W:\00 2016 ICT\2016 SEQTA\2016 SEQTA March PD\2016 Getting started with SEQTA daily procedures final.docx 3/03/2016

SEQTA MAIN SCREENS AND ICONS

First Screen — here are the spine icons

/ @ Welcome — Teachers' Assi... % \m: Department of Education  x ‘ O STENE Petra [Margaret Riv.. > | il (2431 unread) - stenekeen.. x | =+

A\ hitps//10197.121 6/2home £~ sven stud muffin
('3 https://10197.1216/%h (<l 2 d muff

Spine icons:
Home

eachers’ Assistant
Teaching Workspace

Student

]

are available along the bottom of the Teachers’ Assistant interface.

Portals

stant.

lanner, and the school notices.

Settings

, preparing your lessons, or marking your vrork.

s iNCIUdes your attendance, marks DOOKs, teaching/learming programmes, day planner, and so on.

From the PASTORAL CARE workspace, you can manage student welfare.
You can review their pastoral care notes in the student summary, manage student plans, track bullying incidents, and more.

The PORTAL workspace is where your administrators can embed wsebsites directly in Teachers’
"

= O 1T T

vty =
& DIREQT MESSAGES @ DASHBOARD [A] DAY PLANNER @ HELP! | NOTICES TIMETABLE

Student Information Panel (SIP) — click on the double arrows to toggle between showing and hiding the SIP
- you can expand your main window or go back to see the SIP Student Information.

4% Home - M... [ @ Welco.. x-\\x Biidge cop... (@ Hep

€& | P B | hitps//ceqtamargaretrivershs.wa.edu.au/home

= o Welcome

[ Manage splash
SEQTA IS NOW AVAILABLE OFF SITE!

JUST CLICK ON THIS LINK SEQTA OFF SITE

General notes

SEQTA HELP AVAILABLE ........ (Click on the 7 on the left tab to view PDF documents and "how to' videos!

or Gall
Gail
Petra
Kykie
Corien
SEQTA Adding a Program.docx SEQTA Pastoral Care.docx

SEQTA Marking Attendance.docx

SEQTA Direct Messaging. doex

n

Contact information
Residential Mr and Mrs Abbey
24 Investigator Avenue
AUGUSTA

WA 6250

Mother Mrs Alison Abbey

Home phone 9758 1173

Mobile phone 0417 179 423

Email address alison.abbey@health.wa.gov.au

Father Mr Anthony Abbey
Home phone 9758 1173
Mobile phone 0405 734 237

=] NOTICES TIMETABLE . @ weLCOME

View timetablg

Pastoral
care notes

Manage

Student Files

0 + @ & & o [E

333em ||
9212015 | |

Links

Student Information Panel - SIP
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2016 — GETTING STARTED WITH SEQTA - DAILY PROCEDURES

Logging onto SEQTA:
1 Click onthe SEQTA link on your desktop or go to the jump portal http://www.margaretrivershs.wa.edu.au/ and
click on JUMP Portal then the SEQTA link

Tools Help

w Jump Portal

OWelcome

[ MANAGE SPLASH

2 Login with your e number and password.
Margaret River Senior High School

‘Welcome Back to 2016!

2 Principal's Message...
B please find agendas for Thursday and Friday Attached.

3 Check the Principal’s message for any special notices

Agenda PD Day 28th January 2016.doc

Agenda PD Day 25th January 2016.doc

Cheers

Andrew Host

Form Procedure:
1 Mark attendance during the FIRST 10 MINUTES and SAVE
If a student arrives during Form, amend their attendance to Late

R=

10HASS1#1 Fm

cjEmals g Oireqt message *

2 Read Daily Notices

Class Procedure:
1 Mark attendance during the FIRST 10 MINUTES and SAVE
If a student arrives during class, amend their attendance to Late
2 Enterin behaviour notes in the Student Information Panel (SIP panel) on the right.
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Attendance:
Try to do this in the first 10 minutes of form and class!!

< Entering in Attendance data:

Page 3

1 Click on the Blackboard

(Teaching Workspace icon - Timetable)

%_

2 Click on the Attendace icon for your form @

3/03/2016

10HASS1#1

() Emaits G Direqt message *

PSSP S PRSP Sy

EERD

3 Click in the cell to enter the correct attendance for the student

- Or‘_
click on the day (eg MON) at the top of the column
to mark the entire class as present

- then click in individual cells to make any adjustments required.

NB: Today’s day will be highlighted in yellow.
4  Click Save.

5 Once the save is complete a confirmation
drop-down will be displayed. Click OK.

6 If a student arrives during Form, amend their
attendance to Late oA
-and-
SEND TO STUDENT SERVICES - THEY MUST SIGN IN!!!

Icon Explanation Examples Action

[ | Special Needs ADHD, central auditory processing Click to load in the

alert disorder or other learning Medical overview pane in
disorders. the SIP.
®. Custody alert Parent has a court order, Click to load in the General

estrangement or custody
arrangement.

' Medical alert Diabetes, asthma, anaphylaxis or Click to load in the
other medical issues.

the SIP.

@ Student plan Medical action plan, individual
eduction plan, learning difficulty

plan.

@ Attendance Student has an unresolved Click to load in the

alert absence.

<~ SIP.

Attendance pane in the

overview pane in the SIP.

Medical overview pane in

Click to view the student
plans in a pop-up window.

v

X

A T G T A R

Selecting Attendance Types:

One click Present (In class) J
Two clicks | Absent b4
Ctrl + left- | Late to class {
click

10HASS 41
e x

5D e+

Attendance screen details:

1 Click on the student in your list to see their
information on the right in the SIP Panel

2 Hover over any Alert icons to see more
detail
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Attendance (continued):

@ Attendance

< Seating Plan view
B SAVE (=) PRINT ) EXPORT CL2

1 Go to Attendance and click on the Seating Plan icon. @® normal |7l Seating plan

= Er

2 Drag student out to create a rough seating plan - you can use the seats if wanted or just use photos

B save JERINT @ EXPORT CLASS LIST TRAITS ALL CLASSES ~ | 01/02/2016 [

@Mormat.  F seating plan

Marking [ETEN A

)

Dimensions

Width | 30 m

Height |20 |m

3 To mark the roll - click on the Marking tab then click on on each student to mark present or absent
- or- click on Mark all then click on each student to change if required.

O w
BSAVE ) PRINT [ EXPORT CLASS LIST TRAITS ALL CLASSES * | D1/02/2016 = % Jack Haslau

2000; 15y 1m

@ wormal A seating plan

Year 10 Humanities & Social Sciences Mark all Liyout
32 students
2

General notes %

Contact information
Residential Mr and Mrs Haslau
1-105 Bussell Highway
MARGARET RIVER

WA 6285

Mother Mrs Karen Haslau

Home phone 9757 1892

Mobile phone 0429 845 960

Email address karen.haslau@education.wa.edu.au

Father Mr Nick Haslau
Home phone 9757 1832
Mabile phone 0438 573 869
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Daily Notices:
< Reading Notices:

1  Choose Home or Teachers Workspace

2  Click on Notices

[« Er

Eie it View o

@ Attendance

s @ pre

Serorrassr LGN © s

aicusse  omams B

I o--
10HASS11
T

H | i
f i
i

IR TEIORTS. @ TTeouie | OREQT MGG | (WAY PLNRER @ PO

E E,Spenc,e, Ben
B [ Tribbeck, Kayla

Srous O

Resiiervial e anc e Hokios
50 o 502

ey

Mebile phene 41 T11 171
Ernas st g, hophinsfeucarion . ed s

1 Click on Notices

§ Sandasted tets

[T e FENET T E

et onces oo (o oo TeTaRe

<SCOR, 10.6, 10> 2807 4

T
ACADEMIC REPORTS (@ ATTEMDANCE [ DIREQT MESSAGES [l DAY PLANMER @ FOLIOS FORUMS  (Z) MARKS B;t MOTICES 3PROGRAMME

3 Read the notices that apply
to you and your students -
check each label
or change to list mode to
scroll through all notices.

< Writing Daily Notices:

1 Go to the notices tab at the bottom of the

File Edit View Favorites ZIools Help

Notices

[ apDHOTICE () PRINT [ USTMODE  TS] WALLEOARD MODE CONFIGURE LABELS

Practice Notice

Year 8

Wochoo and helle Welcome to 2016!! Wocheo!

or % screen

Notices
[ abp

NOTICE

2  Choose Add Notice

Type in a Title

4  Select the appropriate
label - all students, Year 8,
Year 11 etc

5 Select the dates when you
want the notice to appear
- This can be future dated
- Please do NOT repeat for
more than 3 days.

6 Choose whether it is
visible in SEQTA Learn and
Engage - or - if it is a Staff-
only notice.

7  Check for typo's then
Preview and SAVE

w

Page 5

=] = LT
PRINT MODE

0@ >

=] WALLBOARD

MODE SORT BY RECEN_

CLgEEIEURE ALL LABELS +

7012018 5]

3/03/2016

CANCEL Add/edit notice SAVE
Title  How to add a Daily Notice
Label | STAFF anly BE [ Configure..
Repeat Daily ~ from 27/01/2016 31 to | 29/01/2016 51
() Visible in SEQTA Learn and SEQTA Engage (@ Staff-only notice
FORMAT - B A & A 3 -] E E E E| E @ E INSERT - B~
O

To add a notice - Choose Add a Notice

+ Type in a Title
= Select the appropriate label - all students, Year 8, Year 11 etc
= Select the dates when you want the notice to appear
- This can be future dated
- Please do MOT repeat for more than 3 days.
+ Choose whether it is visible in SEQTA Learn and Engage - or - if it is a Staff-only notice.
+ Check for typd's then Preview and SAVE
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SIP PANEL - ADDING STUDENT PASTORAL CARE NOTES, COMMUNICATION AND BEHAVIOUR

2 Reading information: 9 g
1 Expand the SIP panel- if it isn’t already open
B Home-M.. | @ Weico. % | X Bridgecop. | @ Hepl—T- | UbeaoyTie&.. | £ CopySur | €1 Detwlsfor.. | TheDgamme.. | ICTHomepage | ITHomepsge | 0 STENEPer, | 4 Lol imtil
€ P B bopsisegts margeretrivershe we.eduau Shome @ | O v media a8 @ 8 & =
o Welcome L,D albicy, Charlic rzace %
& Manags splash Charlie Abbey

& SEQTA IS NOW AVAILABLE OFF SITE!

JUST ELICK ON THIS LINK. SLOTA OFF SITE
General notes

SEQTA HELP AVAILABLE ........Click on the ? on the left tab to view POF documents and ‘how to' videos!

2 Type in the name of the student to find 3 || Keen Griffin o romsrsct | %

NB: If you are in Attendance you can just click on the name of a student

in your list to access their data:

General notes qp

Contact information
Residential Ms Stene and Mr Keen
&4 Freshwater Drive

BURNSIDE

WA 6285

Mother Ms Petra Stene

Home phone 9758 7773

Mabile phone 0417 188 522

Email address Petra.Stene@education.wa.edu.au

Father Mr Martin Keen

Home phone 758 7773

Mabile phone 0437 150 565

Email address Martin.Keen@education.wa.edu.au

Medical Pastoral Manage
care notes Student Files

A

/

Student Information Panel - SIP Links

~.

0 Information | General notes and contact details \
5 Medical Medical Overview and Notes N R
@ Attendance Attendance details - can view week, month, year 0 + @ ¢ [
‘ Pastoral Care | BMIS, Detention, Awards, Behaviour Positive and (
Notes Negative, Parental Interviews, Uniform etc
View Can toggle between day and Week View
Timetable
H Manage Can upload here - leave for now
Student Files
= News SEQTA generic welcome and information from the

SEQTA software people
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& How to Add a Pastoral Care Note:

1 Search for your student name in the SIP panel. ]
2 Click on the rose (Pastoral care notes) ‘

1 Search student

Field, Mackellar 1wspsct 5 Y%

Category Behaviour Negative &

2 Choose a category of behaviour * YOU MUST DO THIS! CHECK EACH TIME!

On behalf of &%\

From 27001/2016 B

3 Leave On behalf of field blank:
Only enter a name here if you are entering a note on someone else’s

Running around room and swering

Y

4 Enter the details here here.

Points

[l Restricted to

Head of Learning Area

Learning Support
Staff Alerts

Nurse

To restrict who can see the note (only for confidential
information) generally don’t select me only.
Groups can be added and members changed to suit our needs.

Roles

Psychologist
Individuals > 4 e

Student Services

=]
o | B
T
5

You can add files here, for example a copy of a
letter regarding students taking holidays, and email
from a parent etc.

@ Save Save to..

Page 7

0 +0 ¢ T0HE

Click save for one student

or Save to for a group of students

ie. If you want to save the same note to a group of students,
click Save to, another screen will open allowing you to select the
students.

6:31 PM

o
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