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Help Sheet: Kaiako

This help sheet assists kaiako to:

1. Add an OTJ in TWA for individual 8konga, and multiple OTJs for groups of akonga
2. Use the ‘Rop0d’ (Groups) Tab
3. Create reports

1. Howdol add an OTJ?

There are two ways to add an OTJ:
Individual akonga entry:

Select the Aronga Whakatau tab then select All Students in the left panel. To begin searching for
the akonga use the search box. Alternatively you can browse for the akonga by selecting the different

years/groups along the left.

Aronga Whakatau [ Select this tab to enter

Manage
student OTJs.

Kainga

Kaings > Nga 3konga

Browse through 3 Ko nga akonga i Kiwi Park School ka ahei e koe te whakauru

groups to find _
Ropi akonga aronga whakatau
students. 8
|Rm01 " ‘ RmO1, 11 ak:
mO01, 11 akonga
8 Enter the name of the
Jeacl 2 | Kimihia tétahi akonga...tahia tona ingoa student you’re looking for.
Year 2 128 'Whakaatuhia nga akonga i uru tomuri ki te rumaki anake
Year 3 140
Kowhiria nga akonga kia whakauru aronga whakatau:
Year:4 183 22: Wh uhia nga aronga whak mo ténei ropa 22, Taki whakauru mé ténei ropa
Year 5 132
! Ingoa A Ingoa Ra whanau . Tewairotoite Tewairotoite
Year 6 141 tuatahi whanau - (Pakeke) kura - rumaki
All students 741 O Alyshia Woods 4 25Feb03(13) 8y 3m (99m)

O Amanda Tan 4 22Mar03(13) 8y 3m (99m)

) Anton Weatherly 4 22Nov02(13) 8y 7m (103m)

Once you have the dkonga details, click on the Whakaurua button to the right of their name.

Demo Group, 7 akonga

[Hailey| x Q| 1akonga

() Whakaatuhia nga akonga i uru tdmuri ki te rumaki anake

Kdwhiria nga dkonga kia whakauru aronga whakatau:

22: Whakauruhia nga aronga whakatau mo ténei ropa 22, Taki whakauru mo ténei ropu Pou +

Ingoa Ingoa GERTEYEL Tewairotoite Tewairotoite
3 - 7 $ Tau s $ $ g %+ Aronga whakatau
tuatahi whanau (Pakeke) kura rumaki

[/ Hailey Nicole  Waugh 5 28 Nov01(14) 9y 6m (114m)

Select this button to view
this student’s OTJ record.
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You will now be able to view all strands for this akonga, including any existing OTJs. From here you
can choose to either manually enter the OTJ, or simply select the level for a particular strand on its

related slide bar. You can also enter an OTJ for multiple strands for this akonga at the same time.

Kainga > Nga akonga > Enter OT)s Tirohanga noa iha: E 2

A-Young Cho Tapirihia nga ahuatanga motuhake

Caitiann's Group #2  ~

OT) Date TLEm Manually enter an
. N OTJ for a selected
A-Young Cho 29/05/2018 Korero -
strand
Achini Sulakshana
Samarasekara
Adam Benjamin Watts @ Kerero | Whakakorengia | tiakina inatata nei: 29/05/2018

Adam Christopher Van | | ‘ | N/A ‘
Driel 5 4 3 2 1He 1 He Kaha Beginning

Pakari

Adam James Meissner

@ Tuhituhi | Whakskorengia | tiakina inatata nei: 29/05/2018

m

Adam Lewis Stock

Ahmed Ibrahim 2 1 He 1 He Kaha Beginning

Pakari

. | tiakina inatata nei: 29/05/2018
Click on a strand

slider to instantly [ha]
enter an OTJ for the

date shown above.

@ Telne | Whakakorengia | tiakina inatata nei: 29/05/2018

~ | (N
Se 4a 3e 3a 2e 2a Te 1a

Sa e

@ TeHanga | Whakakorengia | tiakina inatata nei: 29/05/2018
Enter OTJs for

more than one T O |
Se

strand at the sa e 4a Ze 3a Ze 2a 1e 1a
same time.
@ Te wahi, te Ahunga me te Panoni | Whakakorengia | tiakina inatata nei: 29/05/2018
~ | G
Se Sa 4e 4a 3e 3a 2e 2a e 1a
@ Telne me te Ahuahanga | Whakakorengia | tiakina inatata nei: 29/05/2018
E——
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Multiple OTJ entry:
To enter an OTJ for a group of akonga, select the group you want to edit from the left panel then

click on Taki whakauru mo ténei ropa

Tirohia nga akonga: <

Rapi akonga aronga whakatau

Ko nga akonga i Kiwi Park School ka ahei e koe te whakauru

All current students 830

Select the group
of students you

Caitiann's Group #2, 7 akonga

Caitiann's Group 3 Kimihia tétahi akonga...tahia tona ingoa Q want to enter
Caitiann's Group 7 | Iwhakaatuhia nga akonga i uru tdmuri ki te rumaki anake OTJs for
#2
Year 1 71 Kowhiria nga akonga kia whakauru aronga whakatau:
e Tl 5 tenei rani Select is button to
P13 akauruhia nga aron, al u mo ténei ropa aki whakauru mé ténei ropa . h
Year2 149 nea arenea °r ¢ " begin entering OTJs
Year 4 152 B Ingoa tuatahi Ing&_:a e LERTLELED . Tewiirotoite ~ Te wa |rot?|te
L ELELN {Pakeke) kura rumaki
Year 5 151

[1 a-voung Cho 2 14 Apr 05 (13) 6y 1m (73m) 6y 1m (73m) Whakaurua

Achini

Sulakshana Samarasekara [ 03Jan 01 (17) 10y 4m (124m) 10y 4m (124m) Whakaurua

[l Adam Benjamin  Watts 6 23Apro1(17) 12y 1m (145m) 12y 1m (145m) Whakaurua

From here you can enter the OTJ for the selected strand for all akonga at the same time by using

the slide bars.

Here you can select

Kainga > Nga akonga > Enter OT)s which strand you Tirohanga noaiho: — s8=
" - . want to enter OTJs on
Tirohanga ki nga ropa: Kdrero 2
for the akonga shown
Taki whakauru
Korero
OT] Date Whenu Tau
Tuhituhi 29/05/2018 [ ‘ 3eginning 1 He Pipi Tiakina nga aronga whakatau
Tuhituhi
Panui panui
Te Ine me te Ahuahanga
Te Ine me te Te Ine
Ahuahanga A-Young Cho | Wi e Hanga I tiakina inatata nei: 29/05/2018
Te Wahi, te Ahunga me te Panoni —
- [l e o me te Taurangi e N
5 4| TeTau 1 HePakari 1He 1 He Kaha Beginning
Te Hanga Te Tauira me te Panga -2 Pakari
Te Tauanga me te TUponotanga
b Tauanga
Te Wahi, te Ahunga -
AT Achini sulakshan § Toponotanga | tiakina inatata nei: 29/05/2018
me te Panoni
eremearny | T ) R
€ Taume te Taurangi 5 3 1 He 1 He Kaha Beginning
Pakari
TeTau
Te Tauira me te Panga Adam Wright DS | CA | Whskskorengia | tiakina inatata nei: 29/05/2018
Te g mete R I
Taponotanga 5 4 E] 2 1He 1He Kaha Beginning
Pakari
Tauanga
Tuponotanga Adam Benjamin Watts | MH | ‘ ME ‘ ‘ Ss ‘ | Whakakorengia | tiakina Inatata nei: 29/05/2018
e (A
5 4 3 2 1 He 1 He Kaha Beginning
Pakari
Adam b b tiam il
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2. What are Ropu (Groups) for?

You can use the Ropi tab to add akonga into class, year level, or subject groupings. The advantage
of this is you can then quickly bring up a list of specific akonga for adding OTJs. You can also then
run reports just for specific groups of akonga. You can assign akonga to a group while creating the

group, or by selecting an existing group then clicking Edit.

Kainga Aronga Whakatau Parongo Manage

Select this option to create

a new personal group to
Ksinga > Ropa easily keep track of specific
student data.

Personal groups

You currently have 1 personal group 2

Delete) D Create new group

Ko nga ropi nd te kaiako ake he mea i hangai hei aromatawai i nga akonga e akongia ana e ratau. Ko &ra atu ropa he
mea hanga e nga pouarahi me nga kaiwhakahaere.

Group # Students 3 Added on %

Focus Group As a teacher you are
only able to edit groups
Key: M Homegroup &B Personal group you have created
yourself. Select the Edit
You also have access to the following groups button to add students
to an existing group.

Group % # Students 3

[ Demo Group 7 28Jun 16 SchoolAdmin
New Group
Group name: Description: (optional):
Group name Group description (optional)

fr Is this a homegroup?

Teachers assigned to a homegroup will receive a notification whenever a student in the same homegroup requires a judgment.

® No - this is not a homegroup
© Yes - this is a homegroup

© What is a homegroup? »

Select the students you Added students will appear in this section.

wish to add, then select You can remove a student from this group by

this button to move them selecting the student and clicking the <<

to the current group roster. button to return them to the student
database list.

28+ select students for this group

You can move students into and out

Students currently not in this group 3

Search for students Q All year levels Students currently in this group

B Preferred name « Last name % J B Preferred name Last name %
A-Youngdude Cho
[2)  Achini Sulakshana Samarasekara 6
[ Adam Wright 3 <<
) Adam Benjamin Watts 6 No students
() Adam Christopher Van Driel 6
(] Adam James Meissner 6
(0] Adriana Marisol Ponze 6
:

Add students directly
to a new group while

creating I
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3. How do | create a report?

Reports are used in a variety of ways:

Data created using the akonga hame and personal details are used to create reports for akonga,
whanau, kaiako, school leaders and the Board of Trustees (BoT). These reports will help youto
ascertain learner needs and planning next learning steps, reporting on akonga progress and
achievement to their whanau and BoT. Leaders and BoT can use this data to monitor akonga
progress and achievement and make decisions about what to focus on in learning and teaching,

and resourcing.

To prepare data for reporting purposes, select the Purongo tab. From here you can view either the

Kura or the Akonga analysis using the sub tabs.

Purongo

Kainga Aronga Whakatau

Kura Akonga

ol e
m 82

Select this Tab to view
Select between an and prepare reports
overall kura report, a ‘ga-whawha - Piripi) 2018

kura report for all

students currently at

my kura or individual 1 Korero »
akonga report

Gpi: All current students
dwha - Piripi) 2018

Taumata tau: Nga tau katoa

100%
Whakamarama:

Taumata 5 0%
1akonga Taumata4-5 [ 0%
Taunata4 [ 0%
80% Taumata3-4 [l 0%

Taumata3 [l 20%
1akonga Teumata 23 [l 20%
Taumataz  [I] 20%
60% Taumata 1-2 [l 20%
Taumata1 ] 20%

1&konga

40%
1 He Pakari- 2 1 akonga

20%
1 He Pakari 1 akonga

0%
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KEinga Aranga Whakatau

Kura Akonga

I d all current students. IS Horero @ G2 (Pasnga-whawihi - Piripl) 2018

He tirohanga whanui ma Kirero
Kurac i Fark School  ROpd: All current stude Here you V\_/iII see the current
hanga 02 (Fasnga. « Riripi) 2018 report settings. Select ‘Nga
tataringa to change these

settings as needed.

You can quickly navigate

TE WAHAROA ARARAU

between strands for the same

100% .
Whakamarama: group by selecting the whenu
Taumata 5 0% drop down box.
wm  dkenga Toumaza 45 [ 0%
Tourazad [l 0%
BO% Touraza 3.4 ] 0%
Touraza3d [l 0%
0% W dkonga Touraza 2.3 ] 0%
Tourazaz [l 0%
o Touraza 1.2 ] 0%
Touraza 1 [l 0%
0% W dkenga
0%
20 U dkenga
0%
You can select the columns
mm W dkengn you wish to show/hide by
selecting or deselecting them
% from the Pou options

Mgh aronga whakatau ma Kérero

Ingoa Ingoa Te rdi o te aronga Te vl | rodo HNgd Taumaia o Te [ Year Hgad dbuartanga
= = = = = TamaiKor = =
Eusarka bl wihulinau v aboarta | e huara Mairaustanga o Actearoa Bewe| bk e
&y Tm [73mj]

#Achini 1 He
Eul ana Samarasekara 39 May 2012 Ty A (1 24m] Fakari
Adam Wright I9 My 2012 Sy Tmi(IDSm] X
Hdam

Wartts I9 My 2012 12y Tm [45m] 23
Esznijamiin
Adam 1 He o

Wan Driel 2 May 2012 17y Sm (149 Pakari = 2 Taumata 1-2

S

rﬁﬂhﬁ“mmwﬂmmnﬂmmhﬂimﬂa-mMﬂﬂpﬁnmllmm-“rﬂrﬂmkﬂmm

akor:

Sitlie |istas MAwissnar Sedam Lermbi Srack Ardriana b arissl Pone Adrmnne Banry

Awdan Koafwr Rydar Mg | beah s Al

Alass Marangl Alanns Dl Main Al Ellwan Whiss Alssesir FMurdodh Matkanzia
LAIH\.EIM Al Kt f Thaim ai ‘Whaabr Tirakanga whaeii

Select this
Select this button to export the strand button to
summary as a CSV file. You can then export the
edit the CSV file to remove personal graph as a
data such as akonga names, before PDF

creating reports for your BoT to
monitor progress and achievement or
for e.g. reporting to your kura
communitv or iwi

You are able to quickly and easily select the information you need to show by using the Pou drop
down box. You can also enter OTJs for 8konga who don’t have OTJs entered in TWA by clicking on
their name, which will take you to their Aronga Whakatau page. Once you have prepared the report

you can save the graph as a PDF, export the data as a CSV file, or print the entire strand summary.
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This Table
represents the
Strand Summary
for your selected
group of akonga

Akonga who
don’t have OTJs
entered in TWA
will be in this
Table. Select an
akonga name and
the link will take
you directly to
their Aronga
Whakatau page

Select this
button to print a
full page kura
strand summary
report. This will
reflect what you
currently see on
screen




