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Before you get started, please have to hand your Username (your school's Roll
Number) and an up to date PIN & Password. If you do need assistance with this,
please call the School Return Helpline (1890 36 36 66).

Log on to the School Returns website: www.schoolreturn.ie (Fig 1.1). Enter your Username (Your School’s
Roll No) followed by your Pin & Password.
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Step 9 Working with Student Manager

Once you have entered your PIN & Password you will be directed to the page below (Fig 2.1).
Fig 2.1

{ Student Absence Management System - Windows Internet Explorer

[ R e — o1& ]x] [=
Flo B vew Favortos Tods Hep

& | g Student Absence Management System

An Ghniomhaireacht um
Leanai agus an Teaghlach
Childand Family Agency
Test Primary School / 12222Q
Student Absence Management System

Return Home
January 29, 2014

Welcome, you are logged on to the Child and Family Agency Student Absence Management System.
You last visited the site on 29-1-2014.

| ABSENCE RETURN | STUDENT MANAGER [ scHooL pETAILS
+ Find or editan existing retum + Adda student . Vi detail
« Notify Child and Family Agency of a « Find a student

* Generate a report

« A new user guide is available that
* How to make a student absence retum explains how this system deals with

online students who have left school, or changed
classlyear.
Your returns:
[Period Number TBegins TEnds Status Due Dte T
Report Period 1 ‘Start of School Year 31-10-2013 Not started 15-11-2013 o
Report Period 2 Start of School Year 31122013 Notstarted  17-01-2014 o
Report Period 3 Start of School Year 31-03-2014 Not started 11-04-2014 o
Report Period 4 Start of School Year 30-06-2014 Notstarted  04-07-2014 o
Post Period 4 Start of School Year As Required Not started As Required ol

You are advised to save your return at 15 minute intervals as the security settings on the school return site are set to time out, which could result in the loss of your unsaved data
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You now need to ensure that the Student Manager section for your school is up to date. Only students that have
previously been reported to the Child & Family Agency will be listed on the Student Manager so you will need to
add any students on your list but not listed in the Student Manager.

0It is imperative that you check who has been entered in order to avoid student duplication.
If you have no students to report please go to Step @

Reviewing the Student Manager

To review the Student Manager i.e. those already listed on the system, select Find A Student, underneath the
Student Manager on the Home Page (Fig 2.2).

Fig 2.2
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Welcome, you are logged on to the Child and Family Agency Student Absence Management System.
You last visited the site on 29-1-2014.

ABSENCE RETURN _ STUDENT MANAGER L 775AR ~ SCHOOL DETALLS |
o Find or edit an existing retum o Add a student « Annual Att Retum - 2012/201  View school details
Year
« Notify Child and Family Agency of a « Find a student « Generate a report
« Anew user quide is av:
* How to make a student absence retum explains how this system
online students who have left school,
classiyear. -
Your returns:

[Period Number [Begins JEnds [Status’ [Due Date T
Report Period 1 Start of School Year 31102013 Notstated  15-11-2013 2
Report Period 2 Start of School Year 31122013 Notstated  17-01-2014 o
Report Period 3 Start of School Year 31032014 Notstated  11-04-2014 o
Report Period 4 Start of School Year 30-06-2014 Notstated  04-07-2014 pel
Post Period 4 Start of School Year As Required Notstated A Required o

You are advised to save your return at 15 minute intervals as the security settings on the school return site are set to time out, which could result in the loss of your unsaved data
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When you select Find A Student, you will be brought to this page (Fig 2.3). To review your student listed, please
select All Classes.

Fig 2.3
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« Please il out some or all of the search fields and press Search.
« Alternatively, to search for a Student by Class/Year select a school class/year from below.

Search Fields Search by ClassiYear
First Name
Surname Bt
 All Classes.
Date of Birth (dd/mmiyyyy) £ o e
— « 1stClass
ross
* 2nd Class
« 3rd Class -
County [ All Counties & i !&Lglll.l
e o 5th Class
PPSN fannt
 6th Class
 Other(Primary)
Gender O Female « Left School
OMale
(® Do not filter by gender
Logout(Create New Retum|Find a Detais|Child and Family Agency|Contact Us
Done 3 @ mternet # 100% ~

You will then be brought to the following page (Fig 2.4). All students who have been reported by your school in
the past will be included in this list — you can filter this list by class by selecting the appropriate class tab.

Fig 2.4
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Student Search Results

Your search returned Smatches.

. a to view
 Click here to perform another search

All Classes Jnr. Infants Snr. Infants  1st Class  2nd Class 3rd Class 4th Class Sth Class = 6th Class Other Left School Select All ()
[First Name [Surname JDate of Birth [Address1 [Address2 [Class/Vear T
Mary Murphy 05-05-2001 10 Main Street Anytown 3 o]
Johnny OBrien 01-01-2005 1 The Rise Anytown B [
P Jane ‘Smith 02-05-2005 1 The Rise Smaltown B [O]
Kate ‘Smith 06-07-2002 52 Larkhill Drive Summerhill [O]
Mark Walsh 07-05-1999 23 Mount Place Beech Hill B [0
. I i iboy i d then click 'Go'.
‘be she hs left the school..

L New Retum|Find a and Famil Us

javascript:_doPostBack{dg_resuks$._cl$_cti,") 3 @ intermet H100% -

o Remember, you can edit an existing student at anytime by clicking on their surname. Their details will
come up and by clicking on Update Details in the bottom left hand side, you will now be able to update
the student’s details, e.g. Class, Date of Birth, Address etc.
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Adding students to the Student Manager

When you have reviewed the student lists, and know which students need to be added to the Student Manager,
return to the Home Page (Click on the TUSLA Logo). Click Add A Student underneath Student Manager
(Fig 2.1). You will then be brought to this page (Fig 2.5).

Fig 2.5
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« Please click on Save Student to add a new student
« Select Update i nges to ils and jian details
© You must il in the fields marked with an asterisk: *

First Name*
Surname*
Gender*
PPSN.

Class/Year*
Address *

County” Please Select a County ¢ |
Postcode NiA :

Update relevant Parent/Guardian o
addresses

Date of Birth *(dd/imm/yyyy)

Delete Student
Parent/Guardian 1 Parent / Guardian Details
Parent/Guardian 2 Parent / Guardian Details
oo (5 @ memet oo -

Repeat this process for each student that you wish to save to the Student Manager.
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Step 6 Completing your Return

When you have entered all the relevant student’s details on the Student Manager you are now ready to start
your Return! Click on the TUSLA Logo on the top left hand side, you will be automatically returned to the
Homepage (see Fig 3.1).

On the Homepage look for the table called Your Returns. This table will show which Returns have been submitted
and which are outstanding, as well as showing all the dates the Returns are due. To start working on the relevant
Return, just double click on the Report Period.

Fig 3.1
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Your returns:

[Period Number [Begins [Ends [Status TDue Date T
Report Period 1 Start of School Year 31102013 Notstated  15-11-2013 o
Report Period 2 Start of School Year 3112:2013 Notstarted  17-01-2014 0
Report Period 3 Start of School Year 31-03-2014 Notstarted 11042014 o

P Report Period 4 Start of School Year 30-06-2014 Notstated  04-07-2014 o
Post Period 4 Start of School Year AsRequied  Notstarted _As Required o

You are advised to save your return at 15 minute intervals as the security settings on the school return site are set to time out, which could result in the loss of your unsaved data

ystom.
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You will then be brought to the Return screen (Fig 3.2).
ﬂ If you have no students to report i.e. a NIL RETURN, just click on Finish when you open the Return.
To add the relevant students to the Return, click on Add More Students:

Fig 3.2
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Return ( Reporting Period: 1) Status: Not Started

« This page shows the Students you are Submitting to the Child and Family Agency. Click ‘Add more Students' to select additional Students to add to the retum
 ONLY usc Finished Button when you are Submitting @ Returm o the Child and Flnuly Agency

 Use Save for Later
& I you have morethn one pageof data when you Cic on Next Buton dta on curea pge s sved.

 An asterisk () will appear if you enter ‘and Family Agency. You will need to replace the value in order to save the return.
© You are advised to save your return at 15 minute intervals as the security settings on the school return site are set to time out, which could result in the loss of your unsaved data

There were no students with sumames in the range A-Z for the class/year you selected.

All Classes Jnr. Infants| Snr. Infants|| 1stClass || 2nd Class || 3rdClass || 4thClass | st

ViewStdonts: A-C D:F G:H |-M N:-P Q-S TI-Z AlStudonts AddMore Students

(ot Swne oueann rie o]

Ug _Exp _ Sus__ Oth _ Unx Trans Commud]
| Foe | -
A 8 E o e 3 e
iness. Urgent Family Reasons Expeled ‘Suspended Other (e.9. Religious Observance, Emigration,Death of Student) Unexplained Transferred to another school
LogoutiCreate New Retum|Find a Details|Child and Family A |Contact Us
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School Return Helpline: 1890 36 36 66

You will be brought to a new screen with the list of students that are saved in the Student Manager (see Fig 3.3).
To select the students you wish to report in this Return, tick the box to the left of their name. When all relevant
students are selected, click Add Selected to Return.

Fig 3.3
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Select students to return

Currently showing 5 students.

« Please click the checkbox beside a student if you wish to add them to your retum.
« Click "Next' to move to the next page or select Class/Year tab to go to a specific Class/Year
» When you are finished your selection, click on the 'Add Selected To Return'’ button.

All Classes|[Jnr. Infants|Snr. Infants| 1stClass | 2nd Class || 3rdClass | 4thClass | 5th Class || 6th Class Other.

Date of Birth [Address T [Address? [Ciass
Murphy 05-05-2001 10 Main Street Anytown Left School
O'Brien 01-01-2005 1The Rise Anytown 5th Class
Smith 02-05-2005 1 The Rise Smalltown 2nd Class
Smith 06-07-2002 52 Larkhill Drive Summerhill 4th Class
Walsh 07-05-1999 23 Mount Place Beech Hill Left School
tiCreate New Retum|Find a Details|Child and Family Agency|Contact Us
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These students will then be added to the Return and you will automatically be brought back to the Return Screen
(see Fig 3.4). You can now enter the student’s absence details in the categories.

Please note that the total will only update once you have saved or submitted the Return but not before.
Also note that the Returns are always cumulative from the start of the school year. Therefore when
updating student’s absences ensure that the figures in the categories are the same or greater than
the previous Returns for that year.

Fig 3.4
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If you wish to complete at a later stage, click on Save for Later. To edit the Return later, click on the TUSLA logo
which brings you back to the Home Page and select the relevant Return again. When finished, click on Finished
and follow the instructions to complete your submission.

Remember to save your work regularly (the system will automatically log you out if left idle for

over 15 minutes).

If you have any further queries please refer to the FAQs document at www.schoolreturn.ie, or contact the School
Returns Helpline (1890 36 36 66), or email: school.return@tusla.ie.



