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1 Installing and loading the WA Census module

To check if the correct version of the WA Census Module is loaded:
e Log on to Integris.

e Click on the Help file menu

e Select System Information from the list

e Locate CENSUSWA in the list

e The version number is shown in the Version column. The correct version of the Semester 2,
2011 WA Census Module is 4.23.00 or greater.

Bl System Information E|

Softveare
Application C:AKETSANTEGRISAEINYCORE LER
Yersion WE.93.10 - 28th Januwary 2011
Data FARMDBAMNTEGRIS.DF
Runtime 3236
Madule Werzion Path Size
BEHAYIDUR 1.26.00 [08406/2010) §C:\KEYS\INTEGHIS\BIN\BEHAVIDUH.LBH §2?9552E| ~
BILL 1.82.13 [20/09/07) iCAREYSMMTEGRISSBIMAEILL LER ;3758080

{CMKEYSMNTEGRISSEINAVCEDS LER 5330?520
;1095680

CEDS 10 [16/07/2010)

MEEYSHMTEGRISHBINACC.LER

SMTEGRISYEIMAE ;
[ 4 {CAREYSMNTEGRISHEINYCM LER (16575040
CORE £.9310(25/01./11) {CAKEYSMNTEGRISABINVCORE LER 11909120 3
rMDCHATA COxdnrmEm M1 AW CWCLVIMITOCDICAWCTADTIHIDV T MDEMATA | DC Hi=wiaF luly]
s »
Hardware
Machine M5 Windows Pentium Processor
Screen 16801048
Printer Epson Photo on king [from PGABELICH]. TS002

Free Memory 1494896640

Cloze

If you do not have the correct version of WA Census please contact the Customer Service Centre
on Metro: 9264 5555 or Country: 1800 012 828

1.1 Adding the WA Census module

If you have not previously used the WA Census module from the workstation there will be no WA
Census module sidebar. Follow the instructions below to add the module.

e LogontoINTEGRIS.

e Select Control from the General sidebar. Contel
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From the Control window double-click Add

Module.

The Add Module window appeatrs.

Adil Module

Lackin | N

_'_1 23 3

i

b 40 HOC
[ oo
o 4SSESS

5 BT

3 fcgple Sopts

e
I TIVERERORTS
S TRARIFORT

=

=1 rowyIoUR

[CENSUSWA

I

|Moddes )

[ Control E

- Instuctions
If the right hand panel, there
aie a number of icong with
descriptive titles showing which
functionz are available.

In arder to start a function,
please dauble click on the
required icon.

e Double click on

G, Audit =
@ Add Module

&y Remove Module

' Classic Impart

@ Impart Parameters

' Preferences

@ UDI Defiritions

' Users

CEMSLISYW &

e The following message should then appear
advising that the module was loaded

successfully:

Information

Regiztration Camplete. .

e Click OK.

Education
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School Details

Student Details

i

Staff Details

B

Groups

"

Parameters

B

Control

Adrnin
Wit Reports
Timetabling
Transitional Reports
Lezzon Attendance
WVET
B ehaviour
Biling
Curriculurmn
Wb Census

Integris Sidebar WA Census |

The WA Census module should now be loaded and form part of
the sidebar modules.

Click on Parameters to set up default details.

Semester 2

Click on Semester 2 to reveal the Census Reports for Semester c@
2. Double-click on a report to run it.

Parameters

Note: Please ensure that you have set the default values in
Parameters (see Section 2) and completed any relevant data
checks (Section 3) before running the reports.

Education
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2 Parameters

&

Parameters

The Parameters function is located on the WA Census sidebar.

Use the parameters function to set up the following defaults for the Semester 2 Census:

Census Parameters

Perzon Completing Form

Date of Census

Date for Age Calculations

Englizh Department

Science Department

Mathz Departrent

Lelliel

Cancel |

Person Completing Form<Your Name>

Date of Census <5 Aug 2011>

Date for Age Calculations <1* Jul 2011>

For Secondary schools the “Department” names used by the school need to be set for English,
Science and Maths.

PoONPE

The previous defaults will be cleared for items 1, 2 and 3 above to input the Semester 2 dates. The
Department names will still appear if you have run the Census before. You must ensure the
default dates are as shown below. The module will then automatically load these defaults for each
Census Form.

Census Parameters

Person Completing Form |F'au| Smith
Date of Census BaUG 2011

Date for Age Calculations 1JUL 2011

English Departrment |English b

Science Department |Science hd

Maths Department |h-1athematic:s hd
e Click OK
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3 Census Data Check Procedures

There are a number of checks to be completed prior to running the Census Reports. These
checks ensure that key fields required for each report contain current and accurate data and
enable maximum use of the information stored in Integris

3.1 Full Time Equivalent (FTE)

Ensure all students have a valid FTE including any part-time Secondary students.

e All Kindergarten ‘K’ students must have an FTE value of either 0.40 (standard), 0.50 or 0.60 if
your school is participating in the Universal Access program.

e All Pre-Primary and Primary students (Years P — 7) and any ungraded primary students must
have an FTE of 1.00.

e For Secondary students ensure that any students undertaking a part-time program have their
FTE checked. The FTE for any part-time secondary student should be greater than 0.00 and
less than or equal to 0.90. All other Secondary students are full-time and should have an FTE
of 1.00.

e All Secondary students less than 15 years old should have an FTE of 1.00.

If you find that any Kindergarten ‘K’ students have been entered with an FTE of 1.00 these
students must have their FTE changed to 0.40, 0.50 or 0.60. As the system will determine this is a
change to a part-time status indicators for AM, PM, n/a and Custom will become available.
Kindergarten students should be assigned an attendance pattern using the Custom option.

Note: If schools need assistance setting up attendance patterns for part-time students
please refer to the Part Time FTE Allocation fact sheet on the STIMS Website at
http://det.wa.edu.au/intranet/stims . Select Lesson Attendance>Fact Sheets>Part-Time FTE
Allocation10 Day Kindy Cycle.

Student Information Management System

Delivering professional School Information System (SIS) support to public schools

ﬁ STIMS < SIS Administration « Lesson Attendance Module < Factsheets

»| STIMS Overview Eact Sheeis

H siS Administration

¥| Administration Manager « Attendance Code Descriptions

Module e Creating Daily Records
| »| Behaviour Management e Part-Time FTE Allocation

Module o Track Attendance Changes
I »| Census Module e Part-Time FTE Allocation 10 day Kindy Cycle
1

Or contact the Customer Service Centre.

When a student’s FTE changes from full-time to part-time a dialogue box will request a pattern of
AM, PM, n/a or Custom. Use the Custom option to mark the attendance pattern for the student/s
concerned. When more than one student with the same attendance pattern has been selected via
Speed Edit, click on Use Selected for All and then click on OK.
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http://det.wa.edu.au/intranet/stims

0.4 FTE Example 0.5 FTE Example 0.6 FTE Example

Part Time Selector

- Caszzandra &dams

Student FTE has been changed. Pleaze select
a Part Time Attendance pattern.

Part Time Selector

r Cazzandra Adams

Student FTE has been changed. Pleasze select
a Part Time Attendance pattern.

Part Time Selector

Sarah &dams

Student FTE has been changed. Please select
a Part Time Attendance patter.

s CPWM Confa OsM OPM  Onia @

& Custom A P O onda O Custom

r Attendance Pattern r Attendance Fattern

Attendance Pattern

Day Day AM PM
Monday Manay

Tuesday Tussday Tuestay v v

Widnesday Wiednesday Wisdnesday o o

Thursday Thursday Thuraday o o
Friclay Fricisy

[ Use Selected far Al

3.2 Attendance Types

All students require a valid Attendance Type. Valid Attendance types are:

e Current (Single registration) (refer to section 3.2.1 below)
e Participation List (refer to section 3.2.2 below)
e Census - Not Counted (refer to section 3.2.3 below)

To check that all students have been allocated an Attendance Type:
e Select Admin>Speed Edit

e Select Attendance Type from the ‘Area’ drop down list.
e Click Select Students i

e Click Find

e Click Select

e Click Yes

e Click the Value column header to sort the values

If there are any records with a blank value they need to be allocated an Attendance Type.

WA Census 4.23 Sem 2 2011 Manual v2_5.docx
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Area
|Attendance Type ;I = | h |
Select Al | Deszelect Al | Inwert Selection | Blarks hfs |
Ref. Student Mame } tatus
a97 Young. Jacquinta :I
a4 Aardvark, Geraldine
923 Butcher, Jeremy
Va0 Butler, Justine
856 Steizand, Barbra
934 bartin, Harry e oTteregrrraterT
123 Ozkozki, Olivia Current [Single registration] Lot
933 Martin, Bemyl Current [Single registration]
1012 Fadovan, Mizha Current [Single registration]
sl Petersen, Alex Current [Single registration]
570 Peters, Kayla Current [Single registration]
251 Wazhbourne, Kira Current [Single registration]
366 Oskozki, Luke Current [Single registration]
1010 Ozcar, Karen Current [Single registration]
E79 Oscar, dngeling Current [Single registration]
752 Oliver, Dawid Current [Single registration]
412 Phillipoussis, Linda Current [Single registration]
16 Wiliams, Wernus Current [Single registration]
G3E MacPherzon, Veronica Current [Single registration] LI
A44 Lo LN [P B | RPN N | SRR PRty apy b pupeey, |
MewValues ;I | e I Close Save |

3.2.1 Current (Single registration)

The majority of students will be classified as Current (Single Registration).

Open Speed Edit from the Admin sidebar.

In Area select Attendance Type.

Speed Edit

Area

Select the students using the search binoculars

& a|

Highlight any records that require the Attendance Type added or changed to Current (Single

registration).

Education
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Speed Edit

Area

I.-’-‘«ttendanc:e Type ;I &l il

Select Al | LDeszelect All | lnvertSeIectionl Blanks | nds |

M artin, Hn_l,J Current [Single registration)

Oskozki, Olivia Current [Single registration)
933 ke artiny, Beml Current [Single registration)
102 Padowvan, Mizha Current [Single registration)
7 Peterzen, &lex Current [Single registration)
570 Peters, Kayla Current [Single registration)
251 Washbaurne, Fira Current [Single registration)
366 Oszkaski, Luke Current [Single registration)
1010 Oecar, Karen Current [Single registration)
E73 Osecar, Angelina Current [Single registration)
a2 Qliver, D avid Current [Single registration)
412 Phillipoussiz, Linda Current [Single registration)
16 Williamsz, Wenus Current [Single registration)
B3E t acPherson, Yeronica Current [Single registration) ;I
Mew Walue I ;I | v I Clos= | Save |

e Select Current (Single registration) from the New Value drop down list:

M e W alue

i Cloze | Save

e Click Apply Changes L‘

Area

IAttendance Type j El il

Select Al | Deszelect Al | Invert Selection | Blanks | his |

Student Mame

e Click Yes to save
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3.2.2 Year 11 and 12 Students

Year 11 and 12 students must be enrolled in a regular senior school program or be participating in
an option under a Notice of Arrangements. The nature of the students program may have an
impact on Census. Some students may need their Attendance Type changed to Participation List
to remove them from the Census figures. This will not impact on any other aspect of SIS but will
allow this group to be removed from the audit through the Student Attendance Module (SAM). The
table below provides information on the options available.

ENROLMENT & ATTENDANCE
SITUATION MANAGEMENT (SIS) AUGUST CENSUS
1. Student enrolled and Current Roll e Countasl

expected to participate
full time in regular Year
11/12 program at school

Ensure attendance recorded

2. Student participating in
an approved NOA
involving part-time
studies at school

Remain on Current Roll

Alter FTE status and customise to reflect
part-time attendance pattern

Ensure attendance recorded

e Count as part-
time fraction

3. Student participating in
approved NOA full time
out of school (Form C or
Form A)

Transfer to Former Roll (with Leave
Date) when advised by Participation Unit

e Do not count

4. Student with NOA
pending approval

Remain on Current Roll

Change status to Participation List
only on the advice of the Manager
Participation (MP) or Participation
Unit.

Ensure attendance recorded

If student is working with an unapproved
arrangement, mark with authorised
absence (R), and note arrangement
pending.

e Do not count

5. Student enrolled but not
attending ( non attendance)

Remain on Current Roll

Change Attendance status to
Participation List only on the advice
of the Manager Participation (MP) or
Participation Unit

Otherwise change Attendance status to
Census - Not Counted

Ensure attendance recorded.

e Do not count

6. Students who cannot be
located within 15 school
days despite attempts to
contact

Remain on Current Roll until advised by
Behaviour Standards and Wellbeing
Directorate (Student Tracking)

Ensure attendance recorded

WA Census 4.23 Sem 2 2011 Manual v2_5.docx
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Note: Only Year 11 and 12 students can be marked as being on the ‘Participation List’.
Schools must receive advice from the Manager Participation or an email from the
Participation Unit before changing a student’s Attendance Type to Participation List.

The Attendance Type may be changed for an individual student in Student Details by selecting the
Additional tab and editing the Attendance option.
To perform the task for a group of students use Speed Edit under Admin on the sidebar.

e In Area select Attendance Type.

Speed Edit

Area

Litendance | vpe = | & |

e Select the students using the search binoculars.

Speed Edit

Area

I.t‘-\ttendance Type ;I % | &h |
Select All | Deselect All | Invert Selection | Blanks | hiz |
Ref. Student Mame WValue Status
Church, Azhae Current [Single registration]
EE Davey, Marcus Current [Single reqgistration]
905 Gibzan, Salley Current [Single reqgistration]
303 Hilten, Parys Current [Single registration]
2300 Jelly, Peena Current [Single registration]
209 Mchurray, Cathering Current [Single registration]
M2 Miller, Courtney Current [Single registration]
127 Palmerston, Alicia Current [Single reqgistration]
Samzon, Victar Current [Single reqgistration]
304 Stewart. Lincon Current [Single registration]
181 Younger, Luke Current [Single registration]
[
MHew Yalus ;I | V4 I Clase | Save |

Current [Single registration]
Current main [Dual registration)
Current subsidiary [Dual registration)

:Participation List

e Highlight the students who need their Attendance Type changed.

e From the New Value select Participation List and then the Z‘ to modify the selected
students.

e Click Save to store the changes.
e Click Close to exit.

3.2.3 Attendance Type: Census - Not Counted

Students who have not returned to school at all, for two weeks before the census date (i.e. the
period 26 July to 5th August), except where the (reason for the) absence is capable of being
reproduced in written form (as per the School Education Act 1999 Page 35), should not be counted
in the census.
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The Attendance type “Census — Not counted”, is a mechanism to achieve this.

The function of the Attendance type “Census — Not Counted” is to allow the school to exclude
those students on the Current roll who should not be counted in the census.

Those students who will have this particular attendance type will include all students who have a
two week period of continuous unexplained absence (over the period 26 July to 5th August 2011).
The reasons for this are varied, but essentially the school has not received any level of notification
(including transfer note) for their non attendance and the student has "disappeared".

Other uses of this attendance type could include the situation where a student is enrolled at an
Education Support school and is being "shared" between a mainstream school and the Education
Support School. The schools cooperate in this endeavour by advising Staffing beforehand, so that
appropriate resources associated with these students, are shared between the two schools. The
schools would further cooperate in this endeavour, with one school "claiming" the student for
census purposes, whereas the other school would use the attendance type of "Census Not
Counted" for the student in question.

If a student is already classified as Attendance Type; ‘Participation List’, then they do not need to
be classified as ‘Census - Not Counted.’

The Attendance Type may be changed for an individual student in Student Details by selecting the
Additional tab and editing the Attendance option.

To perform the task for a group of students use Speed Edit under Admin on the sidebar. In Area
select Attendance Type.

Speed Edit

Area

& a|

Then select the students using the search binoculars.
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Area
I.&ttendance Type ;I = | & |
Select Al | Deselect Al | Inwert Selection | Blanks | n's |
Ref. Student Name Walue Status

Albert, Jackis
7B0 Bailie, Doyen
a3z iDiunztan, Jennifer
833 :Edwards, Julie
a4z Farmer, Kristaf
EGray, Thi reth

Current [Single registration) “
Current [Single registration)
:Current [Single registration)
iCumert [Single registration)
Current [Single registration)
iCurent [Single registration)
i Current [Single regigtration)

7ia Current [Single registration)
786 Current [Single registration)
7a4 MHorth, kM athew Current [Single regiztration)
an4 Price, Tiffani Current [Single registration)
793 Sorrell, Sarah Current [Single registration)
7 Yarricchio, Kim Current [Single regiztration)
TE1 Williett, Elizabeth Current [Single registration)

Mew Value

I Clrrent [Single registration]

Current main [Dual registration)
Current zubsidiary [Dual registration)
Participation List

e Highlight the students who need their Attendance Type changed.

e From the New Value select Census-Not Counted and then the to modify the selected
students.

e Click Save to store the changes.
e Click Close to exit.

3.3 Indigenous Status

Ensure all students have had the indigenous status set. Any student with a value of ‘Not Specified’
or blank will need to be updated before Census reports can be run.

The available options are:

Aboriginal
Torres Strait Islander
Both Aboriginal & TSI
Not Aboriginal or TSI
Not Stated

Not Stated should be used if the Indigenous Status is unknown.

To make changes to Indigenous Status for multiple students Speed Edit may be used. In the Area
window select Indigenous Status from the drop down menu.

Speed Edit

Area
IIndigenDus Status ;I @ | h |
Select Al | Diezelect All | Invert Selection | Blanks | hiz |
Ref. I Student Mame IVaIue | Statuz
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e Using the select students icon | select the current roll.
e Click, Find, Select, Yes.
e When the student records have loaded into the speed edit window click on the Value column

header to sort the records.

For individual students the Indigenous Status field can be found on the Additional tab when in Edit
mode.

3.4 Specific Data Checks for Form EL2

All schools with ESL students are required to provide Form EL2 and the following data checks

should be completed.

e Ensure all students requiring ESL assistance have the correct ESL Stage entered. Refer to the
EL2 Instructions for stage definitions. The following values must be used.

Value Meaning
0 Not involved
1 Stage 1
2 Stage 2
3 Stage 3

e Ensure all ESL students have a Country of Birth.

e Ensure all ESL students not born in Australia have a 3 digit Visa Sub Class No and a date in
the field Date Arrival Australia.

e Ensure all ESL students who are Australian Citizens (AC) or Australian Passport (AP) holders
have a date in the field Date Arrival Australia.

e Ensure all ESL students have the First Language, Language Background Other Than English
(LBOTE) and Main Language Other Than English Spoken at Home (Main Lang OTE SAH)
completed.

e Ensure all ESL students that require data for Limited Schooling (all ESL programs) have the
relevant information entered using the Speed Edit option. Use Speed Edit to enter information
for the Student UDI Limited School.

3.5 Specific Data Check Form EN2

If your school is required to provide Form EN2 for students with Disabilities please refer to the
Schools Plus website at:

http://www.schoolsplus.det.wa.edu.au/splus/Publications/eligibility criteria

The Disabilities Information can be found on the Miscellaneous tab of the Student Details window
when in Edit mode.

Personall Fannily Group I Additionall Mavement Hist. I Groupsl UD| Miscellaneous |Attendanc:e Hist.

Dizabilities |nformation

Dizability |rtellectual dizabiliby Detail | Mild/Moderate 1D ;I
Other Dizability | ;I Detail | ;l
Other Disabiity | | Detal | =

@ Click here for information about the Disability Groups

As part of this process it is important to check that the student has an up-to-date current address
taking particular care with the spelling of street name, suburb and postcode.
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3.6 Specific Data Check Form FF2

If your school is required to provide Form FF2 the following data check should be completed.
Ensure all international students have a 3 digit Visa Sub Class No and a date in the field Date
Arrival Australia.

Students with a 571, 573 or 574 Visa require the correct International Fee Paying Type selected.
e Visa 571: The options for this visa sub class number are Full Fee Paying or No Fees.
e Visa 573: The options for this visa sub class number are Partial Fee Paying or No Fees.

e Visa 574: The options for this visa sub class number are Partial Fee Paying or No Fees.

Please confirm the students with the above Visa Sub Class numbers have the correct
International Fee Paying Type.

To change the International Fee Paying Type for these Visa numbers:

e Go to Student Details

e Select the Edit Student icon 5?
e Selection the Additional Tab

e Select the appropriate International Fee Paying Type from the drop down list.

Student Jackie Albert

Personall Family Group Additional lMDvement Hist. ] Gmupsl (]} ] Misc. l.ﬁ.ttendance Hist. ] Medical l .&ctivitiesl

M atiorality Mot specified : Aushialian Citizen /- [7] In Receipt of Allowance ]
Permanent Resident ,—El

Fieligion S piritializm : Allowsance Type

Rt LemaeER m Date Amival Australia |22 MAR 2010 Viza Sub Class MNa. |571 :

Indigenous Stahus Hot Aborigingl . o International Fee Paving | Full Fee Paving :

SILEED Vo E Rirth Cartificate Sren 7] Nate Cherk .—.HD FBBS.

e Click OK to save
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4  Generating the Census Reports

This section explains the steps to generate each of the Census Reports. _ walensus |

You must set the default information in Parameters (see Section 2).
Semester 1

To access the Semester 2 reports from the WA Census sidebar, click on the

Semester 2 icon. The Reports window will be displayed as shown below.

Semester 2

$

Note: Refer to Section 1 for information on Installing and Loading the WA
Census Module.

Parameters

To view further information about a particular form, click once on the appropriate icon and related
information is displayed in the panel on the left hand side of the window as shown below.

B Reports for, Semester, 2 §|

Instructions
Iri the right hand panel, there are & FomA2

a number of icons with & Form A28,
dezcriptive titles showing which

functions are available, @ FomEL2
& Form ENZ
In order to start a function,
pleage cl_ouble click on the & Form FF2
required icon. & Semester 2 Cenzus Expart

Click ance on the icon o view
more information on that
function.

4.23.00[31/03/2017]

Data validation is performed automatically by the system prior to producing each Census report. If
the correct conditions do not exist for the report to be produced then an error report is produced.
The error report details the conditions that must be rectified prior to the successful running of the
report.

In some circumstances, the data may have a condition that does not necessarily prevent the form
from being produced. In this case a warning report is produced detailing the issue and the user is
prompted to continue with the report. If the user selects “Yes” then the form is generated. If the
user selects “No” then the form is not generated.

To preview a report double-click on the Form icon and choose Screen as the report destination.
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Report Destination

Diestination |F'arameters| Fage sizesl

e [

LfToe]
B0l
10100y @—'EI
110100
o111l

Printer Presiew S creery Dk Clipbaard Port
File HTML RTF

Cancel | Ok I

Clicking on the in the right hand corner of the report preview screen will generate any
remaining tables making up the form and ultimately close the preview screen. The individual
tables may be printed by clicking on the printer icon available on the report preview screen.

To directly print a report without previewing it:

e Double click on the Form icon.

Choose Printer as the report destination.

Click OK.

View default information entered in Parameters.
Click OK.

When producing each individual Census Report, the user will be prompted for the name of the
person completing the report, and the Date of the Census (these will default to the values
established in the Parameters). Depending on the report, you may be asked for additional
information.

If a report is run ahead of the Census Date (as held in Parameters) a warning message is
displayed, warning that reported values may change between the current date and the actual
Census date.

If the date entered on the report is not the Census Date (as held in Parameters), then a warning
message is displayed, stating that the output will not be acceptable for submission of Census
information.

If additional information is required, a window will be displayed requesting the data needed. The
corresponding report is then produced.

Semester 2 Census Export
The Semester 2 Census Export produces electronic files that are exported and stored in the

Census folder on the ‘G’ drive located within a school site code folder. The files are extracted
directly by the Department of Education to further streamline the data collection process.
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4.1 Form A2

This report consists of two tables of information containing:
e Part-Time Secondary Students.
e Pre-Compulsory and Full-Time Primary and Secondary Students.

The first check undertaken is to identify if there are students outside the expected age range for
each year group. If any variations are found users may exit and correct the data or continue with
the Census. If you choose to continue a prompt will ask you to verify the data is correct. You may
provide specific details or indicate all students are in the correct year group.

Reazon for Age Range

Please enter the reazonts for the acceptance of the studenths age anomaly [e.q. repeating year, accelerated leaming program etc.]

If there are no part-time secondary students at the school a message is displayed indicating that
Table 1 will not be produced.

Form AZ Table 1 x|

Thete are no part time secondary students, kable 1 will not be produced.

If there is data then Form A2 Table 1 will be produced.
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Example of Integris WA Census Form A2 Table 1

A2 4567

School code

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5, 2011

Name of School West Coast District High School
Tzlzphons Numbsar 9412 3456 Pzrzon Comgplating Form Paul Smith

Table 1: PART-TIME SECONDARY STUDENTS

AGE (IN YEARS) AS AT Total Part-Time |Total Part-Time Non{ Total Part-Time
Edueation Office| & JULY 1 Students and Abaoriginal Aboriginal
Lewvsl Us= |E FTE Students and Students and FTE
Only | X FTE
15 & 21 &
under |16 |17 |18 |19 |20 |over Number FTE MNumber FTE MNumbser FTIE
“fear 8 vog (M
“fear 8 vog |F
“fear 3 MERL
“fear 3 vo3 |F
ear 10 w10 (M
ear 10 v10 |F
ear 11 11 (M
ear 11 v11 |F 1 1 0.g 1 0.3
ear 12 12 (M
ear 12 12 |F
TOTAL SEC 1 0.8 1 na

e Click on printer icon = to print the report.

Where Table 1 is provided clicking on the in the right hand corner closes the current table and
generates Form A2 Table 2 to the screen for review and printing.
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Example of Integris WA Census Form A2 Table 2

A2 4567

Sehoot Code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5. 2011
Kume of Schocl West Coaat District High S cheol
Takiphons Nesder 9412 458 Persos Completing Yorm Pad Sreh
Table 2 PRE-COMPULSORY AND FULL-TIME PRIMARY AT SECOIDARY STUDENTS
Edacaton Level Offes | 3 AGE (N YEARS) A5 AT JULY 1 Total  [Total Non. Total
s E Starte | Abotigiosd | Abotignal
oy | X ["2a [3[asTelsTe s w2 el s[w]sme]n[o]ans Students | Students
LUNDER QVER
firceigaten S04 M 5 3 5
_mﬂg S04 F 7 7 5 2
e 506 W Y T T
Kirdesg 06 |F
FieTrmary 5T W B [ 5 T
Fre-Primary 510 F 3 3 3
Teal 1 TOT W ) T 3
et o1 |F 3 3 2 1
earl o W T T 7
Yex 2 Y02 F 1 " 3 2
You3 W |F K H X
(3 4 4
Ve ¥ \'UI_LR B E L) T
Yew d Y04 F 8 8 2 1
Teas YOS W £l ] L} Y
Yeu S YO F 5 5 3 2
Ve b A W 7 7 ] 1
Yea & YO8 F 5 5 0 1
ALK T ¥ 4 Y 3
You 7 Yo7 F 8 8 ] 2
[MngadedFam | OFR | W
Ungraded Pam UPR F
Toar 5 Rl 75 5 70 5
Yow 8 Y08 F & B0 57 3
Ve I L L 1 ) T
Yow 3 Y08 F 3 2 28 1
Yot 10 Y10 W LA B rid il T
Yea 10 Y10 F 3|13 k) 33 5
Veal 17 kil ™ Foll RL3 e 33 3
You 11 1 F 15 |13 =% Pl 3
[Veat 12 12 ™ TN | 22 £ 32 T
Yo 12 Yi2 F Ml P pid 1
[Tngaded Sec TSE (M
Unyaded Sec USE F
WD TRG L

If there were age variations then another page will print with the verification message you entered.

Note: If “?’ appears in the Office Use Only column on the A2 report as shown below, this
indicates the FTE for one or more students have been entered incorrectly, for example as
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before
submitting the form.

A2

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CEMSUS AZ

Nama of School West Coast District High S5¢
Tslephons Number 09412 34FR Par

Tablz 2: PRE-COMPUL SORY AND FULL-TIME PRIMARY AND £

Education Level Office 3
sz E
Only X1 z2a 3|4
LUNDER
I Findergarten 7K & 1
| g (=) darters p=180 % T 5
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4.2 Form A2A

This report consists of two tables of information containing:
e Part-time Aboriginal students.
e All Aboriginal Pre-compulsory and full time primary and secondary students.

Form A2A Table 1 — Part-time Aboriginal

Double click on the Form A2A icon.

Choose Screen as the report destination to view the report before printing.
Click OK.

View default information entered in Parameters.

Click OK.

The first check undertaken is to identify if there are students outside the expected age range for
each year group. If any variations are found users may exit and correct the data or continue with
the Census. If you choose to continue a prompt will ask you to verify the data is correct. You may
provide specific details or indicate all students are in the correct year group.

If there are no part-time Aboriginal secondary students at the school a message is displayed
indicating that Table 1 will not be produced.

Form A2A Table 1 B

There are no part time secondary students, Table 1 will not be produced.

If there is data then Form A2A Table 1 will be produced.
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Example of Integris WA Census Form A2A, Table 1

School code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5, 2011
Name of 8chool West Coast District High School
Tzlzphons Nomber 9412 3456 Pzrson Complating Form Paul Smith
Table 1: PART-TIME ABORIGINAL SECONDARY STUDENTS
TOTAL Part-Time
Education | Office| 8 AGE (IN YEARS) AS AT Aboriginal Students
Laval Usz | E JULY 1 and FTE(a)
Only | X
15 & 21 &
under (16 |17 (18 (13 |20 |over Number FTE
Year 8 YO8 | M
ear § v0a | F
Year 3 vY03 | M
Yeard Y03 | F
Year 10 Y10 | M
Year 10 v10 | F
Year 11 Y11 | M
ear 11 T11 | F 1 1 0.8
Year 12 Y12 | M
Vear 12 T2 | F
TOTAL SEC 1 na

e Click on printer icon & to print report.

Clicking on the in the right hand corner closes the current report and generates the Form A2A
Table 2 to screen for review and printing.
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Example of Integris WA Census Form A2A, Table 2

A2A 4567
DEPARTMENT OF EDUCATION Sehool Code
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CEHSUS AS AT AUGUST 5, 2011
Hame of fchool West Coast District High School
Telephone Mumber 9412 3456 Person Completing Form Faul Smith
Table 2: ALL ABORIGIHAL PRE-COMPULSORY AHD FULL-TIME PRIMARY AND SECONDARY STUDENTS
Education Level Office 3 AGE {INYEARS) AS AT JULY 1 Total
Use E Aboriginal
Oy | 2 [ 28 [3[a4[s 6] 7 [8]afwa[m]iz]13]14]15 18 18 [19 ] 20 | 214 | Students
UMDER OWER
Kindergarten S04 M
Kindergarten 504 F 2 2
Fre-Primary 10 ] 1 1
Pre-Primary 510 F
Tear | il T
Year 1 ol F 1 1
Tedr £ 1 T
Year 2 o2 F 2 2
Vear 3 O3 H
Year 3 o3 F
Tear 4 KL} M 1 1
‘Vear 4 o4 F 1 1
Tear o KL 2] T T
Year B o5 F 2 2
Vear b rOE & T 1
‘Year B roe F 1 1
Vear 7 a7 & K] ]
Year 7 o7 F 2 2
[ Ongraded Frirnary OFH ]
Ungraded Primary LFR F
Tear g ] 1z B g
YVear B g F 3 3
Tear 3 K] 1z T 1
Year 9 Y09 F 1 1
Fear 0 KLl Gl T T
Year 10 10 F 4 1 5
ear 11 KAl M 217 K]
Year 11 11 F 3 3
Vear 12 T2 1z 1 i
Year 12 12 F 1 1
Ungraded Secondary USE T
Ungraded Secondary USE F
Mot Specified I
Mot 5 pecified F
TOTAL SCH LS
STUDENTS

If there were age variations then another page will print with the verification message you entered.

Note: If “?’ appears in the Office Use Only column on the A2A report as shown below, this
indicates the FTE for one or mores students have been entered incorrectly, for example as
0.04 instead of 0.4. The FTE values should be checked via speed entry and corrected before

submitting the form.

A2A

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS A

Mame of 3chool West Coast District High 51
Tzlephone Number 94172 3456 Pz

Table 2: ALL ABORIGINAL PRE-COMPULSORY AND FULL-T

Education Level Office 3
Use E
Only | X [ 23 3
UNDER
Kindergarten ?lém_l b
Il\irI|.i|:p'll=|n:lll.|:p'rl pu] M

Education
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43 Form EL2

This report provides one table that includes the details of ESL students. (Complete the data

checks in Section 3.4)

To view Census Form EL2:

Double click on the Form EL2 icon.

Click OK.
View default information entered in Parameters.
Click OK.

Choose Screen as the report destination to view the report before printing.

A data check Reminder screen will be displayed. If the required data has been entered click

OK to continue. If additional data needs to be added click cancel and input the required data.

Reminder
It order ta generate the English az a Second Language [ESL): Program Count Data Return pleasze ensure
the following data haz been entered for ESL students prior to the generation of the report;
¢ Wiza Subclazs Mumnber
e Country of Birth
e Date of &rival in dustralia
& MainLang OTE SAH [Main Language Other Than Englizh Spoken at Home]
e Previous School Attended
¢ Home Suburb
e Year Group
¢ ESLstage12ard
¢ Student UDI - Limited 5 chool

Click DK to continue or Cancel to go back and input the required data.

Education
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Example of Integris WA Census Form EL2

EL2 4567

School Code

DEPARTMENT OF EDUCATION

PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5, 2011

ENGLISH AS A SECOND LANGUAGE(ESL): PROGRAM COUNT DATA RETURN

Name of School  West Coast District High 5School

Telephone Number 9412 3456 Parson Comgpleting Form  Paul Smith
Table 1: ESL STUDENT PROFILE SHEET- (PROGRAM COUNT)

=
it Date of o Country Date of Language Previous E' Home E oy
OR Bisth '_§ I Of Birth Asrival in Spolken at School | B Suburh KR
Surname Given Name F | @DAMMYY) 25 E Australia Home Aftended | 'E % T B
;= w | B
Koehler Bronzon M| 141098 Germany APR 2000 |German M |PIMEY WO... 7 2

TOTAL NUMBER OF STUDENTS IN PROGRAM: 1

Click on printer icon S to print report.

Note: Schools are required to perform the checks above, but do not need to send the report
to DoE. Data will be extracted from schools after census.

4.4 Form EN2

This report produces two tables. Table 1 and Table 2 provide the statistics for students with
disabilities and severe medical conditions.

Double click on the Form EN2 icon.

Choose Screen as the report destination to view the report before printing.
Click OK.

View default information entered in Parameters.

Click OK.

Note: An error report may be generated if a data entry criterion has not been completed.

This can be printed for reference by selecting the Print to Printer icon = . Once all criteria
have been completed the report generation can be continued.

e Table 1 will be displayed to the screen

Example of Integris WA Census Form EN2 Table 1

[EN2 4567

Sciool Code
DEPARTMENT OF EDUCATION
PUBLIC SCROOLS SECOMD SEMESTER STUDENT CERSUS AS AT AUGUST 5, 2091
Name of Schoel 1pAr ’

Taleghone Nember 9412 3% Pesson Completing Form Eaud Sonty

Table 1: DETAILS OF STUDENTS WITH DISABILITIES & SEVERE MEDICAL COMDITIONS

.r DATE OF Aborigmol/ . Other Other
STUDENT'S NAME BIRTH ADDRESS Year | Gender Non: Disability Disabifity Disabilty
Alan. Petwdope 25 DEC 2000 | 39 Dnay Flace  FINEY 'WDODS 6355 5 F N J 3

e Click on printer icon =1 to print the report.
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e Click on the Close icon £ to close the report.

Table 2 will automatically be generated.

e Click on printer icon S to print the report.
e Click on the Close icon X to close the report.

Example of Integris WA Census Form EN2

EN2 4567

School code
DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5, 2011
Mams of School West Coast District High School
Telephone Number 9412 3456 Pearson Complating Form Paul Srrith
Table 2: STUDENTS WITH DISABILITIES & SEVERE MEDICAL CONDITIONS  (Primary)
— o %
e i o g - B
5 5| E |l5e|s Dy | |35 2 |2
Education b E a aEH = | ks = LBl R a4
o - - oo™ = o o ,5 = E
Lavsl ] = [ A wolan|e|| & | H o & = |xE
b= E‘ E. o] EDUE n|To E EMEE Uuan-g 20
o i é = L= o & ] E{d 8=l g |# eg|EE| o |&g
g1y |2 Zall 3 ||E3|5E) 2 |85/2a| & 28|55 |5z 2 | &3
o ! = == - 5 [ =&
s | & R S |[EE(58)| 3 (34|38 £ |A8|38 |85 & &8
A
Year 5 Y5 M M
A
F M 1 1
SEE OVER FOR SECONDARY STUDENTS
A
SCHOOL M M
TOTAL | SCH :
F |
M 1 1

45 Form FF2

This form produces Form FF2 International Students.

To view Census Form FF2:
e Double click on the Form FF2 icon.

e Choose Screen as the report destination to view the report before printing.
e View default information entered in Parameters
e Click OK.

A reminder message will be displayed:
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2 = B

The Visa Subclass number needs to be entered in student details, additional
information
prior to running this report,

Click OK to continue or Cancel to go back and enter the data.

e Click OK to continue or Cancel to go back and enter the data.

If OK is selected a validation will initially run to check if any students have the Visa Sub Class
numbers 571, 573 or 574 . If any students have been allocated these Visa Sub Class numbers an
‘International Fee Paying Data Check’ report will be generated as shown below.

Note: If no students have the Visa Sub Class numbers 571, 573 or 574 the FF1 check report
will not be produced.

FF2 International Fee Paying Data Check 4567

School Code

Please check the students listed below have the correct International Fee Paying Type.

Student Name Student Reference Viga Subclass Number International Fee Paying

Note for Visa 571: The options for this visa sub class number are Full Fee Paying or No Fees, Please confirm the following
students have the correct International Fee Paying Type:

Wmber, Kyle 246 571 Full Fee Paying

Note for Visa 573: The options for this vizsa sub class number are Partial Fee Paying or Ho Fees. Please confirm the
following students have the correct International Fee Paying Type:

albert, Jackie VBB a73 Fartial Fee Paying

Note for Visa 574: The options for this visa sub class number are Partial Fee Paying or No Fees. Please confirm the
following students have the correct International Fee Paying Type:

lkitik, Adarm 2 574 Mo Fees

You may print the report by selecting the Print icon. | S

[ ]
e Close the report E'
e A message will be displayed:

Form FFZ2 Data Check

Click OF. to confirm the FF2 [nternational Fee Paving Data Check iz comect or Cancel
to go back and update the ztudent records.

e Click OK to continue or Cancel to go back and update the student records.

] [ Cancel ]

e If OK is selected the report will be displayed.
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e Click on the Print to Printer icon = to print out Form FF2.

Note: Please manually add any other approved Visas that are not in the current list to the
bottom of the form.

| FF2 | 4567

School Code

DEPARTMENT OF EDUCATION
PUBLIC SCHOOLS SECOND SEMESTER STUDENT CENSUS AS AT AUGUST 5, 2011

Name of Schol West Coast District High School

T'elephone Namber 8412 3456 Persom Completing Form Paul Smith
INTERNATIONAL STUDENTS

Vica RIN | FRE | YO | Y0Z | Y03 | Y04 wrm Yo7 | YO8 | VIO | YIT [ YiZ | USE |
Subclass

417
420
421
423
425
456
|—459
462
470
499
270
512
573 1
518
672
8765
676
679
6§82
685
686
695
336
976

a7l Please Note: Visa Subclass

457 457 and 574 are not
b e counted in the ‘International

) Students Total Days
574 \‘ Enrolled’ table below.

Depencants of 3
Post Gravuale
Studert |no fee) | I I l l I

INTERNATIONAL STUDENTS TOTAL DAYS ENROLLED
Ref KIN | PRE | YOi | Y0z | Y03 | Yoa | Y05 | Yo0s

Yor Yoa Yoo Y10 Y11 Y12 Grand
USE Total
768 577
Total Days 577 577

FULL FEE PAYING INTERNATIONAL STUDENTS
571 KIN PRE | Y01 Y02 Y03 Y04 Y05 Y06 | Y07 yos | Yos Y10 Yi1 Y12 | USE |
Oepanment (M| F [M|F [M|F [M|F[M|F |[M|F|MIFIM|F[MIFIM|FIM|[FIM|FIMI|FIM|F[M|F
Recruited
Student 1
(Full Fee

Paying)

Example of Integris WA Census Form FF2
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4.6 Semester 2 Census Export

The Semester 2 Census Export produces export files for the A2, A2A, EN2 and Semester 2 Final
Export that are stored on the ‘G’ drive and extracted directly by the Department of Education to
further streamline the data collection process. As the export includes some data validation included
in the previous reports, the export should be run after all previous Semester 2 reports have been
completed.

In some circumstances, the data may have a condition that does not necessarily prevent the export
from being produced. In this case a warning report is produced detailing the issue and the user is
prompted to continue with the report. If the user selects “Yes” then the export continues, if “No” is
selected then the export is not generated.

If data validation errors occur, an error report will be generated. These need to be rectified before
the export can be generated.

To run the Semester 2 Census Export:

e Double click on the Semester 2 Census Export icon.

3
Instructions — -
When the school has completed <& FomA2 _J
ol chocks, and the ;d::l &y FomA2A
Princpal confiems that data is :
accurae, 1un this expost <& FomEL2

< FomEN2
< FomFF2

oo emester 2 Cansus Expost

View default information entered in Parameters.
e Click OK.

The following messages will be displayed:
T Export =l

Export the Census data to the Department of Education?

If No is selected the process cancels.

e Click Yes.

If the ‘G drive is not available the message below will display:
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i Export @

The G drive is not available. Please contact the Customer Service Centre at the
Department of Education.

If this message is displayed, please contact the Customer Service Centre (CSC) on 9264 5555 or
Country callers 1800 012 828.

Selecting ‘OK’ will close the message and return the user to ‘Reports for Semester 2’ window.

If the G drive is available the below message will display:

Census Information
The following infarmation iz required:

Ferzon Completing Form

D ate of Census 05/08/2011
Drate for Age Calculation |01 /072011

e |f the information is correct click OK.

The A2 Export will process.

If any validation errors occur a warning report will display.

After closing the A2 Warning report the below message will display as shown below:

5

There are warnings - continue anyway?

Selecting ‘No’ will close the message and return the user to ‘Reports for Semester 2’ window.
Selecting ‘Yes’ will generate the Form A2 export and copy the file to the ‘G drive’.

The A2 Export will then begin to automatically process.

If there is any validation errors the warning report will display.

On closing the report the following message shown below will display.

AZA =]

There were warnings - conkinue anymay?

Selecting ‘No’ will close the message and return the user to ‘Reports for Semester 2’ window.

Selecting ‘Yes’ will generate the A2A export and copy the file to the ‘G drive’.
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The EN2 export will begin to process.

If any errors are found the EN2 error report will be displayed.

Closing the error report will return the user to ‘Reports for Semester 2’ window.

If no errors are found the EN2 export will generate and copy the file to the ‘G drive’.

The Semester 2 Final Export will begin to process.

If any errors are found the Semester 2 Census Final Export error report will be displayed.
Closing the error report will return the user to ‘Reports for Semester 2’ window.

If no errors are found the ‘Semester 2 Census Final Export’ will generate and copy the file to the ‘G
drive’.

On completion of all exports being generated and copied to the ‘G drive’ the message shown
below will be displayed.

Export x|

The files have been dispatched.

Selecting ‘OK’ will close the message and return the user to ‘Reports for Semester 2’ window.
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Education WA Census Manual - Semester 2 2011

Support and Frequently asked questions
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) Support
5.1 Frequently Asked Questions

How do | know I’'m using the latest version of the WA Census module?

You can check the version number and build date on the panel that displays after selecting
Semester 2 reports (at the bottom of the instructions area) or go to the top menu option Help,
select System Information and the version details for each module are displayed. The correct
version for census should be 4.23.00 or later.

Why is a ‘?’ appearing in the Office Use Only Column of the A2 or A2A forms?

If for example a ‘?K’ appears on the A2 or A2A reports, this indicates the FTE for one or more
kindergarten students have been entered incorrectly, for example as 0.04 instead of 0.4. The FTE
values should be checked via speed entry and corrected before submitting the forms.

Why isn’t the Export working as shown in the manual?

This may be because the ‘G’ drive is not accessible. Contact the Customer Service Centre to
ensure the ‘G’ drive access has been set up correctly.

The number of students shown on the census form is more than the number | have on the
current roll. What is wrong?

If you have more students on the census than you have on the current roll it is most likely to be
because a student on the former roll has an entry and leave date combination that shows them at
the school on the census date. Use student find, select the former roll and on the Dates tab enter
a Leaving Date in the From column of the census date. Leave the To column blank. The search
will find any former roll student who left on or after the census date. These students will be
counted for census purposes. If the leave dates for any students found are incorrect they will need
to be edited.

The number of students shown on the census form is less than the number | have on the
current roll. What is wrong?

If you have fewer students on the census than you have on the current roll there are four most
likely explanations.

A student (or perhaps several students) on the current roll has a starting date after the census
date. Such students quite correctly are not being included in the census reports. To check these
students use student find, select the current roll and on the Dates tab enter an Entry Date in the
From column of the day after the census date. Leave the To column blank. The search will find
any current roll student who appears to have commenced after the census date. If the entry dates
for any students found are incorrect they will need to be edited.

A current roll student has a leaving date before the census date. Use student find, select the
current roll and on the Dates tab enter a Leaving Date in the To column of the day before the
census date. Leave the From column blank. The search will find any current roll student who
appears to have left prior to the census date. If the details are found to be correct any students
found should be on the former roll. If the leave dates for any students found are incorrect they will
need to be edited.

Year 11 and 12 students on the current roll have been given Participation List status to remove
them from the Census figures.
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Students have been incorrectly marked with an Attendance type of ‘Census Not Counted’, check
by using Speed Edit.

5.2 Customer Service Centre

Should you require support in completing Census requirements please contact the
Customer Service Centre (CSC) at the Department of Education.
Contact details below:

5.2.1 Phone (CSC)

Metro callers: 9264 5555

Country callers: 1800 012 828

Please be prepared to supply your ID number, contact details and a brief description of the
problem.

5.2.2 Fax (CSC)

9264 4701
Please include your ID number, contact details and a brief description of the problem.

5.2.3 Email (CSC)

customer.service.centre@det.wa.edu.au
Please include your ID number, contact details and a brief description of the problem.

5.2.4 STIMS Web Page

http://det.wa.edu.au/intranet/stims
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