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Activating a Teacher

° Watch the Set Up Tutorial Here

This chapter will show you how to allow a teacher access to use Live Teacher and how to notify them
of their login and password details.

Firstly, open the Teacher’s Record Card. Teacher records can be accessed by clicking:
Tuition (Menu Bar) > Teachers

An example Record Card is displayed below:

©

Mrs Pat Archer

30 Ingley Close

Mitton Rise L]
Borsetshire

BO3 7WD

01495448833

07159263578

ss: | patarcher@musiccom

i ——

Now click on the Access tab (Highlighted above). The window will change to the view below:



http://www.youtube.com/watch?v=xq-IwLDGdT8

F—_\;_—b—

Mrs Pat Archer

Currently ‘Live Access is Disabled’. Click on the Enable Live Access button (Highlighted above).

A warning message box will then appear:

o Clicking this button will grant the user the ability to access live,

Click the OK button.

The Access tab will now be displayed as below:



Mrs Pat Archer u

This will set up a username — which will be the Teacher’s email address — and a password to allow
them to access the Live Teacher tool. An email will automatically be sent to the teacher containing a
temporary password and username that the Teacher can use, and a link that takes them to the Live
Teacher log in page.

Managing the Password

° Watch the Set Up Tutorial Here

If a teacher forgets their password you can reset it in Ensemble by clicking on the Reset Password
button (highlighted in the red box) in the Access tab on the Teacher’s Record Card.

Alternatively if the password needs resending click Resend Live Access Email (highlighted in the green
box)


http://www.youtube.com/watch?v=xq-IwLDGdT8

Mrs Pat Archer u

You can also see details on the frequency of their use of Live Teacher from this tab.

Teachers resetting their Password

A teacher can reset their password without having to involve the administration office. To do this,
they need to click on Reset Password on the Live Teacher web log-in screen (Highlighted below):



Log On
Please enter your email address and password.

Account Information

Email Address

Password

Reset Password

They will then be taken to the Reset Password screen below:

Reset Password

Use the form below to reset your password.

Email Address

Reset Password

They will need to enter their Email Address and click Reset Password. They will then be emailed with
their new password. Inside this email is a link to change your password. Click on it and you will be
directed to the Change Password screen.



Using the Live Teacher App

Setting up the Live Teacher app
o Watch the Set Up Tutorial Here

Go to the App Store and search for the Live Teacher app on your iPad.

Once you have downloaded the app you will then be prompted to enter your Live Teacher login email
address and password. This will have been emailed to them once they have been activated to use Live

Teacher.

Once this has been entered they will have to enter a memorable four digit pin which they will use to
log in to the app in the future. This pin is for them to enter and will not be generated by the system or

the app.

Teachers will then be prompted to download all of the data from Ensemble onto the app which could

take several minutes.
Once this has been completed the app will be ready to use locally as well as online.

To log in to the app, beyond the first time, their four digit pin will need to be entered to access the

app:


http://www.youtube.com/watch?v=Lyzbn8ze8zA

iPad = 15:31 @ 71% W

Enter PIN Log in

Welcome to Live Teacher
Version: 1.0.5

Please enter your PIN number.

PIN

Updating the App

To update the Live Teacher app you will need to go to the Updates section of the App Store.

You will also need a Wi-Fi connection as this will display the latest updates that are pending.
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sessc O2-UK F

Update All

11:58

Updates

£ 27% @

L pages (<]

Pending Updates

iPlayer Radio
Version 1.5.0, 8.0 MB
25 Mar, 2014

Dropbox
Version 3.1.1, 23.0 MB
21 Mar, 2014

Ultimate Rugby
Version 1.8.4, 11.7 MB
27 Mar, 2014

S AVULIIDS 9y I U WIL LIS USVILGS Via LUy
- Recent searches stored for quick access

- Schedules include 7 days both past & future

- Programme length now shown in listings

- Improved lock-screen functions... more

» Fixed our most common crashes
- Other bug fixes and performance improvements

- Introduction of IRB 7's Series to the app

-Database update to include 7's Players/Teams/Tournaments
- New IRB 7's top nav icon.

- Improvements to image loading and app speed.

- Intreduction of "Hide This League" feature.

ATE

ATE

ATE

YouTube
Wersion 251 136 MB

Stabilization and minor bug fixes.

uf®

Updates

A £
pN¢ E )
~ Ny

Featured Top Charts Nn:—a: Me

Purchased

( MNew dashboard view which displays syncing information so the user knows )
Live Teacher when their changes are being synced to the master database. —
Version 1.0.6, 7.9 MB I\ljl
1 Apr, 2014 Currently selected session is indicated in the session list. N
... MOore
. J
New for iPhone
- TripAdvisor Hotels... + Dramatically improved typeahead search - now takes your current location
[@YO)] Version 85,302 M8  into account every time you search from the homepage ATE
2 Apr, 2014
***Love our free app? Please help us out and take a moment to review us ... more
Beautifully redesigned for iOS 7
. Microsoft OneNote... *Photos of whiteboards and documents are now auto-cropped and enhanced
@ Version 2.2, 196 MB -Bug fixes ATE
27 Mar, 2014

UPDATE

Viewing and

Editing the Schedule

In Live Teacher the primary view is the teacher’s schedule. In here a teacher will be able to record the

delivery of their lessons, the attendance of their pupils and create Makeup Sessions if required.
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iPad =

<€ Log out Schedule
Sessions Session Details
Date: 21-Feb-14 Venue: Abbacus Secondary School EX8 4UY (01392 734652)
Time: 12:00 Activity: Classical - Stage 3
Duration: 2 hrs Task Result: Not Set
Pupils
First Name Last Name Group Time Duration Attendance
Benjamin Chocolate Buttons A 12:30 2:00 Not Set
Cecilia Feathers A 13:00 2:00 Not Set
John Fletcher A 12:00 2:00 Not Set
Lyndsay Thomas A 13:30 2:00 Not Set

09:42

@ 56% Wb

Sync
Edit
Session: 7
Edit +
®
@
®
©)

The Session Details displays detailed information for an individual session. This includes:

e Details of the lesson at the top such as the name of the Activity, Time, Duration, Date and the

Venue.
e The Session Number

e The Task Result which indicates the delivery of the lesson is also displayed here.
e The register for the pupils who will attend the lesson.

Scroll through Sessions

o See How to Scroll Through Sessions Here

12


http://www.youtube.com/watch?v=Lyzbn8ze8zA

iPad =

< Log out

Sessions

Date: 21-Feb-14
12:00
Duration: 2 hrs

Time:

S

Venue: Abbacus Secondary
Activity: Classical - Stage 3
Task Result: Not Set

On the top left of the screen, press Sessions as displayed above and this will open a scroll bar on the
left in which a teacher can select their other scheduled sessions for the year:

iPad =
< Log out

09:00 (6) WCIT
Abbacus Secondary School

12:00 (6.1) WCIT
Abbacus Secondary School

13:00 (8) Rock - Stage 3
Abbacus Secondary Scheol
16:00 (6) Rock - Stage 1
Abbacus Secondary School

FRIDAY 14-FEB-2014

09:00 (6) Jazz - Stage 2
Abbacus Secondary School

11:00 (6) Classical - Stage 2
Abbacus Secondary Schaol

12:00 (6.1) Classical - Stage 2
Abbacus Secondary School

12:00 (6) Classical - Stage 3
Abbacus Secondary School
14:00 (6.2) Classical - Stage 2
Abbacus Secondary School
14:00 (6) Brass
Bridges Academy

THURSDAY 20-FEB-2014

09:00 (7) WCIT
Abbacus Secondary Scheol
13:00 (7) Rock - Stage 3

Abbacus Secondary School

16:00 (7) Rock - Stage 1
Abbacus Secondary School

. Classical - Stage 3
t: Not Set

ne

e Buttons

09:44

Schedule

Session Details

. Abbacus Secondary School EX8 4UY (01392 734652)

Pupils

Group Time Duration Attendance

A 12:30 2:00 Not Set
A 13:00 2:00 Not Set
A 12:00 2:00 Not Set
A 13:30 2:00 Not Set

Swipe up or down in this menu to scroll through the sessions.

@ 56%
Sync
Edit
Session: 7
Edit +

SHCHCRS

If a session has a colour on the left hand side, this indicates the delivery of the session. For example

blue may indicate the lesson was confirmed. These colours are defined by their respective Task

Results which will have been set in Ensemble.

If a sessions has a tick on the left, this indicates that at least one pupil’s attendance has been

recorded.

13



Record Lesson Delivery
° See How to Record Lesson Delivery Here

@ 56% W)

Sync

| Edit I

Session: 7

Edit +

You will be able to update the details of the session by clicking Edit on the top right (as displayed
above) which is along the Session Details header. The menu that appears is displayed below:

Save Delete Makeup Create Makeup

START & END

Date 20 February 2014 09:00 >

End 12:00 >

DELIVERY

Not Set

Under Start & End will be able to edit the Date and End time of the session.

14


http://www.youtube.com/watch?v=Lyzbn8ze8zA

You can record the Task Result of the lesson under Delivery:

Not Set

Confirmed

School Cancelled Long Notice

School Cancelled Short Notice

The Task Results displayed will be those that have been defined within Ensemble.

Once finished, click Save.

Create Makeup Sessions
If a session hasn’t taken place when it was originally scheduled, the teacher will able to create a
Makeup session to occur at a later date in order for the scheduled teaching to still be fulfilled.

This is done by clicking:

Edit (Top right) > Create Makeup

15



Save Delete Makeup |Create Makeup]

START & END
Date 20 February 2014 09:00 >
End 12:00 >

This will then display the options below:

NON-DELIVERY REASON

Teacher Absent Medical (dep.)

START & END

Date 24 February 2014 09:00 >

End 12:00 >

The teacher will be able to select the Non-Delivery Reason (which will be one the defined Task Results
set by your service) and select a new Date and End for the Makeup session.

When finished, press Save.

16



Once returned to the previous menu, if the Makeup needs to be removed it can be deleted by
pressing Delete Makeup.

Viewing Makeup Sessions

An Activity Plan that has a Makeup session will have this indicated on all their sessions on the top right
of the Session Details:

@ 52% W
Sync
Edit
Session: 6
Make up: 1

Moreover a Makeup Session will have an altered session number from the original session so it is easy
to identify. It will have a ‘0.1" added to the original number.

In the example below, the highlighted session is a Makeup session for the 7" session of the planned
schedule.

MONDAY 24-FEB-2014

09:00 (7) Brass
Abbacus Secondary School

09:00 (7.1) WCIT
Abbacus Secondary School

11:00 (7) Woodwind
Abbacus Secondary School

12:00 (7) Jazz - Stage 3
Abbacus Secondary School

Record Pupil Attendance
° See How to Record Pupil Attendance Here

17


http://www.youtube.com/watch?v=q2OtFBP0_wQ

@ 54% )

Sync
Edit

Session: 7

&)+

The teacher can record the attendance of pupils in the lesson by clicking Edit (as above) next to the
Pupils header:

iPad = 09:46 @ 55%
< Log out Schedule Sync
Sessions Session Details Edit
Date: 24-Feb-14 Venue: Abbacus Secondary School EX8 4UY (01392 734652) Session: 7
Time: 09:00 Activity: Brass
Duration: 30 mins Task Result: Confirmed
Pupils Done
First Name Last Name Group Time Duration Attendance
o Stewart Gabrielle A 09:00 0:30 Not Set
@ Thomas Moore A 09:20 0:30 Not Set
©@ Tania Prasad A 09:20 0:30 Not Set
@ Henrietta Sadler A 09:10 0:30 Not Set
@ Rosie Smith A 09:10 0:30 Not Set
@ Lyndsay Thomas A 09:00 0:30 Not Set

Present? Set Time Set Duration Set Group Select All

The teacher will now be able to select the pupils to record attendance for. Click each individually or
press Select All to select all the pupils in this session. Pupils that have been selected will have a blue
tick next to their name. In this example all the pupils have been selected.

18



Once a pupil has been selected a teacher can also edit their starting time, duration and group by
pressing Set Time, Set Duration and Set Group respectively.

To record the attendance for that pupil press Present?

This will display the screen below:

Present

Abseﬁt with Explanation

Absent without Explanation

The attendance options available will be the Register Keys defined within Ensemble.

Once the options have been selected, press Done to save.

19



iPad =
< Log out
Sessions
Date: 24-Feb-14

Time: 12:00
Duration: 1 hr

First Name

Marcus

Jennifer
Stewart
Stephen

Henrietta

Lyndsay

09:52

Schedule

Session Details

Venue: Abbacus Secondary School EX8 4UY (01392 734652)

Activity: Jazz - Stage 3
Task Result: Confirmed

Last Name

Dunstom
Fletcher
Gabrielle
Majorie
Sadler

Thomas

Pupils

Group Time Duration Attendance

A 12:00
A 12:00
A 12:00
A 12:00
A 12:00
A 12:00

1:00 Present

1:00 Present

1:00 Present

1:00 Present

1:00 Present

1:00 Present

@ 55% W

Sync
Edit

Session: 7

Edit 4

CSNCHCHONCNS

All these pupils have their attendance selected as ‘Present’. As can be seen, a green strip is now on

the left of the pupil’s first name to indicate this too.

Note: This colour will be set for the defined Register Key in Ensemble.

Add Pupils into Sessions
o View How to Add Pupils into Sessions Here

20


http://www.youtube.com/watch?v=q2OtFBP0_wQ

@ 54% = )

Sync

Edit

Session: 7

Edit

Press the + (as above) along the Pupils header and you will have the option to:

1. Add anew pupil to the session
2. Transfer a pupil on a waiting list to the session

New

From Waiting List

Add a New Pupil
Press New to add new pupils into the schedule starting from this session. You can add pupils into
lessons for any date.

Important: Teachers can only add pupils into sessions if they are being paid for by a School.

21



You will then be able to fill in the details below:

Note: Subject and Assessment options will be those defined within Ensemble.

PUPIL

First Name ' =0 Mame
Last Name ' == e
DOB 01 January 2008 >

Gender Female

Start Date 17 February 2014 >

SUBJECT & ASSESSMENT

Alto Saxophone

Once finished click Save to add the pupil to the session.

Important: Once a pupil has been added, their details can’t be changed.

Transfer from a Waiting List
Teachers will also be able to add pupils who are on a Waiting List for their sessions. To do this they
will need to press From Waiting List after pressing the +. The screen will then display this menu:

22



PUPIL

Select Pupil...

START DATE

Start Date 18 February 2014 >

SUBJECT & ASSESSMENT

Default Subject

< Level 1

This is very similar to creating a new pupil; here the teacher will need to press Select Pupil... to choose
a pupil on the Waiting List then select a Start Date and assign their Subject and Assessment.

When Select Pupil... has been pressed the teacher will see the list of pupils waiting for tuition:

23



Hans Berg (01-Mar-09)
Brass (Classical) at Abbacus Secondary School from 18-Feb-14

James Eustace (28-Dec-89)
Brass (Alto Saxophone) at Abbacus Secondary School from 18-Feb-14

Michelle Hooper (01-Nov-08)
Brass (French Horn) at Abbacus Secondary School from 18-Feb-14

The teacher will able to see information regarding each pupil such as:

Name

DOB

Activity and Subject
Venue

Start Date

The pupils will be ordered alphabetically by their last name.

To select a pupil, the teacher will need to press the row of the desired pupil:

24



PUPIL

Michelle Hooper (01-Nov-08)

START DATE

nda  Start Date 18 February 2014 >

SUBJECT & ASSESSMENT

French Horn

< Level 1

Here Michelle Hooper has been selected from the Waiting List and the Start Date and
Subject/Assessment fields have automatically been filled with the information previously attached.

If the teacher wanted to change the pupil they can press the pupil’'s name and the Waiting List will be
displayed again.

Once they are happy to add them to the activity plan press Save.

Important: Be careful to make sure the correct pupil is being added to this activity plan. Once Save has
been pressed the teacher will be unable to reverse this.

View Pupil Information
° Watch the Pupil Information Tutorial Here

A teacher using Live Teacher can also view extended information for a particular pupil. To access their
information press the i on the row of the pupil. This is displayed below:

25


http://www.youtube.com/watch?v=q2OtFBP0_wQ

iPad =
€ Log out
Sessions
Date: 25-Feb-14

Time: 09:00
Duration: 45 mins

First Name

Joseph
Lily
Marcus
James
Cecilia
John

Tania

09:53
Schedule
Session Details
Venue: Abbacus Secondary School EX8 4UY (01392 734652)

Activity: Woodwind
Task Result: Not Set

Pupils
Last Name Group Time Duration Attendance
Banner A 09:00 0:45 Not Set
Callaghan A 09:00 0:45 Not Set
Dunstom B 09:15 0:45 Not Set
Eustace B 09:15 0:45 Not Set
Feathers B 09:15 0:45 Not Set
Fletcher B 09:15 0:45 Not Set
Prasad A 09:00 0:45 Not Set

Once that has been pressed, another menu will appear:

26
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Edit
Session: 7
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[@@@@@@@]



View Tuition Edit Notes

PUPIL

Joseph Banner

PROVISION DETAILS

Subject Clarinet

Lesson Type Group

Assessment Level 7

SESSION NOTES

Here a teacher can view the pupil’s Subject, Lesson Type and Assessment for this session.

Enter Notes
If a teacher wants to enter additional notes for this pupil they can click- Edit Notes.

27



Once the notes have entered they will then need to press Save and the notes will appear underneath

Session Notes here.

Note: Any notes entered will only appear for this particular session.

View Parent Information
Press on the pupil’s name (Joseph Banner from this example) and the teacher will see the pupil’s date
of birth and the names of any listed parents:

28



£ Joseph Banner

DETAILS

DOB 15-Oct-98

PARENT 1

Mr Daniel Banner

To view further information regarding the parent, press the on the parent’s name (Mr Daniel Banner
in this example):

29



{ Back  Mr Daniel Banner

PARENT 1

Mr Daniel Banner

Landline

Mobile

Pupil Tuition History

° Watch How to View and Edit Tuition History Here

Teachers will also be able to access the tuition history for a specific activity plan for an individual
pupil. This is a useful record of the lessons that the pupil has attended and will attend. Similarly to

viewing the extended information for a pupil, a teacher will first need to press the i next to the
relevant pupil:
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http://www.youtube.com/watch?v=q2OtFBP0_wQ

iPad =
€ Log out
Sessions
Date: 25-Feb-14

Time: 09:00
Duration: 45 mins

First Name

Joseph
Lily
Marcus
James
Cecilia
John

Tania

09:53
Schedule
Session Details
Venue: Abbacus Secondary School EX8 4UY (01392 734652)

Activity: Woodwind
Task Result: Not Set

Pupils
Last Name Group Time Duration Attendance
Banner A 09:00 0:45 Not Set
Callaghan A 09:00 0:45 Not Set
Dunstom B 09:15 0:45 Not Set
Eustace B 09:15 0:45 Not Set
Feathers B 09:15 0:45 Not Set
Fletcher B 09:15 0:45 Not Set
Prasad A 09:00 0:45 Not Set

Once that has been pressed, another menu will appear:

31
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View Tuition Edit Notes

PUPIL

Joseph Banner

PROVISION DETAILS

Subject Clarinet

Lesson Type Group

Assessment Level 7

SESSION NOTES

Press View Tuition. The screen will now display the tuition history for the pupil for this activity plan:
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iPad & 10:00
< Schedule Schedule
Provisions Spring
First Name: Joseph Venue: Abbacus Secondary School
Last Name: Banner Activity:  Woodwind
DOB: 15-Oct-98 Subject:  Clarinet
Assessment: Level 7
Sessions
1 07/01/2014 09:00-09:45 Attendance:Not Set
Notes:
2 14/01/2014 09:00-09:45 Attendance:Not Set
Notes:
3 21/01/2014 09:00-09:45 Attendance:Not Set
Notes:test
4 28/01/2014 09:00-09:45 Attendance:Not Set
Notes:
5 04/02/2014 09:00-09:45 Attendance:Not Set
Notes:
6  11/02/2014 09:00-09:45 Attendance:Not Set

Rlmdnne

Finished On:
Leave Reason:

Edit

@ 53% W

The basic details for the pupil regarding this activity plan are displayed at the top of the screen. These

are:
e  Pupil name
e DOB
e Venue
e Activity
e Subject

e Assessment level
e Finish date and Leave Reason

By scrolling up and down the screen beneath Sessions, a teacher then be able to see the scheduled

tuition for the pupil. The teacher will able to see:

e Fach session in the activity plan for the selected term

e The session’s number
e Session date and duration
e Attendance

e Notes

To return to the Schedule for all tuition click < Schedule on the top left of the screen.
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View Provisions

iPad =

€ Schedule

[ Provisions ]

First Name: Joseph
Last Name: Banner
DOB: 15-0Oct-98

Live Teacher will only display the scheduled tuition for the pupil by the individual Provisions (i.e
Autumn, Spring and Summer).

Therefore to view the tuition for a different Provision within this activity plan press Provisions (as
above) on the top left:

iPad & 10:00 @ 53% W}
< Schedule Schedule
Spring Edit
PROVISIONS
. Venue: Abbacus Secondary School Finished On:
Spring - )
Activity:  Woodwind Leave Reason:

Subject:  Clarinet

Summer sessment:  Level 7

Sessions
Attendance:Not Set

Notes:

Attendance:Not Set
Notes:

Attendance:Not Set
Notes:test

Attendance:Not Set
Notes:

Attendance:Not Set
Notes:

Attendance:Not Set

Naban.
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A scroll panel will emerge on the left hand side with the available Provisions. The teacher can then
select one and view the pupil’s tuition history within it.

Edit Assessments
@ 53% )

Teachers will be able to edit the Assessment of the pupil in the Tuition History by clicking Edit (as
above):
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ASSESSMENT

Level 7

Once the Assessment level has been edited, the change will be carried forward to the next Provisions.
For example if the Assessment is changed in Spring, it won’t affect Autumn but Summer onwards will
default to the chosen Assessment level.
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Ending Tuition for a Pupil
@ 51% |

Edit [Enter Finish Date]

If a pupil ends tuition during the term this can recorded on Live Teacher by entering a Finish Date

within the Tuition History view.
Important: Teachers will only be able to do this for pupils in school billed sessions.

Click Enter Finish Date (as above) on the top right of the screen:
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Enter Finish Date Save

FINISH DATE

Finish Date 17 February 2014 >

REASON

Personal Reasons

You will be able to select the Finish Date and the reason for leaving.
Note: Reasons will already be defined by Leave Reasons in Ensemble.

Click Save to save the finish date.

Synchronising with Ensemble
° See the Synchronisation Video Tutorial Here
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http://www.youtube.com/watch?v=Lyzbn8ze8zA

@ 52% W
Edit

Session: 6
Make up: 1

Once updates have been made on Live Teacher they will need to be synchronised with your master
database in Ensemble. It is recommended that this is done regularly in order to keep all records

backed up and up to date.

Click Sync (as above) at the top right of the screen:
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iPad = 13:49 47 % W

£ Schedule Sync Changes Sync

Please tap the 'Sync' button to synchronise this device with the master database.

This process may take several minutes and a WiFi connection is recommended.

Press Sync again to begin the synchronisation.

Once this is complete the screen will be displayed as below:
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iPad & 09:39 % 49% m_»

< Schedule Sync Changes sSync

Synchronisation Complete
This process may takg Synchronisation has completed ftion is recommended.
successfully.

Ok

Once the changes have been synchronised with your Ensemble database, you can view these changes
in the Audit Log within Ensemble.

Using the Live Teacher Website

Teachers can also use Live Teacher on the web. The website is unique to each Service:

http://live.paritor.com/t/XXXX

Note: XXXX is where your service’s Customer Number should be entered. This number can be seen in
the Service Bar at the bottom of Ensemble:
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http://live.paritor.com/t/XXXX

In this example the numerical Customer Number is 1

The webpage is displayed below:

Home  About

Log On
Please enter your email address and password.

Account Information

Email @emo@paritor.co.uk

Password j

[Reset Your Password]

Powered by Paritor

The Teacher will need to enter their Email Address and Password in order to log in. Click Log On to
enter Live Teacher. A homepage for an example Teacher is displayed below:
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[LOGOUT]

ive

ACHER

x

Matthew Harper
Home About

Welcome to Live. Please use the links below to navigate the service your require.

My Schedule

My Reports

My Account

Powered by Paritor

The area highlighted is always available while using the website. Click Home to return to this screen
and About to view details of their current version of Live Teacher. They can click Log Off to sign out.

My Schedule View

On the Home Screen a Teacher can click My Schedule to view their schedule for tuition:

My Schedule

The My Schedule screen is displayed below:

My Schedule

Week Starting: [RESE=/SE]

Day Start End Session Ne Activity Venue Room Duration Task Result Has Makeup Pupils

Thu 09:00 12:00 7 WCIT Abbacus Secondary School 03:00 Teacher Absent Medical (dep.) td 10 \/
IThu 13:00 14:00 7 Rock - Stage 3 Abbacus Secondary School 01:00 Confirmed 5

Thu 15:00 16:00 7 Rock - Stage 1 Abbacus Secondary School 01:00 4
I Fri  09:00 10:00 7 Jazz - Stage 2 Abbacus Secondary School 01:00 Weather 2
I Fri  11:00 12:00 7 Classical - Stage 2 Abbacus Secondary School 01:00  School Cancelled Long Notice 1

Fi  12:00 14:00 7 Classical - Stage 3 Abbacus Secondary School 02:00 4

Fri  14:00 14:45 7 Brass Bridges Academy 00:45 3
I Sat 13:00 13:30 7 Brass 3 Brookdale Music Centre Room1  00:30 School Cancelled Long Notice 0 \/

The Schedule is displayed on a table with details of the lessons conducted by the Teacher for a
particular week. This week is selected by choosing a date in the Week Starting field.
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View Session Details

Pupils

o v

View

To view the details of a session click View (as above) on the row for the session concerned. This will
display the screen below:

First Name Last Name Group Time

Duration Subject

Assessment Attendance

Session Notes

Joseph Banner B 10:20 03:00 Classical Level & Absent with Explanation n
Marcus Dunstom C 11:20 03:00 Classical Level & Present n
Cedilia Feathers C 11:00 03:00 Classical Level 6 Forgot Instrument n
John Fletcher A 11:40 03:00 Classical Level & Present n
Stewart Gabrielle B 10:40 03:00 Classical Level 6 Present n
Ulga Jackson A 09:40 03:00 Classical Level 6 Present n
Michael James A 10:00 03:00 Classical Level 6 Present n
Mat James C 09:00 03:00 Classical Level & Present n
Stephen Majorie A 09:20 03:00 Classical Level & Present n
Tania Prasad A 09:00 03:00 Classical Level & Present n

Here the teacher can view the details for this session and the pupils registered to attend.

The session details include:

Date of session
Start time
Duration
Venue
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e Activity

e Task Result (i.e Confirmed or Lesson Cancelled)
e Session Number

e Number of Makeups

In the pupil register the teacher can see the pupil’s:

e First and last name
e Group

e Starttime

e Duration

e Subject

e Assessment level

e Attendance

e Notes

Record Pupil Registration

Tania Prasad
Edit Back

To record information on the pupil register click Edit (as above) on the bottom left. The window below
will be displayed:
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Edit Pupil Register

Date: 20-Feb-14 Venue: Abbacus Secondary School Session: 7
Time: 09:00 Activity: WCIT Make Up: 0

Duration: 3 hrs0 mins  Task Result: EEENSFGELEENTE TGS

First Name Last Name Group Time Duration Subject Assessment Attendance

B 1020 [Mo03:00 Absent with Explanation
Noces: |

Joseph Banner

Marcus Dunstom

=
o
=
[ae]
v

C R0 Josoo Womssca  Wieeis [ Fogotismen

Notes:

A R0 Joooo Woassca  Wiewo Weesen

Notes:

Cecilia Feathers

John Fletcher

The teacher will now be able to record the Task Result of the session to indicate its delivery outcome.
In the pupil register they will also be able to edit:

Group

Start time
Duration

Subject
Assessment level
Attendance
Notes

Once done, click Save on the bottom left.

Add Pupils

For school billed lessons only, the teacher will also be able to add a pupil into the session for activity
plan. They will then continue tuition after this date.

After clicking View for the desired school billed session, the Add Pupil option will be displayed on the
bottom left:



Sue Wright

Add Pupil Ed

This will display the window below:

—
Add Pupil to Register

WCIT at 12-Feb-14 10:25 at Yellow-Hammer Academy

First Mame

,_
51 by
—+ I
m i+
=
=) £
@ 3
= D
=
=

Gender

StartDate

12/02f2014

Subject

Default Subject

h=2
i
i
M
i
u
3
4]
=1
=

(Mot Set)

Add Pupil

Back to Register
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Enter the Name and DOB of the pupil then click Add Pupil.

My Account View

On the Home Screen a Teacher can click My Account to view their account information:

Welcome to Live. Please use the links below to navigate the service your require.

My Schedule

My Reports

[ My Account

The My Account screen is displayed below:

My Account Information

Mame: Matthew Harper
Email: Matthew Harper

Change Password

This simply displays the Teacher’s name and email address. They can click on Change Password to
change their password:
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Change Password

Use the form below to change your password.

Account Information

Current password

MNew password

Confirm new password

‘ Change Passwaord ‘

They will need to enter their current password and the new password twice. Click Change Password to
save.
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