Background and audience
This document aims to provide a list of items for SGA of each school to follow to set up Gateway for year start. The SGA should seek advice from ESFC appsupport when he/she is not sure the details of the task. In this document, we refer previous year to past year, new year to the new/coming academic year. For example, when you are reading this document on June 7 or July 14, 2014, previous year refers to 13/14 academic year, new year to 14/15.

Preparation Stage
	Item
	Task
	Perform by
	When

	1
	Assign student new year roll group.
Use “Student Transfer\Promote Current Students\Update next roll group of students” screen in MAZE to put new year roll group of the students to ST.NEXT_ROLL_GROUP field.
	SGA or student data admin
	Before item 3

	2
	Assign subject academic year for each timetable grid in new year in MAZE.
	SGA
	Before item 3

	3
	Advance school year.
Run “Advance student’s academic year” task in MAZE to update new year roll group, advance school year, change Y13 students to LEFT.
	SGA
	ESFC will coordinate DBA in early June 

	4
	Assign roll group teachers.
Use “KGC11001 Update next roll group of students” screen Update it for each roll group, and remove previous year/unused roll groups.
	SGA
	Before school start

	5
	Finalize new year timetable in MAZE
	SGA
	Before school start

	6
	Double-confirm Gateway ARR combined-year subjects and copy to new year.
	SGA
	[bookmark: _GoBack]Before Gateway year start

	7
	Mark LEFT for left staff.
	SGA
	



Gateway Year Start
ESFC appsupport will check with you whether you have finished the preparation tasks and start the Gateway new year for your school by late July. You may request to start it earlier if you understand the effects listed below.
· Leavers and their parents will not be able to logon to Gateway, especially viewing online ARR, anymore.
· Teachers will not be able to edit the ARR of the previous year anymore. 

Setup Stage
	Item
	Description
	Guide
	Perform by
	When

	Subject class mapping/timetable/calendar

	1
	Setup timetable mapping 
	In Management->Timetable mapping, choose the correct timetable name.


	SGA
	Before school start

	2
	Setup timetable calendar mapping
	
	SGA
	Before school start

	3
	Setup subject-head mapping
	

	SGA
	Before school start

	Attendance

	1
	Set begin and end date for the new school year
	In Admin->Attendance->Settings->Default School Session Time, choose the correct school year and put school begin and end dates.


	SGA
	Before school start

	2
	Set additional non-school days such as CPD days
	In Admin->Attendance->Settings->Non-school Days, put school specific non-school days.
	SGA
	Before school start

	3
	For Octopus or Smartcard schools, set school open, close time and special time if needed
	In Admin->Attendance->Settings->Default School Session Time, choose the correct school year and put school open, start, end and close time.
	SGA
	Before school start



The following items are reminder. The timing depends on when you use the modules.
	Item
	Description
	Perform by

	HE

	1
	Assign tutor for Y13 students
	SGA

	Activities
	
	

	1
	Assign CAS supervisors/advisors
	SGA

	2
	Move CAS week/trip/MAD to new year.
	SGA

	3
	Setup school activities
	SGA

	4
	Assign commitment rules
	SGA

	Student Options

	1
	Copy form template from previous year
	SGA

	Room-booking

	1
	Sync MAZE Timetable
	SGA
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[bookmark: _Toc174940879]
Introduction

[bookmark: _Toc174940880]Purpose

· In schools where classes are not taken directly from Maze it is necessary to set up classes through subject class mapping.  Roll group will still be taken from Maze. 

· Steps to be carried out are:

· Create subjects

· Create classes

· Assign students to classes

· Assign teachers to classes

· Assign teachers to be subject heads

[bookmark: _Toc174940881]Managed by

· SGA

[bookmark: _Toc174940882]Access by

· 

[bookmark: _Toc174940883]Access to module

· This module is available to all schools by default.

· From the Gateway Admin menu click on Subject Class Mapping.
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[bookmark: _Toc174940884]
Subject mapping

[bookmark: _Toc174940885]Create subject

· Make sure you have the subject mapping tab selected.

· You will see any subjects that have already been created.

[image: ]

· Click on new subject.

[image: ]

· You will need to enter a three character subject code.  You can use any code you want as long as you have not used it already.  A message will appear alongside the code to tell you if the code is acceptable or not.
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· Enter a subject name.

· Enter the number of classes in each year.

· Click on save to finish.

· You will see the new subject appear in the list below, showing the number of classes you have set.
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· Notice that there are two other rows of information.

· Row 1: number of classes in year group

· Row 2: number of classes with a teacher assigned

· Row 3: number o f classes with students assigned

[bookmark: _Toc174940886]Edit subject

· If you wish to change anything, click on edit on the right hand side.

[bookmark: _Toc174940887]Delete subject

· If you wish to remove a subject click on edit on the right hand side.

[bookmark: _Toc174940888]Copy from last year

· If you have already used subject class mapping you can copy all the values from the previous year.

· Click on copy from last year.
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[bookmark: _Toc174940889]
Assign students to classes

[bookmark: _Toc174940890]Map to roll group

· In most cases in primary schools classes will have the same students as roll groups.  You can achieve this directly using map to roll group.

[image: ]

· Click on map to roll group for the subject you wish to work on.
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· Check the box in the left hand column to assign students from roll groups to the subject’s classes.  

· Check the boxes in the right hand column to assign the class teacher to each class.

· Click on save.

· With the settings above you can see the changes.  4 classes have been assigned to years 4 and 5 but teachers have only been assigned to year 5.
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[bookmark: _Toc174940891]
Class mapping

· If you do not want to assign all roll groups to classes you can go to class mapping.

· Click on the class mapping tab.

· Select the year and subject from the drop down boxes.
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· Then choose a class.
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· Select the class teacher(s)
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· You will notice that the system has inserted a class title automatically.  If you wish to change this you can.  (Click on save at the bottom of the window if you make any changes)

· Below this you will see the list of students you have selected for the class in the box on the left. 
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Remove students from class

· If you wish to remove any students, check the student selected button.

· Click on the names of students you wish to remove from the class.  (To select multiple students hold the ctrl key on a Windows computer or command if using a Mac)

[image: ]

· Click on remove.  (Use remove all to remove all students from the class)

· Click on save at the bottom of the window.

[bookmark: _Toc174940893]Add students from roll group

· Select a roll group from the list on the right.

· Click on students to select them (ctrl click, or command click, to select multiple students)

· Click on add to transfer these students to the class.
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[bookmark: _Toc174940894]New students

· If a new student joins the school and you have used class mapping you will have to add the student manually to each class.

· If you use the map to roll group method the student will automatically be added to all classes their roll group has been assigned to.  (The student will appear in class lists the day after they have been added to the roll group)

[bookmark: _Toc174940895]
Subject heads

· People need to be assigned the rights to be able to setup subjects for assessment.  Some schools may leave that task to the SGA/SGM but others may wish to assign this task to teachers in charge of subjects.

· To do this click on the subject head mapping tab.
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· Select the subject from the drop down list.

[image: ]

· Select the teacher you want as subject head for each year group.

[image: ]

· You can assign as many subject heads as you wish.

· After making changes scroll to the bottom of the page and click on save.
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