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Setting up your Blank MIS System

This guidewill show youhow to set up your MIS system.

Note: All pages belovare subject to having relevamoles and Permissions You will need to have yowschool ID,
Usernameand Passwordto login to the MIS. Bromcom will have provided the login details via email to the n

contact at the school.

Bromcom & Bromcon Technlog Sl -

Modules

22 Administration

il Analysis m s
ﬁ Assessment Room
= Attendance Foom 13 i
¥ Behaviour Academic Calendar

) Period Structures
& Census

Maintenance
0 communication
#% Schools
. Cover
(2 curriculum
I Diary
¢ Dinner
® Examination
£ Finance
T Mychildatschool
* Setup

M, Student Portal

O su pport

Insight | Attendance | Behaviour l @

078

Curriculum
& 5Staff Timetabling
ff) Student Class Assignment

Routines
“ Apply Timetable Model

& Apply Timetable Model (Nova-
T6)

) Assign Student Year Groups

& Bulk Curriculum Assignments

¥ Bulk Edit Group End Dates I
& Bulk Group Assignment

[ Bulk Learning Aim Update Ire
= Bulk Timetable Exclusions

T! Class Promotion

= End of Year Wizard

3¢ Subject Review

<1 Tutor Group Promotion

= Tutor Group Timetable Generator

= View Timetables
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Accessing Curriculum

Move the cursor oveModuleson the lefthandmenu

To acces€urriculum,move the cursor oveCurriculumfrom the lefthand menu and cligkhis willunderline the
module and reveals the available menu options.

Bromcom & Bromcom Techology Shool -

Modules

Insight | Attendance | Behaviour l @

2% Administration

Favourites i Analysis

A
e ﬁ Assessment
Modules
= Aftendance Foom 13 o 078
17 Behaviour Academic Calendar Curriculum
) Period Structures & Staff Timetabling

Census
o ¥ Student Class Assignment

o Maintenance
D Communication

f® Schools Routines

R Cover 2 Apply Timetable Model
& Apply Timetable Model (Nova-

&3 curriculum T6)
@ Mssign Student Year Groups

I Diary 4 Bulk Curriculum Assignments

. [ Bulk Edit Group End Dates
Y2 Dinner I

& Bulk Group Assignment
® Examination [ Bulk Learning Aim Update Ire
= Bulk Timetable Exclusions
£ Finance ¥! Class Promotion
- MyChildAtSchool = End of Year Wizard
32 Subject Review
* Setup 0 Tutor Group Promotion
= Tutor Group Timetable Generator

™| Student Portal = View Timetables

O su pport

I Y — D—
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Setting Timetable Defaults

TheConfigurationarea sets th@imetable Defaultsised to define the amount of time that will be allocateddasses
and Registration Periods. Go toConfig>Curriculum>Configurations

Bromcom & Sramcom TechnologySchl -
Configuration
Insight | Attendance ‘ Behaviour l @
22 Administration
i Analysis
£ Assessment Room
=, Attendance Room 15 <
Mobile 4 v
17 Behaviour
Room 15 v
0 communication
& Cover oo
B Curriculum Academic Days
Academic Years
L Diary = Clubs and Trips Settings
% Dinner
% ON Data
® Examination 4 Staff Non Cantact and Duty Codes
. < Subject Groups
T MychildAtSchool
‘ Setup ENO7/A1 (19/20) English
M| Student Portal END7/A1 (19/20) English
O Ssupport
for Today View As~ %]
¢ n detention for today
Config

L

Ente the duration (in minutes) foAM Reg Duratiorand PM Reg Duration

B Save

Defaults for Period Durations

AM Reg Duration* 20 minutes PM Reg Duration® 12 minutes

Class Duration* 60 minutes Max Class Duration* 60 minutes

TheClassDuration refers to the length of thd?eriod and the Max ClassDuration refers to the maximum length a
Period can be. For example, eaékriod of the day may have a duration of 40 minutes, but thst Period on Friday
may be 50 minutes. Therefore, tli@assDuration would be 40 and théMax ClassDuration 60 allowing for &eriod
up to 60 minutes.

ThePeriodsbutton will take you directly to thdays and Periodsection; this is useful if you need tonfigure or
alter yourPeriod Sructures either before or after defining th&imetable Defaults

I S (U — D
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Creating a New Period Structure

To start the process, go tdodules> Curriculum>Academic Calendar Period Structures

Modules

22 Administration
il Analysis

Z. Assessment
= Attendance
¥ Behaviour

& Census

0 communication
& cover

& curriculum

I Diary

& Dinner

#® Examination

£ Finance

T MyChildAtSchool
* Setup

M, student Portal

Q support

Attendance ‘ Behaviour ] @

Room 15

Academic Calendar

"3
m,

Maintenance

#®* Schools

~

& My Groups

078

Curriculum
& Staff Timetabling

5] Student Class Assignment

Routines
. Apply Timetable Model

& Apply Timetable Model (Nova-
T8)

@ Assign Student Year Groups
4 Bulk Curriculum Assignments
[# Bulk Edit Group End Dates

& Bulk Group Assignment

[l Bulk Learning Aim Update

= Bulk Timetable Exclusions
¥! Class Promotion

= End of Year Wizard

3¢ Subject Review

0 Tutor Group Promotion

I reg

= Tutor Group Timetable Generator

= View Timetables

Y7 Subject Tracker

To create a newPeriod Structureyou can begin by clicking tiéew button. You willbe taken to theCreate Period

Structurepage.

EE T

Period Structure |: <WOT SELECTED:=

=
v |
;
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Create Period Structure

Fields marked with a (*) are required.

* Period Structure Name |1 Week 5 Periods |

* Morning begins 08:30 (HH:mm)
* Afternoon begins 13:00 (HH:mm)

No. of weeks in cyclic academic pattern |1 ¥

* Week 1 Mon ¥ Tue l# Wed v Thu ¥ Friv. Sat| | Sun| |

* Days in timetable cycle |5

*Available From 17/06/2019 o}

Give your newModel aName which must be unique, for example 1 WeeReriods.

Set thestart time of theMorning and Afternoon sessions; this will be the time the first session of therningand

afternoon begin. This will usually be the AM &@pill Registration sessions. WherdM and or PM registers are not
used, it will be the first period of the morning and the first of the afternoplease ensure that you use the forma
shown in the brackets.

Set the number of weeks that will exist in your timetable cycle for exampleidalmetable cycle that runs Monday
Friday is a 2veek cycle (Monday to Friday week 1, followed by Monday to Friday week 2).

Once you have selected the number of weeks, you can tstapecify which days will b&cademic DaysTheDays in
Timetable Cycldield allows you to set the number of days before the new week begins.

Finally, you can determine an availability date for this period structure and put any changetargaising th&ave
button, you will now be taken to th€reate Timetable Day Strture for you named3ructure.

- ENEE
Create Timetable Day Structure for 1 Week 5 Periods

Save your day structure as you finalise each day, Confirm the model when it is complete

Morning begins 08:30 Afternoon begins 13:00
AM Reg Duration 20 PM Reg Duration 10
Class Duration 60 Max Class Duration 60

Day Number |1 v

| am v | loszo  ||osus || 20 |

D AM Register Period D PM Register Period D Non-Teaching Time
|#| Copy settings to all days of the Timetable Cycle on Save

I S | — —
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SelectPeriod TypeStart Timeand End Timeor your first session.

AM ¢ Morning AM Registration
PM ¢ AfternoonPM Registration
TP¢ Teaching Period

PS¢ Pre School

BRc¢ Break

LUc Lunch

AS¢ After School

=4 =4 =4 =8 -8 -8 9

electPeriod [ypeStar

0830 | |oa49 | | 20 ‘

r Period D PM Register Period |:| Non-Teaching Time
#Copy| TF to all days of the Timetable Cycle on Save

RN
Create Timetable Day Structure for 1 Week 5 Periods

Save your day structure as you finalise each day, Confirm the model when it is complete

Morning begins 08:30 Afternoon begins 13:00
AM Reg Duration 20 PM Reg Duration 10
Class Duration 60 Max Class Duration 60

Day Number D
| raa

E-

“AM v | |os:30 |Da49 H 20 ‘

D AM Register Period D PM Register Period D Non-Teaching Time
|+ Copy settings to all days of the Timetable Cycle on Save

Click on theAdd button to enter the nextPeriodby entering thePeriod TypeStart Timeand End Time Continue the
process until all théeriodshave been included.

Note 1: The Duration of the Periods must be within the defaults specified within th&€imetable Defaults
Gonfiguration.

Note 2 TheEnd Timeis up to the last second, for exampfethe AM End Timds 08:49 then theStart Timeof the
nextPperiod will be 08:50.
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Below is an example of a 1 week 5 Period day includBigakand anAfter-SchoolSession

e | o | o
Create Timetable Day Structure for 1 Week 5 Periods

Save your day structure as you finalise each day, Confirm the model when it is complete

Morning begins 08:30 Afternoon begins 13:00
AM Reg Duration 20 PM Reg Duration 10
Class Duration 60 Max Class Duration &0
Day Number

N -
E_MM
AM T

08:30 08:49
I TP ¥ | |0&50 02:45 &0
I TP ¥ | |09:50 10:45 &0
I BR ¥ | 1050 11:0% 20
I ™ ¥ | [11:10 12:09 B0
I FM ¥ | 11300 13:09 10
I TP ¥ | 1310 14:09 &0
I P ¥ | [14:10 1509 &0
I AS T | 11510 16:00 51

D AM Register Period D PM Register Period D Non-Teaching Time
|+ Copy settings to all days of the Timetable Cycle on Save

It is recommended that youlefine your Breaks (BR), Lunch (LU),8&hool (PS) and After School Sessions (AS).
will need them if you want to schedule detentions outside of normal teaching periods (e.g. after school) or you w.
to timetable a teacher to do lunchtime duty.

Checking the&Copy settings to all days of the Timetable Cycle on Sailereplicate the structure for day 1 to all days

(Defaull).
ClickSave

If you have a different setup for one of the days, select By Numberfrom the dropdown and then adjust the
Periodsand timings as required and then sel€xnfirm

Note: If you have the sam8ructure for each day then you must still selégsaveand thenConfirm.
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Creating an Academic Calendar

To start the proess, go taConfig > Curriculum > Academic Years

Bromcom 4 Bromcom Technology Shool -
Configuration
Attendance @
22 Administration
i Analysis m ]

L Assessment Room

=, Attendance fioom 15 &
Mobile 4 V4
¥ Behaviour
Room 15 v

O communication
# Cover

% Academic Days

n Diary = Clubs and Trips Settings

%2 Dinner # Configurations
#* QN Data
® Examination J% Staff Non Contact and Duty Codes

. ) Subject Groups
T MyChildAtSchool

A, Ssetup END7/AT (19/20) English
™| Student Portal ENO7/AT (19/20) English
O support

oforTodey (0T  ©

1 detention for today

The system will automatically gerate aSart Date for this newAcademic Year

New Academic Year

Start Date* 29/08/2021 EndDate*  27/08/2022 2 @

Number of Terms* 3 v

e e = =
1 Term 1 29/08/2021 = End Date =
2 Term 2 Start Date = End Date i
3 Term 3 Start Date ] End Date ]

Period Structure  One week 5 Periods ¥ Colour Code . v

Timetable Day for first week day of Term1 1 ] TT Week N/A

Enter theStart Dateand EndDatefor the newAcademicYear

Add/Edit Academic Year

Fields marked with a (*) are required.

Start Date 01,/09/2019 End Date 31/08/2020 Fwr]

Number of Terms | 3 v |
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Select theNumberof Termsfor the AcademicYear. Amend theTerm names if required.

Mumber of Terms | 3 |

Autumn | 01/00/2019 | = |21/12/2019 | &8
2 |Spring ' |os/0172020 | == |28/03/2020 | &
3 |Summer [12/0472020 | = [25/07/2020 | €3

Structurally, tle system requires th&tart of Term to be a Sunday and thEnd of Brm should be set to a
Saturday. The red warning messages at the top of the page will disappear accordingly.

Select thePeriodStructurefrom the dropdown and leave th€imetable Dayfor the first week day oferm1 set
to 1.

Period Structure | Cne week 5 Periods T |Culuur Code _ )

Timetable Day for first week day of Term 1 | 1 v TT Week N/A
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Adding the Academic Days

To start the process, go ©onfig > Curriculum > Academic Days

Broimcom & Bromcam Technology Schal -

Configuration

Attendance | Behaviour l @

2% Administration

il Analysis m ~ o

ﬁ Assessment Room

=, Attendance Foom 15 i
Mobile 4 v
¥r Behaviour
Room 15 v

0 communication

*. Cover

f% Academic Years

Dia
0 Y = Clubs and Trips Settings
%@ Dinner 4 Configurations
% ONData
® Examination 4% staff Non Contact and Duty Codes

. % Subject Groups
T MychildatSchool

9, Setup ENO7/A1 (19/20) English
M, Student Portal ENO7/A1 (19/20) English
O support

nfortodey (D ~ ©

n detention for today

When creating a neviicademicYear, the user will be redirected automatically to theademic Daypage to complete
the setup of theAcademic CalendaiHowever, this can be accessed at any time by going té\taelemic Daypage.

To edit theAcademic DaysclickEdit

[ Edit
Select Academic Year

Academic Year | 19/20 v

I S |NU— D L
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The page openwith the current £rm or first one if a future calendar.

Key and Display Options i
Day Status: {-) Normal School Day; ($) Staff Only; (!) Enfarced Closure; (#) Holiday; (%) Not part of Term

Calendar defined using the following period structure(s) One week 5 Periods (2) [ Edit colour(s)
Display Timetable Days | Display Week Labels/¥#|

Term 1 19/20 01/09/2019 to 2871272019
m

AM PM| AM PM AM PM | AM PM |[AM FPM AM PM
01,/08/201907 /08,2019

2  03/09/201914/08/2019 1 - - - - - = = = = oo

3 15/08/201621,/00/2018 1 - - - - - . .. = ®

4 22/08/201928/09/2019 1 - - - - - = = = = oo

5 | 29/09/201905/10/2019 i - - - - - - - - - x x

6 | 06/10/201912/10/2019 1 - - - - - = = = = oo

7 13/10/201919/10/2019 i - - - - - - - - - = =

8 | 20/10/201926/10/2019 1 = = = - - - .. * =

9  27/0F201902/11/2019 i - - - - - - - - - = =

10 | 03/11/201909/11/2019 1 = = = - - - .. * =

11 10/11/201916/11/2019 1 - - - - - - - - - = =

12 | 17/11/201923/11/2019 1 = = = - - - .. * =

13 24/11/201930/11/2019 1 - - - - - - - - - x &

14 | 01/12/201907/12/2019 1 = = = - - - .. * =

15 08/12/201914/12/2019 1 - - - - - - - - - = %

16 | 15/12/201921/12/2019 1 = - - - - . - * =

17 22/12/201928/12/2019 1 - - - - - - - - - = =
Term 2 19/20 05/01/2020 to 1170472020 (=]
Term 3 19/20 19/04/2020 to 25/07/2020 O]

Day Status Keyto the Codesused

Calendar defined using the following period structure(&jisplaysthe Period $ructure employed
Edit Colours; enables the use of a different colour differentiate whPeriod Sructure is in use
Display Timetable Days shows theTimetable Day applied for each day of each wiee

Display Week Labelsidentifies theTimetable Week

I N [ D
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To addNon-School Daysor Staff Only Days click on the blue week number on the Kiiand side of the page

01,09

201907,09/2019
. 08,/09/2019 14,/09/2019

3 15/09/201921/09/201%

' RR FLIIINPLINAREFGS O2RS&a o0& aSsSt SO0 AMAM askeguitedF N2 Y G KS
Cascade Timetable on SaveGenerally used foffimetables with more than aOneWeek Cycle. See further
information at the end of this section on its use.

Day status: (-) Normal School Day: (§) Staff Only

Dosic W [T Daylocd
Sun |01/09/2019 * L * L .

Monjpz/oorz013 3 v |3 v |1

Tue [03/09/2019 § r | iz

WEerd,ﬂ}’B,n"EDIB - ¥ - LI ER

Savewhen finished for thaiWeekand repeat for eachVeekas required
Reveal or hide th@ermsby clicking on the smﬂ icon to the right of eacAerm heading.

Term 2 15/20 05/01/2020 to 11/04/2020 =

Cascaddimetable on Save
A school wants to ensure ilSWeek Timetable Cycleis followed regardless of whedalf Term falls.

To ensure theQycle is completed correctly, updating thacademic Dayso correspond with the correctvS S { ¢
Timetable Daysis necessary to achieve this. It is finalised by sele@amrade Timetablen Savewith an appropriate
radio button:Cascade changes only within this teron Cascade changes in this term and all subsequent term

In the exampleHalf Term falls inWeekB so the firstWeekback (Week 9, needs to be amended t&/eek B

Day status: (-) Normal School Day; () Staff Only; (1) Day status: (-) Normal School Day: (§) Staff Only; (1)
DayDate _JAM__PM__[IT DaylLock N
Sun 27/10/2019 © v |* ¥i|l- r Sun [27/10/2019 * ¥ * v - r
Mon(28,/10,/2019 - T - L 1 r Mon28/10/2019 - T - v g T

Tue 29/10,/2019 - T - T 2 r Tue [29/10,/2019 - T - ¥ T
Wedzoro/zons - v |- v[[3 ¥ wedbostozordl - v ||-  v|ls ¥

Thu 3171072019 - ¥ |- ¥ {4 ¥ Thu 3171042019 - v |- vi|lg ¥

Fri [01/11/2019 - T - T 5 F Fri (0171172019 - v _ v 1w

sat (0271172019 L ¥ |- T sat [02/1172019] * - - - o

Click theweeknumber and amend each of tHET Daysi 2 NB Tf SO0 (i KS dapsBitk@aschddRSaveS
and set the radio button as required.

] . J _______ j
(]
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Repeat the exercise through theermsif necessary until the desireficademic DaySructure has been completed.

=
Week 9, Term 1 19/20

Cascade Timetable on Saves|

() Cascade changes only within this term (Cascade changes in this term and all subsequent terms
Treat designated Holidays, Staff Only Days etc as part of the timetable sequencels
Skip Non-Academic Weeksy|

Day status: (-) Mormal School Day; (3) Staff Only; (1) Enforced Closure; (#) Holiday; (*) Mot part of Term

Lock
sun fp7/10/2009 =+ v |+ v || v |
monestozond - v |- v|fg v ||}
e pojrozors - v |- v [|7 v [[]
wedpo/to2019 - v |- w3 v ||[]
rha l2aanmnial . vl wllo w [l

I S |— D Rk

Blank System Setup Guic




Adding Staff

TheCreate New Staffunction is accessed from tigtaff Listpage

Click on theNew button.

Personal Details

* Full First Name
Middle Name(s)

Pref. First Name

Title

Name Order

* Gender

* Date Of Birth

*Staff Code
National Ins No.
Declared Disability

* Date started at the school

[m]

John

Il

irst Name, Last Nam: ¥

<NOT SELECTED = v

<NOT SELECTED> v

Create User Account

Ll

* Legal Last Name
Former Last Name
Pref. Last Name
Honours

Salutation

* Ethnicity
Age
School Staff No.

Payroll Number
Religious Affiliation

il

Mr J Smith
Not Yet Obtained v

|

<NOT SELECTED> A

=A =4 4 -4 -

Administration > Administration Defaults
i Date started at the schodiield is the date the member &aff is due to or has started in school
o Note: This can be in anfkcademic Yeareither past, current or futurgears.

Personal Details

Completing theFull First Name, Legal Last Nared Title will automatically create &alutation
EnterGenderfrom the dropdown list
EnterEthnicity (if obtained) from the dropdown list
Completing theDate of Birthfield will automatically complete thage
Enter Staff Code usually 3 characters as default, Howevthe length can be changed iGonfig >

* Full First Name
Middle Name(s)
Pref. First Name
Title

Name Order

* Gender

* Date Of Birth

*Staff Code

National Ins No.

Declared Disability

* Date started at the school

John

Il

-

Mr

First Name, Last Nam:« ¥

Male

01/01/1958

=

SM

|

<NOT SELECTED=> v

10/06/2019 =

] Create User Account

II

* Legal Last Name
Former Last Name
Pref. Last Name
Henours

Salutation

* Ethnicity
Age
School Staff No.

Payroll Number
Religious Affiliation

il

Mr J Smith
Not Yet Obtained v

51 Years, 5 Months

|

<NOT SELECTED=> v

I S |N— D e
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If you wish to create 8lser Accountor the new member of staff tick th€reate User Accourdption

« Create User Account

* Username jsmith » Username available
*Password @000 |ssssssesssessresesssesasaes
Show password
« User must change password at next logon

Send account details to email

* User role(s) Administrator MCAS Administrator
Admissions Office
Attendance Officer Personnel
Basic Safeguarding
Behaviour Administrator Safeguarding User
Contact SMT
Cover Supply Teacher
Diary Administrator Support Officer
Dinner Money Teacher
Exam Asst Third Party
Exams Officer VLE

Usernameand Passwordield will populate by default, but it can be changed if required
Click orShow passwordf required
User must chang@assword at next logoris automatially ticked. utick if required
Send account details to email Enter the email address.

o0 Note: this will then populate th&Vork Emailaddressn the newSaff member record
1 SelectUser Role(s)or the new staff (see alsBetup- Roles and Permissiohs

=A =4 =4 =4

On dickingSavethe system will direct you to th8taff Detailgpagewhere theStaff @WntractsandRolescan be added.

Blank System Setup Gui
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Adding Staff Contracts and Roles

This section shows you how to ad€antractandRole(3 to Staff.

MODULES STUDENTS STAFF  GROUPS

OTHERS  QUIC

K ACCESS

FAVOURITES

Y Basi .
@ Basic Details

m StaffList:  Smith, John

= Timetable

1] Contact Details
Import your *Staff Code sM
#7 Personal Details g:::::;,: M Extension No
so that P
ii; Absences :::;\:;;nh:m Role(s)
i Banking
@ Background Checks Telephones
Priority Telephone No
EComec N records to display.
& Qualifications
Email
Q, ceo Priority Email Address
2 Linked Documents No records to display.
Addresses
Address
No records to display.
Emergency Contact
Priority Contact ID Name

From thelLeft-hand side seledContracts

Notes.

Available

Location

Address Type

Start Date

Notes

End Date

Emergency

Email Type

Notes

Notes

; Bees [yt

i Tamgrabiy

1] Cominc Dy

| R—

TS P Erfruma v Sl T Lkl iy ] Gk
B Ly it =
B b P—
. Ramiaimg o Bt el 5 L [

5 i Pl T
e

B Testrecht

b gy L L]
i Trasd P sion
m ] [T
= =
Ui Cooewest " -
R [Pt ri

Date Started at the Schoda] EnterDate.

Note: it can bea Past Presentor Future Date.

Hin e TR - B

Lemine by

Complete the other fields as required (optional)

Dlali [l pu]

Wi Sk

Finlacm gl P, il v [LE S ] e L ]

I S |NU— D et
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Qick in theAdd Contractsicon- 0

* Start Date 10/06/2019 — End Date I -
*Contract Type | <NOT SELECTED> v | LastUpdated I -

If your school pays the member of staff directly, select a parmanent, fixed term, or temporary contract type.
If your school pays a third party that provides the staff, select a Service Agreement contract of the appropriate type.
If your LA provides staff and the school does not pay them directly, select the Service Agreement with Local Authority contract type.

Hours per Week Date of Last Pay Review I:l ]

Post | <NOT SELECTED> v |

* Post (SWF) ﬂ | <MNOT SELECTED > v | | Do not include in Census

|| Paid a Daily Rate

Payroll Related Information (Optional)

Post Reason | <NOT SELECTED> ¥ | Contract Termination Reason | <NOT SELECTED> ¥ |

totwstte | P
Contract Issue Date I:l ] Contract Number | |

Superannuation | <NOTSELECTED> 7 | NiContracted (¥es ()No (@ Not Known

Leave Entitlement | |

Destination | <NOT SELECTED> ¥ | Origin | <NOT SELECTED> ¥ |

Spinal Progression o Increment Month | <NOT SELECTED> ¥ |

All fields marked are mandatory.
9 Start Dateg This will default to today, change if required
1 Contract Type; From the dropdown list select the requirdgpe of Contract
9 Postg Select from list
1 Post (SWFg Select the appopriate post for the member oftaff for return in School Workforce Censudf
the Saff membe is not to be included in th€ensus then ensure that théo not include in Censutick box
is checked.

ClickSaveg This will enable you to addRole

I S |N— D
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* ContractType | Permanent

If your school pays the member of staff directly, select a permanent, fixed term, or temporary contract type.
If your school pays a third party that provides the staff, select a Service Agreement contract of the appropriate type.
If your LA provides staff and the school does not pay them directly, select the Service Agreement with Local Authority contract type.

e

Hours per Week 0

Post Teacher, Other M
* Post (sWF) [ Classroom Teacher v | [/Do not include in Census

[)Paid a Daily Rate

@ Roles
Post (SWF) Roles Start Date End Date

No records found

(+] Pay

Payment Type

End Date Modified By

Start Date

No records found

Click on theAdd Roleslcon-

All fields markd* are mandatory.
1 Role¢ From the dropdown list select the requiré&blefor exampleClassroom Teacher

1 Start Date¢ EnterSart Date for the Role

ClickSave

I (S |U— D
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