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INTRODUCTION

Simplify your center management with Cirrus Group, LLC’s InSite Provider application. This application is
designed for a streamlined, quick and easy way for your administrators and staff to access the important
features of the Provider Editions of DayCare Works, SchoolCare Work, and RecCare Works at your points of
service, or wherever you need. Information is automatically linked to your Cirrus Group, LLC hosted
applications with real-time information updates and reporting capabilities.

LOGGING IN

Log into the InSite Provider application with the username and password used to sign into DayCare Works,
SchoolCare Works, or RecCare Works, then push Enter.

Usarname

Password

Enter 9
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GENERAL NAVIGATION

HOME SCREEN

Upon logging in, the list of rooms will be on the left side of the screen and actions will display on the right.

Key Point: Some of the options throughout this application can be turned on/off based on user role. This
can be done via the administrator site.

Select a Room Actions v

2018 Summer Swim Classes
A Big Room

ABIG ROOM 2

I r
ake Attendance Serve Meals Record an Insite

A. Infant 1

ABC Kindergarten Room

-
After School Program = —
prigp—
- —
AM, Before School
Add a Note

AM, Drop In

Arc Demo

BC - After Care Rooms
BC - All Day Care

BC - Before Care Room
BC - The Big Event
Before & After Care Registration
Before Calendar
Before Care

Beyond Textbook
Break Camp

Breakfast Club

The following options are available:

e Menu Options (Top Left)
o Classroom
o Live View
o Today's Daily InSites
o Main Attendance
o Logout

e Actions
o Take Attendance
o Serve Meals
o Record an InSite
o Add a Note
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STAFF/STUDENT RATIO

From the home screen, once a room is selected, the staff and student ratio will display in the top right

corner.

5

Before & After Care Registration ~

Actions v

A

2

Anderson, Jessi

Anderson, Mary Beth

Andrews, Marielle

C
m Cabrera, Minny
c
H H

orle
o0

Take

Attendance

Serve Meals

Record an i
ot Add a Note
Nalie

IMPORTANT INFORMATION/INFO

Once a room is selected, Important Information and Student Information is viewable.

1. Selectaroom

2. Locate the student

3. Click the arrow or swipe to the left

5

Anderson, Mary Beth

Before & After Care Registration ~ Actions v
A
H Anderson, Jessi Q0
K 0)e’®

Take

Attendance

Serve Meals

4. Click the Important or Info icons

A

Important

Info

‘ C =cmaus GROUP...
A
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a. Important Information - the following information will display

Back
Select Category:

Attendance

Steve Richards
Consent

No

No

No
Health

Yes

Yes

Yes

b. Student Information - the following information is available under the Info icon and pulls from
the student's child record

i. View/Update student's photo

ii. Profile
1. General - full name, address, height, weight, etc.
2. Health - miscellaneous health information
3. Consent - consent for field trip, photo release, transportation, etc.
4. Additional Personal - custody, language, school information
5. Additional information - miscellaneous information, such as, bladder

control, convulsion, foods forbidden, etc.

6. Additional Activity Information - sunscreen/bug spray indicator, swim
information, etc.

7. Pickup Restrictions - any hames listed here are unable to pick up the
student

ii. Contacts - guardians, emergency, release phone numbers and email addresses

6 InSite Provider Application 3.1.0
40 Revised: January 31,2019 | V1.0
“ 2018 copyright, Cirrus Group LLC., all rights reserved




1. Swipe the contact to the left or click the arrow to view more information

regarding the contact person

Back

‘ Mary Beth Anderson

Update Photo

2
S
2

Stephanie Anderson (.. 248-549-5654

Email: ckulick@cirrusgroup.com

Gary Anderson

]

Cell: (248) 314-4356

~f—

Tim Brown

Sty Boown Cell: (354) 456-9826

|

2. Update the picture of the contact person by clicking Update

Home

Vim Brown Cell: (248) 314-4356

Ema

3. Select and hold to view more options

Options
‘What would you like to do?

* Check Apple Continuity feature for
requirements. *

Copy Number
Ca
Text

Cancel

iv. Notes - when a note is added for the day, it will show up in this section
v. InSites - when an InSite is added for the day, it will show up in this section. From
here, they can be edited or deleted, but not added (click here to add an InSite)
1. To view or edit, click on the INSITES title

InSite Provider Application 3.1.0
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2. Edit the time, notes, or photo as necessary

Back

Mary Beth Anderson

Back

Sleep Time:

Wake Time:

Sleep Notes:

Cancel Delete

3. Once changes have been made, click:

a. Cancel - cancel screen without saving changes
b. Delete - delete the InSite
c. Submit changes - save changes made to the InSite

vi. Meals - when a meal is served, the time and what type of meal will be noted

Back

Mary Beth Anderson

| Checked IN: 07:32 AM
21 Check IN user: Ccarline2
Last time marked present

MEALS

9:33 AM  AM Snack
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MENU OPTIONS

The = (menu) icon on the top left corner is available from all screens within the application. Clicking this
icon will show who is currently logged into the application, among other options:

o Classroom - this option navigates back to the home screen

e Live View

e Today's Daily InSites

e Main Attendance

LIVE VIEW

Live View will display the current staff: student ratio in each room.

= oo

Room Status Staff Studant Offsat
l l 4 BIG ROOM 2 (2 Under Staffed 0 1 1
: ‘] A Big Room (£ Under Staffed 0 2 1
I::] A. Infant 1 & Meets Needs 3 4 0

e Room - the rooms will display alphabetically

Status
o Under Staffed - there are currently too many students and not enough staff in the room

o Meets Needs - the staff to student ratio is correct
e Staff - current number of staff in the room
e Student - current number of students in the room

o (Offset - the overage or deficiency of staff per the number of students

To navigate to the room, slide the room line to the left and click Go To Room

= b o

Room Status Staff Student Offsat
ROOM 2 (© Under Staffed 0 e ; Go To Room
f"; A Big Room © Under Staffed 0 2 1

:} A, Infant 1 = Meets Meeds 3 4 W]

TODAY'S DAILY INSITES

InSites added from the Record an Insite button will appear in Today's Daily InSites. This screen can be
filtered to view Daily Sheets, Photos, or both. Daily InSites will show the current week entries in order from
oldest to newest. To locate Today's Daily InSites, follow the steps below:

InSite Provider Application 3.1.0 o]
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1. Click the menu icon in the top left corner

= o]

Select a Room Actions =

2018 Summer Swim Classes

A Big Room . .
ABIG ROOM 2 :?..ta
A.7:00 - 8:00 AM s

Attendance Serve Meals
A Infant 1

2. Click Today's Daily InSites

25 -

Actions

User: Ccarline2, Demao Site

B Classroom
& Live View

B Today's Daily InSites I

Serve Meals

& Main Attendance

O Logout ]

Record an

nSite Add a Note

3. Select to view Daily Sheets, Photos, or Both - below is an example of both Daily Sheets and Photos

= {1%
| Both

Returned to normal behavior

A
! &{Anderson, Mary Beth
i 09/11/2018 09:20 AM

‘*Apple, Ashlee

09/11/2018 09:20 AM

mAdams, Sallie

09/11/2018 09:24 AM

\ d
‘@,Anderson, Mary Beth fioad
' 09/11/2018 09:24 AM Type of Meal
Food Lunch
Type of Meal Time
tunch 11:45 AM
Time Extra Note
11:45 AM Class made pizza, then enjoyed it for
lunch!
Extra Note
Class made pizza, then enjoyed it for How much did your chil...
lunch! an
How much did your chil...

InSite Provider Application 3.1.0
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MAIN ATTENDANCE

The Main Attendance screen allows staff to view attendance, check in or check out students/staff, mark

students as present, or move students to another room. There are four different ways to view/filter students:

e Center - View all students within the center
e Category - View students within a category

e Grade - View students within a specified grade

e Room - Show only students within a selected room/program

ACTIVITY IDS

The Main Attendance screen has three activity IDs that must be enabled prior to viewing the screen and

utilizing all available filters:

¢ 1808: Main Menu - Main Attendance - this Activity ID must be enabled for the Main Attendance screen

to be visible. This activity ID also allows users to utilize the default student filters: Center and Room

¢ 1819 : Main Attendance - Attendance Option - Category Filter - this activity ID allows users to filter

students by Category

e 1820: Main Attendance - Attendance Option - Grade Filter - this activity ID allows users to filter

students by Grade

VIEWING STUDENTS/STAFF

To view student and staff attendance, follow the steps below:

1. Click the Menu icon

= ¥s

Select a Room Actions

2018 Summer Swim Classes

A Big Room o0
ABIG ROOM 2 ‘?‘
A.7:00 - 8:00 AM Take

Attendance
A.Infant 1

Serve Meals

2. Select Main Attendance

User: Ccarline2, Demo Site

g Classroom
&% Live View

g Today's Daily InSites

% Main Attendance

O Logout

‘ C : CIRRUS GROUP...
A

InSite Provider Application 3.1.0
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3. Under the Select Attendance Option section, select Center, Category, Grade, or Room

Select Attendance Option:

=

Grade

4. If Category, Grade, or Room was selected, choose from the Select An Item list. If Center was selected,

skip this step

Select An Item:

Preschool
Kindergarten
First Grade
Second Grade

Third Grade

5. The appropriate students will display based on what was selected in steps 3-4

2018 copyright, Cirrus Group LLC., all rights reserved

#}ﬁ
O an & [ &
Theo Bill Mary Rob
Adams Adams Adarms Adams
O ®00 &0 4
Jillian Jessi Mary Bath Sallie Susie Ty
Adams-Test anderson Anderson Adams Algmon Anderson
O on & [ &
Marialle Benjamin Johnmy Jahn Thomas Wada
Andrews Apple Billings Billings Ellingtan Etih
O oo () & 0o
Bob Samantha Minny Kylia Daug Gwenth
Baop Boyd Cabrera Evermel Funny Jamesan
O O (W [ |4
Cindy Danisa Susan Samantha
Carrall Chen Chin Kames
O (|
Alalissa Aurora Tiffany
Cope Cope Cramer
r Y 1
[mimimpy | | | o RN
Rl X E ® = Hll
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6. Tofilter the students by attendance status (Not Here, Both, or Here), click the drop-down menu

highlighted below. Please Note: this title will be different depending on the options selected previously

5

Center

O O 0o e 0
Sandy Theo Bill Mary Rob
Addams Adams Adams Adams Adams

7. Select which students should display under the Show Persons section

Select Attendance Option:

f

Center

Select An Item:

Show persons:

Both Close

a. Not Here - this option only displays students not currently checked in

'S
¥
Infant
Not Here
oo oo O O O
Samantha Jacob Quinn BABY Jason Brian Joseph
Boyd Draper Fisher JACKSON Karnes Smith Welsh
sarah second child jack test child-1 child-11 jill
Campbell Campbell Child Demo Name Name Name

InSite Provider Application 3.1.0 13
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b. Both - all students will display (checked in and checked out)

Here

[ (1 0

Samantha Jacob Quinn Bill Mary Rob
Boyd Draper Fisher Adams Adams Adams
BABY Jason Brian Sallie Susie T

JACKSON Karnes Smith Adams Allemon Anderson
Joseph sarah second child John Thomas Wade
Welsh Campbell Campbell Billings Ellington Etih

¢. Here - only students currently checked in will display

o
e

Infant

1

aon
Bill
Adams

1

= A

Thomas
Ellington

Adams

ael

Wade
Etih

®0n &®On

Rob Sallie Susie
Adams Adams Allemon
A | A 0
Kylie Doug Gwenth
Everret Funny Jamesan

T:-r
Anderson

2

Al

Samantha
Karnes

2

0y

John
Billings
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Key Point: To quickly check in/out multiple students, select all necessary students from the Not Here or
Here column and drag them to the opposing column.

— ¥
— 'Q'ﬁ
Student A. Infant 1 : Go To Classroom >
s
4 3
.l § i
oc &y Oy
Bill Sallie Susie
Adams A 3 Adams Allernon
o1
oo & 4
Aai th Ty Ashles
Ay d Anderson Apple
VR
d iy .y -
|2 9
‘ i
\ W &=
0o |
second child Johr t saral
Campbell ) y Campbell
R S S |
A oo
second child Jack test
nphe Child Demo
A= A «0O03
Jacob Thomas Wade
Draper Ellington Etih
kyhe Oﬂﬁm Doug
Everret Fisher Funny
- N T
2 E l y= LEE T
O v — )
83 L 5 Lm

ADDITIONAL MAIN ATTENDANCE SCREEN OPTIONS

Toggle between the staff and student lists by clicking the appropriate icon:

o When the left icon has a blue background, students are being displayed

e

Before & After Care

Registration

> B

2

Mariglle Jessi Mary Beth Minry
Andrews Anderson Anderson Cabrera
Jeff Jehn
Hicks Hicks

2 2 2

InSite Provider Application 3.1.0 15
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o When the right icon has a blue background, staff is displayed

T

2 |l

a

o

Before & After Care v

Registration

A
> BB

jo

Larry Sparky Billy Allison
Adams Anderson Bob Arthur
Sarah Cindy Robin

1

e When the Attendance Option is set to Room, and a room is selected, the student/staff ratio displays in

the top left corner of the screen. In the example below, there are currently 15 students and 2 staff
members checked into the selected room. The number between the student and staff icons represents

the offset. Please Note: ratios can be setup on the room configuration screen

Before & After Care
Registration

2

Mariglle
Andrews

Jeff
Hicks

Mary Baeth
Anderson

1

A

John
Hicks

A

hinmy
Cabrera

16
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On the Main Attendance screen, the “Not Here” student list can be filtered to show only students with

schedules, without schedules, or both:
o Click the Not Here title

Lk
Lo
Before & After Care

Registration

O O ®L 0
Mariglle Micah Marco Mary Beth Minmy
Andrews Jones Martinez Anderson Anderson Cabrera
Jane Jeff John
Smith Hicks Hicks

o Select the necessary filter option

[ -]

E Before & After Care

Registration

> B

. -
-] 8 B 8
0 ®LIE 0
Jessi Mary Beth binny
Anderson Anderson Cabrera
Mariglle Micah Marco l !
Andrews Jones Martingez
Jeff John
Hicks Hicks
Jane
Smith

= Not Scheduled - only students without a schedule for the current day will display
= Both - all students, scheduled and not scheduled, will display

= Scheduled - only students scheduled to attend that day will appear in the list

InSite Provider Application 3.1.0 17
Revised: January 31,2019 | V1.0 of 40
2018 copyright, Cirrus Group LLC., all rights reserved

‘ C : CIRRUS GROUP...
A




o When the list is filtered, a green circle will appear to alert staff

e Select All/Deselect All - There is a Select All and Deselect All option at the bottom of the Not Here
column and one set at the bottom of the Here column. This option allow staff to quickly check in all

students/staff within a column

e Search Staff - The Search Staff feature is a quick way to check in staff members

o Click the Search Staff icon at the bottom of the screen

8
¥
Before & After Care
Registration

2 L 2

Marielle Micah
Andrews Jones
Jane
Smith

N

0 ®C0 4
Marco Jessi Mary Beth Minmy
Martinez Anderson Anderson Cabrera
Jeff John
Hicks Hicks
v— KOO0 mEm
® v— [ mEN
“ OO0 mEm

18
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o Search for the staff member by full or partial first or last name and click Submit

> Search Staff
| Andel |
Sparky Anderson

Al

o Select the staff member by clicking on their name, then click Check In

) Search Staff
Andle]

Sparky Anderson

InSite Provider Application 3.1.0 19
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e The Actions menu is a quick and easy way to check students/staff in or out at a specified time

o Select the students or staff to check in/out

& After Care

istration

2 1 s

Marielle Micah Marco Mary Beth Minny
Andrews Jones Martinez Anderson Anderson Cabrera
Jana Jeft John
Smith Hicks Hicks

Before & After Care
Registration

2 1 22 § 2

4 ®00 4
Marielle Micah Marco Jessi Mary Beth Minmy
Andrews Jones Martinez Anderson Anderson Cabrera
Jane Jeff John
Smith Hicks Hicks

20 InSite Provider Application 3.1.0
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o Select the correct time and click Check In/Check Out, Present, or Move

Actions

Check Out

Present

Move

= Present - this option marks the student as present in the room
= Move - move students or staff to other rooms

o A confirmation screen will appear, click OK

SELECT OPTIONS

The Here column displays a list of students currently in the selected room. Use the Select Options icon to
view where the students were initially checked in to, if applicable.

Please Note: The Select Options will only list the original room the student was checked into, it will not list
the movements of the student throughout the day.

For Example: If a student was checked into "Room A" and moved to "Room B", then "Room C", the Select
Options would only show "Room A".

Follow the steps below to view or move students to their original room:

1. From the Main Attendance screen, select the center, category, grade, or room you wish to view

2. Click the Select Options icon from the bottom of the screen

TH L ®[=]
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3. Alist of rooms will appear. Select a room to view the list of students

>

Select Options

Preschool 3-6
A. Infant 1

A Big Room

4. Click the arrow button to confirm room selection

>

Select Options

Preschool 3-6
A. Infant 1

A Big Room

5. All students that were checked in to the selected room will be highlighted. From here they can be

moved, marked as present, or simply view the students from the selected room

»

8 =] o ¥

L T-
3 v Y

Jane Méry Rob
Adams Adams Adams

Sallie Mary Beth Ty
Adams Anderson Anderson
g0 A 4
g ’ -~ g

'w

Ashlee Timolﬁy John
Apple Barmnes Billings

l < ;

Joseph sarah William
Billings Campbell Gracine
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MAIN ATTENDANCE SCREEN ICONS

On the main attendance screen, there are 5 icons that appear. The chart below will describe what each icon
means:

Description

Scheduled Today - the student is scheduled to attend

o
O s
- ]

Was Here Today - the student attended that day
Absent - student is absent

Pickup Restrictions - the student has restrictions in the system on who
can/cannot pick them up

N

Present Time Expired - the student has been checked in, but not marked
as Present or it has been over 30 minutes since student has been
marked as Present

InSite Provider Application 3.1.0 23
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TAKE ATTENDANCE

When selecting the Take Attendance action on the home screen, there are multiple options available:

e Check IN - check one or more students/staff into a room

e Check OUT - check one or more students/staff out of a room

e Delete Attendance - delete a student's attendance for the day (only one student at a time)
e Move - move one or more students/staff to a different room

e Present - mark one or more students as present

SIDE MENU OPTIONS

There are 4 options on the right side of the Take Attendance screen.

— X
= o ot
Before and After School Care
Registration Room Take Attendance
A w
Choose an option 1
Adams, Jillian Check IN .
QEnd i
Check OUT
p =
Delete Attendance
Potter, Harry
Move ?
T Present

Click the arrow to the left of the icon to access each menu.

Icon Description
- Filter - by Room or Center, Not Here, Here or Both, Not Scheduled,
. Scheduled or Both

Information - Important Information, Note, Here, Scheduled Today,
Was Here Today, Absent, Present Time Expired

[T

Select Options - Select All, Unselect All

4 Offline Attendance - Check In - Offline, Check Out - Offline

24 InSite Provider Application 3.1.0
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FILTER

The Filter icon allows the student list on the left to be filtered.

e Room or Center - select if you wish to view the students assigned to the selected room or all students in
the center not currently checked into a different room

e Not Here/Here/Both - choose if you wish to view students who are not checked in, view only students
checked in, or view both

e Not Scheduled/Scheduled/Both - choose to view only students who are not scheduled for the day,

scheduled for the day, or both

INFORMATION

The Information icon displays a legend describing what each tile from the Attendance screen means. When a
tile is in color, it means there is information or active, when a tile is grayed out, it is not active.

Icon Description

n Important Information - contains information such as attendance,
consent, and health

®

Note - a note was added from the home screen

Here - the student has been checked in

Scheduled Today - the student is scheduled to attend

O O

e Was Here Today - the student attended that day, but is not currently
there
Absent - the student is scheduled to attend, but it absent
Present Time Expired - the student has been checked in, but not marked
as Present or the student was marked as Present over 30 minutes ago
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SELECT OPTIONS

This option allows students from the left to all be selected, deselected, or only students within a certain
room to be checked in, checked out, moved, or marked as present.

>

Select Options

Select All

UnSelect All

A. Infant 1

OFFLINE ATTENDANCE

Offline Attendance allows one or more students to be checked in and out, but does not have the option to
change the Check In/Out time.

< Offline Attendance

A

Account, Test Account w V]
Adams, Rob ﬂ /
Adams, Mary ﬂ

v A
ERTy B
Adams, Sallie ¥ c
" ]
Adams, Bill ¥ | u .
F
Adams, Jane n =
m Adams, Jillian n -
J
al./ K

Adams, Theo L'l B4
Allemon, Susie u v M
N
E Anderson, Mary Beth ﬂ v P
R

i .
oM Anderson, Ty ﬂ s
T
Anderson, Jessi  + 1 u

Andrews, Marielle

! Apple, Ashlee ﬂ /| U

Apple, Benjamin

R Check In
Baby, Date

Billings, John [ § |

Billings, Johnny

Check Out

Billings, Joseph Submit

Boon Rath,
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Offline Attendance Icons

Icon Description

ﬂ The student is currently checked in, but not submitted

Student is not checked in

m Student is currently checked in and submitted

Student was checked out and not submitted

CHECK IN/CHECK OUT

Follow the instructions below to check a student into a room:

1. From the Take Attendance screen, ensure the Student option is selected at the bottom of the screen -

Student is the default option. Please Note: for staff check in/out, select Staff instead of Student and
follow the steps below

= »:
- e
Preschool 3-6 = Take Attendance -~
A w
Che ption L
' S
I!u‘, »‘n“mf]ﬂ“h Check IN i
Check OUT
0 | Anderson, Mary Beth Rp— =
ﬂﬂ elete Attendance

=

Move
Anderson, Ty
L5
Apple, Ashlee
“» OEN
B

: 4‘ Er:lings.l.lihn

c
E Campbell, sarah
QEn
E
m Everret, Kylie
QEn

w

Welsh, Joseph

E
Student
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2. Choose Check IN or Check OUT - the selected option will be blue

-

Choose an option 1

Check IN .

1

O Check OUT
Delete Attendance o
Maove ?
Present

3. Tap the students to check in/out. The line will turn light blue when the student is selected. To deselect,
tap the student again

= oo

Preschool 3-6 E Take Attendance
A Choose an ophio Y
. .
. | Adams, Sallie Check [N "
QEn i
@ ) creckour
Y Anderson, Mary Beth =
nﬂ Delete attendance
Move ﬁ"
Anderson, Ty
n ﬂ Present
Adjust time
@ Apple, Ashlee
E A
r.“ Billings, John I 2 08 PM
Y |
c
Campbell, sarah

E
Everret, Kylie
QEn
w
Welsh, Joseph
Il QEn
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4. Select the correct time for check in/out - the time will default to the current time. Please Note: only past

times are selectable

1¥s

Preschool 3-6 E Take Attendance
A
Choose an optio Y
—
N Adams, Sallie Check IN
B oEn i
@ ) creckour
1 Anderson, Mary Beth =
ﬂﬂﬂ Delete attendance
Move “a‘
Anderson, Ty
ﬂ ﬂ Present
dijust tir
Apple, Ashlee
= AN
E A
',“_ Billings, John ! 2 09 PM
| ﬂ ﬂ ;
C W
=M Campbell, sarah
N n
E
Everret, Kylie
w
Welsh, Joseph
5. Click Submit

6. The confirmation screen will display the status of each student's check in/out, Click OK

a. Success - the check in/out was successful

Anderson, Mary Beth Success
Campbell, sarah Success
Everret, Kylie Success

InSite Provider Application 3.1.0 29
C CIRRUS GROUP.. Revised: January 31, 2019 | V 1.0

2018 copyright, Cirrus Group LLC., all rights reserved of 40




b. Check In/Out Date cannot be in the future

Gracine, William ¢

heck Out Date cannot be in the future:29643

DELETE ATTENDANCE

To delete a student's attendance for the day, follow the steps below:

1. Click Delete Attendance

-
Choose an option 1
Check IN .
1
Check OUT
D Delete Attenclance i
Move =
Present

2. Select the student to delete. Please Note: only one student's attendance can be deleted at a time

= S
- fe
Preschool 3-6 - Take Attendance
A
Choose an option Y
Adams, Sallie Check IN
bs'-. s Chec .
) Jolal4] i
Check OUT
Anderson, Mary Bath :E
nn () Delete Attendance
Move =
Anderson, Ty
n ﬂ Present
Apple, Ashlee
2 fol@ly

3. Click Submit - There is no confirmation screen, once you click submit, the attendance will be deleted
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MOVE

To move students to a different room, follow the steps below:

1. Select Move

-
Choose an option L
Check IN N
1
Check OUT
Delete Attendance -
© - o
Present

2. Select the students from the left that should be moved

— ¥
— b
Preschool 3-6 v Take Attendance
A w
Choose an ophi \
T .
Adams, Sallie Check IN .
b QA0 i
Check OUT
Anderson, Mary Bath =
o Delete Attendance
QEn
© - #
Apple, Ashloe
ﬂ Present
it Im
Billings, John
2018 Summer Swim Classes 0 :0 @
. A Big Room 1 : BB ]

3. Select the room the students should be moved to. This screen also shows the staff to student ratio

Select a room
2018 Summer Swim Classes 0 :0 ()
A Big Room 0 :2 o]
ABIG ROOM 2 0 :1 (O]
A Infant 1 3 :4 ()
ABC Kindergarten Room 0 :0 @
After School Program 0 :0 @
AM, Before School 0 :0 ()]
AM, Drop In 0 :0 @
4. Click Submit
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PRESENT

The Present option allows staff to record that students are currently present and accounted for. The Present
icon will consistently reappear 30 minutes after the student has been marked as Present.

1. To mark a student as present, select Present from the Take Attendance screen

Choose an option Y

i
Check OUT

Delete Attendance

Maove

Q) rosen

2. Select the students from the left that should be marked present. Please Note: only students who are

checked in will show in this section

= Qﬁ;

Preschool 3-6 R Take Attendance v
A v
Choose an option |
Adams, Sallie Check IN
L]
QEn 1
Check OUT
R Anderson, Mary Beth =

Delete Attendance

0]

Move
Anderson, Ty
n m (> Present

Apple, Ashlee

B

m o w |>

',‘ # | Billings, John
4

3. Click Submit

4. Click OK on the confirmation screen
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SERVE MEALS

Use the Serve Meals option from the home screen to record meals served to students. Once a meal is

selected, there are three options to choose from: Served, Not Served, or Remove.

ADDING AND REMOVING MEALS

1. Choose a room from the left and click Serve Meals

— o

Select a Room Actions

2018 Summer Swim Classes

A Big Room
A BIG ROOM 2

A.7:00 - 8:00 AM

Serve Meals

A.Infant 1
ABC Kindergarten Room
After School Program

Arc Demo

Add a Mote

B. 8:00 - 9:00 AM
BC - All Day Care
BC - Before Care Room

BC - The Big Event

Before & After Care I

Before and After School

Before Calendar

2. Select a meal to record

Before & After Care Registration ~ Serve Meals
Select a Meal
Breakfast
Andersaon, Jessi
AM Snack
D Lunch
PM Snack
Dinner
Cabrera, Minny Evening Snack

Hicks, Jeff

Hicks, John

bl hol = pu ° & huf >
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Breakfast
AM Snack
Lunch

PM Snack

Dinner

T o

- 0o o o

Evening Snack

3. Choose an option

— $¥e

Before & After Care Registration - Serve Meals
A Select a Mea
Breakfast
I Anderson, Jessi
] o] AM Snack
ﬁ Anderson, Mary Beth @ wnen
0] b PM Snack
Dinner

! Cabrera, Minny Evening Snack
L

Choose an option
D Served

Hicks, Jeff
! m . Not Served
L —
Remove
! Hicks, John "

a. Served - the meal was served to the student

Cc
H

b. Not Served - the meal was not served to the student
c. Remove - a meal needs to be removed from the student
4. Select the students on the left that are associated to the selected meal. Please Note: only students that

have been checked in for the day will be on the list

— $¥a

Before & After Care Registration - Serve Meals

Select a Mea

Breakfast
Anderson, Jessi

AM Snack

D Lunch

PM Snack

Dinner

Cabrera, Minny Evening Snack
Choose an option

Q s

Mot Served

Hicks, Jeff

Remove
Hicks, John

== FW
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5. Click Submit

6. Once the meal has been submitted, each meal indicator will turn blue, see chart below

a. When the icon is blue - the corresponding meal has been Served

b. When the icon is gray - the corresponding meal has not been recorded

c. When theicon is red - the Not Served option was selected

H

The below chart explains what each meal indicator stands for:

Icon Description Icon Description
E Breakfast @4@ PM Snack

Sfl/, AM Snack E Dinner
Lunch ‘94/@ Evening Snack

‘ C : CIRRUS GROUP..
A
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RECORD AN INSITE

InSites are used for recording activities the students were involved in throughout the day. Activities include
naptime, reading, time out, etc. and are communicated to parents via the parent portal.

1. Select a room and click Record an InSite

— o

Select a Room Actions

2018 Summer Swim Classes

A Big Room .. ..
A BIG ROOM 2 PJ
A, 7:00 - 8:00 AM

Serve Meals

A Infant 1

ABC Kindergarten Room

After School Program
AM

Arc Demo

o) 4
iy

B. 8:00 - 9:00 AM

BC - All Day Care
BC - Before Care Room

BC - The Big Event

Before & After Care

Before and After School

Before Calendar

2. Select a Category. Please Note: categories can be added/edited from the administrator site.

3. Enter the details for the InSite - time, comments, etc.

Type of Meal:
Time: 11:45 AM
11 45 AM
Extra Note: -
ra Note Class made pizza, then
enjoyed it for lunch!
How much did your child eat?:
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4. Add a photo and photo comment

Click the camera icon on the bottom right

a.
b. Choose Library or Camera
c. Select/take the photo

d. Add any comments in the Add a comment section

e. Click Save

5. Select the student(s) from the left that participated in the InSite

A Big Room

Adams, Sallie
Anderson, Mary Beth

Anderson, Ty

Apple, Ashlee

25

Record an Insite

Type of Meal:

Tirme:

il

Extra Mote:

Howr much did your child eat?:

1145 AM

45 AM

Class made pizza, then
enjoyed it for lunch!

6. Click Submit. These will appear in Today's Daily InSites

‘ C : CIRRUS GROUP...
.
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ADD A NOTE

Notes can be added to a student or several students and marked as general or private. Follow the steps
below to add a note:

1. Select a room and click Add a Note

— o5

Select a Room Actions

2018 Summer Swim Classes

A Big Room o0
A BIG ROOM 2 3?‘13

A, 7:00 - 8:00 AM
Attendance

A. Infant 1

ABC Kindergarten Room

After School Program
AM

Arc Demo Record ar
"t“‘.'?' A Add a Note

E. 8:00 - 2:00 AM

BC - All Day Care
BC - Before Care Room

BC - The Big Event

Before & After Care

Before and After School

Before Calendar

2. Select General or Private - the selected option will be blue

— ¥

Before & After Care Registration - Add a Note ~
A
Anderson, Jessi < -
] e v
|
&
S\ | Anderson, Mary Beth

A

Andrews, Marielle

C
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a. General - these notes show up when student is checked out on InSite app
b. Private - these notes are not viewable by parents

3. Enter the details for the note

= L%

Before & After Care Registration Add a Note v
A
And , Jessi ‘ :
I n erson essl General
. ; I
A ﬂ ! Anderson, Mary Beth Picture day was a success!

Andrews, Marielle

Cc

4. Select the students on the left - the selected students will be light blue

— £¥a

Before & After Care Registration ~ Add a Mote

A

Anderson, Jessi -
] soon ses )

Picture day was a success!
Anderson, Mary Beth y

Andrews, Marielle

C
Cabrera, Minny
A
H

Hicks, Jeff M
I 0]
i Hicks, John
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5. Click Submit

6. Click OK on the confirmation popup to submit the notes

Attention

Are you sure you want to

submit note/s.

Cancel
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