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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:

Selection Periods for a centralised and simplified registration system for Activities

Centralised venue management

User defined categories and types

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

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.

ACTIVITIES ADMIN GUIDE | PAGE 5
‘ SENTRAL |



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 Onboarding guide in the Help Centre:

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

For details, refer to the Onboarding guide in the Help Centre:

Access
To access Activities from the Sentral home screen:

Select the menu icon and choose Activities.

* Select . Setup and choose Activities Setup.
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Considerations for setting up the
Activities module

Use the information in this topic as you prepare to configure the Activities module.
School settings

Action
Check the information in school settings.

Select . Setup and choose School Details.

Reason
This module draws details such as the school’s name, address, logo and principal’s name from the General
Setup section of Sentral.

Data synchronisation

Action
Manage data synchronisation. This is updated at 5am daily but you can choose to do a manual override.

Select . Setup and choose Data Synchronisation.

Reason
Student information is correct, roll classes and teacher allocations are up to date.

Action
Link staff details to their data layer source (Sentral or alternative School Information System [SIS], Eduhub,
Edsas, Cases, Enrolments).

Select . Setup, select Manage User Accounts, and then choose Edit. In User Details, use the search box
at the find the staff member in your school’s administration system, and then selectSave.

Reason

This makes staff visible in activities.

Import

Action

Decide if you will use the option to import activities. Either import activities/events in .xls format by category of

activities (e.g. music activities, sports activities), or alternatively, just configure the module to your school’s
needs and according to current policies.

For more, see "Import activities” on page 48.

Reason
This enables you to consolidate and streamline your school management systems.

Categories
Description

Categories are the broadest way of defining activities, according to ‘life of the school’. For example, academic,
excursions, sports.

Action
Define the categories of activities to suit your school’s situation, keeping in mind the likely approval workflow or
process.

Reason
You can only assign one approval workflow/process to category of activities.

Cycles
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Description

The Activity cycle refers to how often the activity is recurring. For example, semester, weekly, winter/summer).
Once the activity is completed it will roll over with the same details and attendees in the interest of time
efficiency.

Description

Review the built-in default cycles such as annual, seasonal, semester and term.

Define custom cycles such as weekly, fortnightly to suit the cycle of activities occurring at your school.
You can edit cycle start and end dates.

Portal

Action

Review current channels used for communicating to parents and students about various activities and
excursions.

¢ If your school currently uses paper-based permissions, activity selection and payments, consider activating
the Parent and Student Portals for your digital transformation.

¢ If you school already uses the Portal, visit the Portal Console module and determine which aspects of the
Activities module to switch on for parents and students.

Reason
Digital transformation offers numerous benefits.

Staff notifications

Action
Consider your school’s current policy and procedures for approving excursions, activities, and risk
assessments.

Reason
The Activities module has areas to notify staff to action or approve activities.

Approval workflow
Description
The Activities module includes a default approval workflow that you can edit and assign to various activities

categories. You can create multiple approval workflows to cater for internal variance in policy due to updates or
requirements.

Default approval workflow

Proposed Yes Not applicable
Executive approval Yes Anyone
Costing approval Yes Anyone
Permission/Payment approval Yes Anyone
Ready to run Yes Not applicable

@ Tip: You must assign Approvers according to their current role in the school’s process.
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c Warning: You are restricted to assigning one workflow to a Category of activities in the
Categories setup.

Action
Review your school’s current policies and processes when you're planning how to set up approval workflows.
Remember to check for paper-based documents and forms.

Reason

Efficiency. Workflows need to reflect your school’s current policy in relation to activity approval, management,
and attendance.

Activity roll settings

Action
Decide if an absence should automatically be created when an activity roll is submitted.

Reason

Efficiency. Workflows need to reflect your school’s current policy in relation to activity and classroom
attendance.
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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.

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

Steps

Follow the steps below to review Global Config 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 Settings.

Settings

Activity points vide ‘This option determines if the points are used and should be shown in activities.

Enforce Category points limit s “

Show Risk Assessment Forms oo IEZED

Show Approval Forms so [IEZED

‘Show Categories Sections E ] ‘This option determines if sections should be shown as an extra hierarchy ve categories.

Student Selections Cap == - This settng fies pushed to portal for select dent sots are hard capped or soft capped.
‘Show Sports Dashboard oo This Sport rd in the tenant

Show Music Dashboard This setting will control whether the activities would have a Music or a egular dashboard inthe tenant.

Activity Roll Settings

Greate attendance absence on activities roll submit T 5 if an absence shou cally be created when an activity ollis submitted.
Select which absence reason should be shownwhen e +  The selected reason wil be used toin creating an absence in Attendance when submitting an Activty Roll
the student is present for the activity roll

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

Default Print Activity Roll Settings

Show student IDs Eo ] This option wil tum onyoff student ids option by default when printing activiy rols

Show parent contact details e

‘Show medical alert

‘Show activity flags Choose a value. +  This option willdeterr played on activityrols. If you leave it blank then no lags will be shown.

Show student flags Choose a value. . This option will determine which student flags wil gt displayed on activity rols. If you leave it blank the o flags will be shown.

Default Activity Settings: Excursions
showin Reports - -
15 SDL (Student Directed Learing): —n

Show in Attendance: No.

Limit Places:

[ -]
Requires Approval "
[ -]

Risk Assessment:

Enable Cost Subsidy:

Publish To Portal Settings

Shouldinvaices be created fo parents when an "
activity is published to portal?

Default Activity Settings: Sports

Disable Co-Curricular Activities: N

Enable Sport Cohort Conflicts: v HE

a cohort who are part of another cohort within the same cycle instance.

Post Game Teams Reset: o 1t the next following day.

‘ SENTRAL
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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:

options available.

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

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

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 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 12
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10. (Optional) Do any of the following
a. Add a category label.
b. If Activity Points is set to Show in Settings, then enter maximum points per activity.
Points accumulate indefinitely if you don't set a maximum.
The system awards maximum value to a student if the points cap is reached for 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

If Activity Points is set to Show in Settings, then 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 be less than or equal to the value entered in the
Max Points Per Activity field.

d. Choose a section and activity group.
e. Select one or more staff members from the Co-ordinators list.

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

Select whether to make accommodation available for activities created in this category.

J @

Select whether to make venues a required field for activities created in this category.
i. Enteravenue label.
j- Choose an Activity Display option.
¢ If you choose Default, then some fields are hidden. Select Save.
¢ |f you choose Custom, then additional fields display.
11. For a custom activity display:

Specify whether to show or hide points.

o o

Enter a description.

. Specify whether to show or hide activities in this category in the portal.

c
d. Specify whether to show or hide Allow Self Registration for activities in this category.
e. Specify whether to show or hide Normally Runs on.

f

. Specify whether to show or hide Is SDL.

Specify whether activities in this category require a risk assessment.

@

h. Specify the additional tabs to displays within an activity in this category.
12. Choose a Details View option.
¢ If you choose Default, then some fields are hidden. Select Save.

 If you choose Custom, then additional fields display. Choose one or more fields that you want to display
in the Details View. Select Save.

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.
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Steps

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.

Edit
4. Select next to a category.

The Edit Categories screen displays.

vvvvvvvv

oetkoye s

.............

5. Under Groups in [category name], enter a name for the new category group and select .

6. Select next to the group to update the group.

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

Edit, remove, or re-order a category

To edit a category

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.

Edit
4. Select next to a category.

In the Edit Category screen, update information.

‘ SENTRAL
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6. For Excursion and Activity type categories, you can configure the relevant tabs and fields that are visible
when staff create a new excursion or activity.

Next to Activity Display, select Custom and specify settings for the additional fields that display:

g.
For Excursion and Activity type categories, you can configure the details that display in the summary view

a
b
c.
d
e
f

Points - determines visibility in activities of Max Points and Default Points.
Description - displays 'hover' text on home screen tiles.

Allow self registration

Normally runs on

Is SDL - Self Directed Learning

Requires risk assessment

Additional tabs - to control the visibility of Cost, Excursion, Academic Reports, Questions.

per category.

Next to Details View, select Custom and choose additional fields to display in the right pane.

8. Select Save.

To remove a category

1.

2.

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.

Select . Setup and choose Activities Setup.

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

4.

The Activity Categories screen displays.

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

Rename or remove a group within a category

1.

Select the menu icon se+ 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.

‘ 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 17
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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. 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.

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 Selection Period - Portal

Overview

Use the information in this section to create a Selection Period for a centralised and simplified registration
system for activities. For each Selection Period you can configure:

¢ when activities within a Selection Period become visible in Portal,

¢ when registrations for activities within a Selection Period open and close,

¢ how many activities within a Selection Period a student or parent can chose and participate in,
¢ who can register a student for an activity within a Selection Period,

¢ and Travel Details and Waitlist settings.

@ Tip: You can have multiple Selection Periods active at the same time.

@ Tip: You can link activities to a Selection Period from the individual activity.

Create a Selection Period

1. Select the menuicon s+ and choose Activities.

Select . Setup and choose Activities Setup.

2.
3. Select Selection Period - Portal.
Add Selection Period
4. Select _ . The New Selection Period screen displays.

New Selection Period

Name*

Registration Open Date  Date
(view only)

Xclear  Time Not Set®

Registration Open Date  Date
(Registration starts)*

Xclear Time Not Set®

Registration Cut-off Date
Date*

Xclear Time NotSet(®

Minimum Selection*
Maximum Selection*

Maximum Allocation*

Show in Portal Ho
Requires Travel Details “ Yes

Optional Waitlist

Who Can Register: Students v
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5. Enter a Name for the Selection Period. Use a clear, dated title. This helps staff identify the correct period.
6. Configure the Registration Windows:

a. SetRegistration Open Date (View Only). This controls when families can see the activities but
cannot yet register. It is visible to students and parents if they have access.

b. SetRegistration Open Date (Registration Starts). This controls when users can start selecting
activities. The date must be after the View Only date. Once the registration is open you can no longer
make changes to the selection period or activities that are linked to it.

c. SetRegistration Cut-Off. This sets the date and time when all registration closes. The cut-off is the
same for all year levels.

7. Set Selection Rules:

a. Minimum Selection: This is the minimum number of activities a student or parent needs to select
before submitting.

b. Maximum Selection: This is the upper limit of activities a student or parent can select.

c. Maximum Allocation: This is the number of activities a student can be placed into.

@ Note: A student or parent may choose to select more activities than a student can be placed into
if there is a waitlist for their preferred activity.

8. Set Portal Visibility: Set Show in Portal to No while configuring. Switch to Yes when ready to publish.

9. Forinternational travel set Travel Details: Set Requires Travel Details to Yes or No. If Yes select Who
Can Submit Travel Details. Most schools choose Parents only for accuracy and compliance.

Note: This feature is only available for Enrolment schools.

10. Set Optional Waitlist: This setting controls how the Minimum Selection is enforced.

¢ If Yes, students or parents must first select the required minimum number of activities that still have
open spots. Only after meeting that minimum requirement can they choose to join a waitlist for a full
activity.

¢ If No, students or parents can meet the minimum requirement using any combination of activities,
including waitlisted ones.

@ Note: If a student selects only waitlisted activities and no spaces open up, they may end the
selection period without being placed in any activity at all.
11. Set Who Can Register: Select whether Students, Parents, or both can submit selections.

12. Activate Year-Specific Registration Dates: You can configure staggered open dates by year level for
View Only and Registration. Cut-off is shared across all year groups.

13. Select m Don’t forget to switch Show in Portal to Yes when you are ready to publish.

14. You can send Registration Reminders for a Selection Period to parents and students from the Selection
Period - Portal screen. Reminders are sent to both Email and Portal.

Tip: Ensure parents and students have access to Activity Selection in their respective Portal
Console Access Controls.
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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.

Video: Watch these videos on our YouTube channel to learn about creating approval request
templates and risk assessment templates. Activities Setup | Create an Approval Request

Template and Activities Setup | Create a Risk Assessment Template

View template content

1.

o~ N

6.

Select the menu icon 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.

View template details — the sections and fields.

Select m to return to the previous screen.

Add a new custom template

1.

Select the menu icon and choose Activities.

2. Select . Setup and choose Activities Setup.

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

‘ SENTRAL
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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 Edit next to the template.

6. Tick Editing after final approval if you want to allow users to edit the form after final approval has been
given.

7. Add sections, and then within the sections add fields.

If you select to add a new field type of multi-select, then also provide the list of values for that field.

Tip: This is where you can make a field within an Approval Form or Risk Assessment
mandatory.

8. Save your changes.
Create a new template (copy and edit)
Part 1 — Copy and rename existing template

1. Selectthe menuicon s+ and choose Activities.

N

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.
iii. Select Edit 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 Edit next to the field and do any of the following:
i. Update the name of the field.
ii. Selecta different field type.

iii. Specify whether to make the field mandatory.

iv. 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.
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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. Selectthe 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.
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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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 .
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Configure settings

Overview

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.

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

Activities setup
Create Activities Letter Templates

Steps

1. Select the menuicon *se and choose Activities.

2. Select . Setup and choose Activities Setup.

3. Under Setup in the left menu, choose Settings.
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4. Configure Settings section.

-~ ® a o

R—

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. If you select Show, then also 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.

g. Specify if activities should have a Sports or a regular dashboard.

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

. Specify whether to show the Programs card on the Activities Dashboard.

Choose whether to show default home page tiles or show tiles for categories. If you select to show tiles
for categories, then also choose up to 12 tiles to display on the home page.

Specify whether to show tax. Enter the tax label and currency symbol.

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

5. Configure Activity roll settings.

‘ SENTRAL

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 submitted.
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.

g.

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

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

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

Select the activity flags to show on activity rolls.

If you leave it blank then no flags are shown.

Select the student flags to show on activity rolls.

If you leave it blank then no flags are shown.

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

7. Configure default activity settings for excursions.

o o

o

f.

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.

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 .

9. Configure default activity settings for sports.

a.
b.
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Under Default Activity Settings, review the descriptions for each setting to understand what it controls.
Specify whether to disable co-curricular activities by default.

This setting controls whether any sports, music and co curricular activities are displayed in Activities.
Specify with to enable conflict resolution for sport cohort conflicts by default.

Select the 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.

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 .
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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.
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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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Change Excursions label

Overview

Use the information in this topic to rename the word Excursion in the Activities module to something else.

Steps

1. Select the menuicon *se and choose Activities.

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

The Language Settings screen displays.

Activiies Setup

4. Overwrite the word Excursions with your school's preferred label.

References to Excursions in the following places are updated. For example, the Activities home screen,
Setup - Categories, Activity Reminders menu, Activity screen.
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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

Overview

Note: This feature is available to some independent schools.

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. Selectthe menuicon s+s and choose Activities.
2. Select . Setup and choose Activities Setup.
3. Under Import in the left menu, choose Sports Activities.
@ Use the form below to import the correctly formatted .xls file. Download Template &
[ Choose File | No file chosen
4. Selectthe Download Template link at the top of the screen.
Import file
ooo

1. Selectthe menuicon eee 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. DryRun.
6. Select a cycle instance for the import.

This is only applicable to schools using co-curricular activities such as Saturday sport.

i

7. Select .

An import log displays the imported files.
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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

a

1.

nd then import the correctly formatted Excel file.

Select the menu icon and choose Activities.

. Select . Setup and choose Activities Setup.

2
3. Under Import in the left menu, choose Music Activities .
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, =
=
=3
=
=3
=
4. Selectthe Download Template link at the top of the screen.
Import file
1. Selectthe menuicon *es 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.
2
7. Select .

An import log displays the imported files.
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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.

Q 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 PEin
oniPayment Approval 2. Costing Approvel « Imported Excursion - TERM
3. Permission/Payment Approval » Imported Excursion - ANNUAL

- Imported Activity - TERM
- Imported Activity - ANNUAL
- Music

Excursion_Sport 1. Cost Not assigned m
Cost, Venue, Risk Aszesement 2 Verue

3. Risk Assessment

Excursion_art Gallery 1. Costing spprovel Not sssignea [ /s | ©bisatic | Wkenowe |

Costing approval, Depiny Principl, HT Admin 2. Deputy Principal
3. HT Admin

Excursion_General 1. Costing details Not assigned m
Costing detils, sk Assazement 2. Risk Assessment

1. Created + Importam Betties ZEi
cessmert. 2. impact

3. Excursion Request

4. Admin Job

5. Staffing

6. Risk Assessment

7. Final Check

8. Ready 10 publish

MNew Approval Workfl
4. In Approval Workflows, select New Approval Workflow -

The Approval Workflow screen displays.

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

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 workflow 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).

wal Workfl
7. Select Add Approval Workflow Step.

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 ‘Created’ and ‘Ready to Publish once you
save a newly created workflow. You can add a custom description to the 'Created' state. 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 Adding approval step x

Details  Approvers ~ Approval Forms

Details _ Approvers  Approval Forms Details Approvers  Approval Forms
Name:
© el the groups and users who will approve this step.
Description:
Groups: @ select the approval forms that will need to be
Choose avalue ~ completed this step.
Visible to users? o

Can default approvers approve?
s " Vinay Savannzix || Aps, Andrew Choose a value...

Yes No

Return to Activity Creator? ‘Allow additional approvers:

Yes

Cancel [V Add to workflow U  Add to workflow
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8. In Adding approval step:

a.
b.

Enter a name and description for the approval step.

Specify visibility and approver options on the Details tab, including the option to return the activity to
the activity to the activity creator.

@ Note: Selecting Yes gives the activity creator the opportunity to make changes before
proceeding to the next approval step.

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.

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.

If you want to give activity creators the option to select additional approvers from a staff list for a
specific approval stage, select Yes under Allow additional approvers.

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.

ssssssssssssssssssss

Select the approval forms that will need to be completed for this step on the Approval Forms tab.

Select .

The approval step is added to the approval workflow.

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

c 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).
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1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.
Activities Setup

P

Setup 2
Categories, setup
Ve Categories Venues
Manage he ec Meanage the st o iy ocations
Cycles.
Student Portal Approval ] Risk Assessment
Student Portal Manage stucent porta! secings and seecton pericds Mange o o isk sssessment emplaees
Approval / Risk Assessment Absence Reasons Settings
Manage activiyrolls absence rezsons Set gobal aciviy setings
Letter Templates
Approval Workflow Positions Register
Aosence Reasons Define and manage the difernt ctity workfow's and hir elting steps. setre neirgro

Setings

Additional Fields

Import

Approval Workfiow

Positions Register

Import >

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

Letter Templates

Setup Leter Templates for et

Additional Fields

Set addiional se-dafinabie el for Categores and Activites

Edit
4. Select Edit next to one of the categories listed.

The Edit Category screen displays.

Edit Category

— rons The name of the category

Activity Type: Excursion

Group Type: v

Category Label:

Max Points Per Activity: any one activiy in this category.
Defautt Points: ivity in this category.
Defauh Cycle: Annual v

Approval Workflow Farhana 2 v

Co-Ordinators: Choose a value.. v

Speciality Groups: Music v

Groups in Excursions

Name

st

= I

Options

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

6. Select Save.

Edit an approval workflow

1. Select the menuicon and choose Activities.

2. Select . Setup and choose Activities Setup.

Activities Setup

< Backm Acivities

Setwp &
Gategories Setup
s Categories Venues
Mansge thesciviy raupings Manage th st of iy locatons
Cycles

‘Student Portal

Approval / Risk Assessment
Student Portal Manage student portl setings and slection perods Manage and confgure spprovalandrick assesament templates

Settings

Approval / Risk Assessmen w Abser

Letter Templates

Absence Reasons

‘Approval Workflow

Difine and manage the diferent sty work

Import

Positions Register

Sports Activities

Import sports acities using i fes.

Music Activities

Impart s acties using s Flse

Import ~
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Cycles

Add and manage cycls fo acties

Letter Templates
Setup Lo Tl for Actvy Parmission Netss
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3. Under Setup in the left menu, choose Approval Workflow.

Approval Workflows

n
oo
Fg

Excursion_Art Gallery
Costingapproval, Deputy Princpal, HT Admin

Excursion_Genersl
Costing detaile, Risk Azsazamant

L

4. Review the workflows listed.

Approval steps.

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

1. Cost
2. Venue
3. Risk Assessment

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

1. Costing detaiis
2 Rigk Assessment

1. Created
2.impact

3. Excursion Request
4. Admin Job

5. Staffing

6. Risk Assessment
7. Final Check

8. Ready to publish

Used By

- Sport

« Imported Excursion - TERM

» Imported Excursion - ANNUAL
- Imported Activity - TERM

- Imported Activity - ANNUAL
- Music

Not assigned.

Not assigned

Not assigned

+ Importam Betties

D
[/ co ] Somai [ an |
D EE S

& Edit

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.
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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, including whether to notify the activity creator on approval
of this step to enable them to make changes before proceeding to the next step.

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.

iii. Specify whether to allow additional approvers to this stage or step.

. Save changes
v, Select E—

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

e. Re-order approval steps.

i. Use the 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. Selectm.

Disable or delete an approval workflow

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

Overview

Note: This feature is available to some independent schools.

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. Selectthe menuicon s+s and choose Activities.
2. Select . Setup and choose Activities Setup.
3. Under Import in the left menu, choose Sports Activities.
@ Use the form below to import the correctly formatted .xls file. Download Template &
[ Choose File | No file chosen
4. Selectthe Download Template link at the top of the screen.
Import file
ooo

1. Selectthe menuicon eee 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. DryRun.
6. Select a cycle instance for the import.

This is only applicable to schools using co-curricular activities such as Saturday sport.

i

7. Select .

An import log displays the imported files.
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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

a

1.

nd then import the correctly formatted Excel file.

Select the menu icon and choose Activities.

. Select . Setup and choose Activities Setup.

2
3. Under Import in the left menu, choose Music Activities .
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, =
=
=3
=
=3
=
4. Selectthe Download Template link at the top of the screen.
Import file
1. Selectthe menuicon *es 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.
2
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

Science Fair v € Excursions & Activities £ Programs. 7, Excursion Calendars e
et M UPCOMING § ot Risk Assessments. 2000 Sesance Fair 140HI00
‘ b 143 Students
Excursions v 1 3
UNSCHEDULED @ a Questacon 182209
Lentership v 4 2 tudents
"

- . M 1070272020
L 3 0 Students
Scnpture 7 2

I Scence Far 312 031272010
nassic v . 0 Students
. 4 Science Fair 59 03/02010
‘Soort HZSA Wites Sumumer 2 B
"
Exempt @ ) P Vi ruame
N 1 Studects
creae v
Solwbunets 1 Studenns
Sport Cid. ¥ My Activities it Tesla 19
Sport- Repeesentathes v 10 You e not an rganises for amy activies
Testa Competiion 2670977019
shart Course v peas
Test- Eidest Sibing 0 Studess
ELE. My Excursions — Upcoming
e 1 Students
s -
Upcomibg  Becent  Past  Unschecuied Test Science Fai - 300412020
« —_ s
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OV IV W

Overview

As the year comes to an end, your school will be considering teaching groups for next year. The Sentral
Activities module is used to manage teaching groups for SRE, Peer Support Group, Excursions, Incursions,
Extra Curricular, Sports and other Activity Groups. Sentral will sync activities that are created against a
category with a nominated Group Type back to NSW DoE’s system.

This guide describes how to copy an activity in order to rollover a teaching group for the new year.

Copy activities

Overview

Sentral provides a ‘Copy’ functionality that allows schools to copy existing activities. This functionality copies
all activity details, including customised questions. Schools also have the option to copy student and staff
attendee information. Please note that any additional documents (e.g. attachments, academic reports, risk
assessments, and approval forms) will not be copied and must be added separately.

Steps

1. Select the Sentral menuicon s+ and then under Insights, select Activities.
The Activities home screen displays.

2. From the search box located in the top-right corner, type and select an activity name that is linked to a
teaching group.

Alternatively, you can select a specific category from the left menu, view all activities within the selected
category, and then select an activity.
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3. Select Copy from the activity dashboard.

Excursions: DOE - Rugby excursion

s WD

[rpe— e e
E [ iense Ve R e
o ot
o P P oo a
Shoninepors: Vs
o S o e
= 7 mm =
o s Maximum Places:  N/A
o P .
st ho
e . ol

4. Select a future cycle instance from the dropdown.

The dropdown list shows all existing cycle instances. You can create a new cycle instance from Activity
Setup | Cycles section.

Copy Activity x

@ Copying Excursion DOE - Rugby excursion

Cycle Ingtance: | 2025 - Annual v

B Copy student attendees

| Copy non student attendees

A The list shows all existing cycle instances. You can create a new cycle

instance from “Activities = Setup = Cycles” section.

Cancel Copy Activity

5. Select Copy Activity.
The Activity Edit screen displays.

6. Select a Start and End Date. Also make necessary changes to information in other fields if required.

[ Search Actiities Q
seties > Buersimne > Copy DOE - Rugby excursion
Overview  Cosis  Excursion  AcademicReports  Questions
Copy Excursions: DOE - Rugby excursion
Excursion Details
Excursion Name: DOE - Rugby excursion
Code:
Code that can be used to uniquely identify sn event
Start Date: 8 clear  SartTime: Not Set
End Date: 8 xclear EndTime: NotSet®
Pemission Form & xclear
Due Date:
Event Details: Date/s of event/activity B

Location/s of event/activity

Transport arrangements.

W

Availability

Available for Years: O All yearsO Orly selected years

You can indicate that only specific grades may participate in this activity.

==
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7. Select Copy.

Sentral will sync activities that are created against a category with a nominated Group Type back to NSW
DoE’s system.
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