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Overview

Sentral for Teachers app gives you an easy to access mobile interface with capabilities such as:
e Daily roll marking and PxP

As more and more classes congregate in areas other than the classroom, mark the roll wherever your
class is happening.

® Access to teacher timetables

Easily check your schedule on the way to school or in between classes when you’re not in the classroom
so don’t have ready access to a laptop or desktop.

® Quick creation of wellbeing incidents

Quickly record key details of any incidents that occur while you're on playground duty so that you don't
have to carry a notepad to record these details or rely on your memory. Capture just enough information
to be useful and not too time consuming.

e Support to mark the roll in the event of an evacuation

Access and mark your roll class on a mobile device and be able to clearly show a picture of students not
accounted for to emergency services. Satisfy the requirement to account for all students in your roll class
and report on any that did not congregate at the emergency evacuation point.

Access

Sentral for Teachers is a mobile app for iPhone and Android devices. You can download it from the Google
Play Store and the Apple App Store.

e Google Play Store
e Apple App Store

Role-based views of information

Your role determines the information you see:
e Administrators of Attendance can view whole school, cohort and class attendance data.
® Teachers can view classes.

Sentral’s YouTube channel

To view videos about the Sentral for Teachers App, view the playlist on our YouTube channel.
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https://play.google.com/store/apps/details?id=com.sentral.teachers
https://apps.apple.com/us/app/sentral-for-teachers/id1668723271
https://www.youtube.com/playlist?list=PLzTJZhS50iuf0rcjrk8r1jktUI0gqeAYc

App login

1. Open the Sentral for Teachers App.

’ SENTRAL
FOR TEACHERS

Welcome to Sentral
for Teachers

Please enter the name of the

school below

Q_ search school name

2. Search for your school and select it from the list that displays.

RWT MT (OSG)

Sign in to Sentral

Username *
Enter your username
Password *

Enter your passy

(J Remember my username

[[J Hide sensitive data

'SENTRAL

Cop! £ 2023 Sentral Pty Ltd

il @] <

3. Use one of the following options to log in:
— If your school has SSO login for staff, then log in via SSO.
— If your school does not have SSO login for staff, then enter your user name and password to log in.
The menu of available options displays.
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Rollmarking

To complete mobile roll marking

1. Log in to the Sentral for Teachers App.

o sP . 93%e

iz House Stark

m

v  MarkRoll

@©  Timetables

®  Record an Incident
MM Evacuation

a 3

Home Settings

2. From the home screen, select Mark Roll.

— If you have a single roll class available (i.e. a primary school setup), your class is listed and ready for

marking.

— If you have multiple classes available via period roll marking (PxP), your classes are listed by period.

Mark Roll

Fri 15th 5

Class On Now

11GE2A - Period 2 >

NOT SUBMITTED

Today's Classes

Free Period: Period 1

AST1 - Tutor Group

NOT SUBMITTED

Free Period: Recess

TGEOH - Period 3

’ SENTRAL
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3. Tap your class to begin marking the roll.
All students are marked as present by default.

11GE2A - Peri

Fri 15

21 Students

BELTRAME, Lily BOLGER, Katrina

Mark Absence Mark Absence
-
o

T 3 b F N

Finish Marking Roll

4. Tap Mark Absence to mark a student absent for a whole day (or period for PxP users).

99 Students 9 Absent

10453, Student 10457, Student

All Day (W) Late 13:55 (W)

<

10460, Student 10478, Student

\ /

Finish Marking Roll

1 @] <

5. Tap again to do any of the following:
— Remove the absence
— Mark a partial absence
— Add an absence reason.

Absence Register

Edit absence reason?
Yes

Remove Absence

Dismiss

’ SENTRAL SENTRAL FOR TEACHERS APP — USER GUIDE | PAGE 6



6. To remove the absence, select Remove Absence.

7. To mark a partial absence or edit an absence:
a. Under Edit absence reason, select Yes.
b. Under Absence Type, select whether the student’s absence is Whole Day, Late, Early, or Timed.

i. For aWhole Day absence, select the Absence Status (i.e. Unexplained or Explained) and the
Absence Reason. Select Save to return to the roll marking screen and continue marking.

Student 10292

O Explained

Absence Reason

B - School Business
E - Suspended

F - Flexible

L - Leave

M - Exempt

S - Sick

A - Unjustified

H - Alternate Education Setting

( Cancel )

ii. ForalLate, Timed, or Early absence, enter the time. Select Save to return to the roll marking
screen and continue marking.

AMDERSON, Annabelle

armval at school

Absence T

Whole day

O Lae

Timed

Earty

From To
(L) 930 AM (4 10230 AM

| Cancel |
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8. Once you've finished marking the roll, select Finish Marking Roll.
The Roll Submission Summary displays.

Roll Submission Summary

Total Number of Students in class
99

Present

90

Absent

9

Students Absent
10453, Student
10457, Student
10460, Student
10951, Student
10468, Student
10453, Student
10457, Student
10460, Student
10951, Student

Once a roll has been submitted, any further
changes will be logged into the system.

9. View information on the Roll Submission Summary screen.
— If information is correct, tap Submit.
The Mark Roll screen displays and the status shows as submitted.

— If information is incorrect, select Back (), edit the roll, and then tap Finish Marking Roll.

‘ SENTRAL SENTRAL FOR TEACHERS APP — USER GUIDE | PAGE 8



To edit an existing submitted roll
1. Log in to the Sentral for Teachers App.

2. Select Mark Roll.

— If you have a single roll class available (i.e. a primary school setup), your class is listed and ready for
marking.

— If you have multiple classes available via period roll marking (PxP), your classes are listed by period.

3. Select the submitted roll.
The Unsubmit Roll message displays.

Unsubmit Roll

Once a roll has been unsubmitted, any
further changes will be logged into the
system. Unsubmit this roll?

No Yes

4. Select Yes.
The roll is opened in edit mode.

5. Edit and resubmit the roll.
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To edit an existing unsubmitted roll
1. Log into the Sentral for Teachers App.

2. Select Mark roll.

— If you have a single roll class available (i.e. a primary school setup), your class is listed and ready for
marking.

— If you have multiple classes available via period roll marking (PxP), your classes are listed by period.

3. Select the class.

Mark Roll

Frl 15th Sep 2023

Class On Now

11GE2A - Period 2 7

MNOT SUBMITTED

Today's Classes

Free Period: Period 1

AST1 - Tutor Group

MNOT SUBMITTED

Free Period: Recess

TGEOH - Period 3

4. Finish marking the roll.
See To complete mobile roll marking

5. Select Finish Marking.
6. Select Submit Roll.
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To search for a student
Use the information in this section to search for a student by name.
1. Log into the Sentral for Teachers App.

2. Select Mark Roll.

— If you have a single roll class available (i.e. a primary school setup), your class is listed and ready for
marking.

— If you have multiple classes available via period roll marking (PxP), your classes are listed by period.
Select the class.

4. Tap the Search ic

T ——

Search 08PDH1 - Perl - MPH

5. View results.

6. Do one of the following:
a. Select Mark Absent.
b. Double-tap the student to edit the absence.
See To complete mobile roll marking
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Timetables

Use the information in this section to access timetable information via the Sentral Teachers App from any

location.

1. Login to the app.

v  MarkRoll

Timetables

Record an Incident

MM  Evacuation

2. Select Timetables to access your timetable information.

a

Home

Il (@)

11405 B

<

< Prev

Settings

o NS 84%m

Timetables Thu 9th Nov 23

7SCI_NWAw Composite
Room NWA_A18LAB

8SCI_NWAw Composite
Room NWA_A18LAB

3COR_NWAw Composite
Room NWA_P1PR

6COR_NWAw Composite
Room NWA_P1PR

4COR_NWAw Composite
Room NWA_P1PR

SCOR_NWAw Composite
Room NWA_P1PR

T0ESK_NWAw Composite
Room NWA_A18LAB

7ESK_NWAw Composite
Room NWA_A18LAB

BESK_NWAw Composite
Room NWA_A15

9ESK_NWAw Composite
Room NWA_A18LAB

LC-Wag_NWAw
Room NWA_LC

Today

08/11/2023 09/11/2023

’ SENTRAL

Next >
10/11/2023

X
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Wellbeing incidents

Use the information in this section to record basic details about an incident, and then complete further details
later in the Wellbeing module.
To record an incident

1. Log into the Sentral for Teachers App.

2. Select Record an Incident.

& MarkRoll

®© Timetables

® Record an Incident
MM Evacuation
a &

Home Settings

3. Select an incident category.

X Incident Category Q
N-Award ?
Data Record 4
COoVID-19 >
coviD >
Farhana 4
Negative Incident >
Positive Incident >

4. Select an Incident Type related to the category.
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< Incident Type

Anti Social

Attendance

Behaviour

Cowardice

Test

-
)
J

5. Search for and select the students involved.
b4 Add students to case
Type to search students and add to case
Ben AUSTRAL
Year 11/ Year 11
Ben Austral
Student was.
AWitness A Victim
’ Brodie AUSTRAL « :ll:ll:\‘
12R / Year 12 N/
Student was...
A Witness A Victim
/ \
( Back Next
AN /

For each student, select an option for how they were involved.

The options available may differ by school. This is a configuration choice for your school. Some schools
use ‘Involved’, ‘A Witness’ and ‘A Victim’. Others only use ‘Involved’.

7. Select Next.

‘ SENTRAL
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X Incident Information

Period e
After School

Location 4
Playground

Description *

Throwing objects at each other|

8. Under Incident Information:
a. Select Period.
This may be a mandatory field if configured that way by your school.
b. Select Location.
This may be a mandatory field if configured that way by your school.
c. Enter a description.
This field is always mandatory for the mobile app.
d. Select Next.

X Review Incident Record

Please review the incident record

After submission, further changes
and adding follow-up actions can
be made in Sentral for Desktop.

Incident Category and Type

Negative Incident

Anti Social

Students

Ben AUSTRAL Involved
Brodie AUSTRAL Involved
Teacher

Ms Alana Anton Reporter

Time and Date

03:58 PM Wednesday 25th October 2023
Period

After School

Location

Playground

Description

Throwing objects at each other.

/ & = N\
; e
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9. Review the incident record, and then select Save.

An incident number is created. The teacher capturing the incident is marked as the reporter. The date
and time default to the current date and time.

Record Saved

Your record, Incident #232, has been
submitted for all the added students.

Further changes can be made in Sentral for
Desktop

Ok

10. On Record Saved, select OK.

11. To make further changes to the incident:
a. Open the Wellbeing module.
b. Select Incidents in in the left menu and choose Incident Register.
c. Select the incident link.
d. Select Edit.
e. Update details and select Save.
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Evacuation plans

Use the information in this section to mark the roll using the mobile app during an evacuation. You can easily
access who has not been accounted for and show any relevant party (usually fire warden, executive staff or
emergency services).

To initiate a new evacuation process
1. Log in to the Sentral for Teachers App.

o asT. 93%e

i: House Stark

e

L  MarkRoll

®© Timetables

® Record an Incident

M Evacuation

a &

Home Settings

2. From the home screen, select Evacuation.

o N AT 92%e

Initiating Evacuation

By Initiating this evacuation:
© The date and time stamp of the evacuation

will be captured.

@& All evacuation rolls will be unlocked for all
teachers and staff members.

- All attendance data during the evacuation
will be recorded.

= Evacuation rolls can be viewed and marked
on all Sentral Platforms.

Are you sure you want to begin
recording this evacuation?

-

( cancel )
I O <
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3. Select Start Evacuation.

This initiates a new evacuation process. Users who access the Evacuation module from the mobile app
or desktop are navigated directly to the Evacuation Rolls section. The evacuation process continues until
a fire warden or a designated staff member stops the evacuation process.

1039 ™ Su » - B e

< Evacuation Rolls
Toe 3 2024

A No Unconfirmed Individual

Staff Member Roll

AWAITING SUBMISSION

NO VISITORS FOUND

Other Attendance Roll

8L

AWAITING SUBMISSION

Year 8

AWAITING SUBMISSION

Refresh Rolls ) Stop Evacuation

Your attendance rolls are listed first, followed by other rolls such as:
— Administrative rolls

This is a separate roll for unconfirmed/missing individuals only.
— Staff Member Roll

Used to mark the roll for checked-in staff members.
— Visitor Roll

Used to mark the roll for checked-in visitors.
— Other daily rolls

Used to mark the roll for other classes.
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To mark student evacuation attendance

1. Tap your class to begin marking the evacuation roll.

All students (present in the official class roll) are marked as Unconfirmed by default and need to be
confirmed. Absent students are listed under the Absent students section.

10:51 R B »

<

| Students to confirm I

Final Confirmed Headcount 2/25

2

Brocamre Arrckd

ARNOLD, Brookie Test AUSTRAL, Jacob
( @CcConfirmed ) (@ Confirmed
\ ,a_ | Asdon Browsit

BALL, Lonzo BROWNBILL, Ashton

2

Darvel Brunker SR ——

o

BRUNKER, Danlel CHAMBERLAIN, Zane

Confirm Confirm

Refresh Rolls ) Next

/\ 'l

2. Tap Confirm to confirm a student’s attendance.

3. Once you are finished marking the roll, tap Next.
The evacuation attendance summary displays — along with the list of missing students.

1051 2P

<

Evacuation Attendance Summary

Final Headcount 23/25

The following students have not
been confirmed

e

. - -

BALL, Lonzo WANG, Brayden

Submit Evacuation Attendance
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4. Tap Submit Evacuation Attendance to submit the evacuation roll.
Once submitted, the roll status changes to Submitted.

11:1 o 2 B » o xR 88k

< Evacuation Rolls Q,
4

Your Attendance Roll

10A

Last Edited by: Mr Salekin Teacher, 30/01/2024
11:11 AM

UNCONFIRMED 23/25

Your PXP Rall
No pxp roll available

Administration Rell

4 2 Unconfirmed Individuals

Staff Member Roll

AWAITING SUBMISSION

Refresh Rolls
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To move absent students to the evacuation attendance rolls

If a student was marked as ‘all day’ absent during class roll but present during the evacuation process, you
can find the student’s name from the Absent students section.

e Tap Mark present to confirm that the student is attending this evacuation.

Warning: This does not affect the official attendance roll.

Students 10 confirm Absont Stuckerts

Fingd Corfrmed Headcount O/15

&,

AINOLD STU. Reteocs

Attendance Confirmation

e you conferning that ARNOLD STU, Rebocca &
hore With you at the teme of 1 ovacuasion”

No Yes

BANFIELD, Dabnad

[Ty ———

CONACHER, ok

Hofreat) 1o

-
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To mark staff or visitor attendance

@ Tip: The staff and visitor evacuation attendance processes are the same as student attendance
process.

1. Tap Confirm to confirm a staff member’s or visitor’s attendance.

2. Once you are finished marking the roll, tap Next.
The Evacuation Attendance Summary displays along with the list of missing staff members or visitors.

3. Tap Submit Evacuation Attendance to submit the evacuation roll.

o NS 92% .

Evacuation Rolls Q
Tue 30 Jan 2024

A No Unconfirmed Individual

Staff Member Roll >

AWAITING SUBMISSION

Visitor Roll

NO VISITORS FOUND

Other Attendance Roll

8L >

AWAITING SUBMISSION

Year 8 >

AWAITING SUBMISSION

LSRN >

Refresh Rolls Stop Evacuation

1 @) <
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To mark unconfirmed individuals

All missing students, staff members and visitors are listed under the Unconfirmed Individuals section.

1. Tap Unconfirmed Individuals to view the list of missing individuals.
Unconfirmed/missing individuals are listed along with the emergency contact details (if available).

Evacuation Rolls

Twe 30 Jan 2024

Your Attendance Roll

10A
Last Edited by: Mr Salekin Teacher, 30/01/2024
11:11 AM

Your PXP Roll
No pxp roll available

Administration Roll

A 2 Unconfirmed Individuals

Staff Member Roll

Refresh Rolis Stop Evacuation

2. Tap Confirm to mark attendance of any unconfirmed individual.

1M21 WP « o879
< Unconfirmed Indiv...

Unconfirmed Headcount 2/2

AUSTRAL, Jacob (17 yrs)
Roll Class: 10A

Emergency contacts

Mrs Farhana Hasnat U NA

Confirm

! BROWNBILL, Ashton (17 yrs)
Roll Class: 10A

Emergency contacts

Mr Jack Brownbill L, 96866610
Mrs Lilly Brownbill L, 96985675

Confirm

pee e “
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3. Once you are finished marking the roll, tap Next.

The Evacuation Attendance Summary displays along with the list of unconfirmed individuals.

1123 60 » o N 87%e

< Unconfirmed Indiv...

Tue 30 Jan 2024

Evacuation Attendance Summary
Final Headcount 1/2

The following individuals have not
been confirmed

b &

-

BROWNBILL, Ashton

The 'Unconfirmed Individuals' roll will remain
open until all individuals have been
confirmed.

Submit Evacuation Attendance

I

4. Tap Submit Evacuation Attendance to submit the evacuation roll.

’ SENTRAL
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To refresh rolls

e Tap Refresh Rolls to update the Evacuation Rolls section with up-to-date information.

@ Note: Because multiple people will be marking rolls during evacuation process, it is important to
‘refresh rolls’ to check if there any new unconfirmed individuals.

Administration Roll

A 2 Unconfirmed Individuals

Staff Member Roll >
o
\ ey )
A /
Il (@) <

To stop evacuation

1. Tap Stop Evacuation to end an evacuation process.

1126 B M » o N R . 86%m

< Evacuation Rolls Q

Tue 30 Jan 2024

Your Attendance Roll

10A >

AWAITING SUBMISSION

Your PXP Roll

No pxp roll available

Administration Roll

A No Unconfirmed Individual

Staff Member Roll >

AWAITING SUBMISSION

Vlieitar Dall

: efresh s \/ ;

[ @) <

2. Review the on-screen information and tap Stop Evacuation again to confirm.

This completes the entire evacuation process. Evacuation attendance data is captured and can no
longer be changed.
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1132 dgini P » BN E ) 86k

< Stop Evacuation

By Stopping this evacuation:
© The date and time stamp of the evacuation

will be captured.

& All evacuation rolls will be locked for all
teachers and staff members.

All attendance data during the evacuation
will be captured and no longer be changed.

C8 Viewing the data for this evacuation can
only be done in Sentral for Desktop.

Are you sure you want to stop
recording this evacuation?

Cancel

Stop Evacuation
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Evacuation — desktop computer

Overview

Desktop evacuation allows you to:

e mark evacuation rolls from a desktop computer

® generate an evacuation attendance report

e print an evacuation summary for a manual evacuation process (legacy module).

To mark evacuation rolls from the desktop

1. Select the menu icon (- +<) and choose Attendance.
The Attendance Home screen displays.

Sentral Public School = d | @ Help Clockin  © # | 68
Attendance = Search Attendance Q
@ Welcome to Attendance, the web based roll marking application. To start marking a roll, you will first need to get an Absence Summary

ministrator with sufficient access to assign one or more classes to you.

paily 2 Mark evacuation rolls Today ™
signing of classes is done in the setup section of Attendance.
[ Generate evacuation attendance report

«ce you have been assigned a class, you can mark today's roll by clicking on the “Mark Today's Roll* button that will appear My Settings
Ab & Print evacuation summary this page.

Print out containing a list of today’s absent

Hide this messa
Atten' students, clocked in staff members and 9e Refresh Classes m

signed in visitors.

AtlendBTCE REGTEFS - Default class: No classes
& Roll Status %2 Partial Absences B3 Sick Bay assigned
Sick Bay N Student sorting: Year, Last name,
Marked 0 Late 0 Current 0 First name
Incursions ~ Unmarked 0 Early 0 Out o
Results per page: 20
Notifications v Show birthdays: No
/U Bulk Absences & Letters g Attendance Concerns Show photos In toaktips: Yes
Reports v
Bulk Incursions SMS and Email Advanced Search Hide welcome message: No
Travel R Submit on behalf of others: No
Staff Sign-in v Use colours on reports: Yes
Slip Authorisation Name: None
@ Attendance Setup & ’SENTRAL 8 55.2% (v6a, mis2) Qe q208 u, 10 @1: 271 m: 10.36mb t: 0081625 BN 1 Sentral Cloud v23.8.11

2. Select Evacuation rolls in the left pane and choose Mark evacuation rolls.
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To generate a previously completed evacuation report

(R}
LR ]

1. Selectthe menuicon (s++) and choose Attendance.
The Attendance Home screen displays.

Select Evacuation rolls in the left pane and choose Generate evacuation attendance report.

3. In Export previous evacuation, select an evacuation period to download.
You can select up to 10 most recent evacuation rolls from the list.

Export previous evacuation

Select a prior evacuation to download attendance data:

Select evacuation period

All attendance data will be export¢ 1:00pm - 5:30pm, 16th Jan 2024

10:00am - 2:30pm, 2nd Dec, 2023

1:30pm - 5:30pm, 15th Mar, 2023

4. Select Export to export data in a CSV file.
The CSV file is downloaded and stored in your device.

Export previous evacuation X

Select a prior evacuation to download attendance data:

[ 1:00pm - 5:30pm, 16th Jan, 2024 v ’

All attendance data will be exported in .csv format.
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To print an evacuation summary

This menu option displays in legacy versions.

1. Select the menu icon (=+<) and choose Attendance.
The Attendance Home screen displays.

2. Select Evacuation rolls in the left pane and choose Print evacuation summary.
A list of today’s students, clocked in staff members, and signed in visitors displays.

Evacuation rolls

[+ Mark evacuation rolls

[ Generate evacuation attendance report

& Print evacuation summary

Print out containing a list of today’s absent
students, clocked in staff members and
signed in visitors.

3. Generate a PDF file downloadable to your desktop device.
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