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Complete SMS 2010

2.1

Introduction

This reference guide is specifically designed for teachers to understand their roles using Complete
SMS 2010.

Complete SMS 2010 should be regarded as a tool to aid the process of record keeping such as
recording grades, attendance, conducts, comments, incidents and more.

Each teacher will work independent in a secure environment having full control over his/her mark/
grade book with no need to be concerned that his/her grades can be modified accidentally or
maliciously.

It must be understood that a report card is a summary of all related mark sheets, attendance and

comments made by several teachers and as such you will not have direct interaction with a report card
because the report card is generated.

Getting Started

To start using Complete SMS 2004-2010, locate the Shortcut icon on your Desktop and Double-click
to open it.

Each teacher logging on for the first time is required to create an account by associating a password
with his/her name from the drop-down list of teachers on the login window.

Otherwise select you

Creating a Teacher Login Account

Once Security is enabled on your version of Complete SMS 2010 the following login window is
displayed:
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Getting Started 3

I%l Please Login x

4 Cum lete SMS 2010

management made simple!

Mode TEACHER M|
Teacher \WALKER, GARY M
User name 181
Password | |
™ Change Password
Ok Exit |
To begin:

1. Select "TEACHER" from the drop-down list of Modes

2. Select your name from from drop-down list of Teachers, as a first time user, the system will display

the following window allowing you to create your account:
SECURITY CHECK x|

MO PASSWORD IS ASSOCIATED WITH YOUR USERMNAME, YOU
i MUST CREATE A PASSWORD BEFORE COMNTINUING. CLICK 'OK
— TOCREATE OME

K I Cancel

Chose 'OK" and follow the instructions to create the account using the following window:

s

™

=8| Create Password x

User Name: |181

0ld Password: I

Mew Password: || Ok

Confirmed: I Cancel

3. Type your password in both fields and select "OK"
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2.2

The system will indicate wether or not the password was successfully created.

What's my TeacherID

Your TeacherlD is a unique number assigned to each teacher when added to the system. The number
is displayed at User name on the login window after you select your name from the drop-down list of
teachers.

This number is required to use the online version of the product at www.myschooljamaica.com along
with the password you created.

Teacher's Portal

The Teacher's Portal represents the home page for each authenticated teacher. It groups pertinent
functions and charts specific to the current user and is intended to simplify navigating the product.

These functions or tasks are also accessible from the main menu bar.
The Portal is divided into four (4) panels, the chart panels will appear empty as you're a first time user,

as you enter and process grades the charts will appear, you may also need to click the refresh link on
the upper right of the portal to view current changes.
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Teacher's Portal 5

Welcome: Gary Waker

Select A Year: [2011-2012 x| Select a Teacher |JAIKFR GARY J
Students Attendance 00
Comments Register »
Report Card
Students Record
My school ‘
Logout/Change Password
] 1
10 20 30 a0 L5 e 70 g0 8 100 100
%0
a0
70
60
40
0
o
1 B (= 80 - 1 o
e My Tasks

¢ My Monthly Progress
e My Subjects

¢ My Comparison

3.1 My Tasks

This panel list the most commonly used task with self-explanatory descriptions. To perform a task -
Select the required task and wait for the window to load.

3.1.1 My Mark Book2

My Mark Book two is exactly as its name suggest, its the second version of the mark book this product
uses to record grades.

It takes a practical approach to the recording of grades in an electronic environment and as such you
are NOT required to think out side of the box! Yes that's right, the 'same ole' approach when using
your manual mark book.
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6 Complete SMS 2010

In theory, your Mark Book has Mark Sheets, each Mark Sheet has Columns, each column has
properties that represents the grades to be recorded such as the date, category, weight, contributing

factor to final grade and so on.

This Mark Book supports tab separated mark sheets, customizable and insert able columns.

3.1.1.1 How to Open My Mark Book?2

You may open your mark book using either of the following methods:

1. First Method:
- From the "My Task" panel choose "My Mark Book2"

2. Second Method:
- From the Menu Bar choose Grades >> My Mark Book2

The mark book will appears as follows:

TEACHER: YEAR: TERM: CLASSID:

2| zom-20m2 5| cHmisTMAs ] |

(1 sdent | 2 masrk sheet | B coknn |

STUDENTS - GENDER -| COL1 -| COLZ .| COL3 - COLd - | COLS - COMMENT »| CONDUCT -

Mo Photo on file for
Current Student.

E;
i
iea
g Cl\a .35 ID

Percentage
Letter

The above image represents what a first time user Mark Book2 would look like. This mark book does
not have any mark sheets inserted.

3.1.1.2 How to Insert a Mark Sheet

Open your mark book as described previously. Select the "Mark Sheet" Tab from the East Panel of
your Mark Book.

© 2013 Comsol (Jamaica) Limited



Teacher's Portal 7

Student E¥ Mark Sheet | Columnl

Subject:
IBUSINESS BASICS -|

~ Names

= ClassID:

[ov =

¢ Mixed Class:

-

¢ Create mixed class:
Select grade level:

| |
Type name:

Insert Delete

Update

List Mark Sheets

1. Choose the Subject from the drop-down list of subjects
2. Choose the ClassID or Mixed Class from the appropriate drop-down list
3. Click the "Insert" button.

The system will now prepare and display the mark sheet based on the class and subject selected as
follows:

© 2013 Comsol (Jamaica) Limited



8 Complete SMS 2010

TEACHER: YEAR: CLASSID:

: TERM:
WALKER, GARY L] 20112002 ] cHRisTMAS |

MNorth Panel

{Subject Panel) Student B Mark Sheet Column

E information technology

STUDENTS - | GENDER - | COMDUCT - | COMMENT - = ; Subject:
CAMPBELL, SHERRY-KAYE |FEMALE o INFORMATION TECHNOLOGY j
CLARKE, SELENA FEMALE 8| cassm:
COLLINS. DANEEN FEMALE o 7B j
ELLIS. CHRISOLETTE FEMALE | e
ELLIS, ELLISA FEMALE ; Insert l Delete |
GORDON, SHADIKIE FEMALE %
JORDINE, SHAMELL FEMALE = % Updlate |
LAWRENCE, ODIA FEMALE [
MARTIN, DOMNIQUE FEMALE
MCINTYRE. SASKIA FEMALE List Mark Sheets
MORRIS, CARL-ANN FEMALE
POWELL, CAMILE FEMALE
REID. DANIELLE FEMALE U
SCOTT, MOESHA FEMALE Eact Parel
SHAW, TISHAI FEMALE
THOMPSON, AVIA FEMALE
WILLIAMS, SIMONE FEMALE
BIGBY, RICHARDEON MALE
BOWERS, GLENMORE MALE
BROWN, JAMEL MALE
CAMPBELL, MENDY MALE
CHIN, JOELL MALE
DIXON, REMALDO MALE
FOSTER, LASHAWN MALE
GOODEN, ONDRE MALE
GOODEN, PIERCE-ANTHONY| MALE
GREGORY. MARVIN MALE
HALSTEAD, KIWAYNE MALE
HART. MALIK MALE
IRVING. ION MALE
JOHNSON. JAMIE MALE
INHNSON NNIF] MAI F South Panel i
% 78 (Class Fanel)

The Mark Sheet

A Mark Sheet is a Snapshot of a class list at the time it was created. Note the term "Snapshot" as
changes to the class list will not automatically change the mark sheet until you initiate those changes,
either by removing a student from the mark sheet that's no longer in the class or re-inserting the mark
sheet to include a student subsequently added to the class.

Your newly created mark sheet list students alphabetically by gender and displays there names,
gender and all predefined memo columns such as Conduct or Comments. It may be configured to
automatically insert monthly columns for you, for backward compatibility with previous versions.

Take a moment to observe the mark book and identify its panels, so after inserting our first mark sheet
for "7B", INFORMATION TECHNOLOGY, you will notice two (2) new tabs representing the newly
created mark sheet, both named according to the mark sheet. The upper tab represents the Subject
Tab Panel and the lower the Class Tab Panel and as such, every other information technology
subject will be group under information technology thus displaying all the classes for selected subject
tab.

In essence the mark book groups all mark sheet by subject area.

3.1.1.2.1 Setting up a Mixed Class

Students are grouped by home rooms and we don't necessarily teach all the students from a home
room, your class my be formed from students coming from different home rooms within the grade
level. With that possibility you can build your class list by selecting students coming from different
home rooms.

Select the Mark Sheet tab of the east panel as seen below.

© 2013 Comsol (Jamaica) Limited
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Student Ei¥ Mark Sheet | Y column |

Subject:
[FOOD & NUTRITION -]
rNames — |
¢ (assID:
|22 =l
¢ Mixed Class:
-l
& Create mixed class:
Select grade level:
10 =l
Type name:
Insert Delete

Undo Update

List Mark Sheets

The Mixed Class drop-down list and option stores all previously defined mixed classes and allows you
to select from it.

Create mixed class

Each mixed class created must be associated with a grade level and named, its recommended that
each name is prefixed with the grade level to assist with identifying it. Use names that are appropriate
and best describe the class list you are building.

- Select the grade level from with the students come
- Type the name and press enter

Confirm that you want to create the mixed class and confirm that you want to set it up now, after which
the following window appears allowing you to select your students.

%Setuprhxed Class -AX
[~ Source Listing [ Selected Listing
Grade Level: Gender: Mixed Class|D: Status:
10 | maLe El 10FO0DSL =] lacmve |
ANGLIN SHAQUILLE MALE ﬂ
BAKER CHRISTOFHER | MALE
BAKER NAVADO MALE
BARMES ANTONIO MALE
BLAKE RICARDO MALE
BLAKE SHEVON MALE
BROWHN ALANDRAE MALE ;I
BROWHN GARFIELD MALE =
Browin Kashief MALE
BROWHN KEREIF MALE
BROWHN MICHAEL MALE
BROWHN RUKANO MALE
BROWN SHAWN MALE
CAMPBELL 1 MALE
CAMPBELL KEMAR MALE
CAMPBELL OMEIL MALE
CAMPBELL ROMARIO MALE
CAMPBELL ROMED MALE
CARTER MICHAEL MALE LI
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10 Complete SMS 2010

The left side (Source Listing) shows all the students for specified grade level and gender alphabetically
allowing you to quickly identify your students. you may change the gender or grade level to select from
other groups.

To select a student from the source listing, simply double-click the name of the student or select a
student and click the button with the greater than sign >'.

To remove a student from your selected listing (right side) also double click the name of the student
from that side,

When you're done selecting the names, close the window, then to insert a mark sheet based on that
select list, make sure the name of the class you just created is displayed at the ClassID field and then
click the insert button on the said mark sheet tab.

Editing your Mixed Class Listing

You may need to edit or change your mixed class after defining it, to return to your mixed class list,
simply reselect it from the drop-down list of mixed classes from the mark sheet tab and confirm that
you want to edit it,

Complete SMS 2010 x|

'.9.' You have selected a mixed dass, do you want to setup it up now?

Yes No

Click Yes and the above window will re-appear.

3.1.1.2.2 How to Insert/Delete a Column

A Column on your mark sheet is used for recording the results of an assessment as you would in your
manual mark book. Each column can be setup to simulate exactly what takes place on your manual
mark sheet, in fact this is the recommended way to use your mark book as the system will be able to
effectively monitor a students progress.

Traditionally, we summaries the grades recorded in our mark books and transfer them to a report
writer or a report card, this method inevitably hide the progress of our student within the mark book as
the aggregated score being keyed either monthly or per term does not adequately represent the true
progress that the student has made.

To Insert Column

- Choose the mark sheet you want to insert columns to, by selecting the ClassID from the
Class Tab Panel

- Select the Column Tab

- Click Insert a Column Button

© 2013 Comsol (Jamaica) Limited
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| Sb_ldentl B! Mark Sheet Column [

Insert a Column

Delete Column

O Hide Columns for Closed Periods

Show Average Columns

With this version of product, the system displays a Insert Column window as shown below that allows
you to define the column you want to insert. Defining a column is simply telling the system how to
process the grades you are about to record. Each column must be associated with a category or a
component. It is important to define a column using an appropriate title that describe the grades being

entered as well as the actual date the assessment was given not the date you actually record them.

=8| INSERT COLUMMNS x
Fill in the required fields to setup this new
column
Class ID 9s =
Subject BUSINESS BASICS =
Term SUMMER =

Title
Date 21/11/2013
Month NOV -l
Category =l
Component -
Factor
Weight 100

INSERT | CANCEL |

After specifying all the properties of the column, Click the Insert button to add the column to the mark
sheet, the window will remain open to allow you to insert more columns. click Cancel to close when

done. Once the column is inserted you may begin recording your grades.

© 2013 Comsol (Jamaica) Limited



12 Complete SMS 2010

To Edit a Column

You may need to change or edit a column after you have inserted it, to achieve this, select the column
you want to edit by clicking any cell within that column, the system will immediately display the
following column properties window on the column tab of the east panel. Make the necessary changes
which are automatically saved.

| Sb.ldentl E:¥ Mark Sheet Column l

Class D |?E =

Subject |Ir-JFOR[.-1.-'5.TI0r-J TECH -
Column 1

Date 01/04/2013

Title CLASS WORK

lonth APR j
Term CHRISTMAS j
Component j
Factor 05

Category COURSE WORK j
WWeight 25

Average r

Insert a Column

Delete Column

O Hide Columns for Closed Periods

Show Average Columns

To Delete a Column

To delete a column, select the column of the mark sheet you wish to remove or delete then click the
Delete Column button on the column properties tab.

3.1.1.2.3 How to Update/Undo Update Mark Sheet

After you have recorded your grades you are required to Update your Mark Sheet. This process
involves summarizing the grades monthly as well as by category and transfer there results to the
cumulative records kept by the system. If your mark sheet is not updated there will be no report card
entry for your subject area.

To Update your Mark Sheet:

1. Select the Mark Sheet Tab from the East Panel
2. Click the Update Button

© 2013 Comsol (Jamaica) Limited



Teacher's Portal 13

Student E(¥ Mark Sheet | Column |

Subject:
[FOOD & NUTRITION ~|
~ Names
¢ ClasslID:
[10FOODS1 -

&+ Mixed Class:
10FQ0ODS]

¢ Create mixed class:
Select grade level:

[10 =

Type name:

| |
Insert Delete

Undo Update

List Mark Sheets

The "Update" button toggle between "Update" and "Undo Update" depending on the state of the
Mark Sheet, therefore if the Mark Sheet is NOT updated and the class tab has a "Red X" on it, the
button displays "Update" otherwise it displays "Undo Update".

3.1.1.3 Edit Mark Sheet

You may need to edit your mark sheet because you entered wrong information about it, such as the
wrong subject, term or even teacher. To Edit a mark sheet you click the List Mark Sheet link on the
mark sheet tab of the east panel as shown below.

© 2013 Comsol (Jamaica) Limited
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Student E¥ Mark Sheet | Column |

Subject:
[FOOD & NUTRITION -|
~ Names
¢ ClassID:
[10FOODS1 =l

& Mixed Class:

¢ Create mixed class:
Select grade level:

[10 |

Type name:

| |
Insert Delete

Undo Update

|ist Mark Sheets

This will display the following window, that list all the mark sheets for specified teacher or all that you
have created.

=8| MARK SHEETS

CLASSID = TERM = SUBJECT - | UPDATED -
E) SUMMER BUSINESS BASICS O Edit
35 SUMMER. BUSINESS BASICS
O Undo Update
a3 SUMMER BUSIMESS BASICS
av SUMMER BUSINESS BASICS O
aw SUMMER CARIBBEAM HISTORY O
—Filters Undo All
Teacher: ClassID: Term:
ALLEM, ALETHIA j I j ISUMMER j
Update All
" Do not show updated batches

The List Mark Sheet window allows you to update and undo update your mark sheet as well as editing
your mark sheet. Select the mark sheet record you wish to edit and click the edit link as shown above,
the follow window appears allowing you to changes properties of the mark sheet.

© 2013 Comsol (Jamaica) Limited
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—s| EDIT MARK SHEET x

Year: Term: Class ID:
Im jISUMMER ] Igw ]

Teacher:

IALLEN, ALETHIA j

Subject:

IBUSINESS BASICS j

Make the change and click apply.

3.1.2 Students Attendance

Students Attendance allows you to record the daily attendance of students in your form class. In order
to record the attendance of students you must be defined as a form teacher of that class.

To mark the names of your home room students:

1. From Teachers Portal, in "Tasks" panel select 'Students Attendance’
2. From Main menu bar Select Attendance, Students Attendance.

The following windows appears:-

© 2013 Comsol (Jamaica) Limited
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2] Class ID: Gender: Week:
[orzotz Ffe ~[soth EiL] [ [
HON TUE WED THU FRI
5 6 H 8 £
STUDENT SEX M A M A M A M A M A =
CAMPBELL. SHERRY-KAYE | FEMALE
CLARKE, SELENA, FEMALE
COLLINS, DANEEN FEMALE
ELLIS. CHRISOLETTE FEMALE kel
ELLIS. ELLISA FEMALE
GORDON, SHADIKIE FEMALE
JORDINE, SHANELL FEMALE
LAWRENCE, ODIA FEMALE
MARTIN, DONIGUE FEMALE
MOINTYRE, SASKIA FEMALE
MORRIS. CARL-ANN FEMALE
POWELL. CAMILE FEMALE
REID, DANIELLE FEMALE
SCOTT, MDESHA FEMALE
SHaw, TISHaI FEMALE
THOMPSON, A4 FEMALE
WILLLAMS, SIMONE FEMALE
EIGEY. RICHARDEOM MALE
BOWERS, GLENMORE MALE
BROWHN, JAMEL MALE
CAMFRELL, MENDY MALE
CHIN, JOELL MALE
DI<0M, RENALDD MALE
FOSTER. LASHAWN MALE
GOODEN, ONDRE MALE
GOODEN, PIERCE-ANTHONY | MALE
GREGORY, MARVIN MALE
HALSTEAD. KPwAvME MALE
HART, MALIE, MALE
IRVING, 10N MALE
JOHNSON, JAMIE MALE
JOHNSON, OMIEL MALE
JOHNSOM, PETER MALE
MCLALUGHLIN, GAVIN MALE
MENDEZ. RUSHAWH MALE -

Date of birth:

Student Ratio:

Class Ratio:

[~ Quick Tasks

m{aﬂzw v| ™ Al week

 present © Late © Excusec’ Absent ' Clear
I Overwrite [~ Current student
Change

[~ Summary -

& Moming ( Afternoon

DATE MALE FEMALE TOTAL
170201 0 o o

The students are listed only after you have selected a week from the drop-down list of weeks.

Like your manual register, there are five (5) columns representing each day of the week, each day

having two (2) sessions "M" for morning and "A" for afternoon.

Now, to mark a name, you will need the aid of a mouse - you position the mouse pointer in the
adjacent cell relative to the student and day/session to be marked and click.

click 1 - A for absent
click 2 - L for late
click 3 - E for excused
click 4 - P for present
click 5 - clears the cell

If your not defined as a form teacher the system will alert you as follows:

SECURTTY CHECK x|

R WALKER, GARY, YOU ARE NCT DEFIMED AS A FORM TEACHER

/.-' OM THE SYSTEM, AS A RESULT YOU CANT MAKE CHANGES TC A
—  REGISTER., PLEASE CONTACT THE SYSTEM ADMINISTRATOR. FOR
ACCESS!

© 2013 Comsol (Jamaica) Limited



Teacher's Portal 17

3.1.3 Comments Register

Form teachers are often required to comment on a students conducts each term while grade
supervisors comment on performance and as such Complete SMS 2010 provides a Comment
Register to make this role possible.

Only teachers defined as form teachers as well as Grades supervisors can make comments using the
comment register.

To make Comments:-

1. From Teacher Portal under My Tasks select Comments Register
2. From main menu bar, select Grades, Comments Register.

The following window appears:-

Filter

’VCIass D: [78 =l vear: [2011-2012 =]} Term:[SuMMER J=|
NAME OF STUDENT - | SEX - ~)| EF commentsfraces |# profie | (B4 otes | &3 other | e
CAMPEELL, SHERRY-KATE [ COMMENTS FOR CAMPBELL, SHERRY-KAYE
CLARKE, SELENA FEMALE = =
- & Form Teacher's Grada Supervisor's Principal's No Photo on file
COLLINS, DANEEN FEMALE for Current
ELLIS, CHRISOLETTE FEMALE Cherry Kaye has the potential to achieve academic excellence. She needs to settle down and Student.
ELLIS, ELLISA FEMALE focus more on her school work.
GORDON, SHADIKIE FEMALE  |*Il' v, campbell
Date of Birth:
JORDINE, SHANELL FEMALE
LAWREMCE, ODIA FEMALE Age:
MARTIN, DONIQUE FEMALE 2
Al Perfo 5
MCINTYRE, SASKIA FEMALE I™ DONT POSITION | Select Gomments | ool #recefied I Oveite existiog 3‘;"‘"‘9;’ ST
MORRIS, CARL-ANMN FEMALE SUBJECT » |[COURSE = | EXAM « | FINAL » - | CONDUCT ~| COMMENT -| TEACHER =~ = i i)
POWELL, CAMILE FEMALE EIEEIRIEE 8 & = g i Ho. of times Absent:
= 0
DESIGN ARTS Abs 3 12 E F 21 B. JARRETT
REID, DANIELLE FEMALE Wo. OF & 1565t
SCOTT, MOESHA FEMALE ENGLISH LANGUAGE 69 47 58 c F 17 K. Wright 0
" No. of times Excused:
SHAW, TISHAL FEMALE ENGLISH LITERATURE 0 Abs F 17 K. Wright i 0
THOMPSON, AVIA FEMALE
INDUSTRIAL 85 43 62 [ 16,17,20 0. EBANKS
WILLIAMS, SIMONE FEMALE TECHNIQUES 0 ’ “
BIGBY, RICHARDEOM MALE INFORMATION 50 Abs F 20 C. Dennis
! TECHNOLOGY
BOWERS, GLENMORE MALE INTEGRATED SCIENCE 0 Abs G 20 N. Bartley
a2 e LIBRARY SKILLS 85 Abs P 18,20 V. HAUGHTON
CAMPBELL, MENDY MALE
MATHEMATICS 60 Ab: H 15 S. CAMFBELL
CHIN, JOELL MALE ’ : ’
DIXON, RENALDO MALE MUSIC 48 Abs G 15 V. CAMFBELL
FOSTER, LASHAWN MALE PHYSICAL EDUCATION 70 17 40 E U 24 &, THOMPSON
GOOQDEN, ONDRE MALE READING 60 u 20,17,18 S. JOHNSON
GOODEN, PIERCE-ANTHONY MALE
GREGORY, MARVIN MALE SOCIAL STUDIES 44 28 38 E F 20 T. OIXON
HALSTEAD, KIWAYNE MALE SPANISH 50 Abs P 19 5. Maddan

The names and other details appear only after selecting a class from the drop-down list at Class ID:.

Select the name you want to comment on and type your comment in the comment area, you may also
double-click the comment area to select from a list of pre-defined comments.

3.1.3.1 Choosing Pre-Defined Comments

When you double-click the comment area the following window appears allowing you to select a
comment:

© 2013 Comsol (Jamaica) Limited
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3.1.4

COMMENT TYPE:

COMMENTS

$nams is a guist, confident and co-opsrative studsnt who
has a positive approach to Sher/his work. With continued
hard work and dedication Sshe/he will reap success.

$teacher

Sname is & pleasant and hslpful studsnt. Howsvar she nesds
to spend more time on her academic work in order to
improve her overall performance.

Steacher

Sname is a polite and mature member of the class who
socializes well with her peers. Spame has thea potential to
de well academically but neads to be more conaistent in
the standard of work she produces.

Steacher

| »

To Select a comment from this list, also double-click the comment you wish to use.

After selecting a comment you may adjust it to your desire by cutting and pasting.

Report Card

Once all the grades are in, attendance record and comments in, the report card is ready to print. Only

mark sheets that have been updated will make it to the report cards.

To print Reports Cards: -

1. From Teachers Portal under My Tasks select Report Card

2. From main menu bar select Grades, Report Card

The following window appears:

© 2013 Comsol (Jamaica) Limited



Teacher's Portal 19

5] Print Repart Card =X
r~ Filter
VEAR: [IFEEIRE | TERM: [CHRISTMAS =
Report by
© Grade Level | |
" Class D f |
" Student I J

General | Advance |

Next Term Begins: |03.-'DQ.-'2012

Ho. Of Session: |368
Template: |rptReportCard_fhs1 j

[~ Use Progress Report
¥ attendance Details

Preview | Cancel |

Set the appropriate filters such as YEAR and TERM, the system provides three (3) methods to print:-
1. Grade Level
2. ClassID
3. Student

Grade Level - This method allows you to print all the report cards for the specified grade level, usually
selected when printing for filing.

Class ID - This method allows you to print all the report cards for the specified class and allows for
ranking/positioning to take place.

Student - This method allows you to print a single report card for the specified student.

3.1.5 Students Record

A Record is created for each student currently enrolled at your school, the student record window
allows you to add, edit or delete a student's record.

When clicked the following window appears:-
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Toolbar
Student ID: W Index# I— Class ID: Iﬁ Status: | i ;I_’I
tast Name: —_—  Address: No ph :
First Mame: p oto for this
Middle: | student. Select
NickName: [ City/Town Photo from the
Sex: = Psh | -l Toolbar to add
Date of Birth: [21/11/2013 | Telephone: I photo.
Nationality: I— e-Mail: p— |

Parent/Guardian |Adm'msionfhttendanoe| Fees | Scanned Documents | Grades | Other |

Relationship:
|M0ther :I' I™ Primary Guardian I™ Same Address

— General Information

Last Name:

First Mame:

Address:

Home Tel#:

Cell Tel#:
Wark Tel#:
e-Mail: I

Occupation: I

The windows has a toolbar of functions labeled according to there tasks.

How to add a student

By completing this form and clicking save you would have successfully added a new student record to
the system's database.

The above highlighted fields are required before a record can added or created.

How to search for a student

In order to edit or delete a record, we first need to search for or retrieve it and display it on the students
record window. To do this, click the search button on the tool bar of the student record window as
shown below:-

1 QHP|E EB VX @

Mew Close  Save Photo ClassID Motes Status  Delete HEIp

The following window appears:-
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§| LookUp Students X
—Search Filters
Last Name: First Name: Class ID: = |
| | | | | - |
Clear
StudentlD - LastName - Firsthame -| ClasslD - Status |~
HiE ADAMS JAHNOIE 30 ACTIVE =
653 ADAMS O'BRIEN 70 ACTIVE
2078 AITCHESON AARCN v ACTIVE
2051 AITCHESON SHAMAY W ACTIVE
512|ALCOTT RICARDO 11-5 GRADUATED
1445 ALEXANDER JADA aw ACTIVE
1697 | Alexander Leonarde 90 ACTIVE
1232 ALLEN ABIGAIL 115CI ACTIVE
229/ ALLEN ADRIAM 1MBUS ACTIVE
582 ALLEN CHAMTOL 1-7 GRADUATED
1101 ALLEN CHRISHNA 11-6 INACTIVE
102 ALLEN CLIVE aw TRANSFERED
581/ ALLEN KADY-ANN 11-7 GRADUATED
904 ALLEN RAHEEM 1TV GRADUATED
1331/ ALLEN RUSHANE 114 GRADUATED
485 ALLEN RUSHAMNE 11-3 GRADUATED
AArdl AL re OTLIRLA n AT M
Merge | 0K | Closa |

Allowing you to look for the student either by specifying a search filter by Last Name or First Name,
Once entered, click the 'Find' button and the system will show all records matching the name you
entered.

Select the record by clicking any column of the row relating to the record and then the OK button to
display it on the student's record window.

How to change a student class

From the student record toolbar select ClassID as shown below:-

-0 P '@-@@K

Mew Close  Save Search | Photo Motes  Status  Delste Help

The following window appears, allowing you to select a new Class from the ClassID drop-down list as
shown below, record the date of change as well as a comment or reason for class change.
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% Change Student's Class ID x
Current ClassID: I?-CI
Select New Class ID:  Date of Change:
[z2A172013 =]
Comments Reason:
Change |
Cancel |
Click 'change button' when done and be sure to click save to commit changes.
How to change a student status
From the student record toolbar select Status as shown below:-
£ =
-0 H » 0. 20K
Mew Close  Save Search | Photo ClassID Motes § Status | Delete Help
The following window appears, allowing you to select a new status from the status drop-down list as
shown below, record the date of change as well as a comment or reason for status change.
% Change Student’s Status x
Current Status: IACTIVE
Status: Date of Change:
IACI'I"-'E o] |zzn1ems =
Comments /Reason:
Change |
Cancel |
Click 'change button' when done and be sure to click save to commit changes.
3.1.5.1 Using Data Sheet

The data sheet is another option you have to add students to the system. It provides a grid like
interface to easily add record from a list.

To open the data sheet, click the drop-down button beside the New button on the students record

© 2013 Comsol (Jamaica) Limited



Teacher's Portal 23

3.15.2

toolbar as shown below.

JaH 2 2 261 DX

Mew Close  Save Search | Photo ClassID Motes Status  Delete Help

Then choose 'Data Sheet' the following window appears:-

Default Information

Class ID: D Admission date: |2 1/11/2013 Status: |ACTI\.-'E |

LastName + | FirstMame - | MiddleName - Sex - | DateQOfBirth . | ClasslD .| Status - | DateOfAdmission - TERM -
Tamanie Williams FEMALE 02/12/2010/7-0 INACTIVE 02/12/2010 CHRISTMAS
ADAMS O'BRIEN MALE 01/01/1997 7-0 ACTIVE 01/09/2009 CHRISTMAS
TUMNMN KEMAL MALE 01/01/1997|7-0 ACTIVE 01/09/2009 CHRISTMAS
RAMDALL DANRIQUE MALE 01/01/1997 7-0 ACTIVE 01/09/2009 CHRISTMAS
ROBINSON TIJINE MALE 01/01/1997| 7-0 ACTIVE 01/09/2009 CHRISTMAS
STEPHEMNS ANTHONY MALE 01/01/1997 7-0 ACTIVE 01/09/2009 CHRISTMAS

* 7-0 ACTIVE

Choose the class you want to add the records to and start adding the records.

Using Reconcile Class List
The Reconcile class list window allows you to quickly move students to there home rooms. This

window is usually used when all the students are placed in an holding class to facilitate class list
created manually.

Each grade level has a holding class as follows, 7-0, 8-0, 9-0... for example all new grade seven
students can be placed in 7-0 and then each form teacher would use the reconcile window to move
there students to there respective class.

To open the Reconcile Class Window, click the drop-down button beside the New button on the
students record toolbar as shown below.

JaH 2 2 261 DX

Mew Close  Save Search | Photo ClassID Motes Status  Delete Help

Then choose 'Reconcile Class list' the following window appears:-
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Reconcile Class List |

ClassID: Gender: ClassID: Status:
E =] maLe -] IEB - Active -l
ADAMS JAHNOIE MALE BENT TA-JAY MALE il
BECKFORD BKEEN MALE BERRY SEREMNA FEMALE
CARFENTER  |ROMARIO ! Blair Alecia E
DACOSTA NICHOLAS Blake Selected List
ELLIS DWIGHT BOWVEN

GORDON STEPHEN MALE BROWWN Al

GRANT KEMAR MALE BRUCE CHRISTOF Al
HAUGHT OM BEMIAMIN MALE BURCHELL AMANDA FEMALE
HEMRY RAHEIM MALE BURCHELL ORIEA MALE
LESLIE ADANIEL MALE = | CHARLTON TANASIN FEMALE
MCPHERSON | MICHAEL MALE B | CLARKE DEVAR ) Mf’*LE_
OTTEY ALRICK MALE CREVY SUBREMA FEMALE
PARKINSON ONTOWRH MALE CRICHTON JAVOURN MALE
PEMNANT CHRISTOPHER | MALE DAVIS SHANNAE FEMALE
REYNOLDS ZAMUEL MALE DAVIS TAR-JAY MALE
SALMON CHAZZ MALE DAWKINS SHEMAR. MALE
SAPPLETOM OMEIL MALE DOVVINER. MICHOMEL MALE
SCOTT WALUGHN MALE ELLIOTT JEROME MALE
SMITH ROCKY MALE FISHER ORLANDO MALE
SMITH VWARREN MALE FOOTE TAFART MALE
TENNANT LEONARD MALE FOSTER NICHOLAS MALE
THOMPSON ROMAINE MALE GENTLES SHANAKAY FEMALE
TUGWELL KEMOR MALE GORDON FIERRE MALE
Veitch Travis MALE GORDON ASHELY FEMALE
Whitmore Theodore MALE GRAHAM ROJAY MALE
WOOLCOCK | DANIEL MALE HART ALLISTA FEMALE
Viynter VWinstan MALE HEMMINGS REMALDO MALE
VVITER VTS T AR MalE HUTCHINSON | SHAN-DEAN MALE

The Left side of this window contains the students in the holding classes and the right side contains to
selected students. To move a student from one class to the next, simply double-click the name from
either side or use the buttons in the middle accordingly.

3.1.6 My School
Enter topic text here.
3.2 My Monthly Progress

This panel displays a line graph that represents your overall progress from month to month for the
selected year. You may select a year for the monthly progress.

My Monthly Progress

Select A Year: [2011-2012 -| Select a Teacher m J

100
€0
S0 AS oo
i 39,80 e 40_08
- = =
10
) SEP ocT NOV DEC

1 2 3 4
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3.3 My Subjects

This panel displays a column graph that represents your success rate for each class within specified
period

My Subject(s)

B ELECTRONIC DOCUMENT PREPARATION MANAGEMENT
B INFORMATION TECHNOLOGY
E PRINCIPLES OF ACCOUNTS

10GS

10 10BUS

104RTS

11 11BUS

3.4 My Comparison

This panel also displays a column graph that compares performance of previous periods

My Comparison

100

ELECTROMIC DOCUMENT
BRERARATION MANAGEMENT INFORMATION TECHNOLOGY  PRINCIPLES OF ACCOUNTS
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4.1

How Do I?

Add A Teacher

To add a new teachers record:-
1. Log in as an Administrator

2. Select School Basic > Teachers Record
3. The follow window appears showing all teachers currently on the system:-

Close

Allen, Mikhale

Allen, Patrica

4. Click the Add New button on the toolbar and the follow window appears:

(5] Add Mew Teacher

1@~ X

Mew Close Search Delete

el

Phato

General |Dep|oyment| 5955ion5| Motes |

Last Name: | Start Date: [02/12/2013
First Name: | Type: [FERGHCHGN - |
Middle Name: | Category: |

Click Add/Change to

Nick Name: | Status: |ISCHNGHMML - | add picture
Sex: Nationality: |- |
Date of Birth: [02/12/2013 Department: |-

Address: TRN: |
Marital Status: _3
Tc:?vn: — NIS Ref#- |
Parish: [N - |
Phone: |
Email: |

5. Fill in the required fields and click ‘'New' to save and start another record or 'Close’ to save and exit.
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To Edit a teacher's record, double click the teachers name from the list of teachers.

4.2  Create a Teacher's Password/Account
In order to create a teachers password or account you must first add the teachers record as describe
earlier in How Do | Add a Teacher. A teacher's account is assigned or created when teacher attempts
to log in for the first time.

1. Start Complete SMS, the following log on window appears:

s "

Please Login

Complete SMS 2010

Schot]l management made simple!

Mode TEACHER |
Teacher CARR, KERRY ~|
User name 113

Password | |

™ Change Password

Ok Exit |

2. Change the Mode to teacher by selecting teacher from the drop-down list of mode.

3. Choose your name from the list of teacher drop-down list, the following window appears:-

SECURITY CHECK x|

MO PASSWORD IS ASSOCIATED WITH YOUR USERMAME, ¥OU
MUST CREATE A PASSWORD BEFORE CONTINUING. CLICK 'OK
— TOCREATE OME

Ok I Cancel

4. Click 'OK" and the following appears:-
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4.3

s ™

—g| Create Password

User Hame: |113

0ld Password: I

Mew Password: || Ok
Confirmed: I Cancel

5. Type your password at New Password and Confirmed
6. Click 'OK' when done.

The System will inform you if the process was successfully completed.

Reset Password
If a user forgets his or her password you may reset it as follows:
1. Log in as an Administrator

2. From the menu bar select > Maintain > User Accounts. The Following appears:
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4.4

[ 58] User Accounts =
Type Teacher User Hame Passworn Reset Date lssued Supervisor  Grade
ADMINISTRATOF - | -] admin s O 0710902012 Bl
ADMINISTRATOF - | | gwalker O 24/02/2010 [
GENERAL OFFIC - | | Webley O 19/07/2010 El
PRINCIPAL -] | meliis O 19/07/2010 -l
PRINCIPAL -] | Istoddart O 19/07/2010 4
TEACHER  -| ALLEN ALETHA - 109 == O 01/04/2013 Bl
TEACHER - Allen, Mikhale | 151 s 00 1200302010 [
TEACHER -| Allen, Patiica | 186 O 1911212011 [
TEACHER | Atkinson, Tassa | 172 = O 13122011 [
TEACHER  -| BARRETT JOLANE -] 110 s [ 12032010 El
TEACHER  -|Barley, Nedralee  -| 148 T [ 22/06/2011 [
TEACHER  -| BENT, DEBBIE =111 w0 21/05/2010 [
TEACHER ~ -| BUCHANAN, SUZETTE ~| 112 w00 1200302010 [4
TEACHER | CAMPBELL, SHANEIK ~|176 * O  03/072012 []
TEACHER | CAMPBELL VERON -] 100 mansr [0 23/09/2010 [
TEACHER -| CARTY. ROOSEVELT -|114 B O 1oz @ [
TEACHER | CHAMBERS, SEYMORI -| 115 s O 18072011 @ [
TEACHER ~  -| CLARKE, ALVERINE  ~| 118 e O 22112000 @ [
TEACHER | CLARKE, ROY =101 w00 120032010 @ [
TEACHER | CLARKE, SHERINE  -| 117 e [0 031062010 @ [1
TEACHER | DAVISHAJARIE, LAKIS - | 118 e O 15122010 @ [
TEACHER - | Dennis, Caroline | 173 e 0009112011 @ Bl
TEACHER | DIXON TERREKA  -| 119 e O 12032010 @ B
TEACHER  -| DOWE, ROGER -] 102 e 00 1607/2010 @ B
TEACHER | EBANKS ORAINE - 103 e 00 07/06/2000 @ [

Ll X |

3. Locate teachers name or user name from the list of names, Tick the 'Reset' box of the user and
then close the window to save and exit. then ask the user to attempt logging in by clicking the 'OK'
button on the log in window. the system will notify user of reset and allow user to create a new

password.

Add A Subject

1. Log in as an Administrator

2. From the menu bar select > School Basic > Subjects, the following window appear:-
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4.5

=S| MAIMTAIMN SUBJECTS - X

NAME OF SUBJECTS / OPTION SHORT NAME OPTION  SESSIONS
4GRICULTURE

BIOLOGY

BUILDIMG TECHNOLOGY FOR COMNSTRUCTION

BUSINESS BASICS BUSIN
CARIBEEAN HISTORY

CHEMISTRY CHEMI
CLOTHING & TEXTILES CLOTH
DATA OPERATION DATA
DESIGM ARTS

e B

1) ) R 59 50 51 6

3. Click the 'Add New' button from the toolbar as shown

4. A New line will appear, type the name of the subject, press tab button 4 times until it returns to the
name of subject column, click add new for another subject or close to save and exit.

Add A Class

The product group students in home room or classes referred to as ClassID. To Create a new Class
ID:-

1. Log in as an Administrator.

2. From the menu bar select > School Basic > Classes, the following windows appears:
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T Compirte SEG 7010 GRITH PORID HGH SLRIOCH — = x
P Meeten  fmesdfese Afensanie  Gredel  feg  fescrls  ApaH Wedew  Hels
MEKED| MAXIMUM

B 7 0 WILSON, DELROY | r 500 ACTIVE -
78 T 1 WALKER, GARY A r 50 ACTIVE
7 T 2 MCFARLANE, TAMEQUE = r 50 ACTIVE

7 3 Livingston-Willlams, Karell Es 50 ACTIVE
] 7 4 LNDO, AMOL | r 50 ACTIVE
™ 7 5 Maddan, Seanterra g r 50 ACTIVE
80 8 0 HLs 500 ACTIVE
&8 ] 1 HUTCHINSON, KINESHIA g r 50 ACTIVE
&l 8 2 MORRISON, ONEIL HLs 50 ACTIVE
85 8 3 CHAMBERS, SEYHORE Es 50 ACTIVE
v 8 4 CLARKE, ALVERINE Es 50 ACTIVE
oW 8 5 Batley, Nedralee Es 50 ACTIVE
%0 9 ELs 500 ACTIVE
gWO0DS-1 9 0 ALLEN, ALETHIA How INACTIVE
IWOODS5-2 9 ALLEN, ALETHIA EL INACTIVE
o8 9 1 Duninks, Carcling Es 50 ACTIVE
a 9 2 MASON, JANICE 0w 50 ACTIVE
g5 9 3 Alen, Mikhale Er 50 ACTIVE
o 9 4 THOMAS, CARLEEN Hor 50 ACTIVE
oW 9 5 Wright, Kiydeen Hor 50 ACTIVE

This window list all currently added classes.

3. Click the 'New ClassID' button as shown, the follow window will appear:-
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4.6

(2] DEFINE A CLASS

- X

-General
ClassID: [ Status: |ACTIVE |
Grade/Year: | Location | Bl
Rank: | Maximu||
Group: [ Teacher | -
Mame: [ Course: | [ ]
Category: | =l shift: | H
I Remedial Students ™ Mixed Class
Required Subjects lStudenIrr| Promote to CIas&ID]
SUBIECTS = | #SESSIONS - | PER DAY - LOCATION -
* | El 2
Total sessions allocated: ™ copy to: | I]
Close Change ID | Create | [Delete
Record: M 1ofl M 4 Search

4. Fill in the required field and click 'Close' to save and exit or use the navigation buttons as show to
move to a new record.

The required fields to create a class are:-

ClassID

Category
Status
Maximum
Shift

Grade/Year - Grade Level

Define a Form Teacher

There are two methods to assign a form teacher.
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Method 1
The Primary form teacher is assigned using the Define a Class Window as follows:
1. Log in as an Administrator

2. From the menu basr > Select School Basic, Classes, the following appears:

T Compirte SEG 7010 GRITH PORID HGH SLRIOCH — = x
_[.g Liwrtin  fihecdlase  SHendinte  Qisdel  faeeg  Peocdis  ApayiH  Mindew  Hels
1l £LAdsEs
MEKED| MAXIMUM

B 7 0 WILSON, DELROY | r 500 ACTIVE
78 7 1 WALKER, GARY ] r 50 ACTIVE
7 T 2 MCFARLANE, TAMEQUE = r 50 ACTIVE

7 3 Livingston-Willlams, Karell H r 50 ACTIVE
] 7 4 LNDO, AMOL | F 50 ACTIVE
™ 7 5 Maddan, Seanterra ELs 50 ACTIVE
80 8 0 HLs 500 ACTIVE
&8 ] 1 HUTCHINSON, KINESHIA g r 50 ACTIVE
&l 8 2 MORRISON, ONEIL HLs 50 ACTIVE
85 8 3 CHAMBERS, SEYMORE Es 50 ACTIVE
v 8 4 CLARKE, ALVERINE Es 50 ACTIVE
oW 8 5 Batley, Nedralee o 50 ACTIVE
%0 9 ELs 500 ACTIVE
gWO0DS-1 9 0 ALLEN, ALETHIA How INACTIVE
IWOODS5-2 9 ALLEN, ALETHIA EL INACTIVE
o8 9 1 Duninks, Carcling Es 50 ACTIVE
a 9 2 MASON, JANICE 0w 50 ACTIVE
g5 9 3 Alen, Mikhale Er 50 ACTIVE
oy 9 4 THOMAS, CARLEEN 5 r 50 ACTIVE
oW 9 5 Wright, Kiydeen Hor 50 ACTIVE

3. Double-Click the ClassID of class you want to assign a form teacher. The following appears:
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[ =2 perme A cLass s

-General

ClassID: |7s Status: |ACTIVE |
Grade/Year: |7 Location | Bl
Rank: [z Maximui |50

Group: | Teacher Livingston-Williams, Karell ki
Name: [ Course: =
Category:  [LOWER = shift: | =l

I Remedial Students  Mixed Class

Required Subjects lStudenIs | Promote to CIas&ID]

SUBIECTS = | #SESSIONS - | PER DAY - LOCATION -
* | =] 2
Total sessions allocated: ™ copy to: I J
Close Change ID | Create | Delete
"F!t-:ord: H 1ofl b M .-.Surth .

4. Select the name of the teacher from the drop-down list of teachers as shown above

5. Close the window to Save and Exit.

Method 2

Because the define a class windows only allows one teacher to be assigned to a class, you must use
the Teachers Record Window to assign the assistant form teacher(s) as follows:-

1. Log in as an Administrator.

2. From the menu bar select > School Basic > Teachers Record. This shows all the teachers on the
system, search for or double click the name of the teacher you want to assign a form class, the

following window appears:-
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] Edit Teacher record far ALLEM, ALETHIA x
[

NG PAX @

T Fhato

Close Search Delete
Sessions | Notes |

‘General [Deployment]

Subjects taught Preferred Classes for social studies
Subjects — Grade Levek T|
& = CLASSID = |SELEC - | SESSIONS ~

3. Click the 'Deployment' Tab as shown above.
4. Select the Class ID from the drop-down list of Form Class ID as shown above.

5. Close to save and exit.

© 2013 Comsol (Jamaica) Limited



	Introduction
	Getting Started
	Creating a Teacher Login Account
	What's my TeacherID

	Teacher's Portal
	My Tasks
	My Mark Book2
	How to Open My Mark Book2
	How to Insert a Mark Sheet
	Setting up a Mixed Class
	How to Insert/Delete a Column
	How to Update/Undo Update Mark Sheet

	Edit Mark Sheet

	Students Attendance
	Comments Register
	Choosing Pre-Defined Comments

	Report Card
	Students Record
	Using Data Sheet
	Using Reconcile Class List

	My School

	My Monthly Progress
	My Subjects
	My Comparison

	How Do I?
	Add A Teacher
	Create a Teacher's Password/Account
	Reset Password
	Add A Subject
	Add A Class
	Define a Form Teacher


