular Class

School Summary Graphs and Reports

Electronic Export of National Assessment Programme Data
The Record Teachers Attendance Form

Generating Teacher Attendance Summaries



Principal's Page

ThePrincipal’'s PageForm displays buttons that produce a variety of reports. These
reports are categorized by teacher and by class.

Setting Up the Principal’'s Page for Report Generatn
Click on Principal’'s Page as circled in red in Figure 1.1.

DO

Figure 1.1

1. The page defaults #ll Grades A School YeaandTermmust be selected. Select
the School YegrTermand a specifiéGradeby clicking on the down arrow list
boxes. (Figure 1.2)



Figure 1.2
2. The information will appear as shown in Figure 1.3.

Figure 1.3



The following data appears next to each teacher’s name using the colmg-oey

TheDays Attendance Recordagpears as follows: Blue=90% or better,
Green=80% - 89.99%, Yellow=70% - 79.99%, Red=Less than 70%.

TheAverage Class Sizhows the average number of students that were in the
class for the term: Blue = 20 or less, Green = 21-30, Yellow = 31-40, Red =41 or
more.

TheAttendance %hows the percentage of attended days of the class for the term:
Blue=90% or better, Green=80% - 89.99%, Yellow=70% - 79.99%, Red=Less
than 70%.

Charts and Reports for a Particular Class

The buttons located to the right of the class lists are used for charts ans: (&jpss
Final Grades, Historical Average Class Grade, Class Attendance Data and Teacher
Attendance History

Each form will have aixit Formbutton to close this report. (Figure 1.4)
Each form has a printer icon beside Ehét Formbutton to print the reports.

Figure 1.4



Figure 1.5

3. TheClass Final Gradedutton shown in Figure 1.5 displays a chart of the
distribution of the final average grade by sex for the term. (Figure 1.6)



Figure 1.6

4. TheClass Attendance Datautton shown in Figure 1.5 displays a chart that
shows the attendance pattern for the class for this term. (Figure 1.7)



Figure 1.7

NB: This chart can be modified to show the attewggrattern for either male or female for both
sessions or either session 1 or session 2. To ynthddf chart, click the appropriate check box under
Student Sex and Session.

5. TheHistorical Average Class Graddmitton shown in Figure 1.5 displays a form
that shows the average grades for all the classes that this teactzergmast the
school. (Figure 1.8)
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Figure 1.8

6. TheTeacher Class Attendance Histdoytton shown in Figure 1.5 displays a
form that shows the average attendance for males, females, total and the days
recorded. (Figure 1.9)
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Figure 1.9
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School Summary Graphs and Reports

The buttons below th€harts and Reports for a Particular Clabsgttons are used to
generate reports for the overall performance of the students within acgridehe
entire school:Grade 1 Readines&rade 3 Language Art§&srade 3 Mathematic$rade
4 LiteracyandTerm Attendance (term dependent)

Figure 1.10

1. TheGrade 1 Readinedsutton shown in Figure 1.10 generates the report shown in
Figure 1.11, which shows the performance of all the students in Grade 1 that were
tested. This chart breaks down the student performance in each category in which
they were tested.
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Figure 1.11

2. The other three button&rade 3 Language Art§&rade 3 Mathematicand
Grade 4 Literacygenerate similar reports.

3. TheTerm Attendancbkutton shown in Figure 1.10 generates the summary graph
shown in Figure 1.12. The summary graph can display attendance in separate
sessions or both and combine both genders or separately.
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Figure 1.12

4. TheAll Gradescheckbox circled in red on Figure 1.13 gains access to charts and
other reports on all the classes in the school.
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Figure 1.13

5. The two arrows (circled in blue on Figure 1.13) to the side of the class listings are
used to navigate back and forth through the list to access reports pertaining to
specific teachers.
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Electronic Export of National Assessment Programm®ata

This section of th@rinciple’s Pagegives access to the schodlational Assessment
Testsand exports them to a Microsoft Excel spreadsheet and stored in memory (i.e. hard
drive, CD-ROM, DVD).

1. Click on theGrade 1 Readined8utton as shown in Figure 1.14.

Kl i

a o

Figure 1.14
2. A calendar screen will appear prompting for the date of the test. (RidilEe
a. Click on the calendar icon, Figure 1.20, and the pop up form appears.

b. The day, week, and month navigation buttons navigate to the appropriate
date. Use the arrow keys beside these buttons to find the date needed to

mark the attendance.

3. Click on theUse the Date Selectduitton.
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Figure 1.15

4. A Savedialog box will appear asking for a directory path. Once the document is
saved, it can be imported into Microsoft Excel or an Open Source software, such
as Open Office. (Figure 1.16)
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Figure 1.16

5. A dialog box appears showing the path and success of the file exported as
indicated in Figure 1.17. ClicRK.
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Figure 1.17

N.B. Use these steps for each of the buttons snséttion. The date of the test is determineddy th
specific test being exported.
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The Record Teachers Attendance Form

A teacher’s attendance is recorded and reports can be generated thrdrgictpal’s
Page It is important that thAdministrator Modeébe password protected.

N.B. The Administrator Mode gives the Principalll\as others, access to forms not available to the
the school. See the Installation & Setup Manuallrapter 3 on page 58.

1. Click theRecord Teacher Attendanbatton circled in red on Figure 1.18 to
access th®ecord Teacher Attendant@m and begin marking attendance for
the teachers.

>

Figure 1.18
2. TheRecord Student AttendanEerm appears as shown in Figure 1.19.

21



Figure 1.19

3. TheRecord Teacher AttendanEerm lists each teacher alphabetically,
markedOn-timebeginning at the start date of the term. The date can be
changed by clicking on the arrows or clicking on the calendar icon as shown
in Figure 1.20. Click the arrowyext Dayor Previous Dayuntil a suitable
date is located as indicated in red in Figure 1.20.
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Figure 1.20
a. Click on the calendar icon, Figure 1.20, and the pop up form appears.

i. The day, week, and month navigation buttons navigate to the

appropriate date. Use the arrow keys beside these buttons to find
the date needed to mark the attendance.

ii. Click on the date on the calendar and then click otUg®the
Date Selectetiutton.

4. Click the down arrow next to the teacher’'s name and select the attendance
record choice. (Figure 1.21)
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Figure 1.21
5. The graph updates as the entries are made.

6. After marking the attendance, tBéck here when finished marking
attendance for this dateutton must be clicked to save the changes, shown
circled in red on Figure 1.21. After the button has been clicked, it will say:
Attendance has been successfully

7. If changes were made to the attendance anBdarn to Principal’'s Page
button was clicked without saving the changes, a dialog box will appear
asking to update the database before exiting. Glefto updateNo if to
discard the changes.

Generating Teacher Attendance Summaries

TheTeacher Term Attendance Summahagon is located at the bottom of tRecord
Teacher Attendandeorm. This will generate reports of attendance of the teachers at the
school.

1. Click on theTeacher Term Attendance Summabagon.
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2. A report appears listing each teacher’'s name, the Required Sessionsagercent
of On-time Late Absent With PermissipandAbsent Without Permissidhat
the teacher experienced within a term. (Figure 1.22)

Figure 1.22
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The Summarise Attendance Ddtatton on the Administrator Form allows the class

attendance for a term to be closed and summarised, greatly reducing thfelsSAS
database and improving its performance.

CONTENTS

Summarising Attendance Data

Understanding the Summarising Attendance Data programme

Running the Programme
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Understanding the Summarise Attendance Data Programe

The Summarise Attendance Dagteogramme reduces the size of the database by
summarising the daily student attendance per term, per teacher and closes gro
more changes can be made. The records are accessible through reports. This is an
important maintenance tool to help enhad8AS performance and keep the database at
a manageable size.

If teachers keep their daily attendance records current, the suntioarésm occur
termly per teacher and the records will be available through report generat

When a class attendance record is closed for a terRetb@rd Student Attendance
programme recognises the closure and lists the summary numbers in place of the
individual students.

Figure 2.1
Running the Programme

TheSummarise Attendance Datatton is accessible under thdministrator Modeand
located as shown in Figure 2.2.
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Figure 2.2

1. Click on theSummarise Attendance Datatton to display th&ummarise Attendance
DataForm. (Figure 2.3)

>

Figure 2.3
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2. The attendance for the classes can be closed all at on&k Gradesbased on the
School Yeaand theTermby leaving the form in its default settingjl Gradesis the
default as shown in Figure 2.4. If there is a specific class to close, cho&tot
Year, TermandGradeto filter out the other classes.

Figure 2.4
3. Once the class(es) are identified, click @k to Closebutton. The entry line

chosen will highlight yellow and the button change®¥itd Closeas shown in Figure
2.5.
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qure 2.5

4. Review the highlighted records to ensure the correct classes are toduk €Close
reviewed, click on th&ummarise Attendanteitton as shown in Figure 2.5. A dialog
box will appear. (Figure 2.6)

5. Click onYesin the dialog box to run tfteummarise Attendance Dgteogramme on
the specified clas$jo to stop the programme but stay in B ammarise Attendance
Data form; Cancelto exit the entire programme.

N.B. A Re-verification dialog box appears in cdse programme was run in error. This is
necessary becausmce the programme beginsshould not be stoppedntil it completes. The
records will be permanently removed and summarieetuture reports.
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Figure 2.6

6. During the summarising process, an indicator shows the records currendggingc
and a gauge of where it is in the process. This should be actively showing indarmati
to help assess that the programme is running correctly. (Figure 2.7)

Figure 2.7
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7. After the process is complete, the yellow highlights turn red and the buttongdbang
showClosed The indicator shows the files are summarised and finished. A dialog

box appears stating that the summarisation was successful as shown in Figure 2.8.
Click the Ok button.

Figure 2.8

8. The process is complete. If an error dialog box appears as shown in Figure R.9, clic

on Drop Changesnd disregard it. This is an intermittent Programme error and
should be fixed in a later version.

Figure 2.9
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TheElectronic Export of Annual School Census Diaitdton generates a database and

allows the Ministry of Education to generate reports and compare data atrosks s
throughout country.

CONTENTS

Electronic Export of Annual School Census Data

Run the Electronic Export of Annual School Census Data Programme
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Run the Electronic Export of Annual Census Data Prgramme

1. Click on theElectronic Export of Annual Census Ddtatton as shown in Figure 3.1
to display theElectronic Export of Annual Census Dd&tarm.

Figure 3.1
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2. A dialog box appears asking for tBehool Yeaof the census information to be
generated. (Figure 3.2)

Figure 3.2

3. Click on the down arrow list box and select the correct year. Click d@e¢herate
School Census Filbutton. (Figure 3.3)

>

Figure 3.3
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4. Another dialog box appears asking for the directory path to save the databeke. CI
on the correct path and t@K button to save the database file. (Figure 3.4)

Figure 3.4

N.B. The file will be saved as a Microsoft Acceatabase. This file is password protected and cabeot
opened except at the Ministry of Education. No ¢geasrcan be made to this file.

5. Once theOK button is clicked, an indicator will track the progress of the export. A
dialog box appears asking if t&¢udent-level Attendancecords are to be exported
as shown in Figure 3.5.

6. Clicking Yescontinues the export process to include the student-level attendance.
Clicking No concludes the export process.
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Figure 3.5

7. A dialog box appears as shown in Figure 3.6 indicating the export is complete. Click
onReturn to Main Menu

Figure 3.6
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This software has a built in backup and recovery facility. The backup is used to make a
copy of the database in case there is a situation where data has been lostbalse data
can be retrieved.

CONTENTS

Backup and Recovery of the Database
Backup of the Database
Recovery of the Database
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Backup the Database

The JSAS software displays a dialog box asking to make a backup when a one hasn’t
been made within the three days as shown in Figure 4.1.

Figure 4.1
1. Click Yesto make a backup.

2. After making the backup, a message appears stating a backup was
successfully created and asking if a copy of the backup is to be saved at
another location on the computer.

3. This feature is available to enable external copies of the database to be kept on
CD-ROM, DVD or on another memory disc. (Figure 4.2)
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Figure 4.2

4. Click Yesto create another copMpo to close the dialog box.

. If Yeswas clicked, another dialog box appears asking for the directory path to
save the file as shown in Figure 4.3.

. Click on the correct path and th button to save the file.

Figure 4.3
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7. A dialog box appears as shown in Figure 4.4 the success of the save and the
path the file.

Figure 4.4
8. Click OK to close the dialog box.
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Recovery of the Database
Recovery of a database can be made using the following steps:

1. Click on theRecover a Backup of the Databdmeéton to recover a backup as
shown in Figure 4.5.

Figure 4.5

2. Aform appears as shown in Figure 4.6. The last three backups are listed, in
the order of newest to oldest, on the form. The date and time each backup was
made is also listed.
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Figure 4.6

Click on the desired backup or click tBancel the Recovery Operation
button to cancel the recovery process. (Figure 4.6)

After selecting one of the backups, a message will appear stating the backup
was successful. (Figure 4.7)

Figure 4.7

43



5. Click OK to record the changes.

6. TheRecover a Backup of the Databdeem will then display an additional
button that allows access to the database before the recovery. (Figure 4.8)

Figure 4.8

7. Click on theDatabase Before Recovdmytton to revert the databage.
message appears as shown in Figure 4.9, stating the original was restored.
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Figure 4.9
8. Click OK to record the changes using the reverted database.
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