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Attendance Service Case Management System:
Quick Reference Guides for Schools
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Schools online learning module

An online learning module has been developed to support school users to submit Chronic Absence
requests for support through the Attendance Service CMS. The module also outlines how to manage a
case once it has been created, including how to view shared information and engage with the provider.

Access to the online learning module

This guide will help you log into the Ministry of Education’s learning platform to access the Online
Attendance Service for Schools online learning module.

e You need an Education Sector Login (ESL) to access the module. If you don’t have an ESL,
speak to your organisations Delegated Authoriser who will help you get set up.

e This module will help you become familiar with the features of the Attendance Service website
for submitting chronic absence support requests for your school.

Follow the steps below to access the access the module.

1. Go to Ministry of Education Learning and click
Login with Education Sector Logon (ESL)

Login

Login with Education Sector Logon (ESL)

2. Enteryour ESL username and Passphrase

=== Education Sector Logon

View in Te Reo Maori

Username

I |

Passphrase

| ®)

Forgotten username Forgotten passphrase

Login

Have feedback about the Education Sector Logon?
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3. Whenyou successfully login, click on the Attendance Service for Schools tile

=
education ... .o seen

Home MyLearning Catalogue

Kia ora, welcome

Programmes

NCEA Digital Technologies and
Hangarau Matihiko

Te Poipoi Kalako -
Mentor Support
Programme

skills  Help=

Physical Restraint

Tumuaki | The Beginning
Pathway for Principals

Learning Interventions
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Signout ®

A guide to the Education Learning Management system
Always available

2 Seif paced

Te Rito

Education Outside The
Classroom

&1l o)

CurriculJn! and Assessment

Attendance Service for Schools

4. Clickon The Online Attendance Service for Schools course

Attendance Service for Schools

<1 Self paced

The Online Attendance Service for Schools
Available for an unlimited time

6. Click The Online Attendance Service for Schools to launch the online learning module.

Syllabus

O

The Online Attendance Service for Schools

Attendance Service - Feedback
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Submit a Chronic Absence request for support

Who can perform this task:
School users with the Primary Contact, Office Support, or Attendance Lead role.

Purpose:
Use the Chronic Absence Request for Support form to engage support for a student from your local
Attendance Service provider (or your In-School Provision, if you have one).

Submitting a form creates a case record. The case record is sent directly to your service provider, who
will assign a case manager.

1. Click on this link to open the Attendance Service page: Attendance Service

2. Inthe Service section click on ‘Chronic Absence request for support’
E Online services ...
Education organisations

Attendance Service

Create a Chronic Absence Support Request, complete draft requests and review Attendance cases in the Attendance Service CMS.

B3 services (1) "q Search v

‘ Service v | Summary v

T iy Request support for a student with ongoing attendance issues

Log in to see your requests

3. You can review the information on the page, then when you are ready to open the request form
click on the Start Request button.

Online services e
Education organisations

Attendance Service > Chronic Absence request for support

ﬂ Service

Chronic Absence request for support

Request support for a student with ongoing attendance issues

\ Start request

Already started a Chronic Absence request for support ?
You can resume your progress from Requests

4. Each page of the form has instructions on what to enter. Once you have completed the form,
click Submit.

5. Note: The form will ask you to name a Primary Contact person at the school. This is the person
at the school who will be contacted and kept up-to-date by the Case Manager. From 16 February
the person who completes the form must put their own name here. From 28 February you will be
able to name someone else.

Next steps: when the form is submitted a case is created in the Attendance Service Case Management
System (AS-CMS). The case will be allocated to the provider and assigned a case owner. The case owner
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will then make contact with the person who has been named on the form as the Primary Contact at your
school.
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Add a case comment (available from 28 February)

Who can perform this task:

A caserecord is created after a request for support has been submitted by the school. School users
with the Office Support, or Attendance Lead role can add Comments to case records for any students
who are currently enrolled at their school.

School users with the Primary Contact role can add Comments only on cases where they are listed as
the Primary Contact.

Purpose:

Use Case Comments to record relevant updates, and observations throughout the life of a case.
Comments added by school users are visible to the Attendance Service provider, and the Case Manager
will receive a notification when a new comment is added.

Expectations:

e Add Comments to share relevant information with the Case Manager (Attendance Service
provider)

e Be proactive in sharing when it supports planning or action.
e Ensure all Comments are accurate and up to date.

Steps:

1. Inthe Active cases list — use filters or the search field to locate the case you want to add a Comment
to. Click the case number to open it.

ﬂ Active cases (15) Q Search Y
Reference number v Date opened 1 v Learner name v Primary contact v Current status v Type v
\ 00098712 06/07/2025 Student 1 Contact name Status Chronic absence request for support
00098554 21/06/2025 Student 2 Contact name Status Chronic absence request for support
00098034 18/06/2025 Student 3 Contact name Status Chronic absence request for support

2. Click‘Add Comment’in the top right corner of the case screen.

Online Services

Case
o 00000001

—/

Joseph Bloggs open Chronic absence  Jane Doe Northwood area Jahin Smith

Details Related

v Student details

3. Typeyour message in the comment box.

4. Onceyour Commentis complete, click Submit.
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5. You will see your comment appear in the case timeline and the Case Manager will be notified of your
update.

6. Your comment will be visible to:

e the service provider Case Manager or Workflow Lead
e the school Primary Contact for the case
e the school Attendance Lead role.

Tips:
e Use comments to share updates, ask questions, or respond to Provider communication.

¢ |Ifyou need to share afile, use the Upload Files feature instead.
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Upload files to a case (available from 28 February)
Who can perform this task:

A caserecord is created after a request for support has been submitted by the school. School users
with the Office Support, or Attendance Lead role can add files to case records for any students who
are currently enrolled at their school.

School users with the Primary Contact role can add files only on cases where they are listed as the
Primary Contact.

Purpose:

Upload files to a case within the CMS to ensure a complete case history. This includes uploading files
such as letters and emails received outside the system, application forms, and other case-related
materials.

Expectations:
e Share any relevant files to the case, including correspondence and application forms.

e Ensurefiles are linked to the correct case. It is critically important that personal or sensitive
contentis only ever recorded in the correct case record, to prevent data breaches.

o Ensure files are appropriately named. Cases may have many files attached over time, so using a
clear and descriptive file name makes them easier to find and manage.

Steps:

1. Inthe Active cases list — use filters or the search field to locate the case you want to update.
Click the case number to open it.

E Active cases (15) Q Search Y
\ Reference number v Date opened 1 v Learner name v Primary contact v Current status v Type v
00098712 06/07/2025 Student 1 Contact name Status Chronic absence request for support
21/06/2025 Student 2 Contact name Status Chronic absence request for support
18/06/2025 Student 3 Contact name Status Chronic absence request for support

2. Inthe top right corner of the case screen, click the Upload Files button. A file picker will open.

[ I (e comment]| | uptona Fies | [change primary Gontact )
00000001 [_Add Cammen Upload Files | [change Primary Contact }
:I.;:;sepn Bloggs Open C.rlwronuc Absence Jan‘e Dn; Nor;r.'.wood area John SImutn .
Activity Details Related
~ Student details
s L ke d
Joay Hale
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3. Select the file(s) from your device and click ‘Open’. Note: Most common file types can
be uploaded. The maximum file size for any one file is 20mb.

4. Once the file has uploaded click ‘Done’.

5. To complete the upload process, click the Next button.

6. The uploaded file will appear on the timeline. The Case Manager will be notified of the new file.
7. The uploaded file will be visible to

e the service provider Case Manager or Workflow Lead
e the school Primary Contact for the case
e the school Attendance Lead role.
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Change the Primary Contact (available from 28 February)
Who can perform this task:

School users with the Office Support, or Attendance Lead role can change the Primary Contact on
case records for any student currently enrolled at their school.

School users with the Primary Contact role can change the Primary Contact only on cases where they
are listed as the Primary Contact.

Purpose:

Each case has a designated Primary Contact, who acts as the main point of communication between
the school and the provider for that student. Use this function to update the Primary Contact for a case
when that person is changing.

Expectations:

e Select the appropriate person as the Primary Contact for each case - this is the person who will
working most closely with Provider to support the student.

e Keep the Primary Contact information up to date throughout the life of the case if this
information changes.

¢ Note: the Primary Contact must have access to the Attendance Service CMS. Your school’s
Delegated Authoriser can arrange this.

Steps:
1. Inthe Active cases list — use filters or the search field to locate the case you want to update.

Click the case number or subject to open it.

ﬂ Active cases (15) Q search Y

\ Reference numl ber Vv  Date opened ¢ v Learner name v Primary contact v Current status v Type v
00098712 06/07/2025 Student 1 Contact name Status Chronic absence request for support
00098554 21/06/2025 Student 2 Contact name Status Chronic absence request for support

00098034 18/06/2025 Student 3 Contact name Status Chronic absence request for support

8. Inthe top right corner of the case screen, click the Change Primary Contact button.
B oriine services

O o000 ey sy p——

Joseph Blogas open Chranic Absance Jane Dow Narthwood area John Smith

Activity Datails Ralatad

~ Student details

3. Search for the new contact in the School Primary Contact Name field — type the name of the
person you want to assign. Click Find Contact to search.
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Note: The person must have access to the Attendance Service CMS to appear in the search
results. Speak to your school’s Delegated Authoriser if you can’t find the person you are looking
for.

4. Check contact details and edit if required:
o Phone Number
o Email address

5. Add notes (optional): Include any relevant notes, such as preferred method of contact or best
times to reach them.

6. Click‘Change Contact’: Confirm the update by clicking Change Contact. The new Primary
Contact will now be recorded on the case.

Tips:

e |fthe person does not appear in the search, contact your Delegated Authoriser (DA). The DA can
check the ESLs and set the user up with Attendance Service CMS access.

e You can update the Primary Contact at any time as responsibilities change.

e You can use the Change Primary Contact button to update contact details for the current
Primary Contact for example when the contact person is not changing but their contact details
are.
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View shared content on a case (available from 28 February)

Who can perform this task:

School users with Primary Contact or Attendance Lead roles can view shared content on their school’s
cases.

Purpose:

Use this function to view Comments and Files that have been shared with your school on a case. This

helps you stay up to date with provider actions, information requests, and documents relevant to
supporting the student.

Expectations:

e Review shared Comments and Files regularly so you are aware of updates from the provider
e Remember: Only content that has been intentionally shared will be visible to school users.

Steps:

1. Inthe Active cases list, use filters or the search field to locate the case you want to view.

2. Clickthe Case Number to open it

3. Navigate to the Related tab.

Online Services Home A (@ saneDoe
Education organisations g
5% Add Comment  Upload Files  Change Primary Contact
n 0000165
" y . Ve c ' y .
Fa'atali Solomona 13 years, 11 months Open Chronic Absence Jane Doe Northwood area David Smith
Activity  Details  Related

View Shared Comments

4. Scrollto the Comments section.

5. Viewthe shared comments listed in the table

D Files (2) Q search A 4
File name v Date v Filetype v File size v
Student_ID_Card_Scan.pdf 13/06/2025 12:30 PM PDF 13 MB
School_Enrolment_Agresment.pdf 11/02/2026 1:30 PM POF

nme

E Case Comments (5)

Q, search A 4
Created date T ~ Commenter w Body v
06/07/2025 David Smith Parent confirmed absence due to illness and provided a doctor’s note.
18/06/2025 Jane Doe Medical consent form received and uploaded to the case.
18/06/2025 Susan Wildes Birth certificate verified and added to the documentation.
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6. Inthe same Related tab, scroll to the Files section.

7. Clickon afile to openit

Activity Details Related

4 Requests (1)

Number ~  Date t

Request - 999229933 11/06/2025

Services (2)

Number v Date
REF-00000000003 13/06/2025 12:30 PM
REF-00000000001 1/02,

[ Files @

File name
Student_ID_Card_Scan.pdf

School_Enrolment_Agreement.pdf

Fa'atali Solomena

13/06/2025 12:30 PM

Q search
v Case type v Referring School v Primary contact
Chronic Absence North High School David Smith
Q_ Search
Source v status v Service name
Attendance Manager Pending Public Health Nurse
North High School Received Support Group
Q search
File type v File size
PDF 13 MB
PDF 1nMe

11/02/2026 1:30 PM
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Navigate the Attendance Service home page

When you log in from 16 February, you’ll see two options. You can begin a new support request or pick
up where you left off with a draft request.

From 28 February you will see two additional options; manage an existing case you’re already working
on, or review details on a closed case.

Attendance Service Home page

FYvVY Online Services
——

=== =ducation organisations

Home

Attendance service

Create a Chronic Absence Support Request, complete draft requests and review Attendance cases in the Attendance Service CMS.

. E Services (1) Q, search Y
Services
H Service v Summary A
Raise a request for
Chronic Absence request for support Request support for a student with ongoing attendance issues
support here.
Available 16 February .
Draft requests (3) Q Search h 4
/ Request number v Applied for ~ Service ~ Created by v Last modifiedvt  Action v
Draft requests
CA-00098712 Student 1 Chronic absence request for support Person 1 06/07/2025 Resume draft
Resume your draft
CA-00098554 Student 2 ‘Chronic absence request for support Person 1 21/06/2025 Resume draft
requests here. Hesme et
CA-00098034 Student 3 Chronic absence request for support Person 1 18/06/2025 Resume draft
Available 16 February
. / ﬂ Active cases (15) Q_ search Y
Active cases
. Reference number ~ Date opened t v Learner name v Primary contact ~ Current status ~ Type v
View a case record, to
00098712 06/07/2025 Student 1 Contact name Status Chrenic absence request for support
see updates and share i
00098554 21/06/2025 Student 2 Contact name Status Chronic absence request for support
case comments and 9002824 “ PP
documents from here. 00098034 18/08/2025 Student 3 Contact name Status Chronic absence request for support
. 00098198 11/06/2025 Student 4 Contact name Status Chronic absence request for support
Available 28 February
00098198 11/06/2025 Student 4 Contact name Status Chronic absence request for support

Showing page 1 of 3

a Closed cases (20) Q_ search Y
Closed cases
. Reference number v Date closed T v Learner name v Primary contact v Type v

View closed cases for

00098712 06/07/2025 Student 1 Contact name Chronic absence request for support
your school here. I

00098712 21/06/2025 Student 2 ‘Contact name Chronic absence request for support
Available 28 February

00098712 18/06/2025 Student 3 Contact name Chronic absence request for support

00088712 11/06/2025 Student 3 Contact name Example service name

00098712 11/06/2025 Student 3 Contact name Example service name

R
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