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Overview

Needs updating.

What problem does this module solve?

Schools are busy places with a diverse range of activities taking place on any one day. Learning is no longer
restricted to the classroom and may take place in a variety of contexts. Together with the mix of co-curricular
activities offered in most schools, this presents the need for an efficient system to manage the complex nature
of today’s daily routines.

Sentral Activities offers a highly configurable structure for organising the events and activities relevant for any
school. Administrators can organise activities logically with user-defined categories, creating a centralised
environment for managing all activity related matters.

Staff can easily be assigned to various roles and responsibilities within each activity, with a system for creating
and managing associated risk assessments integrated into the module. This ensures appropriate supervision
and compliance for each activity.

An intuitive and configurable home page provides quick oversight of scheduled excursions and activities and a
summary of activities assigned to each staff member. Maintaining transparency of past, current and upcoming
activities assists teachers and administrators in efficiently managing their daily routines.

How does Sentral solve this?
The Sentral Activities module:

e The ease of configuring this module ensures that schools can start managing and monitoring student
activities and excursions providing a holistic view of student participation and movement. General criteria,
outcomes, risks, and approvals can be tracked and monitored so learning experiences are meaningful and
extra curricula Activities tracked.

e Centralised venue management

e User defined categories and types

e Completely configurable to a school’s specific policies and processes

e Plan, manage and implement excursions and Activities

e Activities approval and risk management processes, permissions, payments and attendance tracking
e Comprehensive information about any Activities or excursion with reporting functionality

» Logical search and filtering functionality with options to monitor student and run reports.

* Integration between modules and visibility over student participation in extra curricula

¢ Manage permissions, payments, and student registrations

e Award students points for participation or completion of extra curricula requirements.

Who will use and get value from this module?

The Activities module will be used by all staff with a focus on staff who handle student excursions, approvals,
and risk management. General staff have access however may be required to follow school processes and
polices. A deep understanding of current school policies and procedures is essential to ensure student
monitoring is centralised and transparent. The Activities module also benefits the student and parent
community at large to provide time efficient data, notifications and online approvals and payments.
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Getting started

Overview

Schools are busy places with a diverse range of activities taking place on any one day. Learning is no longer
restricted to the classroom and may take place in a variety of contexts. Together with the mix of co-curricular
activities offered in most schools, this presents the need for an efficient system to manage the complex nature
of today’s daily routines.

The Activities module offers a highly configurable structure for organising, managing and monitoring student
activities and excursions relevant for your school.

Work with your school’s leadership team to decide the features and functions of the Activities modules are
suitable for your school’s situation. Consider the following:

e Centralised venue management

e User defined categories and types

e Activities approval and risk management processes, permissions, payments and attendance tracking
» Reporting functionality for comprehensive information about any activities and excursions

e Search and filtering functionality with options to monitor student and run reports

* Integration with other Sentral modules such as Attendance, Finance, and Portal

* Visibility over student participation in extra curricula activities

¢ Management of permissions, payments, and student registrations

» Ability to award students points for participation or completion of extra curricula requirements.

Disclaimer

This document is a guide only, and Sentral accepts no liability for your configuration of the software.
Permissions

Overview

Administration of this module is usually assigned to a select group of staff with access to all the functionality in
the module. Your school is responsible for applying access levels for staff that determines the actions they can
perform in the module.

There are two main scenarios:
¢ Your school is new to Sentral

* Your school already uses Sentral, and existing access levels are in place.

New Sentral customer

Use your Global Admin account to apply Activities Admin permissions to selected staff. If required, configure
the access levels further to control the actions they can perform in the module.

For details, refer to the following guides in the Help Centre:
* Admin Guide — Induction for New School

e Admin Guide — Setup

e Admin Guide — Getting Started with Sentral.

Existing Sentral customer
Check the configuration already in place. It may not be out-of-the-box.

For details, refer to the following guides in the Help Centre:
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¢ Admin Guide — Induction for New School
¢ Admin Guide — Setup
¢ Admin Guide — Getting Started with Sentral.

Access

To access Activities from the Sentral home screen:

Select the menuicon s+ and choose Activities.

Select . Setup and choose Activities Setup.

‘ SENTRAL
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Configure global settings

Good practice suggestion

Work through the menu options in the following sequence.

Reason

The general settings you define here control how the module behaves, what it displays and what is required.
The module has some defaults to allow for quick usage, but we recommend going through each variable.

Steps

Follow the steps below to review Global Config settings.

1.

Select the menu icon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Settings.

Settings
Activity points

Enforce Category points limit
‘Show Risk Assessment Forms
‘Show Approval Forms

Show Categories Sections
Student Selections Cap

‘Show Sports Dashboard

‘Show Music Dashboard

Activity Roll Settings

Create attendance absence on activities roll submit

Select which absence reason should be shown when

the student s present for the activty roll

Default Transport Roll Attendance Status

Default Print Activity Roll Settings
Show student IDs.

‘Show parent contact details.

Show medical alert

Show activty flags

‘Show student flags

Default Activity Settings: Excursions

Show in Reports:
s SDL (Student Directed Learning):
‘Show in Attendance:

Limit Places:

Requires Approval /
Risk Assessment:

Enable Cost Subsidy:

Publish To Portal Settings
‘Should invoices be created for parents when an
activity is published to portal?

Default Activity Settings: Sports
Disable Co-Curricular Activities:

Enable Sport Cohort Conflicts:

Post Game Teams Reset:

’ SENTRAL

Hide. This option determines if the points are used and should be shown in activities.
- I s op
s 2 This option etermines i th isk assessment forms should be shown i activiies
se D This option determines if the approval forms should be shown in activities.
so 2D ‘This option 's should be sho
=n - r tudent slots are hard capped or soft capped.
e This setting will control whether the activities would have a Sports or a regular dashboard inthe tenant.
“This setting will control whether the actvities would have a Music or a egular dashboard in the tenant.

ee T ifar
none- «  Theselected il be used ing an abs
Present «  Theselected status will be used to n creating Attendances when a Transport roll is created.

s option will tun on/off student ids option by default wh

n by defauit when printing activity rols.

His opt

t option by ng activity rols.

=
vide ‘This option will tum on/off parent contact d
T

:

Choose a value. Tis option will determi ch activity lags will get isplayed on activiy rols. If you leave it blank then no flags will be shown.

Choose avalue «  This option will determine which student flags will get isplayed on activity rols.If you leave it blank then o flags will be shown.

y sports, music and co. ities are displayed in Activties

flict resolution should be p

a] “This setting controls when teams should be reset according to template assignment after a game event the next following day.

@ Video: Watch this video to learn about the Global Config settings within Activities setup.

ihen adding students to a cohort who are part of another cohort within the same cycle instance.
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4. Under Settings:

a.

b
c.
d

Specify whether to use Activity points and enforce Category points limits.

. Specify whether to show risk assessment forms.

Specify whether to show approval forms.

. Specify whether to show Category sections.

This adds another Categories section setup option in the left menu. This allows you to define an
additional hierarchy for the categories. You might choose to use this feature if your school has different
campuses or you need to separate Primary, Junior and Senior student activities.

Example: Category Section = Campus A, Category = Community Service, Activity =
Red Shield Appeal.

Specify settings to suit your school’s situation for Student Selections cap, Sports dashboard, Music
dashboard.

Specify settings in the following sections:

Note: Your version of Sentral and the modules configured at your school determine the

options available.

Activity Roll Settings

Default Print Activity Roll Settings
Default Activity Settings: Excursions
Publish to Portal Settings

Default Activity Settings: Sports.

Select m
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Configure categories

Overview

Use the information in this section to create the high-level categories of activities that take place at your school.
Some Activity categories are set up by default. You have the option to remove or add to the default categories.
Once you have created categories, you can add the actual excursion or activity group.

@ Video: Watch this video to learn about creating categories and groups within Activities setup.
Activities Setup | How to create categories and groups

Add a category

Feature availability (waiting on SME confirmation)

approval workflow/process to one category of activities. If you have different categories of

@ Tip: Consider the approval process when you’re adding categories. You can only assign one
activities with different approval workflows, create approval workflows to go with them first.

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Categories.
The Activity Categories screen displays.

4. Select New Category.
Enter a name for the category.

6. Select the type of activity.

The options available vary according to your school’s Sentral product version. The option you select
determines the choices available for teachers when they create an activity.

7. Select a default cycle for the activity category to specify when the activity will occur.
8. Select an approval workflow to specify how the activity will get approved.

You are limited to assigning one approval process to each activity category
9. Select Add.

Additional fields display for you to add more information. Completing the additional fields is optional.

ACTIVITIES ADMIN GUIDE | PAGE 10
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10. (Optional) Do any of the following
a. Add a category label.
b. Choose a section and activity group.
c. Enter maximum points per activity.
d. Points accumulate indefinitely if you don't set a maximum.
The system awards maximum value to a student if the points cap is reached fro that category.

System rules control maximum points per category and per activity. For example, maximum points per
category needs to be greater or equal to maximum points per activity.

e. Enter default points per activity.

The value for Default Points needs to be less than or equal to the value entered in the Max Points Per
Category field. The value for Default Points needs to bess than or equal to the value entered in the Max
Points Per Activity field.

f. Select one or more staff members from the Co-ordinators list.

g. Select an option from the Specialty Groups list to specify staff responsible for the activity. For example,
music or coaching staff.

11, Select i

Add a category group

Overview

Use the information in this section to define groups within categories.

Tip: Consider using Groups to highlight the type of the Activity category. For example, within the
category called Sport, you could create groups such as Netball, Basketball, Football, Swimming.

Steps

1. Select the menuicon ss+ and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

Edit
4. Select next to a category.

The Edit Categories screen displays.

ccccc

5. Under Groups in [category name], enter a name for the new category group and select .
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6. Select next to the group to update the group.

Re
7. Select next to the group to remove it, and then selectm .

Edit, remove, or re-order a category

To edit a category

1.

2.

6.

Select the menu icon and choose Activities.

Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

Edit
Select next to a category.

In the Edit Category screen, update information.

Select .

To remove a category

1.

2.
3.

4.

5.

Select the menu icon se+ and choose Activities.

Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

Re
Select next to a category.
Select m

To re-order activity categories

. Select the menuicon ® ® ® and choose Activities.

2. Select . Setup and choose Activities Setup.

4.

Rename or remove a group within a category
1.

2.

Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

Use the drag handlesicon = to move the position of a category in the list.

Select the menuicon *s+ and choose Activities.

Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

‘ SENTRAL
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Edit
4. Select the category containing the group. Alternatively, select next to the Category.

The Edit Categories screen displays.

Edit Category

Name:

Activity Type:

Default Cycle:

Approval Workflow

Co-Ordinators:

Groups in Music

Name

Band
Choir
Class
Music Camp/Festival

School Concert

Music

Activity

Annual

Select.

Choose a value

Small Ensemble - Instrumental

strings

Tuition - Group

5. Do any of the following:

M

The name of the category

The approval workfiow for activities in this category.

MCDOUGALL. Mzzie X | | BAUER Exvie x

(s | o | e

Options

& Rename il Remove

& Rename il Remove

#Rename [ Remove

& Rename [l Remove

& Rename [l Remove

& Rename [l Remove

& Rename [l Remove

& Rename [l Remove

a. Select next to the group and update the name of the group.

R
b. Select next to the group, and then select

Display excursion categories on the home screen

1. Select the menuicon

and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Categories.

The Activity Categories screen displays.

Activities Setup

setup

¢

Backto Activties

Venues
Cycles

Student Portal

Approval / Risk Assessment
Letter Templates

Absence Reasons

Settings

Additional Fields

‘Approval Workfiow

< Baskes Acivvies

Name

Yearly Permissions

Consent Forms -Vearly

Sport- Representatives

Seience Fair

Type

Activity

Excursion

Activity

Actvity

Activity

Activity

o Activity

=3

Sele

ct Excursion

Excursion Categories to be displayed on Home Tile

Choose excursion categories o be displayed on Excursions Tile on home page:

on Categoris:  Choose a vaue v [comm

4. Inthe Excursion Categories to be displayed on Home Tile section, select up to three excursion
categories from the list.

5. Select m

’ SENTRAL
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Configure venues

Overview

Use the information in this section to organise frequently used venues into logical groups. The quick overview
of available spaces and resources makes planning for future activities simpler. This makes it easy for staff from
various faculties to identify all venue types and locations.

@ Example: You can add one or more specific venues for an event.
Venue Group: Sports
Venue: Cricket Grounds

Venue Grounds: Cricket Ground A, Main Ground

Schools can export venue data and import.

Add a new venue group

1. Selectthe menuicon eee and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Venues.

The Venue Groups screen displays.

4. Select .

5. Enter a name for the venue group and select m .

The venue group is added to the list — displayed in alphabetical order.

Add a venue to a venue group

1. Selectthe menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Venues.

The Venue Groups screen displays.
4. Select m next to a Venue Group.

5. Under Venues in [venue group], enter a name for the new venue, and then select m .

ACTIVITIES ADMIN GUIDE | PAGE 14
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Edit Address
6. Select _ next to a venue.

a. Enter address details.
b. EnteraMap URL.

c. Select m

Import venue information

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Venues.

The Venue Groups screen displays.

4. Select m next to a Venue Group.

Under Venues in [venue group], select Choose file, select the file to upload, and then select

Import Venue Data

Export venue information

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Venues.

The Venue Groups screen displays.

4. Select m next to a Venue Group.

. Export Venue Data
5. Under Venues in [venue group], select .

The data is exported to a CSV file.

Edit venue information

. Select the menuicon s+ and choose Activities.

—_

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Venues.

The Venue Groups screen displays.

4. Select m next to a Venue Group.

Under Venues in [venue group], do any of the following:

a. Select Edit address next to a venue. Update the address or URL, and then select

rame
b. Select - next to a venue, enter a new name, and then select .

c. Select next to a venue to delete the venue from the list.
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Configure cycles

Overview

Use the information in this section to configure cycles. Cycles define the frequency of the activity.
You have the following options for working with cycles:

¢ Use the series of built-in cycles such as semester, seasonal, term or annual

¢ Edit any of the built-in cycles

¢ Add custom cycles such as weekly, daily.

Tip: Cycle instances that you create under the built-in cycles will automatically roll over at the
start of each year.

Edit a built-in cycle

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Cycles.

Built-In Cycles
nnnnnn

eeeeeeeeee

Annual

4. Under Built-In Cycles, do one of the following:

o Edit
Select - next to the cycle.

¢ Select the link in the Periods column.
5. Under Edit Cycle, do any of the following:
¢ Update the name of the cycle.

¢ Select an option from the Active Instance list.

6. Select m
7. Under Periods in [cycle name), select , enter a new period name, and then select )

8. Under Cycle Instances, select m next to an instance.
« In Edit Cycle Instance, update any of the following information:
e Period
e Year
¢ Name
e Code.

9. Select m
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Add a new custom cycle

1.

2.

Select the menu icon s+ and choose Activities.

Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Cycles.

Add N
Under Custom Cycles, enter a name for the custom cycle and select .

(Optional) Under Edit Cycle, do any of the following:
a. Update the name of the cycle.

b. Select an option from the Active Instance list.

c. Select m

Under Periods in [cycle name), enter a new period name such as Monday, Tuesday, and then select

Under Cycle Instances:
a. Select a period from the list.
b. Select ayear from the list.

c. Enter adisplay name for the cycle instance.

d. Select m

The Active Instance is created.

’ SENTRAL
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Configure student portal settings

Overview

Use the information in this section to:

¢ turn on the option for students to self-register for activities via the student portal

¢ specify the number of selections available to students

¢ specify the time period in which selections can be made.

‘ Note: For this option to work, the Student Portal needs to have already been enabled.

Turn on self-registration

1. Select the menuicon

and choose Activities.

2. Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Student Portal.

< Back o Activtes

Student Portal Settings

“This option will lobally turn on or off self registration for student activities

fons, when a selection is set to approved

@ The student portal turn on and off the student self
Student SelfRegisration =u -
Rejecton Approval =u - Thisoption wilrefect ll othe student
Minimum Selectons 1 e minimum equired umber of tudent actity electons
Maximum Selectons 2 The masimum alowed number of student aciiy selections
Curent Slection Period Test . The curent period fo student actiity selections

4. In Student Portal Settings, select On next to Student Self Registration.

5. Select m

Selection Periods

selecting actvites for.

Name Dates /
Terms

Tem3/2v2028  Tern2
Tem3

Tem2year2024  Term?2
Term1 Temn 1

Tem 42024 Term 4

Define access for student self registration portal

1. Select the menuicon

and choose Activities.

2. Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Student Portal.

< Backto Actites

Student Portal Settings

@ The student portal tum on and off

Student SefRegistration o
Rejecton Approval o
Minimum Selectons T
Maximum Selectons 2

Current Selection Period Yest1

’ SENTRAL

Selection Periods

Name:
Name

Terms:

(8 Tm3) (@ Tema

Name

Tem32v2024  Tem2
Term3

Dates /
Terms

Tem2year2024  Tern2
Term1 Tem 1

Term 42024 Term4

x

ACTIVITIES ADMIN GUIDE | PAGE 18



4. In Student Portal Settings, select On next to Student Self Registration:
a. Specify whether to reject on approval

b. Specify the minimum and maximum required number of student activity selections.

c. Select the current selection period from the list.

5. Select m

Add selection periods for student portal settings

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Student Portal.

Student Portal Settings

@ The student portal turn on and off sections of the student self registration portal

‘Student Self Registration This o

m Tem3/2Y2024  Tem2 X
Tern

Tem2year2024  Tem2 X
Term Tem1  x

Term 4 2024 Tema  x

4. Under Selection Periods on the right, do one of the following

a. Enter aname, select one or more terms, and then select m
b. Select a period from the list.

i. View the details for the selected period.

ii. Update details, and then select m
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Configure Approval/Risk Management

Overview
Use the information in this section to:

¢ manage templates for approval requests and risk assessments to suit your school’s policies for various
types of activities.

¢ enable notifications for selected stakeholders to be notified at various stages of the approval.
You have the following options for working with approvals and risk assessment:

¢ Use the built-in templates

e Edit any of the built-in templates

¢ Add your own custom templates.

Tip: Use the templates (Approval/Risk Assessment) to turn your current paper forms into
electronic forms.

templates and risk assessment templates. Activities Setup | Create an Approval Request

‘ Video: Watch these videos on our YouTube channel to learn about creating approval request
Template and Activities Setup | Create a Risk Assessment Template

View template content

1. Select the menuicon and choose Activities.

Select . Setup and choose Activities Setup.
Select Setup in the left menu and choose Approval/Risk Assessment.

Select a template link in the Name column.

o~ N

View template details — the sections and fields.
6. Select m to return to the previous screen.

Add a new custom template

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Select Setup in the left menu and choose Approval/Risk Assessment.

4. Do one of the following:

dd
a. Under Approval Templates, enter a name for the template and select )

dd
b. Under Risk Assessment Templates, enter a name for the template and select .

A blank template is created — ready for you to add content.

5. To add sections and fields, select - next to the template.
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6. Add sections and then within the sections add fields,

7. Save your changes.
Create a new template (copy and edit)

Part 1 — Copy and rename existing template

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Approval/Risk Assessment.

c
4. Select next to the template.

The new template is added to the list with ‘Copy of’ as part of the template name.

5. Select next to the template.

6. Enter a new name for the template and select .

Part 2 — Edit copied template
1. Do one of the following:
. . Edit
a. Ifthe Approval/Risk Assessment screen is already open, select next to the template you
copied and renamed.

b. Selectthe menuicon and choose Activities.

i. Select . Setup and choose Activities Setup.

ii. Select Setup in the left menu and choose Approval/Risk Assessment.

Edit
iii. Select next to the template you copied and renamed.

2. Review the sections in the template against your school’s requirements for an activity.
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3. Do any of the following with sections:

a. To add a section:

i. Under the template header, enter a section name, and select Add Section
The new section displays at the bottom of the screen.
ii. Usethedraghandles = nextto the section header to change its position.

b. To copy a section:

. Copy Section .
i. Select next to a section header.

The new section displays immediately below the section you copied.

c. To delete a section that isn’t required:
Del
i. Select next to the section header.

i. Select m

d. To rename a section:

i. Select next to the section header.

. Rename
ii. Enter the new name and select

4. Do any of the following with fields:

a. To add a new field to a section:

i. Select next to the section header.

ii. In Add field, enter a name.

iii. Specify the type of field using the dropdown list.

iv. Select m .

The field is added to the bottom of the section.

b. To edit an existing field, select m next to the field and do any of the following:
i. Update the name of the field.
i. Selecta different field type.

iii. Select m
Del
c. To delete a field, select next to the field, and then select m .

d. To re-position a field, use the drag handles = next to the field.

To configure notifications for approval and risk assessment workflows
1. Do one of the following:
a. Ifthe Approval/Risk Assessment screen is already open, view the Notifications section.

b. Select the menuicon and choose Activities.

i. Select . Setup and choose Activities Setup.
ii. Select Setup in the left menu and choose Approval/Risk Assessment.

iii. View the Notifications section.
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2. Review the notification settings and their descriptions.

3. For each workflow phase, select one or more staff members to receive a notification.

4. Select m
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Configure letter templates

Overview

Use this section to set up Permission Form Request templates for communicating with parents.

There are two sections that you can design to mimic the ‘paper permission form’ where the bottom part can be
torn off, signed and sent back to school as consent.

create a permission note for an activity that can get sent to parents as a paper-based form, an

‘ Note: Creating templates here makes them available for selection when staff members want to
attachment to an email or an attachment to a newsfeed.

@ Video: Watch this video to learn about creating letter templates within Activities setup.
Activities Setup | Create Activities Letter Templates

Create a new letter template for activities

1. Select the menuicon sse and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Letter Templates.

New Letter Template
4. seloct T
5. Enter a name and select m

=
The new template displays. The top and bottom sections are blank — ready for you to add your own content.
6. Specify whether to show the page number and date in the footer of the template.

Do any of the following:

a. Entertextand use the menu options to include merge fields in the Top Content section and Bottom
Content section.

b. Copy and paste content from an existing template into the new blank template, and then edit the
content.

8. Select m
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https://www.youtube.com/watch?v=f1gSN0daxak

Edit an existing letter template for activities

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Letter Templates.

4. Select m next to a template.
5. Do any of the following:
Update the template name.

a.
b. Change the setting for Show Page Footer.

o

Update the information in the Top Content section. Make use of the merge fields available.

d. Update the information in the Bottom Content section. Make use of the merge fields available.

6. Select m to check content and formatting.
7. Select m

Remove a template

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Letter Templates.

4. Select next to a template.

5. Select OK to confirm.
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Configure absence reasons

Overview

Use this section to specify the absence reasons available for selection when teachers mark the roll for
activities.

There are three inbuilt absence reasons available:

e Absent (Unexplained)

¢ Absent (Exempt)

e Sick.

You have the option to link each reason back to an appropriate attendance reason.

Depending on your school’s version of Sentral, you may also be able to add additional reasons, as well as
choose whether to enable and disable reasons.

Edit an absence reason

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Absence Reasons.

# Edit
4. Select - next to an absence reason.

5. Select a linked attendance reason from the list.

6. Select m

Add an absence reason

1. Select the menuicon s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Absence Reasons.

Add R
4. Select.

In New Absence Reasons:

a. Enter adescription

b. Enter the shorthand (abbreviation).

c. Specify whether the reason is exempt.

d. Selecta linked attendance reason from the list.
e

. Specify the default — Yes or No.

f. Select m

Add a portal absence reason

Use these steps to add an absence reason visible in the parent portal.
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. Select the menuicon s+ and choose Activities.

Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Absence Reasons.

© Portal Absence Reasons
Select — next to an absence reason.

In Editing Portal Absence Reasons:

Add Reason
a. Select -

Additional fields display.

b. Enter a description and a shorthand description (abbreviation).

c. Select m

The reason is listed next to the absence reason in the Portal Reasons column.

Edit or remove a portal absence reason

1.

Select the menu icon se+ and choose Activities.

Select . Setup and choose Activities Setup.

Select Setup in the left menu and choose Absence Reasons.

© Portal Absence Reasons
Select — next to an absence reason.

In Editing Portal Absence Reasons, do any of the following:
a. Update the description or shorthand fields and select m

b. Selectthe Remove icon n next to the reason and select m .

ACTIVITIES ADMIN GUIDE | PAGE 27
‘ SENTRAL |



Configure settings

Use the information in this section to specify the settings for activities, as well as integrations with other

modules such as Attendance and the Portal.

Activities setup
Create Activities Letter Templates

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Setup in the left menu, choose Settings.

Settings

Actvity points

Show Categori

Activity Roll Settings

reste attendance absence on activities ollsubmit

i HJH

ransport Roll Attendance Status Present . The selcted status il b used 1o creating ATt

Default Print Activity Roll Settings

Show student 10z

Show activiy fiage

Show student flags

g wil get cspleyed

Default Activity Settings: Excursions

Show In Reports: - -
15 SDL (Student Directed Learning): - -

Show in Atendance: v

LimitPlces: - -

Enable Gost ubsidy = -

Publish To Portal Settings

e ra ey St o POl

Disabl Co-Curicular Actiiies: " slay

Enable Sport Cohert Conflcts: 5 i

Post Game Teams Reset: S}

‘ SENTRAL

Video: Watch this video to learn about the Settings menu within Activities setup.

Activities Setup | Settings within Activities
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4. Configure Settings section.

o

-~ ® a o

Settings
Activity points = - This option determines if the points are used and should be shown in activities.
Enforce Category points limit = HEE This option determines if point be enforced within categories.
Show Risk Assessment Forms o IR This option determines ifthe i forms should be shown n activiies
Show Approval Forms so [IEEED This option determines if the approval forms should be shown in activities.
Show Categories Sections sov D ermi
‘Student Selections Cap =l - hether the activities pushed to portal for
Show Sports Dashboard o o | Th hether the activi /e a Sports or a
Show Music Dashboard v I This setting will control whether the activities would have a Music or a regular dashboard in the tenant.
Review the descriptions for each setting to understand what each option controls. Specify the options

to suit your school’s situation.

Specify if point caps can be enforced within categories.

Specify if risk assessment forms should be shown in activities.

Specify if approval forms should be shown in activities.

Specify if category sections should be shown as an extra hierarchy level above categories.

Choose how to control the student selections cap - whether the activities pushed to portal for
selections with limited student slots are hard capped or soft capped.

Specify if activities would have a Sports or a regular dashboard.

Specify if activities would have a Music or a regular dashboard.

If you're finished configuring all settings, select m .

5. Configure Activity roll settings.

‘ SENTRAL

Activity Roll Settings

Create attendance absence on actvities ol submit v

Select which absence reason should be shown when the student is present for the
activity roll

—none~ ~

Default Transport Roll Attendance Status Present . The selected status will be used to in creating Attendances when a Transport roll i created.

Under Activity Roll Settings, review the descriptions for each setting to understand what it controls.
Specify the options to suit your school’s situation.

Specify if an absence should automatically be created or updated when an activity roll is submittted.
Select which absence reason should be shown when the student is present for the activity roll.

This is used to create an absence in Attendance when submitting an Activity Roll.

Specify the default transport roll attendance status.

This is used to create Attendances when a Transport roll is created.

If you're finished configuring all settings, select m .
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6. Configure default print activity roll settings.

Default Print Activity Roll Settings

Show student IDs. sov D

Show parent contact details

=a -
‘Show medical alert m Hide

Show activity flags

Show student flags Choose a value. . This option will determine which student flags will get displayed on activity roll. If you leave it blank then no flags will be shown.

controls. Specify the options to suit your school’s situation.

b. Specify whether to show or hide student IDs by default when printing activity rolls.

c. Specify whether to show or hide parent contact details by default when printing activity rolls.

d. Specify whether to show or hide medical alerts by default when printing activity rolls.

e. Select the activity flags to show on activity rolls.

If you leave it blank then no flags are shown.

f. Select the student flags to show on activity rolls.

g.

7. C

o o

o

f.

If you leave it blank then no flags are shown.

If you're finished configuring all settings, select m .

onfigure default activity settings for excursions.
Default Activity Settings: Excursions

Show in Reports: “ Yes

Is SDL (Student Directed Learning): El -

Show in Attendance: No

Limit Places: =l -

Requires Approval / No

Risk Assessment:

Enable Cost Subsidy: “ Yes

Specify whether to show Excursions in Reports by default.
Specify if excursions are student directed learning by default.
Specify whether to show excursions in Attendance by default.

Specify whether to limit places for excursions by default. If you select Yes, then also specify the
maximum places.

Specify whether excursions require approval and risk assessment by default.

If you're finished configuring all settings, select m .

8. Configure Publish to Portal settings.

a

b.

‘ SENTRAL

Publish To Portal Settings

Should invoices be created for parents when an activity is published to portal? No

. Under Publish to Portal Settings, specify whether to create invoices for parents when an activity is

published to the portal.

If you're finished configuring all settings, select m .

Under Default Print Activity Roll Settings, review the descriptions for each setting to understand what it
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9. Configure default activity settings for sports.
a. Under Default Activity Settings, review the descriptions for each setting to understand what it controls.
b. Specify whether to disable co-curricular activities by default.
This setting controls whether any sports, music and co curricular activities are displayed in Activities.
c. Specify with to enable conflict resolution for sport cohort conflicts by default.

d. Selectthe Post Game Teams Reset checkbox if you want to control when teams should be reset. If
you select this checkbox, then also choose a time and select Set Time.

e. Select m
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Configure additional fields

Overview

Use the information in this section to customise fields that might be required when creating an activity or event.
For example, Opal Card number.

Video: Watch this video to learn about creating additional fields within Activities setup.
Activities Setup | Create additional fields for activities

Activities setup
Creating Additional Fields

Add additional fields

1. Select the menuicon *se and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Setup in the left menu, choose Additional fields

4 Select Add Additional Fields .

5. In Add Additional Field:
a. Enter a name for the field.
b. Specify details such as the type of field, as well as its minimum and maximum length.
c. Specify the values the field accepts.
d. Choose whether to apply the field to:
i. Categories —and then select one or more specific categories.
ii. Activity types —and then select one or more specific activity types.

iii. Activity attendees.

e. Select m

Edit additional fields

1. Select the menuicon *se and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Setup in the left menu, choose Additional fields

4. Select m next to a field.

5. In Edit Additional Field, update any of the settings and select m .

‘ SENTRAL ACTIVITIES ADMIN GUIDE | PAGE 32



Delete additional fields

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Setup in the left menu, choose Additional fields

Del
4. Select next to a field.

5. Select OK to confirm.
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Configure Positions register

Overview

Use the information in this section to add various sports to the register and nominate the positions played
within the sport. For example, Football — defender, goal keepers, mid fielder.

@ Note: This is only relevant if your school wants to set up co-curricular activities such as sport.
Don’t use this for regular activities within the module.

To add a new position group and positions

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Select Setup in the left menu and choose Positions Register.

Add Position Gn
4. Select SHSE

5. Enter a name for the Position Group and select m .

The Position Group is added to the list — ready for you to add positions.
6. Select m next to the position.

7. Under Positions in [Group], enter a position name and select m

The position is listed.

To edit or remove a position group

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Under Setup in the left menu, choose Positions Register

The Position Groups screen displays.

..
4. Select next to a position group.

5. Do any of the following:
a. Update the name of the position group and select m .
b. Select Remove next to a position group and select m .

To edit or remove a position

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Under Setup in the left menu, choose Positions Register

The Position Groups screen displays.

’ SENTRAL
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4. Select m next to a position group.
5. Do any of the following:

* Torename a position, select next to a position and then select m

To remove a position, select next to a position.
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Configure approval workflow

Overview

Use the information in this section to configure the module to reflect your school’s policies for various activities
or programs such as those listed below:

¢ on site/off site

¢ incursions/excursions

¢ domestic excursion/international/interstate excursion
¢ sports/CAPA activities.

You have two options for configuring approval workflows:
¢ Use the default approval workflow

¢ Edit the default approval workflow.

@ Note: The Approval Workflow menu is what you use to create workflows. Once you've done that,
the Setup Categories menu is where you assign the workflow to a category.

& Warning: You are restricted to assigning one workflow to a Category of activities in the
Categories setup.

Add a new approval workflow

1. Select the menuicon *se and choose Activities.

2. Select . Setup and choose Activities Setup.

< Backio Actviiss

Setup

======

Categories Venues Cycles
Manage the sctviy Manage th st of actviy lcations Add and manage eycles for acivies

Student Portal Letter Templates
Mana Sen

‘Approval Workflow
Defie and managethedifarent actiy workfows andthei rltng stepe.

Import
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3. Under Setup in the left menu, choose Approval Workflow.

Approval Workflows

New Approval Workflow
Name Approval steps. Used By Options.
= 1. Exec Approval « Sport AEit
ion/Payment Approval 2. Costing Approval « Imported Excursion - TERM
3. Permission/Payment Approval + Imported Excursion- ANNUAL
- Imported Activity - TERM
= Imported Activity - ANNUAL
+ Music
= Excursion_Sport 1. Cost Not assigned. [ 6t | Opsoblc | Whemore |
Cont Venus, sk Assassmant 2. Venue
3. Risk Assessment
= Excursion_Ar Gallery 1. Costing spprovel Not assigned. e | Sbisable | Whemove |
3. HT Admin
= Excursion_General 1. Costing details Not assigned. [ 75t | Opsoble | Whemore |
Costngstae, Risk Azssemant 2. Risk Assessment
= 1. Created = Important Battles FEit
ssessmem, 2. impact
3. Excursion Request
4. Admin Job
5. Staffing
6. Risk Assessment
7. Final Check
8. Ready 10 publish
Mew Approval Workflow
4. In Approval Workflows, select
Approval Workflow
@ Toassign this approval workflow to an activity category, this can be performed under the categories:section, in the activity settings.
Workflow name
Workflow deseription
y
Editing during approval ] Allow: users ta edt the activity without affecting the approval werkflow
By checking this on, users can make changes ta an activity Without affecting the approval workflow
Any changes to an activity (while the activity is unpublishied) will not force user to start asproval process again from the beginning
Approval Steps Add Approval Workflow Step

© This approval workfiow has no steps.

=IE
5. Enter a name and description for the workflow.

6. Specify if the Editing during approval setting should be enabled.

¢ You can switch on this setting to allow users to make changes to an activity while the approval process is
still running.

« [f this option is switched off, users cannot make changes unless the activity is rejected or more
information is requested by an approver. The system will still allow users to change some minor details
(for example, changing organisers, due date and some other flags such as report, calendar) that do not
have an impact on core activity details (for example, venue, description, dates, cost).

Add roval Workflow Ste;
7. Select |

You only need to create approval steps tied to the approval process. The first and the last steps of the
activity approval workflow are always automatically created as ‘Proposed’ and ‘Ready to Publish once you
save a newly created workflow. You can edit these step names, but you cannot assign approvers to them.
You also cannot change the order of these steps. This is because these steps do not require an approval.

Adding approval step X Adding approval step X
Details  Approvers Details ~ Approvers
Name:

O selectine groups and users who will approve this step.
Casting approval

Description: Groups:
Check costing details. Choose a value.. v
Check venue infermation P

Visible 1o users? User:

Yes No
Can default approvers approve? Viney, Savannah | | Aps, Andrew
Yes No

Caneel Add to workflow Cancel Add o workflow
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8. In Adding approval step:
a. Enter a name and description for the approval step.
b. Specify visibility and approver options on the Details tab.
c. Assign approvers for the step in the Approvers tab.

You can allocate approvers for each step and outline (in the Description section) what needs to be
checked during each approval step.

d. Only assigned approvers or school administrators are allowed to approve or reject an approval step. If
an approval step is assigned to ‘Anyone’, only users with permission to approve an activity or school
administrators can approve or reject an activity.

You can manage permission settings from the Sentral Setup section.

i. Select m and choose Manage User Accounts.
ii. Select Manage User Permissions in the left menu.
iii. Under Manage User Permissions, next to Modify Access Levels, choose Activities from the list.

iv. Under Approval Workflows, choose options.

e. Select .

The approval step is added to the approval workflow.

9. Add more approval workflow steps as needed, and then select m .

& Warning: If an approval step is assigned to ‘Anyone’, only school administrators or users
with permission to approve an activity can approve or reject an activity.

Link a new approval workflow to a category
You can link created workflows to an existing activity category (for example, excursion).

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

Activities Setup

Categories Setup

Student Portal

Approval / Risk Assessment Additional Fields
Set sddo i elds for

Letter Templates

Absence Reasons

Settings

Adaitional Fields

Import

Approval Workflow

Positions Register

Import v

3. Under Setup in the left menu, choose Categories.
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Edit .
4. Select next to one of the categories listed.

The Edit Category screen displays.

Edit Category

Name: Evcursions The name of the
Activity Type: Excursion

Group Type:

Gategory Label: This wi

Max Points Per Activity: The maximum points a student can be allocated in any one activity in this category.
Defauht Points: The defaut points o award  student for each activity in this category.

Defauh Cycle: annual The default cycle for the new activiies

Approval Workflow Farhana 2 - The approval workflow for activities in this category.

Co-Ordinators: Choose a value.. v

Speciality Groups: Music v

Groups in Excursions

Name

rest

=

Options

#Rename  BRemove

5. Next to Approval Workflow, select the newly created approval workflow from the list.

6. Select m

Edit an approval workflow

1. Select the menuicon *se and choose Acti

2. Select

Activities Setup

< Backio Actviiss

Setup ~
Categories Setup
o Categories
Mansge he sty grumings
Cyeles

Student Portal
Student Portal Manage student portl setings and selecion perods
Approval / Risk Assessment Absence Reasons
Manage actiyolla bssnce ressons
Letter Templates.

Venues

Mansge the st o sctiy locstions

Approval / Risk Assessment
Manage andconfqure spproal and ik ssssamer

Settings
St global servy ssting

Absence Reasons Approval Worlkflow -

Positions Register

ies.

Setup and choose Activities Setup.

Cycles

Add and manage cycles foractvites.

Letter Templates
Seup Leer Tempiees for Aty Permision ot

Additional Fields

St addtionsl ussr-definsbl el for Categariss nd Actvies.

Sertings

Additional Fields

Postions Register

Import

Sports Activities

Import sports acties using s fles.

Import ~

Music Activities

Impart s acties using s Flse

3. Under Setup in the left menu, choose Approval Workflow.

Approval Workflows

Name

Default

ing Approval, Permission/Payment Approval

Excursion_Sport

Cost. Venue, Ris

Excursion_Art Gallery
Costing approval. Deputy Principal, HT Admin

Excursion_General
Costing detals, Risk Asssssment

New ACL
Craated. imp:

o Request. Adimin Job, Stafing. sk Assessment
0 pubiish

Final Ches

’ SENTRAL

Approval seps

1. Exec Approval
2. Costing Approval
3. Permission/Payment Approval

1. Cost
2 Verue
3. Risk Assessment

1. Costing approval
2. Deputy Principal
3. HT Admin

1. Costing details
2 Risk Assessment

1. Created
2. impact

3. Excursion Request
4. Admin Job

5. Staffing

6. Risk Assessment
7. Final Check

8. Ready 10 publisn

Used By options

- Sport P

= Imported Excursion - ANNUAL
- Imported Activity - TERM

- Imported Activity - ANNUAL
- Music

Not assigned

(/oo T oo Lo |

Not assigned

[ 7o T Soie | wrerme

Not assigned

e

= Important Batties
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4. Review the workflows listed.
a. Check the categories currently using the workflows.

b. Check the current steps.

c. Decide if you will use the default workflow, edit the default workflow or create a new approval workflow.

Edit
5. Select next to an approval workflow.

6. Do any of the following:
a. Update the name and description of the workflow.

b. Update approval step details.

i. Select m next to the step.

ii. Update details.

iii. Specify visibility and approval settings.

iv. Select m .

c. Add an approval workflow step.

-
i. Select .

ii. Enter a name and description for the step and select .

d. Manage approvers for an approval step.

M
i. Select next to the step.

ii. Selectthe groups and user to assign to the step.

Save changes
i, Seloct I—

@ Tip: You must assign Approvers according to their current role in the school’s process.

e. Re-order approval steps.

i. Usethe drag handleicon = to change the order of steps.

ii. Select m

f. Remove a step in the approval workflow.

i. Select next to the step.
ii. Select m

Disable or delete an approval workflow

Use these steps to disable or delete custom workflows. You can’t delete the default workflow.

ACTIVITIES ADMIN GUIDE | PAGE 40
’ SENTRAL |



1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

Activities Setup

< Backio Actviiss

Setup ~
Categories Setup
o Categories Venues
Manage he aciviy groupings Manage thelis of actvy locations
Cycles

‘Student Portal

Approval / Risk Assessment
Manage stdentporal sfings and sefecton perisds i

Student Portal Manige and configure spprerel and sk sssessment templaies

Approval / Risk Assessment

Absence Reasons Settings
Venage acity ol absence reasons Set globel actvty settings

Letter Templates.

Aeencer ‘Approval Workflow Positions Register

sence Ressens efine and menage the dferent ity warkflows and thi eating teps. | Defineand managethe diferent sport posiian and ther group.

Settings
Import
Sports A

Import ~

Cycles
A and manage cycles for acivies

Letter Templates
Temlaies for Aty Parmission Netes

Additional Fields
Set adtional user-definable fields for Categories and Actvies.

3. Under Setup in the left menu, choose Approval Workflow.

Approval Workflows

Name Approval steps Used By
= Default 1. Exee Approval - sport
Exec & sting ment Approval 2. Costing Approval » Imported Excursion - TERM
3. Permission/Payment Approval » Imported Excursion - ANNUAL
« Imported Activity - TERM
- Imported Activity - ANNUAL
- Music
= Excursion_Sport 1. Cost Not assigned
Cost. Venue, Risk Assessmant 2 Venue

3. Risk Assessment

1. Costing approval
2 Depury Principal
3 HT Admin

Not assigned

1. Costing details
2 Risk Assessment

Not assigned

1 Created
2. impact

3. Excursion Request
4. Admin Job

5. Staffing

= Important Battles

6. Risk Assessment
7. Final Check
8 Readyto publish

4. Check the Used By column.

Options

S Edit

I
[ /o ] Soesie | gimmee

[ /oo [ oo [ o |

# Edit

 Ifthe approval workflow is used by a category, go to Setup | Categories, and then edit or remove the

category so that it is not assigned.

« Ifthe approval workflow is not assigned, the Disable and Delete buttons are enabled.

5. Do one of the following:

Disabl
a. Select and then select m

The approval workflow is listed under Disabled Approval Workflows —and you have the option to

enable it in the future.

b. Select and then select m

The approval workflow is removed from the list of workflows.
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Import activities

‘ @ Tip: We encourage schools to discuss how to use the Imports function with your Implementation
Manager.

Import sports activities

Note: This feature is available to some independent schools.

Overview

Use the information in this section to import sports activities using Excel files.

Download a sample template

Follow these steps to download a template that you can use to build the activities outside of the system first
and then import the correctly formatted Excel file.

1. Select the menuicon *s+ and choose Activities.
2. Select . Setup and choose Activities Setup.

3. Under Importin the left menu, choose Sports Activities.

@ Use the form below to import the correctly formatted .xls file. Download Template &

Import Sports Activities

[ Choose File | No file chosen
(] Wipe all the data before import
Dry Run

Will insert all of the changes but instead of saving them the changes will be rolled back. Useful to check the log of the operation and inspect f there are any issues there.

Choose cycle instance

Choose a value. v

& Import

4. Selectthe Download Template link at the top of the screen.

Import file

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Under Import in the left menu, choose Sports Activities.
4. Select Choose File and select the correctly formatted Excel file.
5. Select one of the following options:
a. Wipe all the data before import

This option wipes all co-curricular type activity data before imprinting. It does not affect standard
activities.

b. Dry Run.
6. Select a cycle instance for the import.

This is only applicable to schools using co-curricular activities such as Saturday sport.
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?
7. Select S Import

An import log displays the imported files.

Import music activities

Note: This feature is available to some independent schools.

Overview

Use the information in this section to import music activities using Excel files.

Download a sample template

Follow these steps to download a template that you can use to build the activities outside of the system first
and then import the correctly formatted Excel file.

1. Select the menuicon *s+ and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Import in the left menu, choose Music Activities .

Fees, Billing & Payments Setup

< Backta Fees, Dilag & Payments.
—
) h o

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn

== 1
4. Selectthe Download Template link at the top of the screen.

Import file

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
3. Under Setup in the left menu, choose Music Activities.
4. Select Choose File and select the correctly formatted Excel file.
5. Select one of the following options:
a. Wipe all the data before import

This option wipes all co-curricular type activity data before imprinting. It does not affect standard
activities.

b. Dry Run.
6. Select a cycle instance for the import.

This is only applicable to schools using co-curricular activities.

4
7. Select .

An import log displays the imported files.
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Categories — Examples

Example 1 Example 2

Category II

/ \ / \

/
Category 1 I[ Sport ] [ Dance ][ Domestic ] [ Int'nal ]
4 /

1 I! J \ IJ \.

/
Group i Soccer Rugby ; Canberra | Ballarat

[

Section

Category section, Category and Group information displays on the home screen.

El - e
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