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Using JSAS in Teacher Mode allows teachers, which are entered into the database, access 
to perform various administrative functions.  To access this mode, a teacher logs into the 
database and performs the following functions: 

·  Record Student Attendance 

·  Class and Student Information 

·  Reports Menu 

·  Attendance Summary 
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Teacher Mode 

The Teacher Mode screen allows teachers access to the following functions: Record 
Student Attendance, Class and Student Information 

1. To access the Teacher Mode click on the Teacher Mode button on the Main 
Menu, circled in red on Figure 0.1, and follow the steps listed below. 

 
Figure 0.1 

2. Once the Teacher Mode button is clicked, the Teacher Mode form will appear 
as shown in Figure 0.2.  

3. Select a teacher by clicking the down arrow on the Teacher text box and select 
the Teacher’s name. (Figure 0.2) If a particular name cannot be located, make 
sure the Teacher has been added into the database (refer to JSAS Installation 
and Setup Manual, Chapter 4, Teacher Information Setup, page 65).  
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Figure 0.2 

4. Click in the Enter Your Password Here box and type the password assigned 
by the teacher. 

a. If a password has not been assigned, click Continue 

b. To set a teacher password, (refer to JSAS Installation and Setup 
Manuel, Chapter 3, School Information and Setup-Teacher’s 
Password, page 46. 

5. Click Continue and the Programme will log the Teacher into the system. The 
Programme shows who is logged into the system as shown on Figure 0.3  
(circled in red: logged in as Atkinson, Mrs. Winsome, J). 

 
Figure 0.3 

After logging in, access can be made to any of the buttons available in Teacher Mode. 

2 

3 

1 
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The Record Student Attendance Form is where daily attendance is recorded into the 
database and attendance reports become available for the class.  
  

CONTENTS 
 
Record Student Attendance 

·  Opening the Record Student Attendance Form 

·  Selecting a Class to Mark Attendance 

·  Using the Calendar Icon 

·  Marking Attendance 
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The Record Student Attendance Form 
1. Click the Record Student Attendance button circled in red on Figure 1.1 to 

access the Record Student Attendance form and begin marking attendance for 
a class.   

 
Figure 1.1 

2. The Record Student Attendance Form appears as shown in Figure 1.2. 

 
Figure 1.2 



 6

3. Click the down arrow on the School Year, Term Grade and Subject, Section, 
Teacher text box, as circled in Figure 1.2. Select the correct year, grade and 
teacher. 

4. The class and date appears in the form. The date can be changed by clicking 
on the arrows or clicking on the calendar icon as shown in Figure 1.3. 

a. Click the arrow, Next Day or Previous Day, until a suitable date is located, 
as indicated in red in Figure 1.3. 

 
Figure 1.3  

 

b. Click the on the calendar icon, Figure 1.3, and the pop up form appears. 

i. The dates on the calendar shown in blue are dates outside of the 
selected term, which was set up in the JSAS Installation and Setup 
Manual; Chapter 3 under: School Year Setup, page 49. No 
selection can be made in that section.   

ii.  The day, week, and month navigation buttons navigate to the 
appropriate date.  Use the arrow keys beside these buttons to find 
the date needed to mark the attendance.   
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iii.  Click on the date on the calendar and then click on the Use the 
Date Selected button, and the class list will appear, ready to be 
marked. 

iv. The Find Next Unrecorded Date button locates the next date 
unrecorded attendance date.   

v. After the date is selected, click the Use the Date Selected button 
and the class list will appear, ready to be marked.   

5. The Record Student Attendance Form lists the class and register to be marked 
for the dated selected. (Figure 1.4).  All students currently enrolled in the class 
are marked present by default. The absent students must be marked. There is a 
button to the right of the form, as indicated in the red circle on Figure 1.4, 
called Set All Students to Initially Absent, which sets all students to absent.  

 
Figure 1.4 

 
6. To mark the attendance of the students that are absent, locate the names of the 

students and click the appropriate boxes for session 1 and session 2.    
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Figure 1.5  

 
a. After marking the attendance, the Attendance has NOT yet been recorded 

for Update button must be clicked to save the changes, shown circled in 
red on Figure 1.6.  

 
Figure 1.6 

b. Once the changes have been recorded, the button changes to: Attendance 
has been successfully recorded. 

c. To modify the attendance record, make the changes. The button changes 
to read: Click here when you have finished marking attendance for this 
date. (Figure 1.7) Click on this button to update the records. 
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Figure 1.7 

 
7. When clicked, the Attendance Summary button located at the bottom of the 

form, circled in red on Figure 1.7, allows principals and teachers to have a 
summary of the daily attendance for each grade. If the attendance for an entire 
class was not recorded for a particular day, the missing record will highlight in 
red. (Figure 1.8) 

a. Click on the print icon, circled in red on (Figure 1.8), to print the School 
Attendance Summary report. 

b. Click on the Exit School Attendance Summary Report button, circled in 
blue, to close the report. 

 
Figure 1.8

Update records 

Retrieve summary 
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The Class and Student Information Form is used to enter grades as well as to track the 
performance of students and the class as a whole.  It also tracks the class attendance 
pattern, which can be used with scores to assess the students.  
 

CONTENTS 
 
Class and Student Information 

·  Opening the Class and Student Information Form 

·  Using the Buttons to Enter Information and Retrieve Reports for Students 

·  Using the Button to Retrieve Reports for the Class 
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The Class and Student Information Form 
The Class and Student Information Form can be accessed through the Administrator 
Mode or the Teacher Mode.  

Opening the Class and Student Information Form 
1. Click on the Administrator Mode or Teacher Mode button on the Main Menu as 

shown in Figure 2.1. 

 
Figure 2.1 

2. Click on the Class and Student Information button on the Main Menu as circled in 
red on Figure 2.2.  

 
Figure 2.2 
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3. Click on the down arrow text boxes labelled: School Year, Term, Grade and 
Subject, Section, Teacher to select the Class and Student Information circled in 
red in Figure 2.3.  

 
Figure 2.3 

4. A list of all the children in the selected class will appear in the form. (Figure 2.4) 
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Figure 2.4 

5. The up and down arrows allows you to scroll through the students listing. (Figure 
2.4) 

6. The coloured boxes to the right of the student’s information have to do with 
scores of test, exams or work for that term.  When all the scores for all subject 
areas have been entered, the box appears green; if only some of the grades have 
been entered, the box appears yellow; and if no grades have been entered, the box 
appears red as shown in Figure 2.5. 

Up and 
Down 
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Figure 2.5 

Enter Information and Retrieve Reports for Students 
1. The first six buttons at the top right side of the screen are used to enter and 

retrieve reports for an individual student within a class. When a student’s name is 
selected, the student’s name appears above the various buttons on the form. 
(Figure 2.6) 

 
Figure 2.6 
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2. The central button, Set Up the Grading Aspects for the Class, opens a form used 
to list subjects taught in a particular class and student characteristics that may 
impact the grading results. (Figure 2.7) 

 
Figure 2.7 

a. Click on the Set up the Grading Aspects for the Class button to begin 
the set up process.  The following form opens (Figure 2.8): 
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Figure 2.8 

b. Click in the blank box area, type in the aspect and press the Enter key 
on the keyboard. List as many aspects as needed for the class.  

i. The aspect can be of two forms averageable or non-
averageable; meaning the subjects can either form part of the 
student’s total average or not.  If a subject is part of the total 
average, click in the check box to the right of the subject.  If it 
is part of the average, it is shown in yellow. The other subjects 
will stay white. 

c. After creating the aspects for a class for a particular term they can be 
copied to the next available term. Click the arrow to the right of the list 
box labelled Copy Grading Aspect from another class of mine and 
select the class to copy the aspects to. (Figure 2.9) 
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Figure 2.9 

d. Click on the Copy Grading Aspects button and all of the aspects will 
be available for the term. 

e. After creating the subjects click on the Exit Form button to close the 
form. 

 
3. After creating the subjects, the grades can be entered. Select a student’s name by 

clicking on the name in the students’ list or the using the up or down arrow 
buttons to the right of the list. 
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Figure 2.10 

a. Click on the Student Grades button, circled in blue on Figure 2.10, and 
open the form.  

b. The form lists the aspects as shown in Figure 2.11. Enter the grades for 
each subject by clicking in the grade box, circled in red on Figure 2.11, 
and typing the number.  The grade should be marked out of a hundred.  
The programme ranks the student on that particular subject out of all the 
students’ grades entered for the subject. 

Up and 
Down 
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Figure 2.11 

c. Enter comments on this subject to the far right in the comment box. 

d. The student’s average, class average and overall ranking are listed at the 
bottom of the form, circled in blue Figure 2.11.  

e.  Click the Print icon to print the grades for the student. 

f. Always use the Exit Form button to close all forms after printing or 
viewing the form. 

4. The Historical Students Grade button lists all grades for all terms attended by the 
student selected.   
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Figure 2.12 

a. A form appears for the particular student. Click on the down arrow to the 
right of the list box labelled Class and select the historical record you wish 
to view. (Figure 2.13) 



 21

 
Figure 2.13 

b. The student’s historical data appears in the form, listing all the subjects 
and grade information. Figure 2.14 

 
Figure 2.14 
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5. Click on the Student Attendance Data to open the student’s attendance records for 
the current term only. (Figure 2.15). The data shows the student’s attendance 
pattern for the term.   

 
Figure 2.15 

a. The Student Attendance Data Form appears showing the sessions in the 
term and the sessions the student was absent. (Figure 2.16)  The chart 
separates session 1 and session 2, Monday through Friday. The data helps 
to identify an absence pattern the student may have. 



 23

 
Figure 2.16 

6. The Student Attendance History button, shown on Figure 2.17, displays a form 
that contains the historical attendance data of all terms attended for a particular 
student.  

 
Figure 2.17 
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a. The Student Attendance History Form shows the year, term, sessions, and 
number of days attended. The percentage figures are coloured according to 
ranges: red – less than 70%, yellow – 70 to 79.9%, green – 80 to 89.9%, 
blue – 90 or better. (Figure 2.18) 

 
Figure 2.18 

7. The Students Assessment Scores button displays a form used to enter the grades 
for the Grade 1 Readiness, Grade 3 Diagnostic and Grade 4 Literacy tests. These 
tests are given to the class at certain points in the school year and are required by 
the Ministry of Education. 

a. To enter the Grade 1 Readiness scores, select the class, click on the 
student and then click on the Student Assessment Scores button circled in 
red on Figure 2.19. 
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Figure 2.19 

b. The form appears as shown in Figure 2.20 allowing the scores to be 
entered. More information on how to enter the scores can be found in the 
JSAS Installation and Setup Manual, Chapter 5; Student Assessment 
Scores, page 80. 
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Figure 2.20 

c. Follow the same procedure to enter the scores for the Grade 3 Diagnostic 
and Grade 4 Literacy tests. 

8. Click on the Students Information button, circled in blue on Figure 2.19, to view 
existing student information. The student information appears in the form shown 
on Figure 2.21. The information can be edited and updated in this form.  

 
Figure 2.21 
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Using the Button to Retrieve Reports for the Entire Class 
The area below the Student Report and Information buttons generates reports on the 
entire class for a particular term in graph form.  

 
Figure 2.22 

1. The Grade 1 Readiness button displays a pie chart showing the performance of 
the entire class. (Figure 2.23) 

·  The Grade 1 Readiness test is administered in the Christmas term and the 
results are sent to the Ministry.  When the individual test scores have been 
entered, a report can be generated by clicking on the Print Grade 1 Readiness 
Inventory Class Report button.  
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Figure 2.23 

2. The Grade 3 Language Arts and the Grade 3 Mathematics button displays pie 
charts for each class and a report can be generated for the Ministry of Education 
by clicking on the Print Grade 3 Language Arts and Print Grade 3 Mathematics 
button. 

It is necessary to select the correct term to generate a specific report. To print the Grade 1 
Report, the Christmas term must be selected. To print the Grade 3 reports, the summer 
term must be selected. 

3. The Class Attendance button (Figure 2.22) displays the attendance pattern for an 
entire class, both males and females, and both sessions. The chart can be modified 
to show the attendance patterns for either males or females, for both sessions or 
for an individual session. 
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Figure 2.24 

a. To modify this chart to display different categories, click the appropriate 
check box under Student Sex and Session. The report instantly reflects the 
modifications. (Figure 2.24) 

4. The Class Grade button (Figure 2.23) displays the average performance of both 
males and females in a class for a term. 

 
Figure 2.25 

 

5. Click the Return to Main Menu button (Figure 2.22) to go to the main menu 
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This chapter looks at a variety of reports that can be generated from information entered 
into the database.  The reports can be categorized at all level; students, teacher, class and 
school level. 
  

CONTENTS 
 
Reports Menu 

·  School Information button 

·  Classes Button 

·  Students Button 

·  Attendance Button 

·  All Reports Button 
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The Reports Menu 
1. The Report Menu is accessed from the Main Menu but is not active until either 

Administrator Mode or Teacher Mode is clicked. Once activated, click on the 
Report Menu button as shown in Figure 3.1 to display the Report Menu Form. 

 
Figure 3.1 

2. The form defaults to All Reports. The list of the reports generated under this 
default is listed in the blue circle on Figure 3.2. 

3. The list of report choices can be limited by clicking on the individual buttons 
circled in red on Figure 3.2:  School Information, Classes, Student, and 
Attendance.  
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Figure 3.2 

School Information Button 
1. Click on the School Information button to see all the reports that can generate 

under this criterion. 
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Figure 3.3 

2. The different options are available by clicking on the down arrow to the right of 
the text box as shown in Figure 3.3. The choices are: Attendance by Day of the 
Week and Sex, Class List, Class with Missing Attendance Dates, List of Teaching 
Staff, Student Attendance Listing, Teacher Attendance. 

3. Click on Attendance by Day of the Week and Sex and a form will display (Figure 
3.4). By clicking the down arrow to the right of the each entry box, the form sets 
the report based on the choices of school year, term, level, grade and class. 
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Figure 3.4 

a. There is also the option to select All School Year, All Term, All Levels, All 
Grades and All Class, which is the default setting and located to the right 
of each label. 

b. Fill in the form and click on the View the Report button. 

c. The report shown in Figure 3.5 is the report generated for the Attendance 
Pattern for Males and Females for two sessions.  The first chart is for the 
first session and the second chart for is for the second session for the 
Grade 1 students for the Easter term. 
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Figure 3.5 

d. There is also the option to keep restrictions between reports. Click on the 
checkbox located below the report choice entry box, circled in red on 
Figure 3.6. Keeping the restrictions is helpful if the criteria for one report 
are needed for the others.   

 
Figure 3.6 
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All reports are generated in a similar manner. The following steps illustrate some of the 
reports that can be generated through the Reports Menu.  
 
NB: The restrictions used to generate the report are listed at the beginning of the report. 

4. The example in Figure 3.7, a Class List report, displays each class taught in Grade 
1, during Christmas term, in the school year 2000-2001.  

 
Figure 3.7 
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5. The example in Figure 3.8, a Class with Missing Attendance Dates report, and 
displays the attendance not recorded by grades and class. There were no 
restrictions used, which means the report was generated using the default setting: 
All School Year, All Term, All Levels, All Grades and All Class. 

 
Figure 3.8 
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6. The example in Figure 3.9, the List of Teaching Staff report, displays all of the 
teachers in the school. 

 
Figure 3.9 
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7. The Student Attendance Listing report sorts the information, based on whether the 
report will list students with high attendance or students with high absenteeism. 

a. Check the box to specify the report needed. The rates can be adjusted to 
select what percentage point you wish to view the report. The report will 
list students within the percentage range.  

 
Figure 3.10 

b. Click the Preview the Attendance Report button and view the absence or 
attendance report. 

c. The example in Figure 3.11, the Hazard Primary School Absences 30% or 
Higher report, displays the high absenteeism in Mrs. Edward’s Grade 1 for 
the Christmas Term. 

d. Click Cancel the Report (Figure 3.12) if you decided you don’t need this 
report. 
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Figure 3.11 

6. The Teacher Attendance report sorts the information based on the teachers’ 
attendance pattern for the term chosen. 
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Figure 3.12 
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Classes, Students, Attendance and All Reports 
1. Click on the Classes button to see all the reports that can be generated under this 

criterion.  

 
Figure 3.13 

2. The different options available by clicking on the down arrow to the right of the 
list box as shown in Figure 3.13. The choices are: Attendance, Class Enrolment, 
Class List, Class with Missing Attendance Register Dates, End of Term Report, 
End of Year Report, List of Teaching Staff and Registration & Withdrawal 
Activity.  

3. Click on Attendance and a form will display as shown in (Figure 3.14). By 
clicking the down arrow to the right of the each entry box, the form is set to 
report, based on the choices of school year, term, level, grade and class.  
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Figure 3.14 

4. Click on View the Report button and the Attendance Report Options Form will 
display (Figure 3.15).  

 
Figure 3.15 

5. Select on the options to display and view the report. The report lists: Daily Detail 
of Attendance; Monthly Average Attendance; Termly Average Attendance and 
Yearly Average Attendance.  

a. After selecting the options to report, click the Preview button and the 
report shown in displays. 
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Figure 3.16 

b. Click the Return to the Reports button (Figure 3.14) if there are changes to 
be made.  

c. Click on the printer icon to print the report. 

d. Click on the Close button to return to the Reports Menu screen. 
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6. Click on Class Enrolment and a form will display. By clicking the down arrow to 
the right of the each entry box, the form is set to report, based on the choices of 
school year, term, level, grade and class 

a. The Class Enrolment report lists information about the students enrolled in 
the classes (Figure 3.16).  

 
Figure 3.17 

7. The Class List, Class with Missing Attendance Register Dates, End of Term 
Report, End of Year Report, List of Teaching Staff and Registration & Withdrawal 
Activity reports work as the examples shown under School Information section. 

Students 
The students’ reports generate year-end final grades as well as term end grades such as 
shown in Figure 3.18. 
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Figure 3.18 

 
The other reports menu options operate in a similar manner as explained above. Select 
the option needed, set the criteria and view the report. 
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The Attendance Summary button is similar to the Attendance Summary button explained 
in Chapter 1 on page 9. 
 

CONTENTS 
 
Attendance Summary 

·  Viewing the Numbers and Accessing the Monthly Summary 
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Viewing the Numbers and Accessing the Monthly Summary 
1. Click on the Attendance Summary button located on the Main Menu form. 

2. The form appears as shown in Figure 4.1. The report lists the attendance numbers 
for the date specified.  The dates can be changed using the calendar icon or the 
arrows for previous or next day. 

 
Figure 4.1 

3. A monthly summary can be generated from this form. The Ministry requires the 
monthly report.  

a. If the school is a shift school, two reports are required. The two 
reports can be generated from this form using the First Shift – 
Second buttons (Figure 4.1).  

b. If the school is not a shift school, the First Shift button is the only 
button enabled. 

4. Click the First Shift button and the report is generated as shown in Figure 4.2. A 
similar report will be generated for the second shift after clicking the Second 
button 

2 

3 
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Figure 4.2 

  


