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Custom Registers

The Custom Register allows you to record attendance in a register for both pupils and staff (or a mixture of both) which is totally bespoke to your school. 

You can use them to record attendance at clubs (such as breakfast club, after school club, sports clubs, lunchtime clubs), nursery sessions, school trips, staff training and more. 

Note: these registers are not linked to any statutory attendance recording, so they should not be used as a replacement for recording am/pm attendance.


Stage 1 – Check Customer register Types
Before you start using Custom Registers, we advise you to check or set up Types of Custom Registers i.e. categories of registers you may want to create (e.g. Clubs; Trips; Training etc.)

1. Go to Modules > General > Parameters > Custom Register Type > Click View 
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2. To add a new type: click [image: image2.png]


 and complete the following fields and click OK.

· Name (e.g. Breakfast Club)
· Date (it will default to today’s date but can be changed using the calendar to another date)
· Description
You can also change the ‘default’ type from School Trip to another Type that you think you would use more often.
Once you are happy with the types listed, you can now create your own customer register(s).

Stage 2 – Create a Custom Register
Note: the user needs to have access to the Attendance Daily Register  
1. Go to Modules > Attendance > Custom Registers

The following Custom Registers list screen appears:
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2. Select the date or date range you want the register for (you can also use the shortcut blue buttons for date selections)

3. Select the Type of register this will be for (list comes from the Customer Register Type parameters as per  Stage 1 above)
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Click on + to add a Name for this register and click OK.

If you know the pupils you wish to add to the register, continue with step 5. If you don’t know at this point, then click the Back button (bottom left of screen) to return to the Custom Registers list. 
When you know which pupils/staff need to be added to the register, continuw with Step 5 below.
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5. Now add the pupils:  click on Add Student and in the normal General Search screen, search for the pupils you want to add to the register. You can use Add Student as often as you need to. 
If you wished to add any staff members to the list, add them through Add Staff.
Note: Pupils appear with [image: image5.png]


icon ; Staff members appear with [image: image6.png]


 icon

For any pupil added incorrectly, or at any future point you wish to remove a pupil from the register, select the pupil in the register list and click Remove. 
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6. You can now decide on the ‘time’ points you wish to take a register (e.g. different time slots 8.00am; 9.00am for the selected date; or days of the week Mon;Tues for the selected date range etc.).  There are a total of 10 attendance columns that can be used. 

A default R1 has been entered in the first column heading box which can be changed. 
Click on the next heading box to activate it and type in the next heading – this action will make the column active as per examples of headings below:
[image: image8.png]


 
Note: each heading box can take up to 20 characters but will only display 3 charas – hovering your cursor over the box will display a pop up with the entire column heading. 
7. When complete click Save.

8. If you are ready to enter attendance codes, go to Stage 3 (overleaf) . 
Otherwise click Back to go to the Custom Register list.

You can at any time select the Custom Register created and and click Edit [image: image9.png]


to make any changes to it.

Tip! Cloning Custom Registers: If you want to recreate the same type of Custom Register (i.e. with same headings) for another group, select the register created and click on the Clone icon [image: image10.png]


. You need to type in a new name for the Custom Register and click OK. You are then able to select it and edit it to change pupils/staff within it, change date range etc. 
Printing Custom registers

You can create a print copy of any register created by going to Reports > Attendance > Attendance records > Custom Register Report > select the register > click Generate Report

Stage 3 – Record Attendance in a Custom register

1. Go to Modules > Attendance > Custome Register > select the register from the list 
2. Click Open Register button on the bottom right

3. Select the attendance code from the right and click in the attendance box to enter the code.
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4. Any notes can be added by clicking on the  Notes [image: image12.png]
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5. Click Save  to save your entries.

6. If you wish to Print your Custom Register whilst the register is open, click Print at the top right.  The print copy of the Custom Register will display pupils separately from staff members if both were included in the register;
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7. Click Back to exit out of the register.
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