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Introduction abusSTAR 2.0 - Staff Module  Quick Reference

The Staff Module simplifies the process of collecting and organizing
student information. It allows teachers to view scheduled classes, record
daily attendance, create multiple grading events, enter grades,
comments and view all subject related information over a secure internet
connection.

Teachers can complete otherwise tedious administrative tasks in a short
amount of time and maintain reliable access to the information they
need.

1.0: Introduction

When visiting the Staff Module, the application will first prompt you for a
user name and password. You must be a registered user with your
school to gain access to this portal. After you are registered, the school’s
system administrator will issue you a log-in and password.

1.1: Before You Log In
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For security purposes, if you are prompted to save your user name and
password after logging in, always select “No.” Saving your log-in
information can result in a breach of security.

The abusSTAR Staff Module is divided into seven sections. These are as
follows:-

1) Timetable
2) Attendance 
3) Grades
4) Remarks and Reports
5) Student List 
6) Bulletins 
7) Maintenance Request

To access these sections, enter your assigned user name and password 
then select “Submit.” If you misplace or forget your password, please
notify your school administrator as soon as possible.

1.2: Security
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A successful and secure log-in will display the Bulletins page. If this
operation is unsuccessful however, you will be automatically returned to
the initial log-in page.

1.3: Log In
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Selecting "Bulletins" in the left menu displays the recent bulletins posted.
To read a bulletin select “Read More”.

Select the “Show All Bulletins” button, to display all the bulletin titles
posted.

2.0: Bulletins
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Select the “Suggest Bulletin” button, to submit a new bulletin for 
moderation..

2.1: Suggesting a Bulletin
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Selecting the Timetable option in the menu on the left of the page, will
automatically display the schedule associated with your user name and
password.

To view the schedule of another teacher, select their name from the
drop-down menu displayed and select the “Check Timetable” option.

The selected teacher’s timetable is displayed below the current
schedule.

All timetables are available to each staff member with access to the Staff
Module.

3.0: Timetable Section
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There are two types of attendance options in this section: Form
Attendance, and Class Attendance. Your log-in determines the classes
that are accessible to you. 

The status used when marking attendance are as follows:
•  Present
•  Late
•  Absent
•  Excused (Optional)

By default, all students are marked as present. A student may be
considered “Late with an Excuse” or “Absent with an Excuse”, where the
excuse must be valid and provided by the student from a parent or
guardian. A “Note” field is available for entering a short reason.

Select the type of attendance you wish to take; Form Attendance or
Class Attendance.

4.1: Attendance Section

© 2004 All rights reserved abusTechnology Inc. Fontabelle  St. Michael Barbados. West Indies. contact@abusTechnology.com



Attendance abusSTAR 2.0 - Staff Module  Quick Reference

To take Form Attendance, choose your form from the drop-down menu
and select the current date. If your school requires form attendance to be
taken twice each day, abusSTAR provides the option to take attendance
in the "AM" and the "PM".

When you have selected all relevant information click "Mark" and you will
be presented with a list of all the students in that form.

4.2: Selecting Form Attendance
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Use the radio buttons to change the status of each student (Present,
Late, Absent).

Click the “Excused” check box in the event a valid excuse for being Late
or Absent is provided. Use the Comment field to log the excuse.

To save the data you submitted click “Submit”.

For each new day that you want to mark the attendance you may select
a new date from the drop down list and “am” or “pm” and click “Go”
located at the top of the screen.

4.2.1: Marking Form Attendance

To take Class Attendance, choose the class to be marked from the drop-
down menu and select the current date. When you have selected all
relevant information you can proceed to "Mark" and you will be
presented with a list of all the students in that class.

4.3: Selecting Class Attendance
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Use the radio button to log the status of each student (Present, Late,
Absent).

Mark the “Check box” if the student has presented a valid excuse for
being late or absent. Use the comment field to log the excuse.
To save the data you submitted click “Submit”. 

The status of a student’s attendance can be changed after the
attendance is posted.

4.3.1: Marking Class Attendance
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abusSTAR allows you to record all tests, assignments and homework
given during a school term. Each assessment given is known as a grade
event. In order to enter the grades received for an assessment you must
create a new grade event.

To enter the grade event section, select the class which the grade event
will be assigned and click “Grade”.

5.0: Grades Section

To add a new grade event, select “term”, give your grade event a name,
and select the “exam type” and click “Add”.

5.1: Creating Grade Events
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To enter or change information about an existing grade event click on the
name of the grade event, this is usually displayed in red.

Continue to fill the description on your grade event. You may edit/fill the
following fields, “Grade Event Name”, “Category”, “Max Score”, “ Date
Assisgned”, “Event Date”, “Weighting”, you may also choose to apply the
grade received by the student to their final mark by selecting the
checkbox “Apply”.

5.2: Editing a Grade Event
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To enter or change grades in an existing grade event click on the name
of the grade event.

Enter the grades for each student next to their name in the “Mark”
column. The percentage is displayed under the Score column. The 
percentage is calculated as:

Mark ÷ Max × 100 = Score

You may choose a pre-populated comment and/or write your own
comment on each child’s performance.

If you make a mistake, simply make the correction, and select “Submit”
for recalculation.
To save the data you submitted click “Update”. 

5.2: Entering Grades

© 2004 All rights reserved abusTechnology Inc. Fontabelle  St. Michael Barbados. West Indies. contact@abusTechnology.com



Grades abusSTAR 2.0 - Staff Module  Quick Reference

To enter the overall comments on the child’s performance to be
displayed on their report, go to the “Overall Class Comments” section,
select the correct term and click on “Comment”.

You may change the subject for which you want to submit overall
comments by using the drop down menu to select the subject and
clicking on “Go”.

The final percentage received on the subject is displayed next to each
child’s name. You may choose a pre-populated comment and/or write
your own comment on each child’s performance.

5.3: Submit Overall Comments
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The Remarks and Reports routes you to a page where you can view and
record information on the student's performance, conduct and extra-
curricular activities.

To access the report of a student, you may search by form, student’s
name, year/option group or internal status. After determining your search
option click “Search” next to the field you selected.

6.1: Remarks and Reports
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Use this tool to add general comments and view term reviews for each
student.

To access the performance report of a student you may search by form, 
student’s name, year/option group or internal status. After determining
your search option click “Search” next to the field you selected.

General information on each student is displayed first. This information
includes their house, form, date started, birth-date, age and gender.

To enter your general comments fill the field for the correct term and click
“Update”.

To enter the student behavior, choose the “Category”, “Grade” and enter
the required comment.

You may view information entered on the student’s conduct and extra-
curricular activities.

To preview the current report card on the student, select the correct term
and click on “Preview Report Card”.

To view the past history stored on a student, select the correct year and
click on “Review Performance”.

6.2: Performance Reports
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Use this tool to enter commendatory or disciplinary remarks on any
student within the school. Type your comment in the space provided.

6.3: Conduct Remarks
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Click on copy to approve/modify the comment submitted. To submit this
comment click “Publish Comment”.

Any past conduct remarks are also shown here with the date and name
of the staff member who submitted the comment.

6.4: Approving and Modifying Conduct Remarks
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Student detentions are also submitted in the conduct remarks section, to
do this type in the date (mm/dd/yyyy) and the reason for the detention. 

6.4.1: Detentions
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Use this tool to enter a remark on a student's extracurricular activities.
Enter the Title of the activity, the date and enter your comment, on 
completion click “Add Comment”. This will display a log of all comments
submitted.

6.5: Activity Remarks
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Use this portal to report students that are in the wrong form, promote
students and for an overview of all students within a form or class.

7.1: Student List
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The form review is a quick overview of the students in a particular form.
Select each title to perform a sort by category.

7.2: Form Review
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The “Class Review”, provides the user with an overview of the related
class information:
• The assigned class teachers
• The class timetable
• The registered students
• Students’ grades
• Associated Class Materials

7.3: Class Review
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Use this tool to verify that students are in the correct form, to report
students that may be in the wrong form, and to set a student promotion
form for the following school year. Please review your form if you haven't
already done so.

At the end of the school year, “Next Year's Form” is used to recommend 
that a student advances to or remain in a particular form.

It is important that this section is completed to allow the school's
administrator to promote the entire school at the end of the year.

Please note that the information in this section will affect the student’s
registration ("Current Form") and the student's promotion ("Next Year's
Form").
Click “Submit” to save the information entered. 
26

7.4: Form Management
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The maintenance and upkeep of a school is critical to a healthy learning
environment. Members of staff can make a request for maintenance,
repair and/or room setup for various areas within the school.

The “Maintenance Request” form is provided for making such requests.
The fields denoted by “*” are required fields, and the form will not be
accepted without that information.

After completing the form, select “Submit” and an email will be sent to
the school’s administrator with the work request. A “Work Order” number
will be provided for your records.
The work request number is provided for your records.

8.1: Maintenance Request
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