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Signing Into CIMS Teacher Connect 
Teacher Connect will be available from your district website or the user can input a URL as assigned by 
district office.  
 
Teacher Connect will be available from any desktop within the school or district. It may be available from 
home depending on district security policies. 

The <Select 2nd Room> option is for those Elementary 
School teachers who have multiple homerooms of 
students (eg: 2 kindergarten classes). This allows you to 
alternate between the two classes. 

1. Input Teacher ID Code 
2. Input password 
3. Press ENTER or click on Sign In 

  
 
The TeacherID and Password are unique to each individual. Each school maintains their own Teacher ID 
and Password codes. If you have forgotten your unique teacher ID or password contact your school office. 
If the wrong information is appearing, double-check with the office that you are using the appropriate 
user/password and that you have not used the same password at multiple locations. If you teach at multiple 
schools, you must assign a different password at each school.  
 
All information presented to the Teacher is 'live' up to the minute. Any information updated by the teacher  
(by requesting to save) is updated immediately for office and other users to access. 
 
 
Upon successful sign-in, your homeroom class list of students will appear  
 
IMPORTANT:  This application does not want you to utilize standard web back and forward. Use the 
application tabs eg: <back to my courses> or <return to list> available at the top of each screen to access 
different options.  DO NOT use the standard browser <back> button 
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IMPORTANT: When you are doing attendance/grades for a class and that class is more than one page 
remember to SAVE each page.  Do not input your information and then click to go to the next page.  
Refreshing to a new page without a save means you have chosen to refresh the page. 
 

Homeroom Teacher Main Screen 
Based on the Teacher ID you entered, a list of your homeroom students will appear 

   
 
 

Current Term courses will appear by default. If you 
want to see the whole year, delete the term number 
and choose to ReFresh 

Front Screen Indicates whether attendance has been completed. This 
should assist teachers in knowing whether they have communicated to the 
office that attendance has been completed. It only updates as you login so 
don't be mislead. It shows only whether todays attendance has been 
completed. If the course is not offered today, NO is fine! 

Use Sort By Options to re-sort your courses taught listing by 
either block or by course 

If there are unread 
messages, system prompts 
you to review your mail. 

Select List - to see a list of students 
 
Select Attend - to take attendance for today 

At the top of all Teacher Connect screens, user may have other options available (according to district 
setup): 
• Assignments: Participate with Parent Connect. Assignment/homework information and details per 

student may be uploaded from your gradebook. Alternatively, teachers can input homework and 
assignment details per student into this Assignment module for parents and students to see. 

• Download: Use this tab function to be able to select fields of information (student name, address, 
email, guardian…) and download that directly to excel for external to CIMS purposes. 

• Send Messages: Through Teacher Connect, teachers can communicate with other staff or main office 
through teacher connect messaging. The teacher may also email students and/or parents. Messages sent 
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through Teacher Connect can be directed to email or teacher messaging depending on the person's 
choice to either receive messages one way or the other. 

• Display Messages: There are several message types that can be sent to teachers. (AUT) CIMS will 
automatically send messages to teachers for all new student add, withdrawals on a daily basis so teacher 
is immediately aware of class changes. CIMS can automatically send messages for suspended/discipline 
incidents that affect that teacher. (OFF) Other teachers or admin may send messages. (PAR) Parents can 
communicate with teachers.Teachers should review, respond, remove messages as appropriate. 

• Reports: Hover over the Reports tab to list available global reports – homeroom roster, grid list, 
attendance summary, picture roster, medical listings. 

• Calendar: View school activities calendar (school day codes, events, sports activities, meetings) 
• Password: Use this tab to change your current password.  
• Logout: When you are finished using the application - choose to logout before closing. 
 
Press the LIST button to return to your list of students. If instead you wish to take attendance - press the 
ATTEND button. If attendance is taken that day  - then the attendance screen will appear allowing you to 
edit AM/PM attendance for that date. 
 

Attendance: 
Attendance can be taken only on valid school days (not weekends and days not in session). The date 
defaults to today.  
 
Each school sets their own policies on whether teachers can/cannot: 
a) edit already completed attendance for previous dates.  
b) Add reason codes in addition to an absence 
c) Add 'E'xcused absences, ie student is on a school related function but not physically in your class 
Check with your school office on what procedures are acceptable. 
 
Current attendance is shown. Teacher may edit/add attendance and reasons.  
 
Communication/Cooperation with the office is immediate. All entries already made by the office will be 
shown to you. You can edit/add/remove entries and it will be available to everyone after 'Save changes' has 
been done. 
 
Very Important: The system will timeout after a period. Make sure to complete your attendance by 
requesting to 'Save Changes'. If you do all the work then leave yourself sitting in the screen without saving 
for an extended period of time (more than 10 minutes) - your work may be lost. 
 
Very Important: Only one box should be 'checked'. There should never be two check marks on a single 
student, ie: impossible to be both away and late! If both absent and late are marked - the system will 
assume 'late'… uncheck the incorrect entry to clear it. 
 
Very Important: All adds/edits are not saved until you press the 'SAVE CHANGES' button. If you do not 
SAVE - all work will be lost. The Save Button must be executed after attendance taken is checked! If there 
are multiple pages of students, press SAVE before paging to the next page. 
 
Very Important: In order for the office to know that you have completed attendance for a class it is 
mandatory to mark 'Attendance Completed' then SAVE for each course/section for the daily attendance. 
The office will run a report (ATT.904) to confirm who has completed attendance for today. That 
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information is looking at whether you have answered 'Attendance Completed'. You must click this box 
even when there is perfect attendance - else office will not know the difference between not completing 
attendance or no-one is away! You must press SAVE in order for the Completed message to be executed. 
 
Very Important: You must ask to record attendance even if you have perfect attendance. 

1. Request to take attendance 
2. Click Attendance Completed 
3. Ask to Save Changes 

 
 

Click on Details button to view complete 
history of attendance for the student. 

Accumulated absences and lates 
YTD (less today) show here 

Click on Completed to indicate attendance has been 
completed. THEN <SAVE> 

Calendar view: Underlined 



View Attendance Details per Student 
When you are taking attendance, the right hand side of the attendance screen shows attendance year-to-date 
totals per student. Use the DETAILS button to view complete details on that student's attendance.  
 
  

 
 

Attendance per course is shown on the right 
All years attendance history for all schools is shown on the left 
 
Click on <return to list> to go back to previous screen 

Taking Attendance for Old or Future Dates 
Teachers can only maintain attendance by homeroom. Teachers are allowed to edit attendance for any 
future date and may be able to change for previous dates (school admin choice): 
• Choose the ATTEND button 
• If the attendance date appears, go ahead and change the calendar date to the date you want to take 

attendance … If The student List will appear indicating attendance is not taken today. Select 'Take 
Attendance' at top bar 

• Attendance date will appear - choose the date you wish to view/edit 
• Input/edit appropriate attendance  
• SAVE changes 
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Report for Attendance for any Day 
You can use Teacher Connect to list course attendance for any date. This is an excellent way to 
confirm/verify your class/course attendance for any date. 
 
a) Select to take attendance  
b) Use the date tab to select the date you want to know the attendance for, 
c) Once that date appears, use the reports tab to select 'Absence report' and a report will be produced 
 
From the main screen cumulative attendance reporting is also available. 
 

Special 'Message' Utility with Office, Parents, and Automatic 
Messages can be generated from the office to teacher(s). Teacher(s) can send messages to each other. 
Messages from CIMS can be auto-sent based on student suspensions (entries made to discipline module). 
Parents can send messages to teacher(s) from the Parent Web product. 
 
This messaging is is directed to either internal Teacher Messaging that can be retrieved only from within 
Teacher Connect OR can be directed to email. The system decides where to send it based on what each 
teacher told the office. Your school office sets up per teacher where mail should be directed. 
  

 
 
Message Type:   
• PAR (Parent Initiated).  Indicates that it came from Parent Connect.  
• AUT (Automatic). Indicates that it was sent automatically by CIMS. CIMS sends AUT messages for 

students with excessive absences or for students who have been suspended that are in your homeroom 
• OFF (Office Initiated). The Office can broadcast messages to all teachers or specific. 
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• GUI (Teacher Initiated).  
 

Message Teachers, Office, Student, or Guardian 
You can message single teacher(s). You can message the OFFICE. You can message *ALL teachers. AND, 
you can message *all Teachers that teach a particular student.  You can also choose to email the student or 
student/guardian. 
 

 
 a) Select who to send the message to: 

- Teacher OR All teachers OR Office   
- Email the student based on CIMS email address  
- Email the student's guardian based on what CIMS has for email address(s) 
- Email all guardians and/or students in a particular course/section 

b) Write your message 
c) Indicate your email address in the Return or a DO NOT REPLY address as setup by the school 
d) Choose to SEND 
 
When you initially sign in to Teacher Connect a bright red message bar will appear if you have new 
messages. This will appear only temporarily. It will disappear once you begin to work. 
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Student List - Student Information 
The attendance screen is designed specifically to take attendance. If you want to drill down to a particular 
student and view information about that student (detailed attendance, discipline, demographics, history of 
marks ..) then use the 'Student List' tab to do so. 
 
Once the list of students appears, use VIEW STUDENT beside the student you want to investigate. The 
following information is availabe: 
• Demographics (Grade level, birthdate, homeroom, student picture, important items. Ability to edit 

student email address) 
• Family (Guardians, Address Information, brother/sister details) 
• Emergency (Contacts, medical details, Phone numbers) 
• Tags (School use identifications for Sports Teams, house teams, Attendance letters sent home) 
• Registration (Current year Entry/withdrawal details plus summary of where the student was at the end 

                       Of every school year since they have been with the division) 
• Ministry (September 30th Ministry details for funding) 
• Discipline (All years, all schools details for incidents recorded and actions taken. Ability to attach 

behaviour related documents) 
• Attendance (all years, all schools details for any absent periods for the student) 
• Assignments (If your school is populating CIMS with outstanding assignment info from your 
                             Gradebook, this information is available for view) 
• Grades (Show history/transcript of all yearend subject marks) 
• Fees (Show current year assessment and payment details) 

  

Sample Demographics Screen with ability to edit email address 
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From the List option - the user is also presented with additional features to perform on a class other than 
just attendance, namely: 
 
a) Review all incidents that this particular class of students has had  (all years) 
b) Access the Attendance screen to maintain attendance & review YTD absence values for the class 
c) Input transcript/yearend marks and achievement 
d) Download information to Excel 
e) Send/Review messages - duplicated from main screen 
f) Print Reports about that student (attendance, mark confirmations, picture rosters, class rosters) 
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Maintaining Student Assignments 
Teacher Connect will allow the teacher to maintain all assignments, quizzes, homework related items (date 
given, date due, description, attachment, value). This information is available to parent connect so that 
parents/students are aware of what has been covered in class. 
 
In future releases of Teacher Connect the teacher will be able to input completions/marks per student. Then 
parents and students will know what assignments are still due or have been completed at what grade. 
 

 

Adding Documentation/Attachments to Discipline Record 
For any student, the teacher has access to review the incidents that have occurred. Along with viewing the 
entries, the teacher has ability to attach their own behaviour related documentation to the student (could be 
a word document or scanned in form or a .pdf). This information will then accompany the discipline 
information and be available to all those within discipline. 
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View existing incident records for a student 
 
View existing documents related to incidents/behaviour  
 
Be able to attach document(s) to this student to be kept onfile 



 
 

Report Options 
From the <Reports> tab users can select to print a class list, summary class attendance, medical register, or 
picture roster reports.  
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