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Help Sheet: Kura Administrators

This help sheet will assist kura administrators and leaders with:

What a kura administrator’s role is with Te Waharoa Ararau (TWA)
How to add kaiako

How to add and find 8konga names

How to add OTJs

What groups are for

ahrwpnE

What is a school administrator?

As a school administrator, you will be able to add new kaiako and administrators to your kura.

You can also edit and remove any Overall Teacher Judgments (OTJs) for akonga within the kura. A

kaiako account can only edit or remove their own OTJs.

You should only give administrator rights to people within your kura or school that you want to have

the above privileges. Other staff should be added as kaiako.
When your kura account is set up one staff member will initially be added as an administrator.

How do | know if | am a school administrator?

If you have administrator rights, you’ll notice an extra Manage tab in the top right navigation bar when

you are logged in. Kaiako do not see this.

E:”B TE WAHAROA ARARAU Eileen Paulin L0 Logout

Kainga Aronga Whakatau Plrongo (]

TE WAHAROA ARA

Assist with the collection of student achievement information in alignment with Te

AAA

AR AR
TE TAHUHU O TE MATAURANGA

MINISTRY OF EDUCATION _ -
Marautanga o Aotearoa - Pangarau and Te Reo Matatini.

Panui hou  viewall
Support resources
You have no current notifications

These resources will guide you to use Te
Waharoa Ararau.

Reporting Cycles

Kaiako
Mid year: 13 Jun 2018 - 30 Jun 2018

How do | add a new administrator?

Click on the Manage tab in the top navigation, and then click on the Invitations sub tab. You will now
see the New invitations screen. Enter the Email, First name and Last name of the user you wish to
add in the boxes provided, using the details they would have given on their ESL form. Finally, select

Send all invitations.
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Aronga Whakatau Plrange R&pD WILRI

Settings s Stusdents Groups Reporting Cycles Updates Motifications

m Sentimitations || idden Invitations

Create new invitations for Kiwi Park Schoal

Create and send invtatians toyour colleagues sothat they can use PaCT ard TWA, Including making them a schoal
leader. ou can also hide any InviRatiors that might have comes: from your M5 If the peaple concerned are nat requined
to use PalT or TWA.

Inviaticrs gererated from the SMS ane automatically asscoated with 3 user accours. You canrat change the name of
tihe persan, but you can charge their emall address If required. fyou need to change the rame an an irvtasion, please
dizlete: thewr inwzation inthe table below and wpdate the teacher's details in your SHE. The new Invikation will be
displayed below the nest time the system syres with your SHE.

@wihat do | need 1o da before sending Irwttations? .

@witar s a school leader?
Invitation code [opticral) 8

Default type of inwitation &

O The PacT
= Tua,
Deleie | Hide

4 IFyour imitaskan list s blank, you do nat have to enter teacher detalls manwally. These can be imported fram your SIS,

[m]

Ermol FLrt e Lt e
o Emoll Flrst pome Lost nome
= Ermol FLrt e Lt e

@ vhat will the PaCT emall that gets sent to people | imdte (ook Bke?

1@ bt will the TW email that gets sent to peogie | imabe fook lle? .

Irvltaticon Schiool lexder

2 Thee PaCT a
T
O The PacT u]
(LT
2 Thee PaCT a
T

—

Once the user has received an invitation email and logged on, they will now be in the system under

the Users sub tab. You can use the search box to find their name, or scroll through the list, then click

Edit to the right of the user’'s name.
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Manage

Kainga Aronga Whakatau Purongo Ropu NWRM

Motifications

Updates

Settings Invitations e Students Groups Reporting Cycles

Users at Kiwi Park Schog

You will find a list of all ool
system users for your
Change the roles (i kura here. oups. and end engagements.

There are curre

Enter user's name, SM5 1D or group name Q

Use commas to separate mutple names

Filter options

Engagement-All * | Allroles * | Alldates ¥ | asReset

View: All | Mo homegroups (23) | Suspended (0]

Columns =

Preferred
:i = k = « Last mame > Email = Homegroup = Engagement =
name

Select this button
b &I’ Adam Meers (MoE) adam.meers@education.govt.nz Year 2 {ENROL), Year 4 (EMROL to edit details for
that particular

user.
:’ k Andreas Kubisch andreas. kubisch@education.govt.nz Mo homegroup m

x” k Brett Young brett young@education_govi.nz Mo homegroup Active 15 Jul 15

Click the box next to the School Admin — can administer PaCT option, then click on Save.

Manage

Kainga Aronga Whakatau Purengo Rapu NWRM

Students Notifications

Invitations Users Groups Reporting Cycles Updates

Settings

Users at Kiwi Park School > Edit

Edit details Cancel

Adam Meers (MoE)

Role

] = Teacher - all users have this level of access. Cannot be removed.

[ 2« School Leader - can view repores for zll the students in this school, 2= well as School reports.
I B 2 school Ad can administer PaCTI

mﬁrnups

You can select one or more grouwps to add this teacher to using the box below.

# Vear 2(EMROL) * || # Year 4 (ENROL) * -

Key: ™ Homegroup

l End engagement

End engagement
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How do | add a new kaiako?

@ TE WAHAROA ARARAU

Follow the same steps as when adding an administrator, only this time the task is completed once you

send the invitation out.

How do | add akonga?

TWA communicates with ENROL. It will add dkonga automatically provided the SMS setting is

enabled. Alternatively you can import akonga details from your SMS.

Current settings for Kiwi Park 5chool

these settings if required andfor initiate new data exchanges.
© How do | set up my school for use with PaCT/TWA? »

£ Settings for Kiwi Park School

Curriculum:

* The Mew Zealand Curriculum

= Te Marautanga o Aotearoa

What would you like te do?

Welcome to the settings panel of TWA for your school. This page provides an overview of your current settings for
. . . N Import student data from ENROL
reporting cycles, access controls and the integrations with other data systems (2.g. your SM3). You can also chang

Wext update will be on: Synchronisotion not twrmed on.

View latest import

Refresh import from ENROL

Import student & teacher details from SM3

Last vpdote on: No updates et completed.

View latest import

To enable SMS, click on the Settings sub tab, scroll down to SMS Settings, and click on Change

SMS settings.

= SMS Settings

'ﬂ' Your selected 5M5: eTap

Your selected 5SM5 update method: automatic uploads

teacher data in PaCT/TWA.

Last update was on: Mo updates yet completed.

Automatic exporting of judgment and report data from PaCT/TWA

data" button in the right sidebar.

This means: You have a secret key which allows your SM5S to make automatic updates to the student and

Mo, we will not be extracting data from PalT/TWaA. Data can still be downloaded manually using the "Download

Change 5M5 settings

A

-

Select Use SMS (Recommended), then from the drop down box, select your school SMS and select

Save changes.
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Kainga Aronga Whakatau Purongo Ropu NWRM JaRpRi

Settings Invitations Users Students Groups Reporting Cycles Updates Notifications

Settings » Configure SMS
Change 5MS settings for Kiwi Park School
How would you like to get additional detsils of your students and information about your teachers?

(7] Why is using an SMS recommended? »

Select this
button to
use SMS

1 2 Use SMS ([Recommended)  Update student, teacher and group details using your student management system [SME).

2 Select your SMS from
the drop down box.
KAMAR

MUEAC Classic
MUSAC edge

Other matic
PCEchool

Phoenix le your SMS5 to update TWA secured by a secret code you manage.
Synergetic

Lwing secret code and paste it into your SMS to authorise it to send data to TWA.

How do | find an akonga?

The easiest way to find akonga is by using the search box under the Students sub tab.

Kainga Aronga Whakatau Parenge Repu NWRM o

Settings Invitations Users Students Groups Reporting Cycles Updates Natifications

1
Students at Kiwi Park Schoo

Select the students tab to view a list
LU R EME LS of all of your kura akonga in TWA.

Correct questionable fir! to homegroups and (if your 5M5 is

not integrated to TWA) edit preferrad nameas for students.

Start typing the
name of the akonga

Find @ student.. enter their name

Use commas ta separate muttiphe names you wish to find.

Filter options

All hemegroups =  Allyearlevels =  Male and Female = All ethnicities = || & Reset

View: All | Questionable first started school dates (0) | Mo homegroups {0)

Edit Set immersion lavel Columns *

First started Time in
& Homegroup =

Preferred name =~ Last name % Year =

school immersion

O a-Young Cho 2 14 Apri12 &y 1m (73m) All current students, Caitiann's Group #Z, Year 2 28 Jul 14
o All current students, Caitiann's Group, Caitiann's
O Achini Sulzkshana Samarasekara & 03 Jan08 10y 4m (124m) 22 Jul14
Group #2
O Adam Wright 3 13 Apr 0% Sy 1m {109m) All current students, Caitiann's Group 28 Jul 14

How do | delete an akonga?
You can't actually delete akonga from the system as all the OTJ data is maintained in case an
akonga moves to another kura. You can no longer withdraw an akonga from your kura using TWA.

To withdraw an akonga you will need to use your kura SMS.
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How do | add an OTJ?

There are two ways to add an OTJ:
Individual student 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 9 Select this tab to enter

Kainga L ELET-CY

student OTJs.

Kaings > Nga konga

IEVERTETENI - ) el 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 &k
mo01, 11 akonga
8 Enter the name of the
earl 55 Kimihia tétahi akonga...tahia tona ingoa student you’re looking for.
Year 2 128
Year 3 140
! Kowhiria nga akonga kia whakauru aronga whakatau:
Year 4 185 222 Whak uhia nga aronga whakatau mo ténei ropa 22, Taki whakauru mo ténei ropa
Year 5 132
m 'neoa Ingoa . 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)

O Anton Weatherly 4 22 Nov02(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 QW 1 akonga

[") Whakaatuhia nga akonga i uru tomuri ki te rumaki anake

Kdwhiria nga akonga kia whakauru aronga whakatau:

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

Ingoa Ingoa Ra whanau Tewairotoite Tewairotoite
L : - & $ Taus = = T 4+ Aronga whakatau
tuatahi whanau (GELELG) kura rumaki

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

Select this button to view
this student’s OTJ record.

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

Kainga » Nga skonga > Enter OT)s

A-Young Cho Tapirihia nga ahuatanga motuhake

Caitiann's Group #2 ~

Tirohanga noa iho: E .‘,{E

0T) Date Whenu Manually enter an
A-Young Cho 29/05/2018 Karero B OTJ for a selected
strand

Achini Sulakshana
Samarasekara

@ Kérero | Whakakorengia

Adam Benjamin Watts | tiakina inatata nei: 29/05/2018

H_
Adam Christopher Van ‘—'
q 5 4 3 2 1He 1 He Kaha Beginning
Driel i
Pakari
Adam James Meissner
) @ Tuhituhi | Whakskorengia | tiakina Inatata nef: 29/05/2018
Adam Lewis Stock
: o [a]
Anhmed lorahim 5 a E 2 1He 1 He Kaha Beginning
Pakari

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

slider to instantly [a ]
enter an OTJ for the

date shown above.

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

L~ N
4a 3e 3a 2e 2a Te 1a

5e 5a de

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

G
4a e 2a 2o 2a Te 1a -

Enter OTJs for
more than one

strand at the se 52 4=
same time.

& Tewahi, te Ahunga me te Panoni | Whakakorengia
Se

5a de 4a 3e 3a 2e 2a Te 1a

| tiakina inatata nei: 29/05/2018

]

@ Telne me te Ahuahanga | Whakakorengia | tiakina inatata nei: 29/05/2018
D

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 moé ténei ropa.
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Kainga > Nga skongs

o nga akonga i Kiwi Park School ka ahei e koe te whakauru
aronga whakatau

Select the group
Caitiann's Group #2, 7 akonga of students you

All current students 830

CEIREEED - Kimihia tétahi akongo...tahia tona ingoa want to enter
Caitiann's Group 7 e P e T N OTJs for
#2 i}
Year 1 71 Kowhiria nga akonga kia u aronga whak Select is button to
R P . an 2 . :
/hak h & aron; vhak ma ténei ropla Taki whakauru mo ténei répd
I - WL Gpa a2/ B begin entering OTJs
Year 4 152 B Ingoa tuatahi Ingoa R Ra whanau . Tewairotoite ., Tewairc
2 whanau - T (Pakeke) - kura rumaki
Year 5 151

[ A-Young Cho 2 14Apros(3) 6y 1m (73m) 6y 1m (73m) Whakaurua

Achini
Sulakshana Samarasekara [ 03Jan01(17) 10y 4m (124m) 10y 4m (124m) Whakaurua
0 Adam Benjamin  Watts [ 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

K&inga > Nga skonga > Enter OT)s which strand you Tirohanga noaiho: — sf=
. . . want to enter OTJs on
Tirohanga ki nga ropa: Kérero =
for the akonga shown
Taki whakauru
Korero
OT) Date henu Tau
Tuhituhi 29/05/2018 [ Beginning 1 He PTpT ~ Tiakina nga aronga whakatau
Tuhituhi
Panui Panui
Te Ine me te Ahuahanga
Te Ine me te Te Ine
Ahuahanga AYoung Cho | W =kl 1o pangs | tiakina inatata nei: 29/05/2018
Te Wahi, te Ahunga me te Panoni —
_— o reTaume e Tawreng L | O
5 4| Te Tau 1 He Pakari 1 He 1 He Kaha Beginning
Te Hanga Te Tauira me te Panga -2 Pakari
Te Tauanga me te Taponotanga
e Tauanga
Te Wahi, te Ahunga -
— Achini sulakshan ) § Tiponatanga | tiakina inatata nei: 29/05/2018
me te Panoni
e || T G
€ Taume te Taurangt 5 3 1 He 1 He Kaha Beginning
Pakari
Te Tau
flelaiimlmateliatea AdamWright | DS || CA | | Whakakorengia | tiakina inatata nei: 29/05/2018
reTanga mete B '}
Tuponotanga 5 4 3 2 1He 1 He Kaha Beginning
Pakari
Tauanga
Tuponotanga Adam Benjamin Watts ‘ MH || ME || ss | | Whakakorengia | tiakina inatata nei: 29/05/2018
o (e
5 4 3 2 1 He 1 He Kaha Beginning
Pakari
Aodns Fhinesnban Aa Asinl
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What are Groups for?

You can use the Groups 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. Once you have added groups you can assign
akonga to them by selecting the Edit option from the Groups home screen. You can also add akonga
while creating a new group.

Kainga Aronga Whakatau Purongo Ropu NWRM ERpus

Settings Invitations Users Students Groups Reporting Cycles Updates Naotifications

Pending groups Hidden groups

There are currently 8 groups active for Kiwi Park School

Active groups in TWA are useful for access control (restricting teacher access to certain students), navigation and
reports. You may manage their properties (such as if they are homegroups) here.

@ Whatis a homegroup? »

Enter group or teacher name to find groups Q

Use commas to separate muiple names

Filter options

All group types = Al sources = Al dates - Z Reset

View: All | Homegroups with no students or teachers (2] | Groups with no teachers (2) | Groups with no students (0]

Hide | Delete 2 Create new group
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