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How to Take the Class Register
1. To mark your register in the classroom, from the home page by double clicking the class you require from your timeline or by selecting Focus | Attendance | Take register
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2 Double click on AM or PM to display the class
[image: ]
[image: ]
3 Alternatively you can take a register by clicking the Take Register Icon 
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4 If the required teacher name is not displayed, search for the class by clicking on the binoculars icon to open the browse screen. 
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5 Enter the surname into the field and click on the Search button.  When the name is displayed, highlight it and click OK
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Alternatively, you can search for a class or teacher by leaving the search windows blank and clicking on search.  This will display all the classes or teachers available.
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6 Double click on the required name/class or highlight and select open and the register will be displayed as shown.
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Entering Future or Historic Attendance Marks.
It is possible to enter / amend attendance marks within the class register.  The date of the register can be changed.
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7 Open the register and select either the History or Future.
 (
Click the History button to view/amend historic marks
) (
Click Future to enter future marks 
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The screen will display a one week view of the selected date
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8 To change an attendance mark, ensure you have changed the preserve icon to overwrite.
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9 To display a list of codes, click the codes button and the following screen will be displayed.
[image: ]

[bookmark: _GoBack][image: ]
image5.png
Fees Billing

Focus [Reports Routines Tools Window Help
Home Page Crl+Q g ! P &l m u . \L['( lg % [
School »

Pupil »

Behaviour Management %

Berson »

Groups »

::::m : 250ct 2013 Tue, 290ct 2013
Agiendance V[T Toke Register

Dinner Money »  Display Marks
Communication Edit Marks

Deal with Unexplained Absences

Thy, 310ct2013 Fri,01Nov 2013+





image6.png




image7.png
e

Browsefor Lesson
# Search 1 Open (Frint @te RClose
Sumame Forename Period <Ay -
Name. Qo Perod





image8.png
Browse for Lesson
#Search  Open

Print

Surmame

Forename

@Help R Close

532225825823 ¢

Thursday Al
Thursday PM
Thursday AM
Thursday PM
Thursday AM
Thursday AM
Thursday P
Thursday PM
Thursday AM
Thursday PM
Thursday AM
Thusday P





image9.png
Eocus Reports Routines Tools Window Help

g @ e 89 BREH NBERSOSE B

W Seieciom:
Open print

[ Toke Register || [=|Markshest || 3] My List Entry

Take Register 5BB Miss. B Bates 04102013

Esove | D undo @ Print  Refesh & Codes § Overvit s ExtraNome 8 Closs Photo B Minutes Lote. [ Comments ) Links +

Browse.

Name Reg |aM PM
[ Acton, Jordan 588 \
Andrews, Jasmine. 588 \
(Asiano, Fietro 588 \
Baker, Jade 588 \
Ballinger, Eden 588 \
Barmet, Gemma 588 n
Brown, Emily 588 \
Chapman, Susan 588 \
Dean, Jack 588 \
Dean, Margaret 588 \
Dolby. Peter 588 \
Franklin, Christopher 588 \
Freevater, John 588 \
Haviins, Chiis 588 \

\
Jamieson, Cherrie 588 | [ w
Johns, John 588 | / [\
Jordan, Michael 588 | / [\
Keats, Brian 588 | / [\
Kemp, Ross. 588 | / [\
e R





image10.png
Routines Tools Window Help

e B3 BREN UBEEZ DS E @ &

Lnks ~ @Help SClose

® Due [T

(0500 30 000 030 0 T30 200 230 300 2 TE00 &3 500 30





image11.png
o SelectClass

Print

Open

) Toke Register

Take Register 2GH Mrs. G Grosvenor 047122014

Save

Undo E4Pint & Refresh & Codes [ Presere] 4 Exra e @ Class Photo B3 Minu

Fuue  Present28 Meals Recorded2

History

!
;

Dinner Register

mwm e B e
wmm e e e B B e
mmm ,IHHHHHIHHHHHHHHHH
mm T T R R T T T R T T M E R T R M
HMM T T R R T T T R T T M E R T R M
B R R PR R PR R R R
N PERET e e AT O RARATRT B

T





image12.png
Take Register 5BB Miss. B Bates 04102013
Esove | 5 Undo ( rin  Refesh B Cades § Overwrie 4§ Extra Name. @8 Coss Photo B Mintes Late B Comments 48 Links -
CurestViw O Hisory ©Todsy (O Future  Present32 MealsRecorded 1





image13.png
Cods  Deseriprion

Lesson Links to

|

Presenc ()
Sducated off site (nov Dual Reg)

Other Authorized Circumstances

Dual reg (accending ocher estab)

Sxcluded (no alternacive provision made)
Sxtended family holidsy (agresd)

Family holiday (nov agreed or days in excess)
Samily Holiday (sgreed)

Iilness

Incerview

Late (befors regisvers clossd)
Medical/Dental appoincments

No reason provided for absence yeo
Unauchorised Abs (nov coversd by ovher code)
Bpproved sporving acvivicy

Religious observance

Study leave

Traveller sbssnce

Late (after registers clossd)

Saucstionsl visic or trip

Work Sxperience

Non-compulsory school age absence

11 should accend/ne mark recorded

KEdaHumBoORRH G HE A MWD W~





image1.png
Agreener pacetolive m
'Man gwyrddachi fyw
How to Take the Class
Register

\\%
CAPITA
D

Information Commun lication Technology and Customer Services
Oporations - Installations and Support - Entorprise House

1 you have any queries please log a cal ith the IT Helpdesk on:
Tels 01443 864111

Emait thelpdes@caerptity.gou.uk




image2.png
focus Beporis Routines Iools Window Help

g e B BREN BWBCER2OSE

2" Mrs G Grosvenor

Hem g
ekt
o HOAEE T 0R B e, 60 B T, 708
109
»
1100
»
129
> . vz
139 et | e sz e | i 5007
B e nE e wE
o 15:30 15:30 15:30
142
»
159
S




image3.png
Focus Beports

LR

Routies Tooks Window Help

- By BRed WBCEZ20DiE @

SelectCims.

5 Open @ print [lErovse] @t Riose
P e ) e [FOAT 9]

Ew &% i i E i i g E i & il i %
e B





image4.png
Focus Reports Routines Iools Window Help
B o s B3 G BW
W% SeloctCons

Open = print | IRl Browse

Q) Take Register || [ Marksheet | [ 5 My List Entry.
Take Register 2GH Mrs._ G Grosvenor 177102013
Save | Undo & Print & Refresh ¥ Codes [ Presen





