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2 Software Licensing Agreement and Warranty

2.1 MUSAC Limited Software Licensing Agreement

PARTIES

1 MUSAC Limited (“the Licensor™)

2 You (“the Licensee”)

BACKGROUND

A The Licensor is the exclusive owner of the Software.

B The Licensor has agreed to grant a license to the Licensee to use the Software upon the
terms and conditions contained in the Software Licensing Agreement and any schedules
attached.

See most recent release Classic User Guide from the MUSAC sidebar for full Agreement and
Warranty.

2.2 Software Warranty

This warranty covers any physical defect in the software distribution media.
MUSAC Limited agrees to replace defective DVD/CDROMS by return post, without charge.

MUSAC Ltd is not responsible for problems caused by computer hardware or computer operating
systems.

All warranties or merchantability and fitness for a particular purpose are disclaimed and excluded.
MUSAC Ltd shall not in any case be liable for special, incidental, consequential, indirect, or other
similar damages even if MUSAC Ltd has been advised of the possibility of such damages.

MUSAC Ltd is not responsible for any costs incurred as a result of lost profits or revenue, loss of
use of the software, loss of data, cost of recreating lost data, the cost of any substitute program,
claims by any other party other than the Licensee, or for other similar costs. MUSAC Ltd’s
aggregate liability arising from or relating to this Agreement or the software or the documentation
is limited to the license price paid by the Licensee.

The agents, distributors, and dealers of MUSAC Ltd software may not modify the Limited Warranty
nor make additional warranties binding on MUSAC Ltd.

MUSAC © 2014 Page 11 of 531
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Conventions used

Example Description

<Enter> Means ‘Press the Enter key’

Ctrl Refers to the Control key, usually displayed as Ctrl on your keyboard
Alt+S Press and hold the Alt key then press the ‘S’ key at the same time
Click Next Click on the screen button labelled Next

Double-click Press the left mouse button twice in rapid succession

Type this You are required to type or locate exactly as it is written

Mono font also used to display files names and paths

Select or Highlight | Click at the end of text or to one side of an object and hold the left mouse
button down while dragging back across the text or object.

MUSAC Refers to MUSAC Classic product suite
SM, CM, AB6 Student Manager, ClassRoom Manager, Absences for Windows (AB6)
Start, Enter Colour used to draw attention to text

o =

¥
e

3

Indicates compliance with Ministry of Education requirements

MOE
<

To indicate a school’s MUSAC Administrator tasks

MUSAC

Information within this document may contain data from a school. Where this has occurred the
identities have been rearranged and any visual data has been purposely distorted.

MUSAC Website Registration

MUSAC Classic’s installation on CDRom contains all the necessary files. User Guides and future
update files are available for downloading by registered users of the MUSAC website
(http://www.musac. co.nz). If not already registered on our website, visit the MUSAC website to
register for downloads and support.

©MUSAC 2014 13 of 531



Student Manager
MUSAC Classic 2014

The Achievement Engine for New Zealand schools

\

SMS Solutions Your Achievement Finance & Library Latesl News
Engine Management
il roduons foral Use MUSAC 10 SUPROrt driving Simpie 1ools 1o manage Fesny updmes B rsources
v hool t f
pEtsafad e bt Student Achievement school resources s cyemor
o o -] o

direction. Call toll free on 0800 600 159 or email supps ac.cong i s thie way
vou need iT, now.

Do you have a question? Get MUSAC
Our friendly Saftware Supparts Team will be able to paint you in the right For saftware and ﬁ

Figure 1: MUSAC Website

MUSAC SEMINARS LATEST NEWS

ACHIEVEMENT ENGINE

SMS SOLUTIONS

The Achievement Engine for New Zealand schools

User Registration
3 Document Library

@ Downloads * Required field

3 Contact MUSAC Support Name: *
Username: *
Password: *

Coniirm Password: *

Email Address:

Confirm email Address: *

or Cancel

b 5

Figure 2: Registration Process

1 Complete all fields
2 Click Register

You will now receive an email from us with more details.
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3 Installation Process

MUSAC Ltd strongly advises that an authorised agent completes the installation process. This will
ensure that installation goes smoothly and efficiently.

3.1 Install the MUSAC System Files

These must be installed on EVERY computer using a MUSAC software module. They hold the
overhead utilities and components which must form part of the system of each individual
computer, and are part of MUSAC’s new mega installer.

If your fileserver is a ‘dedicated’ fileserver (ie. a computer used solely to manage the network and
not used for running programs and data entry) then you do not need to install the system disks on
this machine.

The system files are available to download from our website Downloads area:

Please consider your specifications and anticipate future needs before acquiring new hardware.
Although the software may run on lesser systems, the specifications given will provide a desirable
level of performance for the typical user.

It is also worth noting that the correct installation, configuration and maintenance of your systems
are essential to a well-functioning computing environment. For this reason, use of the services of a
MUSAC agent is recommended. For further advice on your network, including infrastructure
auditing, please contact MUSAC Software Support on telephone 0800 600 159. if you have queries
about whether or not a specific hardware configuration is suitable for use with MUSAC software.

MUSAC highly recommends that initial training is conducted so staff can receive full benefit from

ClassRoom Manager’s extensive list of features. Please contact your local MUSAC agent for training
— see Contact Details

For More Information

Please contact your local MUSAC product specialist.

©MUSAC 2014 15 of 531
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4 MUSAC Mega Installer

There are two sets of files involved in the MUSAC installation process:

1 The MUSAC 32 bit system files for all our software
2 The MUSAC program files
3 The Ministry’s Wrapper and .Net 3.5 Framework are also necessary for interoperability with

the Ministry’s server for NSN, ENROL, roll returns, etc.

This installer installs or upgrades the core MUSAC Classic Products

e Student Manager

e ClassRoom Manager

¢ Absences 6

e OneScreen

e Staff Manager

e Timetable (secondary and area schools only)

The following products are still installed and managed separately:

e Financial Manager (Accounts/Assets)
e Library Manager

4.1 Installation Options

The installation options are minimal to enable easy installation. You first select the installation
location (which the software will detect if the product has previously been installed on this
machine).

You MUST ensure no users are currently running any MUSAC Classic module.

See MUSAC Classic Release User Guide.

©MUSAC 2014 16 of 531



Student Manager
MUSAC Classic 2014

5 OneScreen

5.1 OneScreen tabs for convenient summaries in one place

Depending on your school type and/or other MUSAC modules your school is using, the OneScreen
module displays tabs of student information conveniently in one place.

1 Personal
Individual and caregiver contact data, a summary of the students' Attendance and Pastoral
information, the number of library books they have issued along with any overdues.
2 Pastoral
Lists the pastoral transactions for that student over the date range selected. To
accommodate PB4L (Positive Behaviour for Learning); Time, Location, Possible Motivation,
Others Involved fields are included in the pastoral transaction input screen in Student
Manager; in the Provide full points, and Export transaction details pastoral lists.

3 Attendance
Details the attendance data recorded in AB6 on the student including a break-down by
attendance code, subject graph for secondary schools, and timetable day.

4 Assessment tab for primary schools showing OTJ graph and comment.

5 NCEA tab for secondary schools using our TTSM software provides an overview including
graphics, of student NCEA progress and achievement. The extended summary report
provides an overview including standards and credit totals for the year, course
endorsements, includes literacy and numeracy results.

To enable you to easily select different students from a filtered list applicable to your teaching or
administration position within the school, OneScreen has a built in filter to allow quick selection of
the required students. For example, teachers may view students in their relevant class(es).

See OneScreen User Guide available from the MUSAC sidebar for more detail.

©MUSAC 2014 17 of 531
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6 Introducing Student Manager

6.1 About Student Manager

Student Manager records information relating to students’ enrolment details, family details, subject
details, financial transactions and pastoral information. The data for Student Manager is held
primarily within the ClassRoom Manager database though it has a small database of its own which
holds extra data used solely by Student Manager.

The student data screens are ClassRoom Manager documents, based on a subset of the data

columns which form the basis of that module. You may develop your own screens (documents) in
addition to the basic set supplied with the software offering schools a great deal of flexibility to

meet their own needs.

The database (cm.mdb) is like a spreadsheet with columns, and one row for each student in the
school. Each time data is recorded in a cell it is ‘date and teacher’ stamped.

T oy

7 wmngo
£ o
[Rtete]
€ o

Student 1

Student 2

Student 3

Crata
cell

Student 4

Drata
cell

Student 5

Student 6

Data
cell

Figure 3: CM is like spreadsheet

Documents are designed to show the data held in a cell for a generic student. When the document
is viewed then the data belonging to the current student is not only displayed on the document but
may also be entered or edited via the document.

©MUSAC 2014
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—_
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/

=
- 2/

Figure 4: A document linked to data cells

A document linked
to data cells

A school has documents for data entry and others for reports to parents, the Principal or to the

Board of Trustees. Each is linked to data in cells.

Each teacher views only their own students, selecting from one or two of the documents the school

has designed. Dossiers provide this person-centric view. A dossier is a selection of students and a

selection of columns (a subset of the database); and a document or two used to view/access the

data. Once set up, a teacher may have one or more dossiers.

[ ooy

facis Clel
£ mane)
Lz clel

S monp)

Student 1

Student 2

Student 3

Data
cell

Student 4

Data
cell

Student 5

Student 6

T

Figure 5: Several documents linked to data cells

A document linked
to data cells

The school administrative staff usually enter the module viewing all students and probably apply a

filter before proceeding.

©MUSAC 2014
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7 Opening Student Manager

After logging in with your user name and password, the MUSAC side bar is loaded with the
modules you have rights to. SINGLE-click the Student Manager graphic. Currently you are able to
open OneScreen, ClassRoom Manager, ClassRoom Administrator, Student Manager, AB6,
QuickFind, Staff Manager and the Backup utility. Modules which are installed, but for which you
have no access rights will not appear in the MUSAC side bar either.

To launch Library Manager and Financial Manager you will need to log on a second time.
The first time you enter Student Manager (or following a backup and restore), the message
advises you the MoE list of schools, and other data is being updated, so please wait while perhaps:
1 A test that ensures several subdirectories (eg. /backup, /nzga, /natcols) have been
created. If they are not found then they are created.

2 Tests are also carried out to ensure that the databases upon which the various packages
are based do, in fact, exist. If they are found to be missing then a copy of each database is
created.

Updating MOE list of schools

7.1 Student Manager (sm.exe)

The main menu, containing the student data editor, the student finances component, the student
pastoral transaction component and the components used for pastoral document and financial
document editing.

Each time you login, Student Manager remembers the group of students which you last displayed
(ie. your last filter) and will redisplay these.

7 Student Manag
File View Help

School Data Year - 2012 To search type & students sumame. ..
1T r Student Year [Clsss |Room | Status
Edt | Add r : BRANLS, Steohen 19 _lvrd JFC3 |
& Students = g Al MOE Returs CORMIER, Rod 11 Y1l FC3  Fulltme
DACH, Damen 9 Y9 FC2 Fulbme
DACH, Ode: ¥i2 FC4  Fultme
DANTS, Janick U] Yrio €1 Full tme
EMARD, Adelard 0 Y0 FCi Fllbme
_ Change i (i FAUAS, Lexse & Y3 FC2 Fultme
BT patabases ufy ShentBnances| | ggy Fasiral L14ST, Samanths & w8 FC2 Fulbme
| MARVIN, Robin 12 ¥ri2 . Ful tme
MILLS, Mose 13 Y13 FC3 Fulbme
MORIORD, Hubert 8 ¥ré FCz Full tme
z = PACRI, Bert 0 Y0 FC3 Fultme
2% configure F o) ~ fadap REILLY, Nannie 9 Y9 FCL Fultme
el S| | Byl = ra ROLFSON, Abdudah 9 Y9 FCI  Fulbme
ROLFSON, Emése 0 0 FC3 Fultme
ROSENBALM, Gust 1 Yil FCA Fulbine
RUECKER, Brian 0 g FCL Full tme
; ¢ SANFORD, Hidur 13 i3 FCL Fultme
% Set Fiter FH = TOPOLOA, Korey 9 Y9 FC4  Fultme

Ful tme | Parttme | Pre-envol | Leaver | Delate | Unknown | Fiter Total
19 [ 0 [} [ 0 19

Total students : 19 [ 20
Current database : d: \ministry schooliom'icm.mdb
Current Fiter: Ful time and Part tme students

To search type name and watch top of student kst

ENROL reminders
There bre students that require updating in ENROL.

" News Envalments Awalting Attendance - 2
N Auivers Awaling Upload - 0
Leavass Awaiting Upload - 1 | Eordlfums

Figure 6: The main menu
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B Student Manager version 11.9.38 17/1/2011  Administrator School  Ministry School  DAMiinistry Schaol\CM\cm.mdb - [Personal details.dmt  BRAK]

e E—
Other personal details

Family

Family details
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S —
e — e e
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N —
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Figure 7: Student data editor
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Figure 9: Pastoral menu

Configure Settings

The configuration utility, used to set those details individual to your school.

Help

Utilities

#a School Details

aﬁ Language Alternatives

ﬂ# EMROL Configuration

rE Personal Notes Files

. Group Maintenance

aa Data Column

Maintenance

a-m- Popup List Maintenance

£ Comment Bank
Maintenance

Years and Classes

Timetable Option Details

‘f"-m- Subject Details

aua Markbook Connections

T 5taff and Their Dossiers

$ Billable Items

#ﬁ Pastoral Details

rt;i Document Management

Figure 10: Configuration menu

@ Close

Utilities are processes used to carry out database management functions.
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Help

A

#» Backup or Restore

e Data

. Convert Pf5 Leavers

\_I Who is Accessing the

= Datzbase?

Remove Deletes from
the Database

%/ Clear Renamable
% Categories

20, Change Final Year to
(g Leavers

“»  Transfer Students
¥ Between Databases

A Import or Export
¥ StudentDats

1y Internet Domain

k_; Allocation

ol
1 Case Conversion

f* Family Utilities

Y Board Of Trustee
Elections

A Special Exports [
Imports

5 Manage Students'

1@ | Photos

) View Basic Student
Data

E View the Log File

E View the Register

e View Pdf-saved
I‘E] Letters

W5 Emai Students'
Documents

~». End-of-year Data
v Roll-over

= prepare a Library
Update Disk

Wl Import NSN Updates
L]

L View get / Check NSN
E Log

i"' ) Get / Check NSN

©MUSAC 2014

Figure 11: Utilities menu

Main Help

The component used for printing lists, timetables, tables etc.

Uzer Defined

wiord Processor

Fast Lists

Special Lists

Tables

Setftings

Filter

|:| Show Fitter Data
(508 records)

List Filters

Main Filters

|Fu|| tirne and Part time studen «

Caregiver Mode

) i

) 0n

Figure 12: List Utility menu
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National Standards — Anniversary List

For the assessment criteria for National Standards, in ‘Special Lists’ an Anniversary list provides
the year 1-3 anniversaries, ie. for students in years 1-3 on their 1st, 2nd and 3rd year anniversary
of them starting school so the student will have an OTJ report (Objective Teacher Judgement), and
thereafter at the end of each year. The OTJ entry screen is a form so the data will automatically
calculate the right year/’subject’/column combination. Teachers gain access to this in ClassRoom
Manager Teacher by clicking a new object in the small upper left dossier panel. Once a year in
Reading, Writing and Mathematics every student in years 1-8 is given either a Well Below, Below,
At or Above grade along with a General comment and/or a Next Steps, and/or School Support
and/or Help at Home comments. Refer to our website www.musac.co.nz for the latest in National
Standards functionality being incorporated.

The anniversary list uses only students in the current main filter (Term: Year: 1,2,3,All) of
SMLists; and

filters by a range of Year Levels

filters by a range of Anniversary Dates

sorts by Anniversary Date or Surname

groups by Vertical Group (ie. room)

groups by Year Level

automatically generates 1st, 2nd and 3rd anniversaries of starting school

o g b~ WNPE

MOE Returns

The component used to generate the Ministry of Education returns.

Help

Validate data (Does
not Create File)

Prepare MOE Dats File

Print MOE Returns

Print MOE Audit List

MUSAC Electronic Foll
Return

Review Subject Codes

Figure 13: MOE Returns menu

7.2 Selecting or creating another database

The Change databases function allows you to view a different database eg. leavers file. All
databases found in your \CM directory will be listed along with the number of students in each. To
transfer to a different database, select it from the list displayed. You will be asked to confirm you
wish to switch and then be returned to the main screen where the students will be displayed. (If
you select a leavers’ database and return to the main screen where you filter currently excludes
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leavers then, in all probability (whatever that means) you will see no students. Do not be
disconcerted - visit the filter setting process and reveal your students.

% Change database (Currently using F:\CM\cm.mdb)

Select the database which you wish to use

Database Students -
crm.mdb 968

cmlv2002.mdb 331

cmlv2003.mdb 397

cmlv 2004.mdb ]

cmlv2005.mdb 756

cmlv 2006.mdb 1

cmly 2007b.mdb 7 L3
cmivpre2.mdb 755
CMivPreenrol.mdb 0

cmpre.mdb i

Create a Mew Database *

*This creates & set of databases,
including CM, SM, Staff, Units,
Subjects, Calendar and
Absences,

Figure 14: Selection of the database

Alternatively to create a new database click on 'Create a new database' and the window will
display some further alternatives, as shown below.

& Change database  (Currently using F:\CM\cm.mdb)

Select the database which you wish to use

Database Students A~
cm.mdb L N |
cmlhv2002.mdb 331
cmiv2003.mdb 397

cmiv2004.mdb a
cmiv2005.mdb 756

cmlv2006.mdb 1

cmlv2007b.mdb 7 L4
cmlvpre2,mdb 755
CMIvPreenral.mdb 0

cmpre.mdb a

£

Create a Mew Database *

*This creates a set of databases,
including CM, 5M, Staff, Units,
Subjects, Calendar and
Absences,

Figure 15: Creating a new database

©MUSAC 2014 26 of 531



Student Manager
MUSAC Classic 2014

Name your new database and make the various selections displayed on the screen. Be aware that
this process generates new databases, similar to those which currently comprise Student Manager,
but named according to the name you have supplied. You can then select and change to your new
database. This time you should CERTAINLY see no students when you return to the main screen.

Please do NOT create databases for your leavers. The database(s) for these are automatically

created when you transfer students to the leavers database under the ‘Utilities’ process for this
purpose.
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8 The Main Menu

8.1 The menu screen

File View Help

School Data Year - 2012

P Edt / Add
& students =N Brinting % MOE Retumns:
@Y os by StudentEnances | | o'a Pastoral

and

“4F Configure Settngs Uthites =7 3":‘:’“!

1'.',..% Set Fiter

Full bme | Part time | Pre-enrol | Leaver Delete | Uninown | Filter Total
19 Q a o (] Q 19

Total students : 15 | 20
Current database : d: \minstry schoollcm'ym.mdb
Current Fiter: Full time and Part time students

To search type name and watch top of student kst

ENROL reminders
There are students that require updating in ENROL.

New Eruolments Awaiting Attendance - 2
‘W Aurivers fwaiting Uplosd - 0 -
Leavess Awaiting Upload - 1 Egrol /M3

Figure 16: The main menu screen

This screen displays :
e Some ‘top menu’ options
e Buttons which take you to the main functions of Student Manager
e A grid displaying the currently filtered students (on the right but not shown here)
¢ An information panel providing summary details relating to your current filter

e Access to the ENROL utility. The description at the foot of the screen is available by
mousing-over the ‘ENROL/LMS’ button.

8.2 The top menu options
File

The first option under the heading of ‘File’ is an alternative exit to the package. Use the Exit button
on the main screen.
File > Temporary files

In order to pass information concerning your preferences and your selection of students to the
other parts of the package, two files of ‘temporary’ data are generated each time you click on one
of the main buttons which are read by the program component which you have selected. These
files are stored in a directory on the terminal which you are using and their names incorporate
your personal code, so that, each time you use the package, the program remembers who you are
and what your particular settings (eg. filter) are. This means that each user has his or her own
pair of files.
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=W View Help

Exit |

View file names i
Set path to Absences Rebuild temporary data files
Refresh Themes

[

Figure 17: The ‘File’ choices
View

The first option under the ‘View’ menu allows you to determine how students’ names will appear in
the main display on the menu screen. The choices are shown below.

File WM Help

Adjust the display contents  » Student name format » Family name , Preferred name

v Dizplay Year v Family name , first names
@ it / Add mm | v Display Form Family name , first names (Preferred - if not induded)
W Eart ; :
&b students g w Display Tutor [ RETHrT

v Display status

Figure 18: Name format choices

The second option allows you to adjust which extra information of each student is displayed in the
grid. You can turn four of the extra columns on or off. This is a personal setting. Each user can
have his or her own display. In fact, this applies to many aspects of the package. Various settings
which you make will be recorded against your name and will be automatically set every time you
enter the package. There are some global settings not specific to individuals. These options are
shown below.

Adjust the display contents  » Student name format  #

v Display Year

Edit / Add .| v Display Form
" Students g w Display Tutar

v Display status

Figure 19: The visible columns

Help

The final top menu option provides access to the SM user guide which contains bookmarks (and
when viewing the PDF press Ctrl+F to view the ‘Search’ field if it is not visible and you wish to
search by topic or key word. Some on-screen help files are available where a ‘Help’ button is
shown within the program. All user guides are also accessible by clicking the question mark icon
on the MUSAC side bar.
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8.3 Setting filters

musac

If, in the ‘View’ choices above, you have ticked all of the possible columns then the student display

on the right side of the screen will appear as below.

[To search, type 2 students name....

CREBEREBYYELRETRTEBRCE]

Figure 20: The currently filtered students

¥rii

Year |Class Room |Status

€3 |Full time
FC3  Full time

FC2
FC4
FC1
FC4
FC2
FC4
FC2
FC2
FC3
FC2
FC3
FC1
FC1
FC3
FC4
FC1
FC1
FC4

Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time
Full time

This list displays the students you have personally chosen to display, by setting a filter. Your

preferred filter is remembered and automatically redisplayed each time you enter.
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To set a filter, click on ‘Set Filter’ from the main screen. The following screen will be displayed.

Either select students ....
Activities
Mark Books Options MNZ0A Standards Schools

@ “rears Classes Rooms Gender, Place & Ethnicity Calumns Type

Years Selected Classes Selected Rooms Status
[Yea 8 | LI [FCT ' "

‘Year 9 il FC2 Pait lime

112 Leaver

Year 11 Y13 FC4 Pre-enolment

g Delete

Year13 9

Reset the filker b just
[Full and Part time
shudents
... or select a previously designed filter You may give a name to a selection
designed above and add it to your
F Al students
oF personal list of filters.
Filter name |Full ime and Part time students Apply Filter
Save Changes or Add to Your List
Delete this Filter from Your List = Exclude 'public’
" filters from display
Create a Taglst Filter

FILTER. Click left column to change.
F is a standard filter, use FILTER TOOL on this page to Carry out a Fast Text Search

change.
T is a taglist, PT is a publidy shared taglist. Use EDIT Create a Points Fiter
TAGLIST button to

change.
PF is a points filter. Use the EDIT POINTS FILTER
button.

( )
| |
| |
A Chevron in the left column indicates your DEFALLT [ Edit a Tagist Filter ]
( J
( J
| |

Edit a Points Filter

Figure 21: The filter setting screen

This screen allows you to adjust your personal filters determining which students will be displayed
on the main screen and which students accessible via the editing and other buttons.

Initially you will see two filters - "All students' and 'Full time and Part time students'. The second of
these is highlighted and has a '>' sign in its left hand column. This indicates that this is currently
your 'favourite' filter - the one which will be active each time you enter the module.

You have four options concerning filters:
1 Set a filter by selecting from the screen on the student selection tool and then press
'Proceed' to return to the main screen and have your new selection displayed.
2 Select, give it a name and save it (adding it to your list) for future use.
Set a 'tag list' filter of selected students.
4 Do a 'Fast find' for students whose data contains any number, word or phrase eg. find all
the students who live in Roseberry Street.

w

For a full description of student selection too, see Appendix 3 (Student Filter). Some tabs may be
inactive (see 'Schools’ in the Figure below - as you are (probably) not 'multi-school").

Note: You can make selections from more than one tab and they will be "ANDED' together.
Generally, multiple selections from within one tab are 'ORRED' together. For example, you
might select those students who are 'in year 9 or year 10" AND 'Male' AND ‘whose family
name starts with 'A' OR whose family name starts with 'B’
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As an example define a new filter for just year 12 students. Tthe year 12 group below has been
selected from the left hand list. The default setting of ‘Full-time and Part-time’ students has been
retained in the right list.

The filter has been given a name ‘Year 12’ in the filter title area. The next step is to click on the
button labelled ‘Save changes or Add to your list’.

= Administer global filters

Either select students ....

Actvities
Mark Bocks Dptions
@ ‘Years Classes Rooms Gender, Flace & Ethricty
Selected Classes
i
il
iz
i3
bl
e
- Or select a previously designed filter You may give a name to a selection
designed above and add it to your
personal fist of filters.
Fiter name |Ful time and Part time students [ T
Save Changes or Add to Your List
Delete this Fiter from Your List (7| Exchude ‘public’
 fitters from display
Create a Tagist Fiter
A Chevron in the left column indicates your DEFALLT Ehit & Taghst Filter

FILTER. Chck left column to change.
F is a standard filter, use FILTER TOOL on this page to

Carry out 8 Fast Text Search

[
(
(
|
[
[
[

change.

Tis & taghst, PT is & publcly shared taghst. Use EDIT Create a Points Fiter
TAGLIST button to change.

PF is a points fiter, Use the EDIT POINTS FILTER Edit a Points Filter
button,

Figure 22: Defining a filter

Once saved, you can press ‘Apply Filter’ to return to the main menu with your new selection
displayed. See below the new ‘year 12’ filter. Remember that this filter is yours and will only
appear on the list when you use the package. Each person has their own list of filters.

... or select a previously designed filter

F Al students

gl Full tme and Part time students

F Year 12

A Chevron in the left column indicates your DEFALLT
FILTER.. Click left column to change.

F iz @ standard filter, use FILTER TOOL on this page to
change.

Tis a taglist, PT is a publicly shared taglist. Use EDIT
TAGLIST button to change.

PF iz & points filter. Use the EDIT POINTS FILTER
button.

Figure 23: The new filter is added to the list

To make this your favourite filter, click against it in the left hand column. The following popup asks
to confirm your choice.
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MUSAC Classic ~»

2P Clicking in the first column will change your DEFALLT filter.
2 Do you really wish to do this

Figure 24: Favourite filter confirmation

'Tag list' filters

Click on the 'Create/edit a tag list filter' button for the following window. Select those individual
students whom you wish to be included in your filter, give your filter a name, and click 'Save'.

Figure 25: Creating a ‘tag list’ filter

You will be returned to the main filter screen and will see your tag list filter 'My sports team’ listed

.. or select a previously designed filter
F Al students
=F

F Year 12

PT My sports team

Figure 26: The tag list has been added to the list

To apply this filter, select it from this list and click Save. You will be returned to the main screen
and your selected students will be displayed.

©MUSAC 2014

33 of 531



Student Manager
MUSAC Classic 2014

[To search, type a students name.... |
Student / |Year |Class |Room |Status |
DACH, Damon __[9 [vd [FC2 [Ful tme |
KIHN, Stephon 11 Yrii FC4 Full time
LIASI, Samantha 8 Yr8 FC2  Full tme
PAORI, Bert 10 Yri0 FC3 Full ime
ROLFSON, Emilee 100 Yri0 FC3  Full ime
SANFORD, Hildur 13 ¥Yr13 FC1  Full time

Figure 27: Just ‘My sports team’ students are displayed

You can make a tag list filter your favourite as described earlier.

For fast filtering click on ‘Carry out a Fast Text Search’.

Fast search filters Search results

This process allows you to identify students whose Student Column Text

text records contain a certain word or phrase.

i3

Enter the text sought

Text Search

Phaone [ Fax Search

Set Filter to Displayed
Students

Print the Selected Entries

Selecting none will result in all
entries being filtered or printed.

Figure 28: The ‘Fast search’ screen

Type in the number, word or phase which you are seeking and press <Enter> (or click 'Search").
Search for 'Ro’ ...

Fast search filters Search results
This process allows you to identify students whose Student |Cu\umn |Text |:\
text records contain & certain word or phrase. CORMIER, Rodger First Mames Rodger
CORMIER, Rodger Report name Rodger
Enter the text sought CORMIER, Rodger Report full name Rodger CORMIER
CORMIER, Rodger Preferred Rod
|RO | DACH, Damon CG: DACH, Dorothy - First names Dorothy
MARVIN, Robin First Mames Robin
i Text Search i MARVIN, Rabin Report name Robin
MARVIN, Robin Report full name Robin MARVIN
[ Phone | Fax Search J MARVIN, Robin Preferred Rabin =
MORICRO, Hubert Family Name MORIORO
MORIORO, Hubert Report full name Hubert MORICRO
Sat Fitter tn Displayed MORIORO, Hubert Mail to whom MORICRO
Students MORICRO, Hubert CG: MORIORO, Marge - Family name MORICRO
MORICRQ, Hubert CG: MORIORQ, Kerry - Family name  MORIORO
REILLY, Nannie CG: REILLY, Rodney - First names Rodney
Print the Selected Entries ROLFSON, Abdullah Family Name ROLFSON
ROLFSON, Abdullah Report full name Abdullah ROLFSON I
ROLFSON, Abdullah Mail to whom ROLFSON
Selecting none wil result in all ROLFSON, Abdullah CG: ROLFSON, Rolf - Family name ROLFSCOM
entries being filtered or printed. ROLFSON, Abdullah CG: ROLFSOM, Helen - Family name  ROLFSON
ROLFSON, Abdullah CG: ROLFSOM, Rolf - First names Rolf
ROLFSON, Emilee Family Name ROLFSOM
ROLFSON, Emilze Report full name Emilee ROLFSON

L T YT - e

Figure 29: The results of a search
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Students are repeated if the sought text is found more than once in the database.

If you click Phone/Fax search a fast search will be carried out which ignores spaces and hyphens.

Select your students. Selecting none is equivalent to selecting all.

Student | Column

[ Text

CLEATOR. BRENT DOUG) First Mames
CLEATOR, BREWNT DDUG mred
CLEATOR. BREWNT DOUG Report narme
CLEATOR, BRENT DOUG Report full name
DOwDh, BREMDAN JAME! First Mames
DO'wWD, ERENDAN JAME! Prefered
DowD, BREMDAM JAME! Repart name
DOwD, BREMDAN JAME!| Repart full name
FAITH, BREMDOM KEYIN | First Mames
FAITH, BREHDOM KEWIM | Preferred
FAITH, BREMDOM KEWIN  Repart full name
FAITH, BREMDON KEVIN{ Report name
ROBIMSOM, EREMDOM b First Marmes
ROBIMSOM, EREMDOMN k| Preferred
ROBIMSOM, BRENDOMN b Report name
ROBIMSOM, ERENDOM b Report full name
SUTTOM, BREMT GARY | First Mames
SUTTOM, BREMT GARY | Prefered
SUTTOM, BRENT GARY  Report name
SUTTOM. BRENT GARY  Report full name

BRENT DOUGLAS

BRENT

BRENT

BRENT CLEATOR
BREWDAMN JAMES
BREMDAN
BREMNDAN
BRENDAN DOWD
BRENDOM KEWIN
BREWDOMN
BREMDOM FAITH
BRENDON

BRENDON MUNRO
BRENDON
BREWDOMN

BRENDON ROBINSON

BREMT GARY
BRENT

BRENT

BREMT SUTTOM

Figure 30: Selecting from the ‘Fast find’ list

Now you can either press 'Set filter to displayed students’ - to return to the main screen with just
your selected students displayed click 'Print the selected entries' - in which case a list of the

selected entries will be printed off.

Student / ‘fear |Class |Room |Status
[CORMIER,Rod |9 | |Fc3 [Ful time |
DACH, Damon g FC2 Full time
MARVIM, Robin 9 FC2 Full time
MORIORO, Hubert 8 FC2 Full time
REILLY, Mannie = FC1 Full time
ROLFSCM, Abdullah 9 FC1 Full time
ROLFSCOM, Emilee 11 FC3 Full time
ROSEMBALIM, Gust 0 FC4 Full time

Figure 31: Just the ‘found’ students

8.4 The information panel

Below the buttons is a panel with details relating to the currently displayed students and the
database being accessed. An example of the panel is shown below.
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Full time | Part time | Pre-enrol | Leaver Delete | Unknown | Filter Total
6 0 0 0 0 0 6

Total students : 6 [ 20
Current database : D:\Ministry School\CM\cm.mdb

Current Filter: Sports team

Figure 32: The information panel

There are 22 students in the database; four of those displayed are full-time students and one of
them is a leaver.

The main database and its paths are c:\cm\cm.mdb
The currently displayed filter is ‘Full time and Part time students’

In the bottom right corner of the panel is a small box. You can search for a particular student in
the list on the right side by typing the first few letters of his/her family name. The display will
identify the first student matching the letters you have typed, and these letters will be displayed in
the small panel. You can back-space to remove an existing search. Once you have found a
particular student you can move to the view/edit area by double-clicking on their name or clicking
on the main view/edit button.

8.5 MUSAC ENROL Utility from ENROL/LMS button

EMROL reminders
There are students that require updating in ENROL.

Aaivars Awaiting Uphoad - 1 f 1
Leavess Awsiting Upload - 0 | Eorol /LMS

Figure 33: ENROL Utility

The MUSAC ENROL Utility is installed via the same Mega-Installer used to update or install MUSAC
Classic Suite. The overall goal is to keep the School Roll in Student Manager as closely
synchronized with ENROL (the MoE’s register) as is possible. The MUSAC ENROL Utility is provided
to facilitate this process and reduce the amount of double data-handling. As the student’s NSN is
used to link the student in Student Manager with their record in ENROL, the ‘Get/Check NSN’ must
be fully implemented in the school.

Note: The ENROL Utility is only available to those with Administrator access. The Microsoft.Net
3.5 Framework is also required for this Utility. You can manually download .Net 3.5 here:
Download Microsoft .Net 3.5 framework. Our ENROL Utility uses the MoE’s WSS Wrapper
to communicate with ENROL. The Wrapper and installation instructions can be downloaded
from the MUSAC website (www.musac.co.nz). Please ensure this is installed and operating
correctly before attempting to use the ENROL Utility. Please refer to the MUSAC eRoll
Returns User Manual for further assistance with installation and trouble-shooting. There is
a separate User Guide for MUSAC’s ENROL and LMS Utilities which will also be available
from our website.
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The Utility is provided to:

1

8.6

remind the Student Manager Administrator to upload all new enrolments to ENROL once
they have started attending the school.
remind the Administrator to upload the required leaver information to ENROL once the

student has left the sch

ool.

facilitate the upload process, by creating the messages containing the student data that
requires uploading to ENROL using the data already held in Student Manager, for the
students selected from a list (the ‘SynclList’).

inform the Administrator of the success or failure of the upload and clearly indicate what

should be done to fix any errors.

Selecting or creating another database

Student Manager allows you to look at the students in a different database, for example accessing
the leavers file. All databases found in your \CM directory will be listed along with the number of
students in each. To transfer to a different database, select it from the list displayed. You will be
asked to confirm switching, then be returned to the main screen where the students will be
displayed. (If you select a leavers database and return to the main screen where your filter
currently excludes leavers then you will probably see no students. If so - visit the filter setting

process and reveal your students.

. Change database

cml
cml
cml
cml
cml
cml
cml

Database
cm.mdb

w2002, mdb
w2003, mdb
w2004, mdb
w2005, mdb
w2006, mdb
w2007h.mdb
vpre2,mdb

CMlvPreenral.mdb
cmpre.mdb

(Currently using D:\CM\cm. mdb)

Select the database which you wish to use

Students A~
22

331

387

0

756

1

Create a New Database *

= This creates a set of databases,
including CM, SM, Staff, Units,
Subjects, Calendar and

Absences,

Figure 34: Selection of the database

Alternatively to create a new database of your own click on 'Create a new Database' and the

window will display some further alternatives, shown below.
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& Change database  (Currently using D:\CM\cm.mdb)

Select the database which you wish to use

Database Students /| MNew database title I:I

cm.mdb 22

k2002, mdb 331 ClassR.oom Manager

cmiv2003. mdb 397 Copy the column structure,

kv 2004, mdb i} [ comments and papup definitions

cmilv2005. mdb 755 from the main database

iy 2006, mdb 1 Student Manager

cmilv 20070 mdb 7 — | Absences

cmivpre2.mdb 755

CMivPreenrol.mdb 0

cmpre.mdh 0 ‘fou may NOT copy the main databases : CM, SM and Absences
Staff Start with empty database
Calendar Start with empty database
Units Start with empty database
Subjects Start with empty database
If you do MOT 'Start with an empty database' then a copy will be

*| made of the existing main version
Create a Mew Database * 1 ’ Proceed to Create l

* This creates 5 set of databases,
including CM, 5M, Staff, Units,
Subjects, Calendar and
Absences,

Figure 35: Creating a new database

Give your new database a 'simple' name and make the various selections displayed on the screen.
Be aware that this process will actually generate SEVEN new databases, similar to the seven which
currently comprise Student Manager, but named according to the name you have supplied. You
can then select and change to your new database. This time you should CERTAINLY see no
students when you return to the main screen.

Please do NOT create databases for your leavers. The database(s) for these are automatically

created when you transfer students to the leavers database under the ‘Utilities’ process for this
purpose.
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9 Viewing/Editing Student Data

Data editing is done via the documents (screens) in the software.

i_l‘ Student Manager version 11.9.38 17/11/2011 Administrator School  Ministry School  D\Miinistry SchoohCM\cr.mdb - [Personal details.dmt  BRAK]

Student : Stephen BRAKUS Year:9 Class:Yr9 Room:FC3
Loga umame Thayoar  Nestyow
Preferred ]
; You
o e
N ——— =
e 1 [ [
eacher H
e 11 :
[ overpesoioeate | |mowse [ ] | T
Family
| Register details ] Gender
| Family details |
gt O el Local 30800015 Date of bitth
Address 1 | Address 1 _
T
Address 2 |Address 2 ype AgeatJan1 120121
Addess3 [oTY | | Staws Age attoday  13.00.12
Addre Nat. Student 7525724817 Enrolment e
g Cooes [
Address 5
Vi E I ‘Gat'Chack NSN I
e - ’ URL: URL not st | Enrolment details |
| Mailing details |
o e | | ==
SR
L
| Medical | [ Coregrerdetaits | | Options ] | Pastoral ]
| [ Financialdetails | [ Timetatle |

A1 of 19 = - | | V- | .

[[aaa ][ prev ][ Nt [ pime | view ][ ame ][ Finer | [<page]1s1 [Page> |

Figure 36: The ‘Personal details’ document

Two versions of each are supplied. You can also design your own documents. We recommend
1024x768 screen setting as this facilitates more information on a screen.

It is not possible to display the same amount of information at lower resolutions. The result would
be that more screens are required, with the need to move between screens more frequently.

9.1 General editing processes — document mode

To access the view/edit area, click on the view/edit button in the top left corner of the main
screen.
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) Edit / Add
L Students

———

If you have no student selected from the list on the main menu screen then you will enter the
editing process at the first student. If you have selected a student, it is his or her data which will
be displayed when you enter the editing screen.

Alternatively, you can identify a particular student on the main menu list (by typing the first few
letters of his or her surname), then enter the view/edit process by double-clicking on the student’s
name in the list.

If you arrive at the view/edit screen and no documents are displayed then this will reflect the fact
that you have not previously selected any documents for your personal use. The process of
selecting these is described under the ‘Figure 43: The document selection screen’.

The main screen is divided into several areas. On the left side of the screen is the document
navigation and selection area, shown below.

=-{07 Al Documents
[ Angela

i Chiis
1 Romy

Perzonal details. dmt
personals. drt

Phata alburn 1-2.drmt
Photo Album years 1-6.dr
Phata albwrn, drat

Figure 37: The document selection area

The top part shows the various document subdirectories which you might have created. There is
one main directory (referred to as 'All documents'). If you click in the small box to the left of this
(showing a '+' sign) then any subdirectories to which you have access will be displayed. Also in

this area your dossiers if any will be displayed. None are shown in the Figure above.

In the second part of the panel displayed is a list of the documents contained in the directory or

dossier which you have open. In the case of the main directory, only those documents which you
have requested to appear (or to which you have been given access) will be listed.
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At the foot of the Edit/Add Students main screen is a row of buttons and controls which provide
extra features including the student navigation tools.

&¢d Document 1

i 1of2 A v Ak =

Figure 38: Navigation and other controls from Edit/Add Students

From here you can add a new document, detailed separately.

The next button has several rows of dots. This leads you to 'Grid mode’ - via which you can edit
the data shown in the current document via a grid, or spreadsheet. The next ‘1 of 21’ shows you
the number of the current student within the list of currently filtered students.

Next are left and right arrow buttons. These move you to the previous student and the next
student alphabetically respectively. The process of moving to another student follows.

The horizontal slide for use moving the document around the screen becomes important when
your document does not all fit on the visible display area. In the case of the supplied documents
we've used a document size which will always fit on the screen. There is a matching vertical slide
down the right hand edge of the screen.

The rest of the main screen is devoted to the document display. It is via these documents that you
enter student's data.

Student : Stephen BRAKUS Year:9 Class:Yr9 Room :FC3
Legal Sumame [BRAKUS | This year Next year
Preferred I |
Sumame Year |g | [ID I '
Legal Fistname ISIEDhen | Cless 2012 |“I,I_9 | I I e, ] :
Preferred ; i
Firstname [Srephen | | Room 2012 [Fes ] [ | ;
Middle Name | | | Teacher | I | i
I Dean :
[ Oveiposonsdoials | |hawe [ |
Family
[ Rogstorvetais ] | Gonder
| Family details |
. - Local Date of bitth 1111111998
::fwm:m:;?:;c: Box or Private Bag) ctudent|p 30800015 Sl
Mdr::: 2 [Addresz2 Type |\ntemational Exchange | Ageatan1 120121
Address 3 |CTTY Status |Fu£l time | Age at today  13.00.12
Mat. Student Enrolment
e el —
Address 5
I ‘Gat'Chask MNSN I
s (| I [ Enroiment details |
| Mailing details |
Home phone IW‘ | Winistry details | | Macri details |
Student's phone |35""""39"*l |
Student's email Ihramss-@notmall.mm |
[ Medical | | caegverdetals | | Options. | | Pastoral |
[ Sensitive | [ Financial details | | Timetable |

Figure 39: A student’s personal details data entry document
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In addition to all of these there are several 'hot keys' you can use during editing. These are :

e PageDown moves you to the next document in the left hand side display.

e PageUp moves you to the previous document in the left hand side display.

e Alt-N move to the next student alphabetically

e Alt-B move to the previous student alphabetically

e Alt-H Home - move your current document back to its original position in the top
left hand corner of the display.

o Alt-P Print - This has the same effect as clicking on the print button at the top of
the screen. It leads you to the printing process via which you can print
documents.

o Alt-R Refresh - redisplay the current document. Form time to time, in spite of

our best efforts, you may overlay items on a screen which, when removed
leave a 'hole'. Alt-R will repair the damage.

e Alt-S Search - This is the easy way to move from one student to another. When
you press Alt-S the student selection window will ‘pop up’.

[ Student selection ﬁ

1l

[ 1REILLY, Nannie (Year : 9 Class : Yr9 Room :FC1) | @ Search by family name
2ROLFSON, Abdullah  (Year : 9 Class : Yr9 Room : FC1)

3ROLFSON, Emiee  (Year: 10 Class: ¥r10 Room : FC3) St by ny el ot e

4ROSENBAUM, Gust  (Year : 11 Class : Yr11 Room : FC4) Search by enrolment number
5RUECKER, Brian  (Year : 10 Class: Yr10 Room:FC1) Search by student ID
Search by caregiver and then student
Search by NSN
[ concel

Figure 40: The student search window

Type in the first few letters of the surname of the student to display and all students matching this
request will be listed, the first 9 with numbers alongside. You can either type the number of the
requested student or click on their name. The previous screen displays with the selected student's
data. You can also search for any part of a student’'s name, an enrolment number, or a caregiver's
name — first name or family name.

If you have multiple sections of the program open (editing / financials / pastorals) then searching
and selecting for a new student in any of these will cause the same student to be selected in any

other open sections.

The various data entry screens (documents) follow, from the foot of the screen.

408 0f 507 [ | ]

‘ Add || Prev || Mext H Print H View || Alarms H Filter | |<F‘age | 1/1 | Page = |

Figure 41: Features at foot of screen

Adding new students
Previous and following student
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Print

See Printing button from the main Student Manager menu.

View

This provides access to three screens dealing with what you can see now.

This is done via the screen below. Each user will see his or her own selection of documents.

ﬁ Document Selection ‘ g “Web access ‘ ‘

Use this process to identify which documents you wish to have displayed when you
are editing student records

Select from : Selected documents in appearance order,
Selecting a document adds it to your list, Use the buttons to move a selected
and reselecting removes it again. document up or down the list.

opts.dmt s Personal details.dmt
l.dmt_ _ Options.dmt
Alumni details.dmt Ministry details.dmt

Attendance details.dmt

Careqivers.dmt |

Default notes.dmt -
Default.dmt v
Emergency contact.dmt

Enrolment details.dmt

Enrolment detailsE.dmt

Financial details.dmt

Financial.dmt

Historical &.dmt

iwi.dmt

Leaving details.dmt

Mail to whom template.dmt

Mailing details.dmt

Mailing detailsE.dmt

Maori details.dmt

Maori detailsE.dmt

Medical.dmt b

Windaws XP prefers to have documents maximised as they are loaded. A
change to this setting will nat take affect until documents are reloaded.

[IMaximise documents as they are loaded

[Jtemporarily access all documents

Figure 42: The document selection screen

The list on the left is all those documents currently available for display during student data entry.
The right hand list displays those which you, personally, have current access to.

Click on a document on the left to add it to the right hand list. Reselection (from the left hand list)
removes it from the right hand list.

You can adjust the order of the documents in the right hand list by selecting one and using the up
and down arrows to move it up or down the list. This is the order in which the documents will
appear back on your main screen and the order in which PageUp and PageDown will move you
through the documents.
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Note: You do not have to display all documents in order to access them. For example, there is a
document titled '‘personal details 2.dmt'. This document is always accessible from the
main ‘Personal Details' document. It includes a button which will return you to the main
document. The same applies to various other documents.

At the bottom of this screen is a very important choice for users of Windows XP. You will need to
ensure that documents are maximised as they are loaded. If you do not do this then you will not
be able to see the navigation buttons at the bottom of the screen.

You can also temporarily gain access to ALL documents.

Student Manager options
EE Document Selection ‘ & ‘Web access

MUSAC Website.

Solutions for People

Flease note that, while you may download the latest updates from our web site you
should NOT attempt to install these while any MUSAC applications are running.

Direct access to Te Kete Ipurangi

_'-—-_-——_""-—ﬂ

— =
“Te Kete Ipurangi - The Online Leamm‘

Figure 43: Access selected websites

Once connected to the internet, you can directly access the MUSAC web site, The Te Kete Ipurangi
web site, by clicking on the logos on this screen.

Note the message in red:
If you download an update from the MUSAC web site then you may NOT install it while one
or more of the programs in the package are currently open.

Restore your filter

Should you have been into grid mode and filtered down to a smaller selection of the students with
whom you originally arrived then you can use this button to return to your original filter.

The following message will be displayed....
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smedit

This process will unload all loaded documents and will restore
wour seleckion of students ta that made in the main SM menu,
Do wiou wish bo procesd

Figure 44: Filter restoration confirmation

Help

This provides access to the help screens.

Page up and down

The next two buttons allow you to page up and down through the various pages of a multi-page
document. We have not provided any such documents in Student Manager. If you have created
any of your own then these buttons will come into play.

Exit

The preferred means of leaving this area. Any other means (eg. switching your computer off) is
NOT a good idea and can damage the background databases. Please use this button to return to
the main menu.

Document menu

If you right-click on a document a popup menu will appear.

Prinkt Document
Edit: Document
1 Close all open documents
Reapply any document Formulas
Hot key prompk »
Tile Windows »

v 1 Personal details.dmt  Armstrong, Jenny
2 Personal details 2.dmt  Armstrong, Jenney
3 Medical.dmt  Armstrong, Jenny

4 Maori details.dmt  Armstrong, Jenny
Figure 45: The document popup menu

This menu provides several facilities:

1 You can print the currently displayed document by clicking on the first item. The normal
process of doing this is via the large ‘Print’ button at the top of the screen.

2 You can enter ‘edit mode’ on the current document. A later chapter is devoted to this topic.

3 You can close all documents which you currently have open. In Student Manager you can
have several documents ‘loaded’ at once. In the menu illustrated above you can see, at
the bottom of the menu, that four documents are currently loaded for this student.
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It is not a good idea to have too many documents open at a time since, as you move to another
student, all of the open documents must be reloaded for the new student, and this can take time.
The third menu option allows you to close all of the documents currently open.

1 The fourth allows you to re-apply all document formulae. It is unlikely that any formulae
would be involved in the basic Student Manager data documents.

2 The Hot key prompt provides a summary of the special key functions listed earlier.

3 You can tile the currently open documents so that you can see a small section of each all
at the same time.

4 Finally, the currently open documents are listed and you can bring any one of them to the
‘top’ (ie. make it visible) by selecting it here.

9.2 Grid mode

The first way to enter student data with which you have become familiar is via the individual
documents. On the document screen is the ‘Grid Mode’ button.

Grid mode is the second method of entering student data. It has the characteristics of a
spreadsheet. Each document has a 'grid mode' and an example, arising from the ‘Personal details’
document, is shown below.

B Personal details.dmt (21 students) L3
oy hpmy Font tuarves e s ==H savs ) Arras b s 1 e phoey Bty I 3 E A

Figure 46: Grid mode

Down the left hand column are the names of the students currently available to you. Across the
top are the names of the columns. These correspond to the data-entry fields of the document via
which you entered grid mode.

In the centre of the screen is the data relating to the students and columns.

Across the bottom (and down the right side) of grid mode are slide bars which allow you to move
around the display.

To enter data click in the ‘cell' where you wish to enter data. If the column concerned is a text,
number or date column then you can enter the information directly.

If the column is a "‘popup’ column then, as shown below, the relevant list of possibilities will pop
up.
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_ External student ~

Regular student International Exchange student
Regular student International fee-paying student
Rizgulsr student Mot attending LB

Regular stadet MZAID sponsored student (formerly MFAT)

oo oo Regular Adult student
B Regular student
Riegular stuzent Return, adult att, teen p. unit w

Figure 47: A pop-up selection

———

You can move from column to column using the up and down arrows to move vertically and the
Ctrl € and > arrows to move horizontally. (The left and right arrows by themselves move you left
and right within the data you are entering.)

If you right-click in a particular column heading then the following menu providing access to
possibilities including sorting.

Ascending Sort [ S

-

Descending Sort
Standard Sorts »
Apply Quick Filter

Reset Sorts and Filters

-

Column data functions

Hide Column
Show All Hidden

Insert Blank Caolumn

Edit Lock
Edit Lock ALL columns

Figure 48: The Column menu

Ascending and Descending sorts can be alphabetical or numerical. The third sorts eg. boys and
girls separately, ascending or descending according to year or room etc. These are explained
further behind the 'Explain these formats' menu option.

Room (Mext weard | Teacher'Dean (Mext Privacy Indicator
Fca|  Ascending Sort k
FC3| Descending Sort »
=l standard Sorts ¥ Primary Format A
i Apply Quick Filter Primary Format B
FCi .
) Primary Format C
FC4|  Reset Sorts and Filters )
= Primary Format D
Column data functions  » Primary Format E
— i o Popup List Order »
FC4 9= elumn Explain these formats
==z Show AllHidden
i
P2 Insert Blank Column
FC3
FCZ|  Edit Lock
FC3 Edit Lock ALL columns

Figure 49: The possible sorts
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Applying a quick filter allows you to identify those students whose data in the selected column
matches a particular criteria. The type of filter you use depends on the type of column: text,

numeric etc.

Three filters are shown below:

e The text and popup filter
e The date filter
e  The numeric filter

Room (Mext year) Date of birth 'fear

Search for entries which Search for dates which Search far numbers which are ;
‘@ match :I @ match |:| @ = l:l
" are befare " are befare ¢ »0and<
™ are after " ae after o«
™ contain " are blank >
" are blank ™ are not blank =
™ are hot blank " are between i =
i~ are between (e
¢ blank
Remember that text comparisons ™ rot blank
are case-sensitive 7 between
" aoutside
& Apply just to students currently & Apply just to students currently (O] Apply just to students currently
O apply to all students in the dossier () Apply to all students in the dossier ) apply to all students in the dossier
l Proceed ] ’ Cancel l ’ Proceed l [ Cancel l ’ Proceed l ’ Cancel

Figure 50: Three filters

The next menu item is ‘Column data functions’. The first item here allows you to fill the selected
column with data. Again, the offerings depend on the type of column. If it is a popup column, then
you must select one of the entries from the relevant popup.
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& Fill this column with...

Column Type : Popup entry

Select the popup enfry

FC1
FC2
FC3

FC4

E Proceed i

[ conel |

If its a numeric column then you have three choices:

% Fill this column with...

Column Type : Numeric

(¥ Your own number l:l

) A'caleulated result

() The contents of anather column

(3)Record zero results as Zero () Leave blank

Figure 51: Fill a column with ...a popup entry

[ proceed | |

Cancel

]

Figure 52: Fill a column with ... a number

The second possibility allows you to fill the column with a ‘calculated’ or 'derived’ result - extracted
via one of the many possibilities obtained via the 'multi- picker tool', one of the screens of which is

shown below. Those familiar with entering information into the word processor will already have
met this tool, the main screen for which is shown below.

©MUSAC 2014

49 of 531



Student Manager
MUSAC Classic 2014

w. ATF code selection

Columns |
Caregivers |
CF Specialz |

Absence dates

v
Jeek w
(O Date e.g. 05/

) Open days e.g. ¥xx /
O Bothe.g. 05/ 11 Xxx

Specials
Financialz
Count

O Student's data e.g. Xx /¥

Standards

| Genders | Mames |
| Activities | Pastaral specials | Aftendance
| Grade zpecials | Linked comments | Calumn titles |
Medical details Family details
'VIDE year pov:b:r name Family title

Dactor - contact details

r:amily salutation

ﬁacbar -notes
Eeniﬁl name

'5en13I - details
ﬁanml - notes
Fas medical data

Timetable details

I'I'lmeiable year

I'I'lmeiable option set name

|T|me13b|e option set number

[Mmetable number

B](=1E3

Close

Figure 53: The insertion tool

Many primary schools will wish to view the students' MOE year values. That is available via the
above screen. It is calculated for you, based on each student's 'Year at school' and '‘Date started

school'.

If you select the third possibility then the ‘column picker tool* will appear via which you can select
another (in this case) numeric column, and the data in that column will be copied into your current

column.

w, Fill this column w

) Your own number

(3) Record zero results as

Column Type : Numeric

[ |

O A'calculated result

(%) The contents of another column

tlz2]31415]) I

Student Manager -
FAT

TOSCA

Curriculurn Frarnework.
Staff Columins

COEM Assessment

Recard of Achievement
School Reparting

Careers

Abgence Summary Details
MZ0A Standards
MHumeracy w

Zero

() Leave blank

I

’ Proceed

Cancel

l

Figure 54: Fill a column with ... the contents of another column
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If your column is a text column then you have several possibilities as shown below.

wi. Fill this column with... El

Column Type : Text
© Ageasat

» Add text to
O Your own text l:lD existing text

() The contents of the dipboard
O A column selected from a document

O A'aloulsted result

() The contents of another column

E Proceed 1 [ Cancel ]

Figure 55: Fill a column with ... text

'Age as at' is in the format yy.mm - years and months. You can type in your own text, and can
also have that added to any text already existing in the column. The third possibility is to fill the
column with the current contents of the Windows clipboard. The other three possibilities will also
make sense to you, now that you have read the 'Calculated’ result and 'Other column' explanations
above.

If you elect to 'Clear the contents of the column' you will be asked to confirm your intentions. We
don't want columns being cleared enthusiastically without consideration. The following message
will appear.

Are you sure?

Type YES' in full to confirm,

Cancel

Figure 56: Clearing a column

The second possibility on the 'Column data functions' menu is to apply a formula to a column.
There are several possibilities, depending on the type of column selected. These are covered in full
in ClassRoom Manager. For example — the formula to convert data from one column to related
data in another.

©MUSAC 2014 51 of 531



Student Manager
MUSAC Classic 2014

. Formulae Wizard

Add two or more columns together

Average two or more columns

Calculate one column as a percentage of another
Calculate percentages

Calculate Peters Speling Ages

Calculate Schonell Speling Ages

Calculate the difference between two scores
Converting results

Copy data from another column

Curriculum Framework average

Curriculum Framework progress

Curriculum Framework summation

Multiply and offset

Figure 57: Selection of the formula required

‘Converting results' allows you to fill a column with various results depending on the data in a
second column. If you select this formula then the first step will be to select the 'Source' (or
‘other’) column - the one holding the original data.

Step 1/2 : Source column

Select the column which holds the entries which you wish to convert,

1]2]3]4]5] |

Student Manager ~
PAT E
TOSCA —
Curriculurn Framework,

Staff Columng

DEM Azzessment

Record of Achievement hd

Figure 58: Selection of the ‘source’ column

Let's assume that I've selected the student age, and that | wish to fill a column with 'Pre-teen’,
'Teens' or 'Older' depending on the student's age. The following is the conversion process which |

would enter.
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Step 2/2 : Conversion details

Pleaze zet up the conversion table on which to base the results.

Enter the detailz of wour results converzion process

Convert from Corvert ta A 'Eu:ur_werl from’ may include :
1t 10 s taan gsingle resulte. eq 2345
- zeveral resultz e, Red.Blue.Green
11.12131415816.17 18, Teens arange eg 50tod9
13to 100 Older the wiord 'elze’  this refers to any values naot

included abowve.
IF you enter 'copy’ against the 'else’ condition
then the existing data will be copied

‘Corweert to' zhould include just the dezired
resull eqgves o A o 1

Figure 59: Specification of the conversion details

Once you have completed the various steps of your selected formula your column will be filled with
the relevant information.

The third 'Column data function' is the display of column statistics. If you select this then an
overlay will appear at the bottom of the screen providing the number of entries, and the mean and
standard deviation of the results in the columns. Click the 'OK' button when you have seen
enough. Of course mean and standard deviation are a little pointless for text columns.

Bishop, Adam 1

Mumber 287 T 12
ﬂ Mean 10.76

Std.Dev. 1.32

Figure 60: Column statistics

Other possibilities allow you to hide columns, show columns, or insert a blank 'separator' between
columns.

The final two possibilities allow you to lock (or unlock) one or more columns. A locked column has

a small lock in the top right hand corner of its heading and, if you attempt to enter data, the
following message is displayed.
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idant's email Year gl
11
12
1 11R¢
12
13
W asT

o

This calumn is locked,

8 s

|
la ak's

Figure 61 : Locking a column

The 'Filter' button, allows you to apply a further filter to those students to whom you already have
access via the filter applied on the main menu. The filter screen is shown below for a wide number
of possibilities by which to select students.

Filter : cumentfiter ¢ cument dossier |Select a previously saved filker j Save filter I Delete filter
Options Activities
@ “ears Forms Groups Gender, Place & Ethnicity | Colurnrz Type hark Books
ears Selected Forms Selected Groups Status
Year O A 104k 11FT K long
Year 1 | 10as 11RA ML W1
Year 2 10ED 12C) MU WF2
Year 3 10F0 120 9PE WF3
Year 4 1045 12MC 95T WF4
ear A 10ME 12028
rear B 110N 12TH
Year 7 110 125
Year 8 11HF 134D
Year 9 w | [11MO 135K Reszet the filter to just
Sae L - [11PA IHG Full and Part time
T1PE. 9HU students

Figure 62: Applying a further filter

The first of the large buttons, 'Configure' leads you to the following screen, which has seven tabs
across its top. The fourth tab is the filtering process, which we've just covered.
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= Configure

Column Headings | RowHeadings | Fiter | Sot | Cumiculum Framework. | Column Utiities |

Choose a layout Basic layout

Layout < Column Visible Width ~ w

Basic Layout Family Name fes wall
First Mames ‘fes 100
Preferred Yes 100 Show all
Address 1 fes 100 Calumns
Address 2 Yes 100
Address 3 fes 100
Address 4 ‘fes 100
Address 5 fes 100 1 —
Haome phone fes 100
Student's phone fes 100
Student's email fes 100
‘fear ‘fes 100
Class fes 100
Room ‘fes 100

Add Layout | [Delete Layout|  Teacher/Dean Yes 100~

[ Display Curriculum Framework ohjective details

Microsoft Word E l l Microsoft Excel E l

Figure 63: The ‘Configure’ screen

Microsoft Access ] lPD.-'-\ Expart E%tl [ K ‘ l Cloze l

Layouts

The first allows you to alter the arrangement, or layout, of the grid mode screen for the current
document. You can, in fact, set up several ‘Layouts'. In each you can adjust column widths, set the
order of columns, and can hide (or show) certain columns. If you make changes then you will be
asked to supply a name for your new 'layout’ and it will then appear in the list on the left hand
side, for future selection.

Column headings
This section allows you to determine how much information is displayed in the column headings
area.

Amange Columns

Fow Headings ] Filter ] Sort I Curriculum Framewark ] Column Utlities ]

Choose a format for the column headings across the top of the grid.

() Lline title
(D 2line title
() 3line title
(@) 4line titls

[CIFarmulae bar
[IPlanning bar
[(Ishow the column Data type

Figure 64: The column heading options

Row headings
This allows you to select the format of the students' names as they are to appear in grid mode.
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I Filter | Sorl

&range Columns | Column Headings 1

Chooze a lapout for the Student Headingz ok the left hand zide of the grid.

{# Surname, Prefered Mame

" Surname, Full Hame

" Surname, Prefered Mame, DOE

7 Sumname, Prefered Mame, ear, Clazz, Foom

Figure 65: The row heading options

Sort

Apply more complex sorts to the way students are displayed. The example below is sorted on the

students' Family names (ascending) and, within each family name, Preferred name is sorted in
descending order.

Arrange Columns | Column Headings 1 Fow Headings | Filker { Sork ]
Calurnn |Sort

Farnily Marne | Azcending

First Mames

Preferned | Descending -
Address 1
Address 2
Address 3
Address 4
Addresz 5
Home phone
Student's phone
Student'z email
Ve

Clazz

Fioom

[£

Figure 66: Sorting the columns

Column utilities

Either globally remove data from several columns at once, or exchange two column formulae.
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Arrange Columng

ColumnHeadings | RowHeadings | Fiter | Sort | CuFmk Details

Address 1

f* Remove data from column(z]

Address 2
Address 3
Address 4
Addresz 5
Hame phone
Student's phone
[Diean
Teacher/Dean
Houze

Mexst vear
Form[Mext pear)
Group(Mest year)

Teacher/Dean [Mest vear]

Type

Mational Student Index

You may hot remove data from the basic ten national
columnz,
These have not been listed.

Exchange two column formulae

This process allows the movement of formulas
between columne. Before applying formulae moved by
thiz routine please step through making sure that the

altered connections are comrect.
Froceed

Figure 67: The column utilities screen

On the Configure screen export the data in all or selected columns - the Excel, to Access, to
Microsoft Word or to a PDA (Personal Data Assistant).

You must specify the columns which you wish to export and....

Pleaze select thoze columnz which vou wish to expart.
Hold down the Chil key to multi-zelect columns.

Family Mame ~
Firzt Mames
Preferred
Address 1
Address 2
Address 3
Address 4
Addresz B

Home phone
Student's phone
[Dean

Thiz vear

Farm

Group
Teacher/Dean
Houze

Mext Year
Foarm(Mext year]
Group(Mest vear)
Teacher/Dean [Mext vear) M

Select al If pou gelect none then all
columns will be exparted.

Figure 68: Selection of the columns to be exported

If you export the data to Excel, Excel will open with the exported data displayed, see example

below.
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@ H9-C-F@a)¢ tempIGR.csv - Microsoft Excel
"j Home | Inset  Page Layout :

Sort& Find & |
Filter= Select~ |

£ iF AdMergefiCenter~ [§ -~ % |

Editing |
T = N T~ AN = [ FETJRRNN NSNS N, FR— Mo T — - Lé
1 Legal Surname Preferred Surname Legal_Firstname Preferred Firstname Middle_Names PAddressl PAddress2 PAddress3 Home_phone Student_s_phone Student_email This_Year, m
2 BRAKUS BRAKUS Stephen Stephen Peter Address1 Address2 CITY 12345678 87654321 brakus@hotmai 9
CORMIER Rodger Rod Address1 Address2 CITY 12345678 87654321 cormier@hotm: 11
DACH Damon Damaon Address1 Address2 CITY 12345678 87654321 dach@hotmail.c 9
DACH Odie Odie John Address1 Address2 CITY 12345678 87654321 dach@hotmail.x 12|
6 _EDA\"IS DAVIS Janick Janick Address1 Address2 CITY 12345678 87654321 davis@hotmail. 10
7 ‘:EMARD EMARD Adelard Adelard Address1 Address2 CITY 12345678 87654321 10 i
8 EFAUASI FAUASI Lexie Lexie Address1 Address2 CITY 12345678 87654321 Fauasi@hotmai 3
9 uasi Liast Samantha Samantha Jane Address1 Address2 CITY 12345678 87654321 8|
10 EMARVIN MARVIN Robin Robin Address1 Address2 CITY 12345678 87654321 marvin@hotma 12|
11 EMILI.S MILLS Mase Maose Address1 Address2 CITY 12345678 87654321 Mills@hotmail.i 13}
12 :MORIORO MORIORO Hubert Hubert Address1 Address2 CITY 12345678 87654321 Morioro@hotm 3
_13_‘iPAON! PACRI Bert Bert Richard Aderess1 Address2 CITY 12345678 87654321 pacri@hotmail. 10 i
14 | REILLY REILLY Nannie Nannie Address1 Address2 CITY 12345678 87654321 9
15 ROLFSON ROLFSON Abdullah Abdullah Address1 Address2 CITY 12345678 87654321 321rolfson@hot 9|
16 [ROLFSON ROLFSON Emilee Emilee Address1 Address2 CITY 12345678 87654321 rolfson12@hotr 10
17 ROSENBAUM  ROSENBAUM Gust Gust Vollere Address1 Address2 CITY 12345678 87654321 11}
18 RUECKER RUECKER Brian Brian Address1 Address2 CITY 12345678 87654321 ruecker@hotm: 10/=
15 |SANFORD SANFORD Hildur Hildur Address1 Address2 CITY 12345678 87654321 13|
0 TOPOLOA TOPOLOA Korey Korey Address1 Address2 CITY 12345678 87654321 topoloa@hotmi ElS

Figure 69: Exported data in Excel
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10 The Basic Documents

10.1 Overview

Through the Edit/Add Students screen, documents by MUSAC in the software look at the data
entry processes and the links between these documents and other screens. The documents
available are displayed on the left side menu of the view/edit screen, as shown below.

Personal details.dmt
Caregivers. dmt

M edical dmt
Financial. dmt

Ministry details. dmt
Options.dmt
Attendance details.dmt
Attendance details. dmt

Renamables 1. dmt
Renamables 2. dmt
School-defined. dmt

Figure 70: Your data entry documents

In several cases this has necessitated the addition of an extra screen to hold all of the information
required.

10.2 Personal details

This screen contains several normal text entry fields (eg. Family name) and several popup fields
(eg. Type, Status)

Student : Stephen BRAKUS Year:9 Class: Room:FC3

Family Name |EIRAKUS This year Next year

Year

]
Class I:I
Room 2008 2009

Family Teacher | |
iDean

| Famiy deals e T -
Address 1 pocress ‘ Register details ‘ Gender

Address 2 Address 2

Addiess 3 |OTTY tocal o 30800015 Daisieta
Address 4 Type Age at Jan 1 14.01.21

Address &

Preferred |Stephen

|

First Names |Stepnen ‘ —_—
|
|

AL

| Other personal details

sws  EEE T | Ay 41
Address Info Withheld (MoE Privacy Indicator) l:l Nat. Student ERttimT
- 07/015
[ 1| e

Number
Mailing details ‘

e —
i URL. LURL not set | Enrolment details
) E——

f ‘ Ministry details ‘ | Maori details
e —

| Medical | | Caregiver details | ‘ Options ‘ | Pastoral

| Sensitive | | Financial details |

Timetable ‘

Figure 71: Personal details
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If you enter a popup field then the popup menu for that field will be displayed, from which you can
make your selection. If you type the first few characters of the entry which you wish to select then
that entry will be automatically identified. Once this has happened press the <Enter> key and the
full entry will be displayed. An example of such a field is shown below.

Type |Regu|arstudent
Status

Mat. Student Leaver
MNumber Part time

Pre-enrolment

Figure 72: Popup field

You can use the up and down arrows to move between the fields. If you arrive at a popup field and
you wish to make a selection then hold down the control key while using the up or down arrows
and they will then work within the popup. Once you have identified your required entry, take your
finger off the Ctrl key and the following up or down arrow will cause the selection to be recognised,
and will move you to the next field.

There is one popup field which has a little extra functionality behind it — the ‘Status’ field. If you
select ‘Leaver’ as a student’s new status then a small window will appear asking you to confirm
their leaving details.

Leaving details

Please supply the following details for CORMIER, Rod

Date of leaving 23f11/2011 Current debt : $0.00
Year level on leaving 3 NSMN: 0117319058 Get/ Check SN |
Status on leaving Ful time E Date started here: 22/05/2007

Highest NQF attainment ™ E

Highest Non-NQF

attainment * B

UE ™ E

Leaving reason * E If the Leaving Reason is set to ‘transferred to
another school in New Zealand' then the
student (and any attached standards) wil

1 | 2| 3] 4] 5] 8] automatically be withdrawn from NZQA

School of destination * B

Intended region * E

Post school activity * E

* Categories specified by the Ministry of Education

feaching and esting nores A tick will Indicate that Teaching and Leaming

|| Academic [ . | Behavioural L .; Health Notes are available to be handed over.
[ Attendance [ custodial | Persanal
The update to Enrol can be performed later, using the
Reason for status change ENROL Leaver Utiity.

Update EMROL for leaver -
©) Update later Update now

[ cancel
(Restore Previous Status) ‘ o

Figure 73: The entry of leaving details
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Changing a ‘Leaver’ back to ‘Full time’ or ‘Part time’ will ask the date on which they rejoined the
school. This will be recorded in their register entries.

Please ensure that all details are completed correctly as this will save you considerable time when
you produce your Ministry of Education returns.

Personal details 2.dmt MARYIN, Robin

Student : Robin MARVIN Year:9 Class: Room:FC2

spoken
Middle names I:l [mlfer than
Preferred Surnarme I:l
Report full name  |Robin MARVIN Language spoken at |:|
home
Travel mode |:| Buddy/Mentor (This year) |:|
Buddy/Mentor (Next I:l
Changes of school I:l year)

Close

Figure 74: Other personal details

Other personal details and links

The first of these 'Other personal details and links' results in the screen above, where other
personal details relating to each student are available. Use the extra fields available if you wish to
record additional data.

There are also, on this screen, four other buttons which lead you directly to other data windows,
which we shall meet later. Click ‘Close’ to return to your main '‘Personal details' screen.

Family details

For ‘Family details’, each family has a title, which defaults to the 'mail to whom' data of the eldest
child in each family. You can, however, give the family any unique name which you prefer.
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Tuter : PATK

ACANNAR, Martim  Year: 11 Form @ Tobor @ PATE
Fasaiy pde H Sehert B prme’ caregrer (L, T one

whise piess i T Tamly pidres] B
s - . Ficdeet Feg
- aT
Prime caegreer | Tl Tourgmt Yo
Commern
tumber of pbirg (s me)
b
Tate 11 aedy
| Eewiciste
- r e - Fotire sbirg
Farmiy REANUR, Mt ungid] eag Pame 110 EvciDate | Amval Date | Commert ~
-t

Save Changes |

Seiect n Exstrg Famdy fr tm St |

Cresie s Mew Py for tha Saudent | A

Figure 75: Family details

Each student can only be a member of one family at a time, but students with different family
names may be members of the same family.

To select an existing family for this student, click ‘Select an Existing Family for this Student’ and a
list of existing families will be displayed from which you can make your selection.

To ‘Create a New Family’, click on the button at the bottom of the left side of the screen above. As
you click on the 'Prime caregiver' area a list of all caregivers will appear in the middle of the
screen. Select the caregiver whose address is to be that of this family.

helle

Select a family for A'CANMAR,, Martin - Year : 11 1 1

Form: Tutor : PATK pn
nne

ark 1
ette
b

cel
lenni

"en
zllie
cola
mn
slee
nelle
ae

aria
Rowena M
Willizm

L

hris

te

M
jina

ingela

v
DANCI AW Cimme A

Cancel

Figure 76: Select the prime caregiver for the family

Also shown on this screen are the current members of the family, along with their status - eldest,
youngest or neither. This information for the current student, is also displayed in the top right
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hand corner of the screen and you can have this information updated by clicking on the button
there.

In the lower right of the screen is an information panel where you can record information relating
to siblings of the current student who are not yet attending your school, but who may intend to do
so in the future.

The next button on the main screen provides information relating to the student's addresses.

Student's Physical Address  Preferred” Student's Postal Address Preferred *
'S

(from Personal details) (]

Mail to whom Brendan Irvine ACANMNAR

Address 1 16 Bruadhead Avenue Postal address 1 166 Morgan Street

Address 2 MEW PLYMOUTH Postal address 2 NEVY PLYMOUTH

Address 3 Postal address 3

Address 4 Postal address 4

Address & Postal address &

Postal code | | Postal code | |
| Copy > | | < Copy |

Mail to greeting | | Geocode |:|

* In addition to the above addresses, each caregiver
also has two addresses and in all cases you can
indicate which of the two is Preferred”. Which one will Send reports to ‘Mail to whom' (above)  |Yes
be used when you design a document addressed to a
caregiver? It depends. Click on the 'More information’
button for a full description of the various possibilities | * More information |
and how the program works out which address to use.

Send invoices to 'Mail to whom' (above) |Yes

| Close |

Figure 77: A student’s alternative addresses

Each student can have both a mailing address and a physical address. For their TFEA survey, the
Ministry of Education regularly requires information relating to the student's physical address.
However, you might wish to use a different address as the student's main address.

At the bottom of the screen you can choose (for that student) whether you wish to use the postal
or physical address when generating eg. statements.

You can also tag the address for invoices and reports (as opposed to individual caregivers).

Invoice and/or Statement address setup
There are a range of choices in determining which caregiver's address will appear on an

Invoice or Statement.

A new option has been provided for Invoices and Statements to reflect whether they go to the
first or second caregiver who has their Invoices flag ticked. When setting up the document
you can choose “First financial = Yes” on one document and “Second financial = Yes” on a

second document.
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The first financial will go to the first caregiver who has their Invoices flag ticked and the

second financial will go to the second caregiver who has their Invoices flag ticked.

Caregivers | Financials |

Step 1 Select caregiver Fosm\ zip code
rst finandal = Yes] E thsial address 1

Caregiver 3
Caregiver 4 ths«al address 2
Caregiver 5 ﬁ
Caregiver 6 hysical address 3
thsial address 4
thslal address 5
First report = Yes Foma phane
Second financial = Yes
Wcrk phone
Postal address 2 Fan number
Fnstal address 3 F:ell phone
Pusial address 4 pther phone
Postal address 5 Email address

The address which will appear on these documents depends on several options:

Option 1:
On the student’s “Mailing Details” page, “Send invoices to “Mail to Whom” (above)” is set to
“YES”.
0 e Student: Aa A Year:14 Class: KOTUKU Room : GREY E«
Student's Physical Address  FPreferred® Student's Postal Address Prefermed *
{from Personal details) ® e

Mail to whom A

Address 1 add1 Postal address 1
] Pessonal detais dmt Address 2 gz Pastal address 2
g 'T:::.::‘:: Addvess 3 ada3 Postal address 3
] Medcal Address 4 Postal address 4
g :::::::'ls;drﬂ Address 5 Pastal address &
g :mma;.m Postal code | ] Postal code | |
(] Laaving detad dmt
g mmi-s.m [ Copy > ] [ < Copy ]

g Pastoral dnt Mail to greeting | ] Geocode :
flags.dmt

(0] FCFersanal detads.dmt
(] Defaul notes. dmt * In addition to the above addresses, each caregiver [[

Send imvoices to ‘Mail to whor' (above)
Send raports to Mail to whom' (above)

] pessonairotes.dmt also has two addressas and in all cases you can

1] ENROLPessonal detadz.c | | indicate which of the twa is Preferred. Which one will
be used when you design a document addressedto a
caregiver? It depends. Click on the 'Mare information’
button for a full descnption of the vanious possibilities | * More information ]
and how the program works out which address to use

| Close |

The program will look at the “Mailing Details” page only. If the preferred button is ticked to
physical or postal then this will be the address used. (Note: if the preferred button is set to
postal and there is no postal address then it will print blank, alerting the school to correct their
data). If neither Preferred button is ticked then the physical address will be used for the

Invoice or Statement.

Option 2:
On the student’s “Mailing Details” page “Send invoices to “Mail to Whom” (above)” is set to
“NO”.

= €1 Al Documenss |student AaA Year:14 Class: KOTUKU Room : GREY =
Student's Physical Address Preferred” Student's Postal Address ~ Prefered”
{from Personal details) "5 r
Mail to whom |A
Address 1 add1 Postal address 1
©MUSAC 2 %%"W *‘d:‘ ot Address 2 agd2 Postal address 2 64 of 531
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The program will look at the “Caregiver’'s” page to determine which address to use for the

Invoice or Statement.

A, Ab Form:12GL Year:12 Room:S12

Currently listed Rgh;:& Family name | A Home phone
A, Mrs Catherine ____[Mother | Firstname  Catherine A
Title Mrs Fax number
Relationship  Mother [=]t) Cell phone
Postal Address 1 Other contact
Address
) Address 2 Email address
@ Preferred LogonID
A
| ‘.Mtﬁ D:? Password E]
[ moveup [ mMoveDown | Mean? Languages B
Postal code) School -
l Select a New Caregiver for this Student l Eiaa 1 j
Physical Add 1 2 3
Add a New Caregiver BCkEa
[ l ) Preferred hedt 3 3
Notes Autocopy
address [ plo Parent
i REports ser Flag 2
Ocapat = Vobngrights v User Flag 3
fion :]B Emergency Userflag4
R Living with ¥ Userfiags
Other students with this caregiver Legal Guardian Userflags
(double-click to move to a sibling) Access rights v Userflag?
‘ | Save Changes

| Pt this Caregers Detais

If the caregiver’s preferred address is blank then the program will default to the student’s’

“Mailing Details” page and use the student’s physical address for the Invoice or Statement.

Option 3:
Invoices and Statements have been setup for the “Individual Caregivers (e.g. caregiver 1,

caregiver 2, caregiver 3, caregiver 4, caregiver 5, caregiver 6, caregiver 7, caregiver 8).

A Ab Form:12GL Year:12 Room:S12
Rightt-dlick.

Currently listed o dedate Family name A

Tite |Mrs

RE{: = | Mother E!L—] 65 of 531
[ oS! ]
IR Address 1
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Step 1 Select caregiver

Corcqver LD

Caregiver 3

Any documents set up for “Individual Caregivers” will display whatever Caregiver 4

Caregiver 5

address fields have been selected regardless of the caregiver’s preferred Caregiver 6

button or the student’s “Mailing Details” page.

Setting the preferred button on the “Mailing Details” page

1. On the student’s “Mailing Details” page click the “Grid mode” icon at

the bottom of the page:

2. Click on the column named “Mail to which” (Usually the very last

column)

Caregiver 7
Caregiver 8

Mail to which

3. Right- click on the header. Select “column data function” and fill the column with......”

=
=

Ascending Sort 4

Descending Sort »

Yes

Standard Sorts »

Yes

Fill this column with...

Apply Quick Fitter

Column data functions 17

4. Click on “your own number” and enter for “1” if the physical address is preferred or “0” if

the postal address is preferred and then click “Proceed”.

©MUSAC 2014

& Fill this column with... =x=

Column Type : Numeric

@ Your ownnumber 0|

A'calculated’ result

The contents of another column

@ Record zeroresults as ~ Zero Leave blank
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Register details

Each time you change certain items of information concerning each student the details of that

change are recorded in the register. The 'Register details' button allows you to view this

information, shown below.

= Register details for A'CANNAR, Martin

23/01/2008

<

Full time

07/02/2006

Mo entry

Date Vear | Form |Tutor | Status | Teacher Type |Started here  |Leavedate  |Che
15/11f2005 Pre-enrolme

26/01/2006 Full time

04/07/2006 9 SRD 0 RE No entry No entry
07/07/2006 3 9RD NRDK  Full time RE 07/02/2006  Noentry shir
02/01/2007 1] Full time Mo Teacher RE 2072008

02/02/2007 10 RLIS Full time RE 07/02/2006  Noentry Shir
02/02/2007 10 10WL  RLS Full time RE 07/02/2006  Noentry Bet
05/02/2007 10 10WL  PWLR  Full time RE 07/02/2006  Noentry Bet
20/02/2007 10 10MA  PWLR  Full time RE 07/02/2006  Noentry Shir
20/02/2007 10 10MA  PMAR  Full time RE 07/02/2006  Noentry shir
25/01/2008 0 10MA  PATK  Fulltme Mo Teacher RE 2/07/2006

Shir

K%

[ View Comment ] [ Print

J[_gose

J

Figure 78: Register details for the current student

These details are used in Classroom Manager when you elect to enter student data 'as at a certain

date’. You can then display those students who, for example, were in year 10 last year.

Ministry details

This button leads you to the relevant document which has its own section later in this chapter.

Enrolment details

The enrolment details screen displays a number of further details relating to the student's

enrolment.

Maori details

This screen allows you to record various details relating to a student's Maori background. (While
those details displayed above are probably not a ‘consistent set’ - they illustrate the nature of the
data which you can record.)
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MoE ethnicities 1 Macri

MoE ethnicities 2

MoE ethnicities 3

Iwi 1 Ngati Towharetoa
Iwi 2 Maoati Forou
Iwi 3

| Ministry Details 2

Figure 79: A student’s ‘Maori details’

Two other buttons allow you to proceed directly to the current student's medical and sensitive data

screens. A 'red light' beside either indicates that the current student has information in one or both
of these screens.

$ | Medical

Figure 80: A ‘Medic alert?’

If an address or telephone number is changed then the database is searched for others with the

original address. The screen below reports the findings and allows you to have others with the
same address or phone number changed at the same time.

| Student Manager address changes E@@
' Physical Address change

The address shown has been found on the following other students and/or caregivers
Phyzical address

16 CARGILL STREET
LEWIN

Select those which you wizh to automatically update with changes made

Type  Addess  Neme |
Student Physzical ABBOTT. COLIM GEOFFREY
Caregiver Phyzical Mr ABBOTT

Caregiver Pastal Mr ABBOTT
Caregiver Phyzical Mrz ABBOTT
Caregiver Pastal Mrz ABBOTT

Select &l l

Proceed Cancel

Figure 81: A changed address
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10.3 Caregivers (including Caregiver Utilities)

In Student Manager each student can have eight caregiver screens and they are all displayed on a
single screen, shown below.

This screen provides the basic 'urgent' information concerning the student's caregivers. To access
full details of each caregiver, click ‘Caregiver details’ for a new window, used to record full details
of each caregiver as shown below.

w| Caregivers for in Kelly Form: 10WA Year: 10 Tutor : 10WA
“ o . inKelly Form:10WA Year:10 Tutor: 10WA
Right-click - .
Currently listed bs delets Family name Home phone 35
T ot Worphane
cke  Father Title | Fax number
d Grandmother Relationship | Mother v E] Cell phone |
Postal Other contact
hatrEs Email address _| @wtra.co.nz
(¥ Preferred Logon ID r
What Does Password
‘Preferred’ E]
[ Mave Lp ] [ Move Down ] Mean? Languages | | v |
Postal code (0000 Schoaol i
Select a Mew Caregiver for this Student | assistance 1 |Remedial Read. b
Physical | »
l Add a Mew Caregiver l i 3 |
() Preferred
4 w
Motes Autocopy Flags E]
address Invoices + Solo Parent
changes Reparts + UserFlag 2
Voting rights « User Flag 3
Occupation | Care Worker - etnarie serTag
- Emergency Userflags
Warkplace s . v
Care Worker (Nursin b Living with : Userflags
Other students Care Worker (Nursing) = Legal Guardian ¥ Userflags
(double-dick to|Caregiver Access rights « Userflag?
arpenter
Carpet Layer
Carver l Save Changes l
Case Manager
Case Worker
casual worker w l Print this Caregiver's Details l

Figure 82: The caregiver data screen
Details relating to up to eight caregivers are listed for each student. As you arrive on the screen

the details relating to the first listed caregiver are displayed.

To view the details for a different caregiver, select that caregiver from the list in the top left. There
are many details and, as explained shortly, you can 'hide’ those details which you do not wish to
use.

Most of the details are self-explanatory. Several are connected to popup lists - eg. School
assistance.
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School 4 B
assistance
7 Board member A
P.T.A.Chairpsn
3 |Fund raising
Gala help
Fags [J 4[p.T.a.
Invoices Staff member
i Telephone appl
Reparts VWorking Bees
Voting rights | Chairman of Bd
Emergency  [Spt Managing bl

Figure 83: A caregiver’s school assistance

You can adjust the various possibilities for a popup by clicking on the button with three dots to the
right of the popup in question. The popup editing window will appear, via which you can both add
new entries and can change the order of appearance of existing entries.

Board member i
P.T.A.Chairpzsn

Fund raizing

Gala help

P.T.A

Staff rnember —
Telephone appl

Wworking Bees Ly
Chairman of Bd " |
Spt Managing

Spt Coaching v
baon Par.5/G
Fazifik a\whianau Ihzert
PTA

Computers
Bone Carving
Remedial Read.

M

Should the list of pozsibilities ]
far thiz popup be zarted?

Save ] [ Back

Figure 84: Editing the popup entries

You will notice that each caregiver can have two addresses — a Postal address and a Physical
address. When designing automatically addressed documents to caregivers (eg. statements /
invoices etc) you ask for their Address line 1, Address line 2 etc. Which of the possibilities (postal
or physical) will be retrieved and displayed on the document depends on which you select as their
‘preferred address’ on this screen.

A full, five screen explanation of this can be viewed by clicking on the ‘What does ‘Preferred’
mean?’ button between the two addresses.

Autocopy

address []

changes

Figure 85: The small check box...
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The small check box allows you to have changes to one address (physical or postal) automatically
copied to the other address.

You can also alter the order in which caregivers are displayed by using the ‘Move up' and ‘Move
down' buttons below the list of caregivers.

You can 'Select an existing caregiver' by clicking that button, and a list of existing caregivers will
be displayed from which you can make your selection.

Caregivers

Caregiver Address ~
ABBOTT, Mrz 16 CARGILL STREET, LEVIM
ABBOTT, Mr 16 CARGILL STREET, LEWIM
Abercrombie, Mrs Janet 14 Truscott grove, Lower Hutt, Wellingtan
ALDERTON, Mr 14 HADFIELD STREET. LEVIN
ALDERTOM, Mrs 14 HADFIELD STREET. LEWVIM
AMDREMW, Mr 54 RIMU STREET. LEWIM
AMOREW, Mrs 54 RIkU STREET, LEWIM
ARMSTROMNG, Mr 26 STRATHMORE AVENUE, LEVIN
ARMSTROMNG. Mrs 26 STRATHMORE AVENUE, LEVIN
ARMOLD, e B SOLwaAY STREET, LEVIM
ARMNALD, Mrs B SOLwaY STREET, LEVIM
ARMNOTT, Mr 7ROSS STREET, LEVIN
ARMNAOTT, Mis 7ROSS STREET. LEVIN
ARTZ, Mr KAl ROAD, LEVIN
ARTZ, Mrs Kawld ROAD, LEVIN

B&INERIDGE., Mr 35 FPARS0OMS AWENUE, LEVIN
BAINBRIDGE, Mis 36 PARSOMS AVENUE, LEVIN

B&RRA, b 12 5T AMMES STREET, LEVINM

B&RA, Mrs 12 5T AMMES STREET, LEVIN
BARRETT, Mr IS ELIZSBETH STREET, LEWIM
BARRETT, Mrs 35 ELIZABETH STREET, LEWIM
BARRETT, Mr 39 MARLBOROUGH STREET, LEWIN
BARRETT. Mrs 39 MARLBOROUGH STREET. LEWIM
BARRIE, Mr 1597 BATH STREET, LEVIM

BARRIE, Mz 1597 BATH STREET, LEVIM

BASSETT, hr F&IRFIELD ROAD, LEVIN 3

Figure 86: Selecting an existing caregiver

Caregivers are maintained in a separate file and each is 'attached' to one or more students. This
means that if you change the details on a particular caregiver, these changes will appear on the
same caregiver when viewed for a different student. However, all was well until we attached a
gentleman to a second student. It was one student's father, but was the uncle of the second
student so 'Relationship' had to change from student to student. Consequently, each time a
caregiver is added, a warning button appears.

smedit

Remember to select a relationship for this caregiver

Figure 87: Remember a relationship

Make your selection from the popup list of possibilities.
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Relationzhip
Postal Aunt
Address Erather
Cougin
F ather
Autocopy Grandmother
address [ Half zizter
b ather
changes s 2
Postal code |

Figure 88: The caregiver relationships

Currently listed caregivers

ARMSTROMG, Mr
ARMSTROMG, Mrs
BAIMBRIDGE. Mr

F ather
b ather

Family namme
First name
Title
Relationzhip

Poztal
Addrezs

Autocopy

|B&INBRIDGE

|h-1r

| Couzin

Grandmother
Half zizter
M_u:uther

Figure 89: A selected relationship

Each caregiver can also have various 'Flags' set. The first seven have been named, leaving the
second seven. A tick in 'Invoices’ or 'Reports' means that these caregivers will be included when

address labels are printed for invoices or reports.

Flags E] 4

=]

Invoices
Reports
Voting rights

Solo Parent
Iser Flag 2
« User Flag 3

Emergency
Living with
Legal Guardian
Access rights

Userflags
« Userflags
« Userflags
« Userflag?

Figure 90: The caregiver ‘flags’

At the bottom of the screen is ‘Access Caregiver Utilities’ for global utilities.

Caregiver Utilities

The utilities are each accessed via one of the tabs on the screen, shown below.

As suggested earlier you can have selected caregivers fields hidden. Make your selection from the

screen below.

©MUSAC 2014
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Global caregivers utilities

Hiding figlds | [refault details |

You may wish to hide one or more of the caregiver fields. Make that selection below,
You may return at any time to reinstate the hidden field(s).

M.B. Those which are ticked will be visible

Optional address details
Postal address line 4
Postal address line 5
Zip code
Physical address line 1
Physical address line 2
Physical address line 3
Physical address line 4

Physical address line 5

Caregiver notes

Other students with this
caregiver

& E EECECEEE

"]

& &

Optional contact details

Fax number
Cell phone
Other contact
Email address
Logon ID
Password

Optional assistance details

Schoal assistance 1
School assistance 2
School assistance 3
School assistance 4

& EE A

Figure 91: Hiding unrequired fields

Unconnected caregivers | Global editing of caregivers

As each new caregiver is created you can have the following details set by default.

You can specify default settings for the first three caregivers for each student. These settings will
automatically be applied when you enter the details for a new caregiver for a student.

Global caregivers utilities
Hiding fields |

Caregiver defaults

Unconnected caregivers | Global editing of caregivers |

The following default settings will apply to new caregivers when you dick on the ‘add a new caregiver' button

Caregiver 1

Title: Mrs

Relationship | Mother w

Flags Invoices « Solo Parent
Reparts « User Flag 2
Voting rights « User Flag 3
Emergency Userflag4
Living with « Userflags
Legal Guardian « Userflagh
Access rights & Userflag?

Caregiver 2

Title Mr

Relationship | Father

Flags Invaices
Reports
Voting rights
Emergency
Living with
Legal Guardian
Access rights

Save Defaults

Figure 92: The default settings for the first three caregivers

©MUSAC 2014

All others
Title
w Relationship | Emergency
¥ Solo Parent Flags Invoices
' User Flag 2 Reports
v User Flag 3 Voting rights
Userflag4 Emergency
' Userflags Living with
' Userflags Legal Guardian
v Userflag? Access rights

v

Solo Parent
User Flag 2
User Flag 3
« Userflag4
Userflags
Userflags
Userflag?
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If the last member of a family leaves then it is possible to have caregivers for whom there are no
students ‘left behind’. This process identifies such caregivers and allows you to remove them from
the database. The screen for this process is shown below.

Global caregivers utilities

Hiding fields | Default detail: || Unconnected caregivers | Global editing of caregivers

Unconnected caregivers

The following caregivers have been identified as not being assodated with any students,

AD -~
ALl
AS
BA
BIL
ER.
BU
CIF
cu
ou
ou
ESI

FO ehinfkathleen

Select All ] [ Delete Selected

Figure 93: The removal of unconnected caregivers

This process allows you to view and to edit information relating to all caregivers, on two screens.
On the first, the caregivers and their details are displayed in the table, where they may be edited.
If you make a change to one caregiver and the following caregiver had the same original data then
you will be continuously asked if you wish to apply the same change to the following caregiver.
This will carry on, down the column in question, until you reply ‘No’ to the suggested change.
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Global caregivers utilities

Hiding fields | Defaultdetail: | Unconnected caregivers |2 Global editing of caregivers |

Editing caregivers Editing caregivers' relationships and flags

Family name First name Title Postal address 1 |Postal address 2 | Postal address 3 | Postal address 4 |Postal address 5 | Zip code PF
sl E 4 Mr i ¥u Yokohama | awa JAPAN 1-
Fi k Ms treet ANUI %
il \ | Mr

R N I Miss itreet ANUI 1t
D i k Mr in Road \ ANLIT R
G F Mrs ‘en Road N R
M k g Mr ui Yick Ho i Wan Estate ! Wan HONG ¥ RI
N I Mrs

K 3 b Mr it Road ANUT 3t
8] 5 k Miss Avenue ANUL 4
K g Miss itreet ANUT 5
N ( Mr ia Road ANUL 2/
T R 1 Mrs ot Stree ANUL i
H | 1 Mr wt Stree’ ANUI 1<
D IRE ( Mr Road jachu Village ' ANUL 3
LL k Mrs 1 Road JTARA 7
\z K k Mrs

h{ I Mr 1ael Youn w2626 [ uilding o]
W 10 L P Miss Harrison ANUL Fii
Fl 4 Mr ro Street ANUL %
Pl F Mr Crescen’ ANUT A
Pl JFU 1 Mrs | Avenue ANUI 4
Bt ] Ms wa Streel ANUL i
R Ds I E Mrs Street ANUI 1
Ki BAKI 9 Mrs e ANUI 3
M [( Mrs

M 5 e Mrs Street wurrraANUT 3

Figure 94: The global editing of caregiver data

The second global editing screen, accessed via the second tab shown in the Figure above, allows
you to globally set flags for caregivers. Once again, the caregivers are listed on the table and all of
their flags are displayed. To change a flag setting click in the cell and the tick will be turned on or
off as appropriate. The screen for the global editing of caregiver flags is shown below.

s Caregivers for AHACROMBIT, JAMES JEREMY
Global caregivers uliliies
Hidegisids | Dofaut detale | Uncoreaced cowgees | Global edirg of owegeen |
Editing Editing and lngs
Casgvet Tomadern Tiroices | Fleposts | Vilng fight. Emergency Livng wih, Legdl guan | Accers i e Flag | Uret FL &
WrABBOTT AZBOTT, COLN GEOSFREY  Father Ho Mo as [ ar s Tae [ [
Mrs ABBOTT ABBOTT, COUN GEDFFREY Mother HNo No es L o e Yoo No Mo
nane AEB0TT, COUN GECFFREY  Lincle Ho Mo [ Ho o Mo Ho Mo
Wi ALDERTON ALDERTON, KELWH GEOFFRET Father He Mo " as ot Tas Ne [
M ALDERTON ALDERTON, KELVN GEOFFRET Mothar Ho Mo o o Yo Yoo He Mo
Mr ANDREW E Father No Ho Mo Tos Yo Yes No Mo
Wi ANDREW Mther [ Mg e es es Yes Ne [
M1 ARMSTRONG Fathes Hao Mo Ho e ves ‘Yea e Ho
Vs ARMS TRONG Aanabiorg, Jenviler Joan Moka Ho Mo o “as Vo Yes His Ho
Wi ARNOLD AANOLD. TRACEY 4NNE Fathes Ho Mo o e Tes Ve e Ho
LI ARNOLD. TRACEY ANNE Hother Ho No L] Yer ves Yes No L0
ARNOTT LEKGH HELEN Fathat Ho Mo " ar et Yae Ne [
ABNOTT LENGH HELEN Hothat No Mo Mo Ton o o to Mo
ARATZ, CHERIE MAl Father No Mo Ho Yo You Yoo He Mo
BT, CHERIE Mal [ He [ " Yus Yor Yae He [
BANERIDGE, GLENN RAYNAL Father Ha No Mo Yo Ve Yo N L
W BAINBRIDGE BAMBRIDGE. GLENN RAYNAL  Mokher N Mo L] Yor ou Yes No Ho
i BARA BARR. CHRAISTOPHER Father Hy Ho e He Tos e Yes Mo Ho
s BARR BARR. CHRETOR Mthey tio Mo e o es fes ea o Ho
Wi BERFETT BARRETT. MOMRLE Fathet Ha Mo Ver (™ oe Yae Yee He Mo
Wiz BARRETT BARRETT MOMOUE CATHRIN Wothat Ho Mo ae Mo oe s e Ho Ha
W BARRETT BARAETT, NICHOLAS OUVER  Father Hao Mo Yeu o Yo er Yes No Mo
Vs BARFETT BARRETT. NICHOLAS DLIVER  Musthwt He Ho e e ae Vo Yae He Mo
i BARFIE BARRIE NOEL LINDSAY Fathor te Mo roe Mo Vor ot Tae Ne [
Mrs BARRIE BARRUE NOEL LINOSAY Hotrar Ho Mo Yoo Ho Yo You Yoo e Mo
MrBASSETT BASSETT. LEIGHANNE Father No Mo Yes Ko Yo o Yea Ne Ho
MrBASSETT BASSETT, DISNMA JANE Fathes No Mo Ho Ko Mo No No No Ho
Mis BASSETT BASSETT, LEIGHANNE Hather No No Yea Mo en Ve Yea N Mo w
£ »
st

Figure 95: The global editing of caregiver flags

Process to move students to a single Caregiver, and Delete Duplicate Caregiver

This utility allows you to identify duplicate caregivers and move only the student(s) from the right
to the left hand caregiver. The duplicate caregiver can then be deleted. This will benefit: financial,
BOT elections, LMS etc.

NOTE: only the student moves. No caregiver details such as address or phone number will move.
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Search
Access this tab through any student’s > caregiver Details > Access Caregiver Utilities >
Identify Duplicate Caregivers.
Click "Search for Duplicates” button to display the duplicate caregiver list. Each Caregiver is
displayed with a unique ID in the list.

Fields
Caregiver and student details cannot be edited from this page.

Field Colours

Green: a perfect match between duplicate caregivers
Yellow: no match between duplicate caregivers
Grey: no data to display

Confirm as Valid
When two caregivers are displayed and are valid duplicates e.g. Mr Jo Jones and Mrs Jo Jones,
you can choose to click "Validate Caregiver". They do not appear on the duplicate list next time.
Transfer Students
If you have a perfect match between the two caregivers, but one has a student (appears on the
right hand side and not the left hand side) you can click "<<Transfer Students" which will move
the student only from the right to the left.
Once the student has been transferred you can click "Delete Right Hand Caregiver". This will
remove the duplicate caregiver. Now the deleted caregiver displays on the list with a line
through their name indicating they have been deleted.

Note: If you require information to be added to the other caregiver such as phone numbers etc,
note these down and these can be entered through the “Global editing of caregiver" tab.

Switching Caregiver Position
The earliest added caregiver is displayed automatically on the left hand side. If you choose to
keep the caregiver on the right hand side and not the left hand side, select the other caregiver
from the "duplicate list". This will then highlight their name in the list and position them on the
left hand side.

Three or More Caregivers
When there are more than two duplicate caregivers, the right hand side "CaregiverID" has a
dropdown for you to select another duplicate caregiver. This only rotates on the right hand
side.

Back - Exit Duplicate Caregivers
To exit the duplicate caregivers page you can click the "back™ button to return to the caregiver
utility screen.
When you re-enter this page and click "Search for Duplicates"”, the list is refreshed.

10.4 Medical details

Prior to designing this screen we consulted with the Ministry of Health to ensure that we were
offering all of the data that they might wish schools to have access to. You can now store details
relating to up to six medical problems, including whether or not medicine is held by the school and
a separate notes field for each problem.
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Medical details for PUMANAE, Ryan

Condition E

Accident Register

Degree Medicine held Detail T

‘.iSD (Austic Spectrum” ‘ |

Seamp e | A

‘ODD[OppositionaI ” ‘ |

| I

| L ]

| L ]

Mediical notes Doctor

flugmne tied. Phone 3¢ 1225 Address: 76

Dentist / Dental nurse

Hearing | |
Vision | |
Emergency contact
Speech | | Daa
Care -
Hom Details
Wor
Immunisation register Cerlificate shown Immunigation Complete
Hepatitiz B Tetanus Measles Diphtheria Fubella
Palio Pertussis Murnps HIE MeningococcalB Loco parentis approval
School event approval held on file
L it
AL Community card number 02546123020

Figure 96: The medical details screen

You also have open-ended medical notes and the three original categories : Hearing, Vision and

Speech.

If you click on either the ‘Doctor : Select’ or the ‘Dentist : Select’ buttons you will arrive at the
following screen.

©MUSAC 2014

= Medical provider selection @

Current medical providers

Addis

Akropd T
Alderson
Aldridge L
Allen
Amarasinghe M
Amer
Antunovich

Avondale Health Cent
Baird

Baker

Balmaoral O Centre

Barry Ramiji
Beckett D
Beer C
Beltowski
Bhakta
Bills L aniel
Bishop
Blaiklock.
Blockhouze B ay Med
Elyth
Batica

Select

Adams A~

Bowden b

Mame
Initials
Phone
Address

Motes

|B arclay

|s

|234 5678

|Balmoral Medical Centre

Simon will come to the school if necessary.

Add a new medical provider ‘

Save changes ‘

Delete selected provider ‘

Cancel ‘

Figure 97: The file of doctors and dentists
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Use this screen to record the various medical and dental practitioners used by the students from
your school. To attach a particular entry to a student select the entry from the list on the left and
click the 'Select’ button below.

You can enter notes relating to each practitioner and, if you click on the ‘Doctor : Notes’ or the
‘Dentist : Notes’ buttons on the main screen you will access their notes directly, as shown below.

Medical provider. notes

Notes relating to : 5 Barclay

Simon will come ko the school if necessany,

Saveandexit | [ Cancel

Figure 98: The doctor/dentist notes screen

At the top of the main screen (in 800 x 600 mode) there is a button to access the second screen of
medical details.

Immunisation register

Cerfificate shown [ Immunisation Complete [y

Hepatiis B [ Tetanus [y Measles [
Palia [ Fertussis [ Mumps !7
Diphtheria [~ Rubella [~ HIB

<

Cornment

Emergency contact

Wr BAINBRIDGE

Cousin Details
Home phane : 354 6543

Wark phone : 354 5566 i

Loco parentis approval ¥
School event approval held onfile  [¢
Community card number |123-456-?89

Figure 99: The second medical screen

This screen includes the immunisation record, the student's emergency contact details, and three
other fields relating to this student.

There is also a button which takes you to an 'Accident register' screen. This button takes you to

the ‘Osh’ module. The full version of the OSH module is available via Staff Manager. See the end
of this section for more information concerning the full range of features available.
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The features available via Student Manager for the current student, are:

e The ability to see a list of all incidents involving this student

e The ability to create an incident report and an accident investigation report for new
incidents involving the current student.

e The ability to print copies of these reports.

The Student Manager version of the OSH screen is shown below.

w. Occupational Safety and Health

Occupational Safety and Health [ 1 Website

Incident iepertz | Other DSH processes |

Incident reports Click in column headings o oot ascending / descendrg
Dt Time JLil Flace of wesk. | Hame o mpesd DOB Gendei

| Jobiis Stalus Tinatmert | Time dol | Shilt Time since aiii

<
[ Atdarowicien | Somchlorvodens [ | sower ][ viiarar ]

Figure 100: The ‘Incident list’ notes

This screen, empty above, displays all of the incidents relating to the current student. At the
bottom of the screen is a button labelled, ‘Add a new incident’. Clicking this button takes you to
the Incident Report, as follows.

©MUSAC 2014 79 of 531



Student Manager
MUSAC Classic 2014

Occupational Safety and Health O°%H Website

Incidert reports | Dther OSH processes |

Form of register or notification of circumstances of accident or serious harm

Fiequired for s=ction 25(1), (14), [1B), and (3)(b] of the Health and Safety in Employment Act 1992

For nan-injury accident, complete questions 1, 2,3, 9,10, 11,14 and 15 as applicable

1 Particulars of Employer, self-employed person or principal: (-

st autss This information s obtained from cm/sm configuiation
Business name
Postal address FO MNE To move ta
e another line in the
New Zoawi multiline entries (2.9.
Address) press
Telephone Nurnber : 5003 Cntr-Enter
2 The person reporting is - v

3 Location of place of work
g shed s, oo, et e
st et pamss, eali o o oRa
af sty shis o st )

4 Personal data of injured person

Name dess ITION
Residertial addiess [5 gy et
WAl
Date of Bith 24/06/1993 Gender Female v

5 Occupation or job title of injured person
foitgnns o salfeninkpd pemsans nl
Shudent

6 The injured person is |

7 Period of employment of injured person
s ol v

8 Treatment of injury -

9 Time and date of accident { serious harm

Time Date
Hours worked since anfval at work -
Savechanges || Delete thisincident |[ Printrepots ][ Investigationreport | Incident st

Figure 101: The ‘Accident’ notes

Enter the relevant information into the boxes on the green screen. As you enter boxes lower on
the screen, it will automatically scroll up to reveal the next set of information entry areas. You
can, alternatively, move up and down the form using the scroll bar at the right side of the screen.

NOTE: to enter the next line in a text box, you must use Ctrl-Enter - as described on the report

above.
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The full incident report form is shown below.

7 Period of employment of injured person
femphses anf

8 Treatment of injury v

9 Time and date of accident { serious harm

Time: Date:

Hours worked since: arrival at work
fempbes st selempted perscrns ool

Shift -

10 Mechanism of accident / serious harm \Whatis 'Sarious harm'?

~ OSH provide a document

which answers this question. If
you have Acrobat Reader

installed then you can view it

11 Agency of accident / serious harm

3

here.
13 Nature of injury / disease /o sl [ Fatal

[ fracture of spine [ bruising o crushing [ disease, musculoskeletoal spstem
[ other fracture [ foreign body (@ dlezzem,
[ dislacation [[bums [ disease. digestive system
[ sprain or strain [T nerves or spinal cord [ dissase. infectious or parasitic
[ head injury [ puncture waund [ disease, respirator system
[ intemal injury or trunk. [ poisoning or toxic effects [] disease. circulatom system
[ amputation, including eve [ ] multiple injuries T tumour (malignant or berign)
[ open waund [ damage o artificial sid ] mental disorder
[ superficial injury [ disease. renvous system

14 Where and how did the accident/ serious harm happen?

15 If notification is from an employer :

Hag an investigation been carried out? OYes @ Na
\was a significant hazard involved? Oves  @Na
[ Save changes H Delete this incident ][ Print reparts ” Investigation repart ” Incident list ]

Figure 102: The incident entry screen scrolled down

Alongside the nature of the harm questions is a red area ‘What is serious harm?’. OSH provides a
small booklet on this topic and a copy of this may be viewed, providing that you have Acrobat
Reader installed, by clicking on the ‘View document’ button.

It is important to emphasise the need to investigate all incidents to determine if there is a

significant hazard to be managed, irrespective of the outcome. Some no harm incidents identify
significant hazards. It assists the school in self managing its own health and safety. (Rob Scriven,
Service manager, Wellington/Kapiti region, OSH)

Buttons at the bottom of the incident report screen are:

1 Save changes

Once you have finished your changes, click this button to have them saved back to both the
database and the display grid. This will also return you to the list of incidents.

2 Delete this incident
You can delete an incident which you either entered in error or no longer require.

3 Print reports

This allows you to print the displayed entry. Both the incident report and its associated accident
investigation report will be printed.
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5 Incident list
This button returns you to the list of incidents.

4 Incident report

The student’s details are inserted into the OSH Accident investigation report (shown in part
below), again this will automatically scroll as you edit fields. This is completed in the same way as
the green incident report form — again, note press Ctrl-Enter to enter the next line in a text box as
described on the report in green.

Occupational Safety and Health O%H Website

Incident reports | Other OSH processes |

Making a difference!
Mame of orgarisation MB To move to anther line inthe

rnultiling entries (e.9. Address),
press Cntr-Enter

PARTICULARS OF ACCIDENT

; ; I E  Lillolur
Accident investigation -} Te 3 AR

Branch/Department tluriel Gym Club

Dt of ascident % 10/02/2008 Time %[11.35 am Dste ropetsd | 10/02/2008
Location ¢/ Inthe bays changing rooms

Mame  [Hary Porter Adshess

Age [18 Phone number |32 34567 3 pioguats Stest

Lenath of emplogment -  plart oo

Tpe ofnjy Lacorstiondeut | or Qther specity)

Inied pat of oy facial inres Rematks

DAMAGED PROPERTY

Propetty / Material damaged

There was quite an amount of damage caused to the surounding walls with all manner of stiange events ocouting

Mature of damage

Object substance inflicling damage

Unknown!

THE ACCIDENT

*Description  Desciibe what happened. Keep associated diagiam [essential for vehicular accidert] on file:

dAnalysis  what were the causes of the accident?
v v

[ Savechanges ][ Deletethisincident | [ Pintrepots | [ Incidentrepot [ Incident fist |

Figure 103: Viewing / entering an investigation report

The ‘Print reports’ button at the bottom of the incident report screen shows the printing screen,
with your two reports displayed ready for final checking and, if you wish, printing. Printing is done
via the small ‘printer’ button at the top of the print area. The other buttons allow you to enlarge
or reduce the display. A section of this screen is shown below.
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. Businesz name MUELC D ate 10001420045 Shift Afternoon
Print bath
Fostal address

Hours worked since arrival atwork
Taupa (em ployees or selfer plyed persors omly)

10 Mechanism of accident / serious harm

Representatives | Hazardmanagement | Incidentreports | Printing options | 05H Cantacts |
1z a |- &
Frint hazard "
lizt

Form of register or notification of circumstances of accident or serious harm

P”ﬁg;;ﬁ'ad Required forsection 25(1), (14}, (1B), and (3)(b) ofthe Healh and Safety in Employment Act 1992
For non-injury aceident, complete questions 1,2, 3,9, 10, 11, 14 and 15 as applicable

Print f.a‘efte‘j 1. Particulars of employer, self emplayed person or principal: 9 Timeand date of accident / sericus harm
IEE e thusiness nam e, postal address and telephone num ber) Time

Telephone num ber | |

11 Agency of acsident /serious harm

2 The parson reporting is ‘An employee |

|mobile plant ortransport |
3 Locstion of place of work

In the boondocks

12 Body pat | multiple locations |

13 Msture of injury {dissase (specify al) F atal

tshop, shed, amit nas., Aoor, buiding, street nos. and names,
locality/subach, or details of vehicle, shio or aieradt.)

4 Personal dataof injured person

Figure 104: A printed incident report

The equivalent screen for the printing of an investigation report is shown below.

Representatives | Hazard management | Incident reports | Printing options | 05H Contacts

22 a |- S

Print hazard 4 |
izt

DEPARTMENT OF
ILIAIBIOJUIR]
TETARI MAaK!

X kg« difference!
Pririt selected

Accident Investigation

it

incidents
Mame of organisation : MUELC Branch/Department : Chess club

Piint selected

investigations
PARTICULARS OF ACCIDENT
Date ofaccident Time Location Date reported
10/M01/2005 05 am Inthe boy's' locker room 10/401/2005
THE INJURED PERSON
Mame : Freddy Mercury Address ;14 John Street
Age:16 | Phone number: 123 4567 37 Woodfizld Grove

Lewin

Date ofaceident : 10/01/2005 oranganui
Length of employment - at plant: 4 Length of employment- on job : 2
Type of injury Injured part : Big toe rightfoot

Remarks : Painfull

DAMAGED PROPERTY

Propery / material damaged : Actually there was quite a | Mature of damage : Quite a bit afwaterlogging was experienced
lot Wi hen Jimmy kisked Freddy he slipped and created in the vicinity of the sink.

awhirlposlin the adjacentsink which caused all manner
ofstrange events to oceur.

Objectsubstance inflicting damage : Styrangely, nothing but
Jimmy's foot and some water

Figure 105: A printed investigation report

At the bottom of the accident investigation report you must have the form signed by the relevant
person.

Having entered a couple of incidents for James Jeremy Abacrombie, the ‘incidents list’ now appears
a follows. You can return to editing a particular incident by double-clicking on the relevant row of
the list.
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Occupational Safety and Health |C} H Website

Incident reports | Other 05H processes |

Incident reports Click in column headings to sort ascending # descending

Date Time Repstatus Flace of work. Mame of injured| DOB Gender Jabtitle
10:30:00 a.m.  08/02/20058 & principal Outside the T-block JAMES JEREM 28/02/139 M Student
24500 am.  11/02/2008 A principal In the darkroom JaMES JERERM 28/02/139! M Student

Figure 106: The bottom of the incident report

Should you click on the ‘Print reports’ button at the bottom of the screen while editing then the
screen will change to the print-viewing display, as shown below. Both of the two current reports
will be available for viewing / printing.

Occupational Safety and Health O%H Website

Incident reports | Other OSH processes |

ud vz ml Q|- S

DEPARTMENT OF
ILIAIBIOIUIR]
TE

TARIMAHI

Ilaking a difference! H H H

JlEmuss Accident Investigation

Hame of arganization : Hutt International Boys'
School

an

Branch/Department :

PARTICULARS OF ACCIDENT

Frirt both D ate of aceident Time Location Date reported
02/02/2006 10:30:00 a 21/02/2005
THE INJURED PERSON
Hame : JAMES JEREMY ABACROMBIE Address . 16 CARGILL STREET
Age 10 | Phone number : LEVIN
D ate of accident : 02/02/2005
Length of employment - at plant: Length of employment- on job
Type ofinjury Injured part :

Remarks @
DAMAGED PROPERTY
Fraperty f material damaged - Nature of damage :

Figure 107: The bottom of the incident report

On the left of this screen is a button labelled ‘Print both’. Should you click this button then you will
be returned to the main incident list screen from which you may select multiple reports.

At the bottom of this screen will be the now familiar buttons — apart from the first....

|
- Search for incidents G h Displan &l
Proceed to printing e ey earc izplay &

Figure 108: Buttons on lower screen

... which causes the selected incidents or investigations to be printed. These will be displayed back
on the printing screen, where they may be examined (using the magnifying glass!) prior to
printing.

As shown below, there are now more than one pages available an you may move backwards and
forwards through the printed pages using the arrow buttons pointed at below.
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Representatives |  Hazard management | Incidentreports | Printing options | 05H Contacts

Ho4 104 FH Q |- S

Print hazard
lizt
Farm of regi
Frint zelected
incidents

Feculed for secton

1. Parficulars oTemployer, s8It am ployed person of principal:

. usiness name, postr! pddress and tekephone num bed
Frint selected

8 e Healh and Satety v Employm e ntact 1992
Forwon-lufury accklent, compk® questons 1,2,3,9, 10, 11, 14 and 15 as applizabk

9 Tims and date o taceldent /verlous harm

irvestigations BErviless vame [ MUELC

Pozfladdmrss

Tarpo

Tekphore samber |

Tme [505am

pate [10012005 | sim [ arenoos |
Honr worked shoe anhal atwok II'
(e ployee s or sef-~employed persons on'y

10 Mechanlsm of aeeldent/ serlous harm

|sol vl OrTpEsENRE

Figure 109: The multiple display of printed reports

Finally, the OSH screen has a second tab which provides more information about the facilities
available through the full module in Staff Manager. This screen is shown below.

Occupational Safety and Health |o H Website

Incident reports |§ Other 0SH processes |

Other OSH processes

This utility is an extract fram the full 03H module contained in MUSAC's Staff Manager

In Staff Manager you can :

- Maintain a list of your OSH representative(s)

- hdaintain a list of identified hazards and the paolicies which you hawve putin place to mange them

- Access ALL incidents and accident investigations (involving students and staff members and

other employees)
- Search the full database for particular incidents [ investigations.
- Print selected incidents / investigations and lists of hazards

- Directly access alist of 05H offices and contacts

Contact MUSAC (or a MUSAC agent) for further information regarding Staff Manager

Figure 110: The other OSH facilities

10.5 Ministry of Education details

Note The Ministry of Education makes annual changes to this part of Student Manager, so
please refer to the Document Library section of our website for the latest changes and

guide for completing your Returns.
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MINISTRY OF EDUCATION
T Tihaiu 1 de Mitbeuranga
MOE year 11
Matl Student Index
e Fulltme Date of Birth 21/05/1 986
Date started any 0140171991
Type Regular student schoal
Full Tirne Date started here | D1/01/1991
Equivalent
Female
e — Shntial ol
Fa A ew Zealan
e e Special Ed. Hours
Zoning Status ||” zane | ORRS
Previous Adventure School Changes of schoal
school
CE{Ighood Attended KindwPlayvcentre etc iy AR
Education Ministry Details 2 |
Retum to Personal Details Ministry Details for Leavers |

Figure 111: The first MOE screen

The first has the usual range of Ministry information required for each student, and the second
contains ethnicity details as required by the Ministry.

MINISTEY OF EDUCATION _ .
Te Tibs b o be MBssianga Details for Jennifer Joan Armstrong

Maari Language |Leaming Te Reo separately = 3hrsiweek

Learning Index
Pacific Wedium hd

- Language
Pacific Medium

- Level 3 :
Ministry details 1 |

MoE ethnicity 1 |Mew Zealand Maori
Ministry Details for Leavers |

MoE ethnicity 2

LIS B Return to Personal Details |
i 1 MNoati Tara Tokanui

i 2 Haorouta

Iwi 3

Figure 112: The second MOE screen

Note: Some of these fields are repeated on other documents. That's been done for the sake of
simplicity. Wherever you enter details (eg. Ilwi) the data is stored back to its one spot in
the database and will appear thenceforth whenever you view that information.
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10.6 Options and Timetable

Students’ courses are determined by both the compulsory subjects which they take and the option
classes which they select.

Compulsory subjects, generally referred to as 'Core' (because some compulsory subjects
(eg.English) are frequently taken as options), are those taken by all students in a particular
horizontal class eg. a form class.

Options are those subject/teacher combinations selected from lines of such classes within a set of
lines - An option set. Some schools rotate options and students may move between more than one
set during a particular year. At any one time during the year one particular set of options will be
'Active’.

Students option choices are displayed on their 'Options’' document, an example of which is shown
below.

Options for Jenny Armstrong

Line Option
11 Tk Probability of Returming

T1MUDA
11 MANL
T1MDFPA
T1GEGP
T1ACHG

C o=l | e = s s m = o=

BEdit options

‘ew option sets |

“Wew timetable |

Figure 113: The student’s options document

To access the editing screen click 'Edit options’ for the following screen.
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Student : Armstrong. Jennifer Joan Year: 11
Selected option set |This year's options [attached to column set 1] ﬂ ‘ear: |2DD3 ﬂ
Student's current options Select options from : Student's core subjects
Line | Option Pin | Markbook ~ Previous - Mext Subject Markbook
1 TITY_ Wik 11T 2003 11PE_ 11PE 2003
T1MU_DA 1181 2003 Key | Option Ma.| Markbook A
3 1IMa_NU 11 2003 A
4 | 1IMD_PA 11MD 2003 B
5 |11GE_GP 11GE 2003 .
E | 11AC_HG 114C 2003 D
7 E
g F
g G
10 H
11 |
12 J
13 K
14 [E
15 M
18 M
17 ]
18 P
19 2]
20 i
21 3
2 T |
23 u
24 W P -
W Tink change natification

25 w
To view clazz members right-click " \ .
‘ Fecount ey et g iy it Wiew all of student's option sets

Figure 114: The options data entry screen

Fir all Save changes

There are three lists on this screen. The left displays the student's current options. The centre list
displays the various option classes in the currently selected option line, and the right displays the
current student’s 'Core’ classes.

To change or select options click in the first list, in the row corresponding to the option line for
which you wish to make a selection. The various option classes available in that line will be
displayed in the centre list. Click on the required option from this list and it will be attached to the
student in the selected line (row).

Forrn 4 Form 5 - Farm &

Key | Option Mo.| Markbook ~
A | TIMA HP 9 11M4 2002
B | 11EG PE E 11EG 2002
C 11w Pa 3 17w 2003
O |[11EG RT E 11EG 2003
E [11GE FT 9 11GE 2003
F [11H MO 5 11HI 2003
G| 11w DY 12 11hd'wf 2003
H [115C DM 24 115C 2003
| | 114 Ra 21 1WA 2003
JOTITY Wik g 11Ty 2003
k114 BT 10 11ka 2003
L
K

Figure 115: The available options

The centre list also displays the number of students who are currently attached to each option and
the name of the electronic markbook (if any) associated with the subject. By default, when you
click on a row, the options available AT THE LEVEL OF THE STUDENT will be displayed. (In the
example above the student is in Year 11, so the year 11 options are displayed.)
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To move to a different year's options (eg. if our student is taking a year 12 option in a particular
line) then you can display the required set of options using the navigation buttons at the top of the
centre column.

A faster way to allocate options to students is to type the number corresponding to the required
option line, followed by the letter corresponding to the required option. Thus you can enter a range
of options for a student by typingeg. 1 B2 G 3 C 4 A etc

The left list also displays whether or not each option is pinned thus causing the entries to be NOT
altered when automatic option allocation is performed using MUSAC’s Timetable Assistant

software.

This table also displays the markbooks of which our student is a member.

Student's current oplions

Line | Option Pir | Markbook, ”

1 MTY WK« 11Ty 2003
2 1MuU_0A & 11WU 2003
3 [ 11ka_NU « 114 2003
4 [ 11MD_Pa «  11MD 2003
5 [ MGE_GP «  11GE 2003
E | 11AC_HG «  11AC 2003
7

Figure 116: Pinned options and their markbooks

At the bottom right of the screen is a button which will cause a printout of a student’s changed
options to be generated.

Returning to the centre list : If you click on the number of students taking a particular option then
their names will be displayed, as shown below.
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Members of 11w DV

Campbell, Duane
Dellabarca, Jarrod
Eder. Samzon
Hannah, Carey

t auchline, Karl
Permy. Craig

Reid, Adrian
Ruobinzon, Brendon
Suttar, Brent
Tait, Terance
Tupara, Mathan
Wioodley, Darren

Exit |

Figure 117: The members of an option class

From the main options screen click ‘Display option sets'.

| Options for Armstrong, Jennifer Joan
Student : Armstrong. Jennifer Joan Option sets for IEEIEIE vl

Line | Set1 2003 Set 2 2003 Core 2003 ~
Thiz year's options Unconnected ! Compulzories T

B, 11T, T Wk 11FE

B T1UOA T1MUDA

C T1MANL T1MANL

N T1MDPA T1MDPA

E TGEGP T1GEGP

F T1ACHG T1ACHG

W

=

T

Figure 118: The historical record

All of the current student’s option sets for the current year are displayed. Select 'All years' and
view lists of all of the options ever taken by this student.

Finally, the third button allows you to view the current student’s current timetable.

If you have not previously visited this screen, you will need to click on the small button at the top
to 'Select' for the following window to display.
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Timetable selection details

Default settings for timetable display and printing

Year 2003 [

Option set |This year's optiohs ﬂ

The zelected aptioh et iz linked to optiok
columnn et number &

Timetable path ||:|:"-.T TEY

Timetable ITEACHERS 544 +|

Farrnat |3 lines per cell ﬂ

Teacher name (3 lines i~ Code f+ Full name from timetable

per cell only]

The numbers of days and periods are determined £ E :-ut """""""
fromn the definition of the selected timetable

Figure 119: Connecting to a timetable

Select the year, option set, the timetable path (to our Timetable software), the timetable version
currently in operation, and the display format which you wish to view. You have a choice of three
display formats - one, two or three lines per cell, and you can also have either the teacher's name
or code displayed.

Once you have successfully made your selections, the student's timetable will be displayed, a
partial example of which is shown below.
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Student : Leighanne Bassett

Yeal

Select Year: 2003 Option set @ 1 - This year's options
MON TUE WED
FE 55 Ee
Periad 1 RETERE M THRUPP hi FITTUCK M
BV 8 T4
sC EG BAI
Period 2 RILEY K PITTUCK b CLARKE M
z T4 TS5
Bl hAhA 58
Feriod 3 CLARKE M CLARKE M THRURF M
TS TS g
58 2 5C
Period 4 THRUPP b KN L RILEY K
5 At :

Using the Print button at the top of the screen you can print individual or multiple students’

Figure 120: A student’s timetable

timetables. These are also available via the ‘List printing’ routine.

10.7 Financial transactions

The financial document appears as shown below. The first few of the student’s financial
transactions are shown, along with his or her current total debt. To access the finer details of the

transaction history, and to create or manage transactions, click on the 'Adjust transactions' button
at the top of the screen.
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Armstrong, Jennifer Joan |
Year: 11 Form 11RA Group VF1 Adjust transactions Student's details
Total outstanding debt : $0.00
Date Inv/Rept Detail Db Amnt | Cr Amnt | Balance | G.5.T. | St
1504200 | Counter Locker Key 5.00 =
1504200: | Counter Uniform 116.70 1297 |7
A504200: | Counter Rugby Junior 15.00 167 [
1504200 | Counter Ho ey 60,00 &7 |V
1504200 | Counter Shakespeare Festival 19.00 21 |
15044200 | Mot issued | Payment received 215.70 pch= )
< Back Mext =

Figure 121: A student’s financial details document

This will move you through to the student's financial area described in full (refer ‘Financial’). An
example of the screen involved is shown below.

Student Manager financial transactions

Edit Links Wiew Options Automatic payments Practice area

Student : ARMSTRONG. JENNIFER JOAN Year:11 Form: Group:
Date Invoice/Receipt | Detail [Click in headings to so) Db Amount)  Cr Amount Balance G.5.T. |5t Ledger Methad
15/04/2003  Counter Lacker Key 5.00 086 Y
15/04/2003  Counter Uniiform 11670 1297 7
15/04/2003  Counter Rugby Jurior 15.00 167 Y
15/04/2003  Counter Hockey £0.00 EES Y
15/04/2003  Counter Shakespeare Festival 19.00 2171
15/04/2003 Mot izzued Paprent received 21570 2398 A 1 Cheque

Figure 122: The financial transactions data entry screen

The second button at the top of the screen, ‘Student’s details’, displays a summary of the current
debt position of the student, as shown below.
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M Financial details.dmt

ABACROMBIE, JIMMY

Financial details for JIMMY ABACROMEIE

Current debt totals

Current total debt 14560
Current manth S §120.00
Cutstanding one month - § 4560
Cutstanding two months S 0.00
Cutstanding three months 000
Cutstanding four months - 0.00

Clutstanding rmore than four months © $ 0.00

Bank Account

Pays by autopayment

123-456-7630

Returmn ta Financial Details

Figure 123: The student’s current debt

10.8 Pastoral transactions

This document displays the current student’s pastoral transactions, as shown below.

M Pastoral.dmt  ABACROMBIE, JIMMY

Student : JIMMY ABACROMBIE Year:4 Class:9HG Room :long
Date Tchr Type Details Action Pts
B/06/2004 cL Offence Unsgafe Play Time Out
8/06/2004 Bl Dffence Garnbling Step 1
9/06/2004 MU Dffence Stealing Step 2

Figure 124: The ‘Pastoral’ document

Pastoral transactions cannot be edited via this screen. This can only be done via the Pastoral
utility, accessed from the main menu screen. At the bottom of the screen, not visible above, is a
button allowing you to filter the displayed transactions. The filter screen follows.
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. Pastoral filter E@I El

View Offences v
Yiew Merits [
Yiew Supports v

which occured betwesn

01/ /2004
11 3/06/2004

Proceed ‘ Cancel

and

Figure 125: Filtering pastoral transactions

10.9 Attendance details

The attendance summary screen is as shown below.

H Attendance details.dmt ABACROMBIE, JIMMY

Attendance details for JIMMY ABACROMBIE
Term 1 Term 2 Term 3 Term 4
Q&0 R0 W00 05/04 ML WK 0507 04/10
T2001 FRSOG0 |HoRO 12004 e ook 127 1110
19071 FHE 00 19/04 3K 00 1907 18/M0
2601 X000 o0 26/04 3O [0t 26/07 25010
D202 R0 | HALAL 03005 300 AR 0208 01711
002 RSO0 MR TONOG MO0 | asma a1
1602 MK 00 TTI06 Wl | AR 16/08 15/11
2302 MoK i 24005 W [HO0 23/08 22111
01003 RSO0 M0 05 R MO0 3008 28011
OBI03 FROO00 MO0 OFI06 C3ad | 0Emg 0EM2
1503 MK oo 14/06 13/08 13/12
2203 ccece |ceoce 2106 2009 2012
20003 ceccoe |ceoec 28106 27009 2z
Halfdays Term1:4 Term 2:4 Term 3:0 Term 4 :0 Year: 9
Curent year summary details | Atendance audit trail details J

Figure 126: The student’s attendance screen

The screen above displays the student’s current attendance data. If you have MUSAC Absences
this screen is not editable, otherwise you can enter student attendance directly. If you do have
MUSAC Absences, this is where the data is maintained.

This lists, for each term, the weeks (Monday dates), the school's calendar days open, and the
student's attendance pattern.
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If a student leaves during the year, this will be shown, and if the student later returns during the
year then this, too, will be displayed.

10.10 Renamable categories

These are fields attached to popup files which you can modify (apart from the first - Ethnicities -
where the entries are specified by the Ministry of Education).

Renamable categories for : Jimmy Abacrombie

MoE ethnicities 1 Other groups Mew Zealand Maori

Religious Affin 1 Methodist
MeaslesMumps

Immunizations 1
Old ethnicities 1 Malay

Categaory 51

Categaory 6 1
Excursion 24/8s 1 Library

Categaory 81

Category 91

Daughter of 0.G1
Category 111

Categary 121
Sports 1

Athletics

Configure renamablas l Page 2 !

Figure 127: Renameable categories — Page 1

The bottom right button takes you to page two, which has a similar button to return you to this
page.

You can alter the contents of the categories directly from this screen. Click on 'Configure
renameables' to take you to the screen below.
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Use this process to rearrange your renameable categories
You can : a) adjust which page each categom appears

b link the categories to the popup files of your choice.

] dizplay up to four columns for each categom

d] adjust the entries within certain of the popup files

Title Attached Popup Shown columns
Mok ethricities 1 | MoE ethricities 4
1 Special Type 4
1 SUMMER SPORTS 4
1 INTERMET USER 4
MERIT 351 MERIT 99 4
1 kit Cert34 4
1 kit Awmards 2001 Ct 4 A
ket 2000 1 kAt 2000 4
terit tuward 2001 1 Mernit Award 2001 4 e
2007 Merit Cert 1 2007 Merit Cert 4 N
2007 Merit Badge 1 2007 Merit Badge 4
Prefect 1 Prefect 4
1 kit Cert 96 4
FPage Break.
1 WIMTER SPORTS 4
1 0ld ethricities 4
1 et 99 4
1 4
1 4
1 4
1 4
1 4
1 4
1 4
1 4
1 4
1 4
Save changes Popup maintenance

Figure 128: Adjusting the renameable categories

This screen lists all twenty six categories, with a page break in the middle.
If you click in the centre column then a list of all available popup files is displayed. This allows you

to attach any popup file to any of your categories. For example if you required more than four
entries for a particular category then you could attach the same popup to a second row.
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Title Altached Popup Shown columng
MoE ethnicities 1 MoE ethhicities 4
Religioug Affln 1 Religious Affln 4
Immurizations 1 Immurnizations 4
01d ethnicities 1 01d ethnicities 4
Categom 51 4
Categom £ 1 4
Excursion 2481 ’m 4
Categomy 21 w A
Categomy 91 Daughter of 0.G
Daughter of 0.G 1 Sports
Catego 111 Gender -
Mationality
Categor 121 Language
Sporte 1 School
Page Break Form nest vear
Casgop 141 |20t
Categom 151 Haok fee
Category 161 Yes/Mo
Categom 171 Cualification
Categom 121 ] M
Categom 191 4
Categom 201 4
Cateqory 211 4

Figure 129: Attaching a category to a popup

Note: If you have connected popup data to students in a particular category then you alter the
popup to which the category is connected then you could no longer select it from the
popup list.

By changing the number in the right hand column you can reduce (but cannot increase) the
number of entries against this category on the main documents.

Finally, having selected a particular row, you can rearrange the order in which it appears and can
even move it across the page break. In the example below I've moved the category 'Excursion
24/8s 1' category to the top of the second page.

Title Altached Popup Shown columns
Mok ethnicities 1 Mok ethricities 4
Religious Affln 1 Fieligious Affln 4
Irmmunizations 1 Immunizations 4
Old ethnicities 1 0ld ethnicities 4
Categomy 51 4
Categomny 61 4
Categomy 8 1 4 T
4
4
4
4
4

Category 31
Daughterof 0.G 1 Daughter of 0.G
Categomn 111

Categomy 121

Sportz 1 Sparts

Fage Break
Ewxcursion 24/8z 1

Category 141
r=bannom 161 A

Figure 130: Adjusting the display order

Eo R O

If you wish to edit the contents of a particular popup then click on the button at the bottom of the
screen which takes you to the popup configuration utility.

Note: Not all popups may be edited. For example, MOE Ethnicities are specified by the Ministry of
Education and will not be available for modification.
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Axailable popup listz Hobbies
2007 Merit Badge Acting

2007 Merit Cert Aot —a
Current Career |deaz mshrlu:u?u:umy
Dreztination EHCE

Ewtra Curr Activities Brass Band
EXTRA CURRICULAR Carmping

First Language Caring for animals
Foreign Language Camputers
INTERMET LISER Fitness

b aor Language Lring [ndex — | Music

mggl?ﬁﬂﬂ Phatography
Merit Award 2001 Playing in Band
Mrt 2000 Sports _
PArt Bawards 2001 Crd Stamp Collecting
kdrt Ceert 96 Tramping

kit Cert34 viden

MZ0A address choice il

Should the list of pozsibilities for thiz popup be sorted? v

Create a new popup ligt

Save E uit

Return to renamables configuration

Figure 131: Adjusting popup entries

10.11 School-defined fields

|hizert

Bike stand no.
Title 2

Title 5

Title 6

Title 9

Title 10

Fathers Wark
Mothers work
Title 14
Title 16

Title 15
Title 15
Other siblings

Title 20
Title 21

1253

School defined entries for Jenny Armstrong

Fees ©1 B0

Title 4

Title 7

Title 8

Title 11

Title 12

Jessica Mary in 11HG

Title 22

Title 23

Check on the use of these fields

Figure 132: The ‘User-defined’ fields

You can now click on the button at the bottom of the screen, and arrive at the following screen.
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& Check on the allocation and use of School-defined fields

Columns
Select a column title to view data
Title Na
Bike stand no. 24
Title 2 0
Feesz '31 1
Title 4 0
Tile 5 1]
Tile B 0
Title 7 0
Tile 8 0
Title 3 0
Title 10 1]
Title 11 0
Tite 12 0
Fathers Wwork 1]
0
1]
0
4
0
1
1]
0
1]
0

Student [Data

Mothers work
Title 14
Title 16
Tite 15
Title 18
Other siblings
Title 20
Title 21
Tithe 22
Title 23

_ G

Figure 133: Checking the use of a field

This screen lists the fields and the numbers of students who currently have entries in them. Click
on one of the numbers in the second column and the names of the students concerned are
displayed on the right hand side, as shown below.

wi| Check on the allocation and use of School-defined fields

Columns sy

Select a column fitle to view data Bike stand no.

Title [MNo. Student Data A
Bike stand no. Ahbacrombie, Jimmy 1258 il
Title 2 ] Abbott, Kelvin 1243

Fees 31 1 Alderton, Kelvin 1245

Title 4 0 Andrew, Michael 1257

Title & 1] Armnstrang, Jenny 1253

Title & u] Amald, Tracey 1276

Title ¥ 0 Armstrong, Leigh 1265

Title & a Artz, Cherie 1249

Title 3 1] Bainbridge, Glenn 1238

Title 100 1] Barr, Chrigtopher 12RE

Title 11 0 Barrett, Mohigue 1235 =
Tte12 u] Barrett, Hichaolas 1276

Fathers ‘work a Barrie, Noel 1288

tothers work. 1] Bassett, Leighanne 1277

Title 14 0 Bazzett, Dianna 1275

Title 16 0 Batchelar, Scott 1273

Title 15 4 Batt, Suzanne 1271

Title 12 ] Bayne, Luke 1272

Other ziblings 1 Beets, dndrew 1279

Title 20 0 Bennet, Shane 1245

Title 21 1] Bentley, Andrew 1248 =
Title 22 0 Bigrell, Gregory 1247

Title 22 1] Bird, Jennifer 1248 e

Figure 134: Students with entries in a field

You can print this list by clicking on the relevant button at the bottom of the screen.

To alter a field's title, select it from the left hand column and you will be able to edit it. (Press the
space bar to begin the editing process).
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Remember too, as the message says, that you can add you own fields to this and other documents
via the editing process.

10.12 Photo album

Classroom Manager introduced the ability to save against a student more than one multi-media
object — a picture, a sound byte or a video clip etc.

Student Manager makes use of this ability to allow you to store multiple photographs of each
student and provides some ‘Photo album’ documents to allow you to do this.

An example of one of the albums is shown below.

Photo album for Jenny Armstrong

Year Year 2 Year 3

Years

Figure 135: The Years 1 to 6 photo album

To connect a photograph, right click in the empty (or full) photo area. The following capture
window will appear.
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% Media Form

- Pick an existing image -

Browsze Dizgk for Picture

- Capture new image ——

Capture Picture

1 ll
' '
Ll 1
] ]
1 1
' '
Ll 1
Ll 1
' '
Ll 1
Ll 1
Ll 1
Selact Source ] '
'

Ll 1
1 1
' '
] 1
Ll 1
1 1
' '
Ll 1
Ll l
' '
Ll 1
1 1

—Image Clipboard -
Copy ’ Pazte ]

—Image Tools -

Effects l Undo ]

. Eou:ur_n 1.IZIEI% .
17— —

Crop & Save the Picture

Figure 136: The image capture screen

If the image is to be captured from an external source (eg. a video camera) then Select the Source
and Capture the Picture.

If the picture you require is already available then simply click on '‘Browse disk for picture'. The
'File open' dialogue, shown below, will appear....

Open A File
Loak jr: ]E} media :-] - £ Ea-
F
Y n
i4.ipg i5.dpg if.jpg v

File name: | v Enable Preview
Files of bype: i,é-.ll Files | Cancel
Eile Infa

¥ Load Fotated Progressive Passes: Page Hao.:

[ Load Compressed iMeaningfuanl}l _vj ;1

Figure 137: Selection of an image

... via which you may identify the required photograph. Select it and you will move back up a
window, this time with the required picture available from editing.
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Pick an existing image

Browse Disk for Picture l

Capture new image

Capture Picture
Select Source

— Image Chpboard

Copy ] Fazte ]
— Image Tools -
Effects | Undo l

Figure 138: Adjustment of the size

Use the Zoom control to adjust the size of the picture and then centre the frame over the portion

to be cropped as shown above. Once you are satisfied, click the '‘Crop and save’

picture will be displayed in all its radiant beauty.

You can also capture handwriting examples, artwork, video clips etc.
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10.13 Notes

Figure 139: A handwriting sample

The main relevant document is '‘Default Notes.dmt', shown below.
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All Dacurments

Default notes for Fas “e . & of Form 10J0

[This is where you can record an unlimited amount of notes on a student

0nial details. drt
=givers. dmt

dic:al. dnt

shcial.drt

istry details. dmt

o albur 1-6.dmt
orical a.dmt

sitivve. dmk

ndance details.dmt
etable.dmt

C Perzonal details.dm
1amables 1.dmt
ramables 2.dmt
toral.dmt

zonal details 2. dmt
i details drot
zonal detailsEP. drt
zonal detailsES. dmt
alment details. dmt
wving details.dmt
ault notes.dmt

Personal details | | Create a new notes file of your own

Figure 140: The ‘Notes’ document

The default notes are not pass-worded. The notes are, however, encrypted in the database so that
they cannot be deciphered by those without proper access to the notes.

Personal notes creation

Step 1 Provide a short name Far your nates file

|F||:|r_l,l

Step 2 Specily the password you will use to access these notes

HEERHH

Step 3 Re-enter the same password for confirmation

xxxxxa1

Step 4

Froceed

|dpaon creation, a new caolumn will be created to hold pour notes, and a
document will be created under the zame name as vour notes file and
thiz document will be added to your document selection.

Figure 141: Creating a set of personal notes

However, to have your own personal password-protected set of notes click on the button at the
right hand bottom of the screen. The following screen will appear.
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Personal notes creation

Step 1  Provide a short name for pour nates file

|HI:IT_'.-'

Step 2 Specify the password you will uze to access these notes

HEREEN

Step 3 Re-enter the same password for confirnation

xxxxx:1

Step 4

Froceed

|Jpon creation, a new calumn will be created to hold your notes, and a
document will be created under the zame name az your notez file and
thiz document will be added to your document zelection.

Figure 142: The specification is complete

Give your notes a name by which you will recognise it and enter a password twice. When you
proceed you will be returned to the main screen where you will find that a new document has been
created for you - named according to your set of notes.

==y - e

Fenamables 1.dmt Harme

Fenamables 2.dmt
5 chool-defined. drt Studet

=] Fory.dmt
C Ward

Figure 143: The new document appears in the menu

Select this document and you will be asked for the password.

mi, Password entry IZ| |E| El

Please enter the password to wiew

Cancel Proceed

Figure 144: The password request

Enter the password and you will be able to type in your notes.
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Rory for Jennifer Joan Armstrong of Form 11RA

Moy | can enter private notes which will he encrypted

Figure 145: The entry of personal notes

Your correctly entered your password is remembered during your current session using the
program. The next and subsequent times you visit your notes page you will be asked for your

password. Previous to entering it you will be able to see that there are notes but they will be
somewhat difficult to read!

Rory for Jennifer Joan Armstrong of Form 11RA

w~Jp-aAmLKAD 6 0K[0, &9 0di. b<~i-%4ubE ) )
»y&aPDWA?IU Y di{ZpbKTO-+0mPKi?a, MPQé'éaqi20=ry{IQalzAyA
y~OHe" "BuxGO &Sy 004" "+8,UQz"6uil]a( a|V]iIFGA|CI6R’

= Password entry EI@FE

Flease enter the password to view

Cancel Proceed

Figure 146: The view prior to entering a password

10.14 Alumni details

The following screen allows you to record details relating to ex-pupils and their details concerning
the current school reunion

©MUSAC 2014 106 of 531



Student Manager
MUSAC Classic 2014

B Alumni details.dmt  ABACROMBIE, JIMMY

©MUSAC 2014

#™ Alumni details
Student : JAMES JEREMY ABACROMEIE

Address

Details
confirmed

Horne phone

Personal
phone

Email

Comment

MN.B. You
may add
your own
new fields
to this
docurnent

Last known address details

Year: 3 Form:9HG Group : long

Martied narne |

16 CARGILL STREET

LEWIM

|m3 357 TTEG

|021 123 4567

|jimjam@hotmail.wm

Reunion
notes

Partner's name

| Partner attending

Qualifications |EI.Sc.

Place of wark |H0rt. Research

|Jennv

Reunion details

| Registration date 09/06/2004
| Registratian number 13
‘fes

07062004 Rangto askif partner could
attend reunion

Figure 147: The 'Alumni' details document
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11 Adding a New Student

There are several steps which you can take to automate the process of adding a new student; the
setting of default data, and the nomination of a small selection of documents. You can, of course
design your own data entry document to meet those needs peculiar to your school.

11.1 Adding a New Student

To add a new student to your database, click on the 'Add student’ button at the top of the main

screen.

The following window will appear.

New Student

B azic details

|Midd|e Earth School  |w |

Family name

First names

Preferred name

|
|
|
Date of birth |
|
|
|

Gender Female

Ethnicity (el | 3

Status vl
(=) £

Year \Year 8 v/

Form | |

Tutor |

Enrolment number | |
National student no. |

‘ L% Default data ‘ L@ Default docurments |

Once the family name has been entered,
other students with the same family name
will be listed below.

If you wish to duplicate selected details
then select a name from the list.

Selected sibling :

Select an Unlisted Student

Figure 148: The ‘New student’ screen

There are only seven items of information which are essential before a student can be added to
the file. These are grouped together in the first section of the window.

If the new student has the same family name as an existing student already in the database then,
once you have entered the family name matching students will be listed in a box on the right hand
side of the screen. Only one match was found for Abbott, as shown below.
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Essential details for |Greymauth High Sch = |

Family name
First narnes
Preferred name
D ate of Birth

Gender

Figure 149: The recognition of other students with the same family name

|.f3.I:|I:|ntt

Once the family name has been entered,
other students with the same family
name will be listed below.

If you wish to duplicate selected details

then select a name from the list.

Year: 8

|Female

ABBOTT, COLIMN GEQFFREY
D ate of birth : 134091997

If you wish to duplicate the caregiver and address details of one of the existing students then
select that student from the right hand list, as shown below.

If you wish to duplicate selected details
then select a name from the list.

ABACROMBIE ., JIMMY -~
ABBOTT, KELVIN

ALDERTOM, KELWIN

ANDREW, MICHAEL

Armztrong, Jenny

ARMOLD, TRACEY

ARMOTT, LEIGH

ARTZ, CHERIE

BAIMBRIDGE, GLEMM

BARR, CHRISTOPHER

BARRETT, MONIGUE

BARRETT, MICHOLAS

BARRIE, MOEL

BASSETT, DIAMMA,

BASSETT. LEIGHARMNE L

Selected zibling : ABEOTT, COLIM
REMEEREY

Select an unlizted student

Figure 150: Selection of an unlisted student

Fill in the rest of the essential details.

A trick or two are necessary to do this without using the mouse;

e Gender, just press the 'M' or the 'F' key.
e Ethnicity - to select New Zealand Maori, just type the letter NEW and press <Enter>. To

select NZ European, just type ‘NZ' and press <Enter>.
e Status, just type the first letter of the required status if you require 'Full time' or 'Part

time' student.

e For ethnicity and status, if you require one of the other possibilities then you might have to
resort to the mouse.

Below the essential details are some optional ones you might wish to enter at this point.
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Optional details for 2004 & 2005

Year | j
Farm | ﬂ
=l

Erralment number 024035

|

|
Group | |
Mational Student [ndex |

Figure 151: The non-essential details

The first three can be entered by either typing them into the text boxes on the left or selecting the
entries from the dropdown lists on the right. In either case, your entry, when complete, should be
reflected in the 'other’ box. i.e. BOTH boxes should select your entries in each case. If not, then it
is possible that an entry on the left has been misspelt.

Along the top of the screen are four tabs. We've now dealt with the first of these.

The second allows you to specify default data entries which you wish to apply to every new
student. Click on the second tab and the following screen will be displayed.

Hew student data defaults Enrolment number details
T - ; [Student Manager only)
Specification of detailz which are common to every new student
added to the file e.g. gender. ethricity... Farmat (e.g. 01/000] 90/000
Select thoze columns far which pou wish to specify default entnies, Ihcrement template (e.g. .. 2842 e o
and specify those entries in the table below. ! 3
Automatically increment? e =
Column Detail -~
Female
Language Englizh
Thiz vear 1
W

Figure 152: The new student default entries

The table on the left displays your current defaults. Three have been entered and another is about
to be added.

Click in the left hand column, the 'Column' column, and the 'Column selection tool', shown below,
will appear. (See an appendix for full details concerning the use of this tool.)
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Select the column for which you
wish to specify a default

1]2]3]4]5] Columns |

Student details -~
PaT '
TOSCA

Curriculurn Framework,

Staff Columns

DEM Aszeszment

Record of Achievement

Careers

Ahzence Summary Detailz

MZRA Standards et

Figure 153: The column selector

By selecting 'Student Details’, followed by ‘Renameable categories 1, followed by '"MOE Ethnicities
1' (for that is the column for which we wish to make a default entry), the following display results.
The column name has been entered into the left hand column and the program has recognised
that this is a popup list, so has displayed the list for you to make your selection.

Calurnn
Gender
Language

Dretail
Female
Englizh

Thiz Y'ear 1
Mok ethricities 1 |

> L]

[talian

tiddle E aztern

Palizh

Mive

M2 European/Fakeha

Astralian

aerman

South Slav

Mew Zealand b aori

Coaok lzland Maari

Other Pacific 1zland Groups
Fhymer K ampuchean/Cambodian
Other South Eazt Azian

K.orean 5

Figure 154: Selection of popup entry

The default settings will appear on each new student entered into the database. It is, of course,
inevitable that they will not all be correct for every student and you will need, in these cases, to
visit the relevant student data screen to make the necessary change.

The third tab allows you to select those documents (from your personal list of documents) which
you wish to appear when you are adding a new student. It is likely that you will not wish to visit
every one of your documents each time a new student is entered. Hence, you can select just those
which you wish to have appear.
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The first, 'Personal details', is essential of course.

New student data-entry document defaults

|lze thiz zcreen to zelect or remove those Selected documents in the order in which they
documentz which vou wizsh to have available will appear.
during the entry of a new student

|Jze the arrow keys to adjust the arder of a

Select fram this list of available docurments particular selected document
Attendance details. dmt ~ Perzonal details. drt
Careqgivers.dmt Caregivers. dmt

Emergency contact.dmt tedical dmt

Enralment details. dmt kiniztry details. dmt
Financial details. drmt

Financial. dmt

Leaving detailz. dmt
Fd ailing detailz. dmt

b edical dmt

Finiztry details. dmt

O ptionz. dmt

Pastaral dmkt

Personal detailz 2.dmt
Personal detailz. dmt
Renamables 1.dmt

Renamables 2.dmt bt

Add zelected Remove selected ke UP b ove DO

Figure 155: Selection of the ‘new student’ documents

Select your requested documents, adjust their order, and, as you finish adding a new student by
clicking the large green-surrounded 'Proceed with this student' at the bottom of the first screen,
you will be returned to the main data entry screen, with your new student visible in the first
document.

The screen capture below illustrates just four visible documents. To redisplay all of your
documents click on the yellow 'All documents' folder at the top of the left hand side of the screen.
The reduced selection will only apply when you return to the main screen having 'Proceeded’ with
a new student.

Perzonal details. dmt
Caregivers. dmt

M edical dmt
Minigtry details. drt

Figure 156: The four selected ‘new student’ documents
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12 Creating Documents

1 Design of a new document and the printing of a document.
2 Secondly the process of printing documents. An example of printing a letter is
included at the end of each of the two sections.

12.1 Creating a new document

Add Document = | '

In the bottom left corner of the main data entry screen, providing that you have been given the
right to access it, is a button labelled 'Add document’. This button lets you through to the process
whereby you can design your own data entry documents for students.

The first window you will see is shown below.

| Mew Document Wizard

o Create New Blank ~ Create a Document
Document based on a template

- If pow are cunently
|ﬁ4 Partrait j J LJ accessing a dossier then
you may import existing
11500 : documents andor araphs
S via the utiliy which wil
16750 Height appear in this spat.

(" Impart a component pack from a Templates disk

Figure 157: Creation of a new document

You are really only concerned with the first of the three possibilities on this screen - ‘Create a new
blank document'. The other two are more relevant to ClassRoom Manager processes.

ra Create New Blank
Dlocument

A4 Portrait ﬂ
CLigkarn

A4 Landscape
AR

Screen zize [menu hidden]
Screen zize [menu visible]
Colurnn list [Grid mode only]

Figure 158: Selection of the document size

Click on the dropdown list and select your document size. For the purposes of Student Manager we
have used the 'Screen size (Menu visible)' option. Having made your selection you will return to
the main screen which should now be covered in dots! It will also have some new buttons along
the top and down the left hand side you will see a bar called 'Design Tools'.

©MUSAC 2014 113 of 531



Student Manager
MUSAC Classic 2014

- | Dat 22l : . n"
5 Dpen [ | Sawve _,_uJ ‘ | i A /‘ a_ssiastam rr—/;— ‘ DOptions m ‘ Exit Doc _/‘

Figure 159: The ‘Design Tools’ toolbar

First, click on the small lock in the top left hand corner of the display (to lock the toolbar in place)
then hover your cursor over the '‘Design Tools' bar. It will slide out and will, as requested, be
locked in place. If we had not locked it then it would slide away every time we needed it!

—u u} Ao
o @ | e I | e
A !H o FOHE e D T e
B - ZE e & Seeenc L e e
st e Bl (0] A e e e s o s e s o R s

teachers can mark at any point

Figure 160: The Tool tray in the ‘out’ position

This tool bar displays the variety of objects which you can place on a document. Several specific to
ClassRoom Manager have been removed, and we shall deal with those remaining - some in detail
and some in passing.

Here is a summary of the tools' functions.
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A A data entry box

A logo or student phatograph
58 A araph

~ An aption button

7 A check box

1 A button

B A shape

-~ Aline

U Award processor

H—riA number line

A A label

s A financial list

@ ~n alert

Figure 161: The available objects (tools)

Let's look at the Word processor tool first. That's the one in the middle with a W and looks a little

like a USA flag.

Mumberline : Ahorzoytal scale
teachers can mark at Mg point

Figure 162: The word processor

M - P
&= e

Click on this tool to select it then move your mouse back to the dotted area. Holding the left

mouse button down, drag a rectangle out over an area of the ‘document’ grid.

Figure 163: An object dragged on to a document

This is the size and shape of our word processor tool. This area will NOT be connected directly to a

data column, but will display whatever we type in to it. Frequent uses for this tool are ; your
school name, complex labels, or data from the student which is NOT editable via this document.
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For example, it is wise NOT to make students' names editable as then every staff member using

your document would be able to change students' names. NOT a good idea!

If you right-click in the word processor then the following menu will appear. The choice that we are

interested in is the last.

v e i
e e e .-
et e e st S e e e e
e Al ol e oo e o T e e
nonnnnnnnnnnnnnnnnnnrnl Paste e e e e e
noonnnnnooonnonnoonoond Delets e e e e e
Dhanhnnnhhnnn sy Undo e e e e e
o o ol R S S
s ] g Jeiie e e

Figure 164: The right-click menu

Select the ‘Edit object’ option and the word processor will appear, as shown below.

5

Word Processor

- (] 4 Cancel

=~ F B|/|u|@|.| o]

M.B. Mo check iz pozzible to ensure that wour ent will fit within the borders of the final printed test area.  Use Chil-Tab to tab within text

Figure 165: The word processor

It has the usual array of word processor buttons along the top and we'll assume that you are
familiar with the majority of these - eg. Bold, Italics, Underline, left, centre and right aligning, font
colours and tabs. The last key 'SP* turns the automatic spell-checking on or off.

Type in some text — for example : your school's name?
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Word Processor

Ok | Cancel j Arial

Kairakau College|

Figure 166: An entry in the word processor

Highlight it (by dragging the mouse cursor back across it). I've now changed the font name and

size...

Word Processor

oK | cance [anial Greek_»|[16 ;{ﬂﬂ
Kairakau College

Figure 167: The change of font

... and also clicked 'Bold"' on.

If you now click the 'F' button (for Font) you will be given the option to make this choice your

personal default font.

Do wou wish bo set vour default Font name to Arial Greek,
and wour font size to 16 7

Yes Mo

vigill fit within the borders of the final printed test area.  Uze Chl-Tab tol
Figure 168: Saving the default font

It is now time to visit the {a} button. This button allows use to select from a wide range of codes,
each of which will result in a student specific entry when the document is viewed or printed for a
particular student. (It's really a mail merge with a variety of extra features).

Up will pop what is known as the ‘Code insertion’ tool — as it is used to insert a code into text in
the word processor. (A full description of the use of this tool is provided in an appendix to this
manual)
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%, RTF code selection

Careqivers | Financialzs ] Activities ] Pastoral specials |
i ] Count | Grade specials | Linked comments | Colurmn titles St Specials
Specialz | Genderz ] Mames ] '
| ! ] Dizplay column contents (o Entracts from markbook
- columns ; round to
Student datails b 3 ) \ nearest whole number?
FPAT Diizplay column title [excluding ~
TOSCA markboak hame]
T A Digplay column title (including .
Staff Columnz rmarkbook narne]
OEM dssezsment
Record of Achievement Dizplay column LOMG title o
Careers
.:’-"tlisﬁeﬁcne. Sut‘nmfar_l,l Details ha M.B. v'ou may quickly add the student's
preferred name by typing Cirl-M while in
the word processor.
Add calurmns E it

Figure 169: The ‘insertion tool’

This has many tabs, and we shall visit a few of them here. The first one is ‘Columns’. This allows
us to simply extract a piece of student data from the database.

1]2]3]4]5]

Student details

PAT

TOSCA

Curiculurn Framework,
Staff Colurmns

DEM Aszeszment

Fecord of Achievement
Careers

Ahzence Summary Detailz

W

Figure 170: Selection of a column

Use the 'Column picker tool' on the tab to navigate via 'Personal Details' to select '‘Mail to Whom' -
the students caregiver(s) name(s). (A full description of the use of this tool is provided in an

appendix to this manual)
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1]12)3]4| |En:-|umn$]

Farily M arne ~
First Mames =
Prefered =
kil bo wikiom

[Fvoices

Reports

Paddress1

FPaddrezs2

PAddress3

Paddrezzd

Wiard bt

Figure 171: Finding the *Mail to whom’ column

Select the ‘Mail to whom’ entry and the following code will appear in the word processor. This
indicates to the program that, when printing for a particular student, the code should be replaced
with the contents of the 4™ column of data for this student in the cm database.

Ok Cancel |

{cm.col(4)}

Figure 172: The inserted code

The red cm.col indicates a possible spelling mistake, but I'm happy with it.

Note: Do NOT edit the brackets in these displays. They are essential and if you were to remove
one it would probably render your document invalid. We have salvaged documents for those who
have insisted on being too adventurous.

Using this tab you can extract data from any column in the entire CM database. Other tabs provide
access to other data and derived data (i.e. that which is calculated at the time of the extraction)
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The 'Specials' tab

Careqivers I Financialz ! Activities ] Pastaral specials ]
CF Specialz I Count _ | Grade specials 1 Linked comments ] Caolurnn titles SM Specialz
Cobwns | Spesak | Gendes | MNames |
School  MUSAC Demonstration 23411 /2003 ]Eurrenl age [yy.mm.dd) ]Time since started schooling [py.mm)
]-[‘3‘3;1_ W ll:ulrent age [yy.mrm) ]Time since enrolled kere [w.mm]
W ’m }Jan st age [yy.mm.dd) 1Time at thiz zchool [y mm)
User name 1 FMLUSAT MUSAC pan 1t age [w.mm] ]Time since leaving school [w.mm)
W [Time in New Zealand (y.mm)
Form teacher Wi F Teacker ]Time at thiz =chool [wy vears mm months]

]Group teacher Mr F Teacher

{Curment date dd Mon,Year

|Time inMZ [y years mm manths)

Hidden number iHidden rumber
Huarizontal title 1F0rm
iGrnup

Figure 173: The ‘Specials’ tab

[Cument year

;Cunent date dd/mmypuyy 1Ne:-ct year Wertical title

This provides access to the fields shown above.
The SM Specials tab provides access to certain fields which are Student Manager specific.

Columns I Specials I Genders I Mames I
Caregivers Financials Activities I Pastoral Specials I Attendance I Generic Caregiver
CF Specials Count I Grade specials I Linked comments Columt titles

Absence dates Ministiy details Medical details

IMEIE Year

Family details

Term 1 |Doctor harme |Farni|y litle

]
[=]

) Date e.g. 05411

) Open daps e.g. xees

) Botheg 0547 58/
0 Student's data e.g. #x =

|Doct0r - contact details |Fami|y zalutation

Week 1

IDoctor - notes

IDentaI name

|Dental - details

|Sib|ings

Timetable details

|Tirnetable year

|Dental - hotes |Timetable option set name

IHas medical data |Timetable option set number

|Timetable number

Figure 174: The ‘SM Specials’ tab

CF Specials I Count I Grade specials ] Linked comments I Column titles I Skl Specials
Calumns Specials Genders Mames ' '
Caregivers Financialz ] Activities I Pastoral S pecials I Attendance ] Genenc Caregiver
Step 1 Select caregiver IH ame phone ID coupation ASddrezzes I Uszer Fields I

Step 2 Select field

I‘Work phone

I\Morkplace

IF'ostaI zip code

IF'h_l,lsicaI pozt code

IFa:-: number

IS chool assistance 1

IF'ostaI address 1

IF'hysicaI address 1

IF'refened address 1

©MUSAC 2014

Figure 175: The ‘Caregivers’ tab

|Fami|y hame |Ce|| phone |Sc:h00| assistance 2 |Postal address 2 |Physica| address 2 |Prefened address 2
|Filst names |Dther phone |Sc:hoo| azsistance 3 IF'ostaI address 3 |F'hysica| address 3 IF'refened addresz 3
|Tit|e |E mail address |Sc:hoo| assistance 4 |F'ostal address 4 |Ph_|,lsica| address 4 |Preferred address 4
|F|e|ationshi|:- |Logon |Notes |F'osta| address § |F'hysica| addiess & |F'refened address §
IE mergency contact IPassword IT itle Initial Family name

|Living with |In\-'oices |First names Family name

|Lega| guardian |Heports

Iﬁ.ccess rights I"v‘oting rights
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The Caregivers tab
First select the required caregiver from the dropdown list in Step 1, then select the field which you
wish to extract for this caregiver. An example of the code inserted as a result is shown below.

- Caregiver - Name- -

Figure 176: The inserted code

The 'Pastoral Specials' tab - allows you to report on details relating to pastoral transactions. These
are relevant when designing a document which relates to a specific transaction - eg. the 'Smoking
letter'.

Caregivers | Financials | Activities Pastoralspemals Coalumns
These specials apply to a particular pastoral ransaction - as These specials apply ta all of
paszed to the pastoral document printing routine particular student's transactions

in the curment pear

|T ranzaction date |E0mment |T otal pastoral points
|Teacher name k—‘action |Tota| offence points
|D etail 1 k’hction comment |T otal merit paints
|F'c:ints 1 |Dther |Nurnber of offences
|Detai| 2 |‘|' T |Number of merits
|F'Dinls [l lNumber of supports
|Detai| 3

|F'c-ints 2]

Figure 177: Pastoral specials

The Green Dollar sign generates the 'Financial' object. This is the basis of financial documents;
invoices, receipts or statements. These will be dealt with in the chapter dealing with the design of
financial documents. In the example below, the object has been placed and is, initially at least,
designated as an invoice.
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General

Iy
3
L

Il &
!
&
i
=T
3
| |
I

@ ;ZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZZ

$

Financial : Use this to place a financial

abject on your document b
Financial Praperties I EHE
Top 950 iR
Left 240 B
icith 3960 b
sl Ll 2l R
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Figure 178: A ‘Financial object’

The red dot appears on the 'Personal details' document when a student has entries in either their
medical or sensitive information fields. Here's how it works.

DLUUENL S 2HHdN

& Medical |

Sensitive |

f [[Tof290 <N | <l
Figure 179: The ‘Alert’ object in use

Place a 'red dot tool' on your document. Then click on the ‘Columnlist’ property. The column
selection tool will appear and you can select one or more data columns. If a particular student has
an entry in one or more of the selected columns then the red dot will be visible for that student.
The easiest way to place a data entry box on to your document is to use the '‘Data assistant’

J Data - <
assistant EES =

Figure 180: The Data Assistant button

Click on the button above your document and the following dialogue will appear.
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= Data Assistant

Flease select columns from the column browser ta be placed on pour document,

122 4]5] Colmns |
Student details ~
PAT

TOSCA £
Curriculum Frameworlk:

Staff Columns £
OEM Aszessment

Fecord of Achievement

Careers

Abzence Summary Details R

Search Documents for columns

Column keyword search | Remaove Calumit

Short objectives Long objectives ¢ Column Titles (%

2 | BRI e ] Cancell

Figure 181: The Data Assistant screen

Use the column picker tool to select those columns for which you wish to create data entry fields
on your document. I've selected a few from 'Personal details' / 'Ministry of Education’.

Rt b | o | Columns
1 1 : 1 ] 1 ] Fees: Paid
Fees F'au:l ; P Full Time Equivalent
Full Time Equivalent = Maori Lang. Learning Indes
%IDZEEFIE:ISal Ed Early Childhood E ducation

Special Ed. Hourz

Pacific kMediurm - Language
Pacific Mediurm - Level
Maori Lang. Learning |ndesx
‘E arly Childhood E ducation
Fargign Languaage

ESOL b

Search Documents for columns |

Colurn kewward zearch | R emove Colurnn

Figure 182: Selecting columns in the Data Assistant

Once you have made your selection, click next and you will arrive at the ultimate stage. This is
where you select how you wish the fields to be displayed on your document. The most useful one,
used virtually exclusively in student Manager, is the fourth one down, as shown below.
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Pick the stule you want for yaur columng.

Drefault Drata Entry Fields

Default Data Entry Fields with verboze names
Create Labels for these columns anl
‘Default Data Entry Fields, captions to the
Option Selection Table, 3 values

Option Selection Table, 4 valuesz

Option Selection Table, b values

Option Selection Table, B values

Tick box Selection Table, 3 values

Tick box Selechion Table, 4 values

Tick box Selection Table, 5 values

Tick box Selection Table, £ values
MHurmberline Selection T able

Drata Entry Fields with Custom Fonts & Position
Labels only with Custom Fonts

Drata Extry Fields only

Figure 183: Selecting their appearance

Select this and click next, and you will be returned to your document with one or more blue boxes
jammed in the top left hand corner.

Is
i
i

Too!

Design

Figure 184: Four newly placed objects

Select them (with the mouse!) and slide them to a more useful place on the document. The
turquoise borders indicate that more than one object has been selected. Once you have them in
roughly the right position click elsewhere on the document to release the selection. The blue
borders will become black.

In the Fees paid example below, it is selected and dragged a little higher.
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Align | e e R S
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Muttipage Ottt e e e s

Figure 185: The four objects moved

When it was clicked, it gained boundary boxes - to indicate that it had been selected. The
properties of the currently selected object are displayed in the lower half of the left hand side of
the screen. This is where you can alter the properties. eg. You could change the caption, or the
caption position (which is currently -1500 i.e. 1500 twips to the left of the object).

................ .._________...__________.. e e e e Y
e e e SR R R R
................ [ S R R R (et s
L. FullTime Equivalent
Maori.Lang.. . . . .
o0 Leatnlmgdrides
.. . .Early Chiidhoad. | .
. EBdugation -0

Figure 186: A single selected object

If you elect to change the font by clicking in either of the first two properties then the font
dialogue will appear. Please ensure that you make a selection from ALL THREE of the properties -
Font, Style and Size.
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H_e ERERTLATEE

Col TR

E—z Script: S
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ta i

2 i

Align !J ......................................

hultiline | [kt e R L R

Figure 187: Selecting the font

Note: To put the student's name on the document, re-select all of the data entry fields by
dragging the mouse over them.

ZZZZZZl-‘.eﬁes'l?didﬁﬁﬁZZZfZZZZZZZZZZZZZZZZEZZZZZZ
R B B R R R e S
s | )
it | Full Time Equivalent
el S e
o imadnilang. L
)0 Leamingdndes |
— ) Early Childhaad [ F
— )0l Edugdtion’ t R
B R S R
B

Figure 188: The four objects reselected

... and reposition them a bit further down the screen. Then place another word processor on the
document in the gap created and right-click / edited it, and use the {a} button to link to the
student's preferred name followed by their family name. This is visible in the screen capture below.
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o Bnden itmeofafifemenlili s n e R

1 1
E B o e Tt e s T Sl e T PR I

Figure 189: The student’s name in a word processor

Next we shall put the student’s photograph on the document, Select the picture object and place a
'Photo’ on the document - over on the right hand side. There are two properties of the photo in
which we are interested, depending on its purpose. If we simply wish to display the same picture
on every copy of this document (eg. a school logo) then we click on the 'Filename' property. The
following dialogue appears which enables me to select a picture image from the \CM directory.
(You are restricted to images in this directory). In the example below we are contemplating
prepl0.gif.

";Fe’s’l%—"éi;'ﬁﬁ':

B = |oad Image

1. R | 2054 bmp ~
Lett 5000 B | fesriva
e e T | | [ =300
. '§ | moe.bmp
Column v Musac,bmp
OnPage vl psrep].bmp
parepl GIF

Esrg‘l 0 bmi
o) [ perepll bmp
psrepl1.GIF
parep] 2 bip
psrepl2 GIF
psrepl 3bmp
parepl 3GIF
psrep]d.bmp
parepld GIF
perep]Sbmp
psrepl5.GIF
pareplE.bmp
pereplEGIF
psrepl7.bmp
parepl? GIF ¥

Figure 190: Selection of a picture

For a student's photo (or artwork or handwriting or video clip or audio track) to appear in the
document, click on the '‘Column' button and select the field which holds the filename of the photo
for each student.

Student Manager comes with a full set of columns dedicated to this purpose - under 'Personal
details' / 'Photographs’
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Ficture : Display a picture from a file

i

Picture Properties

ScaleMode

Filerame ¥
Top 360

Left Q000

Wit 1560

Height 1680

Column ¥
OnPage v

CH | Phata S

¥ Column Picker

1|2]"]-]=.-]Eulumns1

Photo 0 P
Phata vl 2
Phata v'r2
Photo '3
Photo *v'rd

Phata v'r6
Phata v'rd
Photo v'rg
Photo 'v'r9
Phata 0

[

Add columnz Cancel

Figure 191: The year-photographs columns

Alternatively, under 'Student details' / 'Personal' you can find the column entitled 'Page 1 photo' -
as shown below.

Il 18

$ @

Picture : Display a picture from a file

F‘iuiih_:_re_ PropeHi

ScaleMode
Filenatme
Top

Left

Wickth
Height
Column
OnPage

|« |«

360

3000
1360
1680

|«

ML =

Column Picker

1]21 ']-—-]"-]Eculumns]

Fost code [Fost)
Fay by autopayment
Report name
Repoart full name

e
Pastal addresz 5 ~ P
Fage 1 phata yd i~
Mailto which ™ R
Postcode | K

Burzan

Burzamy Total —

Entrance M

Add columnhs Cancel
ducation. ...

Figure 192: The Page 1 photo column

Click on the 'Options’ button at the top of the screen and you can change some of the settings via
the window below.
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Iv  Grid Visible

W  Shapto Grid

— | 120 Grid Size

alayout aid only. Fontz will not match
=i unless pou are at 100%

— I Display column names for uncaptioned boxes
¥ |ndo Enabled
[ Automatic Undo

Display columi names or numbers in boxes
(+ Do not display
™ Dizplay column nurmber

" Display column name (part]

[~ Settool bar OUT by default

Figure 193: The editing options

100 »| ZoomAmount Mote thisis provided as - -

The 'zoom amount' is useful when you wish to move an entire group of objects about a document.
By setting the zoom amount to eg. 50 you can see them all in one screen relatively easily. This
applies, of course, when your document is larger than 'screen size'.

'Snap to grid' is great if you are happy to be restricted to objects being aligned to the displayed
grid. On several occasions in the development of the data screens for Student manager we had to
turn 'Snap to grid' OFF - in order to get the best alignment. (Beware : If you edit the standard
documents with grid mode turned ON then clicking on some objects will cause them to realign to
the grid - destroying the beauty which we had so carefully created for you.)

How do you align objects? Simply select the objects which you wish to align, then right click to
view the popup menu. Select 'Align' and then either top or left, as shown below.

..................... I_Irldl:l

..................... Dielete

G S Edit Object

align Top

CQrder to Fronk ™+
Crder to Back, -
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Figure 194: Alignment of several objects

Now save our document. Click on the 'Save' button in the top row and, via the resulting dialogue,
give your document a name.

- o) ||

Diata F=i
assistant

%, Save a Document

1[3 emo for kanual dmt

ent -l |attendance details. dmt »
-+ - .Y |Careqgivers. dmt

Demo for Manual. dmt

Emergency contact. dmt
Enralment detailz. dmt

Financial details. drit

Firiancial. drt e
: Leaving detailz.dmt L
gl b ailing details. drt i
FUllTI} | Medical dmt = o
G Mirniztry detailz. dmt s
kadri | Options. dmt
c Pastoral. dmt
E.a:rlzg,-' Personal details 2.dmt ¥ Save | Cancel

Figure 195: Naming your document

As you save it, you will be asked whether or not you wish to add the new document to your
personal list of documents, as shown below.

+ (1 All Documents

Personal details. dmt

] Caregivers.dmt
Medical dmt

] Financial dm

Ministry details. dmt
Options. dmt
Aftendance details dmt
Attendanice details.dmt
E] Timetable. dmt

Dema for Manual dmt

©MUSAC 2014

Add this document ko your currently selected docurments?

|

Yes Mo

Figure 196: Adding a document to your personal list

Kairakau College

Student : JIMMY ABACROMEIE

Fees Paid

Full Time Equivalent

sty Chiddhaod Education

M Demo for Manual.dmt  ABACROMBIE, JIMMY

Caregiver 1 Name

Mr Jimmy BARRIE

Figure 197: Your document in use
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Now, when you return to the main screen, your document is available for selection - and data
entry, as shown above.

Any data already entered in the fields via another document will, of course, be immediately visible.
Remember that documents can also be stored in your own private subdirectories.

If you have a directory available (Created via utilities - document management) then it or they can
by accessed by clicking in the + button to the left of 'All documents' in the top menu panel. Your
directories will be displayed. If you create a document while in one such directory then it will be
stored there.

You can move documents between directories via the same utility -'Document Management'.
To edit an existing document:

1 Right click on the document name in the left hand menu.

Timetable. drt

B Do fgubdasakd

. Bemove
Cancel

Figure 198: Right-clicking on a document in the menu

A small popup menu will appear via which you can elect to edit the document. This will take you
directly into edit mode on the selected document.

2 Right click on a document while it is open and the following menu will appear. The second
option on the menu allows you to edit. However if you edit an open document and remove
one or more data entry fields or objects, the program will not know about this until you
close the document and reopen it. This menu is shown below.

Print Document
Edit Document

Close all open dacurments

Reapply any document Formulae

Hot key prompk: r
Tile Windows 3

1 Personal details.dmt  ABACROMEIE, JIMMY
v 2 Demo For Manual.dmt ABACROMEIE, JIMMY

Figure 199: Right-clicking in the document itself

For a document designed to be printed as a letter, drag a large word processor box out across the
document.
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= — e
s open [ I save | | | / E:s'iamm F.j_ I Dptions n I ExtDoc -

ABEM~F |
S Bl
s @ -

Shilist : Holder far Studert manager
‘other than column data’ lists

Figure 200: The empty word processor

Next edit it, writing your letter as the contents of the word processor. Of course, along the way,
you will frequently use the {a} button to insert code into your letter wherever you come to a point
where a student- specific entry is to appear. An example of a possible letter, complete with the
inserted codes is shown below.

Word Processor

0K | cancal| [aie =lle7s = Fle|s|u| @] | o] 1] &

{crm.caol(107}

E Dear {crm.smi"8")}

=4l\\'e are pleased to be able to tell you that your {fom.ogs("son™)}, fomocol(3), has fulfilled the requirements of the
=H0uke of Edinburgh Award and we will be presenting {cm.gs("him")} with {crmogs("his")} certificate on Friday 12th
=Q|July in the school hall at 2pm.

/It would be wonderful if you could be here to support {cm.gs("him™)}. Please let the school know by the previous
WWednesday if you are able to attend.

fours faithfully

Sally Arbuckle
DoE Oragniser

M.B. Mo check is pozsible to ensure that wour entry will fit within the borders of the final printed text area.  Use Chl-T ab to tab within bext

Figure 201: The composed letter
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When returned to the document, the letter will appear as shown below.

- -Bally Atuckls ©
CLDeE O

Figure 202: The letter in the edited document

When saved, and then viewed for a male student, the appearance will be as shown below.

M | etter home.dmt ABACROMBIE, JIMMY

Figure 203: A male student’s letter

And, for a female student :
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Figure 204: A female student’s letter

When finally printed the appearance might be as shown below.

Kairakau College

Private Bag

Kairakau

15 Jun, 2004

MR C & MRS P ARMSTRONG

26 STRATHMORE AVENUE
LEVIN

Dear Harry and Louise

We are pleased to be able to tell you that your daughter, JENNY, has fulfiled the requirements of the Duke of
Edinburgh Award and we will be presenting her with her certificate on Friday 12th July in the school hall at 2pm.

It would be wonderful if you could be here to support her. Please let the school know by the previous Wednesday
if you are able to attend.

Yours faithfully

Sally Arbuckle
DoE Oragniser

Figure 205: The printed result

You would include on the document the school logo and proper letterhead. The example above
shows generating a letter.
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13 Printing Documents

See ClassRoom Manager user guide for Printing Documents details.
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14 Configuration

The configuration area of Student Manager is where you specify all of those aspects of the package
which are unique to your school.

@ Configure Settings

The Configuration buttons provides access to a number of processes associated with setting the
package up for your school. These are accessed via a screen full of buttons shown below. You will
quickly learn which buttons are used frequently and some you will perhaps never visit! The main
screen for configuration is shown below.

= | Help

g, School Details e Language Alternatives e EMROL Configuration h[] Personal Notes Files

Data Column

[Xade y  Comment Bank
‘%’ Maintenance

| Group Maintenance "W Maintenance

ﬁ: Fopup List Maintenance

1{@'}' e andlctazs=s l‘@)' Timetable Option Details "k Subject Details “dk Markbook Connections
IH‘ 5taff and Their Dossiers \-D" Billable Items 4k Pastoral Details hD Document Management
""’ i .i.' Close

Figure 206: The configuration menu screen

14.1 School details

This configuration area allows you to specify two sets of information.

School address details

There is no 'Save' button as changes are saved as you make them.
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= Student Manager School Details

School address details (Note: Changes are saved as they are made)
School Address
petals School name Middle Earth Schecl
Schoal address |-"-E|E|rESS 1
Uszer Specified |Auck.|and

Details

|New Zealand

|
|
|
|
Post code | 1234 |
|
|
|
|
|

Schaal phane 6493456783
School fax 543345 6780
School email |><><><><><. admin@xtra.co.nz

School web address |http:,r'.r",\",\",\'.xxxxxxxxxxxx.school.nz

School email service |
provider *

‘School email service provider' is the digital address of the
school's provider e.g. 'smtp.xtra.net.nz'

Figure 207: The school address details

Complete your school's email address, and your service provider, so teachers can email their
student information home. This is done through ClassRoom Manager, which uses this same data. If
you have ClassRoom Manager these will be complete.

Your email service provider's address may be for example, smtp.clear.net.nz or smtp.xtra.net.nz
etc, ask your IT specialist.

User-specified items

Enrolment number details

This can be up to six characters long. Some schools use the format shown and are currently on eg.
03/125, so their increment template would be ... XXX indicating that, as the next student arrives,
increment the last three digits of the number. You may or may not wish to auto-increment the
enrolment number. If you do, then each time you enter a student's enrolment number, that will
become the basis of the following student's automatic entry.
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. Student Manager School Details

User- sp ecified details (Mote: Changes are saved as they are made, except for enroliment)
School Address
Eela Enrolment number details (Student Manager only) School category
Format (e.g. 01000} 28159 Full primary O
USEBS’tpE_lciﬁEd Increment template {2.g. ..xxx) .00 Contributing C
etzils
Automatically increment? Yes “ Intermediate i)
Current increment portion I:l Restricted composite O
o C
Wordprocessor defaults Correspondence school
Fort name secondary (yrs 7-13) O
Fant size Secondary {yrs 9-13) ®
Font italic? Special O
Network delay Report dates
A few schools have experienced arbitrary reports of record-ocking when Dates to appear on reports. (some
operating this package on a large [ slow network, To avoid this, the may relate to future svents eg
package has had added the fadility to delay for a brief period when this Parent- Teacher meetings)

occurs. You may specify the number of mili-seconds that you wish this

delay to be, (1000 = 1 second) Trial and error will indicate to you the Diate 1 I:I
length of delay which will allow your network to function most efficiently.

Experience suggests that a delay of perhaps 4 miliseconds is sufficent

for most situations where a delay is required. Date 3 I:I

Metwork delay in miliseconds Date 4 I:I

Figure 208: The user-specified details

Word Processor details
The Student Manager word processor is where you can set the default font information. You can

always override this at the time, but these settings are what will be there each time you enter it.

Network delay - The above screen details this. Most schools have wisely upgraded their networks
and treated them as valuable investments in the smooth functioning of their school.

School category

Setting this causes some functions to be hidden. Some things are unique to secondary schools and
are not required to be displayed in primary schools. Intermediate schools often require the
features of both, and composite schools certainly do.

Report dates

In designing documents (student screens) it is possible to display a date, and embed a formula
which will reproduce the selected one of these four entries. For example, you might wish to date
all of your student reports as 14 July. Should you later alter that entry here, then all of those
reports are automatically updated.
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14.2 Language alternatives

Click on the ‘Language Alternatives’ button.

. Student Manager Language Alternatives

Definition of Language alternatives

Please specify which language specific words you will use

The ¥YES word is fes

The MO word is
The FEMALE word is
The MALE word is

Figure 209: The language alternatives

We have attempted to enable you to use different words for the four possibilities above. Some
primaries have preferred 'Boy' and 'Girl' to ‘Male' and 'Female’.

14.3 Group maintenance

Users of Student Manager can be members of groups. Each group has associated rights. Each
user's rights are the combination of the rights of the various groups to which you belong.

Click on ‘Group Maintenance’ from the Configuration menu for the group maintenance screen
shown below.
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Create or maintain details concerning

Currently listed groups

have its rights adjusted.

Default Group ~ )
Teachers Main Menu
HaoD
Administrator
Wrong Markbooks
Homeroom
Dieans
Full M rights Edit !« Add
Admin tudent:
Management v SILIENE
< 4
’ Who is in this Group?
Create Mew G e
l [eaE e e Utilities
Group
Group description
Configuration
Save changes
N.B. Once a group has been
created it may not be deleted {in
case it has been allocated and =
merged to remote computers) It Staff and their
may, hawever, be renamed and dossiers

Financial processes

Printing lists and
tables

Pastoral processes

Absences

Toggle All

” Who Has this Right?

MOE returns

Figure 210: The Group maintenance screen

In the left top corner is a list of the existing groups. You can create a new group by using the
relevant button, giving the group a name and description and then specifying the various rights,

finally saving your changes.

The new name and description will be redisplayed.

On the right side of the screen is a display which lists the various categories of rights. In the
illustration below, the 'Edit / add student' area has been selected and the rights associated with
this group are displayed. You can see all of the possible rights have been allocated, probably
having clicked the 'Toggle all' button at the bottom of the display.
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Edit f Add students
Add new students
Access the data cube
Main Menu View only access to finandal details document
View only access to students' options documen
View only access to pastoral details document
View only access to sensitive information docur
View only access to caregiver details document
View only access to Ministry details document
Edit )’ Add U?ew only access to medical details d?mment
View only access to attendance details docume
students Full access to financial details document
Full access to students' options document
Full access to pastoral details document
Full access to sensitive information document
Full access to caregiver details document
afags Full access to Ministry details document
Utilities Full access to medical details document

Full access to attendance details document
Deletion of finandal transactions

View only access to personal details document
Full access to personal details document
Creation of document directories

Confi a uration Tempaorarily access all documents
Document selection via student screen
View only family details
Able to editfcreate documents "
Access to Classroom Manager columns
Staff and their
dossiers l Toggle all “ Who has this right? ]

Figure 211: Setting individual rights for a group

You can click in the right column to allocate or remove particular rights from the display.

If you select a particular right, then click on the "Who has this right?' button then those members
of your staff who do have the selected right will be displayed.

details concerning

Who can : Full access to financial details document

AL S’ A
AW
Main Menu oF pe
car
Cun
DA
DELC e
DOF
Dor
Doy
Edit / Add EKI
ETH y Robert
students FOz
GEE
GR{
HAF
| HO™ na P
HUF
| L INK.
Utilities JEH n
KER “yn
] KuC
LAS
LU
Mck:
McL 4
Configuration ﬂig
MUL
PAR )
PUK
RHI
ROL Jia
S50 !

Staff and their [ d
Figure 212: The holders of a particular right

_—
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Click the 'OK" button when you have finished and you will be returned to the previous screen.
Under ‘Teachers and Dossiers’ the process of allocating group memberships to teachers and other
users of the software is detailed.

14.4 Data column maintenance

The storage of student data in the database is based on columns. (Remember that the database
may be conceived of as a spreadsheet). This process allows you to create and/or edit columns -
not the data contained therein - but the column titles and types themselves.

From the Configuration menu click ‘Data Column Maintenance’.

Maintenance of Spreadsheet Columns

Categories Columns  right-cick for options

Cat. 1

Student Manager -~
PAT

TOSCA

Curriculurn Framevsork
Staff Columns

OEM Assessment

Record of Achigvement
School Reporting

Careers

Abzence Summary Details
NZ04 Standards
Mumeracy

AT Tle

STAR b

[ Add category

Level 1 :

Column Maintenance ] [ Creation of Option Columns ] [ Print Column Details

Figure 213: The column maintenance screen

The main column maintenance screen is shown above. At the left of the screen are the Level 1
categories. Student Manager columns all appear under the 'Student details' category.

What are categories?

When in use, ClassRoom Manager and Student Manager may make use of thousands of columns.
To keep track of all of these, they are subdivided into categories which are subdivided into
categories too, and in turn perhaps subdivided into categories, if necessary, up to five layers deep.

Track a PAT column. Click on PAT and the Level 2 categories for these appear, as shown below, in
an overlaid window.
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Categories

Eak 1

Student b e

Liztening Comprehension
Toscy  |FAeading Comprehension

Curiculurd A eading Yocabulary

Staff Colul M athematics

OEM figze otudy Skillz : Reference
Eecard of| 2tudy Skills - Maps

% chodl Bl Shudy Skill: : Reading
Careers | Mathematics ||

Ahsence | Aeading Yocabulary ||
NZ04 Ste Feading Comprehenzion ||

Mumeracy
BzTTle
STAR

Add category

FigLJre 214: Category 2 - The PAT topics

Click on Mathematics, and its Level 3 categories are displayed. Click on Year 8 and - there are no
further sub-categories - we've reached the point at which columns are defined. The display below
shows the various columns which relate to PAT > Mathematics > Year 8.

Categories Columns  right-dick for aptions
Cat. 1 = = Date Sat Maths v

Student b= Cat. 3 Age at Test Maths 8

Listening [ Near 4 Raw Score Maths a3

ToOsca | Reading O Yz:: 5 Scaled Scare Maths ¥rd

CuriculurryHieading Vour G Clazz Percentile Mathz 18
Staff Colu Age Percentile M aths v'ra

OEM Assel 5 tudy Skill rear’ Clazz Stanine Maths Y3
Record of| 5 tudy Skil Your 9 Age Stanine Maths '8
Schoal Re = tudy Skill Y220 DV ClsPt a7 Maths

Careers | Mathemati Year 10 Dif &xgePH Y187 Maths

ihsence | Aeading Dff ClsStn rr-7 Maths

NZ04 Stel Feading Diff &geStr ¥rd-7 Maths

MHurmeracy

AT Tle

STAR

T [Add category ][Add sl categor}'] [ Edit column details ] [ Add new calumn ]

Figure 215: Category 3 — The years — and the columns

Select a column and then right-click on it. A popup menu appears. You may use this to copy
bunches of columns which already exist to then move to another category where the columns have
yet to be created, and right-clicking to paste the copied columns. The new ones will automatically
be connected correctly to their categories.
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Columns  Rright-click for options

Age at Test Maths 18 Copy selected columns - ~C
Raw Score Maths '8 Paste selected columns - <P
Sealed Score Maths Y8 Paste Special - ~5

Clazz Percentile M aths vrd 5 ties of selected col
Age Percentile Maths %8 roperties ar selected calumn
Class Stanine Maths 3 Delete selected columns

Age Stanine Maths v'r8 T
Diff ClsPH 8- Waths

Diff AugePtl v'rd-7 Maths

Diff ClgStn v'r8-7 Maths

Diff AgeStn r8-7 Maths

Edit column detailz ] [ Add new column ]

Figure 216: Copying columns

To create some columns relating to, for example, a rugby team; it is not wise to create a level 1
category called 'Rugby’ - 'Sport’ is better.

Categories

Cat. 1
Student Manager ~
PAT
TOSCA
Curriculumn Frarmewark,
Staff Colurnnz
DEM Azzezsment
Record of Achievement
School Reporting
Careers
Abzence Summary Details
MZ0A Standards
Mumeracy
AzTTle
STAR b

[ Add category

Level 1 :

Update

Figure 217: Creating a Level 1 category

To create the new Level 1 category, click 'Add category', Type 'Sports’ in the space provided and
click 'Update’.
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Categories

Cat. 1
MZ0A Standards ~
Murmeracy
AzTTle
STAR
Ezzential Skillz Azzeszments
Internet Connection detailz
Activities
ESOL
Fees: Paid
R eport Comments
10EM

Pretoz

T

[ Add category ][.ﬁ.dd sUb categury]

Level 1 :
Sports

| updote || Dekie |

Figure 218: The new category is added

A new entry 'Sports’ will appear at the bottom of the list. Select this, followed by the 'Add sub
category' button, and type 'Rugby’ into the space provided, followed by the 'Update' button.

Categories

Cat. 1
NZDA, Gtd =20 2
Murneracy| Fudby
Az Tle
STAR
Ezzential &
Internet Co
Activities
ESOL
Fees Paid
Feport Co
10EN
Fretos

l Add category ]

Level 2 ¢

Figure 219: The Category 2 entry

The new sub-category, 'Rugby’ will appear as shown above. You can add several more sub-
categories under 'Sport' such as 'Netball’, 'Tennis' etc, also visit 'Rugby' and create some teams in
category level 3 (click on ‘Add sub category’).
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Categories

Cat. 1

o S —
MHurneracy
BzTTle
STAR
Ezzential §
Internet C
A ctivities
ESOL
Fees Paid
Repart Co
10EM
Pretoz

[ Add category ][.ﬁ.dd sub categury]
Level 3 :

| ew entry here |

[ Update H Delete ]

Figure 220: The new category in place with sub-category

To add a column under our level 2 category - Rugby, click on the 'Edit column details' button at
the right of the screen. When the following popup window appears click the box at the bottom and
then 'Close’".

Copying sets of columns

Remember that you can cut and paste existing columns  and/or
comments between different categories.

To do this :

1. Select the columns/comments which you wish to copy by
holding down the Control key while clicking on selected
columns/comments.

2. Press Ctrl-C to 'Copy' them.

3. Choose the category selection into which you wish to
copy them then click in the column/comment display.

4. Press Ctrl-V to 'Paste’ them into the new area. Any
already found in the nevy area will not be copied.

[Joo not show this message again.

Figure 221: A note re the copying of columns

That will take us to the column specification screen. In the example below, I've added a column
title : Points scored, selecting '‘Numbers' as the type of column.
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Column Mame Foints scored

Column Type W
Mumbers
Simple Text
| Date
=L umn Rich Text Format
Description Popup List

<11 characters
Curriculum Framework
Objective: Currency

short description  |Electronic Markbook

Key words

Category 1:
Category 2 : Rughy

Figure 222: The creation of a column

There are several types of columns. This allows for increased efficiency in the storage of data in
the database. Some are very simple, and others are quite complex:

e Numbers - are for purely numeric data, including decimals.

e Simple text - is text - up to many many many characters. Its in the billions, but its enough
for anyone's family name!

e Date - to store birthdates etc

e Rich Text Format (AKA RTF - i.e. known in the profession as RTF) holds text where fonts
and sizes and colours etc are embedded. This is actually also stored in the 'simple text’
area of the database, but we distinguish between the two at this point.

e Popup list - such as 'Gender' (choice of two), 'Yes / No' - ditto, School of Origin - about
3000 entries... These are definable by the user (you...) via the Popup Maintenance' button
- two along from this one (Data column maintenance)

e <11 characters - is a special type for small text entries eg. 2a, 3b,A, B, etc

e  Curriculum Framework (used by ClassRoom Manager)

e Currency - for money -eg. fees.

There are more column data types but they all relate to ClassRoom Manager.

Maintenance of Spreadsheet Columns

Column Name Faints scored

Column Type Mumbers v Calumn Rules
Column The number of points scored in the season,

Description

Ohbjective:

short description

Key words Faints scored|

Category 1:

Figure 223: The extra details of the new column
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A longer column description (which can later be displayed on documents) is given.

The button entitled ‘Column Rules' allows you to specify a range of ‘legal’ entries to which the data
entry person is restricted. See the illustration below, where specific column entries are limited to:
a,b,c,dand e.

Column rules

Enter any valid entries (paying attention to upper [ lower
case) to which entries in this column are restricted, Make one
entry per line, pressing <Enter > at the end of each.

L LI R T o

Remove exiting rules Proceed

Figure 224: The column ‘rules’

Click on the ‘Proceed’ button to return to the main screen, with the new column displayed.
Similarly, you can add your own other '‘Rugby’' columns. If you were going to add one for 'Position’
then you may visit the 'Popup Maintenance' area first to specify a group of popup data entries
under this heading, to which you could then link via the column type : popup.

Categories Columns  right-click for aptions

Cat. 1 Points zcored
O S —

Mumeracy
AsTTle
STAR
Ezzential
Internet Ci
Activities
ESOL
Feez Paid
Report Col
10EM
Pretos

[ Add category E|[J"“':|':| sub category] [ Edit colurmn details ] [ Add new colurmn

Level 2 :
Fugby

Update ] [ Delete I

Figure 225: The new column in place

©MUSAC 2014 148 of 531



Student Manager
MUSAC Classic 2014

There are also ‘Column Maintenance’, ‘Creation of Option Columns’ and ‘Print Column Details’
buttons on the screen to create sets of columns for students' options, detailed under 'Options’.
The screen is shown below.

Creation of option/subject columns
Options are stored in columns which appear under : Sets found for 2008

Category 1: Record of Achievement Set 1 [Linked to 2008)

Category 2 : Subject history Set 2 [Linked to Coy
: py of 2008)
Categary 3 : Year Set 3 [Linked to exam 2008)

Columns are allocated in sets of twentyfive. You may Set: core
request up to thirtyseven sets each year so that students
may take several groups of options during the year.
Total no. of sets : 5 Change to ! 5
‘fear : 2008 w
Year category : 2008 FOUND
MOT ALL sets of option columns HAVE YET BEEN CREATED for 2008
Core set of columns for 2008 have been created.

(Re)Create columns for core subjects ] [ Create option columns for 2008

Column Maintenance ] E Creation of Option Columns i [ Print Column Details

Figure 226: The option column set creation screen
Finally, the Print Column Details button prints out your columns and their categories to varying

levels of detail.

The number of columns under each category are shown. Remember, most of these relate to
ClassRoom Manager. Unless you have been active in this area, Student Manager is restricted to
the first category.
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m. Column Maintenace

Printing the columns

Select those level 1 categories for which
you wish to print columns.

SRR CEIumns A Indude MUSAC column numbers [ ]

Student Manager 572

PAT 719 Indude category numbers 1

TOSCA 54

Curriculum Framewark 2024 TR EA i U

Staff Columns 340 Begin each Categaory 1 group Fl

CEM Assessment 10 on a new page

Record of Achievement 1271

Schoal Reparting 0 Print column title y

Careers 45 Print column short description (9]

Absence Summary Details 1802 {when available)

MZQA Standards [ Print colum_n long description (@]

Numeracy a5 {when available)

AsTTle 4536

STAR 185

Essential Skills Assessments 72

Internet Connection details 3 b

Total columns specified ; 12090 )
l Column Maintenance ] l Creation of Option Columns l [ Print Column Details l

Figure 227: The column details and printing options

14.5 Popup maintenance

Popup lists are a central part of data entry and are great options for entering particular data.

Please note the red box at the top of the screen: Some popups, eg. Ethnicities, Maori
Language Learning Index, etc are specified by the Ministry of Education and you may not edit
these. They are therefore not even displayed in this list, shown at the left of the main screen
below.
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&, ClassRoom Manager / Student Manager

M.B. Some popups (g.q. Ethnicities are set by the Ministry of Education
and are not editable, These popups are not listed below,

Popup List Maintenance

Available popup lists
Bia o N
Bus F =
Culture / Study
DBaze Update
Dean

Doctor/Dentist

F s
Finanoial explanations

Hapu B
Hasztel

House

House Insert
M aunga

Medical Problems
MNZGA

MZ0A address choice
Occupation

Old ethnicities

Other Act. 2

Other Activ, & Rezpo b w

Should the list of possibilities for this papup be sorted? [7]

’ Create a new popup list l

’ Delete this popup list l

lllustration 20 : The popup maintenance screen

Selecting a previously designed popup - House - the four houses (from Linwood High School) are
shown. Naturally, Ngarimu is on top!

Available popup lists SportsCultural

Frobability of Returning A Moarimu LS
Feading Level | Rutherford =
Felationzhip -

Report Activities ﬂ'.'.';f ! z
Report Activiies 06 siiiding —i_
Report Activities 2
Repart Activities 2007
Repart Activities 200742 &
School Assiztance
Special Meeds:
Sport Activites 2007 Insert
Spart Interest

Sportz Activities 06

Sports Acts 2 2005

Sportz Acts 2005 =
Sportz Participa. 2
Sports Participation
Sports Reports 2
Cultural Hous

Should the list of possibilities for this popup be sorted? [ ]
llustration 21 : A popup and its contents

Rutherford is selected and use of the '‘Down’' button adjusts him to the bottom of the list.
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Sports/Cultural
Mgarimu
Hillary
Wilding

12

Rutherford

1

Insert

lllustration 22 : An entry is moved

To create a new popup of playing positions on a rugby field, return to column maintenance to
define a new 'Position’ column. When 1 click on ‘Create a new popup’, the following small window

appears.

Into the window | typed 'Position’ and clicked 'Save’

©MUSAC 2014

Available popup lists

ENEn

Should the list of possibilities for this popup be sorted? []

Popup List Maintenance

lllustration 23 : Creating a hew popup

&, ClassRoom Manager / Student Manager

N.B. Some popups {e.g. Ethnic
and are not editable, These |

Available popup lists

Financial explanations ~
Hapu W
Hostel

House

House

Maunga

Medical Problems

NZQA

WZ04 address choice
Oeccupation

Old ethnicities

Other Act. 2

Other &ctiv, & Respo
Other Acts 2005
Overseas Stdnt

FAT LigtComp EAB

PAT RdgComp EAR

PAT Rdghoc EAR
T

Position
Centre
First Five Eight
Fullback
Halfback
Left Wing
Right Wing

Should the list of possibilities for this popup be sorted?

1123

lllustration 24 : The entries are in place
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'Position’ has been added to the list of popups, so some of the entries are typed into the right hand
side list — in a different order, but | then ticked the little box at the bottom of the screen and
'Save'd them - which put them into alphabetical order. To make changes | can untick the box and
manually (using the Up and Down buttons) move each back into preferred positions.

14.6 Comment bank maintenance

Comment banks are used in school reports and, while used primarily by ClassRoom Manager
users, the facility to configure them has been included here. Click ‘Comment Bank Maintenance’
from the Configure Settings menu. The main screen is shown below.

&, ClassRoom Manager / Student Manager comment maintenance

Comment bank maintenance

Lirik. Camment [right-click = zort)

Add a new comment

[Add Gtegory][ Add sub cat. ]

Level 2 :

|Juni|::r |

| update || Delete |

’ Import your own comment bank

Illustration 25 : The comment bank maintenance screen

This screen is very similar to the screen used to set up columns, and the process is virtually
identical. Again categories need to be set up, as covered above. For configuring the comments
themselves; click on ‘Add a new comment’, or click on an existing comment, and the word
processor, shown below, will appear.
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% Word Processor

[ 0k ][ Cancel ] |.~'-\ria| V"-ID v| s E @

I
(1]
i
&

M.B. Mo check is pozsible to engure that your entry will fit within the borders of the final pinted test area.  se Chil-T ab to tab within test

lllustration 26 : The word processor is used to define comments

Type in your comment, remembering that Ctrl-N can be used to insert the code for the student’s
preferred name. You can also use the {a} button to insert other codes such as the gender specific
codes. An example is shown below, which includes a spelling error.

w. Word Processor

[ ok | [ cancel P |aia 10 v| B|/|U B@ §|

i
il
&

{em col(3)} wrties with great enthusiasm, however
lllustration 27 : A small part of a comment (with spelling mistake)

If you have the Spell Checking turned on (this can be done via the ‘Sp’ button at the right hand
end of the word processor buttons) ....

Spelling Settings

Iv Spel Checker Enabled %

lllustration 28 : The spell checker is enabled

... then, when you right-click on the faulty word, the spelling assistant will appear, as shown below.
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[ ok | [ Cancel 1 |ada

v

{cmocol(3)} v

rties with areat enthusiasm,

writes
wartiest
wartimes
worthies
wriest
artiest
warries
worthiest
write
writhes

Ignore All

Spelling. ..

Cancel

|
| Add
|
f

lllustration 29: Correcting a spelling mistake

The use of the {a} button to insert codes will be covered in full in Appendix 5, but a view of the
tabs are reviewed here. The main insertion screen is shown below.

W, RTF code selection

Caregivers | Financialz | Activities | Pastoral specials | Aftendance |
CF Specials | Cotnt | Grade specials | Linked comments | Calumn titles | S Specials
Specialz | Genders | Mames | ' Standards
| | Display column contents @ Extracts from markbook
Student Manager F. columns : round to
- i ) i nearest whole number?
PAT Display column title {exduding O
TOSCA markbook name)
Curriculurn Framewark.
Staff Cal — Display column title {induding O
all Lolmns markbook name)
OEM Azzeszment
Record of Achievement ] )
- Display column Long title
School Reporting 2 g O
Eireers = —er w N.B. You may quickly add the student's
Tamas Srmmmam st - preferred name by typing Ctrl-n while
in the word processor.

’ Add Columns l [ Close

Illustration 30 : The code insertion tool

The ‘Gender’ tab offers you the ability to insert codes which, once the gender of the student for
whom you are printing is know, will be replaced by the relevant word. An example of the use of
this was shown in the ‘Letter home’ regarding document design.

©MUSAC 2014

155 of 531



Student Manager
MUSAC Classic 2014

Colurmnz | Specialz | Genders
he IShe
he IShE
His her

r-lis her (use his)
Him her (use him)
Fuy Firl

Son Daughter
ISun's paughter's
Himself Herself

lllustration 31 : The gender codes

The example below shows a gender code which will be replaced by ‘he’ or ‘she’ on printing.

o _wi(e) o] [u] LI ()0) =]

however {cm.gs("he")} has an interesting style incorporating ...

lllustration 32 : The completed comment

Once you have completed your comment, and clicked the ‘OK’ button on the word processor, your
new comment will be added to the list on the comment maintenance screen. The example above
is shown below....

Link, Comment [right-click = sart]
Wi {cm.col[3]F writes with great enthusiasm,

Illustration 33 : The new comment is listed

... and a short-cut code for the comment has been added to the left hand column.

Link. | Comment [nght-click = zort]

MOOT  {em.col3)} is very good at Maths.

MOOZ2  {cm.namel'"2"} iz rather startling at #ath
MOD3  Finally, here iz a third comment concernit

lllustration 34 : Three comments in the bank

In this example, three comments have been added, each with a shortcut code. If you click in the
column headings you can have the comments sorted on either code or comment.
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The following group of four buttons are used to configure information relating to students’ classes
and subjects. These processes are also available via CMAdministrator.

\3)) Years and Classes 3] Timetable Option Details Tk Subject Details ¥ Markbook Connections
o/ o/ ¥ ¥

14.7 Years and classes

This allows you to set up three sets of annual details - your Years, your vertical groups’ names and
your horizontal groups’ names. In a primary school these will probably be called years, classes and
rooms respectively. In a secondary school they might be called Years, Forms and Tutor Groups. A
horizontal class is one wherein all of the members are at the same year level. These are
traditionally form classes. Vertical groups are those wherein the students may come from several
different year levels - eg. rooms or tutor groups.

Years

‘Years and class names’ screen:

|Detai|s shown are for:|

THIS YEAR
2008

[ Change to next Year ]

—

Year Titles ]

—

Form Titles ]

—

Tutor Titles ]

lllustration 2 : The years and classes buttons

Click ‘Year Titles’ to access the years, as shown below.
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Title |Year | [ Display Student Numbers

Year 8

Year 9

10 Year 10

11 Year 11

12 Year 12

13 Year 13

14 Year 14

15  Adults ov 20

[ Save Changes l

lllustration 3 : The years

This school is obviously running from Year 8 through to over Year 15 groups. The normal
maximum is Year 13. If you click on the 'Display student numbers' button then the numbers of
students in each year level will be displayed, as shown below

Active years

Title |Year | E Hide student numbers
-] Year 8 1
9 ‘Year 9 154
10 Year 10 17
11 Year 11 202
12 Year 12 130
13 Year 13 228
14 Year 14 1
15  Adults ov 20

20 Total 895

Save Changes

lllustration 4 : The numbers at each level

Horizontal Groups

In the secondary school example below these are called 'Forms' and in primary schools,
‘Classes’. You can change this in the box provided.
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Horizontal groups

Title Farm [ Display Student Numbers

Year 8 Year 9 ‘Year 10 Year 11 Year 12 ‘Year 13 Year 14
9PA 1010 11ED 144
905 10WA
oFA 10MA
9HA 10EL

lllustration 5 : The vertical group names at each year level.

Again, there is a button which allows you to display student numbers, as shown :

‘Year 9 Mumber | Year
aPA ey 1010
905 27 pyr
OFA 31 pllgr:
SHA 31 plil=n
115 [
I

Illustration 6 : The number is each class or form

We do not recommend deleting a class name. Students do not have these names stored directly in
their records; instead they have a number, managed by the software, which points to the relevant
entry. If you delete an entry then their numbers would be ‘floating pointlessly"....

x4

If wou wish ko MOYE a Form ko a new column, then enter it in ko the new colurmn BEFORE deleting it Fram this column,
This will ensure that students currently in 10P are not removed during the process.
Are you sure that wou wish to delete : 10P

lllustration 7 : Moving a horizontal group.

As this message indicates, when you've removed a class name, if you are wishing to MOVE the
class name to a new column, then you should make the new entry in the desired column FIRST,
BEFORE deleting it from the column in which it is no longer required.

x

There are currently 7 students in : 10P
Do wou REALLY wish ta remove this information from them?

Illustration 8 : Confirmation of deletion

If you persist and click 'Yes' to remove it regardless, then a warning may appeatr if it is currently
attached to students.
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Vertical Groups

Shown below as 'Group’ the button to display the numbers of students in each group.

Vertical groups
Title Group

10EL
1010
10MA
10WA
SFA
SHA
905
SPA
AASH
AGIB
ACRR
AWIL
BDAY
BDUF
BMAC
PATK
PLEW
FTIM
RLIS
RWES
RWRI
Total 5

31
32

32
31
31
27

27
27
25

34
35
21

DEERD

24
59

lllustration 9 : The school’s vertical groupings — and their numbers

Finally, above refers to the current year. You may also set up your names for the 'Next year' and
attach these to students in advance of time - allowing you to print intended class lists before the

end-of-year rollover - which transfers the data to its new destination columns.

At the top left corner of the screen is a button you can click to toggle between this year and next

year.

lllustration 10 : Changing years

14.8 Timetable options

From the Configure Settings menu, click the ‘Timetable Option Details’ button.

|Detai|s shown are for:l

THIS YEAR
2008

’ Change to next Year ]

This is where

secondary schools (and some intermediates and primaries, who use core classes to generate
electronic markbooks for the purposes of ClassRoom Manager) set up their sets of option
lines. This section is also dealt with in the ClassRoom Manager manual which deals with the same

topic.
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Options — structures and students’ columns.

Should primary and intermediate schools read this? It is not uncommon for these schools, once
they see the usefulness of electronic markbooks to wish to have the same facility. If this is the
case then read on.....

In a secondary school students take some subjects where they remain in their form class groups.
These are normally the ‘compulsory’ subjects, such as ‘English, Mathematics, Science, Social
Studies, Art, Music, Physical Education and others at year 9 and year 10. These are known as

‘Core’ subjects. These can vary from school to school.

Students also take subjects which they choose from a list of available possibilities, such as History,

Information Technology, Home Economics, Biology. These are known as ‘OptiOI‘l’ subjects.

In some schools the boundaries are blurred. Some ensure that ALL junior students take a wide
range of ‘compulsory’ subjects in their form class groups while others split into different groupings
(via streaming) for subjects such as English and Mathematics.

There are some ‘golden rules’ for the successful management of students’ subjects in ClassRoom
Manager and Student Manager.

If ALL students remain in their form class for a particular subject and remain in that group
throughout the school year then it is safe to treat this subject as a ‘Core’ subject.

However if even one student is separated off into other than their form class for a particular
subject, it is safest to consider this as an ‘Option’ for ALL students at that level.

Many schools have their students in one selection of subjects for part of the year and allow
students to change to a different selection at another time. Some schools allow for this sort of
change several times each year.

When students select their subjects from lists of possibilities, on subject from each list, then these
lists are known as ‘option lines’ and a particular set of lists which operates at a particular time is

known as a ‘set of option lines’ or a ‘set of options’

Some schools operate more than one set of options in a year, sometimes changing at mid-year
and sometimes changing each term. Generally, the ‘Core’ subjects remain fixed throughout these
option changes.

Students take ‘Core’ subjects and they also take ‘Option’ subjects. At the senior levels it is not
uncommon for every subject which a student takes to be selected from option lines. These
students take no ‘Core’ subjects. (They may take compulsory subjects (such as English) but they
do so by choosing from option lines.)
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Option columns

The creation of suitable set(s) of columns to hold students’ choices is dealt with later in this
section.

In ClassRoom Manager the core classes taken at each level are treated as an extra set of options,
in that a set of columns must be created for them and the students core subjects imported into
these columns.

The plural ‘sets’ has been used frequently above. It is, however, the norm for a secondary school
to have ONE set of options which lasts all year. Students’ choices in this option set are imported in
to a single set of option columns.

Option columns are a little different to ordinary columns in the amount of information which can be
stored in them. They can actually hold up to two hundred results and eight report comments for
each student.

Only one set of options can, at any one time, be the CURRENT set. More than one set,

however, can be currently active. Half way through a year in which you plan to use four sets of

options you may have two sets which have been activated and, probably, the second set will also
be the current set.

The main screen is shown below.

= Option configuration

Adjust Options Sets

Delete a Set

Column Creation

Connecting
Columns to Sets

Connecting Core to
Students

Connecting
Subjects to
Markbooks

lllustration 11 : The option configuration buttons

On the way in you may receive the following warning :
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CMAdmin X]

¥ou do nok vet have an option set connected to a colurn set Far this vear

llustration 12 : Upon entering Option configuration

This indicates that you have not yet completed your work in this area, and need to take the
following steps to prepare for the new year.

To create one or more sets of columns to hold the student’s subjects, click on the third button on
the left. This brings us to the column creation screen, shown below.

Creation of option/subject columns

Options are stored in columns which appear under : Sets found for 2008

Category 1: Record of Achievement 5 -
' - 3 et 1 [Linked to 2003)
B EUbJECt history Set 2 [Linked to Capy of 2005)
LT EE Set 3 (Linked to exam 2008)

Columns are allocated in sets of twentyfive. You may Set: care

reguest up to thirtyseven sets each year so that students

may take several groups of options during the year.

Total no. of sets: 5 Change to : 5

Year : 008 I

‘Year category : 2008 FOUND

MOT ALL sets of option columns HAVE YET BEEN CREATED for 2008

Core set of columns for 2008 have been created,

[ (Re)Create columns for core subjects ] ’ Create option columns for 2008 ]

Illustration 13 : The column set creation screen

Ensure that the number of sets requested is correct. This is done in the centre of the screen, as
shown below.

Total no, of sets: 5 Change to: 3
Year : 2003 w

Year category : 2003 FOLMD
lllustration 14 : Entering the required number of sets
Once done, click on the buttons and the sets will be created, as shown below.

Sets found for 2008

Set1 [Linked to 2008)

Set 2 [Linked to Copy of 2008)
Set 3 [Linked to exam 2003)
Seb: core

lllustration 15 : The sets have been created

Now that we have our columns, which we shall need later, we can move to the sets of option lines
from which students make their subject choices.
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Maintaining option structure(s)
Most schools use MUSAC’s Timetable Assistant to design their timetable and our program exports

the finalised design(s) directly into the Student Manager database, the same one as that used by
ClassRoom Manager.

So, if you've already done all that then skip this step.

Adjust option sets
From the Configure Settings menu > Timetable Option details, click on ‘Adjust option sets’, and
the following screen will be displayed.

=, Option configuration

mE | |08 v Yew§ ol tears
o may change the name of Bis set by editing the Ste Confirm Change. Sortleves on change: []
This s the CLRASNT set The 2008 tat of options it connected to Option Columng sed - 1 This set i ACTIVE
Core Optian subjects. %
it Gstiors Sete The Foemat for eptens is 2 &-character sublect code followed by @ teacher code.
U Th V. Th W Th X Teh Y T I Th A Teh B T ) o A
WK nactiee P, mecte W mectve WK mactie W wmacive W mactive K, mactive K macte K nactive W nactn
[ Delete 8 Se!
Column Creaton
Cormectng
Cokamns ko Sels
Cnnnereng Core tn
Students

| create set for 2009 |

proe i tear | print et | [ ke oetmiser | [ conate set for 008 | [

() o)

lllustration 16 : The main option maintenance screen

This is the main option maintenance screen. On it are displayed the ‘default’ or ‘current’ set of
options.

At the top of the screen are three popup lists from which you can select :

1. The year for which you wish to examine options
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. Option configuration

2003 Y
2003 A
2004 N
2005 FE
2006

_ _ 2007 ¥

Adjust Options Sets
2009 U
2010 _
2011 I
2012 b
Delete a Set

lllustration 17 : Selecting the year

2. The set of options from that year

2004 u:uptiu:un - SIIIr'Id half vear

URREMT =&t Thiz zet of ophions iz not yet
Option The format for optionz iz a B-character subject co
subiects

lllustration 18 : Selecting a set of options for the selected year

3. The students’ year level which you wish to view.

ide followed by
lllustration 19 : Selecting the year level

And, at the bottom of the screen, there are five buttons.

Create a new set for | Create a new zet for

Print this pear | Print thiz entire set | kM ake this the default set o004 2005

Illustration 20 : The ‘Bottom row’ buttons

If your second of the popups, the option set, is blank then you have not yet created any sets for
the current year and you have two possibilities open to you:

If you have a suitable set of options from the previous year then you can copy them to the new
year. Set the ‘Year’ popup at the top of the screen to the previous year, select the set you wish to
copy from the second popup, then click on the fourth button at the bottom of the screen. Choose
to duplicate the currently displayed set, or begin with a new blank set.
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Do wou wish to copy the current set of option lines?
If not then vou will beqgin with a blank set.

Mo | Cancel

lllustration 21 : Copying a set for the current year

Click ‘Yes’ to proceed and the new set will be displayed, and you should then, at the top of the
screen, give it a suitable name.

- |New zet name - pleaze editl j
thange the name of thiz et by editing the fitle above  Confirm change.

:MOT the curment zet Thiz =et of options iz ot pet conr

Illustration 22 : The new set needs a name

Type in the new name and click ‘Confirm change’.

|2EIEI¢1 zpare demo set

1e the name of thiz zet by editing the title above |§]

" the current zet Thiz =t of optiohz iz not yet
lllustration 23 : The new set has a name

1. Your second option is to click the same button WITHOUT returning to the new year to
retrieve a previous set of options. The same choices will be presented to you (although it
would make sense to select the second option — to start with a blank set of option lines)
and , having created the set, you should name it as shown above.

Each set of options consists of twenty five columns (lines) of possibilities for each of your specified
year levels.

The lines are named using single letters of the alphabet, as shown in the illustration below, which
also shows that you can turn individual lines at each level either on or off — active or inactive.

I rar options 1 & b-character subject code followed by a teacher code.

Tch C Tch I Tch E Tch F Tch [ Tch
F Active . Inactive . Inactive . Inactive F Active

PS  9TE ST

WS

lllustration 24 : Active and inactive option lines
Inactive options can be excluded from multi-option reports. Many schools do rotate their options

during a year, particularly for junior classes, but do so using just a single set of options for the
whole year. During the year particular lines are made inactive while others are made active.
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Enter each of the possible options into the grid. Each option consists of a subject code (up to six
characters in length) and the code of the teacher teaching it (two or three characters — it pays to
use one or the other consistently throughout your school).

An example of a set of year 11 options is shown below.

B, Tch B Tch C Tch ] Tch E Tch F Tch
«# Active «# Active «#  Bctive «F  Active Active F  Active
11, HU 11U 04 11HE MC  11MM BT 11AT ks 11CP BT
11EG PE. 11M5 Ma  11EC WS 11MD P& 11HO JS 0 1T1AT ks,
11w P& 11CL MC 1145 ME. 11MD HF 1155 ED 11MA R
11EG RT 1TD oY 11GE ST 11MD MO 117TY PS5  11LE PT
11GE PT 11EG HG  11LM MO 11MD DM 11EG Ak, 11HE JA,
11HI MO  11EG Gl 11EG SE. 11MD oY 11EG 5T 11GE TH
T1hdh o 1155 SM 1155 TH 11MD Pt 11LM M  11AC HG
115C DM 11MA CL o 11MA HU 11D Ré 11k SM o 115C DM
114 R& 115C ME. 1150 Ry 11MD PT 115C ™  11EG FO
1T Wk 11AC A5 1TITW wWT 11EG A 11GE GP  11ES AS
11, BT 11T WT  11MD PH

lllustration 25 : A set of option lines at year level 11

On the left where any ‘core’ subjects are to be listed. Remember, a ‘core’ subject is one taken by
EVERY student in the given year level, generally in their form class groups. If a SINGLE student
takes the subject outside of their core group then you should make the subject an option and
provide it with a new line of its own.

In the example below the core subjects for year 9 have been listed. However, a potential problem
has been created. 9MU has been listed as a core subject, but you can also see it in the first option
column. Clearly, this will cause confusion, certainly at the time of Ministry returns — where ALL
students take 9MU by virtue of it being a core subject, but some also take it as an option. If this
is, indeed, your situation, then you should rename the option to something which will distinguish it
from the core.

Core Dptic
zubjects subje
9EG o
A 1A Active
35 |a1p
3L ww
9rPE aTy
T g0
9ES A
4L kL

a7y

lllustration 26 : Addition of the core subjects

At the top of the screen is an information line giving you further information about the status of a
particular set.

Thiz iz the CURREMT set Thiz zet of options iz not yet connected to a get of option columns This et is currently NACTWVE'
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lllustration 27 : The information line

Once you have your first set of option lines, you should first ‘Save changes’ by clicking the button
so labelled at the bottom of the screen. If you receive the following warning then the duplication
of one or more subjects between the core and the option lines has been identified.

Warning - a conflict exists between core and option classesl

“ou may not hawe subjects which are in both the core and the aption
structure. Core subjects are deemed to be compulsony -taken by ALL
students at their evel.

If & subjectis in both the core and an option line then the students involeed
will be double-counted in the Ministry Returns. The Ministry rules prewvent
returns from being completed when this is the case.

Identified subjects ; kL

Please take steps to correct this situation before
proceeding with the various NZOA procedures

Illustration 28 : A clash is found

After clicking ‘Proceed’, you will be given the chance to have the offending code(s) removed from
the core, as shown below.

LA LA ] T L R e W,

3 CMAdmin

A5c wine swps w Loncu uns anuuuaon oodl

lllustration 29 : The offer to remove the clash(es)

Options cannot be saved while one or more option subjects also appear in the core list.

Once the set has been saved, you can still not make it the ‘current’ (or ‘default’) set. Before you
can do this, it must be connected to a set of option columns. This is why we created our column
set(s) in step 1 above.

To make the connection between our newly designed set of option lines and the previously created
set of option columns, click on the fourth button on the left of the screen and you will arrive at the
connection screen which is shown below. In the example | have two sets of option columns shown
on the left, Set 1 and Set 2, and two sets of option lines have been created, named ‘2004 options
— first half year’ and ‘2004 options — second half year’, and we shall establish both connections.
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Assigning sets of option lines to sets of students' option columns

Diwning a pear pouw may operate more than one set of optionz. E ach zet should be stored in itz own zet of ophion columns.

Tear |2|:|E|4 vl

Option calurn set. | iz connected to.. | Statuz | 2004 optionz - first half year
Set 2004 options - second half vear
Set 2

Tn zpecify a connection, select the colurn zet on the left hand display,
then zelect the option zet from the right hand dizplaw.

Help! Explain all this!

Illustration 30 : The connection screen

Establish the connections between the sets of columns, shown on the left, with the unconnected
sets of options, shown on the right. To do this, first click in an empty space alongside one of the
sets of columns, then select the set of options which you wish to connect to that set, as shown
below.

Option column zet... | ...z connected ko, | Status 2004 optiong - firgt half year
Gt 2004 options - second half year
Set2

Then here

lllustration 31 : Connecting the pairs

When you click on a column set on the left, the only option sets displayed on the right will be that
one already connected to it, along with any currently unconnected sets.

The results of your efforts will be as shown below.

Y'ear |2EIE|4 - I

Option column zet... | .13 connected ta.. | Status |
Set 1 { 2004 options - first half year |nactive
Set 2 2004 optiohz - zecond half pear  [nactive

Illustration 32 : The sets have been connected
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If you inadvertently connect the wrong set then you can break the connection by right-clicking on
the invalid connection, as shown below.

Option column set.. | ..is connected to.. Statuz 2004 options - second half pear
Set1 2004 options - first half year Inactive

Set 2 Inactive

in the selected set {and atkached to markbooks, ..
Clearly this would MOT be a good idea
Are you SURE that wou wish bo remove this connection?

:\’) You should MOT remove a connection once students have been allocated ko options
-

1
Illustration 33 : Disconnection of a set

Of course you should NOT break a connection once students have been allocated to their
markbooks.

Some schools generate a number of ‘test’ sets of options. Normally, however, the only sets from
ClassRoom Manager would be those which you actually intend to use during the year.

Finally, all that remains is to return to the first button to re-establish that the current set is
actually active. Return to the first screen and click the button :

kdake this the default zet

As a result, the current set will now also be active and this information will be confirmed in the top
line.

CMAdmin X

The stakus of this set has also been confirmed as ‘Ackive'

Illustration 34 : Our set is now active

This is the CURRENT set The '2004 options - first half year' set of options iz connected to Option Columns set : 1 This zet i curmently ACTIVE'

Illustration 35 : The information line

The first two buttons in the bottom row allow you to :

o Print the currently displayed set of options for just the year level selected.
e Print the currently displayed set of options for all year levels

And let’s also look at the second main button on the left side of the screen :
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Delete a set

Should you have a set or sets of options which you do not intend to use during the year you might
see fit to delete them. This is done by clicking the second button on the left hand side of the
screen, then selecting the set to be deleted from the popup list which will be displayed, as shown
below.

This process is notto underbe taken lighthy! Flease ensure thatwou know what
wou are doing. Ifin any doubt at all then make a backup before proceeding.
You may NOT delete the CURREMNTLY ACTIVE set of option lines.  Ifyou wish
to do so then wou mustfirst make a different set of lines the currently active ones.

| =

Thiz year's optionz
2004 optiong - second half year

2004 spare demo et

Delete zelected set

lllustration 36 : Deleting a set of options

Delete the spurious set created earlier and confirm the deletion by typing ‘yes’ in full.

Type “ez' to confirm

B

F'r-:u:eed| Cancel |

Illustration 37 : The final confirmation

Creating sets of columns for students’ options

In summary, to create one or more sets of columns to hold the students’ subjects, click on the
third button on the left. This brings us to the column creation screen, shown below.
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Creation of optionfsubject columns

Optiohs are stored in columng which appear under : Sets found for 2004

Cateqaory 1 : Record of Achievement
Cateqgary 2 : Subject higtom
Category 3 : ear

Columnz are allocated in sets of bwentyfive. You may request
up to thirtyzeven sets each pear zo that students may take
zeveral groups of options during the pear.

Total no. of getz : 2 Change to: 2 OF.

ear 2004 A
“'ear category : 2004 FOUMD

MOT ALL zetz of option column; BEEM CREATED for 2004

Core et of columns for 2004 Cregted,

[Re]Create columns for core subjects Create option columns for 2004

lllustration 38 : The column set creation screen
The arrows above point to the two buttons which you will shortly click. First, though, you must

ensure that the number of sets requested is correct. This is done in the centre of the screen, as
shown below.

Tatal no. of setz: 2 Change to: 2 ]
Tear: 2004 -]

llustration 39 : Entering the required number of sets

Once done, click on the buttons and the sets will be created, as shown below

Setz found for 2004

Set1
Set 2
Set: core

lllustration 40 : The sets have been created

Once created, you can confirm their existence by viewing the option columns via the column
maintenance area, as described in the previous chapter. As you can see below, they are to be
found under the categories ‘Record of Achievement’ / ‘Subject history’ / The year .... Where both
sets of option columns and the core set will be found.
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Maintenance of Spreadsheet Columns

Categories
Cat. 1 T o
g&;_lglent d Attendanc Cat. 3
TOSCA ‘Year Sped 1934
15395
Staff Colugeomaent
=SB S ibject hidER
i 1337
Careers 1938
fhbzence 1999
MZEA Sta 2000
Camment 2001
Fieports ey
Activities

Add categony I Add sub categuryl

Columns

Right-click for options

Option 200314
Option 200316
Option 2003/1C
Option 200310
Option 2003/1E
Option 200341F
Option 20037
Option 200373
Option 20031%
Option 200312
Option 2003411
Option 200371
Option 2003/1H
Option 2003410
Option 200341,
O ption 200341.

Edit column de

Option
columns

Core
columns

Option 2003/C core
Option 2003/0 core
Option 2003/E core
Option 2003/F core
Option 2003 core

Option 200375 core
Option 20035 core

lllustration 41 : The sets of option columns

Connecting sets of options to column sets has been covered, and ‘Connecting subjects to

markbooks’ is duplicated later in this section.

14.9 Subject details

Click ‘Subject details’ from the Configure Settings menu. This area is covered in full under NZQA
Utilities user guide available from the side bar, or our website, where the following section has

been, in part, copied.

Click on the ‘Connect standards to subjects’ button and the following screen will be displayed.

Here we are concerned with the tasks associated with NZQA and if you already have all of your
subjects and options set up from the previous year, skip this section which deals with NZQA

standards.
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. Student Manager subject specifications

Subjects offered
by your school

|v

Alternative Mathematics
Applied bathematics
At [core]

At [Other)

At Degign

At Histary

At Painting

Art Photagrapy

At Printing

At Sculpure

Biological Technology
Biology/Biological Science
Business Studies
Catering & Hozpitality
Catering & Hoszpitality
Chernigtry

Chinese

Claszical Studies
Clothing and Textiles
Computer Studies
Dezign Technology
Drama

E arly Childhood Education
Economic studies

E conomics

Electronics

Engineering Shopuork
Enalizh

Add new subject

Subject details

Subject name IAccountanc_l,l The name by which the subject 1z
knaown in your school

Default Learning Area IMathematics / Pangarau j ... for each associated option

Default MOE subject IAccounting j

Default MOE Code ACCO School Cade IAE Fecord subject changes |

Delete selected subject

Option classes Options I NZ0A standards I Hours I Unattached options I Print list I
Option details
1240 Option code I‘I‘IAE
13aC
Hourz az if for full pear |1 23
Mode of instruction IThIS school j Erida e
: | mode has not yet
Predormiratt riods | = it s
Learring zone IFDrm 5 j the W.0.E.
{* Stand-alone  Integrated
Percentage I‘IDD—
Learning Area IMathematics / Pangarau j
MOE zubject IAccounting j
| [ — | MOE Code ACCO
| Delate option | Fecord option changes |

lllustration 42 : The subject connection screen

The screen is divided into four sections:

1.

Down the left hand side of this screen will be displayed the official list of subjects from the
Ministry of Education. Your school will offer most, if not all, of these subjects.

At the top of the right hand side are displayed the details relating to the currently selected
subject.
Below that on the left is a list of the option or core subject codes by which they are
recognised within your school

The remaining area displays the details relating to the currently selected option from the
options list. (Rather than constantly referring to ‘core’ subjects and ‘options’ we shall, for
the purposes of this chapter, refer to them all as simply options.)

Click on ‘English’ in the left hand column and its details are displayed in the top right panel, as
shown below.

Subject details

Subject name

Drefault Learning Area

Drefault MOE zubject

Drefault MOE Code

|Engli$h The name by which the subject is
known in your school

\Language and Languages /MoaReo | for sach associated optian

English |

EMGL School Code  [EG Recard subject changes

lllustration 43 : The subject details for ‘English’

Each subject MUST have a ‘Default Learning Area’ selected from the list supplied by the Ministry of
Education. The popup listing these possibilities is shown below.
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Language and Languages

Language and Languages £ Mga Reo
Mathiematics /£ Pangarau

Science / Putaiao

Technology / Hangarau

The &tz / Maga Tai

Social Sciences / Tikanga-a-iwi

Health and Phypzical Education # Hauora

lllustration 44 : The Learning Areas popup

The Learning Area for English is ‘Language and Languages / Nga Reo’.

Each subject must subsequently correspond to one of the ‘MOE Subject names’, which come under
the heading of the Learning Area category. For ‘Language and Languages / Nga Reo’ some of the
possibilities are visible in the popup shown below.

S

Chinese
Communication Skillz
Cook lzland kaori

I

Englizh az a second language
Englizh [Femedial]
French

German e
O T S | T

lllustration 45 : The Default MOE subject

It seems sensible that the name for the subject ‘English’ is ‘English’.
The default MOE code ‘ENGL’ is automatically displayed and may not be edited. You may, on the
other hand, edit your school code, displayed in the bottom right hand corner of the panel. In this

case, the school is using the code ‘EG’ for its English classes.

Once you are satisfied with the entries for a particular subject, click on the button labelled ‘Record
subject changes’.

Options

Turning our attention to the final two panels, we see below the specifications for the selection
option ‘10EG’ — presented on the first tab in the fourth panel.
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Option classes Options | MZ04 standards | Hours | Unattached options | Frint list |

Option details

TEG Option code 10EG
12EG
13EG Hours az if for full year n
9EG
tode of instuction |This school ﬂ Predominant
| J mode has not yet
been finalized by
Learming zane |Year 10 ﬂ the M.O.E.
(* Stand-alone " Integrated
Percentage
Learring Area | J
MIOE subject | J
MOE Code

Record option changes ‘

lllustration 46 : The option details

The code, 10EG has been entered, but the ‘Hours as if for full year’ is still set at zero. We have a
fast way of filling all of these in globally, and we shall come to that later in this chapter.

The ‘Mode of instruction’ is selected from the possibilities supplied by the Ministry and revealed via
the popup shown below.

bode of instruction

Fredominant

maode has nat pet
Comespondence School been finalized by
Another N2 Schoal the k.0.E.

Learning zone
Overseas zchool

Another provider

lllustration 47 : The Mode of instruction possibilities

The Ministry of Education have requested a further field titled ‘Predominant mode’ but have not yet
finalised the possibilities for this field. In the meantime it has been disabled.

They also require a ‘Learning Zone’ which is generally the level at which the option is taught.
Having extracted the options from the current option set, at which the levels are, of course,
known, this entry should automatically be correctly entered for you, as shown below.

Learning 2one

Fercentage

Learning frea | “|Advanced study |
lllustration 48 : The Learning Zone possibilities

Finally, it is possible for a particular option to be ‘Integrated’ — i.e. split over two different Learning

Areas. If this is the case then, as shown below, click on the option ‘Integrated’ and complete the
four specifications for the second learning area. The last of these is automatically derived from the
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previous two selections (which correspond to those in the ‘Subject Details’ as discussed earlier).
An example (which is very spurious in the case of 10EG) is shown below.

[ Stand-alone [+ |ntegrated
Fercentage 20
Learning Area | J |Language and Languages j
MOE subject | J |I:|:|mmuni|:ati|:|n Skillz j
MOE Code COMM

lllustration 49 : Details for an ‘Integrated’ subject

While this topic is not particularly relevant to Student Manager, we shall, for the sake of
completeness, include it herein. The second tab reveals the option’s connections to unit and
achievement standards and is the most important section of this chapter.

Option classes Options | NZ0A standards | Hours | Unattached options | Prirt list |
IEEEE Standards attached to : 13EG
11EG Sort - Sart by code | Dizplay ALL wersions

Select  Urit Standards * Achievernent Standards
.:I a
SEG ~ 9000102E DAMNCT.T - Compose movement sequences A
Standards | Code 9000202 DAMCT.2 - Perform dance sequences

9000302E DAMCT.3 - Perform a dance as a member of a group

90004028 DAMCT .4 - Wiew, interpret and rezspond to a dance performance

90008028 DAMCT.E - Demonstrate knowledge of a dance genre or style

9000602E DRAM1.1 - Uze drama techniques

9000702E DRARI.2 - Use elements and conventions to devise, structure and perform a drama
90008028 DRARM1.3 - Demonstrate knowledge of a dramastheatre form through a practical pres
9000302E DRA1.4 - Perform an acting role

9001 002E DR&M1.5 - Perform a technical or production role

9001102E DRAMI.E - Understand and reflect on drama processes and performance, applied to
9001202 MUSCY.1 - Perform contrasting music az a featured soloist

9001 302E MIJSCT.2 - Perform music ag a member of a group

9001 402E MIJSCT.3 - Compose pieces of music

90015028 MUSCA.4 - Aurally identify, describe and transcribe music elements from simple music
9001E02E MUSCY.5 - Identify and describe fundamental materialz of music

9001 70Z2E MIJSCT.E - Demonstrate knowledge of music works

9001 802E ARTC1.1 - Research art and artworks from Maori and European traditions and their o
90019028 ARTC1.2 - Use drawing processes and procedures

90020028 ARTC1.3 - Generate and dewvelop idzas in making artworks

9002102E ARTC1.4 - Extend ideas in media and techniques to produce new work,

90022028 ACCO1.1 - Demonstrate an understanding of the conceptual basis of accounting
90023028 ACCO1.2 - Descrbe a method of processing financial information and analyse transac
90024028 ACCO1.3 - Process financial information for a zale propristar

9002502E ACCO1.4 - Demonstrate an understanding of accounting systems for entities
9002602E ACCO1.5 - Prepare financial statements for sale proprietors

90027028 ACCO1.E - Repoart financial information for an individual or household, and community
90028028 ACCO1.7 - Analyze and interpret information for a sole proprietor(g)

9002901 E ACCO1.8 - Use a decision-making process to make a recommendation for entities

#dd option 9003002E TIMAL.1 - Enter text from provided material and by direct entry composition
b’ ONATNAF TIMAT 2 - | se standard nneratinn and file mananement nirocedures b’

E it ‘

Delete option ‘ Global attachment of standards to options ‘ | Remove all Achievement Standard connections

lllustration 50 : The standards attached to an option — none yet!

The option 13EG is displayed above and has no standards yet attached.

At the top of this screen you can have the attached standards sorted either unit standards or
achievement standards first.

You can also sort the selection list by code or by title using the left hand button above the list.
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The second button in the same area allows you to elect to display ALL versions of currently active
standards (Inactive standards cannot be connected...) or just the LATEST version of each active
standard.

Below these two buttons are two options which allow you to toggle the display between unit
standards and achievement standards.

You can, if you so wish, attach selected individual standards to a particular standard by clicking on
the required standard in the list of available standards on the right. It would take you quite some
time to attach all of the standards to all of the options. Fortunately, there is a faster, global
method. This is accessed via the button on the left below the standards list.

However, before you do this you might wish to use the other button at the bottom of the screen to
‘Remove ALL Achievement Standard connections’ to your options. This allows you to start with a
clean slate, which also includes the removal of now-obsolete standards from your options. This is a
recommended step. The resulting confirmation message is shown below.

CMAdmin X
P This process will disconnect ALL Achievement Skandards from ALL opkions
\__ﬁ

Are wau SURE that vou wish ko da this?

lllustration 51 : The confirmation message

Once you are ready to proceed with the attachment process, click on the left hand of the two
buttons, labelled ‘Global attachment of standards to options’, and the following screen will be
displayed.

The program has checked your currently active option lines and has identified the achievement
standards which, in normal circumstances, would be attached to each of your options. These are
all displayed on the screen below.

Please note the message at the bottom of the screen: if you find that one or more
options are missing from this list then you might like to check your currently active
option lines, as they generate the display, matching standards using the MOE subject
codes attached to each subject.
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Global attachment of standards to options

For each option (centre column) those achievement standards which are currently un-
aftached are shown in the left hand column and aftached standards are shawn in the right.

Pleaze note : Only the LATEST WERSIOMS of those standards Either .
prefaced by Mimsty codes are isted below, Thoze prefaced by
SFC- or Scholarzhip or a Ministry code OTHER than that belonging : ]
to a particular option (e.g. AGHO) and EARLIER versians wil NOT  Select ALL unattached standards ;

be displaped and must be attached manually.

... or click {and highlight) those

|Inattached Optionz Attached s standards which you wish to
1AL transfer from either unattached to

ACCO attached orwvice versa. Once

AECO1.2 wou have made you selection(s)

ACCON.3 click the Transfer' button below:

ACCOT.4

ACCO15

ACCOTE Transfer

ACCON.Y

ALLOTS Once you are satisfied with the
sl attachments, click the 'Save

igggg; changes' _buttcln to hawe these

ACC023 recorded in the databhase.

ACCOZ 4

ACCOZ25 Save changes and exit

ACCOZE ~

< >

A migzing option? 1z it in pour option lines?

lllustration 52 : The standards are currently all unattached

Click on the first button, to select all unattached standards for all options for all subjects and they
will be selected, as shown below.

Please note : Only the LATEST YERSIOMS of those standards Either ..
prefaced by Ministry codes are listed below. Those prefaced by
SFC- or Scholarzhip or a Minizty code OTHER than that belonging : ]
to & particular option [e.g. AGHO] and EARLIER versions will NOT Deselect ALL unattached standards;

be dizplaged and muszt be attached manually,

... ot click (and highlight) those

Unattached Options Attached » standards which you wish to
114C transfer from either unattached to

ACCO11 aftached orwvice versa., Once

ACCO1.2 wiou have made you selection(s)

ACCO1.3 click the "Transfer' button below.

ACCO1.4

ACCO1E

ACCOT6 Tranzfer

ACCOT.7

ACCO1.8

Once you are satisfied with the

ACCOZ1 — attac:hme:nts, click the 'Save
ACCO2.2 changes _buﬂunto hawe these
ACCO2.3 recorded in the database.
ACCOZA

ACED25 Save changes and exit
ACCOZE 2

! »

Illustration 53 : Standards selected for attachment

Next, click on the ‘Transfer’ button and the selected standards will be transferred from the left
hand side of the screen (Unattached) to the right hand side (Attached), as shown below.
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Fleaze nate : Only the LATEST WERSIOMNS of thoze standards
prefaced by Ministry codes are lizted below. Thoze prefaced by
SFC- or Scholarzhip or a Ministry code OTHER than that belonging
to a particular option [e.g. AGHO] and EARLIER versions will MOT
be dizplayed and must be attached manually.

|Inattached Options Attached
11AC

ACCOTA

ACCO1.2

ACCO1.3

ACCO1.4

ACCO15

ACCO1E

ACCO1.7

ACCO1.8
1240

ACCO2A

ACCDZ22

ACCOZ23

ACCOZ4

ACCOZ25

ACCOZ2E

¥

Either ...

Dezelect ALL unattached standards

... ot click fand highlight) those
standards which you wish to
transter from either unattached to
attached or vice wersa. Once
wou hawve made wou selection(s)
click the 'Transter' button below:.

Transfer

Once you are satisfied with the
aftachments, click the 'Sawve
changes' buttan to hawve these
recorded in the database.

Save changes and exit

lllustration 54 : Transfer and ready for saving

Finally, click ‘Save changes and exit’ and all of the attachments will be made, and you will be
returned to your options screen as shown below, this time with achievement standards connected
to each of your options.

You might well have some individual adjustments to make, such as the attachment of unit

Option classes

10EG

12EG
13EG
JEG

Optiong | MZ04 standards | H:

Standards attached to : 11

Sort -

Standards | Code -
EMGL1.1 0052 02 E
EMGL1.2 0053 02 E
EMGL1.3 0054 02 E
EMGL1.4 0085 02 E
EMGL1.5 0086 02 E
EMGL1.E 0057 02E
EMGL1.7 0058 02E
EMGL1.8 0053 02 E
EMGL1.9 0060 02 E

Illustration 55 : The standards are now attached

standards to options (The global removal detailed above does not remove these), and the addition

or removal of individual standards from individual options in your school’s special cases.

Connecting standards to options is complete.
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The setting of subject hours

The tedious task of individually specifying the hours occupied by each subject at each level is
simplified using the utility accessed via the third tab on the ‘Standards’ panel, titled ‘Hours’. When
you click this tab then panels will reposition themselves on the screen to allow for more room for
this process.

The screen for the process is shown below.

Options | NZ0OA standards | Hours | Unattached options | Print lizt |

Default hour settings

The tiniztry of Education [from 2003] requires schools to provide information relating to the number of hours
studentz zpend in each subject during the pear.

Enter here the number of hours which would be spent in each option if the option was taken for the FULL year.

IF wou rotate timetables [e.q. studentz move through [zay] three etz of options per year then theze entries wil
be adjusted autormatically for this zcenario for Ministry returns.

Option Hours
10AT
10CL
10CP
10EG
10ES
10FR
10HE
10HO
10MA
10MS
10U
10U
10PE
105C
1055
10TD
10T
114AC
1145
11HO
11MA

Either enter the hours for
each optiong separately...

... or gelect optiong from the
table, enter the hours belaw,
and click 'Set hours'

Hows: [116

Set hours ‘

Record changes |

w

lllustration 57 : The global specification of hours

All of the options are listed and you can process them in groups which have a common number of
hours.

Please note: it is MOST important that you enter the number of hours for which the
option would occur if the option set to which it belongs is taught for the FULL year.

For those schools which operate a single set of options for the full year this will be a simple matter.
For those who rotate sets of options, you will need to adjust the number of hours as if the set
lasted all year. This enables the Ministry Of Education returns to calculate the correct figures,
based on the proportions of the year which each set occupies.

In the example below all of the year 10 options have been selected and the figure of 116 hours
has been entered.
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O ptian Hours it o :
= ither enter the hours for

13;[ _ each ophions separately...

10CP

10EG 116 ... of select options from the

10ES _ 16 table, enter the hours belaw,

10FF and click 'Set hours'

10HE Hourz: [116

10H0

10MA

10M5 Set hours

10k 116

10MU

10PE

::ggg Record changes
H

107D

10Tv

11405 1]

Illustration 58 : The Year 10 hours have been set ...

When the ‘Set hours’ button is clicked, the specified number is applied to each of the selected
options.

These entries can now be adjusted, as shown below, to reflect the correct values for each.

Complete the process for all options, then click the button labelled ‘Record changes’.

Option Hours

104T 1160 Either enter the haurs far
10CL 54 each options separately...
10CP 54

10EG 116 ... or gelect optiohs from the
10ES 116 table, enter the hours below,
10FR 54 and click "Set hours'

::g:g gj Howrz: |11E

104 116

10k5S Bl — Set hours |
10k 116

10k 116

10PE 116

::ggg ::::E Record changes |
10TD 54

10T 54

11AC ]

lllustration 59 : and have been individually adjusted

The results of the process are shown in the example below, where 10EG now has its total of 116
hours displayed.
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Option classes Options | NZOA standards | Hours | Unatt

Option details

0EG

11EG Option code 10EG
12EG
13EG Hourz az if for full year 116

3EG

Mode of instruction |This gchool

I
lllustration 60 : An example of the newly specified hours

It is clearly important that every subject in your set of options is attached to a subject! This utility
identifies those options not currently attached to subjects. An example of the resulting display is
shown below. This is accessed by clicking on the fourth tab of the ‘Standards’ panel.

Optionz | M0 standardz | Hours | IUnattached optionz | Print list |
Unattached options
: Auto-attach
I pour current default ophtion zet
the optionz listed below are not
attached to any subject The button above will attempt to
identify the listed optiohz by
O comparing their code with wour
aTE - zubjects' ‘school code' Where a
10CE match iz made, the option will be
10Mw added to that subject.
11
T1LM “ou can alzo select an option from
11MD thi; lizt, then_click an thg subject to
T1MM which you wizh to have it attached.
11LE
12CH
1205
13TE
13kB
13k Frint a lizt of unattached options
aeU
9HE
TP hl

lllustration 61 : Unattached options identified

The button at the top right of the screen allows you to have as many as possible of these
unattached options connected to their subjects. This is done by matching the option codes against
those specified earlier in the chapter as the default code for each subject. The results of the auto-
attachment are shown below.
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1148

11T - now attached toworkshop
11F0

11FR - niow attached to French
1288

12EM

12E0

12PH - now attached to At Photogre
1250 - niow attached ta Science /Al
1271

12w

12E5 - now attached to Economic 2l
12GD

12ME

12FR - now attached to French
12IH

128U

12DE

-~

Illustration 62 : Some have been auto-attached

You should now complete the process manually, using the option to print the list as an aid.

The final tab allows you to print lists in various formats of the connections between your subjects,
their options and, in turn, their attached standards. An example of the printing process, and the

options available, is shown below.

Optians | MZ04 standards

Printing options

Select ...

to each subject

Include the standards

or

or

Print

Include oplions connected v

Include options and MOE
proportions relating to each

connected to each option

Include just the standards
connected o each subject

List standards connected
to more than one option

| Hours |

v

i~

2

©MUSAC 2014

Unattached options

| Printlist |

195 »lm o |- Sk

4

Wairakau Primary Schoal

E

Subjects, options, star

Subjedt [MOE code [Local code ]
Accountanc |acco [AC
Oiption [114C 0hrs 100 ACCO% 0 %
Ciption [124C 0 hrs 100 ACCO% 0 %
Ciption [134C Ohrs 100 ACCO% i %
Alternative Mathematics | [ ]
[Epplied Mathematics [ [ J
£t (core) [ERTC [AT |
Option [9AT 0hrs 100 2ARTC% 0 %
Onption [ 1047 TIEhrs [100 ARTCH% 0 %
Ciption [114T 0 hrs 100 ARTCH 0 %
Ciption [124T Ohrs 100 ARTC% i %
Ciption [13AT Ohrs 100 ARTC% i %
[2rt (Cther) I [ J
[2rt Desian [ARTD [CE |
Art History [ARTH [2H ]
[t Pairting [ZRPE [FT |
Art Photograpy [ARTF [PH ]
Option [12FH [Ohrs [100 [ARTP% 3 |
Option [13PH [Ohrs [100 [2RTP% [ ]
[t Printing [2RFR [FR l
[ Option [13PR [Ohrs [100 [ARPR% 2 |

lllustration 63 : The various printing options
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14.10 Markbook connections

From the main menu Configure Settings > Timetable Option Details > Connecting Subjects to
Markbooks. It is also provided elsewhere in CMAdmin — under the ‘Specify Markbook Details’
button which appears both on the ‘NZQA Utilities’ screen and the ‘Other Utilities’ screen.

Click ‘Core Markbook Attachments’ for the connection screen displayed below.

. Attaching students to core markbooks

Care Markbook
Attachments

COption Markbook
Attachments

lllustration 64 : The options for connecting subjects to markbooks

1. The connection of core subjects to their markbooks

To demonstrate students were disconnected from their markbooks for both core and options and
after several minutes of typing zeros | decided that a sample was sufficient.

The screen below shows the results. There are now a number of year nine students not connected

to their markbooks.

& Attaching students to core markbooks

Core Markbook
Attachments

Option Markbook:
Attachments

Markbook attach for Core subj in 2008
Current situation Current set : 2008 in 2008

Select those subjects which you would like to process
Markbook. Attached Unattached In order to be able to identify the
‘ arthod | 44& | ne = teachers of each core dass, a link

must have been established to a
current timetable.

Level | Subject
SENG

Timetable path @ h:\TTSMYTTY

Timetable number : 71

Alter Timetable Link

Proceed to (Re)attach al

0
[
G
i
o
3

lllustration 65 : The core subjects have some unconnected students

To connect them, click on the ‘Proceed to (re)attach unattached students’ button.
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But, before you do so, you should ensure that you are correctly connected to the current timetable
in Student Manager. The connection is shown on the right hand side of the screen and, if it is not

correct, click on the ‘Alter timetable link’ button.

This will lead you to the timetable link window, shown below.

W @

Timetable number : 4

= Path identifi... [ |[B[X]

Pleaze identify the path to Timetable

Timetable selection details

Default settings for timetable access

Timetable path |

Timetable | j

E =it

EE =l

[

unattached students

CATTE

That'z it | Cancel |

llustration 66 : Linking to the current timetable directory

The first task is to identify the timetable path. Some will be using \tt5 as the path. If you have
upgraded to Student Manager then your path while be \ttsm. Once you have established the path,
the timetables found at that location will be displayed, and you can make your selection, as shown

below.

Timetahle selection details

Default settings for timetable access

Timetable path  |C:ATTSN

TEACHERS B
TEACHERS.533
TEACHERS.540

TEACHERS.541
TEACHERS.EA

Timetable

[

Euit

TEACHERS.591
teachers.Bal

unattached students ‘

Teachers.baz
TEACHERS. a4

£

lllustration 67 : Selecting the timetable

Now you can proceed to attach your disconnected core subjects... as shown below.

Note:

In Student Manager the path to Timetable Assistant will be \TTSM.
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Markbook attachments for Core subjects in 2004
Current situation Current st : 2004 options - first half pear in 2004

Select thoze subjects which pou would ke to process

In order to be able to identify the

Level| Subject | Markboak | Attached | Unattached | -
teachers of each core class, a link
3 |3EG SEG 2004 71 a must have been established to a
9 | 9MA Skd4, 2004 71 1] current timetable.
9 955 955 2004 71 i
3 |95C  35C2004 71 0 Timetable path : CATTS,
9 |9PE 9PE 2004 127 i
9 QAT 9AT 2004 il i
9 |39ES 9E5 2004 120 o Timetable number ; 4

CMAdmin ] Alker timetabla link

& total of 210 students were attached to markbooks

9ES

Proceed to [re]attach
unattached students

lllustration 68 : The core subjects have now been attached

The core subjects are now all in their markbooks.

2. Connection of option subjects to their markbooks

When you click on the second button you will receive the following message as the main screen is
displayed. It draws your attention to the fact that you can right-click on numbers on the option

attachment screen.

Right-click on unattached numbers to either view students or atkache separately

lllustration 69 : An alert concerning the use of the following screen
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Option Markbook attachments

Year 2004 - Level
- Al levels
Option Markboal Col Set 1 |vear 9
2004 optiofv'ear 10
Aftached

0 Year 12
114C 11AC 2004 g eald
114R 11k 2004 7 5
1145 1145 2004 2 3
11AT 11AT 2004 10 1
11CL 11CL 2004 3 i
11CP 11CP 2004 17 1]
11EC 11EC 2004 1] 0
11EM 11kA 2004 59 20
11ED 11EG 2004 B5 az
11ES 11ES 2004 a 1
11F0 11Ty 2004 7 a
11FR 11U 2004 16 0
11GD 11Wwhad 2004 1 2
11HE 11HE 2004 a 3
11HO 11HO 2004 a 0
114 11GE 2004 A 5
11LE 11LE 2004 1 1]
111k 110 2004 10 4
11D 11D 2004 17 70
11hd 11kA 2004 1] i
11FE 115 2004 10 1]
1155 1155 2004 a3 G
11TD 11TD 2004 1 0
11T 11T 2004 1] i
11Ww/P 11HI 2004 3 2
11w T 115C 2004 52 11

Attach unattached to
2004 options - firzt half year

Col Set 2
2004 options - second half year
Attached nattached

0

o oo o oo oo o oo oo o oo o oo o oo ooo

[}

o

oo oo oo oo oo oD oo o oo oo o oo oo o

lllustration 70 : There are several unattached options in the first set.

To see a particular year level’s option connections, select the required level at the top of the
screen. The connections for all of your sets of columns will be displayed. In the illustration above,
no students have yet had options recorded in the second set for the year. Shown below is the

small popup menu enabling you to identify students in each cell of the grid.

lllustration 95 : The popup menu accessed by right-clicking a number

-4

=

=

Wigw students
Akkach students

o

.

10

o

Once you are ready to proceed, click on the green button at the top right hand corner of the
screen, and the various connections to markbooks will be made, after which the green button will
change, allowing you to use it to identify a further year level. Shown below is the result of the

connection process.
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Option Markbook attachments

Year 2004 - Lewel Tear 11 - Search for connections
Option I arkbook, Col Set 1 Col Set 2
2004 optionz - firzt half year 2004 optiohs - zecond half pear
Attached Unattached Attached Unattached

1] 1] 0 1]
1140 114ALC 2004 17 1] 0 1]
1158 T1kdv 2004 12 1] 0 1]
1145 1145 2004 5 i 0 i
14T T1AT 2004 11 1] 0 1]
11CL T1CL 2004 K] 1] 0 1]
11CP T1CP 2004 17 1] 0 1]
11EC T1EC 2004 i i 0 i
11EM T1kda 2004 74 1] 0 1]
11ED T1EG 2004 a7 1] 0 1]
11ES 11ES 2004 | 1] 0 1]
11FO T 2004 15 i 0 i
11FR 11U 2004 16 i 0 i
116D 11w 2004 K] 1] 0 1]
11HE T1HE 2004 11 1] 0 1]
11HD 11HD 2004 a I 0 I
1144 11GE 2004 3k i 0 i
11LE 11LE 2004 1 1] 0 1]
11LM T1LM 2004 14 1] 0 1]
110 11D 2004 av 1] 0 1]
11kAM T1kda 2004 i i 0 i
11FE 115 2004 10 1] 0 1]
1155 1155 2004 24 1] 0 1]
1TD 11TD 2004 11 1] 0 1]
11T T1Tw 2004 i i 0 i
11w F TTHI 2004 5 1] 0 1]
11T 115C 2004 g3 1] 0 1]

lllustration 71 : All unattached options are now attached

Now we have reached the stage where all of the options have been configured, all of the students
have been allocated their options, all of the markbooks have been set up for the year, and all of
the students are connected to both their core and option subjects markbooks.

14.11 Calendar

The Absence package uses a school calendar to keep track of the days the school is open. The
Calendar is no longer configurable in Student Manager.

14.12 An overview of Teachers and their Dossiers

‘Staff and Their Dossiers’ and ‘Document Management’ are covered below.

Teachers and Administrators use Student Manager and so must have the right to access at least
some of the functions and processes of Student Manager. Staff members are allocated rights by
virtue of being members of one or more ‘groups’ and a group is an entity which has certain
selected rights. We have already dealt with the process of maintaining groups and the allocation
of rights to each group.
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Now to the staff members who use the module. Each staff member must have certain personal
details recorded in the staff database associated with Student Manager. Their rights within the
package are allocated by making them members of one or more groups.

Most administrators will use Student Manager directly, without using dossiers. Others may use
dossiers to allow them to access just a small section of the database. Dossiers have been

described as being collections of selected students, columns and documents.

An old Waiopehu College staff file may have been used in the past without gaining permission from
the staff. We trust this is seen as a tribute to a fine group of teachers.

14.13 Teachers’ personal details

To access this area click on the main menu button ‘Teachers and their dossiers’. The main staff
details screen will appear as shown below.

Create or maintain a staff member's details and dossiers.

Currently listed staff members

w =n Angela
i na

| ul

| ichelle
| ne

1 ady

i Je

| nda

| et

| 15ue
|

|

Y
ui
dele
dy
by

3

4nne

|
|
|
|
L sac ]
i

W

[ Delete l [ Add New

[ Print a List of Staff Members

Surname
First name
Username
Password
Title

Email address
Details

Code

Year levels
taught

School

Staff member's details

MUSAC

Musac

MUM Class | RmisMwW

-]

W

COo 102 O3 4 s s 07 Oz

School

W

Dossier
Maintenance

[ Save Changes to this Member's Details ]

[ Adjust Group Memberships for this Member ]

Staff member : Musac MUSAC

Illustration 2 : The staff details screen.

When you first arrive at this screen the only teacher known will be a certain teacher known as
MUSAC. Once you have added a staff member with comprehensive rights you should change the
password of ‘MUSAC’ to prevent others from gaining unauthorised access.

To add a new staff member, click on the ‘Add new’ button and enter their details on the right hand
side of the screen.
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Click on the surname field and enter the various pieces of information (surname, first name) a
password which this teacher may use (passwords may be up to 6 characters in length, passwords
will be encoded and stored encoded in their onward files).

The title of the teacher should be selected in the next pull down combo from the list of possibilities
available. If you have other possibilities then you do not at this stage have the option to add
those to the pull down. We would have to add those for you.

The teacher’s code is the most important part of the teacher - more important even than their
surname or first name! Their code is used to identify the dossiers belonging to a particular
teacher. Codes may be either two or three alphabetic characters, may not be duplicated, and may
not contain digits! Please enter a suitable code that is unique to the teacher. (Not UUU - we have
used this one!) One enthusiast in a large Auckland girls’ school chose to begin each teacher’s code
with a / as she felt that options appearing as 12MA/BT were easier to interpret. Many changes
throughout the package were made to enable her to continue this practice!

‘Class’, ‘Details’ and ‘Email address’ are optional but each of the others, including the school of
which he or she is a staff member (remember CM can operate in multi-school mode) are required.

The ‘details’ section may be accessed in full by pressing the small button with the three dots at the
right-hand side of the screen. If you wish you can add a considerable amount of detail for each

teacher.

At this point, before doing anything else, you should click ‘Save’ to record your new teacher’s
details. Now he or she will appear in the left hand list of teachers.

For the allocation of group membership(s) for the staff member click ‘Adjust Group Memberships’
and the allocation screen will appear.
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. Dossier Maintenance

Group memberships

Staff member's name : Musac MUSAC Student Manager rights

Default Group |~ Right A

TTSM Administrator 9 Acress Editfadd students' details fes

Full 5M O View-only access to all student details fes

Full CM 9 Printing utility Yes
MOE Returns fes
Direct entry to just teacher's own casses | Yes
Financial Yes
Pastoral fes
Configuration ‘fes
Utilities Yes
Backup utility ‘fes
Change databases fes
Add new students Yes
Acress the data cube fes
View only access to financial details documer| Yes
View only access to students' options docum| Yes
View only access to pastoral details documer | Yes
View only access to sensitive information do| Yes
View only access to caregiver details docume Yes
View only access to Ministry details documer | Yes
Arress Antonavments nrocesses es ¥4

This display is for information anly. Individual rights

b/ may only be adjusted via group memberships.

[ View CM Rights ] l View 5M Rights ] Back

llustration 5 : Allocation of group memberships to a staff member

A list of the available groups appears on the left-hand side of the screen and you should click on
the option buttons nominating membership to particular groups. Remember that each group has
certain rights within the package and by allocating a teacher to a particular group the teacher
gains the rights of that group.

A teacher may belong to several groups, and each teacher’s rights will be the maximum access
gained through membership of any group. In other words, if one group which a teacher belongs to
is NOT allowed to perform a particular function and another group to which the teacher belongs IS
allowed to perform a particular function then the teacher concerned WILL be able to perform that
particular function. The rights which group memberships confer on the teacher concerned are
displayed on the right hand side of the screen.

Once you have supplied the groups to your satisfaction click on the ‘Exit’ button.

You may return at any time and click on a teacher on the list on the left-hand side and their details
will appear on the right-hand side and you may change them.

Naturally it is not desirable to change a teacher’s code once they have dossiers allocated to them.
Should you change the code on a teacher then any dossiers using that teachers' code will be
adjusted to reflect the new information but this cannot affect those dossiers already merged to
remote computers. Please avoid changing a teacher’s code. We have tried to cover most bases
automatically but cannot guarantee that all of the steps we have taken will be sufficient to
completely effect a change.
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ou have entered new infarmation for thiz
staff member,  Thiz must be updated on anw
dozsiers belonging to thiz staff member.
Before thiz can be done vou must carmy out
any outstanding merges of dozsiers on foppy
digkz, and then [preferably] wipe or destrop
those disks. Once pou HAYE approved the
change, any dozziers belonging to thiz staff
member found on this computer will be
updated. ou should then re-merge dossiers
belonging to this staff member onto empty
floppy dizks to have the new dossiers created
corectly. Then vou should merge these
dozsiers on bo any remote machines used by
thiz staff member. The remate merge wil
update the remote database with the new
stalf member data.

Do pou wizh to proceed with the change.
[You should MOT proceed unless you HAYE
merged any outstanding dossiers on loppy
dizkz.]

[ Don't remind me again

Proceed ‘ Cancel ‘

lllustration 6: The screen which appears when you change a teacher’s code

You can print a list of staff members, via the dialogue shown below.

Printing stafl list

FPrint a list of staff members
T P st Basks dabsks
Irschode Tt -
Irechucds fnk of docsssts [
Frrl chst ol $ialt noris

v ikan -~
n Scolt
sl Jodw

1 Rory

& Lo e
st [ervas
na Shason
nes Wichele
Sy

s3ton Arwes Dels
o Olevst
JErwy

5Jim

e

1 iy

i Chiig

1 Mike

o Matt

# Penny

n Maare

PR T

AT Mumac

Sabect ol I Procesd | Cancel

lllustration 7: Printing options

Next we turn to teachers’ dossiers, accessed via the large ‘Dossier Maintenance’ button on the
teacher details screen. Select the staff member for whom you wish to manage dossiers then click

on this button.
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14.14 Managing documents

Click ‘Document Management’. At the heart of student data editing and viewing are the
documents. Documents are held in subdirectories (\smdocs for 1024 x 768 resolution). In addition
to these you can create your own document subdirectories and move documents between
directories. Each teacher may have one or more of these directories allocated to him or her and
hence have access to the documents contained therein.

In Student Manager dossier creation, the teacher is linked to the available year level columns
according to the teacher’s year level/s taught. In CM Administrator > Assessment Tool Selector
the required assessments for new teachers are to be configured, which will install the required
columns and ensure the documents are available. This updates the teacher’s dossiers to show the
relevant selected documents, or for new teachers click ‘Auto Create Dossiers’ button.

n = Management of Documents

:
o Subdirectories Documents are available for two different screen resolutions
t:' Allocating Current display : 1024 x 768
g
g Docun?ent n.ame Status Modified Original ~ Restore all Standard
;- Subdirectories Alumni detalls.dm.t MUSAC standard 14/09/2004 14,09/2004 Documents
z : - Attendance details.dmt User defined 05/11/2008
z Caregivers.dmt MUSAC standard 23/08/2002 28,/08,/2002 Restore Selected
DTELEE Emergency contact.dmt MUSAC standard 15/09/2003  15/09/2003 Documents
Enrolment details.dmt MUSAC standard 03/03/2008 15,05/2010 @
Documents Financial details.dmt MUSAC standard 16/01/2006 16/01/2006
Finandial.dmt MUSAC standard 2305/2003  23/05/2003 Documents
Leaving details.dmt MUSAC standard 25/11/2009 25/11/2009
Mailing details.dmt MUSAC standard 25/0%/2008 25/05/2008 m
Medical dmt MUSAC standard 15/09/2008  15/09/2008
Miristry details 2.dmt MUSAC standard 25/11/2009  Os/10/2010 @ e
Ministry details.dmt MUSAC standard 18/09/2009 06/10/2010 @ \User-defined Documents
Options.dmt MUSAC standard 03/04/2002 08/04/2002
Pastoral.dmt MUSAC standard 16/10/2002  16/10/2002
Personal details 2.dmt MUSAC standard 03/10/2008 03/10/2008
Personal details.dmt MUSAC standard 159/10/2009 17,05/2010 @
Renamables 1.dmt MUSAC standard 18/11/2002 18/11/2002
Renamables 2.dmt MUSAC standard 18112002 18112002
School-defined.dmt MUSAC standard 20/08/2002 20,08/2002 v
Key
[@® standard documents modified by a user
@ standard documents updated by MUSAC
[@ MNew standard documents supplied by MUSAC

lllustration 24 : The document management options

The main screen provides access to the various processes.

©MUSAC 2014 194 of 531



Student Manager
MUSAC Classic 2014

Creating document subdirectories

This utility allows you to manage the various document subdirectories available for use by Student Manager. Subdirectories
must be off the \cm'documents), directory, which should not contain any documents itself,

Document subdirectories Documents Destination subdirectory
Literacy Mumeracy Literacy Mumeracy
MationalStandards NationalStandards
MCEA Details NCEA Details
old old
PAT O Maove PAT
Profile Profile
STAR. Or STAR
SYM Literacy Mumeracy SYM Literacy Mumeracy

() Copy
Selected
documents
to
l Add a Mew Subdirectary I l Delete Selected Documents Move or Copy

Subdirectory name
I

l Create Mew Subdirectory I

Illustration 25 : Creation of document subdirectories

By selecting a subdirectory from the left hand list, the documents which it contains are displayed
in the centre list. You can select one or more of these documents and either move them or copy
them to a directory selected from the right hand list.

To create a new subdirectory, click on the 'Add a new subdirectory' button and enter the name of

the subdirectory into the box provided. Please DO NOT use symbols such as / or \ in your
subdirectory names. Keep them VERY simple.

Allocating subdirectories to staff members

Select one or more staff members from the staff list in the left column, then select one or more
subdirectories from the centre list.

When you then click 'Save selection' each staff member has the selected directories ADDED to his

or her existing list. You can see the documents contained in one or more of the subdirectories as
you click on their name in the centre list.
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Allocation of document directories to teachers

Select teachers....

Select directonies

The directony documentshold
cohtaing the following documents

Mizz Jenny DYVER
Mizs Michellz Downes
iss Musac MUSAC

br David Stout

bdr Dravid Trirn

Mr Denniz D avenport
tdr First Hegarty

br First Jones
bedr Firs k.
r Jim Muggers
br John Patterson

[l LindsaE Patterzon

I M att M ataira
Ir Qliver FRASER
Ir Peter HOOGEMDOORM

r Richard Rileyp

tr Rory Butler

Mr Ruzzel Trethawey

Mr Scatt Ashtan ;I

Hald Crl to rmultiselec

| 2002F eportD ocuments

Save thiz selection |

Curnulative Record.dmt i
HIBSMulti nterim. dmt Il
PAT Individual v'r Sum 'r7.dmt
PAT Individual ' Surn 'r8.dmt
PAT LigtComp vr3_G0.dmt

PAT LigtComp vr4_G0.dmt

PAT LigtComp vr5_GO.dmt

PAT LigtComp v'r B_GO.dmt

PAT kaths vr 10 al.dmt

PAT kaths v 10_G0.dmt

PAT Maths vr 4_GO.dmt

PAT Maths vr 5 GO dmt

PAT Maths ¥ 6_GO.dmt |
PAT Maths ¥'r 7 AgeP2D all gpk
PAT Maths 't 7 AgeP2D.gph

PAT Maths ' 7 all dmt

PAT Maths 't 7 ClaS20 all. gph
PAT Mathz v'r 7 Cla52D.gph

PAT bathz vt 7 entry.dmt

PAT Maths v 7_G0. dmt

PAT Maths v 8.AgeP20 histgr
PAT Maths v7 3 AgeP20.gph

PAT Maths ' & all dmt

PAT Maths v 8 ClaS 2D hizt. gpt
PAT Maths 7 8 ClaS20.gph

PAT Mathsz v 3 entre.dmt

PAT Maths 1 8 GO.dmt hd|

Delete selected |

llustration 27 : Allocating directories to staff members

Viewing a staff members’ directories and documents

©MUSAC 2014

One teacher's document directories

Select teacher

has these directones

containing theze documents

Mizz Jenny DVER -
Mizs Michelle Downes —
Mizz Musac MUSALC

Mizz Sandra Smith

Mizz Violet 0'Dea

kr Alan Aitken

Mr Andrews Skerman

br Chiiz Jainez

br David Huston b
br David Stout

bdr Dawid Trim

kr Dennis D avenpart

br First Hegarty

Mr First Jones

Mr First Pittuck

br Jirm Muggers

kr John Patterson

Mr Lindzay Patterzan

br b artin Thrupp

bdr b4 att b ataira

br Qliver FRASER

hr Peter HOOGEWDOORM

hr Peter Peters
br Richard Rile

Mr Buzzell Trethewey
Mr Scott Azhton Ll

| documentzhold

Add a directory

kimistry details. dmt
timistry details 2.dmt
Paztoral.drmt

Mew doc.dmt

Ry test 1.dmt

Remove selected directories

Save changes

llustration 28 : Moving documents between directories
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Select a staff member from the left hand list and his or her subdirectories will be displayed in the
centre list. Select a subdirectory from the centre list and the documents in that subdirectory will be
displayed in the right hand list.

Using the buttons at the bottom of the centre column you can:

Add a directory (to the selected staff member)

One teacher's document directories

Select teacher

haz theze directornies

Select directories

Mizz Jenny DYER
Mizz Michelle Downes
Mizz Muzac MUSAL
Mizz Sandra Smith
Mizz Wiolet O'Dea

| docurmentshold

2002R epartDocuments
documentshold

Jenny

Flary

test

br &ilan Aitken

Mr Andrew Skerman

Mr Chiiz Jaines

Mr David Huzton b
bt Dawid Stout

bdr Dravid Trim

Mr Denniz Dravenport

bdr First Hegarty

Mr First Jones

r First Pittuck

kr Jirn Muggers

Mr John Patterzon

r Lindzay FPatterzon

br b artinn Thiupp

Pr b att b ataira

kr Qliver FRASER

Mr Peter HOOGEMDOORM
Mr Peter Peters

kr Richard Rile

Sdd a directany Add selected

Mr Ruzzel Trethewsy

b1 Soatt Ashion ﬂ Hemove selected directonies

llustration 29 : Moving documents

The list on the right will change to display the available directories from whence you may select
one or more, then click on the 'Save changes' button.

2. Remove selected directories - by selecting them then clicking on the 'Remove
selected directories' button.

Allocating basic documents to staff

Staff need to see student data, and they can either select their own documents (if they have the
necessary right) via the student data editing screen, or you can allocate them specific documents
via this process.
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Allocating basic documents to staff

Select teacher

..hag been allocated these documents

Select from

Mizs Jenny DYER
kizz Michells DWES

H bl
Mizs Sandra Smith
Mizz Violet 0'Dea

bdr Alan Aitken

tr Andrew Skerman

tr Chirig J aines

kdr David Huston

tdr David Stout

b David Trim

Mr Denniz D avenport

tdr First Heqgarty

tdr First Jones

bdr First Fittuck

r Jirn Muggers

tdr John Patterson

tdr Lindsay Patterzon

tr Martini Thrupp

kdr b att M ataira

tdr Oliver FRASER

tdr Peter HOOGEMDOORM
tdr Peter Peters

Mr Richard Riley

tdr Rory Butler

tdr Fuzsell Trethewey

r Scott Ashton

tdrz Betty Jaan

drz Brenda KEAM

2

Personal details.dmt
Careqgivers.dmt

M edical dmt
Financial dmt

Miriztry detailz. dmt
Photo alburm 1-8.dmt
School defined. dmt
Hiztorical a.drmt
Sengitive. dmt
Attendance details.dmt
Hiztonical a.drmt
Sengitive. dmt
Attendance details.dmt

Clear all

Save thiz zelection

Ministry details.dmt
Perzonal details 2. dmt
Caregivers. dmt

M aon detailz.drmt
Mailing details. dmt

M edical.dmt

Erwalment details. dmt
Timetable. drt

Phota alburm 914, dmt
Renamables 1.dmt
Renamables 2.dmt
School-defined. dmt
Sengitive info.dmt
Default. dmt
Emergency contact.dmt
Financial detailz. dmt
Financial dmt
Senzitive.dmt

Options. dmt

Histarical a.dmt
Leaving details. dmt
Phota album 1-6.dmt
Phiota alburm 1-8.dmt
Perzonal Detailz.dmt
Attendance details. dmt
Default notes.drmt
Pastoral.dmt

Perzonal detailz Sec.dmt

llustration 30 : Selecting staff members

Select the member of staff with whom you are concerned from the list of the left. His or her
documents will be displayed in the centre column. You can then add (or subtract) from this list by
selecting (or re-selecting) from the right hand list. Click 'Save changes' when you are ready to

save changes.

From time to time MUSAC may release more basic documents, we may alter original basic

documents, or you may, yourself alter basic documents. The status of each document is displayed
in the right hand column and some may have a red, green or blue dot against them indicating the
status shown at the bottom of the screen.

In the example below you can see that | have created several user-defined documents. It would
be a good idea for me to delete these, by selecting them then clicking on the bottom button.

At the top of the screen, in the green area, | can see that | am currently viewing in 1024 x 768
screen resolution, and hence addressing a particular group of documents. If I click on the 'View
800 x 600' button then the documents relating to that screen resolution will be displayed and | can

'manage’ them.
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Documents are available for two different screen resolutions

Current display : 1024 x 768

Document name Status

Alurnni details.dmt MUSAC standard
Attendance details.dmt User defined
Caregivers.dmt MUSAC standard
Emergency contact.dmt MUSAC standard
Enrolment details.dmt MUSAC standard
Finandial details.dmt MUSAC standard
Financial.dmt MUSAC standard
Leaving details.dmt MUSAC standard
Mailing details.dmt MUSAC standard
Medical. dmt MUSAC standard
Ministry details 2.dmt MUSAC standard
Ministry details.dmt MUSAC standard
Options.dmt MUSAC standard
Pastoral.dmt MUSAC standard
Personal details 2.dmt MUSAC standard
Personal details.dmt MUSAC standard
Renamables 1.dmt MUSAC standard
Renamables 2.dmt MUSAC standard
School-defined. dmt MUSAC standard
Key

[@® standard documents modified by a user
[@ Standard documents updated by MUSAC
[S Mew standard documents supplied by MUSAC

Illustration 31 : The document status screen

Modified

14/09/2004
05/11/2008
28/08/2002
15/09/2003
03/03/2008
16/01/2006
23/05/2003
25/11/2009
25/09/2008
15/09/2008
25/11/2009
18/09/2009
08/04/2002
16/10/2002
03/10/2008
13/10/2009
18/11/2002
18/11/2002
20/08/2002

Original
14/09/2004

28/08/2002
15/09/2003
13/05/2010
16/01/2006
23/05/2003
25/11/200%
25/09/2008
15/09/2003
06/10/2010
06/10/2010
08/04/2002
16/10/2002
03/10/2008
17/05/2010
18/11/2002
18/11/2002
20/08/2002

@@
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15 Utilities

15.1 An overview of Utilities

The Utilities button provides access to a number of functions related to the package. These are
accessed via a screen full of buttons.

£ SM Utilities version 6.16.629 28/10/2008 MUSAC MUSAC  Middle Earth School  C:ACM\CM.mdb

Help
#» Backup or Restore e __| Whois Accessing the T Remove Deletes from # Clear Renamable
L Data L=y EEHEEEE Ll Database? um the Database ; Categories

by Change Final Year to
2 Leavers

Transfer Students

L Import or Export
W= Between Databases =

Student Data

{71 Internet Domain

Ly ‘Allocation j. Case Conversion

L e J4L, Board Of Trustee 7+ Spedal Exports [ % Manage Students' » View Basic Student
w" E = g Elections Imports Photos Data

— . : — . X g View Pdf-saved % Email Students' End-of-year Data
= View the Log File =l View the Register Lu Letters Documents ~r Rol-aver

% View get [ Chedd NSN
Log

| Prepare a Library

WL
ﬁ:ﬂ Update Disk % Import NSN Updates

(L) Get / ched:NsN

Close

Illustration 2 : The utilities screen

15.2 Backing up or Restoring data

This process is detailed in full in Appendix 1 which is devoted to the topic.

In addition MUSAC has developed a utility ‘AutoJeCT Compacting Tool’, more information can be
found on our website www.musac.co.nz.

15.3 Who is accessing the database?

Each time a person enters the program this is recorded in an 'audit trail' log, as is their use of each
of the various functions of the package.

In addition to this, each time a database is opened during the use of the package, this information
is also recorded, this time in a temporary file. When they close the database their name is
removed from the file.
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You can, at any time, see who is using the various databases using this utility, which displays their
name, their computer, and the database in question on the screen, an example of which is shown
below.

l = Who is accessing the database?

The current computers on your network are currently accessing N.B. Column widths may be

the ClassRoom Manager/Student Manager databases. adiusted by sliding their joins

Computer Login Mame User name Program Date In Time In Duration
i ATE2t Musac MUSAC : Shell 28/05/2009  12:13 101 mins
W AT32t Musac MUSAC p 5M Utilities 28/05/2008 12114 100 mins

W 4782t Musac MUSAC e Student Manager 12:14

28/05/2009 100 mins

Pause List Generation (To Allow Viewing) ] l Print this List

Send a message to all current users of ClassRoom Manager and Student Manager
Please type in your message below, Cause automatic shutdown [] After |:| seconds.

Send Message

You are no doubt aware that people may be designing documents or doing print runs and would
naturally object strongly to being closed down! Please use this process in an emergency only!

musac @

Alternatively you can have your message displayed and have people locked out of CMTeacher and CMAdmin
until YOU return here to release the message. Others attempting to enter either will be denied access.

Click here to Lock Everyone out Until you Return here to Release the

Lock. Access to CMTeacher or CMAdmin will be Denied Until Then, Em=allems

lHlustration 11 : The ‘Who is accessing’ screen

The top half of the screen is devoted to a table listing those people currently accessing any of the

databases. This screen is refreshed every five seconds so, if you are scrolling down viewing the list
then, every five seconds it will be redisplayed from the top down. To have the constant refreshing
paused while you are scrolling, click the first button below the screen titled ‘Pause list generation’.

The list includes the following information :

The computer name where the user is working
Their login ID

Their name

The name of the database currently open

The date

The time

Periodically you may need ALL users OFF the system. Do not install an updated version of the
program while others are using the software. Type a message in to the window 'send it' to all
users. This records your message in a temporary file and each of the programs is constantly
checking to see if a message has been recorded. if so, the message is displayed on their screen.

You can also tick the check box which allows you to cause an automatic exit from the program on
other computers. The minimum time which a message to this effect can be displayed before the
shutdown occurs is 150 seconds. After this time, if a particular user has not exited from the
package then the databases will be closed and the program halted. You can watch progress on the
window at the top of the screen, which is refreshed every five seconds.
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Please take note of the message at the bottom of the screen!

Send a message to all current users of ClassRoom Manager and Student Manager

Please type in your message below.

Cause automatic shutdown Aﬂ:er seconds.

update.|

Flease exit from Student Manager or ClassRoom Manager as I am about to install the latest

Send Message

You are no doubt aware that people may be designing documents or doing print runs and would
naturally object strongly to being closed down! Please use this process in an emergency only!

Alternatively you can have your message displayed and have people locked out of CMTeacher and CMAdmin
until YOU return here to release the message. Others attempting to enter either will be denied access.

Click here to Lock Everyone out Until you Return here to Release the
Lock. Access to CMTeacher or CMAdmin will be Denied Until Then.

Release Lock

lllustration 12 : A message ready to be sent

A further example of a message about to be sent is shown below.

=1 |HiBrnan

Thanksz

Rary

Send

Frirt

Wwould you meet me in the staffroom please. 've finished warking for the
junior reports and they are available for pou to gsign now.

1 messages sent

Delete and exit |

Send meszzage to

[&L] Aitken, Alan 'y
[&5] Aghton, Scott =i
[BA) Baumfield, John

BFK] K.ean, Chriz

[BT) Butler, Rary

[CJ] Jaines, Jim

[CL] Clarke, Lorraine
[DG] Diggine, Sharon
[OM] Dovnes, Michell
%] Davenport, Denn
D] Dyer, Jenry

[EG] Egalestan, Annie %

lllustration 13 : A message sent

On this screen | have prepared a message to Brian, then I've selected him from the list of staff
members on the right hand side. You can select more than one recipient by holding down Ctrl
while you select. Finally, I clicked ‘Send’ and the small message ‘1 messages sent’ appears.

Over on Brian’s machine he is busy working away and the following window will appear on his

screen.
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| Message from : BT

fMezzage zent: 11:4F on 22/04/2004
Hi Brian

Wwould wou meet me in the staffroom please. e finished working far the
junior reports and they are available for you o sign now.

Thanks

Rary

Reply Print Delete and exit

lllustration 14 : A message received

He can immediately reply, he can print the message and he can delete it.

15.4 Removing deleted students from the database

Most students are moved out of the database as they become leavers, and are eventually
transferred to the leaver file. There will be some however who, for one reason or another, have
their status set to ‘Delete’. (Perhaps, for example, you have accidentally entered a new student
twice.) In this case, use the button above to arrive at the screen below, which lists the names of
all students whose status is ‘Delete’.

Removal of deleted students
| =il
f " Eééstudn:ants listed Below have been tagged far deletion

’ﬁﬂ;ﬂ the databaze.
LEFPER, CHARLES

It MILLARD, MICHAEL R emove these students
WLTOM, PHILIP

lllustration 15 : Three students to be deleted
When you are ready to proceed, click on the button shown, and the message below will eventually

be displayed, suggesting that you might wish to visit the database compression utility to regain
the space once occupied by the data relating to the deleted students.
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Deletions rermoved
Following this process you might wish bo use the database compaction utility

lllustration 16 : A post-deletion suggestion

15.5 Changing the final year to leavers

At some stage, probably late in the year, you might wish to globally change the status of all of
your final year students to 'Leaver’'. From the Utilities menu click ‘Change final year to leavers’.

This utility does that with one button click.

Student Manager change final year students to leavers - e e

Change final year to leavers

This utility will change the status of any full time or part time students in the nominated 'final’
year to a status of leaver', This information will also be recorded in the register,

0 ¥r0

1%ri All Full-time or Part-time students in the selected
2 %r2 year(s) wiill have their status changed to ‘leaver’
3Yr3

4 Y¥r4

5 ¥r5

6 fré Date of leaving 22/11/2011

9 Form 3

10 Form 4 -

11 Form 5 Destination

12 Form &

13 Form 7 Transfer to another MZ school or to HnmescE

14 Adult Pupils
15 Adults ov 20 Destination schoal

lllustration 1 : Selecting the final year

Select the 'Final year' from the list on the left hand side of the screen. Secondary schools must
also provide other information used for Ministry of Education returns. They must also select a

default setting for each of ;
Date of leaving
Destination - selected from the Ministry's list of possibilities.

Following the use of this process you should return to the main menu, filter just 'final year leavers'
and proceed to 'Edit Student data’ - in order to check that the leaving data on the Ministry of

Education screen is accurate.
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15.6 Transferring students between databases

At some stage early in the year, AFTER your March returns, you should transfer your leavers to
their leavers databases.

Please note: if you are wishing to retain all leavers in your database, for the
purpose of long term comparison between current students and those present in
earlier years then you may wish to NOT transfer your leavers. Of course this does
increase the size of your database.

This utility may be used to move student between files, including the transferral of leavers BACK
into the main database, should you wish.

This is the process used for the purpose of this demonstration.

& Transfer students between databases

;StE[ll 1
melectthe database FROM

which you wish to transfer
students.

CM [The main databaze]
cm19032003. mdb
cmaa.rmdb

cmbv2001 [2007 leavers)
cmbv2002 [2002 leavers)
cmbv2003 [2003 leavers)
cmkv2003 [2003 leavers)

To view the students in a file

zelect it from the list above and

the students will be dizplayed
under Step 4 on the right.

Use thiz utility to transfer
student data between different
databases.

Femermber that, if you have
earlier merged dossiers to remote
complters then, when you
remerge those dossiers the
students will be identified az no
longer being in the main
databaze, You will be given the
option to re-import tham or to
ignore them,

- ] = =
f Iflr_a 1sfer of students between databases

Step 2

Selectthe database TO
which you wish to transfer
students.

Ch [The main databaze)
cm19032003. mdb
cmaa.mdb

cmbv2001 (2007 leavers)
cmbv2002 (2002 leavers)
cmbv2003 (2003 leavers)
cmiv2003 (2003 leavers)

Step 4
to transfer

Full-time
[287]

'

Wiew

Part-time

[2]

View

'

Leaver
Mo students

Step 3

Specify any global
change of status which
wou wish to occur.

Mo status changes
LEAWER to FULL TIME
FRE-EMROL to FULL TIME
ALL ta LEAWER

Illustration 2 :

Wigw

‘

Pre-enrol
Mo students

Wiew

'

Delete

3

Mo shudents

C R M)

Select all ‘

Selectthose students whorm you wish

Total : 289 students

LD, CRAIG VAN

LD, KIM MARIE

YARTHA, JONATHAN DOUGLAS
WADE, CRAIG DANIEL

WAl TE, CHARLOTTE ELIZABETH
wWALTOM, JANET ISOBELL
waARDLE, JEREMY BERMARD
WARREM, JASON ALAN
WARREN-KEREHI, JIMMY
WESTEREY, MICHELLE MARIE
WHARATIHI, SELINA MARIE
WHITTLESTOMN, SONIA PATRICIA
WICKENDEN, KATERIMAMARLA
WILKINSON, CINDY ANNE
WILLIAMS, JULIE MARGARET
WILLIAMS-ELLIOT, LOUANA MOLLY
WILLIS, RANGIMARIE JOSEPH
WILSOM, VANESSA CATHERINE
WILTON, PHILIP JAMES
WILTSHIRE, MARK JOHN
WOODLEY, DARREM PALIL
WOODLEY, VANESSA KIM
WLIE, LINDA MARIE

AP, LEANME JOV

TAP, TAN'YA DAWN

YOUNG, MAYLIN ANNE

Proceed to ransfer |

bt

Exit |

The transfer screen

Initially, the screen will appear as shown above, with your main (CM) database selected as the
FROM database. The students therein are displayed on the right hand side of the screen. You can
display those of a particular status by clicking the button relating to the required status. The
number of students with each status is displayed above each of the five buttons.

However, to transfer some students from a leavers database back into the main database...
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% Transfer students between databases

i_‘fysrférﬁof students between databases
: - !

.-_‘-'St.eHJ 1- | Step 2 Step 4
'} Selectthe database FROM Selectthe database TO Selectthose students whom vou wish
| i i
which you wish to transfer which yau wish to transfer to transfer
students, students. Total : 13 students
CM [The main databaze] M [The main data Full-time Bennett, Alvsza May
cml3032003 mdb cm13032003. mdb Mo students Bennett, Richard James
cmaa.mdb Carlos
Cl 01 ] crlv 2007 (20010 lzawers) Wi David Jean-Michel
crlv2002 (2002 leavers) crilv2002 (2002 leavers) —Ie‘u Conal Peter Robb
cmlv2003 (2003 leavers) crmikv2003 (2003 leavers) Part-time
cmlv2003 (2003 leavers) cmbv2003 [2003 leavers)
Mo students
Wi Doolan, James Thomas
12 -Duzevich-Hoder, Leizha YW ai
Dpazan, Charlotte Jane
Leaver IRVINE, Glen Thaomas
K] MHCMANUS, Briana Gail
Wigw
Step 3
B Specify any global Pac eniel
Usze this utility ta transfer S T s U il Ma students
student data between different : -
e wou wish to occur. M
Remember that, if you have No status changes v Delete
earlier merged dossiers to remote
computers then, when you LEAWER to FULL TIME - Mo students
remerge those dossiers the ] ‘o -
students will be identified as no e s M
langer being in the main ALL to LEAVER e
database. You will be given the -
aption to re-impark tham or ko Select all ‘ Proceed ta transfer ‘ Exit ‘
ignore them,
lllustration 3 : Selection of students for transfer
1 Select the leavers file from the left had list - the FROM database.
2 Select the Main database from the list in the centre - the TO database.
3 Select those students whom you wish to transfer from the list on the right hand side of the
screen.
4 Click 'Proceed to transfer’

The following screen will report progress...
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. Transfer students between databases

D] —
ﬁ[rra _s_lfer of students between databases

Transferred students

| Brce, Carlos
oo | Cooke, Conal Peter Robb
i o 18 ks Devenney, Jessica Liane

! Duzevich-Ryder, Leisha \Waipare
Copying comments

Copying popups

Copying school detailz
Copying briggers

Copying markboaks

Copping marks analysis details
Copying student data

Deleting transfermed studentz

Transfer complete
Exit

lllustration 4 : The transferral process

... and may well appear as shown above at its completion.

Please note: the screen above includes processes such as '‘Copying columns....". These
processes will only occur when you are copying FROM the main database. It is clearly not
desirable for columns, and other configuration details, to be copied on to your main
database from some other obsolete one.

15.7 Importing or exporting student data
The Import / Export routine allows you to
e export student data in a simple text file format and

e import data which has been exported in the same format from another school’s database
e export selected data from select students in one of three formats.

The main screen offers you the choices:
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n =, Student Manager Import/Export utility

[

[ =

(=]

w

:

=]

- The purpose of this utility is to allow you to export or import data relating to one or

5 purp ¥ p p g

£ Import Student data more students from another school. The only data which can be handled via this
utility is that stored in 'Mational' columns. These are columns which are commaon to

z

The process will include the import [ export of data relating to NZQA standards.

The export process also allows you to email the export data to another school
(provided, of course) that you are currently connected.

This export process allows you to export a variety of selected columns in a variety
of formats.

lllustration 5 : The import/export buttons

Exporting student data

This routine exports ALL standard column data for the selected students. The screen is as shown
below, where | have already selected six students’ data to export. | have selected drive A: as my
export destination and | have NOT selected the option to 'Leave the file in the current directory
ready for emailing' to another school. | have also elected to NOT have these selected students'
removed from my database.

ClassRoom Manager Import/Export utility

a] Select students for export Studentz selected for export b] Either export to disk

ABACROMEIE, JAMES JEREMY » | |BAINERIDGE. GLEMM RavMAL r« | Select the drive via which you wish
&BBOTT, COLIN GEOFFREY ~ | |BARRIE, NOEL LINDSAY to expart student data.
&LDERTON, KELVIN GEOFFREY Bayne, FATRIMNA KELLY Bepint

ANDREY, MICHAEL GRAEME BIGMELL, GREGORY NOEL dive | -
ARMSTROMNG, JEMNIFER JOAN BODY, SaMDR& MICHELLE

ARNOLD, TRACEY ANME ERIND. DAKIN MEIL

&RMOTT, LEIGH HELEN

ARTZ, CHERIE MAI or email to another school
BAIMBRIDGE, GLENM ReavyMNaL

EARR, CHRISTOFHER " Leave the file in the curment directon
BARRETT. MOMIQUE CATHRIN, reading for emailing

BARRETT, MICHOLAS OLMER
BARRIE, NOEL LINDSAY
BASSETT, DIANMA JANE

BASSETT, LEIGHANNE ¢] Have all data relating to selected
BATCHELAR SCOTT JOHM students remaoved from your

BATT. SUZAMME MARGARET databaze as they are exported.
Baprne, KATRIMA KELLY " :

EAYME . LUEE DAMIEL s you zelect a student his or her pear
BEETS ‘.-’-'«NDFEEW DOUGLAS et iz displayed beluw._ Heselectlng a
BEMMET SHAME EDWARD student cancels the original zelection.
BEMTLEY, AMDREW SaMUEL

BIGMELL, GREGORY MOEL Proceed

BIRD, Jennifer

BIRD, SANDRA MICHELLE
BISHOP, &D&M RUSSELL

lllustration 6 : The export screen

After 'Proceed'ing, the following message was received.
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Export of 6 student(s') daka complete,

lllustration 7 : Process complete

My A: drive contained a file entitled ‘CMImpExp.txt’, the contents of which appears as shown. This
format lists my school's name, the actual date, and the contents of the various national columns
for each of the students. eg. 1#Bainbridge represents the contents of columns 1 - the family

name.

The Import Process

©MUSAC 2014

I CMImpExp.txt - Notepad
File Edit Faormat YWew Help

The Kuranui Project
19/03/2003

1#8AINBRIDGE

ZHGLEMN RAYMNAL
JRELEMN

4#dR & MRS A BAINBRIDGE
#EbE~Yes/Mo~Yes

E#EE~Y es/Mo~Mo

T#36 PARSONS AVENUE
gHELEWIN

12454 ~Mationality~MNew Zealan
13#35~Language~English
16H00000012

159400000013

224593~ Gender~Male
23#195505815

25815900101

26815900101
27#6~Type~Reqular student
2984~Status~Full time
00000001 6.0000
F1#00000017.0000
J5#41~Relationship~Father
39#41~Relationship~Mother
229400000000.0000
230+00000000. 0000
2314#00000000.0000
232400000000, 0000
233#00000000.0000
234400000000.0000
235400000000, 0000
236400000000, 0000
237400000000, 0000

EBX]

W

lllustration 8 : A portion of an export file

209 of 531



Student Manager
MUSAC Classic 2014

This is the reverse process, the screen for which is shown below.

ClassRoom Manager Import/Export utility

a) |dentify the file {CMImpE xp ket) b) The students shown below are thoze from the import file. €] ‘when pou are ready to
which holds the student data Matched students will hawe their data updated and proceed with the innpart
which wau wizh to import unmatched studentz will be added to the database. click ...

il Mame Lk |l Proceed I

Source school

L

Creation date ©
Students in file ;

Students matched :

lllustration 9 : The import process

When | click on the 'Find file' button the following dialogue enables me to find my CMImpExp.txt
file.

After clicking 'Open’, the names of the students on the file are listed, and the program attempts to
match the names with students already in my database. If matches are found then a small chain
link will be displayed against their name. If NOT matched then there will be a missing link in the
chain and their data will be imported and they will be allocated a new ‘hidden code number’ within
the database.

a] |dentify the file {CMImpE=p.t=t) b] The students shown below are thoze from the impart file.
which holds the student data b atched students will have their data updated and
which pau wish o impart unmatched studentz will be added ta the databaze.

File file e Lk
BAINERIDGE, GLENN R&YNAL =

Sl BARRIE, NOEL LINDSAY el

[ Bayne, KATRINA KELLY =

& S Al BIGMELL, GREGORY MOEL H,E:JI

The Euranui Project BODY, SAMDRA MICHELLE H,E"JI

BRIND, DAKIN NEIL =

File created : 19/03/2003
Student in file : &

Studentz not matched : 0

lllustration 11 : Recognised students
Naturally, having just exported them, the names match perfectly, and | am able to proceed,

importing their data back into the database.

Export of selected data
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This process is the most useful of all if you are wishing to export data for a purpose other than to
another school. It allows you to design export profiles then to return later, select a profile, and
reapply it to a different bunch of students. You can, of course, simply design and use a profile
without saving it for later reuse. The first step of the process is shown below. These pages are
taken from the ClassRoom Manager guide where the same utility is available in CM Admin.

Export of selected data Step 1

Click here for 'Helpl*

Either select a previously saved or design a new one Selected columns
export dezign Either

| hd Clear selected columnz

or zelect just specific columns.

Tlz)s|a]s]

Student details ~
FAT

TOSCA

Staff Columns

Record of Achievement

Careers

Absence Summan Details

NZ0& Standards

Comment Area

Reports b

Create a new export design

Drezign title

’— .. and/ar derived information.

| Select information derived from ‘

Save design columng

lllustration 12 : The general export screen — step 1
The left hand list displays any previously designed profiles, from which you can select a profile for

reuse. In this case, however, there is no previously designed profile, so we shall design a simply
one of our own.

At the top of the screen is a pink title bar which, if you click on it, drops down an instant help
screen. To hide this screen click on the pink bar at the bottom labelled ‘Hide help’.

Export of selected data Step 1

Exporting data
This utility allaws pou to export student data in a wariety of formats.
Ir the first step you have to decide about which columng pou wish to expart.

If you have used this process before, and saved your selection of columns, then you can simply select a previous design from the
list on the left and proceed directly ta the next steps.

Alternatively, you can make a new selection of columnz. Tao do this, uge the options in the central area of the screen. “ou can
either select one of the possibilities from the drop-down list at the top of the central area, or you can use the 'Column picker’ to
gelect thoge individual column which pou wish to export.

The columns which pou have selected appear in the list on the right hand side of the screen. If you re-zelect a column it will be
temaved from the list.

Once you have completed pour selection, you might wish to give it a name and save it (if vou suzpect that you might uze it again).

I step 2 pou can select the pupils for whom you wish ta export data. Initially, all students in pour current filter will be displayed, but
you can apply a futher filker should you wish to do so. You can then select individuals from the list of filtered students.

I step 3 pou select the format which pou wish to use for your expart. Beware of exporting ALL Crm or SM columng [or bath] for a
large number of students as this could generate a rather large file!

Hide help....

lllustration 13 : The instant ‘help’ screen
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To design an export profile of your own :

Give it a name at the bottom left of the screen

Specify the columns which you wish to export. You can do this in two ways.

a. Select one of the global export options from the popup at the top of the centre column

b. And/or select individual columns from the column picking tool at the bottom of the

centre column.

C. You can also select ‘derived’ information. This is information which is not stored in
columns but is derived from it. Eg. Current age in yy.mm format or their ‘Time at this
school’ in the same format. This process uses the ‘code insertion’ tool used in the word
processing behind the {a} button. This tool is explained fully in an appendix to this
manual. An example of a ‘code insertion’ tab is shown below.

-
:|'- RTF code selection

Careqivers I Financials

CF Specialz Count

Colurning I

School  MUSAC

Date 1 IDate 3
IDate 2 IDate 4

[Usermame T MUSAC MUSAC
W 1 F Teacher
IW 1 F Teacher

|Current date dd Manth Year |I:urrent pear

ICunent date dd/mmymy INer:t ypear

I Activities
Grade specials

Genders I Mames

I Faztoral Specials I

Linked comments

]

Attendance I Generic Caregiver

Column titles Sk Specials

|

IEulrent age [y mm.dd)

|Time zince ztarted schooling [y, mm)

pan 13t age [vy.mm.dd)

|Time at thiz zchoal [y, mm)

|Jan 13t age [ty.mm]

ITime zince leaving school [wy.mm)

ITime gince enrolled

Local student 1D
Horizontal title IFDII‘I‘I—
Wertical title ITutur

ITime in Mew Zealand [my.mm]

ITime at thiz gchool [y pears mm monthz)

ITime inMNZ [yy pears mm monthz)

I'W'eeks zince started zchooling

Fage Humber IF'age number

Cloge

Illustration 14 : Select of derived information

From the Printing selections, there is an option to include the Page Number on the printed output
below the ‘Weeks since started schooling’ field.

In the example below, | selected ‘All national CM columns’ from the popup menu.
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ar design a new one Selected caolumnz
Either
|.'5'-.|| hational CM columns ﬂ Select ALL national columns

or zelect just specific columnz. ..

1]2]s]4]5]

Student detailz ”
PAT

TOSCA

Staff Colurnnz

Record of Achievemnent

Careers

Abzence Summary Detailz

MNZ0A Standards

Comment Area

Reportz b

Illustration 15 : Selection of ‘All CM national columns’

The other alternatives in the popup menu are shown below. These allow me, with a single click, to
select ALL national columns from CM, from SM or from both.

Either select a previously saved o desigh & new one
expart design Either

I [

All hational SM columns

Al national Ch

AllCM and SM colurmng

1]2]3]4]5]

Student details A
PAT

TOSCA

Staff Calumns

Recard of Achievement

Careers

Abzence Summarny Details

MZ04 Standards

Caormment &rea

Fieparts b

Create a new expart design ‘

Design title
g ... and/or derived information,

|M anual Demonstration

Save design

Select information derived from
columig

lllustration 16 : The selection possibilities

Once | ‘Save design’, my new profile will be added to the list of available profiles. Click ‘Proceed to
final steps’ and the following screen dealing with the final three steps is displayed.
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Step 2

Apply a further filker

M.B. Only students in your current
filter will be available for inclusion in

the expoit

Fietum to step 1

Selected students

Students

ABACROMEIE, JAMES JEREMY, 9
ABBOTT, COLIN GEOFFREY, 14
ALDERTOMN, KELVIN GEOFFREY, 15
ANDREW, MICHAEL GRAEME, 12
ARMSTRONG, JENNIFER JOAN, 11
ARMOLD, TRACEY ANME. 13
ARMOTT, LEIGH HELEM_ 12
ARTZ, CHERIE Mal, 9
BAINBRIDGE, GLEMN RavNaL, 12
BARR, CHRISTOPHER. 12
BARRETT, MOMIGQUE CATHRINA, 10
BARRETT, NICHOLAS OLIVER. 12
BARRIE. MOEL LINDSAY. 13
BASSETT. LEIGHANME, 9
BASSETT. DIAMMA JAMNE, 12
BATCHELAR, SCOTT JOHN, 12
BATT, SUZANNE MARGARET, 8
BAYNE, LUKE DAMIEL, 10

Bayne, KATRINS KELLY, 13
BEETS. ANDREW DOUGLAS. 12
BEMMET, SHANE EDWaRD, 9
BEMTLEY, ANDREW SAMLUEL, 11
BIGMELL, GREGORY MOEL, 12
EIRD. Jennifer, 9

RIRD SANDPA MICHFILF 10

Select all

Step 3 Select export format

‘F’Iease select .. ﬂ

v Include a 'headings' record

Step 4

Proceed to export

lllustration 17 : The second screen — the final steps

This is where we select the students and the export format. Initially all students are displayed for
selection. The first column allows you to apply a further filter to these, using the student selection
tool (See the relevant appendix for full details).

Optiars NZAA Standards
@ “earz Forms Groups Gender, Place & Ethnicity Columnz
Years Selected Forms Selected Groups

104K, 1PT KA long
1045 11RA ML WF1
10ED 1200 MU WEF2
10F0 124 3PE YF3
105 12MC 35T WF4
10ME 1204
110N 12TH
1100 125
T1HF 1340
11M0 135K
11Pa, 9HG
T1PK. SHU

Achivities
Type tark Books

Statuz

Rezet the filker to just
Full and Part time
students

Proceed

lllustration 18 : The ‘Extra filter’ process

Once you have applied your filter the resulting students will be displayed....
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lHlustration 19 : Selection of students and export format

... from which you can either ‘Select all’ or, by clicking on the list, individuals.

Selected students

Step 3 Select export farmat

Students #
ABBOTT, COLIN GEOFFREY, 14 o e Fis
ALDERTOM, KELWIM GEOFFREY, 15 A tah-delimited File

ANDREW, MICHAEL GRAEME, 12 Export to Excel
ARMSTRONG, JENNIFER JOAN, 11 & MUSALC format file

ARNOLD, TRACEY ANNE. 13

ARNOTT, LEIGH HELEN, 12

ARTZ, CHERIE MAI 9

BAINBRIDGE. GLENN RAYNAL. 12

BARR, CHRISTOPHER, 12

BARRETT. MONIGUE CATHRINA, 10 Step 4
BARRETT, NICHOLAS OLIVER, 12

SARRIE, MO DSAY, 13
BARRIE. NOEL LINDS&y, 1 Fies=dle capa

BASSETT. LEIGHAMME, 3

BASSETT, DIAMMA JAME, 12
BATCHELAR, SCOTT JOHM, 13
BIGMELL. GREGORY MOEL. 12

BIRD. Jennifer. 9

BIRD, SANDRA MICHELLE, 10

RISHMNP ahakd BHSSFIT 11 b
Select al

Then, in step 3, you select the export format you wish to use. These are listed in the illustration

above.

A comma-delimited file
A tab-delimited file

A MUSAC format file

®
[ ]
e Export to Excel
®
[ ]

XML format file

I have selected the MUSAC format for this demonstration. If you had selected the ‘Excel’ option
then, at the conclusion of the export process you would find yourself in Excel with your data

displayed.

Finally, when you click on ‘Proceed to export’ the following dialogue, if necessary, will appear.
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Save As

Save in: |l.f}EM ﬂ = B
) | backup [Cnzga
ﬁ I crbrmps [C3)PDA Synch
My Recent |==) config Spdr
Documents Iy documents [C3)PLbmps
T I emails ) 5etup
[CT)eReturns [ smdocs
Desktop | Financial documents I smdocsh
; [T Help [ smlitedocs
—j | Hillcrest |5 smlitedocsh
My Documents [imports |50 5taff leave documents
) letters |5) skaff photos
— [Cymedia |50 5taff relisf Files
51)3 [Ty Makcols [ swstem
by Computer 20 3
.il File narme: |demu.t:-:t j Save |
My Metwork  Save as wpe: * bt ~| Cancel
Places

lllustration 20 : The export file path and name

At the conclusion of the export process the Step 4 area will appear as shown below.

Step 4

E Proceed to Export

‘ Export complete

lllustration 21 : The conclusion of the export process

Export files have a ‘first record’ which consists of the column headings. Two portions of an
example using the ‘MUSAC’ format are shown below.

The MUSAC format = headings information

1,Familyname

2,First names

3,Preferred name

16,Year

17,Form

18,Group

22,Gender

23,Date of birth

29,Status

244 Ethnicity

1062,Date Sat ListComp Yr8
1063,Age at Test ListComp Yr8
1064,Raw Score ListComp Yr8
1065,Level Score ListComp Yr8
1066,Class Percentile ListComp Yr8
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The MUSAC format — student information

1,BENNET
2,SHANE EDWARD
3,SHANE

16,9

17,9ST

22 ,Male
23,9/09/1988
29,Full time

244 ,NZ European/Pakeha
1320,12/08/1999
1321,12.11
1322,24

1323,32

1324,60

1325,70

1338,5

1339,6
99001,9MUOA
99002,9H0JS
100001,9MUOA
100002,9H0JS
101001,9MUOA

The following example shows how to export data to Excel.

The following steps have been taken, in readiness for the export.

The 'Column picking tool' has been used to select those columns which we wish to export. The first
two, family name and First names, were already selected as we suspect that they should form part
of any export.

We could have also clicked on the button at the bottom of the first column. This allows us to
export 'derived’ information - such as the students' current debts, their 'Third caregiver's' phone
number etc.

3 In step 2, just year 9 students have been selected for export.

4 In Step 3 we select ‘Export to Excel’. When selected, the following dialogue appears
allowing us to name the file and its destination - in this case ‘Myexport.csv' on drive A:

In the screen below, click ‘Proceed to export’ and the process is nearly completed.

Afterwards, checking drive A:, you will find the export file, a small sample of which is displayed
below. You can see the export data - comma-delimited.
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File Edit WYiew Insert Format Help

DEE &G 4

|BACROMEIE, JAMES JEREMY,23,56,55,5,5,
ARTZ,CHERIE MAI,Z5,64,63,6,6,
BEASSETT, LEIGHANNE, 19,22,27,3, 4,

EATT, SUZANNE MARGARET,23,56,55,5,5,
BEENNET, SHANE EDWARD,3Z,60,70,6,6,
BEIRD, Jennifer,27,70,69,6,6,

ERAMUELL, EARL MARSHALL,39,79,86,7,7,
EROWN, LEIGH WARWICE,31,79,79,7,7,
EURR, DELSON JOHM, 32,81,81,7,7,
CAMPEELL, GRANT PATRICE,Z23,29,39,4,4,

lllustration 24 : The exported data

However, the program automatically opens Excel - where the data is displayed in a spreadsheet.

E1 Microsoft Excel - Myexport.csy

@ File Edit W¥ew Insert Format Tools Data Window Help

DEEs SLY & 2R RN | R

| Al R4 = ABACROMBIE
A E E D E B G H

1 _[ABACRONJAMES JE 23 56 55 5 5
2 [ARTZ  CHERIE W 25 B4 B3 B B
3 |BASSETT LEIGHANM 19 22 27 3 4
4 [BATT  SUZANNE 23 56 55 5 5
5 BEMNET SHAMNE EI 32 B0 70 B B
B BIRD  Jennifer 27 70 B9 B B
7 BRAMWE KARL MAF 39 79 86 7 7
8 BROWN LEIGH WA 31 79 79 7 7
9 BURR  DELSON . 32 a1 a1 7 7
10  CAMPEBEL GRANT P# 23 29 39 4 4
11101 ARK  IRRLICE kAL COI R

lllustration 25 : The data arrives in Excel.

The very first step is to check to see if any of the leavers are still in your existing main cm/sm
database. If so then the message above will be displayed. Click ‘OK’ and check the list on the
right. If you are happy to have these students REMOVED from the CM database and transferred to
the leavers file for the selected year, then click on the yellow ‘Proceed’ button which will appear at
the bottom of the screen, shown below.
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ztill iy the crm database
MCGREGOR,
gtill iy the crm database
FMCPHAIL.
zhill i the cm database
OSBORME,
gtill in the cm database
PALMER.
gtill i the crm database

FProceed to import

lllustration 29 : The new ‘Proceed’ button

Should you proceed then the green dot will indicate progress through the various stages of the
data conversion routine.

Please note: students’ options are NOT imported, as it is assumed that you will have already used them in

ClassRoom Manager.

15.8 Internet Domain Allocation

What in the world is the INDUCT Process? A couple of years ago, when student's email addresses
became all the rage schools asked us to come up with a means of generating student ids for use
with their email system. INDUCT stands for Internet Network Domain User Connection Tool.

The main screen is shown below.

Step 2

Step 3

Step 4

Step 5

Step 6

Step 7

Step 8

Step 9

Step 1 Connection type

Group being connected & students

User Login

User password

This utility is used to generate and store student and staff information relating to their individual network
domain user connections. (i.e. the process used to generate web and email identities).

@ MNT connections O Windows 2000 connections

Staff - under development

Each user must have a unigue login code. To ensure that this is possible extra
letters will be added to & code if it is found to be not unique. Select the basis on

which you wish ta have the original code determined.

First letters of first names + full family name ~

Indude the student's enrolment number in the logon ]

'pin number'. Select the number of digits to be used for this number.

4 digits -

A randomly determined number will be automatically assigned to each user as their

Group ID

Email domain name

Select student types

Include printed list

Click 'Generate’

Each user must be a member of a group. Select the basis on which this is determined.

Year w Ower-write existing group dataD

Each user's email address will consist of their login name @ domain name. Specify
the domain name to be used. (e.g. yourschool.school.nz)

Unless otherwise requested, only full-time and part-time students will be induded in the file,

Full-time Part-time Pre-enrolments

O

Include 2 printed copy of the details generated  []

lllustration 26

The ‘INDUCT’ screen

There are several steps to the process ....

1. Select ‘NT connections’ no matter what your PC type
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2. Select ‘Students’

3. The format of the students' ids.

The following choices are offered :

lllustration 27

Each user must have a unique login code. To ensure that
letters will be added to a code if it is found to be not unigu
which you wish to have the ariginal code determined.

irst letters of first names + full family name| v

First letters of first names + full family name

Full family name + first letters of first names

First letter of preferred name + full family name

Full family name + first letter of preferred name

Full preferred name + first letter of family name

First full name + first letter of family name

Student's hidden number e.g. 123045

Student’s hidden number plus vear e.g. 123045_2002
Student's enralment number {imported from Pupil Files)
Student's NSID

The format for the generated logon ids

3. User password. This is a pin number of 4, 5 or 6 digits, automatically generated by the

process.

4. Group. The export file (see below) includes a group identifier selected from the list shown.

v

Student
Staff

Form
Tutor

lHlustration 27 : Identifies the group

5. Email domain name - an example of which is shown below.

Step 6 Email domain name

|schnol@name.school.hz |

Each user's email address will consist of their login name @ domain name. Specify
the domain name to be used. {(e.g. yourschool.school.nz)

lllustration 28 : a generic email address

6. Student types - full time and or part time.

7. On pressing ‘Proceed’ you will be asked to identify the name and destination of the csv file

mentioned earlier.
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Save As @@
Save in: |_} CM j % Ef-
N |E3 backup Cinzga B
‘_gﬁ =) cbrps [CIPDa Synch i
My Fecent |jconfig [Cpdr L
Documents |y documents (=) sm docs4disk L
@ emails [smdacs L
|J)Financial documents [C)smdocsh L
Desktop [Cimports [Csmhelp L
2 I Irongate [ smiite L
'_/'« ) jenMOEPastaral [C)smiitedacs i
D oLt i;:lLetters @smlitedocsb L
Smedia [ svstem L
- I Meetings backup [Ctemplates i
3}3 iMakcals [ ywizards L
My Compuiter ¢ 3y
‘b;_l File name: ucl j Save |
-
My Metwork  Save as bpe: | cav j Cancel
Places

lllustration 29 : Identifying the name and location of the output file

During the generation of the unique ids, each student's id is checked against those already
allocated to other students. If a clash is found then the final letter of the id is incremented, until a
unique one is found. If that fails, then the program moves on to the next format (see format list in
step 3 above) just for this student. The process continues until a unique id is generated.

The following display is the result of viewing the exported file in Excel. You will see the id, the pin
number, the student's name, their group, and their email address. This information is stored in the
main database under the heading of INDUCT columns and you may retrieve it from these columns
to appear in documents.

Ed Microsoft Excel - induct.csv

File Edit Wiew Insert Farmak Tools Data Window Help

heEHs @RV +BR

%Eﬁs%lﬂ@?ﬁ.rial

| A1 R4 =| Jjabacrambie

A B C ] E F €
1 Jjjabacrormbd 7350 JAMES JEYeard  |[jabacrombieii@kairakau. schoolnz
2 |cgabbott 5801 COLIN GE|Year 14 |cgabbott@kairakau. school.nz
3 |kgalderton 6216 KELYIN G|Year 11 |kgaldertton@@kairakau. school.nz
4 mgandrew J606 MICHAEL Year 12 mgandrewi@kairakau. school.nz
5 |jilarmstrang 3718 JENMIFER Year 11 jjlarmstrong@kairakau. school.nz
b taarnold 7973 TRACEY £¥ear 13 taarnold@kairakau.schoolnz
7 |lharnatt 1126 LEIGH HE Year 12 [harmaott@kairakau. school.nz
g |cmarz 7847 \CHERIE M Year 3 crartzi@@kairakau. schoaol.nz
9 |grbainbride 8330 | GLEMM RAYear 12 |grbainbridgeGkairakau.school.nz
10 [charr 7381 ICHRISTOR Year 12 [cham@kairakau. school.nz

lllustration 30 : The generated output

Finally, should you return to the area and select the 'View/edit' button at the bottom of the screen,
then the following window will appear, via which you may view/edit (this is what this process is
for) students' information.
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Viewing/ changing personal details

Press the first letter of the required student's family
name. (dlick 'dear display' prior to choosing & new

A SADDON, Ali Barry
SALLARS, Arnuchit — | Student

SAMARQS, Terence Kane . -
SAQ, Jay Jay Jules Login ID |||ndab |
SCATT, Jesse
SEKENIWE, Vincent Xavier [ ——— |233}, |

SELEMEM, Jordan Thomas
SEMOETE, Hayden Andrew
SEYRING, Dallas Wilson Tuasivi Group ID |Year 10 |
SHAPHARD, Justice

SHARROCK, Conrad
SHOW-PIDWELL, Shilisa Paretahz
SILIMIN, Jamee-May

SIMKIM, (hira) Matthew

SINGH, John Meihana b’

[ CearDisglay | [ save | [ cose |

lllustration 31 : Viewing or editing a student’s details

15.9 Case conversion

For a variety of reasons you might wish to globally change the case of student information in the
database. The following screen allows you to perform a variety of possible changes.

Case conversion utility

Step 1 : Choose case
Convert to upper case O Convert to sentence case ®
Step 2 : Choose fields
Convert family names Convert last line of students' addresses
Convert first names Convert caregiver family names
Convert preferred names

Convert 'mail to whom' Convert caregiver addresses

Ooo0ooao

O
O
Convert caregiver first names D
O
O

Convert student's address Convert |ast line of caregivers’ addresses

Step 3 : Click 'Proceed’

lllustration 2 : The case conversion screen

15.10 Family utilities

The following processes allow you to globally check some of the aspects involved. There are four
such processes.
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Process 1 Check families

This process will ensure that each student is in a family, and will create a family
definition, if necessary for students not already in one.

Proceed

Process 2 Identify youngests and eldests

This utility will identify which students are youngest and which are eldestin
each family

If 'place in family' refers to just family members at schoal then this calculation
will be induded in the process

'Place in family' refers to just family members at school

[ Proceed

Process 3 Remove families with no connections

I Proceed ]

Process 4 View [ modify family memberships

I Proceed ]

lllustration 4 : The Family utility processes
Checking family memberships

This process will ensure that each student is in a family, and will create a family definition, if
necessary for students not already in one. At least - that's what it says in the following illustration!

Process 1 Check families BIRGESS, Jesse ¥

This process will ensure that each student is in a family, and will create a family Bliﬁﬁldgilgbsh-giﬁﬂorq Angela
definition, if necessary for students not already in one. already in MCCALLUM Kelly
BISHOP, Denny

already in ParentfCgvr Denny MAGUIRE
BITIVIGOME, Valerie

already in JOHNSON Isaac
Process 2 Identify youngests and eldests BITT-BROWN, Haydyn
already in BETTRIDGE Simane
This utility will identify which students are youngest and which are eldestin BITTERS, Wiremu
each family already in PICKERING Nadine
BIWLIN, Raukawa
If 'place in family' refers to just family members at schoal then this calculation already in KAREMA Kim
will be incuded in the process BLECK, Garrett

- - already in TROMP Tingi
Place in family' refers to just family members at school BLYTHO, John

already in HALL Brodwyn G
BOKER,, Keanu

already in REI-TAUREREWA Cheryl
BOLLOCK, Channing
already in DYKE Andrew
BORCLOY, Hamish
slready in Parent/Cgyr Hamish CLARK
BORTRUM, Joji
Process 4 View [/ modify family memberships Bgﬁ;?gé%?‘:égo Loatas
already in REMNATA Derek T
BREDER, Jamal
already in WATANA Rauna

BREDER-WEARE, Leon
already in JOHNSTOM Philippa
BREGHT, Todd

already in MATTHEWS Duncan L

llustration 5 : Ensuring that every student is in a family

Proceed

Process 3 Remave families with no connections

l Proceed ]

After proceeding, each student is checked and the results displayed. You may, if you so wish, print
a copy of this list.

Identifying youngests and eldests in each family

Many schools prefer to use the youngests to deliver school newsletters to the family home.
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Process 1 Check families

This process will ensure that each studentis in a family, and will create a family
definition, if necessary for students not already in one.

Process 2 Identify youngests and eldests

This utility will identify which students are youngest and which are eldest in
each family

If 'place in family' refers to just family members at school then this calculation
will be included in the process

‘Place in family' refers to just family members at school

Proceed

Process 3 Remove families with no connections

Process 4 view / modify family memberships

I Proceed ]

ALE Micholette ~
‘Youngest : NYUNHUIS, Amiria _
Eldest  : NYUMHUIS, Amiria

BAKER Mark M

BAMKS Georgina

BAMKS Gina
Youngest : POPPLE, Philip
Eldest  : POPPLE, Phiip

BAMNISTER Angela
Youngest : WUITOKIU, Jamie
Eldest : WUITOKIU, Jamie

BARCLAY Fiona
BARTRUM Elizabeth
Youngest : MAWTON, George
Eldest : NAWTOMN, George
BATIVAGOME Akevyai
BATT-BROWN Gaye
‘foungest : RARAKURA, Jerome
Eldest  :RARAKURA, Jerome
BEAMSLEY Fay
‘Youngest : ROVUTUBONONITU, Ben
Eldest :ROVUTUBOMNONITU, Ben
BEARD Ruth
Youngest : CAAKE, Kaonrad
Eldest : CAAKE, Konrad
BEDDOES Judy
BEMMETT Debbie
BEMMETT Steven
BERRY Marjarie
BETTRIDGE Michelle
‘Youngest : QAIRK, Kahi
Eldest i QAIRK, Kahi
BETTRIDGE Simone

Youngest : JISEPH, Laura

lllustration 6 : Identification of youngests and eldests

The results of the process are displayed above.

Removal of families with no connections

When the youngest leaves, therefore no members in this family, this utility identifies such family
definitions and deletes them from the database.

View / Modify family connections

This process allows you to remove students from families and to move students from one family to

another. A little of the right-hand-side display is shown below, where each family is listed, along
with those students who belong to each family.

Process 4 view / modify family memberships

Right-click an a family member to 'cut’

Proceed and 'paste’ them to a new family,

Right-click an a family title to change
the family title.

ANDERSON Jenni Miss Kurri GELSEMNAN
ENDERSON, Jason
DOLYOS, Evan
MAFLINE, Todd
SIVILLL, Emma
ANDERSON Kathleen EM  Mr Jam CUUK
RYIN, Jason
ANDREW Karen Mrs Bov NIKI
MEREME, Caley
ANDREWS Kellie Mr Rugun A KEHUKEKE
STIMZIL, Louis
ANDREWS Nicola Mr Stovon BONNOTT
TUUREREWW, Chelsea
BUKER, Regan
RIBIM, Kere

lllustration 7 : Students as members of families

To remove a student from a family, right-click on their name and select ‘Cut’.

©MUSAC 2014

ALSTON Janice J Mr Illan R QSKIM
MIMRAD, Jennifer
AMDER.SON Jenni Miss Kurri GELSEMAM
Eplh:nfl"\hl 'I-u-.;-”-l
D Cuit
M
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Hlustration 8 : ‘Cutting’ a student from a family

To add them to a different family, right-click on the selected family and select ‘Paste’, as shown
below.

ABRAHAM Mark J Mrs Doonno PEERCE
LOUGESEM, Conyr
AHM Heechul Ms Lynnu LBRIUHUM
MIpREAC Tenmsl oy
M Cut i
AHURIRI Trinette Mrs | Faste 3
ALI Farook Mr Macriaal mAALAT

lllustration 9 : Pasting the student into a new family

15.11 Board of trustee elections

When the elections come around these voting processes become invaluable. From the main menu
Utilities, click Family Utilities to identify the eldest in each family .

Process 1 Check families

This process will ensure that each student is in a family, and will create a family
definition, if necessary for students not already in one.

Proceed

Process 2 Identify youngests and eldests

This utility will identify which students are youngest and which are eldest in
each family

If *place in family' refers to just family members at school then this calculation
will be induded in the process

*Place in family' refers to just family members at school

l Proceed l

Process 3 Remove families with no connections

l Proceed l

Process 4 View [ modify family memberships

l Proceed l

lllustration Identify eldest in family
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w,. Student Managers voter processes

Before using this utility you must first ensure that the eldest student in each
family has been identified. (Use 'Family Connections' to do this).

Step1 At the outset, you may wish to remove all existing voting rights from all students.

Remove Existing Voting Rights

Step 2  When adding rights, you may select from :

(%) Allocate rights to the first two caregivers for each eldest student
(") Allocate rights to the first five caregivers for each eldest student

() Allocate rights to all caregivers for each eldest student

Step 3 [ Proceed to Allocate Rights

Step 4 Print the Displayed List

lllustration 10 : BOT functions

Step 1

Step 1 removes all existing voting rights from caregivers. You may or may not wish to perform this
function.

Step 2

Select the most suitable default rights allocation procedure for your school. Select from the three
possibilities shown below.
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Step 1

Step 2

Step 4

Befare using this utility you must first ensure that the eldest student in each
family has been identified. (Use 'Family Connections' to do this).

At the outset, you may wish to remove all existing vating rights from all students.

When adding rights, you may select from :

(=) Allocate rights to the first two caregivers for each eldest student
(O Allocate rights to the first five caregivers for each eldest student
(O Allocate rights to all caregivers for each eldest student

Step 3 [ Proceed to Allocate Rights I

SUKUNIWU Sheke Mrs
GRINTHIM (DINBY), Leona

PURUKA Tenie Ms

MUISEY Braan Mr
VEKETINI, Hine

CHEMNG Hai-Mei Mrs

TELAGA Tau Mrs
BIVWLIN, Raukawa

TROAMOR. Taonio Mrs

MATEKOHI Juda Mr
STAVAMSON, Billie-Jay

GRAGORY KillyAnni Mrs

KURUURA Ribin Mrs
MOAMA, Jordan

McLUAN Muke Mr

PETAKA-ESBERNE Rechel Ms
AHURIRL, Kelly

KIWII Steart Mr

FLUNTOFF Soe Mrs
HURRIS, Kieran

GARVEM Engelique Mrs

GORVON Uan Mr
DY, Lana

BUMMISTER Ungela Mizs

HERTELL Grint Mr
MELIMEUX, Kendrex

KIRIOPA Ngahaku Mr

LITT Engrid A Mrs
SYANDSAN, Damien

? Koren Ms

WETTOKIE
HAHEPA, Edward

KARKWOQD Kith Mrs

Step 3

llustration 11 : Allocation of voting rights

Step 3 carries out the allocation of rights.

Step 4

Print a list of the resulting allocations.

You should now visit each student in turn to ensure that extra eligible caregivers are also allocated
their right to vote. Thereafter, you can print address labels and a roll of eligible voters using the

Printing Utilities.

15.12 Special Exports and Imports

The Special Exports and Import utilities are available from Utilities from the main menu > Special
Exports / Imports button.

©MUSAC 2014

=y, SportSCID
i' , Export [
Import

"”"u\i asTTle Export

Fi% M.o.h. SBVS

(E} Export

lllustration 12 : The special export buttons
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NZSSSC Exports and Imports

The New Zealand Secondary School Sports Council (formerly the Hillary Commission) operate a
spreadsheet system by Simon Gianotti. To provide the data for his spreadsheets, MUSAC provides
the NZSSSC export facility.

Then, once you have a spreadsheet full of data relating to students and their sporting
achievements, you can import it back to the ClassRoom Manager Activities database via the import
utility. The buttons for these are shown below.

Export Student data

Impart Student data

lllustration 13 : The NZSSSC buttons

New Zealand Secondary School Sports Council Export utility

Step 1:

Select the database From which
wou wish to bransfer students

-CMII'SM (The main database) w

Step 2 :

Select the drive Tao which vou wish to
write the NZ555C data file

|Qd: j
= ~

[ acclogs

[ Backup

(3 cmbmps

[ CMRemate

(L Config v

Step 3 :

[ Proceed

lllustration 14 : The NZSSSC export screen

On the screen shown above, select the database from which you are exporting students (CM.MDB)
then identify the drive to which you wish to export your data. Click 'Proceed'.
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New Zealand Secondary School Sports Council Export utility

Step1:

The . ~
Sedect the datsbase From which Lat _
you wish to transfer students E;ﬂ hehi
r e
M58 (The main database) v Yar 1
Log
Tom -
Step 2 : S
Brz
Select khe drive To which you wish bo She i Ig
wirite thie NZ555C daka file Ad.
: Lt
[I=' d li Hai schchi
=40\ sh
= & The
.;_'I acclogs E: -
1 Backup Tre
,?'l cmbmps e
[_J CMRemote Bet
] Condi Beer on
[_1 Config v el S
Ic
Step 3 : Ma t
Ma
Sky
[ Proceed l =
Luk
| MZSSSC data export process complete Eeer
[Joe, Wy x|

lllustration 15 : The completed export

At the finish of the process you will see a list of the students exported.

2 The NZSSSC Import Process
This process reverses the export process, but has a slightly different effect. Follow the steps on the

screen below. (There are currently no import options in step 3). Instructions for its use are
prepared and distributed by the NZSSSC around spreadsheet requirements.
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New Zealand Secondary School Sports Council Import utility

Step 1 The impott file

Step 2 Information Found on the File
File location

Records Found on the File

Step 2 Import options

Step 4 [ Proceed to Impart ]

llustration 16 : The NZSSSC Import screen

At the completion of the process you will find that, if necessary, new activities have been created
and the students’ results stored under these headings. ‘Activities’ are managed using ClassRoom

Manager.

Student Manager includes the ability to export data to asTTle. ClassRoom Manager includes the
additional ability to import asTTle results back into the ClassRoom Manager database.

The main export screen is shown below.
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3 asTTle and NZCER Export / Import routines (Version 11.8.12) S50 S S s
This utility will export data relating to students from Year 4 through to Year 10 (v2) or to
Year 12 (v3 and ¥4) or Years 1 to 13 (v5) ready for import into your AsTTle software.
asTTle Version (@ Ver 5 {2007) () Ver 4 (2005) () ver 3(2003 /2004) () Ver 2(2002)
File name and destination C:\CM\e-asTTIe\0123_e-asTTle.ast
Select students to export Select Students
Students selected : Status: Full time,Part time
l Proceed ] l Cancel ]

lllustration 17 : The asTTle export screen
Select the version for which you wish to export, and click in the filename entry area to specify the

name and location of your choice for the export file. This is done using the student filter tool, as
shown below.

= Asttle Export f Import routines

Options Activities
@ Years Forms Groups Gender, Place & Ethnicity | Colurnitg Type M ark Books

Years Selected Forms Selected Groups Status

Year 9 104K 11PT KA long ~

vear 10 1045 11RA ML R 1 F

Tear 11 10ED 1200 AU R 10

Tear 12 10F0 12Ma 9FE B 11

Tear 13 1015 12MC 35T Rrm 12
10k E. 1204 Tl Rm 2
110M 12TH w2 R 3
110 126/5 w3 Firn 4
11HF 134D w4 Frm & 1
110 135K h(§] R & Reset the filker to just
11RA 9HG R R 7 Full and Part time
T1PK. 3HU Em g 2 students

Froceed

llustration 18 : Selecting students for export

Finally, before proceeding, indicate whether you wish to export by form or group (horizontal or
vertical classes), then click on the button ‘Proceed’.

If, during the export process, one or more students with faulty data are identified, then you will
receive a warning such as that shown below.
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Some students will be omitted because they do nok conform to the asTTle requirements,
‘fou may print a lisk of these at the end of the export procedure,

lllustration 19 : Faulty data identified.

In this case, at the completion of the export you will receive another message offering the ability
to print a list of the faults identified. In this case it turned out to be one student who did not have

their class specified, and they were consequently excluded from the export file.

Ministry of Health exports

From time to time the Ministry of Health require a file of student information for the purpose of

monitoring vaccinations. A routine to generate this file is included in Student Manager.

Click ‘M.o.h. SBVS Export’ for the main screen for the process shown below.

53 Ministry of Health Student Based Vaccinaticn Systemn Data Extract

Step 1:
Select the database FROM which you
wish to extract students' data

CMfSM (The main database) IZ|
Step 2 :

Select the drive TO which you wish
to write the MOH SBVS data file

[ AutaleCT
[ Backup
_D cmbrmps

1

Step 3 :

@ Full schoal
0 ear level

Step 4:

Proceed l

lllustration 20 : The MOH export screen

Ministry of Health Student Based Vaccination System Data Extract

The first step is to select the database from which you wish to export. This will normally be the

default one, as shown in the list of possibilities below.
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Sllep- = |
Select the databaze FROM which
© o wizh bo extract students' data

t [The main database]

ChASHM [The main databasze]
Stg cmlv2000 mdb

cmlv2 107 mdb

cmlv2 102 mdb

cmlv2 103 mdb

IcmlvEDDd.mdb

|

lllustration 21 : The source database selection

The second step is to select the disk drive to which you wish to export. This will normally be to a
pendrive where you should have the pendrive ready to receive the file.

Next select to export either the full school or a particular year level. If you choose the latter then
the following selection dialogue will appear.

Y111 Year 11
Y112 Year12
Y113 Year13
W20 Total

Proceed Cancel

lllustration 22 : Selecting the year level

Finally, click ‘Proceed’ and the file will be generated as requested and the screen will display, for
example, the following.
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{ [Hinistry of Health Student Based Yaccination System Data Extract
[

Sltep I

Select the database FROM which
© pouwish to extract students' data

|CM/SM [The main database] |

Step 2 :

Select the dive TO which you wigh to
write the MOH SBVS data file

|Qa: ﬂ

Step 3:

% Full School

™ “Year level

Step 4:

Proceed ‘

TURMER, DAMON HOHEPA
TURMER, LvNDAL HIMEKLRA,
D, EIM MARIE

DY, CRAIG MAN

VARTHA, JONATHAN DOUGLAS
WwADE, CRAIG DANIEL

WwaAlTE, CHARLOTTE ELIZABETH
wALTON, JANET ISOBELL
WwARDLE, JEREMY BERMARD
WARREM, JASON ALAN
WwARREN-KEREHI, JIMbY
WESTEREY, MICHELLE MARIE
WwWHARATIHI, SELINA MARIE
WHITTLESTOMN. SOMNIA PATRICIA
WICKENDEN, KATERIMNA-MARILS
WILKINSOM, CINDY ANNE
wLLIAMS, JULIE MARGARET
wf|LLIAMS-ELLIOT, LOUANA MOLLY
WILLIS, RANGIMARIE JOSEPH
WwLSOM, VANESSA CATHERIME
WILTSHIRE, MARK JOHH
WOODLEY, DARREN PALIL
WwOODLEY, WANESSA KIM
WwWLIE, LINDA MARIE

AP, TANYA DN

AP, LEANNE JOY

YOUMG, MATLIN ANNE

File a:\SPF_0123 20040618 csv created - 286 students exported

lllustration 23 : The completed export process

15.13 View buttons in Utilities - Basic student data

= Family Utilities

Board Of Trustee
Elections

Manage Students'
Photos

Special Exports |
Imparts SRS

View Basic Student
Data

= View the Log File
—

— View the Register
= |

Email Students'
Documents

View Pdf-saved
Letters Eai

End-of-year Data

Roll-over

lllustration 1 : The view buttons in Utilities

The four utilities described below enable you to view information stored in the database.

The purpose of this routine is to allow a quick look at the basic information pertaining to each
student. You can quickly see if years, classes, rooms etc are complete.

Click in the row headings to sort on the relevant column, and click again (or Click as | spot
below...) to reverse sort.

Please note: you can also adjust the column widths by dragging the gaps between columns in the
headings row. An example screen is shown below.
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Basic student data

e 1 1 s
i_Ttllé ollowing students are currently in the database

=l hé iHfarmation below iz that contained in the basic ten colurmns on each student.” You may sorta colurnn by right-clicking on its
~heading. [Cleik again to reverse the sort order]  You may adjust column widths by dragging the gaps between the headings.

Family name First names Frefened 'ear Form Group Gender o~
JAMES JEREMY JIAMY | GHG g I ale

ABBOTT COLIN GEOFFREY KELVIN 14 YT Male
ALDERTOM KELWIN GEOFFREY KELWIN 11 YT Male
ANDREW MICHAEL GRAEME MICHAEL 12 Male
ARMSTRONG JEMNIFER JOAN JENNY 11 YT Femals
ARNOLD TRACEY ANNE TRACEY 13 YT Female
ARNOTT LEIGH HELEN LEIGH 12 YT Female
ARTZ CHERIE Mal CHERIE 3 95T W Female
BAINERIDGE GLENN RAYNAL GLEMN 12 Male
BARR CHRISTOPHER CHRISTOPHER 12 Male
BARRETT MOMIGUE CATHRINA MONIGUE 10 Female
BARRETT NICHOLAS OLIVER NICHOLAS 12 Male
BARRIE MNOEL LINDSAY NOEL 13 Male
BASSETT LEIGHANNE LEIGHANNE 3 gHU Female
BASSETT DIANNA JANE DI&NMA 12 Female
BATCHELAR SCOTT JOHN SCOTT 13 Male
BATT SUZANNE MARGARET — SUZANME 3 K Femals
BAYNE LUKE DANIEL LUKE 10 Male
BRAMWELL ASHLIN ROBIN ASHLIN 12 Male
BRIGGS TRACEY MARIE TRACEY 10 Femals
BRIND DAKIN NEIL DAKIN 11 Male IS

Full times : 287 Parttimes : 2  Leavers: 0 Preenmolments : 0 Deleted studentz : 0 Database columng : 2457

lllustration 2 : Viewing the basic student data

At the bottom is a count of the number of students in each of the status categories.

15.14 View the log file

Each time a user enters the package or performs a particular operation this information is recorded
in the package log file, a section of which is shown below.
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Student Manager view logfile

Searchin (2003 -

Log Date Uzer Detail ~
:
26/02/2003 09:30:34 - 26/02/2003  Hidden Exited
26/02/2003 0840038 26/02/2003  Hidden Logged in
26/02/2003 08:40:45  26/02/2003 Hidden Acceszed Configuration madule
26/02/2003 08:40:48  26/02/2003  Hidden Exited
26/02/2003 08:41:46  26/02/2003  Hidden Accessed Financial ranzactions
26/02/2003 08:4353  26/02/2003  Hidden Accesyed Exit financials
26/02/2003 084713 26/02/2003  Hidden Accessed Financial ranzactions
26/02/2003 094836 26/02/2003  Hidden Acceszed Exit financials
26/02/2003 08:54: 21 26/02/2003  Hidden Acceszed Financial ranzactions
26/02/2003 09:55:56  26/02/2003  Hidden Acceszed Exit financials
26/02/2003 08:57:14  26/02/2003  Hidden Acceszed Financial ranzactions
26/02/2003 08:5763  26/02/2003  Hidden Acceszed Exi financials
26/02/2003 08:58:10  26/02/2003 Hidden Accessed Exit financials
26/02/2003 08:53:05  26/02/2003 Hidden Accessed Financial ransactions
26/02/200303:00:28  26/02/2003 Hidden Accessed Exit financials
26/02/200303:01:26  26/02/2003 Hidden Accessed Financial ransactions
26/02/2003 030228  26/02/2003 Hidden Accessed Exit financials
26/02/2003 091814 26/02/2003 Hidden Acceszed Exit financials
26/02/2003 091845 26/02/2003 Hidden Acceszed Financial ransactions
26/02/2003 09190 26/02/2003  Hidden Accesyed Exit financials
26/02/2003 091956 26/02/2003  Hidden accessed Financial ranzactions
26/02/2003 09:20:09  26/02/2003  Hidden Accesyed Exit financialz
26/02/200309:20:19 26/02/2003  Hidden accessed Financial ranzactions
26/02/2003 09:20:29  26/02/2003  Hidden Accesyed Exit financialz
26/02/2003 09:20:59  26/02/2003  Hidden Acceszed Financial ranzactions B
>

Search for

lllustration 3 : A section of the log file

Search ‘ Frint [selection)

At the bottom of the screen is a text entry box wherein you can type a word or phrase or part
thereof for which you wish to search. Click the 'Search' button to start your search from the top of
the file, and click repeatedly to move to the next occurrence.

e e T e

04,/03/2003 07:40:32
04,/0 )03 07:40:37

04/03/2003 07:40:41
04,/03/2003 08:11:33
04/03/2003 08:11:27
04,/03/2003 09:11:44
04/03/2003 10:36:37

[aF It i T i K B Ta e L

.

Searchin (2003 -

PREL RPN R [RUSTTo [ TR

04,/03/2003 Hidden Logged in
ol i

26/02/2003  Hidden Exited

04,/03/2003 Hidden Logged in

26,/02/2003 Hidden Accezsed Utities module

2640242003 Hidden Exited

04,/03,/2003 Hidden Logged in w
b Tl Ea' W Ln TuTw b} Hiidda.. A e P N T [ Ol 1 -

Frint [zelection)

Search for  |accessed util

Search

lllustration 4 : Searching for a particular word or phrase

Alternatively, by clicking in a column heading you may have that column sorted, making it then
easy to find all occurrences of a particular entry within the file. Once you have found that for

which you are looking, you can highlight them by dragging the cursor over them, and you then
have the option to print the highlighted selection using the relevant button at the bottom of the

screen.
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T MElnElger |Og file Click on a column heading to zort that column. Click again o reverse the zort order.

Drate & time | Log Drate | User | Detail |~
18/02/2004 12:01:26  18/02/2004  MUSAC MUSAC Logged in 0
18/02/2004 12:01:37  18/02/2004  MUSAC MUSAC Acceszed Utilies module

18/02/2004 12:01:42  18/02/2004  MUSAC MUSAC Exited

18/02/2004 12:41:15  18/02/2004  MUSAC MUSAC Logged in

18/02/2004 12:41:26  18/02/2004  MUSAC MUSAC Acceszed Ulilies module

18/02/2004 12:41:33  18/02/2004  MUSAC MUSAC Exited

18/02/2004 12.53:62  18/02/2004  MUSAC MUSAC Logged in

18/02/2004 1253:62  18/02/2004  MUSAC MUSAC Logged in

18/02/2004 125410 18/02/2004  MUSAC MUSAC Logged in

19/02/2004 10:15:25  19/02/2004  MUSAC MUSAC E xited

1902004 102024 100722004 RALISAT RALICAT I mmmad e

llustration 5 : Highlighting a section for printing

15.15 View the register

Every time particular items of data are changed for a student, that information is recorded on the
register. This used to be called the '‘change-of-status' register, but the Ministry of Education has
expanded its use to include other fields. The Ministry will, from time to time, conduct a roll audit
on your school and this will include extracting data from and viewing the register.
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o

e
< Digplay optiong

Student Manager view register

nt Manager register

‘ " Dhgplay the full register

7 Dizplay just new arrivals

¢~ Display just thaze remaved

from the database

~ Search for a particular family name
eq Bal aor Bal

(* Display a particular change

Fram |&my status -

o Ay status

" Digplay tranzactions between ;

Between |01/01/2003
and 12/03/2003

-

‘ Generate dizplay

lllustration 6 : The search request screen

You have a number of options when it comes to deciding what you wish to look for. These are
displayed below and are somewhat self-evident. You can search for : the full register, just new
arrivals, just departures, a family name or part thereof, a particular status change or entries
between two specified dates.

Click on a column heading to sort that column. Click again to reverse the sort order.
You may adjuzt the column widths by dragging the top row boundaries.

Date

041201997
05/02/1998
13/02/1338
13/02/19598
20/02/1938
20/02/1938
10/01/2003
10/01/2003
10401 /2003
10401 /2003
10/01/2003
10407 /2003
10/01/2003
10/01/2003
2B8/01/1998
25/01,/1953

Student User

LawRY, KERRY MUSAL, Muzac
BAIMERIDGE, GLEMM MUSAL, Muzac
PREBEMNSEM, &NNETTE MUSAL, Musac
FREBEMSEM. &NMNETTE MUSAL, Muzac
ROLLS, PALL MUSAL, Muzac
ROLLS, PALL MUSAL, Musac

SOMERFIELD, PALILA

SCHWARTFEGER, A4R0M

RATCLIFFE, DAMIEL

SEARLES. VIVIAN

SENG. KURA

RAMSFIELD, TANYA,

SENIOR. MNIGEL

SHaW, RAELEEM

BURMHAM, SOPHIA MUSAC, Musac
BEWMET. SHANE MUSAL, Musac

Old status
Full tirme:
Full tirme:
Full time
Full tirme
Full tirme:
Full time
Full tirme
Full tirme:
Full time
Full tirme:
Full tirme:
Full time
Full tirme:
Full time
Full tirme:
Full time

Status
Leaver
Leawer
Leawver
Leawver
Leawer
Leawver
Full tirme
Full tirme:
Full time
Full tirme:
Full tirme:
Full time
Full tirme:
Full time
Leawer
Leaver

Lewvel |Form

lllustration 7 : The results of the search

Group

In the example shown you can see some students whose status has changed (from Full time to
Leaver, and others whose levels and/or classes have changed.

The register is at the heart of a background process used in ClassRoom Manager which enables

you to view classes and other student data as at any nominated date.
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15.16 View PDF saved letters

The utilities menu makes it possible for you to print letters to parents concerning a student’s
behaviour (good or bad...). In addition, you may have the letters stored as PDF documents. The
purpose of this utility is to allow you to retrieve and view these documents.

For the purposes of the manual, the pastoral utility was used to produce a letter concerning one
student. (The process of producing the letter is detailed in Pastoral.) As a result, the screen below
offers the one student, with one letter.

=i Student Manager mail viewer
| __I T

= ) -
Select student Click document to view Documnents o file :

ABACROMBIE, JIMKAY [1] | Document Time Date

Illustration 8 : Oné student has one document

Selecting the student, his or her letters are displayed on the right hand list, as shown below.

Click document to view Documents on file : 1
| | Document | Time | Date |
; Pastorall 8062004121323 18/06,/2004 1213

lllustration 9 : A letter to be viewed
Click on the letter in the right hand list and Adobe Reader will load, displaying the selected letter.

(If you do not have Adobe Reader, it is available from the Adobe website and is also supplied
under ‘Other programs’ on the MUSAC CDROM.
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I8 Adobe Reader - [12300001_1806041213_Pastoral18062004121323. pdf]
= Fle Edt WYew Document Tools Window Help E

LA

*AE=® N
Oy & @eﬂooks -

g8 x

| -

Get more from your
digital camera

@

& -L00Oes: -

P. L Signiat Bookmark:
! ages\‘ ayers\‘ iGN ures\q ookmarks

Sample Pastoral Document
Dear Mary and Jim

This i= a letter conceming JIMMY ABACROMSIE
On 18/06/2004 your son was found to be involved in Spitting

The teacher involved, Davenport, Dennis, decided that the punishment should be Interview with Dean.
| agree with Mr Davenport that this behaviour iz most unsavoury as we are determined to stamp it out.

‘fours sincerely

Dies Ciplin
(Coordinator)

Al

.22 % 11.65in

1of1

=

lllustration 10 : The letter home

15.17 eMail Students’ documents to caregivers

The point of this routine is that you may access the process here WITHOUT having to first
generate a PDF document. This area is fully detailed in the ClassRoom Manager documentation.

The email address for caregivers resides in Student Manager.

If you have ticked the green area (‘printing from document mode’or ‘printing from booklets’) then,
at the conclusion of the printing process, the following screen will be displayed.

Please note: in order to generate PDF documents suitable for emailing you MUST have allocated
students their login ids using the Induct process in CMAdmin. This gives every student a login id,

an email address, and a pin number.

It is the students’ login ids which form part of the pdf

document names which are then stored in subdirectories created, one for each student, named
according to their login id e.g. ‘abacrombiejj’.
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& Emailing documents to caregivers

The purpose of this utility is to allow to you email documents to caregivers.

Step 1 Select the directory holding the documents Step 4 Select the required email message

— = Test1
| it J Test 2
et -~ Test3
3 vb5 ;
Eqcm
'
[ adbeets
(20 adblackwel
(22 aiboraston
(20 akbowater
([ arbishop Title |
[ arbramwel
(71 asbentley tMeszage
([ bdeleator L'

Step 2 Specily the dates between which the #dd a new message

documents were created

Betwesh |1 9/07/2004 Save changes
and 19/07./2004 Delete the selected meszage

Step 3 Do vou wish to have the
caregivers' ‘Reports' flag
checked via 'Select all

W Step 5 Proceed to search for documents and
email addresses

lllustration 11 : The main emailing screen

When you arrive at this screen, the directory under which you chose to have the students’
subdirectories will be pre-selected for you, and the first few of the subdirectories will be visible
below the chosen directory.

The ‘From’ and ‘To’ dates will have also already been chosen for you.

All that remains is for you to decide whether or not you wish to send to all caregivers of each
student or only to those whose ‘Reports’ flag is set to ‘Yes’.

Finally, you must design one or more messages to form the basis of the email, to which the
student’s document will be attached prior to transmission.

This is done via step 4 on the right hand side of the screen. During testing, three messages have
been created. You can edit an existing message by clicking on it, then changing either its title or
its message, both of which are shown below the list.

The right side of the screen is shown below. Use the button titled ‘Add a new message’ to create a

new message. Give it a suitable title, then click in the message area to access the word processor,
where you can type in your message.
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Step 4 Select the required email mezzage

Test3
Title |Test 1
Message K.airakau College Midyear Repe

Add a new mezzage

Save changes

Delete the zelected meszage

lllustration 12 : Desighing messages for your emails

The screen below illustrates a message which has been created during the testing process. You will
notice that use has been made of the code insertion tool to refer to the student by name. This
message is provided as a default message with the program. You should alter it, or generate
others, to meet your school’s particular needs.

 ENEST N e o= IE O MEEEET [T 1T E

[ airakau College Midyear Reports 2004

Please find attached the midyear repart for vour {cm.gs("son™)}, {emocol(3)} .

P e e e e ]

To view this report (by double-clicking on the attached document) you MUST have
Adobe Acrobat Reader installed on your computer. This is available as a free
download fram the following web site.

P

werwy. adobe. comfproducts/acrobat/readstep2. html
If you have any technical difficulty in accessing the report then please contact :
Makit Alwark at school on 345 5789 (\efl ext 111) during school hours.

If you wish to discuss the contents of the report then please contact me at school
during school hours (8 am - 5.30 pm weekdays)

Yours faithfully
| Wrotem

Principal

MH.B. Mo check iz possible to ensure that your ente will fit within the borders of the final printed test area.  Use Chl-T ab to tab within text

lllustration 13 : An email message in the word processor

Once you have created your message(s) select the one which you wish to use and click the button
in step 5 — to take you to the next screen.
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& Emailing documents to caregivers

The following documents and caregiver emailzs have been idenitifed

Student name | Document | Caregiver | Caregiver email | Reparts
BIRD. Jennifer |b|rd Juricr [ketir, pdf Mr BIRD
BIRD:. Jennifer jbird_room. pdf Mr BIRD
BIRD, Jennifer jbird_Junior Interirm, pdf Mrz BIRD
BIRD. Jennifer jbird_room. pdf Mrz BIRD
BIRD. SAMDRA smbird_room. pdf Mr BIRD
BIRD, SaMDRA smbird_room. pdf Mr= BIRD
BISHOP, ADaM arbishop_room, pdf Mr BISHOP 1.h.butler@massey. ac.nz Yes
BISHOP, ADAkM arbishop_room. pdf brz BISHOP m.v.oglef@massey. ac.nz ez
BISHOP, CLIFTOM cribizhop_room. pdf Mr BISHOF r.h.butler@maszsey. ac.nz Yes
BISHOP, CLIFTOM crmbizhop_room. pdf Mr= BISHOP m.v.ogle(@imassey. ac.nz ez
BODY, SANDRA smbody_room. pdf M BODY
BODY, SANDRA smbody_room. pdf Mz BODY
BOWATER. AMGELA akbaowater_raom. pdf Mr BOWATER
BOWATER, ANGELA akbowater_room. pdf Mrs BOWATER
BRaMWELL, ASHLIM arbramwel|_room. pdf Mr BRAaMWELL
BRAMWELL, ASHLIM arbramwel|_raor. pdf Mrz BRAMWELL 1.h.butler@maszsey. ac.nz Yes
BRAMWELL, KARL kmbramwell_Juniar Interim. pdf Mr BRARWELL
BRAMWELL, KARL krnbramwell_room. pdf Mr BRAMWELL
BRaMWELL, KARL krnbramuwell_Junior Interim. pdf Mrz BRAMWELL 1.h.butler@massey. ac.nz Yes
BRAMWELL, KARL krnbramwel_room. pdf Mrz BRAMWELL r.h.butler@maszsey. ac.nz Yes
BRIGGS. TRACEY trbriggs_room. pdf Mr BRIGGS
BHIGGS THACEY tmbriggs_room. pdf Mrs BRIGGS

< Back Select all Froceed to emailing

Illustration 14 : The identified documents

When you click the button in step 5, the program scans for subdirectories and documents, and lists
them in the display, as shown above. Then it passes through the identified documents, retrieving
the name of the student concerned, and the names of any caregivers, whether or not they have
email addresses and whether or not their ‘Report’ flag is set to ‘Yes’. Both of these are shown in
the right hand two columns above.

You can enter or edit caregivers’ email addresses via this screen, as shown below. Naturally, you
can only do this if a caregiver has been identified and listed.

Mr BODY
_ brs BODY i. k. bodyEparadize. net.ng 1
1.pf kr BOWATER

lllustration 15 : Editing a caregivers email address

You can also toggle the ‘reports’ setting between ‘Yes’ and ‘No’ by double-clicking in the right hand
column. Naturally, again, you can only do this if a caregiver is listed for the student.

smbird_room. pdt

E |-k bodvi@paradise.net.nz
BOWATER, ANGELA
BOWATER, AMGELA
BRAMWELL, ASHLIN

akbowater roorm. pdf Mr BDW’ATEF!
akbowater_room. pdf Mre BOWATER
arbramwel|_room, pdf Mr BRAMWELL

1.h.butler

Mr BRAMWELL
Mr BHAMWELL

B RaMWELL, KARL
B HAMW’E LL, KARL

kmbrarmwell_, Junlor Interim, pdf
kmbramwell_room.pdf

BHIGGS TRACEY trbriggs_room. pdf

Illustration 16 : The valid selections

Finally, you can select those caregivers who do have email addresses from the list. If you click the
‘Select all’ button at the bottom of the list then all suitably endowed caregivers (i.e. those with
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addresses and — if you’ve chosen to restrict the sending to just those with ‘Reports’ set to yes —
those who match this setting. In the illustration above several caregivers have been automatically

selected.

Click on the ‘Proceed to emailing’ button at the bottom of the screen and you will move to the final
screen — the transmission screen, shown below.

= Emailing documents to caregivers

Flease ensure that the following infermation ks conect before sending the emails,

School's email address

Transmission report

|admin@ka'rakau paradise.nz

Schoal's Internet Service Provider
&g mipparadice netnz

|srmp.pamd|se.nel.nz

Send them

Flease note that the transmizsion report will not list
emads which are undelivered due to uniocognised
faults in email sddresses.

< Back ‘

lIllustration 17 :

Frink failaes Print all

]

The transmission screen

In the top left corner of the screen ensure that two entries are correct; your school’s email address
FROM which the emails are being sent, and the school Internet Service Provider’s (ISP) address in
the form smtp.aaaa.aaaa.aa, as shown above. Once these have been set they will be remembered
by the program for future. The addresses above are fictitious. Once done, ‘Send them’ and they
will be listed on the right of the screen, as shown below.

Tranzmizzioh report

To: MrBISHOP : sent successfully
To: krz BISHOP : zent successfully
To: MrBISHOP : sent successfully
To: krz BISHOP : zent successiully
Ta: Mrz BODY : zent succeszsfully

To:
To:
To:

bdrz BRAMWELL : zent successiully
trz BRAMWELL : zent successtully
rz BRAMWELL : zent successiully

Frint failures

Frint all

lllustration 18 : The transmission report

You may then print just those which failed to transmit, or all transmissions.
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15.18 Updated End-of-year rollover process

‘Rollover’ is the process of moving the current view of student data forward in readiness for the
new school year. For example, when rolling from 2011 to 2012:

2011 Data 2012 Data 2013 Data

This Year

Next Year

Pre-Rollover View

Before rollover, the data held for 2011 is considered This Year’s data and the data held for 2012 is
considered Next Year’'s data.

After rollover, the data held for 2012 is considered data and the data held for 2013 is
considered data.

Primary and Intermediate/Secondary rollovers are performed in the same way, with leavers
excluded from the process. There are three sections - Data Preparation, Rollover Settings
Selection, and Perform Rollover. The Utilities menu contains functionality to clear the
‘Renameables’. The main menu screen displays the Current Configuration year at the top of the
rollover screen and each student must have a year level and vertical group for the current year for
the rollover to proceed. The previous rollover detail displays whether Trial or Full, with date and
time of the last Full rollover. It is important to bear in mind that there is no magic in the rollover
process; it just saves you setting up students manually.

1 Data Preparation

Before performing the end of year rollover, click the “Leaver Selection” button and change the
status of the final year students in the school from “Full-Time” to “Leaver”. This will exclude these
students from the Rollover Process and their data will not be set up for the following year when
they will no-longer be attending the school.

Before performing the end of year rollover, every student must have a current year level and a
current vertical group (eg. a grouping that can go across more than one year level e.g. House,
Tutor Group) as set up from the SM Main Menu >’Configuration’ > ‘Years and Classes’. This data
is required before moving on to the Rollover process and can be entered on the Add/Edit Student
screen (the student’s Personal document). The Horizontal Group (eg. Room or Form) and/or
Vertical Group may also be entered for the next year if desired, at this time.

Click ‘Data Check’ to view a report on the entered data, and to check your preparation for the next
year.
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If duplicate Vertical or Horizontal groups have been set up in ‘Configuration’, these will be reported
and must be corrected before continuing. Duplicates are no longer permitted.

The Data Check provides possible report choices.

1 The first report selection in the Data Check Options dialogue box allows all the relevant
data entered against the student to be reviewed.
2 The second reports on missing required data (Years and Vertical groups for this year) and

any other blank data that was selected for inclusion on the report.

Students for Review - Thes e students have some missing or incorrect data. Pleas e review the data that is miss ing from this list prior to rollover.

Data Check Options

O Data review repark

This report will lisk all students who have missing or
blank. configuration data.

(%) Missing and blank data report

This repart lisks students with missing data that is

reguired For Rollowver.

Students with optional blank daka may also be included
in the report by checking the relevant box below,

Dpkional Data -

Report if next vear's vear level is blank

Report if this yvear's teacher is blank

Report if next vear's beacher is blank

Report if this year's class is blank

Report if next vear's class is blank

Report if next wear's room is blank,

oK

] [ Cancel

The numbers in brackets are the configuration years.

Student Class This Year Class Mext Year Room This Vear Room Nex Year This Mext Teacher this year Teacher Mext Year
Year Year

Adams, Jean d (2005) eek (2010) FC4 (2009) El 10

BRAKUS, Stephen eek (2010) p2 (2009) FC3(2010) 10 "

CORMIER, Rod T FCJ (2009) FC3 @010y 0 i

DACH, Darnon t(2010) FC2 (2009) FC2(2010) 10 "

DACH, Odie T (2010) P2 [2009) 0 i

FAVIS Tanick ~ PN w7 NN FrA onim K] 17

©MUSAC 2014

lllustration 18a : Data Review Report

Data Check - Students with Missing Required Data and Selected Blank Optional Data 03412011

Selected Options: Mo rext year level, Moteacher this andior next year, Mo class this year, No class nest year, No

room rext year,

Studenit

Require d Missing Oata

Optional Blank Datz

Adarre, Jean

Teacher or this yearis blank

Teacher or nest yearis blank

BRAKUS, Stephen

Class for 2004 is blank

Teacher or this yearis blank

Teacher or nest yearis blank

CORMIER, Rod

Class for 2004 is blank

Teacher for this yearis blank

Teacher or nest yearis blank

DAZH, Damon

Class for 2002 is blank

Teacher for this yearis blank

Teacher or nest yearis blank

DACH, Odie

Class for 2009 is blank

Teacher for thiz veariz blank

lllustration 18b : Missing and Blank Data Report
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Changes can be made to the new years’ data after rollover if necessary.

2 Rollover Settings Selection

There are two choices to be made in this section.

1 Change Pre-enrolments to Full Time

By checking the box, the rollover process can also automatically change the status of pre-
enrolled students to Full-time. A single year level can be changed by selecting that year
from the drop-down, or “All” can be selected to change all pre-enrolled students regardless
of their year level.

2 Maori Language Learning Index

Check this box to automatically clear the Maori Language Learning Index and set it to “Not
Learning Maori Language” for all current students during the rollover process.

3 Perform Rollover

The rollover can be performed as a Trial and the report checked before continuing on to perform
the Rollover in Full.

Trial mode does everything that a Full Rollover does but saves the changes on the Backup
database rather than the database in use. A full report showing what changes will occur is
produced. The Trial Rollover may be performed as many times as is required.

A Full Rollover is performed on the database in use (the ‘real’ data) and may only be performed
once. The report produced can be printed and, if desired, saved as a PDF document for future

reference.

A set of rules, shown below, is followed during the process.

- Leavers are excluded from the process.

- Year Level - The student’s year level will be incremented for the next year. Year level
configuration will be updated for next year.

- Vertical Group - If blank for next year, the Vertical Group for this year will be copied to

next year. Any Vertical Group already entered for next year will be retained. Vertical Group
configuration for the next year will be updated to reflect this.

- Horizontal Group — Horizontal Group for this year will NOT be copied to next year. Any
Horizontal Group already entered for next year will be retained while all others are set to blank. If
the class is 10AB it will NEVER be incremented to 11AB.

- Pre-enrolled students with the selected year level will be changed to Full-Time and their
year level incremented.
- Teacher — If blank for the next year, this year’s teacher will be copied to next year. If a

teacher has been entered for next year, the teacher’'s name will be retained.
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4 Backups and Documentation

The rollover process creates a full set of backups and documentation found in the application

folder, in a sub folder called ‘EOYBackup’.

15.19 Preparing a Library Update disk

The main screen for this process follows.

&, Student Manager prepare a Library update disk

Student Manager Library update file

Step1:

Select the database From which
you wish to transfer students

| CM/5M {The main database) - |

Step 2:

Select the drive To which you wish to
write the Library update file

|IEIC: j

[_ acclogs

[_JBackup

(2 cmbmps

[ CMRemote

([ config v

Step 3 :

’ Proceed

lllustration 4 : The Library Update screen

If your school library is on a computer connected to the school network, and they are using
MUSAC Library Manager, they will be able to obtain their student information directly from Student

Manager without the process described in this chapter.

The purpose of this process is to generate a file of student information, on a pen drive, which can
be taken to the school’s MUSAC library package, via which the data may be imported to update the
library’s list of borrowers. You may, alternatively, have the export file created elsewhere on the

network.
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&, Student Manager prepare a Library update disk

Student Manager Library update file

This utility will create an export file of relevant student data for the MUSAC Library manager package.

Step1: k=T ashleigh ~
¢ rancesci
SEIEct_thE database From which ! tefanie |
you wish to transfer students q ataliz He
4 lly Anne
CM/SM (The main database) v F .dyyl Mare
k AMART, Wiray
Step 2 : H Tristine A
) ) ) I atelyn Lo
Se!ect the ﬁrlve To which you wish to I Sophia M
write the Library update file E 2N, Katir
F A, Taylal
| =y ﬂ 1 L, Lalina
=T V. E [sabelle
ol 1 “hristianz
sohiay 1 N, Oliviz
| =GT, R
(21 acclogs "
W ; Claudiz
([ Backup y N, Abiga
(23 crbmps 0 Jarmie-At
(23 ChFemate ¢ jauren
confi . H my Brool
(3 canfig M ST, Lore enrifer
I ishley Ja
. F N, Ashler
Step 3 : :
p H A, Arianz
= d H latzlie El
[ roces L ara Ellen
F I, Catrior
E Felicity ]
E Natalie da
‘ Library data export process complete ¢ un Lai Kz
in Young b/

lllustration 5 : The creation of the library update file

15.20 Summarising Absence data

ClassRoom Manager, in generating student reports, relies on the import of summarised absence
data from the MUSAC Absence package. The purpose of this routine is to generate that
summative data and to have it stored in attendance data columns which you have created — via
ClassRoom Manager, where to add attendance data to your document through the column picker,
the path is Student Manager > Attendance.

15.21 Managing students’ photographs

Student Manager has the ability to attach as many student photographs, examples of handwriting,
art work, video clips, sound bites etc as you wish. All you have to do is to create a column of type
‘Text’ and connect a photograph tool on a document to that column and the document will display
the file (be it a photograph or a video clip etc) for the student concerned.

The most time consuming part of the process is the attachment of individual students photographs
to their documents.

We've added a couple of utilities to try to make this process easier — see Photograph management
buttons.
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Connecting students' photographs - to the relevant column

Before starting this process ensure that all of your students' photographs have been placed in a
relevant directory. We've created a 'media’ subdirectory under the \CM directory for this purpose,
but you may use any directory of your choice.

If you are concerned with photographs, the names of which are stored in the ‘Photo album’
columns, then you will find a subdirectory for each year under the \crn\media subdirectory, as
shown below.

I imports
I Letters

=M & Personal details screen
I vearn photographs
) Year 1
Iy vear 2
|y vear 3
| ear 4
) ¥ear s
Iy vear &
|y vear 7
) Year &
) Year 9
Iy vear 10
| vear 11
) ear 12
) Year 13
Iy vear 14
| vear 15
) ear 16
) Year 17
Iy vear 18
| vear 19
| ear 20

|2 Makcols

| nzqa

lllustration 8 : Location of photographs

Photo alburm'
photographs

The main screen for the photograph management process is shown below.
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= CM Photograph connections

This utility is designed 10 allow you to connedt phtotographs of students to & nominated column

Step 1 Select the cokimn which vl Step 4 Selecithe shaderdlowihom  Step §
ol the phobographs wou wish 10 connect this Cick ‘Attach or Fleplace’
| pholograph as appeopeists, of
; Dettach’ o disconnect
Step 2 Sslsct the disclony curerty Apply & Bller lo this kst | an srmadp-connectsd
hikding the photographs. ——' phaotograph
Doubds-chek to salact ~
= i IN GEDFFREY Atached photogeaph
| S d [IDE0R2] = . el i (ELVIN GEDFFR lright-chck: 1o view ful size]
=T i = i ! CHAEL GRAEME
=3 Frogram Files ! .. JEMMIFER JO2
3 Microzoit Visual Studio ' ACEY AMME
- ! GH HELEM
_'_IEM w I E M2l
That's # - Froceed ' GLENH RAYHA
I TOPHER
Stepl S*ﬁwhﬂ*dwﬂ'm I INIOUE CATHR
= s i CHOLAS DLIVEF
I L LINDSAY
I SHMA JANE
I IGHANNE
Ansch I SCOTT JOHK Dieitach
| INE MARGARET
B A rPMA, KELLY

lllustration 9 : The photograph management screen

Step 1 is to identify the column to which you attach the photographs.

We've added a column called '‘Page 1 photo' and placed it under 'Student details / Personal’. Select
it as shown below.

Step 1 Select the column which wil
hold the phaotographs

1F'age 1 phatd

e . . -
1 ] 2] 3 i 41 5] Columng

Poztal address 4 A
Hame phone B
Student's phone

Buddy/tMentor =
Buddv/tdentar [Mext vear)
A A,

Addreszs B

Foztal addrezz &

Repart narme
Repart full name
Quick data

£

Cancel

lllustration 10 : The ‘Page 1 photo’ column

Step 2 - Identify the subdirectory holding the photographs.
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Step 2 Select the directary cumently
holding the phaotographs.
Double-click to select

EE -l

[ Letters -
(L1 Meetings backup

[ Matcols

([ nzqa w

That'z it - Praceed |

lllustration 11 : Identifying the photograph directory

The names of the photographs in that subdirectory will be listed below and, clicking on one, the
selected photograph is displayed to the right of the list.

Step 2 Select the directory currently
holding the photographs.
Double-click to zelect

| = -
=T Selected photograph

& Student photos

That'z it - Proceed |

Step3 Select the photograph which
you wigh to process

il.ipg ”~
(10.ipg

%’ ipa

[3.pg

i4.ipg Attach
i5.jpa
IE.|pg

e
19.ipg
m1.jpg
mz.jpg
m3.jpg
mi.!pg

lllustration 12 : Selecting a photograph for attachment

Next, identify the student and find his or her name in the list of students on the right. Click on the

student then click 'Attach’ to have that photograph's file name stored in the 'Page 1 photo' column
for that student.
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Step 4 Select the student to whom
wau wish to connect this
photograph

Apply a filker to this list

LAWY, KERRY PATRICK ~
LEPPER, CHARLES DAYID
LLOYD, DOMINIC MICHAEL
LOADER, ELIZABETH MARGE
LOVE, ANDREW GARTH
MACDONALD, JARROD RHYS
MACHUCA, GENE LESLIE
MACHUCA, KATHRYN MaRY
MACMILLAN, ISMAEL ANDRE
MALLON, CARDLL LORENA,
MANGIN, JED VINCENT
MARSHALL, MICHAEL CAMEF
MALICHLINE . KARL BARRIE
MATZE, NATHAN COLIN
MCCALLUM, PHILLIP AARON
Attach MCCOLL, MARK ALLAN
MCOOMALD, TARA LYNETTE
MCGAVESTOM, SHELLEY &M

llustration 13 : Identify_i_rig the student’s name

Selected photograph

The connected photograph will now be displayed on the right hand side of the screen and a tick
will be placed alongside the selected student to show that they have a photograph attached.

Step 4 Select the student to whaorm Step b

wau wizh ko connect this Elick ‘Bllach o Replace.

e a3 appropriate, or
‘Dettach’ to dizconnect
Apply a filter to this list an already-connected
photograph
LawBY, KERRY PATRICK N
LEPPER. CHARLES DavID Attached photograph
LLOYD, DOMIMIC MICHAEL [right-click. ta vigw full size]

Sl LOADER, ELIZABETH MARGE

LOVE, AMDREW GARTH
MACDOMALD, JARROD RHY'S
MACHUCA, GEME LESLIE
MACHUCA, KATHRYM MARY
MACKILLAM, ISMAEL ANDRE
MALLOM, CAROLL LOREMA
MAMGIM, JED WINCEMT
MARSHALL, MICHAEL CAMEF
MAUCHLINE, KARL BARRIE
MAYZE, NATHAN COLIM
MCCALLUM, PHILLIP AAR0MN
Attach | |MCCOLL, MARE ALLAN Dettach
d | MCDOMALD, TARA LYMETTE
MCGAVESTOM. SHELLEY AN

lllustration 14 : The attached photograph

/\.
D

If an incorrect photograph has been attached then this may be corrected either by selecting and
attaching the correct photograph or clicking on the 'Dettach' button to have the file name removed
from the column.

Clearly this process can be used to attach the names of any multimedia files to any suitably
prepared columns.
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Filling a column with the names of photographs

Some schools work with photographers who are able to provide their students' photographs as
suitably named files. The most suitable name is, of course, one which uses the students' 'hidden’
id number. You can globally connect all photographs in one routine.

Fill a photograph column with photograph names

The purpose of this utility is to allow you to fill a column {dedicated to students' photographs) with the names which you
intend to use for the photographs. For example, your students' photographs file names might all take the format
nnnnnn.jpg where nnnnn is the students hidden number.

Step 1 Select the column which you wish Step 2 Specify the filename which you Step 4
to fill with the generated file names wish to use
v v

Proceed

Contact MUSAC to have further
possibilities added to this list

Step 3 Select the students for whom you
wish to create photograph file

Select Students

Selected students :

lllustration 15 : The filling of a column with photograph names

The purpose of this routine is to fill a nominated photograph column with a series of particular
student-specific file names - the names of the photographs. If the photographs in question are the

‘Page 1’ photographs, intended for display on the student’s personal details document (i.e. ‘Page
1"), it defaults to this column.

Step 1 Select the column which vou wizh
ta fill with the generated file names

|F'age 1 photo

112245 | Coumnn:

B, ~
i 2

i 3

Pazzpart number

Addresz 5

Postal addresz 5

b ail to which

Repart name

Feport full name

Cluick data el

lllustration 16 : Selection of the ‘Page 1 photo’ column

Step 1 - select the destination column - as we did above.
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Step 2 Spedfy the filename which you
wish to use

nnnnn.bmp
rinnnn. wmf

PChnnnn.jpg

Step 3 PCrnnnn.bmp
PCrnnnn, wmf

rr—

Illustration 17 : Selection of the name format

Step 2 - Select the file name format which you wish to use. We've allowed for the student's hidden
number (represented by 'nnnnnn’ in the list) and allowed for .jpg, .bmp and .wmf files. Please
contact MUSAC if you require further alternatives or formats.

Activiies
Mark Books Optionz

@ “ears Classes Rooms Gender, Place & Ethnicity Columns | Type
Years Selected Classes Selected Rooms Status
Year 7 10LKu 10
‘ear 8 114Bn 116G
ear 3 T1MNi 115
ear 10 12PGr 12 Pre-enrolment
Vear 11 13IPa 13 Delete
Year 12 14C5t 14
Year 13 TIMe 7
‘ear 14 B5Fr g

9CHu 9

Fieset the fiter to just
Full and Part time
students

Illustration 18 : Selection of the students

Step 3 - Select the students. The usual 'Student selection tool" will appear enabling you to filter
the group of students with whom you are concerned.

Step 3

Proceed

Process complete

lllustration 19 : The completed process.

Finally, click "Proceed' and it all will be done, as shown above.
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Moving or copying photographs

The final utility is the ability to move blocks of photographs from one multi-media column to
another. Student Manager comes with three pre-designed 'Photo album' screens, whereon you
may store the photographs of students as they move through the years. Each year you will need
to move the current photographs into their relevant year group column. We've also set up a

column for each year of school for this purpose. The 'Move or Copy' process will move or copy

both the photographs themselves (from one subdirectory to another) and the names of the

photographs (from one data column to another). The screen for this process is shown below.

& CM Photograph connections

Connect Student
Photographs

Eill in & Column with
Photo Names

Move or Copy Photos

Export to Photo
Service

Copy or Move photographs between columns

Student photographs are held in columns which hold the file names of the photographs. This utility allows you to move a
group of photographs from one column to another,

Step 1 Select the column which holds the
phatographs which you wish to
mave or copy

Step 2 Select the column to which you

Step 3  Select the students for whom you
wish them to be moved or copied

wish to move or copy photographs

Page 1Photo £ 4 Select Students

Selected students :

M.B. Please ensure that the columns selected here ARE columns which have been
uniquely allocated to hold the filenames of photographs.

Step 4  Either

[ Move the Photos ]

Or

[ Copy the Photos ]

lllustration 20 : The ‘Move or copy’ screen

In the example shown above, I've selected to copy the 'Page 1 photo' file names FROM 'Page 1
photo' and to put them into the 'Year 6 photo' column found under Personal details / Photographs'

Step 1 Select the column which holds the
photographs which you wish to
move or copy

Page 1Photo w

M.B. Please ensure that the columns selected her
uniguely allocated to hold the filenames of photog

lllustration 21 : Selecting the destination column / subdirectory

Step 2 Select the column to which you
wish them to be moved or copied

Year 4 Photo
Year 5 Photo
Year 6 Photo
=|'fear 7 Photo

Year 8 Photo
Year 9 Photo
Year 10 Photo
Year 11 Photo

Year 3 Photo e

Year 12 Photo v

My Year 9 students have been selected. Spot the obvious error I'm about to make....
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Step 3 Select the students for whom you
wish to move or copy photographs

Select Students

Select students : Year 9 Full time

Part time
Step 4 Either
’ Move the Photos ]
or
’ Copy the Photos ]

lllustration 22 : Selection of students for whom photographs will be processed

Then, in Step 4, either move or copy the photographs.
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16 Student Finances

16.1 An overview of student financial processes

%y Student Einances

L
L

The student financial aspects in Student Manager record payments and debts as separate
transactions in their own right. Notes can be recorded for credits, discounts and exemptions.
Reports and lists can be reviewed and reprinted, and there is a host of other features, including
auto-payments.

Accessing the financial aspects

There are three ways in which the financial aspects of Student Manager may be accessed.

The prime document accessed via ‘Edit student data’ is titled ‘Personal details’. This document
lists the main personal details of the student being viewed. A button at the bottom of this
document ‘Financial Details’, will bring up the current transactions for that student.

A second document has been created, titled ‘Financial’. This document displays a list of the
student’s transactions. A button at the top of this document ‘Adjust transactions’, will also bring up
the current transactions for that student.

Finally, by clicking the ‘Student Finances’ button on the main menu, this will provide access to all
of the financial processes. Clicking the ‘Transactions’ button will bring up the current transactions
for a student.

The first chapter will deal with the definition of billable items — those items for which a student
may be billed (invoiced), the process of managing an individual student’s financial transactions,

and the setting of financial defaults.

The next chapter will review in detail all of the individual types of transactions, and the way in
which they affect the various financial reports.

The final chapter on this topic will deal with all of the reports and other processes connected with
student finances.

The main menu for the financial aspects of Student Manager follows (Figure 1).

©MUSAC 2014 258 of 531



Student Manager
MUSAC Classic 2014

: . — Brint any Temporary
'IL_. Transactions W Process Auktopavments @ Licks

g Irveaicing iE] Reparts % 5! Global Processes
g Print Stakements g Print Receipts @ Print Credit Motes

Consolidation gﬂ Billable Ttems f”u'\-\ Send Batch to Accounts

. Design Financial $hols . .
iE‘] e Q Financial Defaults

Figure 228: The main menu for Student Finances
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16.2 Billable items

Student Manager includes a full debtor control system for the management of student finances.
This involves the ability to bill (invoice) students for certain 'Billable items'. This button accesses
the process by which your billable items are specified.

The main part of that screen is as displayed below (Figure 2).

Item Cast G5T Status Group Subgroup Budget
Payment received 1 Payments | Payments 0 a
Test 33.00 12,50 Allin filker 27 a
School fees (1)1H s Siblings <z o1 o
School (2+30H 200,00 Siblings =3 o1 o
School fees for 5 terms 100.00 Siblings =1 o1 o
School fees Far 2 terms 150,00 Siblings <2 o1 o
Schaol fees - 3 terms 2+ 105.00 Siblings =1 o1 1]
School H 300,00 Siblings 2 a1 a
SART - Term 1 5.00 Option 94RT 02 o
QART - Term 2 5.00 Option 9ART 0z a
SART -Term 3 5.00 Option 94RT 02 o
QART - Term 4 5.00 Option 9ART 0z a
10ART - Terms 1-2 10,00 Option 104RT oz a
10ART - Term 3-4 10.00 Option 10ART 0z a
Ak r 11 30,00 Option 114RT oz a
Atk ¥ 11 - 3 Terms 23.00 Option 11ART 0z a
Ak e 12 30,00 Option 128RT oz a
Atk ¥r 13 30.00 Option 13ART 0z a
Figure 229: Billable items
There is one item at the top which may not be edited. This is 'Payment Received'. This is used
during the processing of students' transactions and may not be altered.
By clicking a green column heading an explanation will appear, detailing the contents of the
column clicked. The example (Figure 3) shows the description of the 'Status' column.
Skakus
Select From the lisk shown
‘Al in Filker' ikems will be applied ko all students in the current filker without Further kesting, (Previously
"Compulsory")
If vou select a 'Popup List' then the choices will be offered when vou enter the 'Detail’ column.
murmbers will be shown in brackets after Status and Detail For Popup Lisk entries, Do nok remove these,
"Ausk howe many' does not require a 'Detail'. The billing routine will ask for a number of items.
Far each af the others, the required 'Detail' will be displaved by clicking on the 'Detail’ colurn heading.
Figure 230: The ‘Status’ explanation
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Item

The description of an item should not be changed once used, as it is this which is stored on the
student's transaction to identify it. If an alteration is needed then, on saving, a message (Figure 4)
will be displayed indicating that all of the current financial transactions on file will have to be
checked to alter them to reflect the change. This does not take long, but is not a process which
should be done regularly.

These will also be changed on students' transactions where relevant,
This may take some kime, .. Please ensure that no-one else is currently accessing the
student finance processes while the global search and replace occurs.

Figure 231: Changed item

\ir) You have changed either item details or ledger connections.,

Billable items MUST all have unique names, as this can cause issues when creating reports etc.

Cost

This is the total cost of the item, including any G.S.T. The cost entry can be a question mark. If
doing so, when a student is billed (invoiced), the program will stop and ask for the specified
amount. A typical item which has a question mark is 'Stationery'(Figure 5).

Enter cost PX|
Wwhat iz the cost of Stationary ?
Cancel |

Figure 232: Cost = Question Mark

GST

Enter the amount of GST as a percentage. This is almost invariably either zero (blank) or 15
(October 2010 thereafter). Do NOT add the % sign.
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Status
If you click in the 'Status' column then the following pop-up menu will appear.

Status

[ attin fiter - B
All in filter

Year

Farm

Tutar

Siblings

Eldest

Youngest

Option

Loaokup column

Ask how many

Figure 233: Status possibilities

This is a description of each:
All in filter - Every student in the current filter will be billed (invoiced) this item.

Year - Only students in the year specified in the 'Details' column will be billed (invoiced).

’

The next two field names are your school settings, eg. commonly in primary schools ‘class
and ‘room’, and for secondaries, ‘form’ and ‘tutor’ etc, which are user named fields.

4 Siblings - Possible entries in the 'Details' column are, =1, > 1, < 2 etc. For example if
=1 is specified then only students with one other family member will be billed (invoiced).
Eldest - Only those who are specified as eldest in their family will be billed (invoiced).
Youngest - Only those who are specified as being the youngest in their family will be billed
(invoiced).

7 Option - Only those students taking the option specified in the ‘Details’ column will be
billed (invoiced). Options may be a subject only eg. 12MAT (in which case all students

taking 12MAT will be billed (invoiced)) or have a teacher code attached eg. 12MATBT (in
which case only 12MAT students taken by BT will be billed (invoiced)).

8 Lookup column - Should you select 'Lookup column' then nothing further will happen until
you click in the 'Detail' column, at which point the screen below (Figures 7) will appear.

9 Ask how many - The program will stop to ask you how many eg. broken windows or
haircuts the student is to be billed (invoiced) for. The number entered will be multiplied by
the item cost to determine the full amount.
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Select calumn

Student M anager

PAT

TOSCA

Staff Columnz

Fecord of Achievement
Careers

Abzence Summary Detailz
MZ[A Standards

LT Tle

Internet connection details

1]

Select condition

<

LS =
begins with
conkains

w

Select detail

| Proceed || Cancel |

Figure 234: Specifying a ‘Lookup’ condition

On the left is the MUSAC 'Column picker' via which a selection of any column in the database can
be made. In the example, Student Manager/Personal/ Type were clicked to reveal the columns

under this category.

In the centre column the ‘=’ sign was selected and from the right hand list 'International Fee-

paying student’.

Select calumn

1]2]

Thiz Year

Teach

Farm

MHext Year
Teach[Mext year]
Form(Mest vear]
Gender

DOB

Enrall

Drate first ztarted
D ate started here

| Columns |

L

Select condition

= ]
<

=

beqins with
conkains

Select detail

Regular studenk S
International Fee-pay
International Exchange sto
External student

Regular adult skudent

Mot atkending

Returning Adult student
Student in Alternative Edus
Student in separately fund
Student at a Kura Teina (D
Satellite class student

MZAID sponsored student o
Teen Parent regular = max
Teen Parent regular adulk
Return, adult atk, teenp, o
Teen p. elig.+ enrolled reg %

| Proceed || Cancel |

Figure 235: A completed condition

On clicking 'Proceed' the status column will appear as shown below.
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Skatus Detail

| Type(27)

) =International fee-p: I
Figure 236: A completed condition

The '(27)’ following Type indicates to the program that pop-up file number 27 has been selected.

Detail

The contents of this column were covered in the preceding explanation, but below is a screen view
which occurs if you click in the 'Detail' column heading.

Detail - depends on Skakus

Allin filter - no detail required

‘Year - enter the relevant “Year' e.g. &

Siblings - enter the number of siblings e.g. 0, 1, =1, <3 etc

Eldest or Youngesk - enter “es' or Mo’

Option - enter the relevant option .9, 12MAT (* = wildcard eg *ART)
Colunin - specify the required detail

Ask how many - no detail required

Figure 237: The ‘Detail’ explanation

Ledger

This is where user specified Ledger numbers for items are attached. Every item MUST have a
ledger number, even if they are not linking to the MUSAC Accounts package. If doing so then the
relevant ledger codes must be used from that package.

Group

It is possible to group several items with different ledger numbers into a group for the purpose of
doing financial analysis.

©MUSAC 2014 264 of 531



Student Manager
MUSAC Classic 2014

Subgroup

Just as different ledger numbers can be gathered together in a group, a similar subdivide can be
made of items with the SAME ledger number into Subgroups for the purpose of financial analysis.

Budget

It is also possible to specify a budget for each item, again allowing financial analysis to report on

the amount received as a percentage of the budgeted income, etc.

Other buttons on the Billable Items screen (Figure 11) include:

[ Insert a Mew Row l

[ Delete Selected Rows l

[ Move Selected Row Up ]

[ Maove Selecked Row Down ]

I Move Selected to Top I

[ Memarise Current Order l

[ Festore Memarised Order

[ Print a List of Items ]

You may use 'break
items' i.e. items used ko
divide the list. These
iterns miusk begin with
either a "-' {minus sign} or
a'='{equals) character.,
iclick on ‘item’ heading, )

Cross-check Ikem Mames
and Ledger Mumbers

Figure 238: The side bar buttons

To INSERT a new billable item between two others, select the item, which currently occupies the
position, and click the ‘Insert a New Row’ button.

To REMOVE one or more unused items, select the item(s) and click the 'Delete Selected rows’.
Only remove items which have not been applied to students. The following screen (Figure 12) will
appear if attempting to remove billed (invoiced) items.
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1 There are currently 23 students with School Fees For 3 terms billed o them,
You may MOT delete ikems under this circumskance

Figure 239: Delete Selected Rows

The ‘Move Selected Row Up’ and ‘Move Selected Row Down’, are self explanatory.

If you wish to TEMPORARILY move one or more items to the top of the list then select them and
click the 'Move Selected to Top' button. Clicking save as you exit and the message below (Figure
13) will appear. The item will now be at the top of the list when billing (invoicing) students. This
process works well with items that are only billed (invoiced) at certain times of the year.

The idea is that those schools with large lists of items can then search more efficiently for items
when billing (invoicing). Just move the item to the top and don't memorise the current order.
Later, when the trips are over, you can restore the memorised order.

H?(j. You have made changes to the Bilable items, Are wou sure you wish ko save these changes

Ik | Cancel

Figure 240: Move Selected to Top

The ‘Memorise Current Order’ button is used if you wish to make the change PERMANENT. The
message below (Figure 14) will appear. Then, at a later date, having moved others to the top
temporarily, clicking on the 'Restore memorised order' will return the Billable Items list to the
original order.

\]{r) Memorised... You wil need to 'Save and Exit' if wou wish ko use this memoarised order next time vou edit the Billable Ikems,

Figure 241: Memorise Current Order

By clicking ‘Print a List of Items’ a list can be printed to allow a review of your current billable
items and changes can be made if necessary on paper before changing them in the program.

The last button, labelled ‘Cross check item names and ledger numbers’ performs a number of
checks, including searching for those billable items with spaces in front of their names (leading to
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‘lost items’). It memorises the existing items, then cross checks all of the transactions in the
database and in the audit trail, to see that the correct ledger number is attached to each item. It

also ‘adds back’ any unrecognised items on students (‘lost items’).

The following screen shot (Figure 15) shows the check screen. A backup of the audit trail is made
at the time of checking and, if a previous backup is found to exist, then the green button, allowing

you to restore a backup will be visible.

If items have duplicate names (which is perfectly acceptable) AND are tagged to different ledger
numbers then, if this item is found in the database tagged to other than a valid ledger number,
then the fault will be corrected by reattaching it to the FIRST of the valid ledger numbers. (This is
explained via a message which appears if the checking process does find that you have used the
same item name more than once.

w. Fap dates and resulis

Important : Please read carefully

Thiz program will memarize your billable items then crosz check your ransaction database and your
audit trailz, and any outstanding MU SAC Accountz files bo ensure that item names and matching ledger
numbers are valid.

“Warning :  If you have uzed duplicate item names with different ledger numbers then, i any such items
are identified with an unrecognized ledger number then they will be zef to the FIRST valid ledger number
found for that item.

Az certain files are recreated and deleted during this process it iz neceszan to ensure that no others
are acceszing the student financial proceszses when vau rwin thiz utility,

Anp unrecagnized items will be added to vaur lizt of billable items

A backup of the various files affected will be made. Once this haz been done a button will be made
wizible which will allow you o restore the backup files.

Froceed with checking process ar Restare the filez backup up on 0941042003

E wit

16.3

Figure 15: The ‘Cross check’ utility

Individual student’s transactions

The major part of this screen is devoted to the display of the student’s transactions.
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Edit Links ¥iew Options Automatic payments Practice area Form feed receipts
Student : & Year: 14 Teach:13 Form: 135N

Detal (Click in headings to sort) Dr Amount Cr Amount Ealance Ledger Method

Invoice/Receipt

] Tl 1 ]
Transaction optiens : View status
] ] = . Save
Coooe "
s 0| ==l Default date :  |09/10j2008
Payment method | Cash +| | Transaction [ Lo ] bestlect A"] [ & ettt ” hexes J [ e J

Figure 242: The individual student’s transactions screen

At the top of the screen are various menu options, and at the bottom of the screen are a variety of
buttons used for financial transactions.

At the top of the screen, one of the menu items is labeled ‘Practice area’ (Figure 16). Turning this
area ‘On’, by clicking the relevant menu item, nothing will be saved back to the database and
experiments can be done with the various buttons and processes available.

Form Feet
Turn prackic
Explain practice

Figure 243: Turning practice on

Ensure that the practice area is turned ‘Off’ when finished.
Various ways of dealing with financial transactions:

Counter transactions

Click on the ‘Counter Transaction’ button at the bottom of the Transaction screen. The window will
display a list of the school’s ‘Billable items’ (Figure 17). See previous sections for more
information on Billable Items.
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Select the required items Hold Ckrl ba mulki-select

Dretail Zosk |
Testng | 3300

SART - Term 1 5.00

QART - Term 2 5.00

QART -Term 3 5.00

QART - Term 4 5.00

schoal (2+)JH 200,00

School Fees For 3 terms 100,00 H = Teach
School Fees For 2 terms 150,00

achool Fees - 3 terms 2+ 105,00 Y = Form

School 1H 300,00 5 = Sibling count
10ART - Terms 1-2 10,00

10ART - Term 3-4 10,00 E = Eldests only
Ark vr 11 30,00

ArtYr 11 -3 Terms 23.00 ¥ = Youngests only
Art ¥r 12 30.00 0 = Opkion class
ArEYr 13 30,00

ark For 3 terms Z3.00 L = Popup enkry
Art For 2 Terms 15.00

Photagraphy r 12 30,00 B psklprmony
Photography Materials 120,00

Murnber of items selected ; 1

De-zelect Al ] [ Remember these] [ QK ] [ Cancel

Figure 244: Selection of items

Select the item(s) for which a student is paying and click ‘OK’. (If processing a few students
paying for the same item(s) click ‘Remember these’ to save having to reselect them for each

student).

The following screen (Figure 18) will list the selected item(s) and will display the total amount of
the transaction. Alterations can be made to the transaction amount depending on the

situation. Click whether the item has been paid or not by clicking the appropriate button.
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Counter Transaction Confirmation

Item | Cost
Testing 33.00
9ART - Term 1 5.00

Transaction kakal

35,00
This amount is @ "

Either Print receipt (¥ ar don't print ()
Receipt | Receipt-3 per page.dmt w |
Method | Cash V|

Figure 245: Payment details

[ Proceed l [ Cancel

If paid, then a receipt can be print immediately or not. A unique receipt number will be allocated

to the payment as soon as the transaction is saved.

If printing a receipt then select the receipt design from the drop-down (Figure 19). For more

information on Receipt design refer to chapter

et page.dmkt

Receipk

Receipt 1.dmk

1 er page.dmk
TestReceipt 1.dmt
JHReceipk-3 per page. dmk

Receipt- fullpage, dmk
Receipt-3 per page.dmk
Receipt-half page.dmt
kestReceipt 1,dmk

40 char printer (LPT1)
40 char prinker (LPT2)

Figure 246: Selection of receipt design

Select the method of payment from the drop-down (Figure 20).

[v]

Credit card
WISA
Mastercard
EFTPOS

Cheiue

Autornatic pavment

Figure 247: Selection of payment method
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Click ‘Proceed’. The transaction screen will now be displayed with the transaction showing.

Note: at this stage the transactions have not been written to the database. This will not
happen until the ‘Save changes’ button is clicked.

If the item(s) were unpaid they will be displayed on the screen with the amount of the debt
showing in the ‘Dr Amount’ column. The same debit balance will show in the ‘Balance’ column

also. The ‘Status’ column will display ‘N’ — not paid (Figure 21).

Date | Irvvoice/Recsipt | Detail (Click in headings ko sort) | Dr Arnourit | Cr Amnourtt | Balance | G.5.T./5
09/10/2008 Counterz Testing 33.00 33.00 Dr 367 N
09/10/2008 Counterz SART - Term 1 5.00 5.00 Dr M

Figure 21: The unpaid transaction display

Item(s) that are paid will have two transactions (or legs of the same transaction) displayed. The
first will be the debt leg — with a ‘Status’ ‘Y’ — paid — and no ‘Balance’. The second will be the
payment leg. This will have a status of ‘A’ indicating that the entire amount of the payment has
been allocated, and there will consequently also be no entry in the ‘Balance’ column (Figure 22).

Date | Invoice/Receipt | Detail (Click in headings ko sart) Dr Amount | Cr Amount Balance | G.5.T. |5t
09/10/2008 Counter Testing 33,00 367 Y
09/10/2008 Counter 9ART - Term 1 5.00 i
09/10/2008 6396 Payment received 38,00 367 A

Figure 22: The paid transaction display

If printing a receipt then the ‘Invoice/Receipt’ column will indicate ‘Next receipt’, the receipt
number is not issued until the receipt is printed, that is when clicking the ‘Save Changes’ button
(Figure 23) for this student’s transactions. If not printing receipts, a receipt number will be
allocated anyway to allow it to be printed off at a later date if required. Receipt numbers can be

manually added, see chapter 2.4 for more information on this.

Save
Changes

Figure 23: Save Changes button

There are four currency columns on the transaction screen:

I Dr Amaurt | Cr Amaurt | Balance| G5.T.|
33,00 23.00 Dr 3.67

5.00 5.00 Dr
10,00 1.11

10,00 10,00

Figure 24: The currency columns

1 The Dr Amount. This column displays the total debt amount of the transaction in question.

2 The CR Amount. This column will display the total amount of the payment (or credit)
involved in the transaction. No transaction will have entries in both of these columns.
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3 The Balance column. This column will display any unpaid or unallocated balances relating
to transactions. A debt balance indicates that the debt has yet to be paid in full. A credit
balance indicates that the payment has an unallocated balance which may be used to pay
debts.

4  The GST column indicates the GST included in the transaction. There will be no GST on
unallocated credit amounts, as the GST on such a transaction is not determined until the
credit is used to pay a debt.

If you attempt to process any transactions prior to saving the changes you will get the message
below (Figure 25). Click ‘Ok’, and then click ‘Save Changes’

i You may nok re-process unsaved transactions,
Please save changes before attempting to do this

Figure 25: Save before payments

If a mistake has been made and ‘Save Changes’ hasn’t been clicked, there are a few ways to
correct this.

Click ‘Undo’ at the bottom of the screen.

Click ‘Edit’ menu at the top of the screen, followed by ‘Undo’
Hold down the Control key and click ‘Z’ (Ctrl-2)

Move to another student and DON’T save changes on exit.

A OWODN PR

Instant payment of debts

Double-click the item name in the Detail column of an unpaid debt. A small window will pop up,
asking whether or not you wish to print a receipt (Figure 27). If so the default settings (Refer to
chapter 2.4) will be used. The screen will instantly return to the transaction screen and the new
entry will show. At the same time the status of the previously unpaid debt will change to ‘Y’ — paid
— and the debit balance will be removed.

] : :
“““‘:r/ Prink a receipk

Yes Mo

Figure27: Print a Receipt

Other payments

At the bottom of the screen is a row of small kiwi pictures, representing six transaction processes
(Figure 28).
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Figure 28: Transaction Buttons

P = Payment

)

Figure 29: Payment Kiwi

To pay an unpaid debt, highlight the debt, (to multi highlight hold the Control key). Click ‘P’
(Figure 29). The Confirmation of Payment or Part-Payment screen will appear (Figure 30).
Changes can be made to the amount being paid if required, if LESS than the total amount one or
more debts will remain either unpaid or partially paid. If MORE than the full amount then the
payment leg will retain a credit balance, available for the payment of other debts in the future.

Confirmation of Payment or Part-payment

Items paid

Ikem | Cost | a7 | Ledger
Tesking F3.00 367 a7
9ART - Term 1 5.00 0z

Transackion katal I 38.00
Payment received 48,00

Pavment balance

If the pavment made covers more
than the amount due then the
surplus will be retained as an
unallocaked balance against item :

I Payrment received

Either  Print receipt () or don't prink (&)

Method Cash v Proceed ] [ Cancel

Figure 30: Confirmation of Payment

Click ‘Proceed’ to have the transaction(s) processed and return to the transaction screen. The
single payment transaction will appear with or without a credit balance depending on whether or
not more than the full amount due was paid. At the same time the debit balances of the debts and
their statuses will be altered suitably — depending again on what proportion of the amount due was
paid.
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Advance payments

To make an advance payment which will create a Credit leg, click ‘P’ without selecting any items.

If items are selected, click them again to de-select or click ‘De-select all’ at the bottom of the

screen (Figure 31).

The Confirmation of Payment or Part-payment screen will appear as in (Figure 30), less the debit
item(s). Enter the amount of the payment and method. Choose to print a receipt of not. Click
‘Proceed’. On returning to the transaction screen the new transaction will appear with the amount
showing in the ‘Cr’ column and the ‘Status’ of the payment will show ‘U’ (Unallocated) (Figure 32).

Date Invoice/Receipt Detail (Click in headings to sort) Dr Amount Cr Amount EBalance
10410/2005 6902 Payment received 100.00 100,00 Cr

G.5.T. |5t

Figure32: Advance Payment

@)

Figure 33: Refund Kiwi

R = Refund

There are two types of transactions which may be refunded:

1. Previously paid debts
2. Payments with credit balances

Refunding a paid debt will create a credit leg, corresponding to the amount of the refund (Figure

34 — 35). The credit can then be allocated to other debts.
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Refund of payments

You have selected the Following paid ikems to be refunded (either in Full ar in part)

Date | Item | Amount Paid | Refund
09-0ck-2005 | Tesking 33.00 F3.00

The refundis) listed have been ;

() Paid out

Either  Print credit O]
Cr don't print ()

Credit note b

[ Proceed J [ Cancel ]

Figure 34: Refund Not Paid Out

Date |Inv0ice,|’Receipt |Detail (Click in headings to sort) Dr Annount Cr Amount Balance| G.5.T. | St
09-Ock-2005 Counker Testing 33,00 3.67 Y
09-0ck-2005 Counter SART - Term 1 5.00 ki
09-Cck-2005 G397 Payment received 35.00 367 4
10/10/2005 CM14 Refund 33,00 33,00 Cr U

Figure 35: Refund Transaction Not Paid Out

If paying out the refund, then a further leg is generated for the payout itself — removing the credit
(shown below), the amount can be altered if required.
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Refund of payments

You have selected the Following paid items to be refunded (either in Full or in part)

Date | Ttem | Amounk Paid| Refund

10/10/2005 | Testing 33.00

The refundis) listed have been :

) Mot paid out
(%) Paid out
Method @ Paid by cheque number : | |
Cash

Either  Print (TN, . |
Or don't prink ]

=~

[ Proceed ] [ Cancel
Figure 36: Refund Paid Out
Date | Invaice/Receipt | Detail (Click in headings ko sork) Dr Amaunt | Cr Amaunt | Balance | G.5.T. 5t
10/10/2005 Counter Testing 33,00 N
10/10/2005 Counter 9ART - Term 1 5.00 5.00 Dr M
10/10{2005 6903 Payment received 33.00 367 A
10/10/2008 CH1S Refund 3300 A
10/10/2008 Refund Refund 33.00 3.67 Y

Figure 37: Refund Transaction Paid Out

If printing a credit note, select it from the drop-down. Designing a Credit Note is covered
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Refunding a credit is done in the same manner as above, however the only option available is ‘Paid
out’ (Figure 38) and Payment Received is highlighted instead of the debt before clicking the ‘R’.

Refund of payments

‘fou have selected the Following paid items to be refunded (either in Full or in park)

Refund
100,00

Date | Ikem Amount Paid |

10-Ock-2008 | Pavment received

The refund(s) listed have been :

Mot paid ouk
(%) Paid ouk

Method | Cash £V

Either  Print credit Iy
Or don't prink ®

[ Proceed l [ Cancel
Figure 38: Credit Paid Out
Date | Invaice/Receipt | Detail (Click. in headings ko sort) | Dr Amaunt | Cr Arnount Balanice | G.5.T. 5k
10-Cck-2008 6302 Payment received 100.00 A
10/10/2008 Refund Refund 100.00 i

Figure 39: Credit Transaction Paid Out

Figure 40: Reduction Kiwi

D = Reduction of debt

To reduce a student’s debt, via discount or exemption, Click ‘D’ (Figure 40). While there are subtle
differences between these as far as intent is concerned, there is no difference in effect. Both result
in the reduction of the balance due on the debt.

Select the debt(s), click ‘D’. Against each debt indicate the amount by which it is to be reduced,
either by entering the amount of the Reduction or the Percent of the full amount (Figure 41).
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Confirmation of debt reduction details

Step 1 If necessary, change the amounts in the right hand colurn below

Date | Ttem | Balance due | Reduction| Percent

33.00 16,50 =]
335.00 10,00

13/10/2008 Testing
13/10/2005 Tesking

Step 2  Enter wour explanation for the reduction(s)

2.9 Paid on time.

Step3 Select the process For the reduction

[ Discount(s) ] [ Exemption(s)

Figure 41: Reduction of debt

Cancel

An explanation for the reduction needs to be entered (Step 2) before clicking the relevant
reduction method (Discount/Exemption). The explanation needs to be easily interpreted by
parents as it does show up on statements. Refer to chapter ? for more information on Statements

Click the reduction method and the transaction screen will appear, showing the transaction (Figure

42).
Date \InvoiceﬂReceipt |Detai\ (Click in headings ko sort) Dr Amount CF Amount Ba\ance\ G.5.7. 5 |Ledger |Method |Exp
10f10f2008 Caunter Testing 33.00 16.50 Dr 367 M 27
10f10f2008 Counter SART - Term 1 5.00 5.00 Dr M 0z
10f10f2008 Moke Testing 16,50 1.84 A 27 Discount &g, Paid an

Figure 42: Reduction of Debt Transaction

J = Payment by Journal

Figure 43: Journal Kiwi

Journal payments reduce a student’s debt via a payment other than those from a student, eg:
Principals acct or internal transfer. Receipts are not printed for Journal payments.
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Highlight the debt, Click ‘J'. Enter the amount to be paid, Click ‘Proceed’ (Figure 44).

Confirmation of payment by journal

Items paid
Item | Cost | GST Ledger
Testing F3.00 3.67 27

Transackion kakal I 3300
Payment raceivead
Payment balance I

Proceed l [ Cancel

Figure 44: Journal details

An explanation is required for a Journal payment. Either select from the drop — down, type in the
box or both. Click ‘Proceed’ (Figure 45). The Transaction will now show on the transaction page
along with the Explanation (Figure 46).

Transaction explanatian

Select? | | &
Spec Ed Subsidy
Hardship
EOT Fin Acck

Principal Acck

‘ Cancel ‘ ‘ Proceed

Figure 45: Entry of the explanation

|Invn|ceJ‘Recalpt |Deta|| {ilick in headings to sort) Dr Amount Cr Amount Balance| @.5.7. |5t ‘Ledger ‘Methnd |Exp
Zounter Testing 33.00 36T Y 27

Counter Testing 33.00 33.00Dr 367 N 27

Journalonl Payment received 33.00 3.67 ] 1 Journal Spec Ed Su

Figure 46: The transaction displayed
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A = Allocation of credits to debts

Figure 47: Allocation Kiwi

This process allocates a student’s credit balance from one transaction, where the Status column
shows a ‘U’, to pay the debit balance of another, Status ‘N’.
Select the credit balance(s) and debit balance(s) involved (Figure 48), Click ‘A’.

Date | Invaice/Receipt | Detail (Click in headings ko sort) | Dr Amaount | Cr Amount | Bialance | G.5.7. )5t
14-Cck-2005 Counter Testing 33.00

14-Cck-200 5909 Payment received 33.00 367 4
14 ." ] 6910 _
Figure 48: Selection of debts and credits

Allocation of payments to unpaid debts

The Following available balances ...

Date JItem | Balance available |

14/10/2008  Payment received 100.00

... will be used in payment of

i v ) i ;
Date !Item | Unpaid balance!G.S.T. | Allocate | Sart inko Date
14-0ck-2008 | Testing 2 50,00 50,00 Order

Sork inta Priarity
Order *
* Priarity order is the order which debts are ko be paid via autopavments
Proceed ] [ Cancel

Figure 49: Confirmation of details

The above window (Figure 49) will show how much of the credit will go on the debt. If there is
more than one debt, the Allocate figure can be prioritised if the credit amount is not enough to
cover all debts in full.

The below (Figure 50), shows a Credit of $100 allocated to a Debt of $50. It now leaves a credit
balance of $50 to be allocated to any further debts.

Date. |Irwvoice Receipt [ Detail  (Clickin headings to sort) | DrAmeunt|  CrAmount| ‘Balance | G5, |5t
14-0ck-2005 Counter Testing 33.00 AT Y
14-0Ock-2008 Counker Testing 2 S0.00 i
14-Ock-2005 5909 Payment received 33.00 3.67 A&
14-0ck-2005 6910 Payment received 100.00 S0.00 Cr u

Figure 50: The resulting transactions
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C = Payment of all outstanding debts in full

-

33

a0

=",

Figure 51: Complete Kiwi

Clicking ‘C’ will pay all debts without having to highlight them first. This will pull in any credits the
student may have also, and the following message will show if this is the case (Figure 52).

i This student has a tokal credit balance of $100.00
IF wou wish to use this For the payment of unpaid ikems then use the Allocation process (The next button ko the leftt),

Figure 52: Use of credit balances

Click ‘OK’ and the following screen will appear (Figure 53).

Confirmation of Payment or Part-payment

Items paid

Tkem | Cost | G5T| Ledger
Testing F3.00 J.a7 27
Tesking 2 50,00

Transaction total I 82.00
Payment received
Payment balance I

If the payment made covers more
than the amount due then the
surplus will be retained as an
unallocaked balance against ikem :

Payment received

Either  Print receipt () or don't print ()

Methiod Cash w

[ Proceed ] [ Cancel

Figure 53: Confirmation of payment

Click ‘Proceed’ to continue with the transaction and go back to the transaction page, where it will

now show.
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Date

14-0ck-2005
14-0ck-2005
14-0ck-2005
14-0ck-2005

Invoice/Receipt
Counter
Counter

56912

5913

Detail (Click in headings to sort) Dr Amount Cr Amount
Tesking 33.00
Tesking 2 50,00

Payment received
Payment received

100.00
53.00

Balance

100,00 Cr

G.5.T. 5k
3.67 Y

3.67 A

In the tool bar of a student’s transaction page there are further buttons to help process

transactions.

Edit

Figure 54: Transaction screen

Links  Wiew
Undo  Chrl+2
Figure 55: The Edit menu

Edit/ Undo, is used just as the ‘Undo’ button at the bottom of the transactions page. If ‘Save
Changes’ has not been clicked any transactions will be restored to their original state.

Links

Wl Wiew  Options  Aukom

Configure billable items |

Figure 56: The Links menu

Links/Configure billable items, is direct access to your Billable items page.

View

RN Opkions  Automatic payments  Practice are

Shows only unallocated pavments and debts
Hide payments
Hide all but debts
1 Show all since last statement
] v Wiew all
Shiowe all Farnily members
Remember current column sorting
Wigw wour current batch File

Close your current batch File

Figure 57: The View menu

The first five are self explanatory, the default setting is ‘View All’.

1 Show only unallocated payments and debts

a b~ wWwN

©MUSAC 2014
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However, if changing the settings by selecting another of these menu items then the new setting
will be remembered. These settings are ‘user specific’ which means each user’s personal
setting(s) will be remembered each time they enter the transactions screen.

The current selection, if other than view all, will be displayed in an orange box at the bottom of the
transaction screen. The orange background is a warning to you that not all transactions may be
showing.

View skatus
Transactions prior ko the lask
statement are hidden

Figure58: View status

6 Show all family members

This is a special feature of student accounts. If a particular student has one or more siblings (in
the same family), by clicking this menu item you can have all transactions relating to the various
members of the family displayed (Figure 59). A new column displaying the name of the student to
whom each of the transactions belongs is displayed at the left hand side of the screen.

Student: Date Irvvoice/Receipt Detail {Click in headings to sart) Dr Amount Cr Amount
IS, RYAN 22-Feb-2008 Counter School H 200.00

InEESaIm, RYAN 22-Feb-2008 Counker SART - Term 1 5.00

INEESRIN, RYAN 2Z2-Feb-2003 BRGE Payment received

Mg eSO, RYAN 25-Feb-2008 M4 Refund 105,00
WS, RYAN 25-Feb-2008 Refund Refund 105,00

MRS N, RYAN 05-Mar-2008 BRES Pavment. received 236,00
RSN, RYON 31-Mar-2008 B654 Payment received 1000,00
Mg ES O, RYAN 05-Apr-2005 12421 Uniform skirt §0.00

Mg ES O, RYAN 05-Apr-2005 12422 Uniform skirt §0.00

WS S, CATHERINE  14-Ock-2005 Counker Testing 33.00

WS S, CATHERINE  14-Ock-2005 5905 Payment. received 50,00

Figure 59: Displaying all family members

While all family members are displayed the usual transactions cannot be performed, however
transferring a debit or credit balance from one family member to another can. To do this, identify
the transaction to be transferred, click the student’s name. A drop down list of all family members
will appear (Figure 60), select the student to whom you wish to transfer the balance.

M—Mar-mﬂ& 6634 Payment received 1000.00 1000.00 Cr
e En o, CATHERIME -Apr-2003 12421 UniFarm skirt &0.00 §0.00 Dr

Figure 60: Transferring a transaction between siblings

The following message will appear for confirmation of the transaction (Figure 61).

"
\]}) Please confirm that wou wish to transfer this balance From 888858 S 8, RYAR bo @8 ES 5 8, CATHERIME

Yes Mo

Figure 61: Confirming the transfer
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Clicking yes will create a credit/debit leg on the student from whom you are transferring, and a
corresponding debit/credit leg will appear on the other.

Remember to switch family view OFF before attempting to proceed with normal transactions.

7 Remember current column sorting
By clicking the heading of a transaction column it can be sorted either Ascending or Descending.
The default setting is ascending date order. Once changes have been made to the order. Click
View/Remember current column sorting to memorize. This is a personal default setting and will
not apply to others who sign on under different entry codes / passwords.

8 View your current bath file

A print preview will show of the current batch file, which shows the transactions contains within it.
This can then be printed if required.

9 Close the current batch file

This will close the batch file that is open by the user. This will also give the option to print the file.

OPTIONS

0alela N Automatic pavments  Practice ar

Set defaulks

Adjust explanations

Send to Excel r
Prink skakernent 4

Print this student's displaved details

Figure 62: The Options menu

1 Set defaults

This links straight through to the Financial defaults area. More information on this is in Chapter ??
The main screen for the process is shown below (Figure 63).
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Set Financial Defaults

Fieceipting defaults

Mext receipt no. |gg19
Defaulk Receipt | TestReceipt 1.dmt w

Banking list

‘You may elect to have details of cheques recorded against such payments
and the results of such payments listed either at the end of each session
or on request,

[] Recaord details of each cheque as received

Generate a banking list © (%) at the end of the batch () on request *
* fn existing banking list may be printed via 'Print any termporary lists'

Default Statement *

This is the statement which will be printed should wou print a student's
staterment via the 'Options' menu.

riess. dmt w

Credit Hote defaults

Mext credit note no, CM (17

Default Credit noke w

Batch Report defaults =
[]Batch Item Analysis - Show amounts EXCLUSIVE of G5T

Mo, of copies |0 :ll

Mo, of copies |0 :II

N.B. * These defaulk settings are user-specific, Each user has his or her own default settings,

Fieduced format receipt printing *

I wou are wishing ko use the 40-character receipt printing
option (via LPT1 ar LPTZ) then select the printer type |

Printer kype | Dat matrix w
Activate the autocut feature after each receipt is printed

G5T number

Schoal's 3.5.T. Murnber M.E,
This detail is NOT user-specific,
but: is common ko all

Opening the cash drawer

‘fou may have the cash drawer of M

; ’ 0
wour register automatically opened
whenever you process a payment

Link. to MUSAC Accounts

Generate a file of ledger tatalz to transfer to MUSAC Accounts
MUSAC Accounts application code (A - 2) B

Path to MUSAC Accounts
package [ e.g. c:\MUSACACC),

Into which ledger in MUSAC Accounts
do vou wish ko record 'Income in 87810
Advance' e.g. 89020,007

Include a FULL lizting of all transactions in the link report

Figure 63: The defaults screen

2 Adjust explanations

Explanation can be attached to particular transactions. In some cases, an explanation is
compulsory e.g. discounts, journals etc. Several predefined explanations can be set up here
(Figure 64). These will show in the drop down menu at the bottom of the transaction screen
(Figure 65). The Adjust explanations, is also available by clicking the browse button next to the

Default explanation (Figure 65).

The following screen allows you to adjust your file of default explanations.
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Adjust explanations

Spec Ed Subsidy
Hardzhip
BOT Fin Acct

Frincipal Acct

|3

| nzert

5.4

Should the list af pozsibilities ]
far thiz popup be zorted?

Save | | Back |

Figure 64: Adjusting the explanation popup entries

Defaulk explanation | Spec Ed Subsidy " |B

Figure 65: Pop up default explanation

3 Send to Excel

olalfagtN Automatic payments  Practice area  Form Feed receipts

Set defaults
Adjusk explanations
Send to Excel Include headings

Print stakement » Exclude headings
Print this student's displayed details

[n:-iwn:-d
Figure 66: Sending a student’s data to Excel

This enables users to export a student’s transactions to Excel. Once clicked and Excel is installed
on the computer it will automatically open Excel and display the contents of the file. This can be
done with or without the column headings. (Figure 67)
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(1 .ﬂ\*.l = - = exceldump UUU.csv - Microsoft Excel
i’;’l Home Insert Page Layout Farmulas Data Review View Add-Ins
it Calibri = = =||®-| |SiwrapText General -
Past =d Copy === L .0 .00
aste - === " . G - * B =d o
- Format Painter (B £ T - E E = i Merge & Center ~ ||| § ~ % o || %8 3%
Clipboard IF] Font IF] Alignment P} MNumber ]
A1 - | Date
A B £ D E F G H I J K
1 |Date !Iancpt Detail Db amour Cr amoun’ Item balar GST Status Ledger Method
2 |13-0Oct-08 Counter Testing 33 3.67 Y 27
3 |13-Oct-08 Counter Testing 33 33.00Dr 3.67 N 27
4 13-0ct-08 Journald0: Payment received 33 3.67 ) 1 Journal
I:|
Figure 67: The data in Excel
4 Print statement

laldn = Aibomakic payments  Practice area  Form Feed receipks

Set defaults
Adjust explanations
Send ko Excel p IClick in headings to sork) Or Amaount

Year : 12?2 Teach:11 For

Print staktement

Current student only  # Print traditional skakement
Print this student's displayed details All Family members k Print Full skakement

Figure 68: Print statement

By clicking this menu option a statement can be printed for either the current student or for all
family members. The choice of a traditional statement (Opening balance, all transactions since last
statement, closing balance) or a Full statement (No opening balance, user selected unpaid items,
unallocated payments received (if selected)) is also available.

Prior to using this process a default statement design must have been selected via Financial
defaults.

If a 'Traditional' statement has been chosen then the closing balance of this statement will be
recorded on to the student's transaction screen and will later be identified and used as the
'Opening balance' for the next statement printed for this student.

Date Invoice/Receipt Detail (Click in headings ko sort) Dr Amount Cr Amount Balance
14-Cck-2008 Counter Testing 33.00 13.00 D
14-Ock-2005 Counter Testing 2 S0.00 S0.00 Dr
23-0ck-2005 5319 Pavrient received 20.00

23-0ck-2005 7129 Statement balance 53.00

Figure 69: Statement balance

5 Print this student’s displayed details

This option will send a table to the printer, reflecting those transactions currently available on the
screen (reflecting the ‘view’ settings described earlier).
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Automatic payments

Automatic payments i glaa =]

Set aukomatic pavrents
YWiew payments schedule

Set priority rankings

Figure 70: Automatic payments

1 Set automatic payments

Automatic Payments are set for individual students via this menu (Figure 70). Each student may

have more than one payment scheduled, and each student’s payment definitions are listed on the
screen (Figure 71).

Automatic payment details for = 0ONE DAN

Amount Frequency |From date Last date | Last payment | Allocation Comment |
20,00 Fortmighthy  01f01j2008  31/12/2008 20,00 Payment received

| Add New | amount  [20.00

| — | Frequency | Fortrightly v| Orevery| | days
From date |ul,-'uuznoﬁ

| copy J[ Peste | rastdste [aijizj2008

Last payment |zu.uu

Allocate to |Pawmnt received |
Comment

Receipt Auto Payment
detai s

Figure 71: Setting up an automatic payment

Click ‘Add new’ to add payment definitions and complete the various features which define the
payment. These are:

e Amount: Dollar amount of payment

e Frequency: How often will the payment be received
e From date: When payments start

e Last date: When payments finish
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e Last payment: If the final payment differs from the amount coming in

e Allocate to: Click this area and the list of billable items will display. Choose from the

options available in (Figure 72).

e Comment: This will appear on the transaction page
e Receipt detail: Could be a number or just the letter AP

Select the item to which the auto-payment is to be applied

- Mo zpecified item - just a payment in
" advance - record against 'Payment’

Allocate according to the specified priority
(" ranking [zee 'twtomatic payments - Set
priority rankingz]

 Allocate bo all outstanding debts
= ih date order

() Selected item

Ok ] [ Cancel

Testing s
9ART - Term 1

9ART - Term 2

OART -Term 3

9ART - Term 4

School (2431H

School Fees For 3 kerms
School Fees For 2 terms
school fees - 3 kerms 2+
Schoaol H

10ART - Terms 1-2
10ART - Term 3-4

art yr 11

artyr 11 - 3 Terms

Ak yr 12

ArkYr 13

Art For 3 berms

Art For 2 Terms
Phokographbe ¥r 12
Photography Materials
APerforming Arks
APerforming Arts - Term 2
APerforming Arts - Term 3
APerforming Arts - Term 4
10Performing &rts

School Fees (171H
11Performing Arks
1ZPerforming Arts
13Performing Arks M

Figure 72: The payment alternatives

The above options can be used for pre-allocating payments.

1 No specified item — simply receive each payment as an advance payment.
2 Allocate according to the specified priority ranking - eg. a student may have several
outstanding debts and the payments, as they are received, will be allocated to these

according to the priority ranking which you establish via the third menu item (Set priority
ranking) (Figure 72) under ‘Automatic payments’.

Allocate to all outstanding debts in date order.

Selected item — select the item to which this payment is to be allocated. When the
payment(s) are received and the student still has an outstanding debt under the
nominated item then the balance due will be reduced by the amount of the payment. If a
payment is received surplus to the outstanding debt then it will be recognized as an
advance payment.

Click ‘Save’ and the payment details will appear on the screen (Figure 71).

Click 'Update schedule' button (Figure 71) and the payments will be added to the database of

expected payments. If the payments start before the current date then a conformation message

will appear (Figure 72).
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3

Please confirm that wou DO wish bo allocate automatic payment{s) prior to today,
Do wou wish to do so

The next screen will indicate the number of payments added to the schedule (Figure 73).

Figure72: Confirmation of prior date

3

27 new payments were added to the schedule
and 0 existing ones were checked

Figure 73: Number of payments

To view this list directly (Figure 75), click ‘View schedule’ (Figure 74) at the bottom of the screen.
To return to the details click ‘View details’ (Figure 76).

©MUSAC 2014
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Automatic payment schedule for =~ . INE DAN

Date armount | Allacation Status Cormnnent
01/01f2008 20.00 Payment received Mot processed
15/01 f2006 20.00 Payment received Mot processed
29j01f2008 20,00 Payment received Mot processed
12/02f2006 20.00 Payment received Mot processed
26,/02{2006 20.00 Pavment recefved Mot processed
110302008 20.00 Payment received Mok processed
25/03f2008 20.00 Payment recened Mot processed
(05/04f2008 20.00 Payment recefved Mot processed
Z2I04f2008 20.00 Pavment recefved Mot processed
06/05/2008 20.00 Payment received Mot processed
20/05f2008 20.00 Payment received Mot processed
03062008 20,00 Payment received Mot processed
1706 2008 20.00 Payment recened Mot processed
0107 f2008 20.00 Payment received Mot processed
15/07 (2006 20.00 Pavment recefved Mot processed
F0Tf2008 20.00 Pavment receved Mot processed
12/08f2008 20.00 Payment receied Mot processed
26/08/2008 20.00 Payment received Mot processed
9092008 20.00 Payment recefved Mot processed
23/09f2008 20.00 Payment recened ot processed
07/ 10f2006 20.00 Payment received Mot processed
Z1j/10f2008 20.00 Payment received Mot processed
04112008 20.00 Payment recerved Mot processed
18/11f2008 20,00 Payment received Mot processed
02122006 20.00 Payment received Mot processed
16/12{2006 20.00 Pavment recefved Mot processed
307122008 20.00 Payment recened Mot processed
Figure 75: Auto payments
Wiew Details ] ’ < Previous ] ’ fext = ] ’ Close

Figure 76: View buttons

At the time of processing payments (this is done via Process Autopayments from the Student
Finances menu) the option to postpone one or more payments will be available. However, to
cancel payments via this screen, select the payment(s) to be cancelled and click ‘Cancel Payment’
(Figure77).

Automatic payment schedule for ABRAHAM, Stephen

15012008
29/01 2008
120212008
26022005

11032008
2EINONS

Arnount
10,00
10.00
10,00
10,00
10.00

10.00
innn

Allocation

Payment received
Payment received
Payment received
Payment received
Payment received
Payment received

Pavrnent rereived

Skatus

Mak processed
Mok processed
Mok processed
Mok processed
Mok processed
Mok processed

Mak mrnrreced

Cornrnent

Figure 77: Cancelling an Auto Payment

[ Cancel payment

During the processing of automatic payments the opportunity to decide whether or not receipts are
to be printed is available. If so, then the details specified will appear on the receipt.
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After defining a particular payment it can be copied to other students by using the ‘Copy’ and
‘Paste’ buttons. Select the payment, click ‘Copy’, using Alt-S, jump to the required student, click
‘Paste’. The payment will show on the new student’s list. With the payment definition in the ‘copy’
buffer, it can be added to other students by clicking ‘Paste’.

Once the copy is completed, click ‘Update schedule’ to have the relevant payments added to the
student’s list of future payments.

2 View payments schedule

Clicking this menu item will show you the payment schedule as in (Figure 75).

3 Set priority rankings
This is where the billable items to be paid are ranked as discussed above. Below is a screen view
of the area (Figure 78).

Select those billables items which are to be paid by autopayment, The items should be selected in priority order,

Select items From : Selected items in order of priority

Testing
Testing 2 =1 Testing
£E¥ E:m 12 = | Photography Materials
WBAT -Term 3 Ll
9ART - Term 4

School [2+HH

School fees for 3 terms

School fees for 2 terms

School fees - 3 terms 2+

School JH

10RT - Terms 1-2

T0ART - Tern 3-4

AT 11

Artr11 -3 Terms

A2

At 13

Art for 3 terms

At for 2 Terms

Photoaraphy v'r 12

Photoaraphy Materials

?

[ Move zelected item up ]

[ b ove zelected item down ]

[ Delete selected item ]

APerforming Artz

9Performing Arts - Tem 2

IPerforming Atz - Tem 3

Performing Arts - Temn 4

10Performing Arts

School feez [TUH b

Save

Figure 78: Setting priority rankings
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Practice Area

Turn practice ON

Explain practice

Figuré 79: Turning Practice on

This has already been described Page ??. If the ‘Practice area’ (Figure 79) is turned on then any
transactions generated cannot be saved to the database.

Form Feed Receipts

Form feed receipts

Figure 80: Form feed receipts

By choosing this menu item (Figure 80), the option to print those receipts that haven’t already
been printed is available.
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Reprinting

By clicking on a receipt, invoice, or statement number the details of that transaction will be
displayed. This will allow a user to reprint the details of an earlier transaction or receipt.

Eg: Invoice details (Figure 81).

Details of Invoice number 12450

Date | Student | Dietail Amaunt GST
24/10/2008 | ABRAHAM, ASHLEY Testing 33,00

R Print Detals

Close

Figure 81: Reprinting invoice details
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Eg: Receipt details (Figure 82)

Details of Receipt number 6674

Date Student | Detail Armnount 55T
25-Feb-2008 | ABRAHAM, ASHLEY Payment received 200,00 0.00

200,00 0.00

Tokal payment received

In payment of :

Date Invvaice | Skudent | Dekail Amount 55T
22/0z/z2005 Counker ABRAHAM, ASHLEY School JH Z00.00
Tokal payment allocated Z00.00 0,00

[ Print Receipt ][ Prink Details ]

Receipt 1.dmk w |

Close

Figure 82: Receipt details

Other options

If a previously defined explanation needs to be altered, click it, and an editing window will appear

(Figure 83).

Transaction explanation

Either select "

Or enter detail

Paid out by Cash

Figure 83: Transaction explanation
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At the bottom of the screen, three details are displayed (Figure 84):

Total outstanding debt : $42.30
Current payment s $0.00
Defaulk date ; |24)10/2003

Figure 84: Current debt position

1. The student’s current debt/credit.
2. The current payment being processed.
3. The default date

The ‘Default date’ of each new transaction is taken as the date entered here. By default it is the

current date, but this can be edited.
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16.4 Financial defaults

The default setting screen is shown below
Set Financial Defaults M.B. * These default settings are user-specific, Each user has his or her own defaul: settings,

Feceipting defaults Feduced farmat receipt printing *

ek iok o, ’ = If you are wishing ko use the 40-character receipt printing
i Ran g 5919 ool ogplas | option (via LPT1 ar LPTZ) then select the prinker type |
Default Receipt | TestReceipt 1.dmt b Printer type | Dot matrix b

B anking list

‘You may elect to have details of cheques recorded against such payments
and the resulks of such pavments listed either at the end of each session
or an request,

[] Recard details of each cheque as received

Activate the autocut feature after each receipt is printed

G5T number

Schoal's 3.5, T, Mumber 1B,
This detail is MOT user-specific,

T but is common ka all
Generate a banking list : (%) at the end of the batch () on request *

* An existing banking list may be printed via 'Print any tempotary lisks' Opening the cash draver *

‘fou may have the cash drawer of M

; . 0
wour register automatically opened
whenever you process a payment

Default Statement *

This is the statement which will be printed should wou print a student's

staterment via the 'Options' menu. Linik to MUSAC Accounts

.dmt ;
i) W Generate a file of ledger tatalz to transter to MUSAC Accounts

Credit Mote defaults MUSAC Accounts application code (A - 23 B
Path to MUSAC Accounts

Mext credit noke no, CH (17 package [ e.g. c\MUSACACC)

Mo, of copies |0 =
= —=1

Into which ledger in MUSAC Accounts

do vou wish ko record 'Income in g7e10

Advance' e.g. 89020,007

Default Credit noke i

Batch Report defaults *

[] Btch ke Anslysis - Show amaunts EXCLUSIVE of GST Include a FULL lizting of all transactions in the link report

Figure 85: The defaults screen

Note: The default settings are user-specific. Each user has his or her, own default settings.

Receipting defaults
Mext receipt no. [ go2n Mo, of copies |1 jl
Cefault Receipt | Receipt 1.dmt b

Figure 86: Receipting defaults

Next receipt number: This is the only setting that will apply to all users. Once this number is set
it will apply to all users of the program regardless of whether a receipt is printed or not.

Default Receipt: There are a range of receipts that users can design and use. (Link : Design a
financial document). The receipt that you select here will be the one that prints each time if
another design is not chosen at the time of printing.

Number of copies: The number of receipts to be printed.
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Banking lizt

You may elect bo have details of cheques recarded against such payments
and the resulks of such payments listed either at the end of each session
or on requesk,

Record detailz of each cheque as received
Generate a banking lisk : (%) at the end of the batch () on request *

* an existing banking lisk may be printed wia 'Print any temporary lisks'

Figure 87: Banking list defaults

As a cheque payment is processed, its details are optionally recorded at the time or later to a
banking list. Tick the appropriate box for this to occur. A window will appear when a payment is
generated to record the cheque details (Figure 88).

Cheque details confirmation

Bark number |
Bank, account
Cheque number

Drawer

Figure 88: Cheque details

The bank number/account and Drawer will be saved as the default setting against the student for
any further payments via cheque. This means each time, all that needs to be altered is the cheque
number.

The banking list can be printed each time you exit from the transaction screen, after closing a
batch. The alternative is to not have the printing offered at this point but print it later from the
‘Print any Temporary Lists’ area. This area has a number of reports that can be printed also such
as Invoice, Banking and Transactions lists.

Drefault Statement *

This is the statement which will be printed should vou print a student's
statement via the 'Options’ menu,

Staternent 1.dmt v

Figure 89: The default statement design
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As the receipt defaults the default statement is set in the same manner. (See designing
statements).

Credit note defaults

Credit Maote defaults =

Mext credit note no, €M |17 Mo, of copies [0 ﬂ

Default Credit noke Credit note 1.dmt W

Figure 90: The credit note default settings

This area is the same as the receipt/statement default settings described above.

Batch report defaults

Batch Report defaults *
[ ]Batch ltem Analysiz - Show amounts EXCLUSIVE of GST

Figure 91: Batch report defaults

This option shows amounts exclusive of GST if ticked.

Reduced format receipt printing

Reduced format receipt printing *

If wou are wishing to use the 40-character receipk prinking
option {via LPT1 or LPTZ) then select the printer type |

Printer type | Dot matrix w
[] Activate the autocut feature after each receipt is printed

Figure 92: Reduced format receipt printing

Some schools use small forty-character, dot matrix receipt printers, which are attach to the
student finances computer. Two designs for such a receipt are offered in the choice of receipt
designs. These are pre designed. Select the printer type via which you wish to print such receipts.
The option to activate the automatic cutting mechanism, which some of these receipt printers have
after printing is also available.

GST number

GST number

Schoal's 3.5, T, Mumber M.E.
This detail is MOT user-specific,
bt is commaon ko all

12-345-678

Figure 93: The school’'s GST number
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The school’s GST number.

Opening the cash drawer

Opening the cash drawer *

You may have the cash drawer of
wour register automatically opened
whenever you process a payment

Mo w

Figure 94: Cash drawer setting

Some schools have a cash drawer attached to the student finances computer, and on receipt of a
payment, the suitable setting here will cause the cash drawer to be automatically opened.

Link to MUSAC Accounts (Figure 95).

Link, ta MUSALC Accounts

Generate a file of ledger totals to transfer to MUSAC Accountz
MIJSAC Accounts application code (A - 2) G

Path to MUSAC Accounts
package [ e.qg. cHMUSACACC,

Inko which ledger in MUSAC Accounts
do you wish ko record 'Tncome in g7a10
Advance' e.g. 89020,007

Inzlude a FULL lizting of all frangactions in the link repaork

Figure 95: Linking to the MUSAC Accounts software

Schools using MUSAC Accounts can generate a ledger summary of payments received available for
that package. To activate the link, specify the application code (a single character) which

identifies the chart of accounts into which the file is to be passed, and the path via which the
MUSAC Accounts package may be found.
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17 Financial Transactions

17.1 An overview of student financial transaction types

There are many different ways of applying transactions to students. Each of these is saved into a
batch, and eventually transferred to the audit trail as the batch is closed. On exiting a students'
financial screen, the opportunity to close and/or view the current batch report is available. This
can also be viewed via ‘Student Finances/Reports/Transaction search’.

The batch report consists of three sections:

1 Alist of all of the transactions contained in the batch.
2 'Banking' summary of the transactions in the batch.
3  'Batch item analysis' provides detailed information on the transactions.

Each transaction type has a different affect on the batch report. The following is a brief description
of those differences.

17.2 Transaction types

Counter item — unpaid

A debt generated via ‘Counter Transaction’ with no payment received.

Counter transaction/Billable item/OK/Unpaid/Proceed/Save changes. The transaction is reflected
as in (Figure 96).

Date InvoiceReceipt Detail (Click in headings to sork) Dr Amount Cr Amount EBalance G.5.T. |5t
26-0ck-2005 Counter Testing 33.00 53,00 Cr 367 M

Figure 96: Unpaid transaction

To view the ‘Batch Report’, Click ‘Close’ from the transaction page and the following screen will
appear (Figure 97).

:.?/‘ Close the current batch file {Mumber &30)

Figure 97: Closing the batch

Click ‘Yes’ for the following screen (Figure 98).
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9
2)

Wiew and/or print the current batch File (Mumber 63173

Yes

Mo

Figure 98: View the batch file

Click ‘Yes’. The first page of the Batch report is the list of transactions (Figure 99).

Figure 99: Unpaid transaction

D ate Time User Student Teach Form Transaction
26102008 153120 MUSAC MUSAC ANGEIEWENG, ELE ERT 1S 100N Connkr em aipakl
Hem Amount GST [Ledger Method Batch

Te st 3300 a1 |21 a31

The second page of the report displays zero totals as there is no banking involved with the above
transaction (Figure 100). Figures will only show if payments have been received.
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Transaction totals

Banking

Chegue 0.00
Cash 0.00
Refunds paid in cash (0.0
Banking Subtotal 0.00
Non-B anking

Credit card 0.a0
WS4, 0.00
Mastercard 0.00
EFTPOS 0.00
Autormatic payment 0.00
Non-Banking subtotal 0.00
Income subtotal 0.00
Other

Journal 0.00
Exemption 0.00
Credit 0.00
Dizcount 0.a0
Transfer 0.00
Refund paid out by chegue 0.00
Refund not paid out 0.00
Refund of credit balances by 0.0a
chegue

Allocation of credit balances to 0.00
existing debts

Other subtotal 0.00

Figure 100: Transaction totals

The last page is the Item Analysis (Figure 101).
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Batch Item Analysis - GST Exclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.ST.
ed
Payrment received 1
ftem Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
Cred Invoiced
Testing 27 258.33 367 2933 367
Ledger total 27 29.33 3.67 29.33 367
Grand totals 29.33 3.67 29.33 367

Figure 101: The batch report item analysis

This report shows a summary of all the information from the previous pages. Weather the item
was paid or not, if a credit was given and the type of credit. The G.S.T. content of those items,
etc.

A debt generated via ‘Counter Transaction’ with payment received at the same time.

Counter transaction/Billable item/OK/Paid/Proceed/Save changes. The transaction is shown as in
(Figure 102).

Date Invoice/Receipt Detail (Click in headings to sork) Dr Amount Cr Amount EBalance 3.5.T. |5t
27-0ck-2008 Counter Testing 2 E0.00 i
27-0ck-2005 6923 Payment received 50.00 &

Figure 102: The transaction paid

The first page of the batch report lists the transaction as a 'Counter item paid immediately’ (Figure
103). The second page shows the payment and type of payment under ‘Banking’ (Figure 104),
and page 3 shows:

1 A payment of $50 was received

2 The Testing 2 item has a $50 payment

3 The test item has had $50 invoiced (Figure 105).

D ate Tine User Student Teach Form Transaction

27 AIDZO0E 1801 32 MUSAT MUSAC ARAHOVITE, ALEXIA 12 1ZPE CounEr lem pakl nm e b b
Htem Amount GST [Ledger Method Batch
Testhg 2 S000 1] cail G32

Figure 103: The batch report transaction list

Banking

Chegue 0.00
Cash S0.00
Eefunds paid in cash 0.0
Banking Subtotal 50.00

Figure 104: Transaction totals Paid
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Batch Item Analysis - GST Exclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payment received 1 S0.00 50.00
ftem Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced

Testing 2 50.00 50.00

Ledqger total 50.00 50.00
Grand totals 50.00 50.00

Figure 105: The batch report item analysis

A debt which was generated earlier and is now being paid in full.

Double click the item with the outstanding debt. It will be paid immediately without having to use
the confirm transaction screen, as in the two previous options above.

The payment will be reflected just as the Counter item-paid immediately (Figure 102). The Batch
report will also be reflected in a similar manner (Figures 103 — 105), however the Transaction
column on the first page will list the payment as ‘Payment via double click’ (Figure 106).

Date Time User Student Teach Fom Transaction
27102008 1556016 MUSAC MUSSC ANGEIEWVANG, ELE ERT WS 10NS Paymetvia cobk clkk
Hem Arnount GST [Ledger Methodd B atch
Te tthg 3300 387 |27 catk 533

Figure 106: The batch report transaction list

When a debt has been generated earlier and full payment has now been received. Rather than
double clicking, the debt is highlighted and the ‘P’ kiwi button is clicked.

The confirmation screen appears, with the full amount as the default payment (Figure 107).
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Confirmation of Payment or Part-payment

Items paid
Item | Cosk | GST | Ledger
Testing 2 50,00

Transaction katal I 50.00
Pavment received
Payment balance I

If the payment made covers more
than the amount due then the
surplus will be retained as an
unallocated balance against iterm :

Either  Print receipt () or don't print ()

FPayment received

Receipt | Receipt 1.dmt " |

Method | Cash w | Proceed ] [ Cancel

Figure 107: The confirmation settings

Click 'Proceed' to return to the transaction screen, and the payment leg has now been added
(Figure 108).

Dake | TnvoiceReceint | Detail (Click in headings ko sort) | Dr Amount | Cr Amounk Balance | G.5.T. 5k
27-0ck-2003 Counter Testing 2 50,00 i
27-0ck-2003 5923 Payment received 50,00 I

Figure 108: The transaction displayed

The batch report will show the transaction as in previous transactions above but the Transaction

column will show ‘Full payment via counter’ (Figure 109). The rest of the batch report will be as
above also.

Date Time User Student Teach Fom Transaction

27 /102005 1937 019 MUSAC MUSSC ANDRENS, TYRONE 10JH 13H Fullpaymne itviaconnkr
Hem Amount GST |Ledger Method Batch
Te zting 2 S000 0.0 cark 535

Figure 109: The batch report transaction list

A part-payment via the counter = this is similar to above but only part of the full amount owing
is paid.

Highlight the debt/Click ‘P’/Change the default payment to that received/click Proceed (Figure
110).
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Confirmation of Payment or Part-payment

Items paid
Ikem | Cost | 5T | Ledger
Testing F3.00 3.67 27

Transaction total I 33.00

Pavment received .

f

Pavment balance 23.00 Dr
If the payment made covers more
than the amount due then the
surplus will be retained as an
unallacated balance against item :

Either  Print receipt (3)  or don'tprint ()

Fayment received

Receipt |

Method | Cash “ | [ Proceed ] [ Cancel

Figure 110: Part payment confirmation

The part payment is then shown on the transaction screen (Figure 111).

Date |Invoi-:e,l'Receipt |Detai| (Click in headings to sart) | O F\mnunt| Cr Amount Balan-:e|
27-0ck-2008 Caunker Testing 33.00 23,00 Dr
27-0ck-2005 92T Pavment received 10.00

Figure 111: Part payment displayed

The Transaction column will show ‘Part payment via counter’ on the first page of the batch report
(Figure 112). The second page will show as in previous transaction. Page 3 will show the
payment and how much is left unpaid (Figure 113).

D ate Tine User Student Teach F orm Transaction

27 AI0/Z00E 10250 3 MUSET MUSAC AEMETRONG, G ILLIEN 13 1350 Partpaymertyla conik T
ltem Amount GST [Ledger Method Batch ||
Te i1ig 1000 1|27 cail 635 ||

Figure 112: The batch report transaction list
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Batch Item Analysis - GST Inclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payment received 1 10.00 1.1 10.00 1.11
ftem Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced

Testing 27 10,00 1.11 (100G (.11

Ledger total 27 10.00 1.11 (1000} | {1.11)
Grand totals 10.00 1.11 (1000} | {1.11)

Figure 113: The batch report item analysis

An advance payment

Payment has been received but the student has no debt, so the payment will be held as
a credit for future debts.

Click ‘P’. The confirmation screen will appear so the amount of the payment can be entered (Figure
113).

Confirmation of Payment or Part-payment
Items paid

Item Cost GST Ledger

Transaction total Q.00

Payment received e

i

Payment balance 20.00 Cr
If the pavment made covers maore
than the amount due then the
surplus will be retained as an
unaliocated balance against item :

Fayment recered

Either  Print receipt (%) or don't print ()

Receipt | Receipt 1.dmt - |

Method | Cash - | [ Proceed ] [ Cancel

Figure 113: The confirmation settings

Click Proceed and the payment will show as an unallocated credit on the transaction page (Figure
114).

Date |Inv0ice,|’Receipt |Detail ({Click in headings ko sort) | Dr Amount| Cr Amournt Balance G5, T, 5t
27-Cck-2005 6929 Payment received 20,00 20,00 Cr u

Figure 114: The transaction displayed
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The Transaction column will show ‘Advanced payment’ on the first page of the batch report(Figure
115). The second page will show as in the previous transactions. Page 3 will show the payment
and record it as ‘Unallocated’ (Figure 116).

Date Time User Student Teach Form Transaction

2702008 20135 MUSAT MUSEC ARROW, DAVID 10JH 10JH Adance payme it
Hem Amount GST |Ledger Method Batch
Payme it B2 e d 2000 1 Cak =]

Figure 115: The batch report transaction list

Batch Item Analysis - GST Inclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.ST.
ed
Payment received 1 20.00 20.00
ftem Ledger Paid G.S.T. | Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Inveiced
Ledger total 20.00
Grand totals

Figure 116: The item analysis

An over-payment

Payment is received for more than the original debt. The over payment will be held as an advance
payment (Figure 117).

Confirmation of Payment or Part-payment

Items paid
Tterm | Cost | GaT| Ledger
Testing 33.00 367 27

Transaction kotal I 3300

Fayment received 50.00
Payment balance I 17.00 Cr

If the payment made covers more
than the amount due then the
surplus will be retained as an
unallocated balance against item :

Either  Print receipt (33 or don'tprint ()

Pavment received

Receipt | Receipt 1,dmt W |

Method | Cash v | Proceed ] ’ Cancel

Figure 117: The confirmation settings
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The $50 payment has been used to pay for the $33 debt, and the balance of $17 is now an
advance payment, as shown on the student's screen with the ‘U’ status (Figure 118).

Date Invoice/Receipt Detail (Click in headings to sort) Dr Amount Cr Amount Balance =.5.T. 5t
27-0ck-2008 Counker Testing 33.00 367 Y
27-0ck-2005 6930 Payment received 50.00 17.00 Cr 367 U

Figure 118: The transaction displayed

The first page of the batch report shows the two parts of the transaction. A ‘Full payment via
counter’ and ‘Advance payment via counter’ (Figure 119). Page 2 will show the payments as in
the previous transactions. Page 3 will show the payment with $33 Allocated and $17 unallocated
(Figure 120).

D ate Tine User Student Teach Form Transaction
TADCIDE | A0S MUSAT MUSAT ARTHUFR, STORME i H 10H Fullpayme tulaconnkr
TADEmE | 20:Es MUSAT MUSAT ARTHUFR, STORME 10JH 10JH Achanc: paying MUk connkr

Hem Amount GST [Ledger Method Batch

Te 31ig 3300 381 |21 cal Gk

Payme bt B e el 1700 1 cal Ghz

Figure 119: The batch report transaction list

Batch ltem Analysis - GST Inclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.ST.
ed
Payrment received 1 33.00 367 17.00 a0.00 3F7
ftem Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
Cred Invoiced

Testing 27 3300 367 (33000 (365

Ledger total 27 33.00 3.67 (33.00) | (3.67)
Grand totals 33.00 3.67 (33.00) | (3.67)

Figure 120: The batch report item analysis

A refund can be done for either the full or part payment of a debt. The payment can also be either

paid out or not paid out. If not paid out the payment will be held as an advanced payment for
future debts.

Refund = Not paid out.

To make the refund, select the debit leg - i.e. the item itself, not its payment, click 'R* and the
confirmation screen will appear (Figure 121).
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Refund of payments
¥ou have selected the following paid items to be refunded (either in Full or in part)
Date Tkem [ Amount Paid | Refund

27-0ct-2008 | Testing 2 50,00 | 50.00

The refund(s) lisked have been

() Paid out

Either  Print credit (=
COr don't print @]

Credit noke Credit note 1.dmt w

Proceed l [ Cancel

Figure 121: The confirmation settings

Choose ‘Not Paid Out’ and if a credit note is to be printed or not. Click Proceed. The transaction
screen will show the refund (Figure 122). Details of the refund will be recorded in the ‘Exp’
(Explanation) column, and the refund amount will show in the credit column.

Date | InvoicefReceipt EI_Z_)etaiI_ (Click in headings ta sort) Dr Amount | Cr Amount | Balance
27-0ck-2005 Zounker Testing 2 S0.00
27-0ck-2008 6923 Payment received 50,00
27-0ck-2008 L7 Refund 50.00 50.00 Cr
5.5 T, Gk, | Ledger | Method |Exp
Y
A 1 Cash
1 1 Refund Mok paid out and is held in credit,

Figure 122: The items used in this section

The batch report Transaction column will show ‘Refund not paid out’ on page one (Figure 123).
Page 2 will show the refund under ‘Other’ (Figure 124). Page 3 shows the amounts in both the
allocated and unallocated columns. The credit amount will show with brackets around it to
indicate it as a credit (Figure 125).

D ate Time User Student Teach F orm Transaction

TADCo0E | 212538 MUSET MUSEC ARAHOVITE, ALEXIA 12 1ZPE Fe o wot pakl ont
Htem Amount GST [Ledger Method Batch
Tetng 2 s000 0. 63
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Figure 123: The batch report transaction list

Other

Journal 0.a0
Exemption 0.00
Credit 0.00
Digcount 0.00
Transfer 0.00
Fefund paid out by chegue 0.00
Fefund not paid out 50.00
Refund of credit balances by 0.00
chegue

Allocation of credit balances to 0.a0
existing debts

Other subtotal 50.00

Figure 124: The transaction totals

Batch Item Analysis - GST Inclusive

Item Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payrment received 1 (50.00) 50.00
Item Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced

Testing 2 (50.00, 50.00

Ledqger total {50.00) 50.00
Grand totals {50.00) 50.00

Figure 125: The batch report item analysis

Select the debit leg/Click ‘R’/Select ‘Paid Out’/the method of payment(if by cheque the cheque
number needs to recorded)/whether a credit note is be printed or not/Click Proceed (Figure 126).
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Refund of payments

¥ou have selected the Following paid ikemns to be refunded (either in Full ar in part)

Date | Item

Amounk Paidl

Refund

27-0ck-Z008 | Tesking

The refund(s) listed have been :

() Mot paid out
(%) Paid out

rMethod | Cheque

+w | Paid by cheque number

Either  Print credit O
Or don't print (%)

33.00

123456

[ Proceed ] [ Cancel

Figure 126: The confirmation settings

The refund will show as two transactions. One is the Credit leg, and the other is the debit leg

(Figure 127).

Dake |Invoice||'Receipt |Detail {Click in headings to sork) Dr Amount Cr Amount Balance|
27-0ck-2008 Counker Testing 33.00
27-0ck-2008 6932 Pavrent received 33.00
Z27-0ck-2003 CM1g Refund 33.00
27-0ct-2008 Refund Refund 33.00
G.5.T. ) 5t Ledger |Method |Exp
3BT Y 27
CH - 1 Cash
1} 1 Refund Paid out by cheque number @ 123456
367 ¥ 1 Cheque Paid ouk by cheque number @ 123456

©MUSAC 2014
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The batch report shows a 'Refund paid out' in the transaction column on page 1(Figure 128). Page
2 shows the amount paid out under ‘Banking’ with brackets to show it as a credit (Figure 129).
An ‘Allocated’ credit will show in the ‘Batch item analysis’ on page 3 (Figure 130).

Date Tine User Student Teach Form Transaction
NADLWE | 2 MUSAC MUSE ATEINZ-DICESON, DORINE |12 120} Fe tid pakl ot
Hem Amount GST |Ledger Method Batch
Te sHng 3300 36 |27 Canh H4]
Figure 128: The batch report transaction list
Banking
Chegue 0.00
Zash .00
Fefunds paid in cash (33.00)
Banking Subtotal {33.00)
Figure 129: Batch report banking
Batch item analysis
ftem Ledger Allocated G5.T. Unzllocated 5 5T Tots G.5T.
Paymert received 1 (100.00) (11.11) (100.00 (1111
ttem Ledger P=id EReEs Qi =B mtdCred G.5T. Refunded 5.5T.
Testitem 0z75 (100007 (1111 10000 11.11
Iltem 2 0275
ltem 3 0276
Grand totals [100.00] (1111 10000 1111
ke Unp=id GET. Total Inwoiced G.5.T.
Test item
Item 2
Itemn 3
Grand totals

©MUSAC 2014
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The refund of a credit balance

This is an advance payment which can now be returned.

Highlight the payment line containing the credit balance and click 'R’, the ‘Not paid out’ option will
be greyed out and will default to ‘Paid out’/choose the method of payment and enter the cheque
number if this is relevant/choose to print a credit note or not/click Proceed (Figure 131).

Refund of payments

You have selected the Following paid itkems to be refunded (either in Full or in part)

Refund
20.00

Diake | Tkem Arnaunk F'aiu:l|

Z7-0ck-2003 | Payment received

The refundis) listed have been :

Mok paid out
(%) Paid out

Method | Cheque v| Paid by cheque number |123456 |

Either  Print credit (O]

Credit nate |Creditnutel.dmt v|
Or don't prink @)

[ Proceed ] [ Cancel

Figure 131: The confirmation settings

The student's screen appears as shown (Figure 132).

Date |Invnice,|'Recei|:|t |Detai| (Click in headings to sort) | Dr .D.mount| Cr Arnounkt
10-Cock-2005 G0z Payment received 100,00
10-0ct-2008 Refund Refund 100.00
Balance | G.5.T. |5t Ledger Methad Exp
I A 1 Cash
by 1 Cash Paid out by Cash

Figure 132: The transaction displayed

The batch report contains a single transaction ‘Refund paid out' (Figure 133). On page 2 it
appears as a refund under ‘Banking’ (Figure 134). Under ‘Allocated Payments’ on page 3 the
payment will be reflected as a credit (Figure 135).
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D ate: Time U ser Student Teach Form Transaction
qApLmwE | 2EE MUSAC MUSEC ATEINS-DICESON, DORINE | 12 1ZR} et pakl ont
Hem Amounit G5T |Ledger Method Batch
Te 3Hhg 3300 387 |21 cark G4

Figure 133: The batch report transaction list

Banking

Chegue 0.00
Cash 0.00
Refunds paid in cash (33004
Banking Subtotal {33.00)

Figure 134: The transaction totals

Batch Item Analysis - GST Inclusive

Item Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payrment received 1 (33.000 | (367 (33.000 | (3.67)
Item Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced

Testing 27 (33.000 | (3671 33.00 367

Ledger total 27 (33.00) | (3.67) 33.00 367
Grand totals (33.00) | (3.67) 33.00 367

Figure 135: The batch report item analysis

These are identical to each other in effect. The only difference is the description applied to the
transaction.

Select the debit item and click the 'D' icon. The screen that comes up (Figure 136) will require
some user decisions. How much is the Discount/Exemption? What is the explanation for the
reduction? The explanation needs to be recorded before continuing with the transaction. Once the
decisions have been made click the button that best describes the reduction reason.
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Confirmation of debt reduction details

Step 1 If necessary, change the amounts in the right hand column below

Date | Ttem | Balance due| Reduction| Percent
02-MNow-2002 Testing 2 S0.00

Step 2 Enter vour explanation For the reduction(s)

Paid on time.

Step 3  Select the process For the reduction

Discount(s) ] [ Exemption{s)

Figure 136: The confirmation settings

The student's screen appears as shown. A credit has been issued against the test item, and its
amount due has been reduced by the corresponding amount (Figure 134).

Dake |Invnice,|'Reu:ei|:ut |Detail {Click. in headings ko sart) | Dr F\mnunt| Cr Arnounk
02-Mow-2008 Caunker Testing 2 50,00
02-MNaovw-2008 Moke Testing 2 25.00
Balance | 3.5.T. | St, | Ledger | Method | Exp
25.00 Dr il
| A Disrount Paid on time,

Figure 134: The transaction displayed

Page 1 of the batch report shows ‘Discount’ as the ‘Transaction’ (figure 135). Page 2 shows under
‘Other’ the amount of the discount (Figure 136). Page 3 shows the amount discounted in the
‘Disc/Exmt/Cred’ column and the balance left to pay in the ‘Unpaid’ column.

D ate: Time U ser Student Teach Form Transaction
neAlemE | 21308 MUSAT MUSAC AUGUSTS , RAFAEL i 1321 D koot

em Amount GST [Ledger Methodd Batch

Te sting 2 2500 0.0 DEcount L]

Figure 135: The batch report transaction list
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Other

Journal 0.a0
Exemption 0.00
Credit 0.a0
Discount 25.00
Transfer 0.a0
Refund paid out by chegue 0.00
Refund not paid out 0.00
Refund of credit balances by 0.00
chegue

Allocation of credit balances to 0.ao
existing debts

Other subtotal 25.00

Figure 136: The transaction totals

Batch Item Analysis - GST Inclusive

ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.

ed
Payment received 1
ftem Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced
Testing 2 25.00 (25000
Ledger total 25.00 (25.00)
Grand totals 25.00 {25.00)

Figure 137: The batch report item analysis

Schools use this process to indicate that all or part of an item has been paid for by an external
source other than the parents eg. the Principal’s 'Slush fund'.

Select the debt and click the 'J* icon. Fill in the amount of the payment (Figure 138). Click Proceed
and an ‘Explanation’ box will appear that will need to be filled in to explain the Journal payment.
Either choose from the pre set explanations in the drop down menu or type in the box provided

(Figure 139).
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Confirmation of payment by journal

Items paid
Ttem | Cost | G5T Ledger
Testing 33.00 3.67 27

Transaction total I 33.00

33.00

=

Payment received

Payment balance

[ Proceed l [ Cancel

Figure 138: The confirmation settings

Transaction explanation

Select 7 | Principal Acck V|

Slush Fund

‘ Cancel ‘ ‘ Proceed

Figure 139: Journal Explanation

The student’s transaction page is reflected as shown below (Figure 140).

Date |In\-'u:uice,l'Recei|:ut |Detai| {Click. in headings to sort) | Dr .D.mcuunt| Cr Amount
0Z2-Now-2005 Counter Testing F3.00
0Z-Mow-2008 Journaldnl Payment received 33.00
Bislance | .57, |5t Ledger |Methad Exp
367 Y 27
367 ] 1 Journal Slush Fund

Figure 140: The transaction displayed
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The batch report has a 'Part payment via counter' on page 1 (Figure 141). Page 2 shows the
payment under ‘Other’ (Figure 142). Page 3 will show the payment and credit amounts of the
transaction as no money actually changed hands (Figure 143).

I ate Time U ser Student Teach Formm Transaction
mems | 2 MUSAC MUSEC BACH, DAVID " s F Ul parymme ity conner
e Anount GST |[Ledger Methodd B atch
Te 3Hhg) 3300 3.6 |27 Jowmal 652
Figure 141: The batch report transaction list
Other
Journal 33.00
Exermption 0.00
Credit 0.00
Discount 0.00
Transfer 0.00
Refund paid out by chegue 0.00
Refund not paid out 0.00
Refund of credit balances by 0.0a
chegue
Allocation of credit balances to 0.00
existing debts
Other subtotal 33.00
Figure 142: The transaction totals
Batch Item Analysis - GST Inclusive
Item Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payrent received 1 33.00 367 33.00 367
Item Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced
Testing 7 3300] 367 (33001] (367
Ledger total 27 3300 367 (33004 (3.67)
Grand totals 3300 | 367 (3300} (3.67)

©MUSAC 2014
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Payment via allocation = a student’s unallocated payment can be applied to a new debt
via 'allocation’.

Prior to the process the student's screen will show the credit with a ‘U’ status and the debt as a ‘N’
(Figure 144).

Date |Invnice,|'Receipt |Detai| (Click. in headings to sort) | Dr Armount Cr Amount
05-Mlow-2003 6934 Payment received 50.00
05-Mow-2005 Counter Testing 2 50,00
Balance | 5.5.7. | Sk, | Ledger | Method
50,00 Cr 1 1 Cash
50.00 Dr M

Figure 144: The transaction displayed

Select both transactions/Click ‘A’ kiwi. (users may select more than one debt but only one credit at
a time) The following screen will appear (Figure 145).

Allocation of payments to unpaid debts
The Following available balances ...

Date |Item | Balance a'-failatule|

05-Movw-Z008 Pavment received S0.00

... will be used in payment of :

Date | Them | Unpaid balance | G.5.7. | allocate

05-Mow-200E Testing 2

Sork inko Dake
Order

Sork inta Prioriky
Crder *

* Priotity order is the order which debks are ko be paid via autopayments

[ Proceed ] [ Cancel

Figure 145: The confirmation settings

©MUSAC 2014 321 of 531



Student Manager
MUSAC Classic 2014

Click ‘Proceed’ and the transaction will show as below (Figure 146):

Date Invoice/Receipt Detail (Click. in headings to sort) Dr Amount Cr Amount
05-Morw-2005 6934 Payment received 50,00
05-Mory-2008 Counter Testing 2 50.00
Balance 3.5, T, Gk, Ledger Method
i) 1 Cash
Y

Figure 146: The transaction displayed

The batch report page 1 shows a '‘Payment via allocation' (Figure 147). Page 2 shows the payment
under ‘Other’ (Figure 148) and page 3 shows the movement of Unallocated money to Allocated
(Figure 149).

D ate Time Studert Teach Form Transaction Hem
050112008 1137 27 MUSEC MUSAC BAE,JO 0N iz e Cowkr Em vpakl Te sty 2
050112008 133z MUSEC MUSAC BAE,JO 0N iz e Pamentyl alkcaton Te sty 2
Arnount GST [Ledger Methodd B atch
S000 1] =1
S0000 0.00 ylaalicaton =1

Figure 147: The batch report transaction list

Other

Journal 0.00
Exemption 0.00
Credit 0.00
Discount 0.00
Trangfer 0.00
Fefund paid out by chegue 0.00
Fefund not paid out .00
Refund of credit balances by 0.0a
chegue

Allocation of credit balances to a0.00
existing debts

(Other subtotal 50.00

Figure 148: The transaction totals

Batch Item Analysis - GST Inclusive

Item Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payrment received 1 50.00 5000y
ftem Ledger Paid G.ST. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced

Testing 2 50.00 50.00

Ledger total 50.00 50.00
Grand totals 50.00 50.00

Figure 149: The batch report item analysis
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Bulk payment of all outstanding debts = if a student has several debts then it is possible to handle
the payment of all of them via a single click. There is no need to select the outstanding debts.

A student’s page may look like the one below (Figure 150).

Date |Inv0ice,|'Receipt |Detail (Click in headings to sort) | Dr Arnount: Cr Amount
05-Maov-2005 Counker Testing 33.00
05-Mow-2003 Counter Testing 2 50,00

Figure 150: The transaction displayed

Click ‘C’, and the following page will appear (Figure 151).

Confirmation of payment of all outstanding items

Items paid

Ikem | Cost | =T Ledger
Testing 33.00 3.67 7
Testing 2 0,00

Transaction kokal I 83.00
Payment received
Payment balance I

If the pavment made covers more
than the amount dus then the
surplus will be retained as an
unallocated balance against item :

Either  Print receipt (%) ar don't print ()

Payment received

Receipt | Receipt 1.dmt w |

Method | Cash w | [ Proceed l ’ Cancel

Figure 151: The confirmation settings

After clicking ‘Proceed’ the student’s page will show as below (Figure 152).

Date |Invu:uiceIRecei|:ut |Detai| (Click in headings ko sart) | Dr Arnounk Cr Amount
05-Mow-2005 Counter Testing 33.00
05-Mow-2005 Counter Testing 2 50,00
05-Maw-2008 5935 Payment received 53,00
Balance | 3.5.T. | 5t | Ledger | Method
367 Y 27
b
367 A 1 Cash

Figure 152: The transaction displayed

The first page of the report will show the payment information (Figure 153). The second page will
show the payment under ‘Banking’ (Figure 154). Page 3 will show the payments and the items
that were paid (Figure 155).
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Figure 153: The batch report transaction list

Banking

Chegue 0.00
Cash g3.00
Fefunds paid in cash 0.0
Banking Subtotal 83.00

Figure 154: The transaction totals

Batch item analysis

D ate Time User Student Teach Form Transaction Hem
05112008 14205 MUSAC MUSAT BAGLEY,S0LO MON 1 LISy Fllpayme itula connkr Te 3Hhg)
05112008 14205 MUSAC MUSAT BAGLEY, S0LO MON 1 LIz Fllpayme itula connkr Te 3Hhg 2
Amount GS5T |Ledger Method Batch
3300 387 |21 cark a36
S000 0.0 cark 836

ke Ledger Allocated G.5.T. Unzll ocated G.5.7. Tota G.5T.
Payment received 1 170.00 15.55 17000 16.58
fterm Ledger Fad =S ARS Disc/Bxmit/Crad G.5.T. Refunded G.5T.
Testitem 0275 A00.00 M1

ltem 2 0276 40.00 e ad

ltem 3 077 30.00

Grand totals A70.00 5.8

tem Unp=id G.5.7. Total Inwoiced G.5.7.

Testitem (10000 (11410

Item 2 (40 00) 3.9

Item 3 {3000y

Grand totals [170.00) [15.55]

Figure 155: The batch report item analysis

Via the individual student's screen auto payments can be set up by clicking ‘Automatic payment’ in
the tool bar. These payments can be registered in one of three ways, 1) payments in advance
which will show as unallocated payments until applied to a debt by the user 2) payments in
advance which will automatically be applied to any outstanding debt on a particular item
(otherwise they appear as unallocated payments), 3) payments in advance which will be
automatically applied against outstanding debts in a selection of predetermined items in priority
order (otherwise they appear as unallocated payments).

Once auto payments have been processed they will appear on the students page (Figure 156). In
this case option 1 from above has been chosen. So the payments will appear as unallocated

credits. The other 2 options will show in a similar way as the first in the batch reports.

©MUSAC 2014
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Date Invoice/Receipt Dretail (Click in headings ko sork) D Armounk
12-0ck-2008 F06e7 Payment received
26-0ck-2008 ult Payment received
09-Mow-2005 F0e9 Payment received
Zr Amounk Balance 3.5, T, Gk, Ledger Method
Z20.00 20,00 Cr ] 1 Automatic paymen
Z20.00 20,00 Cr ] 1 Automatic paymen
Z20.00 20,00 Cr ] 1 Automatic paymen

Figure 156: The transaction displayed

The batch report page 1 will show the Transaction as Advance via autopayment (Figure 157).

Page 2 will show the payments under Non Banking (Figure 158) and page 3 will show the payment
in the Unallocated column (Figure 159).

D ate Tine User Student Teach Form Transaction
1L 2008 1004 231 MUSEC MUSAC BAKER, DOUG 10JH 10JH Achance Vlaartopame it
1A 2005 10 T 31 MUSEC MUSAC BAKER, DO UG 10JH 10H Advance vlaartopame it
1A 2008 160 54 31 MUSEC MUSAC BAKER, DOUG 13JH 10H Achancs Viaavtopame it
tem Anmount GST |Ledger Method
Paymne it Bceledl 2000 1 .-'-.luna'u:pa.-mnt
Payme it Bceledl 2000 1 ."'.I'I:ll'l-?l‘ﬂ3|:l&.-1l'|?lt
Paymne it B oz hed 2000 | Ao atk payment

Figure 157: The batch report transaction list

Non-B anking

Credit card 0.00
W1 S5A, 0.00
Mastercard 0.00
EFTFOS 0.00
Autormatic payment G0.00
Non-Banking subtotal 60.00

Figure 158: The transaction totals

Batch Item Analysis - GST Inclusive

Item Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payrent received 1 B0.00 B0.00
Item Ledger Paid G.S.T. |Disc/Exmt | G.S.T. | Refunded | G.S.T. | Unpaid | G.S.T. Total G.S.T.
/Cred Invoiced
Ledger total 60.00
Grand totals

Figure 159: The batch report item analysis

Global invoicing = bulk invoicing of a debt to a group of students.

This is done via Invoicing from the Student Finances menu. Users can print invoices at the same
time but this is optional. The student’s transaction page will show the debts (Figure 160).
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The batch report will show all students billed with the Transaction column showing ‘Global
invoicing’ on page 1 (Figure 161), page 2 will show all zeros due to no payments being receipted
at the time and page 3 will show the items and the amounts unpaid (Figure 162).

Date InvoicefReceipt Detail (Click in headings ko sork) Dr Amount Cr Amount Balance
14-Movy-2008 12456 Testing 33.00 33.00 Dr
14-Mav-2005 12456 Testing & 20.00 50,00 Dr
Figure 160: The transaction displayed
D ate Time User Student Teach Form Transaction
14112008 1027 25 RUSAC MUSAC B2 KER,JEZS 13 ] G kbsal vokhig
112008 1027 25 RMUSAC MUSAC B2 KER,JEZZ 13 132F G ktsal vk
L2008 1027 25 MUSAC MUSAc B2 KER, MELESA 11 [ o] G ktsal nvokziig
1412008 1027 =5 RUSEC MUSAC B& KER, MELEESA 11 110 G kobal v vokhig
112008 1027 25 RMUSAC MUSAC EAKER, MIEE 12 120N G klxal nvokhg
1412005 1027 25 MUZAT RUSAC E& KER, MIKE 12 120N G klxal nvoklg
tem Amount GST |Leddger Method
Te sl 3300 3.67 |27 Global huokhg
Testlig 2 S000 0.00 Glbal huokhi
Te st 3300 3.67 |27 Global huoki
Testlg 2 5000 0.00 Global huoki
Te g 3300 3.67 |27 Global huokhg
Testhg 2 2000 0.00 Global huokhi
Figure 161: The batch report transaction list
Batch ltem Analysis - GST Inclusive
ftem Ledger Allocated | G.S.T. | Unallocat | G.S.T. Total. G.S.T.
ed
Payment received 1
ltem Ledger Paid G.5.T. |Disc/Exmt | G.S.T. | Refunded | G.5.T. | Unpaid | G.S.T. Total G.5.T.
/Cred Invoiced
Testing 2 150.00 150.00
Ledger total 150.00 150.00
Testing 27 99001 1101 99.00 1101
Ledger total 27 99.00 | 11.01 99.00 11.01
Grand totals 249.00 | 11.01 249.00 11.01
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18 Financial Utilities

18.1 An overview of the utilities

Management of students’ transactions and configuration of billable items and financial defaults
have been covered, the other processes associated with student finances including the global
processing of automatic payments, printing of various documents (including invoices, statements,
ledger and item summaries), lists of debts and payments, and ‘not issued’ receipts. The remaining
utilities are covered below:

1 the consolidation process, which most schools use at the end of the year, but which some
use much more frequently,

2 the sending of batch files of receipts to the MUSAC Accounts package; and

3 the design and editing of financial documents — invoices, statements and receipts.

18.2 Processing auto-payments

w# Process Autopayments

Figure 163: Process Auto Payments button

Auto-payments are set up, student by student, via the student's financial transaction screen, as
described in chapter 20. To process these ‘future payments’ click the above button (Figure 163)
from the Student Finances menu.

The following screen will appear (Figure 164).

Step 1 = Select the date range of the payments to view then click ‘List payments’. The screen will
populate with the payments and the user can then check these against the bank statement to
ensure they have been received.

Step 2 = If payments haven’t been received, highlight the payment and click ‘Postpone’. This will
stop the payment from processing and it can be followed up with the parent/caregivers. Once the
payment has been received highlight it and click ‘Reinstate’. If the payment is not received the
option to cancel the payment permanently will appear once ‘Proceed’ is clicked (Figure 165).

Step 3 = Receipts can be printed at the same time. Select the design from the drop down or click
‘Don’t print receipts.rec no. issued’.

Step 4 = Once all is correct, click ‘Proceed’.

As explained earlier in Chapter 20, auto payments can be allocated to debts. Click ‘Autopayment
priorities’ to allocate if required (Figure 166).

©MUSAC 2014 327 of 531



Student Manager
MUSAC Classic 2014

Autopayment prionties I Process autopayments I

9/11/2008

©MUSAC 2014

BARMHILL, BRETT

5.00

Payment received

Date | Student |amount | Trem | Receipt detail
12/10{2008 BAMFORD, JOSH 20.00 Payment received ap
2601020053 BAMFCRD, J25H 20,00 Payment received AP
/11/2008  BAMFORD, JOSH 20,00 Payment received ap
12/10/2008 BARAGWAMNATH, MACK 15.00 Payment received ap
2601020053 BARAGWANATH, MACK 15.00 Payment received AP
11/2003  BARAGWAMATH, MACK 15.00 Payment received ap
120102008 BARBER, MILTCM 10,00 Payment received AP
26/10/2005 BAREER, MILTOM 10,00 Payment received ap
9/11/2008  BAREER, MILTOM 10.00 Payment received ap
120102008 BARMHILL, BRETT 5.00 Payment received AP
26/10/2005 BARMHILL, BRETT 5.00 Payment received ap

Step 1 Specify the bwo dates

Frocess autopayments o 012008
due between

and 14f11f2008

Then click. .. List Payments

Prink this List

Step 2 Make adjustments to the list as necessary

Adjust the amounts being received. ..

Or highlight pavments to

be postponed and [ Postpone ]
click. ..
Or reverse cancellations.[ Reinstate l

({Hold down Cerl and click to mulki-select)

Step 3 Receipting details

() Don't prink receipt, rec no. issued:

() Print receipts | Receipt 1,dmt w

Step 4 Click Frocess

,—

Figure 164: The auto-payment processing screen

&/

You have postponed some pavments
Do wou wish to make these permanent cancellations

Yes

Mo

Figure 165: Postpone cancellation
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Autopayment prionties | Process autopayments I

Select those billables items which are to be paid by autopayment. The items should be selected in priority order,

Select items Fram Selected items in order of priority
Test!ng ~ Testing 2
;Eg?gg ! A Testing
-Tem B ;
94AT - Tem 2 E Fhotography Materials [ Move selected item up ]
94RT Temn 3 =
AT - Term 4
School [2+1H [ Mowe selected item down ]

School fees for 3 terms
School fees for 2 terms
School fees - 3 terms 2+
Schoal JH

108RT - Terms 1-2
T104RT - Term 3-4

Ak 11

ArtYr11 -3 Terms
Az

At 13

At for 3 terms

At for 2 Terms
Photography i 12
Photography Materialz
Performing Arts
APerforming Arts - Term 2
SPerforming Arts - Term 3
APerforming Arts - Term 4
10Performing Arts
School fees [1JJH

[ Delete selacted itam ]

Save

&3

Figure 166: The priority order of items to be paid

The payments will now show on the students transaction pages and if they haven’t been already,
can now be allocated to any debts students may have, otherwise they will show as unallocated
credits to be used in the future.

18.3 Printing Invoices

Click ‘Invoicing’. In order to globally invoice there are 4 steps.

Step 1: Selection of the invoice (Figure 168)

Choose to either print receipts of not. If no receipts are to be printed, an invoice number will be
allocated to the debt as it is when printing. This allows debts to be tracked in reporting and so
subsequent payments can be matched up. If printing invoices choose from the drop down list, the
design required. Click ‘Next’.
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Step 1 Selection of the invoice

Select either

Make the Selected Invoice my Default

Figure 168: Selection of the invoice

Step 2: Selection of the items

A list of the schools billable items will appear and users highlight the items to be invoiced. To
select more than one item hold down the Ctrl button. If the item(s) selected are to be used more
than once, click ‘Remember these’ and the selection will be highlighted for next time. Click ‘Next’.
There is a ‘Back’ button available if users wish to return to any previous steps.
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Step 2 Selection of the items

Select the required items Hald Ctrl ta mulki-select
Detail Cost | Skatus Critetia - . o
Testing 33.00 Al students 2l cukeia
Testing 2 50.00 Al students Al students Mo criteria, Tkems wil be
AART - Term 1 5,00 O AaRT applied to all students
QART - Term 2 5.00 O QART in the current filker
OART -Term 3 .00 O QART
¥ =Year
SART - Term 4 .00 O SART fEaal
School (2+)1H 200,00 5 *3 H = Teach Class sought:
School Fees For 3 kerms 100.00 5 =1
School Fees For 2 kerms 150,00 5 =2 ¥ = Form Group sought
School Fees - 3 terms 2+ 105.00 5 =1 | i S 7 e
School JH 300,00 5 2
LOART - Terms 1-2 10,00 O LOART E = Eldests only ¥or M
10ART - Term 3-4 10,00 & 10ART
Art r 11 30,00 O LLART = oumEsE iy e
ArtYr 11 - 3 Terms 23.00 O 11ART 0= OptiDl'l class £.0. 12MaT
Ark Yr 12 30,00 O 12AaRT
ArkYr 13 30,00 O 154RT L = Popup entry Requested entry
art For 3k 23.00 © ART
A FDr il A = Agk how many Mo criteria, Mumber wil
Art For 2 Terms 15.00 & ART w be requested
< ¥

Murnber af items selected ; 0

Remember theze

Figure 169: Selection of items to be invoiced

The program will default to your current filter and all those students will show in the list. Users
can refine the filter by clicking ‘Apply further restrictions to the current filter’. This will show the
standard filter that is available. To select students to be invoiced either, hold down the Ctrl button
and click each student, click and drag to select a group or click ‘Select all’. The option to filter for
the eldest in the family is also available but this will only work if Steps 1 to 4 have been processed
in ‘Family Utilities’ (this is available via ‘Utilities’ from the main menu in Student Manager. Once
students have been selected, click ‘Next’. Again ‘Back’ is available if users need to review chooses
made previously.
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Step 3 Selection of the students Student Year |Teach |Form |
12 11 115F
10 104 101H
1z 11 11L5

() students in the current filker (shown)

‘ou may select individual students from those lisked 14 13 133N

12 11 1iMP

(I Filker For just eldests only 13 12 12PE
() apply Further restrickions ko the current Filker 13 12 1ZBR.

13 12 125p
11 10VR. 10VR
13 1z 1ZED
14 13 13KM
10 10JH  100H
1z 11 11KL
14 13 135N
11 10HD  10HD
13 1z 1ZED
10 10JH  10JH
1z 11 11PC
10 10JH  10JH
1z 11 11y

12 11 11KL

M.E. Only students who are members of your TIH 14 13 1367
current Filker will be displaved,

13 12 12PE

Remember that to select more than one student: 13 12 1200
either click and drag or hold down Ckrl and click 11 10KG  10KG

11 10HD  10HD

14 13 13GR,

Select Al 1z 11 IR
10 1014 10JH

Figure 170: Selection of the students

This screen shows how many items will be invoiced to how many students. This screen allows
users to review chooses made previously before proceeding. If there are any changes needed, use
the ‘Back’ button to do so. If the details look ok, click ‘Proceed’. Students will be invoiced if they
fit the criteria of the billable items details and will be listed on the right hand side. A list of all the
transactions will be saved to ‘Print any Temporary List’, which can be reviewed and printed at any
stage. Users can now click the ‘Back’ button to return to Step 1 if further invoicing is to be done.
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Step 4 Final decisions

Murmber of copies Mo copies “ ASHLEY
Testing {33.00)

Testing 2 (50.00)
Murnber of First imveoice 12459 , SOPHIE

Testing {33.00)

Testing 2 (50.00)

icki Mone e
Cther restrictions FREVA
Testing {33.00)
Pause after printing every |0 documents Testing & (50.00)

(Mo entry means no pauses)

‘fou are about to generate student debts which will invalve ;
Generate debts For (up ko) 3 studenk(s)

Up tao 2 ikems will be invoiced to each student

Proceed

Figure 171: Final confirmation before printing invoices

18.4 Printing reports

Reports

Figure 172: Reports button

In this area, users can obtain a variety of financial information from varying reports.

There are five major areas within financial reports (Figure 173) each has its own settings. The
settings which a user makes will be remembered and, next time you return to the same report,
those settings will already be in place.

Deposit Lisk
Debkor Lists

Ikern Surmmary

Ledger Sumnmaries

Exemptions and
Discounts

Transaction Search

Figure 173: The reports menu
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The deposit list generates a list of deposits received according to the users selected criteria in each
of the eight selection areas (Figure 174).

Deposit list options

Sork an

(%) Pupil name

() Ledger number
() Receipt number
C' Datke

Print by

(®) all skudents

() Selected students
) all by vear level
C' all by Teach

C' all by Form

Include

Full tirme skudents
Part time students
[]Pre-enrclments

C' Between bwo receipt numbers

() Between two dates

Include

&) all items

() Selected items

(1 Selected ledger groups
{_)Unallocated credits

Prink
(%) Full list [list paid items]
{1 Shart list flisk payments)

[Leavers Payrnent method
Cheque Eftpos
Include Cash Aukopayrnent
() All students Credit card [ Journal
) nly eldests Yisa [l other
() only youngests Mastercard [ | Refunds Generate Repart

Figure 174: The payments list options

Users have numerous options to generate their reports. Date and receipt number ranges can be
used. Billable items can be chosen and a selected group of students can also be used. If using a
group of students the ‘Select Students’ button will appear and by clicking this a list will be shown
on the following page to select from (Figure 175). A filter can be used to narrow the selection
down. Click the ‘Select all’ button or hold the ‘Ctrl’ button down and select the student required
for the list.
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Selection of students

Select those students whom wou wish bo
include in the requested process,

thold Cerl ko mulki-select)

apply a Filker ko Students

Select Al

Generate Report

Figure 175: The selection of students

Once all chooses have been made click ‘Generate report’. The report will show on the screen
(Figure 176) and users can choose whether to print the report or not. The first page of the report
will show all the selections a user made for this report, as well as the name of the school and date.

The final page will show the grand total of all deposits received.

MUSAC Demonstration 03/03/2008

Al ltems for selected students in the current filter, induding Full time P art time
Between reczipt numbers 0000000 and 9939999

P aym ent method(=s) Chegue Cash Credit card Visa Mastercard Efpos Autopayment

Deposit List (Full)

Student Teach |[Form |Date Receipt Metho Hem Amount Total
11 1 5F 0101 72005 | 6936 Automatic | Unallocated payment balance 10.00
payment
15401 42008 | 6937 Automatic | Unallocated payment balance 10000
payment
29001 72005 | 6935 Automatic | Unallocated payment balance 10.00
payment
1200272008 | 6939 Automatic | Unallocated payment balance 10.00
payment
250022005 [6ET4 Chegue School JH 20000
Figure 176: S (short) payments list
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A Debtors list is used to view those students who still have outstanding debts. This report also has

numerous options for users (Figure 177).

Debtor list options

Lisk bype
) simple list

{#) List with user selections!

() Unallocated credits

List those who have ...

(%) Mot paid fi.e. debtors)

) Paid
) Paid or not paid

) Been exempted

) Paid, not paid or exempted

() Debit balances
() Credit balances

Unallocated credits

Include tokals of unallocated
O

credits in the repart:

Include

Full time students
Part time students
[TFre-enralments

Include

() all ikerns

(") selected items

{1 Selected ledger groups

Print by

(%) all students in current Filker
() selected students

(1 allin Filker by year level

() allin Filker by Teach

1 allin Filker by Form

Print debts incurred between

01/01(2008 | ang [31/12/2008

List detailz

(%) Print students' subtotals only
) Print details of debts
() Print details (including phone)

|:| Leavers enerate Report

Figure 177: The Debtor list settings

This area will also print those students who have paid a billable item(s). There is ‘Simple List’
available under the ‘List Type’, once this is selected all the other options will be greyed out. When
this report is generated it will include all students (in the current filter) and show a consolidated
figure for credits and debts (Figure 178).

MUSAC Demonstration 03/03/2008 Simple List of Student Balances

Simple List of Sudent balances for all studentsin the Current Filker

Student Teach Form D ebits Credits Balance
11 TMSF 599.20 (516.200 (117.007

10JH 10JH 404.00 [755.00) (361.007

11 TILS 1,204.00 (430.007 774.00

13 135M a21.00 [1,855.00) [1,034.00)

11 T1MP 321.00 (105.00% 216.00

- 12 12PE 397.30 (27 2.000 12530
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This report will give users detailed information on each billable item, ie: how much has been paid,
the GST content etc. The selections available for this report have been narrowed down compared

to the previous reports (Figure 179).

Item list options

List bwpe
(%) Detailed list

O Simple Ligt for Students in
= the Current Filter

List order

{?} Iterm lisk arder
() Alphabetical order

Shiow
{?} Percentage paid
C' Percentage unpaid

sk inc | exc

C' Gst inclusive amounts
{?} (@5t exclusive amounts

Budget opkions
* Budgek options are only
available if amounts are Gst
exclusive
() Include budget details
() Exclude budget details

Gzenerake Repark

Figure 179: The Item summary settings

An example of this list is shown below (Figure 180).

MUSAC Demonstration 03/03/2008 Item list

M.B. Amounts are EXCLUSIMVE of GS.T.
Item Ledger Allocated G.5.T. |Unallocated | G.5.T. Total G.5.T. ¥ Alld | Budget Balance % Inw__ | % Recd
Paym ent received 1 4227815 [85.71) 6102.23 4538035 (B5.71)) &7.39
Item Ledger Paid G.5.T. Disc/Exmit G.5.T. Refunded G.5.T. Unpaid G.5.T. Invoiced G.5.T.  [% Paid
Schoal fees (13JH o1 G065 .00 175.00 18422.00 26490.00 30.46
Schoal (2+3JH o1 2210.00 6450.00 §690.00 2543
School fees for 3 terms 01 265 .55 60.00 1434 .45 1700.00 1562
School fees for 2 terms 01 1:50.00 40.00 11:50.00 1300.00 11.54

Figure 180: An item summary
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Ledger Summary

The purpose of this list is to allow a user to obtain a summary of transactions grouped by ledger
subgroup, ledger, or ledger group (Figure 181).

Ledger summary options

Repart bype Gst inc [ exc

C' il Sy C' st inclusive amounts

{?' Summary with user options (%) st exclusive amaounts

Analyse by ... Shaow gst columnns
() Ledger subgroup
(%) Ledger
) Ledger group

(# Include gst columns

() Exclude gst columns

Budqget options

REpatt * Budget options are only
(%) Each individual item available iF amounts are Gsk

exclusive

(#) Include budget details
Include () Exclude budget details
{?' Cnly those with subgroups Prink transactions

(%) all transactions

C' Between bwo dates
Shiow

(%) Percentage paid

C' Percentage unpaid

Generate Report

Figure 181: The ledger summary settings

The option to choose a ‘Simple Summary’ is available just as the previous report. An example of a
ledger summary is shown below (Figure 182).

MUSAC Demonstration 03/03/2008 Simple Ledger Summary

Tranzactions for all studerts in the Current Filter

M.B. Amourts are INCLUSIVE of G 5.T.

Leclger | Hem GST Invoiced | Adjustmerts Total Received | Hot Received
% {Iisc/Exnyg’
Refunds)

M [ School fees(1)JH .00 1,770.00 (175.00% 1,595.00 o.an 1,595.00

M [ Schoal (2+3H .00 1,340.00 0.003 1,340.00 430.00 910.00

M | School fees for 3temms .00 950.00 (§0.007 92000 20555 714 .45

M | School fees for 2 tenms a.on 980.00 (40.007% 940.00 150.00 F30.00

M [ School fees - 3terms 2+ o.on 420.00 (105.00% 315.00 210.00 105.00

M | Schoal JH i} 3.200.00 [420.00% 278000 1.075.00 1.705.00

Lexlger 1 8.690.00 {E00.040) T.3%0.00 2,070.55 581545

Figure 182: A ledger summary
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This report allows users to obtain a list of those students who have been given discounts or who
have been exempted from payment for all or selected items (Figure 183).

Exemptions and discounts

Lisk
D Exemptions

D Discounts

Include

®) all ikems

() gelected ikems
Ledger summary

[1nchude ledger summary

Generate Repart

Figure 183: Exemptions and discounts settings

An example of this is shown below (Figure 184).

MUSAC Demonstration 03/03/2008

Exemptions Discounts

©MUSAC 2014

Figure 184: A sample list

Student Teach |Form | Date Receipt Method tem Amount Total

ADAMS FRE %A 11 11LE 05M0:20058 | Wote E xemption School fees (1JH 1¥5.00 175.00

AJBULL DEBOR AH 10vR |10WR [1502/2005 |Note E xemption School fees for 3 temms £0.00
150272008 [Mote E zemption School fees for 2 terms 40.00
150252008 [Mote E zemption School fees - 3terms 2+ 105.00 205.00

ALLAN JAMES 10JH 10JH 16M 072005 |Note E xemption Tesging 2 50.00 50.00

ALMEID S DE 13 138T 10M0/20058 | Mote Discourt Testing 16.50 16.50

CARMALHD TIH

AU YEUNG, SCOTT 11 1MUD 02152008 | Mote Dizcount Testing 2 25.00 25.00

AUGUSTD RAFAEL 12 12CK | 02M12008 | Maote Dizcount Tesding 2 25.00 25.00

BOYED , ARAMA 1085 |10RA  [11/08/2005 |MNote E wemption Unifarm tie 20.00 20.00

Totals

Total exemptions 450.00

Total discounts G6.50

Grand total 516.50
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The purpose of this list is to allow you to reprint a Batch Report or a list of transactions within a
date range (Figure 185). Simple select the date range or batch number and the report will show
on the screen once the ‘Generate report’ button is clicked.

Search the transaction file Click, calumn headings ko sort
ascending [ descending
kil
! Mo, Date Opened P
2008 b 626 25/10/2003
Include 627 24/10/2005

£28 25/10/2008
) all transactions 629 26/10/2005
630 26/10/2008

() Between bwao dates 631 26/10/2008

01012008 2o/ 10)2005 632 27/10/2003
633 27/10/2008
(%) Batch number E57 634 27/10/2005

635 27/10/2008
636 27/10/2005
637 27/10/2008
635 27/10/2008
630 27/10/2008

40 27/10/2008
41 27Hndnne
4 >

Batch itemn analysis is gst
O e,

Your current batch File is available
wia the last option abave.

M.B. If wou have inadvertendly
closed a batch without creating
any entries then it will not be
listed here,

Generate FReport

Figure 185: Transaction search

18.5 Printing temporary lists

Prinkt any Temporary
=i Liskts

Figure 186: Temp List button

During the processing of transactions up to three temporary lists are generated. They may be
offered for printing as you exit from the transaction screen, if the check box at the top of this
screen was ticked. Otherwise these will be held until visiting this area (Figure 187).
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The following temporary financial files are available for printing [C] offer these printing form options at the end of every batch

The list of items invoiced First entry an file
Items invoiced on 24§10/2008 &t 8:17:12 a.m,

Mumber of entries in file : 97 [ Print this file: ]

The banking list First entry on file
27/10/2008 | ANGKIRIWANG, ELBER T

Mumnber of entries in file 1 13 l Print this file ]
The MUSAC Accounts ledger summary batch First entry an file
Z5/10/08 87810 Payment received 500 0.00C
Mumber of entries in file : 29 [ Print this file ]

Figure 187: The ‘Temporary lists’ screen

There is also an ‘Advanced Print Option’ button at the bottom of the screen (Figure 188).

Advanced Prink Option

Figure 188: Advance Print Button

This will give users other reports to print (Figure 189). This area however is not available to all
users only those with this right.

The following Financial Transactions are available for printing [Joffer these prinking Form options at the end of every bakch

The list of items invoiced Last erkry on file
14/11/2008 12:21:25 ALAVI, ERFAM  Testing2  50.00 0.00

Mumnber of entries in file : 193 [ Print transactions ]
The banking list Last erkry on file
05112008 14:21:00 BAGLEY, SOLOMON 0.00 0.00
Mumber of entries in file : 13 [ T e ]
The MUSAC Accounts ledger summary batch Last enkry on file
14/11/2008 11:10:07 87810 Payment received 5.00 0.00
Mumnber of entries in File : 794 [ e v ]
The Financial transaction list Last entry an file
14/11/2008 12:21:25 MUSAC MUSAC  ALAYI, ERFAM S50.00 0.00 663
Mumber of entries in file : 806 [ Prink transactions l
(%) Select only active transactions For this user, (%) QutpLE ko printer
") Select active and deleted transactions for this user. () Output ko screen

() select all Active transactions
() select all Active and Deleted transactions.

) Select all transactions From Date - To Date 16/11f2008 16/11/2008

() select all bransactions for Batch Mumber: 657

Figure 189: Advanced Print Options
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18.6 Printing statements

. Print 3tatements
=

Figure 190: Print Statements Button

Depending on the statement being printed, this is a three or four step process.

Note: If you are emailing statements to caregivers, refer to 19.10, ‘Designing financial
documents’, for instructions in 'Setup for ‘Emailing Statement Caregivers’ on ‘Mail to Whom’ setup.

Step 1: Selection of statement and default settings (Figure 191)

Step 1 Selection of the statement and default settings

Skatement 1.dmk

Murber of copies 1 copy w

Mumber of First stakement | 7130

Pause after printing every |20 dacurents fno entry mMeans no pauses)
Frink Auktopayers
(%) One statement per student () Include all skudents
() One statement per Family () Include only non-autopayers

Skatement bype
{7) Traditional skatement [ Include Full breakdown of payments

Opening Balance
All tranzactions since last balance
Clasing Balance recordad

{(#) Full statement - including transactions between | 0101 /2005

Mo Cpening Balance
Selected Unpaid Tramns and 1641172008

Unallocated Payments recaived (iF selactad)

Balances

(%) Exclude those with nil or credit balances

() Exclude just those with ril balances

() Print all regardiess of balances
Make the Selected Statement my Default]

() Prink just those with outstanding | SEaSe iAo garEy  +

Figure 191: Selection of statement and settings

Note: using the button at the bottom of the list of statements will allow users to set the selection
as the default for subsequent printings.
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There are two different statement formats to choose from :

1 Traditional statement: which provides an opening balance (the closing balance of the last
statement), followed by all transactions since that date, ending with a current closing
balance. When a traditional statement is printed then the closing balance is saved back to
the database and will appear as a transaction on the student’s screen. To review the
contents of one of these statements click the statement number in the Inv/Rec column of
the transaction screen.

2  Full statement: has a zero opening balance, and lists all transactions found on file which
relate to selected items, ending with a closing balance. No closing balance is saved back to
the student’s screen. Only transactions dated between the two specified dates will be
included.

Note: if printing a traditional statement the choice to have any ‘Payment received’ entries
expanded to provide a full breakdown on the details of what the particular payment was used for is
available. This is done via the check box.

Users can select to print statements either by Family or by student. Each option will give you a
different screen in Step 3.

Once a user has chosen the printing options click ‘Next’.

Step 2: Selection of the items

If a Full statement was selected in Step 1 then the second step will appear, allowing users to
select those billable items to appear on the statement. Click ‘Next’ to go to Step 3.

Step 2 Selection of the items

Select the required items Hold ©krl o mulki-select
Detail Cost | A
Payment received
Testing 33.00
Tesking 2 S0.00
9ART - Term 1 5.00
94RT - Term 2 S.00
9ART -Term 3 5.00
SART - Term 4 5.00 H = Teach
Schoal (2+1H 200,00
Schoal fees for 3 terms 100.00 W = Farm
School Fees Far 2 terms 150.00 5 = Sllg @tk
School Fees - 3 terms 24 105.00
Schoal JH 300.00 E = Eldests anly
104RT - Terms 1-2 10.00
104RT - Term 3-4 10,00 i = teungests anly
Artr 11 30.00 0 = Option class
ArtYr 11 -3 Terms 23.00
Artr 12 30.00 L = Popup entry
ArkYr 13 30.00
Art For 3 terms 23.00 # = Ask how many
Art For 2 Terms 15.00

Mumber of items selected : 0

Select Al ] l Remamber lhese] [ )4 l [ Cancel

Figure 192: Selection of items for full statement

If a traditional statement was chosen then step 2 will be skipped, proceeding directly to step 3.
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This is where users choose the students whom a statement will be printed if this is the option
tagged in Step 1. Users can put further restrictions on the current filter for students by clicking
this option on the screen. Once the display of students is correct either click ‘Select all’ or hold the
Ctrl key down and highlight those needed.

Step 3 Selection of the students Student Year |Teach [Form |
12 11 115F
10 100H 100
(%) Students in the current Filker (shown) 1z 11 11L5
14 13 135M
1z 11 1iMp
13 12 1ZPE
13 12 1ZBR.
() Apply Further restrictions o the current filker 13 12 125P
11 10¥R 10WR
13 12 1ZBD

‘fou may select individual students Fram those lisked

Printing order 14 13 13KN
(%) Print in alphabetical order o0 10H  10MH
o 1z 11 1K

() Print in Teach order 14 13 155
() Print in Form order 11 10HD  10HD

13 12 1ZBD
10 10JH  10MH
1z 11 11PC
10 100H 10JH
1z 11 11y
1z 11 11KL
14 13 13BT
13 12 12PE

Remember that ba select more than one student 13 12 1200
either click and drag or hold down Cerl and click. 11 10KG  10KG

e 11 10HD  10HD
s 14 13 13ER

Figure 193: Selection of students

If by family was chosen in Step 1 then the screen below will appear (Figure 194). Instead of
listing the students, a list of Families will show.
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Step 3 Selection of families

Select Al

Figure 194: Selection of families

Step 4 is where you finalise decisions (see below for emailing to caregivers) and confirm what they
see on the screen by clicking ‘Proceed’. If for some reason the screen is incorrect, click the back
button to alter the selections. The box on the right will fill with the names of those students that it
will print statements for as they print. A dialogue box will appear to say how many statements
were printed also (Figure 196).
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Step 4 Final decisions

¥ou ate about bo REEMNSLADE EBalance : 774,00 Or

Balance : 216,00 Dr

Prink traditional stakements 125,30 O
I FRANK Balance : 121,89 0r

for 17 students WaDaRa  Balance @ 93,00 Dr
OLWAPELUMI Balance : 233.00 D

printing 1 copies of each statement ialance @ 366,34 Dr
1 438,00 Dr

excluding those with nil or credit balances ance ¢ 110,00 Dr

MILTON Balance : 323.00 Dr
Printing will be paused after every 50 invoices printed

Either

Figure 195: Final approval

Some may have been omitted due ko nil or credit balances being excluded

Figure 196: Dialogue Box

\i}) 10 students' statements printed

If a step was missed or an invalid entry made during the process the Final decisions screen display
panel will NOT be green. It will be in red and the Proceed to print statement button will have
disappeared. Use the ‘Back’ button to correct the steps.

Remember, if printing a ‘traditional’ statement rather than a ‘full’, the closing balance of each will

be recorded against the student and will be displayed on their transaction screen.

Step 4: Final decisions to email statement to caregivers

For emailing Statements to caregivers, repeat Steps 1-3 above, see Step 1: Selection of statement
and default settings (Figure 191).

Step 4 — click on “Save as PDF Files and Email to Caregivers” button.
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. Printing statements

Step 4 Final decisions

‘You are about to :
Print statements relating to 111 selected items

Print statements for transactions between 01,01,/2009 and
14/05/2009

for 1 students
printing 1 copies of each statement

printing all regardless of balances

Either l Proceed to Print Statements l
Or : g }

Save as PDF Files and Email to Caregivers
Oor Just Print a List of Qualifying Students and

Their Balances *

*M.B. This process will indude ALL items in determining debt

[ send the resulting list to Excel

Musac, Musac A Balance : 0.00 Dr

Create a tag list filter of listed students (this wil
|| replace any previous tag list generated via this
process)

The next screen will display the Student, Caregiver, Email address and Send columns. Under
‘Send’ column — tick the email addresses you want to send the statement to. You also have the
choice of “Select All”. If the Caregiver does not have an address you are not able to tick send.

e Caregrent bt ackiress
M, Muac 4 Beisnce | 000 [x i T M P SIS, ST

Schocl emal e Erracoyy . ac.nT
el D o et
P T B
Domid e e o Statmerany? for S parerrds o fom. ool Lo, ea 2]

Check the school email address and school ISP provider are correct.

Add a message which is automatically inserted into the email.
Click “Proceed”.
A confirmation message will appear of the emails sent.
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Prartin 1kademeeniy

Thoderd Caregrer el acdchem Sord -

Mursc, Munsc A Baiance 1 000 Dr & s M e . 8 -
fuchod el sk grmamey s nr ekt AL

L
pgieflrini SR e MLFLAL Chagsic 2009 =
sl memage T 08 St oy B par e of fom ool 11 oo
0 To: & Munis: Wi : sent susonialully
= |
i

18.7 Printing receipts

As payments are received the option to either print or not print a receipt is given. In line with
Audit requirements, even if electing not to print a receipt, the payment is still allocated a unique
receipt number as soon as the transaction is saved back to the database. If choosing to delay the
printing of receipts, this is where the printing of those receipts is performed. Receipts may also be
reprinted from this area (Figure 198).

Click ‘Print Receipts’ button.
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There are a few options to choose from to print receipts. The first one ‘Print all Not issued

Step 1 Select :

() PIntALL Not
issued' raceipts

O Prirt selected Mot
" issued receipts

lxsue receipt

O rumbars to
selected Mot
issued' receipts
Prnt / Re-pnt

@ sebected numbered

receipts created
between

01/11/2008
and

16/11/2005

‘ Re-load List i

Step 2 select
Student
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al HLEY
Al EL
Al IEL
Al EL
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
Al IE
- IE

Date

14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11/2008
14/11j2008
14112008
14/11/2008
14112008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11/2008
14/11j2008
14/11j2008
14/11j2008
14112008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14112008
14/11/2008
14/11/2008
14/11/2008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11j2008
14/11/2008
14112008
14112008
14/11/2008

10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00
10.00

Step 3 Select

Receipt 1. dmk
Recaipt- fullpage.dmt

Receipt-3 per page.dmi

Receipt-half page. drk

If you select a receipt design which
imvolves more than one receipt per
page and particular receipts have
more ibems than will Fit on the design
then these receipts vl be left
unprinted For you to select a larger

receipt design.

Procesd

Figure 198: The screen for printing not issued receipts

receipts’ will make the middle of the screen disappear as the selection has already been made so
move to Step 3.
The second selection ‘Print selected not issued receipts’ will give users a list of students whom

receipts were not printed. Select those to print and then click ‘Proceed’ in step 3.

The third selection ‘Issue receipt numbers to selected not issued receipts’ will give you a list of
those receipts not yet given a number and issue one to it. This area will only need to be used if an
older version of Student Manager was used before the automatic allocation of receipt numbers was
put into the program.
The final selection ‘Print/Re print selected numbered receipts created between’ will give users an
area to put a date range in. Once this is filled in click ‘Reload list’, and select the receipts to be
printed, hold down Ctrl to muti select.

Step 3 is where users select the receipt design. Once chosen click ‘Proceed’ and the receipts will

be printed.
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18.8 Consolidation

! Consolidation

Figure 199: Consolidation button

There are 3 areas within Consolidation (Figure 200).

$ Consolidation
Removal of
Transackions

$ Reporks

Figure 200: Consolidation areas

1 Consolidation - the end-of-year consolidation process. This process is used to remove
any transactions which have been completed (ie. paid debts and allocated payments)
and to amalgamate any outstanding debts to a single item eg. ‘Debt balance carried

forward’.

w N

viewed in this area at any time.

The end-of-year consolidation process

Removal of transactions - the ability to remove a set of transactions.
Report — when a consolidation is done a report is saved to the database and can be

On entry to Consolidation, the main screen displays a set of notes relating to the consolidation
process. These notes can be read onscreen or printed by clicking the print icon at the top of the

screen. This screen is shown below (Figure 201).

172

Mol _Q [-] S|

1

$ Consolidation
Removal of
Transackions

$ Reports

Consolidation
Backups

While this process can
it iz recommended that

The Process

Figure 201: The consolidation screen showing the on-screen notes
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Notes on consolidation

While this process cannot be performed if a backup has not been made within the last week, it is
recommended that a backup be made immediately prior to performing a consolidation.

The consolidation process allows the removal of redundant transactions from the financial
transactions database. The process may be run first as a trial run, before being run as a final run.
A trial run merely produces a report showing the effect that the full consolidation process will have
on each student’s transactions. No changes are made. The full process will only occur after the
user confirms on the Confirmation screen that they would like to continue. The process involves
several steps as set out below.

Step 1 — Tagging the Billable Items
This step involves indicating how transactions for each billable item will be treated. It is done by
selecting the relevant code and tagging the item with that code.

When transactions are consolidated, any remaining balances on the transactions are combined and
retained against either of two consolidated items for each student. GST items are consolidated
together with other GST items while non-GST items are consolidated together.

To consolidate items:

e Tag billable items to be consolidated with a “C”.
e Tag one item with an “I” to receive all the non-GST item balances.
e Tag one item with a “G” to receive all the GST item balances.

(The billable items tagged with an “I” or a “G” can be created specifically for this purpose and
named to clearly indicate their nature.)

Other options are also available, namely -

e Retain all transactions against these items unchanged.
e Delete all transactions against these items regardless of their balances.
e Keep only the unpaid balance of transactions against these items.

(These items are NOT consolidated. The paid portion of the transaction is removed leaving just
the unpaid debit balance.)

Payments Received are consolidated in the following way —The unallocated portion of all payments
is consolidated into one unallocated payment transaction. Where a billable item has been tagged
as “R”, the payment relating to that item is retained as well.

Refunds transactions are removed by consolidation. They are handled in the following way —
Refund Debits (i.e. paid out refunds) are removed by the consolidation as the transaction has been
completed. Refund Credits (i.e. refunds not paid out) are also removed, but any unallocated
portion of the credit is retained as part of the consolidated unallocated payment transaction.
Where the item that is being refunded is to be retained (tagged with “R”), the refund is applied to
the original transaction, and only the un-refunded balance will be retained.
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Step 2 — Trial Run or Full Process

This step involves indicated whether a trial run or the full process is required. The user must
confirm at this point that they would like to continue, or they may press the back button to return
to the previous screen.

Step 3 — The Process Itself

Before the full process begins, a text file (tab-delimited), which includes a statement of all existing
transactions for each student in the database, is generated. This file may be copied into Excel or
Word to view the transactions. A Consolidation Report showing both pre- and post-consolidation
transactions is created for both trial runs and the full processes and is available to view and print
when the process has been completed. If the full process is being performed, a copy of this report
is saved and may be viewed and printed from the “Reports” button. (This is not available for trial
runs.) Consolidation process allows you to remove redundant transactions from your financial
transactions database.

After reading the consolidation notes and doing a backup the decision on which items to be
consolidated can be made. Enter the relevant code next to the item (Figure 202) and click ‘Next’.
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Consolidation Step 1

Tag |Ikem G.5.T. ||~
Specify the process which vou wish to apply to Z  |Pavment received
transactions involving each of the billable items. 1 Testing G
Select From : G |Testnga
o OART - Term 1
Z = consolidate . 94RT - Term 2
I = Item ko which Gst-exclusive items should be R 9ART -Term 3
consolidated R 94ART - Term 4
O schoal (2+3H

3 = Item ko which Gst-inclusive items should be

; School Fees Far 3 terms
consolidated
achool Fees for 2 berms
K = Keep debts only School fees - 3 kerms 24
School H
R = Retain transactions unchanged 108RT - Terms 1-2
_ . 10ART - Term 3-4
[ = Delete all transactions For this item Ak Y 11
Statement balances will be reset to zero, Art¥r 11 - 3 Terms
Arkvr 12
IUse the Al key in combination with a kag key to kag all Ak r 13

items, Art For 3 terms

Art for 2 Terms
Photography %r 12
Phatography Materials
APerforming Arts
APerforming Arks - Term 2
APerforming Arks - Term 3
APerforming Arks - Term 4

R 10Performing Arts

Figure 202: The consolidation screen

.= = R = R = R = R = e = e = R = e = e u Rl = il = Bl m RSO = e = B =)

The second step is to indicate whether to produce a trial run or proceed with the full process
(Figure 203). Whichever way is chosen the user will be asked to confirm that decision by typing in
‘ves’ then click ‘Proceed’

Consolidation Step 2
Select From :

(%) Trial run anly

() Consolidate

Are wou SURE that wou wish bo proceed with a
trial run? If so then bype “es' and click 'Proceed'

‘fes|

Figure 203: Trial run or actual process

The third step is the process itself.
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During the full process, a text file will be generated which will include a transaction statement for
each and every student in the database, before the consolidation occurs. This will list all existing
transactions for each student. The file is 'tab-delimited' which means that it may be copied into
Excel at any point, or loaded into a word processor from where a section of the file may be copied
into Excel (Figure 204).

Consolidation Step 3

Part 1 The transaction statements

fORESTIME. SETH

A file named 'Finconsolidation 161 12008.kxt' has
been created in the C:CM directary, halding
kransaction statements for 1674 students,

This File {or part thereof) may be copied and
pasted into Excel,

Part 2 The consolidation process

Congolidation complete

Figure 204: The progress screen

Once a full consolidation has been completed, the consolidation report can be reprinted or viewed
again from the reports button. The consolidation report shows both pre- and post-consolidation
transactions for every student (Figure 205). The student’s transaction page will now show any
consolidated amounts as one transaction line.
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L)

164w M Q

M)

MUSAC Demonstration 03032008

FULL CONSOLIDATION

Consolidaton

Mote Dizte ttem Or Arnount Cr Arnount Ealance G.5T
LERAHAM, JOEL
Fre - Conzolidation
Delete (Paid) 245022008 School JH 200.00
Delete 245022008 9ART - Term 1 5.00
Consalidate 25022008 Payment received 0.00
Consolidate 25022008 Refund 105.00
Delete (Redind Paid Outy | 25022008 Refund 105.00
Consolidate 10042008 Payment received 0.00
Consolidate 10042008 Pawment received 10.00
Consolidate 16042008 Payment received 0.oo
Delete (Radind Paid Out) | 05M6.2008 Refund 10.00
Consolidate 25072008 Pawment received 0.00
Consolidate 01401 2008 Payment received 10.00
Consolidate 01022008 Payment received 10.00
Consolidate 01032008 Payment received 10.00
Consolidate 01042008 Payment received 10.00
Consolidate 01052008 Payment received 10.00 10 00 Cr
Consolidate 012062003 Payment received 10.00 10 00 Cr
Consolidate 0172008 Payment received 10.00 10 .00 Cr
Consolidate 01082008 Payment received 10.00 10 .00 Cr
Consalidate 13082002 Payment received 300.00 180 00 Cr
Delete (Reiind Paid Out) 13082008 Refund 140.00
Delete (Reiind Paid Dut) 15082008 Refund 30.00
Conzolidate 15082008 Payment received 25.00
Delete (Redind Paid Jut) 15082002 Refund 10.00
Consolidate 16082008 Pawment received 170.00
Consolidate 014092008 Pawment received 10.00 10 00 Cr
Consolidate 0102008 Payment received 10.00 10 .00 Cr
Consolidate 014112008 Pawment received 10.00 10 00 Cr
Pozt- Conzolidation
[ Consnlidated [1e1z00z [ Payment received [ | Fa0.00 | 230 00 Cr |

Figure 205

: The consolidation report screen

The preservation of the integrity of the audit trail is paramount for financial processes. However,
from time to time, someone can accidentally bill the whole school an extra $1000 each, when they
only meant to bill a particular small group of students. Should this happen, it is possible to delete
a set of transactions via this area (Figure 206).
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Transaction Removal

This process allows vou to remove all transactions prior
ko a nominated date, For audit purposes, only
kransactions relating to a previous year may be deleted
using this process,

) Remove kransactions prior to ; 3j1z/zo07

(%) Remove transactions dated ! 1611/2005
Which relate to

Tesking -
Testing 2

QART - Term 1

QART - Term 2

9ART -Term 3

QART - Term 4

School (2411H

School Fees For 3 terms b

Figure 206: The transaction removal screen.

Select the period concerned and the billable item concerned. Clicking 'Proceed’ will bring up the
following message (Figure 207). The user will need to contact MUSAC to obtain the password
(which changes daily). MUSAC will ask that a letterhead fax be sent to them with the Principal or
Deputy Principals signature on it with a reason for the code request. This is so both parties are
covered if the school was to be audited.

“ | Toremaove transactions related ko this date wou must enter a password obtainable From MUSAC
\_-‘I_/ Prior ko releasing this passward, written approval must be gained from the principal of wour school
Please contact MUSAC at 06 350 9255 to request the password
Do wou wish to proceed

Yes Mo

Figure 207: The password warning

Once the password has been received click 'Yes' to the above and the password entry screen will
be displayed (Figure 208).

Removal password

Fleaze enter the transaction removal password

Canicel

Figure 208: Entry of the deletion password

Enter the password and the transactions will be deleted.
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18.9 Sending batch files to MUSAC Accounts

“ .\~ =end Batch ko Accounts

&2

Figure 209: Send Batch to Accounts button

If, via financial defaults, a link to MUSAC's Accounts package has been set up then, as each
payment is received, information relating to the transaction is recorded in a separate file. At a
suitable point users can have this file sorted into ledger order and have the ledger totals of
payments received passed to the accounts package for processing.

Click 'Send batch to Accounts'. If the correct link has been established then the following message
will be displayed (Figure 210).

\“‘?r) Are wou sure that wau wish o transfer wour currently held batch to Accounts

Yes Mo

Figure 210: Approval to transfer

By clicking 'yes' a message similar to that shown below will be displayed (Figure 211).

smEinancials

Transfer complete

Mumber of transactions | 16

Mumber of ledgers involved : 3

Total transferred (incl GST) @ $21,793.00

Figure 211: The completed transfer message

Click 'OK' and the current batch totals (by ledger) will be sent to the Accounts package. At the
conclusion of this process the temporary file of transactions will be cleared. To print the contents

of this file at any stage go to 'Printing of temporary lists'.

18.10 Designing financial documents

Click ‘Design Financial Documents’ for access to design per-student financial documents, invoices,
statements, credit notes and receipts.
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Financial document design

Document bype Inwvoice 1.dmt

@ Irvaices
() Skakements
() Receipts

() Credit notes

(¥ A4 - Full size
[ Design a Mew Document

[ Edit Selected Document ]

[ Delete Selected Document ]

Figure 213: Selection of document type

The first screen provides the four choices, and by clicking each, a list of documents available will
show.

This section does NOT cover all the finer details of document design. Those aspects which are
specific to financial documents are covered.

For the purpose of this section we will work with a receipt. The other options follow a virtually
identical process. Click 'Receipt' and a list of your receipt designs are given (Figure 214). To the
right of the list are the three possibilities ‘per page'. This choice does only apply to receipts.
Invoices and statements may only be one per page.
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Financial document design

Receipt 1.dmk

Document Eype

v Receipt- Fullpage. dmk
& Receipt-3 per page.dmt:

Receipt-half page.dmt:
{:} Statements

() Credit notes

(%) &4 - full size
[ Design a Mew Document ] ) A4 - bwo per page
() &4 - three per page
[ Edit Selected Document: ]
[ Delete Selected Document ]

Figure 248: A new or existing document

This example is the 'Receipt - half page' document, highlight the document and click 'Edit selected

document'. This takes me through to the design section, which appears as shown below (Figure
215).

liﬂ Save n SE;H?ZEE % Data Assistant th\ons l Eﬁgose
e B
AR@M-~ F Recetved from - {em.eal{3ii omcal(Ti}  {omspedial iy {cmeoldiny 1 T Receipt {crfin{i8)]
= : G.53.T. number
@ - % - 111-222-3333
s @ ? E Receipt- up to 7

items per page

Figure 249: Editing a financial document
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At the top of the screen are five buttons (see below):

Sample

‘ [ save H Prink

% Data Assistant H Options

Figure 250: The top row buttons

W,
‘ g Close ‘

1. Allows users to save changes made to a document.

2. Provides a 'print preview' of the current document.

3. Links to the database to create data entry areas for the document, but this is hardly
applicable in the case of financial documents as you will not be using these documents for
data entry.

4. Provides a set of processes which you can use in the design of documents - e.g. aligning
components to the grid, turning the grid on or off etc.

5.

The 'Exit' button for this area of the program, via which users return to the financial
document design area.

At the left side of the screen is the 'tools' area, which contains all of the components which can be
used to create documents. The two which we are mainly concerned with in the case of financial
documents are the 'Word processor' (the W with lines) and the financial tool (the $ sign).

| Genetal
,.:'E\ !H 0 F .—I
$ @Y e

Figure 251: The properties of the financial object

The rest of the screen is devoted to the document itself. Each area represents one of the 'tools’, or
‘objects’. An example of a document is shown below.
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i ._.1_“]_1._22_%..?13?,_3._. e
Totalamount received Temifin(a) ~ 0T T LT

Figure 252: An example of a financial document

The rectangle with the word 'receipt’ in the top left hand corner shows the area where the list of
items receipted will be displayed (Figure 219). Small black squares will appear around the area to
show that it has been selected and the properties of this area will show under the ‘Tools’ area
(Figure 220).

g~ ——————— -]
ReceiptSuplorpasi: Srafer Goise Boalek Sl Sraier Seenh Bodae Solor Biaise Sk Beaiek Bodor Siior Sl o :
itemspefpage .............................................................
O e e e i S L i e Ot Lo e SO S L |
L e e s s e s I

Figure 253: The ‘financial object’ in the document
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| General
A i =~ F 1
oAb b

@_ﬁ
$® vV e

Financial : Use this to place a financial
object on your document

| $

<1 i 8

Top 1440

Left GO0

Wickth 10440

Height 2760

Type 2 ¥
Per_page 2 |
OnPage Wl L4
Format_details . J

Figure 220: The properties of the financial object

The most important of these properties is the 'Format details' area. Click the down arrow at the
end of the 'Format details' line and the following dialogue appears (Figure 221).

Document bype @ Receipt

1.

Which columns do you wish to include in the document?
. = Adjust the column widths by dragging the boundaries of the columns in the top
Mumber of columns Iil rowd, Click in the second row to select the bype of entry vou require

[term Cost G.ET

Heading | Date Irvoice

Type Date Invoice [tem Cost GAT

which fonts do you wish to use for the report?
o ) Adjust Fonk
¥our choice is reflected in the table above
Heading bold
Alternate lines shaded grey
Hide lines I

Figure 221: The format screen for the financial object

Receipts have five columns, although this can be reduced if required. By default, the headings are
as shown, and their 'Type' matches the headings. By clicking on type there is a drop down menu
that can be used to change the data the column picks up (Figure 222). The Headings are editable

also.
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Heading | Date Irrvoice ltem Cost 5T

Type Date Irvoice lterm

Date

Irvoice
#hich fonts do you wish to u

Your choice is reflected in the kable ah Cost

5.5.T.
Figure 222: Selection of the column contents

dradivin bhald

Users have control over the font properties used also. Click ‘Adjust Font’ and the following screen
will appear (Figure 223).

Famt: Font ztyle:
il Regular QK |
Arial Elack Cancel
€} rial Marow
)} Arial Founded MT Eal Bold Italic 14 —
{} Aral Unicode M5 16
{} Bazkervile Old Face 18
{} Bauhaus 93 [ Mmoo
Sample
AabBhYyiz
Script:
|Westem ﬂ

Figure 223: Selection of the font

Beneath the 'Receipt' area is another box, this is a word processor box, with the code 'Total
amount received: {cm.fin(12)}' in it. If you select the area, then right-click within the area and
select 'Edit Object' the word processor itself will pop up and the contents of the display can be
edited (Figure 224).

v”ﬂ

NN EEE

[ ok ][ cancel | |Ada

i'l'ntal amaunt received : {cm fin{12)}

Figure 224: The use of the word processor
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The words 'Total amount received' have been typed in by the user. The code {cm.fin(12)} is
added by clicking the ‘{a}’ in the tool bar. The RTF code selection box will appear (Figure 225).
This will give you multiple tabs to choose from to add information. To add the financial
information click the ‘Financial’ tab/Amount in words. This will take the user back to the RTF box
where the code will now sit. Once the receipt is printed the information for that column will be
printed, in this case the amount of the transaction in words.

Other tabs that maybe of use during document design are, ‘Specials’, for date fields and
‘Caregivers’, for adding address fields.

w. RTF code selection

Grade specials | Linked comments | Colurmn titles | Sk Specialz |
Genders | Mames | ; : CF Specialz | Count
Caregivers | | Achvities | Pastoral specials | Columns | Specialz
Student's financial detailz Financial document components
[Tatal current debt
|T0ta| arnount due |'Mai| to'

|Cunent month's debt |Arnc:unt i wards |'Mai| T
|Dutstanding ane month debt |Tc-ta| GST |'Mai| to' address 2
|Dutstanding two manths debt |Page count [Mail to' address 3
|Dulstanding three motths debt ||nvc:ice Aurnber |'Mai| b’ address 4
|Dulstanding four manths debt |Stalement Aurmber |'Mai| to" address 5
|Dutstanding more that one month |F"3'3'3iI3t nurmnber

|Dutstanding more than two months

|Dutstanding more thaty three manths

|Dulstanding rmore that four rmaonths

Figure 225: Selection of a financial code for insertion

The small box in the top right hand corner of this document has a receipt number field and G.S.T
number (Figure 226). Again the receipt number is added by Editing the details and adding it
through the ‘{a}’. The G.S.T number is a default number and will need to be edited by the school
to add their own.

™ Receint Matniie T m
W GET Aumber m

G A11-222-3333 - L

o----r- R EELECEEr - -
Figure 254: The GST number

By selecting all of the text in the word processor and then clicking 'Align centre’ the text will be
centrally aligned.

Click 'Save document’, follow the saving procedure, and then click 'Exit document’, to return to the
'Financial document design' area.

Financial documents are not stored in the same area as other Student Manager documents.

Instead they are stored in a separate subdirectory under a subdirectory titled 'Financial
documents'. An extract from Windows Explorer is shown below (Figure 227).
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=M

musac

I acclogs

|53 Backup

I embmps

|5 Config

I3 Consolidation Reparts
ﬁ elnput

I emails

EN& ] firancial documents

I credit notes
I invoices
|5 receipts

|5 statements

Eﬂ temp

Figure 227: The financial document subdirectories

IIF Statements used for Balances on Invoice/Statements

When setting up the Invoice/Statement document, use the script below to calculate the current
amount owed. The only spaces typed in occur before and after ‘due:’.

{cm.1HF({cm.Fin(10)}=0,”Amount due: {cm.fin(10)}”,”")}

For example at the foot of the statement:
Please pay the amount due: {cm.lIF({cm.Fin(10)}>0,"Amount due: {cm.fin(10)}”,”")}

Setup for ‘Emailing Statement Caregivers’

On the student’s page — click on “Mailing Details” — you MUST ensure the flags are set to “No” for
“Send invoices to ‘Mail to whom’.

© AiDcemerts [student : Musac A Musac Year:11 Class: Room: KWL
Student's Physical Address  Frefensd Student's Postal Address  Frefensd
{from Personal detaits} (7 .
ot
Address 1 Address 1 Postal address 1 Ausdress 1
[ Personal detads.dmt Address 2 Adaress 2 Postal address 2 (Aadress 2
Address 3 Pastal address 3
Addrass 4 Postal addrass 4
Address § Postal address 5
e s
[E——
) s I
* In addition to the above addresses, each caregiver S -
als0 has two addresses and in all cases you can Crilii AR | S
indcate which of the twe 1 Preforned. Which one vl Send repots Lo Mail to whon fabove)  [Ho |
ber wsied when you design a document addressed 1o a
caregiver? It dapands an the Mars informatian’
button for a full description of the various possibilities

and how the program works out which address to use.

|| oeee || met [ met || view || ases |[ fe || <page | 171 [ Bages |

Lo [ o

1 Set up one statement with the Caregiver address.
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5. RTF code selection

CF Specialz |
Columnz |

Caregivers |

Step 1 Select caregiver

First financial = ey |Z| —

Step 2 Select field

Family name
First names

= “First Financial = Yes'. This will go to the first caregiver who has the
tick against “Invoices”.

2 Set up a second statement with the Caregiver address.

“Second Financial = Yes”. This will go to the second caregiver who has the tick against
“Invoices”.

5. RTF code selection

CF Specials |
Columrs |

Caregivers |
Step 1 Select caregiver
s econd financial = v'es El
Step 2 Select field
[Famiy name

Firzt names
Title

Ensure the correct email address is entered on the Caregivers’ page.

The statements are saved to file as a PDF and stored in drive

/cm/financial documents/statements/ PDF — from here they are named with the ‘statement
name and date’. Inside this folder the PDF files are named with the student ID, date and
time.

For instructions on how to email statements, see Step 4 Final decisions to email statement in the
financial document design area, following Step 1: Selection of statement and default settings

(Figure 191).

18.11 Printing ‘Not issued’ credit notes

— Prink Credit Motes

Figure 228: Print Credit Notes Button

As refunds are made the option of either printing or not printing a credit note is given. If electing
to not print credit notes at the time of processing payments then users can visit this area to print
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those not issued credit notes (Figure 228). They will not yet have been allocated credit note
numbers. This can only happen at the time of printing.

The main screen is illustrated below (Figure 229). There are two options, 1. print all unprinted
credit notes or 2. print selected credit notes.

In the first option the list of names will be removed. The next step will be to select the design of
the credit note then click ‘Proceed’. In the second option those students with credit notes will be
listed and the user can select from this list those that need to be printed, select the design and
then ‘Proceed’.

Step 1 Select Step 2 Select Step 3 select
lzze Mumnbers to Student Date | Amount Credit noke 1.dmt
ALL ‘Mot izsued' ALI, AHMED 17111]2008 33.00 Mewcreditnote, drik
credit nates.

[Thiz rautine
() updates the

database and
allocates numbers
to Credit Mote
transactions. ]

Print/R eprint
zelected

(%) Numbered Credit
Mates created
between

17/11}2005

and

17}11}2005

Re-load List

IF wou select a credit note design
which irvolves more than one credit
noke per page and particular credit
notes have more ikems than will Fit on
the design then these credit notes
will be left unprinted For wou ko select
a larger credit note desian,

Select &l Select the Credit Mote transactions wou

wish to print, select the Credit Moke Formak
and then click 'PROCEED' ko prink the
Credit Motes,

Figure 229: The screen for printing ‘not issued’ Credit notes
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19 The Printing Utility

19.1 An overview of printing in Student Manager

The word processor utility allows single-page letters or quick and easy label printing. Similar
functionality is available in SM documents, which can be extremely sophisticated. The use of a
document to design a ‘letter home’ is described earlier. ???

The main method of generating lists is the first topic — user-defined lists. Fast lists are really, user-
defined lists too and, if you design a fast list and record its design, it will subsequently be available
under user-defined lists. The fast lists process can be regarded as a wizard for the design of
simple user-defined lists.

There are various options relating to the overall process. These are included under the heading of
‘Settings’, and there is also a high level filter which enables you to design and record further
personal filters for use in the printing process.

The printing utility is accessed from the main menu. Click ‘Printing’.

The main screen for the utility has a series of buttons, each of which accesses one of the main
printing areas.

The first five buttons access the main printing areas. These are followed by the Settings button
and the Filter button.

At the bottom of the screen are two filter pop-ups.
The first lists any personal filters which have been designed (via the Filter button).

The second offers the main filters from the main Student Manager menu.
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©MUSAC 2014

User Defined

Whiord Proceszor

Fast Lists

Special Lists

Tablez

Settingz

Eilker

[] Show Fitter Data
[253 records)

List Filters

Main Filters

:FuII tirme and Part time studen s+

Caregiver Mode

(%) Oif ) On

Figure 1: The main printing screen
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19.2 User Defined Lists

User defined lists are tabular lists that select a range of fields from the database. There is a high
degree of control over page and list headers and footers, the format of the grid itself and its
contents.

Getting Started

Click User-defined and the file dialog screen, offering any previously designed lists which have
been created will appear. Initially, this screen (shown below) will be empty.

Available tabular lists

Look in: | |

) Persanal Class list, DOB, & age
-IIE3 Shared ernail
3 Mews Falder Previous Schools
student address details
student bus details
Yision Tesking

File “am’E:|student address details | [ Open ] [ Cancel

[] Wiewfile [7] View defaults Safety catch

Figure 2: Selecting a previously designed list

Enabling the file dialog to open automatically on first entry to the user-defined lists is optional and
can be changed in the Settings area on the main printing screen.
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If you have not selected a previously designed list then, you will be presented with a blank page,
divided into five horizontal sections. These are the page header, list header, list body, list footer
and page footer.

i8 Report Designer: Untitled

File Tools

R vEE S0k v | B
M‘"‘P'?-'F'"BP"“P"ﬁP"ﬁP"*‘P"BP"E'P'*EIB'”.'3'*2.9'*?9"‘.“3"?ﬂ"ﬁ.”"_

Figure 3: The blank page layout

The headers and footers are all rich-text entry areas, so the word processor controls in the menu
area apply when entering text in these areas.

Along the top of the screen is a toolbar.

18 Report Designer: Untitled

File Tools

D2 VvEE &0 | v[3 B 7 u A=

il
il
&l
&
i

= | [ view Summaries
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Figure 4: The top tool bar

The size of the display can be varied using the drop-down at the right hand end of the display. If
your mouse has a scroll wheel then, once this has been selected, scrolling the wheel will also
change the size of the display.

The buttons at the left hand end of the toolbar have the following functions.

i8 Report Designer: Untitled

File Tools

v Edik S0

Start a new list / \ \‘:&h‘"‘ Page setup

Select a previoushy Print the list as shown
designed list

Save the design as...

Show/edit the included
fields, sorting and Save the current design

grouping
Apply a different filter

Figure 5: The toolbar buttons

Adding Data Fields

. Click the utilities button 7 to open the utilities dialog box.

iB Properties & Utilities: Untitled
‘Fields }| Priority

Gerneral File:

Statistics
E] [T Hide
g [ |

Alignment |None A" |

Header | |

[ Add databaze columng

Condition | |

Add a blank column

[Jnchude overal statistics

] [ Inchude page statistics
Remowve thiz column l

l
[ Add a script column
l

Figure 6: The utilities dialog box

. Click the Add database columns button to bring up the column picker.
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. Use the tree view of the database columns to select the fields for the report.

[First Mames]

efemed] :

“[Mail ta whom]

[Irvvoicesz)
[Reports]

[Addreszs 1]
[&ddress 2]
[&ddress 3]
[&ddress 4]

[t ard)

[M atiorality]
[Language]
[Changes af school]
[Thig Year]

[Farm]

[Houze]

[Mest Tear)]
[FormMext pear]]
[House[Mest pear]]
[Gender]

[DOE]

[Enrol#]

[Date first started]

[Date started herg]
MTunel

Selected column: 3

Proceed ] [

Cancel

Figure 7: The column selection tool

. Click Proceed to add the selected columns to the report. There is a slight delay as the
document dynamically updates in the background. This can be seen in the Figure below.
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Family Iiame |Préferre(l |

iR Properties & Utilities: Untitled

Fields | Priority General

| Fie

FamiIE M arne E]

Add database columng

Add a blank column

Add a script column

Remave thiz column

l l
l l
I |
l l

Statistics [ Hid
ide
EES:tGroup g l:l D

[ Courtibsolute Flatieeee
[rata Type l:l
Alignment |Left Centre e |
Header
Condition | |

[ Include page statistics
[ Include overall statistics

M3 Sans Serif

Figure 8: The selected columns

Adding Script (Merge) Fields

Script or merge fields display a large range of fields, some directly obtained from the database and
others calculated from information already held in the database.

Click Insert a script column and the RTF editor appears.

RTF Editor

=h | | Tahama

v|8.2v| %E:B I u

| {a}

= KA (I
ui Al apc

I
k.
"l

. click @

©MUSAC 2014

Figure 10: The RTF Editor

on the toolbar to open the RTF code selection tool.
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i. RTF code selection

Caregivers
CF Specials |
Calumns

Cate 1
Date 2

Iser name 1

Iser name 2

Form teacher

Houge teacher

A

| Financials

Count

School  Otorchanga College

Cate 3
D ate 4

MUSAC MUSAC

k1 F Teacher
k1 F Teacher

||:unent date dd Month 'ear

|Current year

|Current date dd/ Ay

|N ext pear

&5

Activities |  Pastoral Specials | Attendance | Generic Caregiver
Grade specials | Linked comments | Coalumn titles | S Specials
Genders | Marnes | -~ '
|I:urrent age [we.mm.dd] |T ime zince started schooling [we.mm)

pan 1zt age [y mm.dd)

|T ime at thiz gchool [w.mm]

Han st age [wy.mm]

|Time zince leaving school [wy.mm)

|Time since enrolled

Local student 10

Horizontal title  [Farm

Wertical title

House

|Time in Mew Zealand [y mm]

|T ime at thiz school [y vears mm months)

|Time inMZ [y pears mm months]

Page Mumber |Page number

Cloze

Figure 11: The RFT code (script) insertion tool

appear in the RTF editor.

Click Time at this school field under the Specials tab. The script {cm.special(33)} will

Close the RTF editor and the calculated data will appear on the list.

Typing anything into the editor will display in the grid. There is also a calculated column ‘weeks at

school’.

The full header for this script is very long for the

can be entered into the header text box.

iB Properties & Utilities: Untitled

Fields | Priority

General File

column heading so a more suitable description

Family Name
Prefermed
Thiz v'ear
Tutar

{ Tirne Here

0

&dd database columng

Add a blank colurmn

l |
[ ]
| acdasciptcoumn |
[ ]

Remove thiz column

Statistics -
Haone [ Hide
[] CountGroup 7 Column
[ CountAbsolute

[ Sum

0 Mean Data Type
[ Std Devn.

1 Minirnurm Alignment
O Lo Q.uartile et
O dian L

[ HiGuartile 3 Condition

[lnclude page statistics
[lnclude overall statistics

[Font] [M5 Sans Serf

[

EEE_B? | [ Autosize
[seipt ]

|Left Centre
[Time He:d I
I |

v

©MUSAC 2014

Figure 9: The properties of a Script column
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The output will appear similar to the following. Note that double-clicking on a column resize cursor
will auto-set the column width to display the longest item of text (names are deliberately
obscured).

Family Hame |Preferre(| This Year Tutor Time here
LA 13 RimEI 5 years 1 months
Jrwr 13 MDOM 2 years 1 months
E R 13 HEDS 2 years 1 months
[ ' 13 MNDoM 4 yvears 1 months
- 13 MNDOM 5 years 1 months
Lot 13 MDOM 3 years 1 months
n . 13 HEDS 2 years 1 months
Wt 13 MDoM 4 yvears 1 months
(RN . 13 TATH 4 years 1 months
ine s S 13 HICF 4 years 10 months
L IR 12 MDOM 4 years 1 months
ALY Rl IR 12 TLEN 4 vears 1 months
Lt IR 12 NGB 4 wears 1 months
EN ST 12 RimEI 4 wears 1 months
A R 12 Rl 4 years 1 morths
At T 12 RimEl 4 years 1 months
R T S 12 TATH 4 wears 1 months
LR S 12 RLIS 4 wears 1 months
oLim : e 12 NGB 4 wears 1 months

Figure 10: Example of a script result
Column Statistics
Summary statistics can be displayed on any column. In most cases you will only be able to display

the number of items in the list, but in the case of columns containing numeric data you will be able
to display the mean, median, quartiles etc.

iB Properties & Utilities: phil

Fields | Priority General
F Statistics
Farnily Name ?
Preferred E 1 Mone v [ Hide -
P“ts Tear [ CountGroup Calumn _ | [.]
utar
I [0 CountAbsolute S— _
: O] Sum 4021 EEY o I:‘ Autozize
Mean Data Type |
Std. Devn. : ..
1 Minirurn Alignment |Left Centre v/
[ Lo Quartile —
i Header b onths Here,
Add database columng [ Median (et .
1 HiQuartile 3 Eonditien

[ Include page statistics
[Tnchude overall statistics

[MS Sans Serif

Add a script colurmn

[ ]
| Addablank column |
[ |
l |

Remove thiz column

Figure 11: Showing column statistics
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When printed, the values are displayed as shown below:

Time (in months) at this school

Tutor KDUF

Family Nam e |Prﬁbn®d This Year |Tutor Months here
T e 11 KDUF a8
. L 11 KOUF 38
[ Lo 12 KOUF 13
: Lo 11 KOUF aa
S L 13 KOUF 41
ST Lo 11 KDUF a8
aie T LR 11 KOUF 25
| L . H} 13 KOUF 38
ri e 11 KOUF 3a
ST L T 13 KOUF 13
LU S 11 KDOUF 35
VLA R 11 KOUF 30
AL A LTy 11 KOUF 38
P e 11 KOUF a8
IESEEN it 11 KDUF 12
r, e 11 KOUF a8
i 11 KDUF a8
Do 12 KOUF 12

Group=18 Mean=131.33

Std Devn, =
10.97

Figure 12: Column Statistics in a report

Other settings:

. The order of the fields in the grid can be changed by clicking the arrow buttons.

. Click the Hide checkbox if you do not want the field to be displayed (sometimes a field is
needed only for sorting or grouping but not for display).

. The Column button is included simply to allow you to select a different column or to edit a
script column.

. Tick the Autosize tickbox to resize column widths to the longest item of text. If this box is
un-ticked manually enter a column width (in millimetres).

. Alignment may be set to an appropriate value.

. The column Header by default is the same as the column name from the database. You

may edit the page header, but ensure to add room under the last row of data to ensure
the header displays correctly.

o A Condition can be applied as an additional filter on the rows to be included. The
condition responds to most normal comparison operators (=, <, >, <=, >=) as well as the
wildcard characters “*’, ‘2’ and ‘#'.

In this context, ‘priority’ refers to the order of importance of the fields in the list.

©MUSAC 2014 377 of 531



Student Manager
MUSAC Classic 2014

iB Properties & Utilities: Untitled

Priority | General

Family M ame .nir'-larnEe E] Sort Agcending
is Year

Frefenead

T his 'ear - Break Action
ocal student |0

Figure 13: Setting priorities in the selected columns

. Click the Priority tab to perform column sorting, grouping and formatting.

. Select, in turn, your priority columns in the left-hand panel and click the right-arrow to
include it in the right-hand panel. Use the up/down arrows to move selected columns to
higher or lower priority in the right-hand panel.

) Use the Sort drop-down box to obtain the required sorting of data in the grid. Again the
data updates in the background.
. The Break Action drop-down box is selected to break the data into sections or pages.

Formatting the Report

Click the General tab to set any special formatting for the grid.

This Year Local I8
q 19R00545 ey FToperiies o ULiies INLILE
13 19600282 Fields Fricrity | General | File |
9 19600549
12 19600270 Header
13 19600196 -
a | 9B00550 Font  |rial, 5250t | ]
11 19600355 Backesione E]
10 19600455
11 19600360 Forecalour ]
10 19600456
13 1 9R001 57 i
10 19600457 -
10 10600458 Fort  [rial, 8.25pt | (]
10 19600543
12 19600272 Tinked Row Count -
11 19600363
[
12 1 ORO0274 Mormal Row Count |5
13 196001399 : -
Ruova Heightt {rim 4 07458 Autozize
12 19600275 ght () [4.07458 | []
it 1BH04B0 (&rid Colour | e — | E] 2l b
12 19600276
13 19600200
13 19600515

Figure 14: Formatting the list appearance

Here is where any special fonts and colours are set.
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. The Tinted rows refers to the ability to have rows of a different colour to help with
visually tracking data.

. Ticking the Autosize tick-box will automatically expand the rows which contain long text
vertically. If this check-box is un-ticked a manual value can be entered.

Printing

Click the Print button @ to send the list to the print preview window.

WEE (I Ehamse 5 _twn | o

Figure 15: The list is ready for printing

Here the whole document or selected page can be printed to a printer or a file. Supported file
formats are comma delimited (CSV), tab delimited (TSV), portable document format (PDF), rich
text (RTF) and hyper-text (HTML).

Select the required format from the combo box and click the Print to button. Printing to a file will
give a dialog box prompting for a filename and destination. Use this option to obtain export files
for other applications (e.g. MS Excel).

Printer

Comma delimited file
Tab delimited file
FDF File

Rich test file

HTHL file

MK+ DB [Bwhoepage | Pritte | [EEE

Figure 169: The printer pop-up

(<]

Headers and Footers

The page header is a rich-text entry area. Use the basic rich-text settings in the menu bar to
format the text.

Margins and grid row heights can be set by click-and-drag using the resize cursors.
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“+

Page Header

List Header/

Family Hame Preferred

ciell By AN T

B FT. LA |

=+ b g

Figure 17: Adjusting the margins

5 S

When you edit the page header you need to create more room under the last row by mousing-over
until a single line _ =5 with top and bottom arrows appear, and drag the line down to ensure the
document header displays in entirety on the preview screen.

s = HE R R e —— T
Eile Tools
O v HEE ‘ S0 HAHE| Elm |z|| B I UA H%% = ‘ {a) ||1DDZ E” i iE iE ‘V\ewSummanes

09 February 2011 at 15:3¢_[Need a gap under the last text row for all
Duty Teache,:z the rows to display correctly
Bus Students
l_FaminName [First Names [Form [Address 1 |Address 2 |Address 3 [Address 4 [Bus 1 o
[ i 1 LT L] = N 1 | 1 1
=L L el ph s lpm p AT, s e : E
H..- " maa 1 o e e . .

- i TEEL = | tia 1 i

(T e LU R e W hEa rH 1 | 1

u e Tl | L= l: - —— 5 ST o 1 |

=] o o mm | i
- L L o T -__' 3 1
| — - B LS |- T , T 1 1

B ] b B e b e Y LT [ — 1 1

Figure 18a: Header display

Summary Totals

Sometimes you may just want to obtain the total number of students in certain groups.

e Create the list
e Set the sorting and grouping for the columns

For example, to find the number of students in each year and vertical form group, with genders
separate, create a list with the following columns in this order:

This Year (column 16)
Tutor (column 18)
Gender (column 23)
Name (script column)

Each column should be sorted ascending.
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¢ Click the View Summaries check-box.
e Drag the summary resize cursor to fully display the summary totals.

*;E *;E ||7 iew Summaries

Table | Print |
oz ﬂ Thiz Vear  Tutor  Gender

c
I (=] Totale 436

-+ KMCF 7

Resize handle Hode openiclose Outline openiclose

Figure 191: Example summary data

In this example there are 139 year 9 students, 6 with an unknown Tutor group (some data needs
to be fixed). There are 30 year 9 students in KOSB Tutor group; 9 females and 21 males.

19.3 Word Processor

The word processor allows you to create a single-page free-text report with merge fields from the
database. It also allows you to generate labels quickly and easily.

18 Label Designer: Untitled

File Graphics
DR VvEE 804 v Vi@ B 7z U A === @ isEED =0 2 [0

Figure 202: The blank word processor page
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Along the top of the screen is the toolbar.

48 Label Designer: Untitled
Fils Graphics

=4

PR VEW &0 4 v Vs m®@d B 7uA

Asss|wEEEl [H0IHRHL

Figure 213: The word processor toolbar

The buttons at the left hand end of the toolbar have the following functions.

18 Report Designer: Untitled

File Tools

e vEE &0

|
Start a new list / \ \“‘H\““ Page setup

Select a previoushy Print the list as shown
designed list

Save the design as...
Show/edit the included

fields, sorting and Save the current design
grouping
Apply a different filter

Figure 223: The utility toolbar buttons
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The other buttons relate to text and layout.

Y B2@ B 7 UA @w|iZEEN HkE Hlkz <L

1]
1& A A A A T T
Cut Show preview
Copy Margin (mm)

| I
>
> 1l
>
»
>

Ho. Rows

Ho. Columns

Paste
Bold
Italics

Increase indent

Underline
Colour Decrease indent
Align Left Bullets
Align Centre Open the script dialog

Align Right

Figure 234: The text and layout toolbar buttons

Adding Text

When creating a label, the cell in the top left of the page is the canvas for creating the content of
the labels. How the labels will appear when printed by can be seen when clicking on the Show

preview button.
Commonly accepted word processor methods can format the label (indent, tab, cut, paste etc.)

Margins and indent margins can be adjusted by click-and-drag on the rulers. Pressing and holding
the Alt key will display the margin size in millimetres while the key is held down.

D2 vEHE &0 & |

o =G

Figure 25: Changing the margins (Alt key held down)
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Here is an example of a typical label. The left-hand panel is the label design area and the right-
hand panel is the preview.

bl 4‘/;74’-?‘;{! f;':ﬂ‘rr!ogg E i'}"’f{c@(éy (5:7/1"'{:{! _f;:&r!ogﬁ.

i /Zj‘:“ {fﬂéé‘;f‘bn’ ;{Jﬂﬂ,s{ : E(Zj‘? ?fgé@:’ffﬂgn, ;@‘{7'5( E
i?;gzzy;n:fﬂgyu E iigg‘lyvy'\;f?}y'\, i
{cm.special(25)} | 07 March, 2007 ;
‘Parent/Guardian of {erm.col(3} {em. col(1)} : Parent/Guardian of Lincoln ABRAHAM :
{em.col)} 1| 1 Whitehouse Road
Jem.coli)} | Washington '
{em.col(@)} :
dem.col(10)}) i :

Dear Mrs WALLACE i

;Dear fern.cgf13)} fom.eg(117}

iToday, {em.col{)) has been selected to represent the Today, Linzoln has been selected to represent the schoal ati
'school at the interschool hobbit hurling contest. The event | | the interschool hobbit hutling contest. The event will be held
will be held at the Hobhit Hale in Matamata. Please bring | &t the Hobhit Hole in Matamata. Please bring your own !
iyour own hobbit. | hobhit. !
;"r'ours etc.

YYours eto.
:

EDeputy Principal i | Deputy Principal

Figure 246: Typical word processor layout

Adding Data Display Fields

. Click utilities to open the RTF code insertion tool dialogue box.
3B RTF code selection PZ|
Caregivers | Financials | Activities | Pasztoral Specials | Aftendance | Generic Caregiver
CF Specialz | Count | Grade zpecialz | Linked comments | Column titles | SM Specials
Columnz | Specialz ] Genderz | Mames | ' '
| ! | E | | | | Colurins Display column contents ® Estracts from markbook,
F arnily M amme FN columrs : round to earest L
; : : whole number?
Prefered — || Display column title [excluding o
M ail ba whom markbook narne)
Irevnices : = 4 .
Reparts Digplay column title [including O
Address 1 markboaok name]
Address 2
Address 3 ; :
Ay Dizplay column LOMG title O
Wwiard i
N atiorality M.B. ¥ou may quickly add the student's
Language we preferred name by typing Ctrl-H while in
Clcoo: ofoclol | the word processor.
Add columns ] l Close

Figure 27: The code (script) insertion tool
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. Clicking on an item will insert the appropriate script into the word processor.
Printing
. Click print to send your list to the print preview dialog. To ensure the header is fully

displayed, you may need to drag the row line beneath the last data.

MEE 2= BB [whdepae v

Weddlc Eanch School
1254 Fosicene Thad
Tolciata

TH0Z008

Hiddle Eartk Sehiool
1254 Fasiron Thad
Polbcdozne

221 0r2008

Wedtle Earch School
125 Ttz Thad
Falkceza

2202008

Weddle Eaneh Sehood
1254 Fadiron Thad
Tokbeistne

221 0r2008

Tedtle Earch Sehaol
1254 Fassiene Toad
Tolecieta

2202008

Weddle Easek Sehood
1254 Fasicron Thad
Tolibedezos

221 0r2008

Weddlc Earch Sehool
1254 Fassizne Toad
TFolbcizon

22002008

Weddle Eareh Sehokd
1254 Fodizon Rad
Tolbedrn

2211002008

Teddle Eareh Sehacl
1254 Fasiione Toad
Tollccizan

22M0z008

WHeddle Easth Seliool
1253 Fobuiron Thad
Doilecozoe

2212008

mrinkto | [Prver
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Figure 28: The print preview dialog
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Caregiver Mode

There is a radio-button that switches the application to Caregiver Mode. In caregiver mode the
system loads multiple copies of each student in the filter up to the number of caregivers that they
have associated with them. Each copy of the student is tagged with the associated caregiver ID.

Additionally, scripts have been added to the multi-picker to enable generic caregiver details to be
added to lists and mail-merge documents. During the generation of previews, these scripts
respond to the caregiver ID tagged to each student.

Selecting caregiver mode disables Fast Lists, Special Lists and Tables.

When in Caregiver Mode the User Defined and Word Processor list screens will display the
number of records, including caregivers and will indicate in red that Caregiver Mode is on.

48 sm Lists version 6.16.585
Main  Help

Lser Defined

‘Word Processor

Fast Lists

Special Lists

Tables

Ja000]

Settings

Filter

0O
w
=4
£
g
T
g
&

{253 records)
List Filters

Main Filters
Full time: and Part time studen s

aregiver Mods

&) 0t O on

Figure 29: SM Lists Main Menu

M ain filters: Full time and Part time students [509 records currently loaded for 253 studentz - caregiver mode iz on)
Conditions: [none] [509 records displayed)

Figure 250: Effect of Caregiver Mode on filters

Note that the filter information displayed at the lower left of the screen shows that there are 509
records for 253 students, indicating that the majority of the students have 2 caregivers.
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The new Generic Caregiver tab in the multi-picker tool allows access to a range of caregiver
details.

i. RTF code selection @

CF Specialz | Count | Grade specialz | Linked comments | Colurin titles | S Specialz
Calumnz | Specialz | Genders | MNames | '

Caregivers | Financials | Activities | Pastoral Specialz | Altendance
Caregiver Specific Detail: Student - Caregiver Detailz
|F«5|mil_l,| name |H0me_F'h0ne |CG Usger Titls 1 |eMaiI_Address |F|e|ationship |U ser_flag_1
[First names fwork_Phone CG User Title 2 (D [lrrvoices [User_flag_2
|Title: |Fas_Mumber |CG User Title 3 [Caregiver Mumber |Reports [User_flag_3
|F'assw0rd |CeII_F'h0ne |CG User Title 4 [\Ioting Rights |U ser_flag_4
|Postal Zip_Code  [Other_Phone |CG User Title 5 [Emergency Contact [User_flag 5
|Postal Address 1 [Physical_Address 1 |CG User Title 6 |Living Wwith [User_flag_E
|Postal Address_ 2 [Physical_Address_2  |CG User Title 7 |Legal Guardian [User_flag_7
[Postal_tddress_3  [Physical Address 3 [OF User Title 8 [bcoess Rights
|Postal_Address 4 [Physical_Address 4 |CG User Title 3 Count  |Freparts 5 v @l
[Postal_Address 5 [Physical Address & |O User Title 10 R =

Close

Figure 261: Selecting Generic Caregiver Details

The left-hand panel offers most of the data fields from the caregiver table in the database. The
right-hand panel offers the caregiver data that relates to the specific student.

The Script Parser

Scripts give incredible flexibility when creating documents and lists because they allow for
database fields or special calculated fields to be merged into other text at the time of printing.
There are heaps of scripts available through the multi-picker and it is worthwhile spending a little
time exploring some of these.

The script parser (in SMLists only) has been adjusted to handle nested scripts. This may not mean
much until you try a few experiments with it, but basically, the output from one script can now
form part of an input for another. Here is an example:

{ecm IIF(“{cm.col(22)}’="Female”,”her”,”him”)}

In this example the cm.IIF function takes the output of the cm.col function as one of its
parameters. There are a few things to note here.

. Cutting and pasting a formula from a different word processor (for example, cutting the
above text from this document) won’t necessarily work due to the embedded RTF that
goes with it. Therefore it is best to type it directly into the SMLists text box. Cutting and
pasting within the SMLists entry boxes is OK.

. Quite a few of the script functions require parameters to be text (strings). In this case you
need to enclose the text in double-quotes (i.e. Shift-Quote). The example above shows
this in action.

° All scripts are enclosed in curly brackets {}.

©MUSAC 2014 387 of 531



Student Manager
MUSAC Classic 2014

. After a script has been created using the multi-picker you can edit it in the text editor. For
example, the pastoral list script {cm.pastorallist(2, 0, "01/01/2006,\tab<21>\tab<2>")}
can be edited to change the start date to (say) January 1st 2007 by just over-typing 2006
with 2007.

The PastorallList script can return a number of fields of pastoral data in a list. Fields can be
separated by Tab characters to assist with formatting the output into tidy columns. Tabs should
be inserted by entering \tab where required. This is an RTF instruction which will insert a Tab
character in the final output, as in the example below.

{cm pastarallist(2, 0, "mrmfznnam 2>")} 0T LATE TO ADMIN % 3
SO0 <LATE TO ADMIN % 3 OC  OTHER
0C  BUNKING R4  OTHER
OC  LATE TO ADMIN X 3 pl ANSWERING BACK
OC  LATE TO ADMIN ¥ 3
TR ABUSE OF TEACHER

Figure 32: Using tabs to format pastoral lists

Moving Between List Editors

Behaviour of the Exit button in User Defined and Word Processor lists now allows the document to
stay ‘live’ if you exit to the SMLists main menu. This means you can work on a User Defined
(tabular) list and a Word Processor (label) list at the same time, moving between them by clicking
the Exit button to return to the main SMLists menu then the User Defined or Word Processor
button to open or return to the other list editor.

The Close button at the top of the editor window will close and unload the editor, which means
that the list will be blank when you next re-enter the editor.

In the event that the filter is changed (which includes changing the Caregiver Mode) there may
be a slight delay as you re-enter an editor while it re-loads the filter data.

For Advanced Users - Special Rich Text Command Scripts

The following is a description of some of the special scripts that you may find useful in Student
Manager word processor documents. The improved RTF parser used in SMLists allows nested
scripts to be evaluated. Please note that cutting and pasting a script from a MS Word document
into the SMLists word processor may not work properly due to the way the RTF is rendered. For
example, typing a speech mark at the keyboard enters the correct ascii character into the text but
pasting a speech mark can sometimes write a special RTF instruction like \ldblquote which tells the
RTF parser to render a left-hand double quote. If you're experiencing problems, and you’re using
cut and paste, try pasting into a text editor like Notepad, then cut and paste from Notepad into
SMLists.
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Dates

There are a number of date functions which enable access to various components of dates and
times. Most arguments of these function are expected to be text (known as string data). This has
to be delimited by speech marks. Therefore, if the result of one of the cm functions is to be used in
another function, it needs to be enclosed in speech marks. A variety of examples are given below:

{Now}

{Date}

{Day("3 Nov 2006")}

date

{Month(*"15 March 2007")}

{Year("{cm.col(23)}")}

{cm.col(23)}
{FormatDateTime(Now,vbLongDate)}

The current system date and time
The current system date
The numeric value of the day component of the supplied

The numeric value of the month component of the supplied
date

The numeric value of the year component of the supplied
date

The birth date of the current student in format dd/mm/yyyy
The supplied date in the long date format specified in your
computer regional settings. The second argument can be
one of:

Constant Value Description

vbGeneralDate O Display a date and/or time. If there is a date part, display
it as a short date. If there is a time part, display it as a
long time. If present, both parts are displayed.

vbLongDate 1 Display a date using the long date format specified in your
computer's regional settings.

vbShortDate 2 Display a date using the short date format specified in
your computer's regional settings.

vbLongTime 3 Display a time using the time format specified in your
computer's regional settings.

vbShortTime 4 Display a time using the 24-hour format (hh:mm).

{DateDiff("d","{cm.col(23)}",Now)}

Difference between two supplied dates returned as

multiples of the given interval. The first argument can be one

of:

Setting Description

yYvYyy Year

q Quarter

m Month

y Day of year

d Day

w Weekday

wWw Week

h Hour

n Minute

S Second
{DateAdd(“ww”,3,Now)} Add the specified number of intervals to the supplied date
{DatePart("y","13/5/2007")} The specified component of the supplied date. The first

argument can be one of the values listed above.
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{MonthName(4)} The name of the specified (numeric) month of the year

{WeekDayName(2,True,vbMonday)} The name of the specified (numeric) day of the week. The
second argument is either True to return an abbreviated form or
False to give the long form of the name. The third argument
specifies which day counts as the first day of the week.

{Hour(Now)} The hour component of the specified date-time

{Minute(Now)} The minute component of the specified date-time
{Second(Now)} The second component of the specified date-time
{IsDate(8/10/2007")} Returns True if the supplied argument is a date, False otherwise

Other Scripts

{cm.lIF(<Logical Expression>,<Expression if True>,<Expression if False>)}
This function returns one of two results depending on the outcome of a logical comparison.
For example:
{cm.lIF({DateDiff("yyyy","{cm.col(23)}",Now)} > 12,"Teenager","Youngster")}
This example works out the age of the current student in years and returns “Teenager” if
they’re over twelve, else “Youngster”

{cm.col(3)} {cm.col(1)}
{cm.cg("'B45" ) Hcem. . IHF('{cm.cg("15")}'<>""chr(11) & "add 1: {cm.cg("15")}"

S HemdF(C{em.cg(M16)}'<=>"",chr(11) & "add 2: {cm.cg("16™)}"
SYHem MFC{em.cg(M17M)} '<=>"",chr(11) & "add 3: {cm.cg("17")}"
S HemdF(C{em.cg(M18")}'<=>"",chr(11) & "add 4: {cm.cg("18")}"
SOYHemFC{em.cg (19 '<>"",chr(11) & "add 5: {cm.cg("19")}" ,"")} Post code:

{cm.cg("110™)}

Printing Labels:
To remove blank address lines enter this script in edit, with no spaces for caregiver one. Student

name followed by family name, addresses then followed by postal code. Ensure the city is the last
address, although it doesn’t matter which line.
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{cm.Choose(<Numeric Expression >= 1,<Iteml>,<ltem2>,<ltem3>,..)}

This function will select an item from a comma-separated list based on the value output by

the numeric

expression. For example:

{cm.Choose({cm.col(16)3}-8,”Third”,”Fourth”,”Fifth”,”Sixth”,”Seventh”) }

This will select the relevant text depending on the student’s year level. If they are a year

11 student it will output Fifth (11 — 8 = 3, so it selects the 3" item from the list).
{cm.Format(<Text Expression>,<Format String>)}

This function takes an expression and returns it in a format dependent on the rules in the

supplied text string. For example:

{cm.Format(“{Now}”,”dddd d mmm yyyy”)}

This will return the current date formatted with the full name of the day, full name of the

month and the year as 4 digits (Tuesday 3 July 2007). A full list of formats is given below:

Date Formats

Character

dd

ddd

dddd

Yy

yyyy

©MUSAC 2014

Description

Display the date as ddddd and display the time as

Tttt in that order. Display only date information if there is no
fractional part to the date serial number; display only time information if
there is no integer portion.

Display the day as a number without a leading zero (1 — 31).
Display the day as a number with a leading zero (01 — 31).
Display the day as an abbreviation (Sun — Sat).

Display the day as a full name (Sunday — Saturday).

Display the day of the week as a number (1 for Sunday through 7 for
Saturday).

Display the week of the year as a number (1 — 54).

Display the month as a number without a leading zero (1 — 12). If m
immediately follows h or hh, the minute rather than the month is
displayed.

Display the month as a number with a leading zero (01 — 12). If m
immediately follows h or hh, the minute rather than the month is
displayed.

Display the month as an abbreviation (Jan — Dec).

Display the month as a full month name (January — December).
Display the quarter of the year as a number (1 — 4).

Display the day of the year as a number (1 — 366).

Display the year as a 2-digit number (00 — 99).

Display the year as a 4-digit number (100 — 9999).

Display the hour as a number without leading zeros (0 — 23).
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Hh Display the hour as a number with leading zeros (00 — 23).

N Display the minute as a number without leading zeros (0 — 59).

Nn Display the minute as a number with leading zeros (00 — 59).

S Display the second as a number without leading zeros (0 — 59).

Ss Display the second as a number with leading zeros (00 — 59).

AM/PM Use the 12-hour clock and display an uppercase AM with any hour before
noon; display an uppercase PM with any hour between noon and 11:59
P.M.

am/pm Use the 12-hour clock and display a lowercase AM with any hour before
noon; display a lowercase PM with any hour between noon and 11:59
P.M.

A/P Use the 12-hour clock and display an uppercase A with any hour before
noon; display an uppercase P with any hour between noon and 11:59
P.M.

a/p Use the 12-hour clock and display a lowercase A with any hour before

noon; display a lowercase P with any hour between noon and 11:59 P.M.

Numeric Formats

Character Description
None Display the number with no formatting.
(0) Digit placeholder. Display a digit or a zero. If the expression has a digit in

the position where the 0 appears in the format string, display it; otherwise,
display a zero in that position.

If the number has fewer digits than there are zeros (on either side of the
decimal) in the format expression, display leading or trailing zeros. If the
number has more digits to the right of the decimal separator than there are
zeros to the right of the decimal separator in the format expression, round
the number to as many decimal places as there are zeros. If the number has
more digits to the left of the decimal separator than there are zeros to the
left of the decimal separator in the format expression, display the extra
digits without modification.

#) Digit placeholder. Display a digit or nothing. If the expression has a digit in
the position where the # appears in the format string, display it; otherwise,
display nothing in that position.

This symbol works like the O digit placeholder, except that leading and
trailing zeros aren't displayed if the number has the same or fewer digits
than there are # characters on either side of the decimal separator in the
format expression.

@) Decimal placeholder. In some locales, a comma is used as the decimal
separator. The decimal placeholder determines how many digits are
displayed to the left and right of the decimal separator. If the format
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(%0)

)

)

(E- E+ e- e+)

-+3$0)

QV)
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expression contains only number signs to the left of this symbol, humbers
smaller than 1 begin with a decimal separator. To display a leading zero
displayed with fractional numbers, use 0 as the first digit placeholder to the
left of the decimal separator. The actual character used as a decimal
placeholder in the formatted output depends on the Number Format
recognized by your system.

Percentage placeholder. The expression is multiplied by 100. The percent
character (20) is inserted in the position where it appears in the format
string.

Thousand separator. In some locales, a period is used as a thousand
separator. The thousand separator separates thousands from hundreds
within a number that has four or more places to the left of the decimal
separator. Standard use of the thousand separator is specified if the format
contains a thousand separator surrounded by digit placeholders (O or #).
Two adjacent thousand separators or a thousand separator immediately to
the left of the decimal separator (whether or not a decimal is specified)
means "scale the number by dividing it by 1000, rounding as needed." For
example, you can use the format string "##0,," to represent 100 million as
100. Numbers smaller than 1 million are displayed as 0. Two adjacent
thousand separators in any position other than immediately to the left of the
decimal separator are treated simply as specifying the use of a thousand
separator. The actual character used as the thousand separator in the
formatted output depends on the Number Format recognized by your
system.

Time separator. In some locales, other characters may be used to represent
the time separator. The time separator separates hours, minutes, and
seconds when time values are formatted. The actual character used as the
time separator in formatted output is determined by your system settings.

Scientific format. If the format expression contains at least one digit
placeholder (O or #) to the right of E-, E+, e-, or e+, the number is
displayed in scientific format and E or e is inserted between the number and
its exponent. The number of digit placeholders to the right determines the
number of digits in the exponent. Use E- or e- to place a minus sign next to
negative exponents. Use E+ or e+ to place a minus sign next to negative
exponents and a plus sign next to positive exponents.

Display a literal character. To display a character other than one of those
listed, precede it with a backslash (\) or enclose it in double quotation marks

.

Display the next character in the format string. To display a character that
has special meaning as a literal character, precede it with a backslash (\).
The backslash itself isn't displayed. Using a backslash is the same as
enclosing the next character in double quotation marks. To display a
backslash, use two backslashes (\\).

Examples of characters that can't be displayed as literal characters are the
date-formatting and time-formatting characters (a, ¢, d, h, m, n, p, q, s, t,
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w, vy, / and :), the numeric-formatting characters (#, 0, %, E, e, comma,
and period), and the string-formatting characters (@, &, <, >, and !).

("ABC™) Display the string inside the double quotation marks (" ™). To include a string
in format from within code, you must use Chr(34) to enclose the text (34 is
the character code for a quotation mark (*)).

Text Formats
Character Description

@ Character placeholder. Display a character or a space. If the string has a
character in the position where the at symbol (@) appears in the format string,
display it; otherwise, display a space in that position. Placeholders are filled from
right to left unless there is an exclamation point character (1) in the format string.

& Character placeholder. Display a character or nothing. If the string has a
character in the position where the ampersand (&) appears, display it; otherwise,
display nothing. Placeholders are filled from right to left unless there is an
exclamation point character (!) in the format string.

< Force lowercase. Display all characters in lowercase format.
> Force uppercase. Display all characters in uppercase format.

| Force left to right fill of placeholders. The default is to fill placeholders from right
to left.

Strings

These functions relate to manipulation of strings (text).

{Left("{cm.col(1)}",3)} The left-most 3 characters of the specified text

{Mid("{cm.col(1)}",2,3)} 3 characters taken from within the text, starting at the 2nd
character.

{Right("{cm.col(1)}",3)} The right-most 3 characters of the specified text

{Replace("{cm.col(1)}","ie","ei")} The specified text where occurrences of the sequence “ie” is
replaced with “ei”

{Len(*{cm.col(1)}")} The number of characters in the specified text

{Trim(* Extra spaces “)} Trims off any extra spaces on both left and right
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Setting Up Letters Home — pastoral example

il RTF code selection @

CF Specials | Count | Grade specials | Linked comments | Column titles | Sk Specials
Columns | Specials | Genders | Mames | ) ‘
Caregivers | Financialz | Activiies | Fasztoral Specials | Attendance | Genenic Caregiver
Transaction specific detailz | Amalgamated detailz |
Thiz zcript will return figlds from one or more tranzactions. I more than one, records will be separated by a retum and line feed. Several fields
cah be included and formatted in the RTF box.
Select Range [Tramsaction date  [Detail 1 [Camrment
e S
I Most recent one “ ! |Teacher narne |F'0ints 1 lﬁction
@) diny year ) This yaar |Teacher Code |Delai| 2 lﬁction camment
|T eacher Title |F'0ints 2 |D ther
Include types |Teacher Surnarme |D etail 3 |T ime taken
Allk Mot leted - - -
© _I,Jpesl O Not complete |Teacher Firstnames |F'0|nts &l |C0m|:|let|0n statuz
) Mot Applicable () Completed
Teacher Initial
.

Close

Figure 33: The pastoral script writer

There have been requests for the ability to display a different format in the teacher’s name in
pastoral lists. A Pastoral List script is now available to enable transaction details to be included in
user-defined and word-processor documents. The script will return individual transactions fitting
the following cases:

Most recent single transaction (all years or just the current year)

Most recent (specified number of) transactions (all years or just the current year)
All transactions from a specified date

All transactions between two specified dates

In each case the user can nominate if all transactions should be included or just those that are
completed (or not completed or not applicable).

The script will return one or more fields from the table of pastoral transactions in a list delimited
by carriage-return/line-feed. In the case where several fields are returned in one line you can
space them out using the tab character (though when typing into the script insertion tool you'll
need to type \tab to enter a tab character).
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An example is shown below where six fields have been requested.

Teackes Ble Fallowed By initial,
e i o, ENVEN SUFame

{em.coliT}. {cm.coli3)} {om.col{18]} [em.pastoral 2006165}
Teaiher [l Status Comuetl
form pastoralis3, 0, "0 /200831 A 22007 w22 <25 <23 Tl B =
-, 2
o~ This bs Rabcised

ABRAHAW, Lincoln TWAR 3

e ] Datn At

P BEROACD0T Mol appic bl Flickirg pager

- OF AT Mo Cpumgiied Pal 1 = ywouidn't participales

= Tor FA00OT Foed Corgieiedl Pl 2 - Lincaoln wias Caught droppeng e

CELINCRLL I TRO2200T Caumgladid’ ANNOL ey collpiae

- —— 1000 Mol cgvmpdited P S - Lifcolr rafusies 1o feltie afd wrk, He 1§ cofidantly
chapping down cheery Fees

- e ZRIORIZ006 Koot coagieted Pl & - Lincoin is repestedy hanging oub of the window and
U e g

Figure 27: A pastoral script and the resulting output

The Figure below shows how the script interpreter will decode the message during printing.

©MUSAC 2014

{em.col(1)}, {em.col(3)} {cm.col{18}} {cm.pastoral 200616)}
ETeacher Date Status Comment :

fom pastorallist(3, 0, 010172006 311 202007 222- <25=. =23= =0= =20= =8=")}

One or two parameters followed by the list script
Included statii: 0 = All, 1 = N/A, 2 = Hot completed, 3 = Completed

List type: 3 = Date range

Figure 28: The components of a pastoral script

396 of 531



Student Manager

MUSAC Classic 2014

Adding a Graphic Object (Barcode, Photo, Logo)

Pictures maybe added to the label e.g. the school logo, the student photo or a barcode.

° Click graphic insertion button @ A graphic object will appear at the top-left of the
display. Click-and-drag the object to your preferred location on the label. Resize it using
the resize cursors that will appear when you mouse-over its edges. The object will be
redrawn with blue edges when it has been selected (clicked).

. Right-click and select Edit. Select Untitled Graphic 1.

i\ Properties for, UntitledGraphict

Name | UntitledGraphicT | width [1005 | Let |0

Caluramn E] n Height |1IZIEIE | Top |EI

Picture E] |

Style PFicture " Shaws Graphic
Barder Style | Solid w

Fort

Arial " || 3w |
Bold [F]

[talic ] .
Underline i

Background | Transparent s

o

Figure 29: The graphic object property editor

. Name the graphic object and select the column that contains the graphic eg. Column 739
(page 1 photo).
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Figure 307: Displaying student photos

For a bar-code beneath the photo.

o Add another graphic object.
. Drag it to the desired position and resize it.

Figure 318: Creating a barcode graphic object

o Edit it.
. Select Column 24 (enrolment number).
. Change the Style to Barcode and the Border Style to None (barcode readers don't like

tight borders).
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i, Properties for Barcode

M ame | Barcode

| width [1005 | Lett [0 |

oo

Height [1005 | Top [0 |

Picture E] |

Style

Barcode  w
Border Shyle MNond |+

Fiart

il N EE
Bold [ .
[talic ]

[Inderline "]

Backaround Trans@

Ok

Show Graphic
Barcode Settings
Orientation iHu:urizu:untaI w |
Type |Three af nine LvS |
Text | |
Aligrment iLEft b |

Cancel

Figure 32: Setting properties for a barcode

The graphic object will change to display a barcode.
Note that the barcodes rendered on screen will be much coarser than the final printed barcodes.
This is because the number of dots-per-inch on the screen is not as fine as the printer.

L}

Click preview &bt to see a sample of the final effect.

Figure 330: Sample barcode

If the Show Graphic check-box is un-ticked the graphic will display the either the text that is
entered in the Text box or, if a column other than O is set then the contents of the column will be
shown. Note that the Orientation can be set to Horizontal (default), Vertical or Other. If Other is
selected then an orientation wheel is displayed and you can set the orientation at any angle. In
this case we’ll add the student name as a graphic and display it at a jaunty 45 degree angle.
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. Properties for Name

M ame | Mame

| width [1005 | Lett [0 |

o (o

Height [1005 | Top [0 |

Picture E] |

Fiart

il N EE
Bold [ .
[talic ]

[Inderline "]

B ackground

Ok

o /", Showe Graphic
o

Barcode Settings

tientation | Dther v|
Type  |Thieeofrine  +|
Test | |
Alignment | Left v|

Cancel

©MUSAC 2014

Figure 34: Example of displaying text on an angle

Y
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19.4 Fast lists

Fast lists are tabular lists based on the same design structure as user-defined lists.

There is a three step ‘wizard’ process to complete before arriving at the final list. You can save the
result and later modify it using the user-defined list dialogue.

Step 1: Choose a primary filter

The primary filter can be one of three possibilities:

. The current filter as displayed on the main SMLists screen.

Stepl | Step2 | Step 3 |
Select records to be included in main filker {or set a Filker at Step 3)

(%) Current Filker
() Schaal

Selection from current
@ filter

Output Style
(%) Standard
() Existing label

Figure 352: The Fast Lists coarse filter

. The whole school - which will allow sub-choices of status and/or gender. The screen for
this selection is shown below.

“ Fast Lists
Step 1 | Step 2 | Step 3 |
Select records to be included in main filker (or set a Filter at Step 3)
Status
OFurrent filker Status
(OF: Delete
o) Selection from current Ful time
filter Leaver
Part time
Output Style Pre-enralme
(%) standard s
() Existing label Cendes
Female
Mals

Figure 363: Fast Lists filter — whole school

o A selection of individuals from the current filter. The screen for this selection is also shown
below, via which you can select those students whom you wish to have included in your
list.
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Step 1 | Step 2 | Step 3 |
Select records ko be included in main Filker {or set a filker at Step 3)
Surname / Preferred Mame | ¥ear |Form House | Gender | Status ~
() Current Filker : 2 b
() school - -
S election from current ' . -
Output Style -
(%) Standard -
() Existing label - F
Figure 374: Selecting individual students
Step 2: Choose a sub-filter
. A secondary filter can be applied to the selection of students. This filter will be applied to
the group selected in step 1.
. The sub-filter can be one of year level, horizontal group, vertical group, ethnicity or option
group. When a new tab is clicked, all items in the list are selected by default.
. Use Select All / Select None to assist your selection. The page headers for each list will

be based on the filter chosen in step 2 above.

Stepl | Step 2 | Step 3 |
Select a field For grouping and secondary filker {click the tab to set a group - click header to selectfunselect all; else click, chrl-click, click. drag)

Vear | I I I I I

E Select Mone 1

Figure 385: Selecting an item from the sub-filter
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Step 3: Choose the database columns to be included in the list

Step 1 | Step 2
Sefect fields to be printed

Fields to be Included Blark Cournns Format

Family Name 0 =5 How many? (&) Normal; strict alphabetical
First Mames >

Preferred 15 ‘wideh (mm)
Gender

This Year

Form DOthes Settings ()B: year descending

House
Mext Year Page Setw.., () C: Year ascending with breaks

Formi{Nesxt year)
i v O o emm s
MoE ethnicities 1

Envol#

Stakus e (JE: Year ascending with brasks and totals
Last Year Level

FormiLast Year) Fant nams

House(Last Year)
i | Extend last column
Option 2008/14 drd ¥,

Option 2008/18 10 Wl [[]Genders separate
Option 2008/1C Aies | 10 G
Option 2008/ 1D

e
Cption 2008/1F =

Option 2008(1G

Option 2008/ 1H

Option 200811

Option 200813

Option 2008/ 1K

Option 2008/1L

Option Z008/1M

Option 200811

Option 2008{10

Option 2008/19

Option 2008/1Q

Option 2008/1R

Option 200815

Option 2008/1T

Option 2008/1U

Option 2008/1Y

Option 2008/1W

Option 2008/1%

Opkion 2008{1Y

ROE

() A year ascending

OO E®O

gooooo

[ isable headers

Oooooooog

joooooo

1000000

Ooool

Main filkers: Full time and Part time students {0 records currently loaded)

Figure 396: Fast lists extra parameters

. The columns that can be selected are shown on the left. There are also some basic list
formats and other formatting options on the right.

o In the centre of the screen are three buttons.
o The first allows you to set the page setup, via the screen shown below.

Page Setup |E|E|

Papsr

S [ - |
Sowoe | Printer Auto Select =l
Oreriafion Wgns |milimsters]

& Pgrait e 5 pgw [13
 Landscaps | | Iem 75 B [116

Cancel Pt

Figure 407: The Page Setup screen
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e The next button applies a filter to the students being included, via the usual student filter
screen, shown below. This will supersede any previous filtering you may have done at step
1 and 2.

Options MZ0A Standards Activitiez

S “Years Formes Houses Gender, Place & Ethnicity Columnz b ark, Books
rears Selected Forms Selected Houses Status Type
Tear 0 A | 10F | | BAREK | Full time | | Regular student |
Tear 1 | 11aTe EIRH | Pait tine | International fee-paying student |
Tear 2 1000 SPRT Leawer | Intermational Exchange student
Year 3 118H STUD Pre-enrolment | External student
Year 4 11BG Delete | Regular Adult student
ear 5 12BE | Mot attending
Tear B 12LE | | Returning Adult student
Tear ¥ 1340 | Student in Alternative Education
Year B 13PM | Student in separately funded unit
Year 9 9FE | Student at a Kura Teina [Developing |
Year 10 9TC | Satelite class student
rear 11 - - | Teen Parent regular > max. rall
Year 12 ; Reset the filter to just | | Teen Parent reqular adult > maz.
“ear 13 Full and Part time | Retum. adult att. teen p. unit
Year 14 | | | students | Teen p. elig.+ enrolled regular w

[ 5elect individuals from all students [ Select individuals from current filker

;:-U_nspecified V' [ Apply ] [ Save ] [ Cancel

Figure 418: The Student filter

. Once you have decided on your filter, the buttons in the bottom left of the screen can
record the details of the filter. This filter will then be available for any of the lists you print
via the printing utility. The four little buttons allow you to :

Replace the current settings in this filter
Rename this filter

Save the current settings as a new filter
Delete the selected filter

. Once the selections have been made, you can save the list by clicking Save.

. Click Print to generate the list and display them in preview mode.
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19.5 Special Lists
This section offers a range of specially designed lists, some of which are quite sophisticated.

The main screen offering the various choices is shown below. On the top left of the screen are the
various lists.

Below on the left side are the previously saved list definitions. At the bottom centre is the area
where you can specify how you wish to have students grouped when printing for multiple groups.

On the right side of the screen is the area where you specify details relating to your printer and its
paper size and shape.

1l special Lists 7 ||
Avallable Lists No List Selected =] Page Setup

Frincpals Lst Mg :
Famiy Address Lists tieader () 10 -
Caregper 2nd Hlectoral Lsts Footer () 10 =
e Lot - -
Fuanaratie Categony Lits |
Ages | Bwthday Lists Tomimm) 20 =
Coroghr Flagilas gottom (o) (20 =]
Papup Ple Lits =]
Medical Lists eft(mm} 20 E
Pl Acddress Lits |
Barrdom Grougn Biche e} 20 2
Print Lsbets Paow Siae
Pucture Report o
Group Photo Report o -
Barcode Report
10 Cord Rieport wdth fmm} 210
T kst =
Fuure Shirgs Lat gt (v} 297 |+
Wi wa arvobed a6 a7

[iTs——

Eportrar (L andscapn

Fank: | geial -
Comns

tober (1 |
Seperation i) 15 |+

Sawved List Definitions Groupings

3 Group by

'.-—_| Mone -

m
[ Save as shared 1 i

LHCE) [Com o

Figure 429: The main special lists screen

Each of the various lists has its own particular specifications and options. These are displayed as
each is selected.

A few examples are provided to give an indication of their nature.
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Principal’s list

Available Lists

Principal's Lisk

Farily Address Lists
Caregiver and Electoral Lists
Guardian List

Renamable Category Lisks
Ages | Birthday Lists
Caregiver Flag Lists

Papup File Lists

Medical Lists

Pupil Address Lists
Random Groups

Prink Labels

Picture Repart

Group Phota Repart
Barcode Report

1D Card Report

Twi lisks

Future Siblings List

who was enrolled as at, .7

Figure 430: The Principal’s list options

Principal's List

Include
[[1Basic details only

Phaotographs

Care givers

Enrclment details
Renamable categories
Sensitive information
Medical details
Timetable options
MOE details

Pupils pet page | column

| 1 per column v|

Font: | Arial

An example of a student’s entry in this list is shown below.

Principal’s List Datz printed: 02,0307
Biblo (Biblo) ABagains
Tear El Hodalstt ho ke
Fom : = Hatalte
Groap: Wi
Ge wler: Mak
Date oLt 01017195
Ty Fe g ars mek it
Honze:
Caregivers
[Sarearer [ Ham & [&ddress [Home Phons | Wirk Phons | Call Fhong
[Motier [EEanon:, BBl [ Holb Hok | Hol e [ 1234656 |EE=H] |
E nrelment D etails
[Enrciment Ho.: |l | [Ca® firstefarfed: | EXEIEY
[[Pre ous Sehool: | | [ Ca firsfathended: [oTmeemT
R enamable Categories
Za ke gony Column 1 Cdumn 2 Column ¥ Column 4
MOE et hERES 1 Hotstated
HosE 1 Hewe

Mexdical Details

[Docr: [ ot ckd

Timetable Details

Figure 441: A Principal’s list page
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Family address lists

il Special Lists

Available Lists Family Address Lists

Principal's List

Family Ad 5
Careqiver and Eleckoral Lists (2 Based on pupil name and address
Guardian Lisk

Renamable Category Lists
Ages [ Birthday Lists
Caregiver Flag Lists
Popup File Lists

() Based on Family data

Based on pupil name and address:

Medical Lists

Pupil Address Lisks This process uses the student's surname plus their
Random Groups 'page ong' address fields as the sort key and groups the
Print Labels output based on changes to this key.

Pickure Report
Group Photo Repart
Barcode Report

1D Card Repart

Based on family data:

Thiz process uses the details of the student's attached
family. The family details deta includes a title, salutation
and the ID of the primary caregiver. This IDis used to

Twi lists |00k up that caregiver. The list includes the family title
Future Siblings List and the address and phone details of the primary
who was enrolled as at...? caregiver followed by the basic detsils of each student

sttached to the family.

Font: [ rial -

Figure 452: Family address lists

F amihy R oll Based on address [rate printed: 02803407

Figure 463: Family address lists

An example of a partial family address list, where the emergency caregiver is highlighted in yellow.
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Caregiver/Electoral Rolls

Available Lists

Principal's Lisk
Farily Address Lists
iver and Electoral Lists
Guardian List
Renamable Category Lists
Ages [ Birthday Lists
Caregiver Flag Lists
Popup File Lists
Medical Lists
Pupil Address Lists
F.andom Groups
Print Labels
Pickure Repart
Group Photo Report
Barcode Repart
1D Card Report
Twi lists
Future Siblings List
Who was enrolled as at...?

il Special Lists

Caregiver and Electoral Lists

Farmat

() Careqiver lists () Caregiver mailing labels

() student caregiver list @) Student caregiver mailing
labels

O Mumber voting papers

[initials on firstname:

Include

[“]Full time
Voting rights s Flag set

O #ll caregivers [Cpre-enralled

Constraints
Pupils who started
L2f12i1930 here after this date

[IEnable print ko kext file

Font: | arial

Figure 474: Caregiver/electoral roll settings

Guardian list

This generates a list of those students whose family name differs from that of their prime caregiver

and has no parameters.

Renamable category lists

Available Lists

Principal's List

Family Address Lists
Caregiver and Electoral Lists
Guardian List

Renama 'y
Aqges | Birthday Lists
Caregiver Flag Lists
Popup File Lisks
Medical Lists

Pupil Address Lists
Random Groups
Print Labels

Picture Repart
Group Photo Report
Barcode Report

1D Card Report

Twi lists

Future Siblings Lisk
Whio was enrolled as at...?

§.I Special Lists

Renamable Category Lists

Categaries Ikems

Mok ethnicities ~
House a
Cld ethnicities

Academic T

Ackivity Wieek

Categary 6

Categary 7

Cultural Activs

Hobbies

e

< i I '3

bt

If no Ikem selection is made, records with blank entries
will be: sought, IF the 'include blanks' box is checked,
records with blank entries will be shown,

Calumns

M1 [z M3 4 [Jinclude blanks

[ 5ummary anly

Font: | Arial

Figure 485: Renamable category settings
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Ages/Birthdays lists

This list can be used to identify those of a particular age or birthday.

Available Lists

Principal's List

Fanmily Address Lists
Careqgiver and Electoral Lists
Guardian List

Renamable Categaory Lisks

Ag dirthday
Careqiver Flag Lists
Popup File Lists
Medical Lists

Pupil Address Lists
Random Groups
Print Labels

Picture Report
Group Photo Report:
Barcode Report

1D Card Report

Twi lists

Future Siblings Lisk

WWhao was enralled as at, .2

il Special Lists

Ages / Birthday Lists

() Born after:
() Born before:
() Born between the above bwa dates

() Born in month:
@ Age at:

[ 5art by date

Shiowe

|:| Year
Form
House

Font: | Arial

Figure 496: Age / birthday settings

Caregiver flag lists

Available Lists

Principal's List
Family Address Lists
Caregiver and Electoral Lists
Guardian List

Renamable Cateqgary Lisks
Ages [ Birthday Lists

Popup File Lists
Medical Lists

Pupil Address Lisks
Random Groups
Print Labels

Picture Report
Group Photo Repork
Barcode Report

1D Card Repork

Twi lists

Future Siblings List
‘Who was enrolled as at...?

iB Special Lists

Caregiver Flag Lists

| Invoices b |

Include
(%) show careqgiver postal address
() Shaow caregiver residential address
Show student's Form
Show student's House

Look fat, ..

@‘r’es
QND
(Either

Font: | Arial

Figure 507: Caregiver flag list settings
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Popup file lists

Medical lists

©MUSAC 2014

Available Lists

Principal's List

Family Address Lists
Caregiver and Electoral Lists
Guardian List

Renamable Cateqgary Lisks
Ages § Birthday Lists
Caregiver Flag Lists

Popup File

Medical Lists

Pupil Address Lisks
Randaorn Groups
Print Labels

Pickure Repott
Group Photo Report
Barcode Repart

1D Card Repork

Twi lisks

Future Siblings List
Who was enrolled as at...?

iB Special Lists

Popup File Lists

Categories Items
make sure Theep up v ~ Clutha
L Huruni

Accepting school narme Manawatu
Another School next v More
Assistance approval Otaki
Attainment Level F.akaia
Awa Rangitata
Before beqginning an wi “aikato
Before beginning an wi ‘e aimakariri
Before beginning an w i aitaki
Benchmark 4 - Catego Waitara
Billing status Whanganui
Birth C|Benchmark A - Category

Boarding Code

Bioarding Status w

< |
Selected Awa
{Small popup list, All items are listed. )

Font: | arial

Figure 518: Popup file list settings

Available Lists

Principal's List

Family Address Lists
Careqgiver and Electaral Lists
Guardian List

Renamable Category Lists
Ages | Birthday Lists
Careqgiver Flag Lists
Popup

P

File Lists
| Li

Pupil Address Lists
Random Groups

Prink Labels

Pickure Repoart

Group Photo Repart
Barcode Report

1D Card Repart

Twi lists

Future Siblings List

Who was enrolled as at,. .7

Figure 529: Select required medical condition

is Special Lists

Medical Lists

Include
() all students in filker
(10nly those with entries in:

[rage break between sach student

Font: | Arial
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Pupil Address lists

Available Lists

il Special Lists

Pupil Address Lists

Principal's List
Family Address Lisks

Guardian Lisk

Ages [ Birthday Lists
Caregiver Flag Lists
Popup File Lists
Medical Lisks

Pupil Adc

Random Groups
Print Labels

Pickure Report
Group Photo Repart
Barcode Report

1D Card Repart

Twi lists

Future Siblings List

Student Labels

Caregiver and Electoral Lists

Renamable Category Lisks

‘Who was enralled as at...?

() show pupil address

() Showe primary caregiver address

Font: | Arial

Figure 530: Address list settings

Avallable Lists
Fricipal's List

Famby Addeess Lists
Caregiver and Electoral Lists
Guardian List
Feramable Cabegory Lsts
Biges | Bethday Lists
Caregver Flag Lsts
Fopep s Lists
Meadicdl Lats
Pupd Address Lisks
Earvdorm Grouges

| e

Ficturn Raport
Group Photo Report.
Bawcade Report

10 Card Report

o bts

Future Shings List

Who was enroled &5 a7

4l special Lists

L7161,08161 (6 x 3)

Cokmres Fows
=
Separstion Separshion
ickh 0 Heighe:

[Pt et labed trchors [ Boeider coour
£m cal(3)] [em cal{f))

Saved List Definitions

L7068,1 7260, 316517768 (2 x 1)

==

2
7, MIGTATST (L x 1)
L7 bt 30066 (3 5 2)

Groupings

Grom by, Theriby..
None -

Figure 541: Label settings

Click Edit label to design the label, using the code insertion process in the Word Processor.

To remove blank address lines and add a post code, enter the scripts below in >Print Labels>Edit
Label, with no spaces in the caregiver’'s address for caregiver one. Student name followed by the
family name and addresses in a continuous line (must not press Enter between address lines),

©MUSAC 2014
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then followed by postal code. Ensure the city is the last address, although it doesn’t matter which

address line, and that the post code follows the city.

For ‘Reports Yes’ setup:

{cm.col(3)} {cm.col(1)}
{cm.cg('B45") Hem. . IHF('{cm.cg("15")}'<>""chr(11) & "add 1: {cm.cg("15")}"

S"YHem MF({em.cg(("16™)}'<>"",chr(11) & "add 2: {cm.cg("16")}"
S"YHem MFC{em.cg("17")} '<>"",chr(11) & "add 3: {cm.cg("17")}"
S"YHem MF('{em.cg(("18™) }'<=>"",chr(11) & "add 4: {cm.cg("18")}"

S"YHem F(C{em.cg("19")'<>"",chr(11) & "add 5: {cm.cg("19")}" ,"")} Post code:

{cm.cg("110™)}

For ‘Mail to whom’ setup:

{cm.col(3)} {cm.col(1)}
{cm.col(@d)Hcm.NF("{cm.cg("706")}"'<>"",chr(11) & "{cm.cg("706™)}"

S"YMHem NFC{em.cg("707") F'<=>"",chr(11) & "{cm.cg("'707")}"

S Hem NFC{em.cg("708™M) }'<>""chr(11) & "{cm.cg("708™)}"

Y Hem FC{em.cg(t709™) F<=>"",chr(11) & "{cm.cg("709")}"

S"YHem MF(C{em.cg("736) )} '<>"",chr(11) & "{cm.cg("736™)}" ,"")} Post code:
{cm.cg("768")}

Barcode report

The barcode report produces class lists of students and their barcodes.

il Special Lists
Available Lists Barcode Report
Principal's List
Family Address Lists Mame Format
Caregiver and Electoral Lists (&) Use First names
Guardian List
Renamable Category Lists O Use preferred name
Ages | Birthday Lists @® Two linss
Caregiver Flag Lists ) !
Popup Fils Lists O single line
Medical Lists
Pupil Address Lists Include
Random Groups Yerp
Print Labels
Pickure Report Farm
Group Photo Repart House
- - +| Enrolment b
ID Card Repork R
Twi lisks Phota
Future Siblings List [] show barders
Who was enralled as at...?
Font: | Arial v

Figure 552: The barcode settings

Iwi Lists
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il Special Lists

Available Lists Iwi lists
Principal's List o
Farnily Address Lists ki
Caregiver and Electoral Lists Aakea ~
Guardian List Magd Rauru
Renamable Cateqgory Lists Mg Tahu | K& Tahu
#ges | Birthday Lists Q& Tai {Tauranga Moana/Mataatua)
Caregiver Flag Lists Mgépuhi
Popup File Lists Moati Apa, area unspecified
Medical Lists Mgati fwa
Pupil Address Lists No&ti Haua, region unspedified
Randaom Groups Mgati Kahungunu, region unspecified
Print: Labels Mgati Porou
Picture Report Ngati Raukawa, region unspecified
Group Phiota Report Naati Ruanui
Barcode Repart MNaati Toa, region unspecified
10 Card Report No&ti Tawharetoa
T lisks Mgati Wai -
FuniE bl Exclude ivis with no students
‘Who was enralled as at, .7 Select Al o
|:| Each iwi on a separate page
Font: | Arial w

Figure 563: The iwi list settings

Future Siblings List

il Special Lists

Available Lists Future Siblings List
Principal's List
Family sddress Lists Include
Careg?ver ..and Electoral Lists Mot
Guardian List
Renamable Category Lisks Family ko which sibling belongs
Ages [ Birthday Lists Date of birth

Cateqiver Flag Lists )
Papup File Lists Arrival date

Medical Lists [ Enrolment date
Pupil Address Lists

Random Groups [ comments

Print Labels

Picture Report Siort by

Group Photo Report (&) drrival Date | Sibling's Famity § Sibling Mame
Barcode Report
1D Card Report:
Twi lists

Future Sibling:

Who was enrolled as at...?

() sibling's Family | sibling name
() Date of Birth | Sibling Mame

Font: | Arial b

Figure 574: The Future Siblings settings

©MUSAC 2014

413 of 531



Student Manager
MUSAC Classic 2014

Who was enrolled as at ....?

©MUSAC 2014

i8 Special Lists

Who was enrolled as at...?

Available Lists

Principal's List

Family Address Lists

Careqiver and Electoral Lists

Guardian List

Renamable Category Lists

Ages [ Birthday Lists

Careqiver Flag Lists

Popup File Lists

Medical Lists

Pupil Address Lists

Random Groups

Print Labels

Picture Report

Group Photo Report

Barcode Report

1D Card Report

Twi lists

Future Siblings List
entolled as at...?

__L_i February 2005 ‘_j_l

41 2 3 4 5 B
o8 3 10 11 12 13
14 15 16 17 18 13 20
21 22 23 4 2% X% X
28: 1 2% 43 o4 B B

o

T3 Today: 2371072008

Shiow

[Jvear level

Form

Group [ 5art by date

Font: | Arial

Figure 585: The Who was enrolled as at ....? and settings
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19.6 Tables

Status Option Besides these, there are two other sources of analysis
by class tables, The first is the 'Data grid' available via student
Level sizes editing, and the second is via 'graph design' in Classroom
Manager where you may design yaur awn tables,
Level by PD.F'UP
file
Form i
analysis
L'?EI Student
y timetables
House
Form Finding
by students
House
MOE
Level
details

Figure 596: The table printing options

The first step in generating a table is to make the decisions offered on the following screen.

Include Which ear?
(%) all students (%) This year
......................................... o Al
Status © Apply a fiiter
by

Level Frint farmat YVearLevel Tvpe
{}:' Porkr aik @' Academic year
() Landscape () MOE “ear

Generate the Table

Figure 607: The table settings

Once the two decisions have been made, click Generate the table and the students’ data will be
scanned to prepare the table. Along the way, any students whose relevant data is found to be
suspect are listed and, at the conclusion of the scan, their names and suspect entries are
displayed. These can either be printed or not.
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The usual processes relating to a preview apply. You can enlarge/reduce the display using double
left and right clicks on your mouse. You can drag an enlarged table around the screen to view
different areas more closely, and you can print the page or pages concerned, all using the buttons

at the top of the display.

‘Vertical group’ is generally the students’ rooms in a primary school and their house or tutor group

in a secondary school.

The same processes apply in the generation of this table as those which applied in the previous
example. You must make the same two choices, and after the scan, any suspected faults will be
listed. An example of such a list is shown as follows.

i Level by

Include which Year?
(%) all students (*) This year

() apply a filker () Mt year
Print farmat

G:' Partrait
() Landscape

Include only non-zera calumns

[5cale to fit page

Generate the Table

Figure 618: A Level by Form/Class selections

An example of a Level by Vertical Group table is shown below.

Level Year T Year & Year 9 Year 10 Year 11 Year 12 Year 13 Year 14 Year 15 Totals
House M F M F M F M F M F M F M F M F M F M F T
Urknown 1 1 1 1 2z 2 4
sl 3 3 3

by
DiLin g T 449 E1 a6 33 29 244 | 244
AT 12 G 44 A al a1 i 223 | 225
hAALIR i) -] 1 ] a6 27 39 242 | 242
WA b 10 G bk} At 44 37 32 247 | 247
WHAD 2 4 g 13 4 3 31
WWHARN 3 1 25 ] 37 36 40 180 | 180
X
Lt ] 7 g 2 20 2 24 2 1 a7 14 71
i
Totas 42 S| 26 23 26 g 26 20 17 25 17 1 5 99 18| 124
i 1 0 9 il 5] T
Figure 629: A Level by Form/Class/Group table
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Level by Group/Tudor (Horizontal)

Include Which Year?
@ &l students (%) This year
) Apply a filker (O Next year

Pririt farmat
@ Portrait
() Landscape

Include only non-zero columns

Level [ scale to fit page

House Generate the Table

Figure 630: A Level by Group/Tudor selections

Form by Group

Again, the same choices are presented, but this time the chart cross references the class by
horizontal group numbers.

Inciude ‘Wwhich Year?
S = i
() all students (%) This year
e 0
() Apply a filker ) Next vear
Print format
(&) Portrait
(O Landscape
Generake the Table
Form
by
House

Figure 641: A Level by Group/Tudor selections

MOE Year levels

This table is simply a list of students displaying their year level, their start date, their birth date
and their Ministry of Education year level. For most students their year level and MOE Year level
are one and the same but for young children they may be different. A child beginning school in the
second half of a year is deemed to be in MOE Year O even though in Year 1 at school. This
imbalance can continue through primary school so that some students in their last year of a
primary school may be in MOE Year 7 and others in MOE Year 6.
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Option class sizes

MOE
Level
detnils

Figure 652: MoE Level details selection

Include
(51 8 studenits
) Apply & Fter

Pt fomat

(& Portrak
) Landscape

iZenerate the Table

This table displays the number of students in each of the option classes at each level within the

selected set of options.

The first step is to select the option set and the required level, via the screen shown below.

Popup file analysis

Option
class
sizes

Option Class Slzes
1. Select aption set
2008 Frst Chokce Options 2008w

2, Select el

Kindergarten ~
n

z

Standard 1

Shandard 2

Standsrd 3

Standsrd 4

Form 1

Form 2

w

. [Z] Seleck from current fiker (sise totals inchude leavers st )
Privk fosmat
(@) Portrait
CiLandscaps

S [ GeeateTae |

Figure 663:

All of the various popup files are displayed

©MUSAC 2014

The set and level choices

on the selection screen, as shown below.
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Popup file analysis

Select a column | popup

Column Connected popup
Invaices YesNo
Reports esiMo
Mationality Mationality
Language Language
Popup Previous schoal Schoal
file Farm Farm
ﬂnﬁlysis House Tutar
Faorm{Mext yvear) Form
House(Mexk year) Tukor
Gender Gender
Type Type
Special Education Special Education
Status Skatus
Relationshipl Relationship
Include Pririt format
=) all students (%) Partrait
) Apply a Filker () Landscape

[¥]1nclude only non-zero columns

’ Generate Table ]

Figure 674: Selecting the popup for analysis

Student timetables

To print timetables, make your format selections from the range of possibilities offered via the
following screen.

Single page timetables, or more than one per page, can be printed.

Individual Student Timetables
Timetable cell Format:
(3} Line, class and room on separate lines
(I Line | class and room on bwa lnes
) allan one line

Prink fiormat
(&) One timetable per page (portrait)
() One timetable per page (landscape)

() Two timetables per page (portrak)

() Thres timetables per page (portrait)

Student by
Smutakilas () Four timetables per page {landscape)
Select aption detals
Select year 2005 v
Select option sat
W
Select timetable
Path
Timetable : | Selact -
Select Students

Figure 685: The timetable printing settings

At the bottom of the area you can select the timetable for which you wish to print students’
entries. Once you have made your selections, move to the process of selecting the students’ for
whom you wish to print. This screen follows.
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Stude YA
Apply a Filker 3

£

Print arder

@ Alphabetical
OBy year

Student OBy Form
timetables

() By House

None selected

Generate v
i Pl 2

Figure 696: Selection of students

Following this the timetables will be printed.
Finding students

To find students, the first step is to specify the day and the period concerned.

Select Day Select period
(%) Monday (%) Petiod 1
() Tuesday () Period 2
() wWednesday () Period 3
() Thursday () Period 4
() Friday () Petind 5
Obays () Period 6
Obay7? () Period 7
CDay & () Petind &
(Day 9 ) Period 9
(JDay 10 ) Period 10
Finding
students
[ Select Shudents l

Figure 707: Selection of the day and period

Once you have decided on the day and period, select the students whom you wish to find, using a
screen similar to that for timetable printing above. The screen is shown below.
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Finally, each student’s timetable will be checked to identify their whereabouts.

Apply a Filker

Select Al

i

Print arder

(%) Alphabetical
C' By year

O By Form

O By House

OBy room

Mone selected

Search for
students

Student:

ALABASTER, Kathryn I
AMEY, Emily 1
AMDERTOM, Helen E
ANDREWS, Emily ¥ 1
AMDREWS, Phosbe L 1
AMSTIS, Elizabeth C
AMSTIS, Olivia Kate
ATMORE, Stephanie 1M
AYLING, Kate E
BAILEY, Kakelin &
BAKER, Ernrna L
BALLIMGER, Tessa M
BARMETT, Alexandra G
BARRY-G0S3, Hannah E
BEISSEL, Dana
BEMMETT, Sarah P
BERGSTROM, Mikasla
BESLEY, Sarah L

BEST, Philippa
BLACKBURME, Emma &
BLACKEURME, Jenna &
BLACKEURME, Kate L
B0, Yizhou {Christing)

DARIMAT A ~bnd LU

Year

13

12
13
11

10
11
10
13
10
10
10
1z
11
1z

1z
10
1z
13
13

Farm
aTC
13PM
aTC
12BE
13PM
114H
aTC
10JF
114H
10
13PM
1076
10JF
10W0
12BE
114H
12BE
13PM
12BE
10
1ZBE
13PM
13PM

ATe

?

-

Figure 718: Selecting the sought students

Note: This process relies on the identification of the relevant timetable which can be set via the

timetable printing process.
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19.7

Settings

The Screen Settings, offers the following features:

Alteration the screen background colour

The addition of a ‘watermark’ on the main printing screen

The ability to enable or disable sounds

The ability to export or import selections of previously designed lists

48 5 Lists version 6.16.585

S Help
Disploy | Ele | Oiher |

Screen Texture

[S 4 lpphesbons] =]
= -

34B5

3 acchogs

| Backup

(1 conbmps

1 CMRemate
3 Config

[ documerilz

| emais

L1 E0vBackup
3 Emoriog

1 financial docume
IHep

] history

1 ImgBun
Jimports

[ Letzrz

20 Media

1 Nateols
draga

1 PastoraE sporte
I PO Synch.
dpdt

1 PLbmps:

J Setp

3 Shell

(2 smdacs

[ smdacsb

1 SMFinbkup
3 emitedocs

[ emiledocsh ~

Watermark

1] Enable walemark

Birthday Baby
1] Ensble bithday baby

Figure 729: Environment settings

Note:

If you are experiencing problems with performance speed the watermark should be un-

ticked and user interface set to Light Ul.

Screen texture

Initially, the printing screen will offer the same texture as that which you have specified in the
main part of Student Manager. However, you can browse your hard drive for other bit maps which
can then be used to paint the background of the screen in the printing area

Several alternative colours can be found in the \cm\plbmps subdirectory. These are from the
CMPlanner module. If you have this package installed then its colours will be available to you. The
selection screen is shown below.
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‘Birthday baby’ on or off

The bouncy baby who walks across the screen when there is a student birthday can be toggled on

or off.

Sounds

Birthday Baby
Enable birthday baby

Figure 73: The Birthday Baby display selection

The printing program will generate certain sounds at certain points to draw your attention to the
screen. These sounds can be turned on or off.

Sounds
[] Enable sounds

Figure 74: Sound display selection

Export/Import of previously designed user-defined lists

This process enables you to export a set of lists and to import it again at another site.

To export lists, select them from the top display, as shown below.

Dizplap | File | Dther

Export ! Import

Main Database Files

Export / lmport Files

=l\2) Root
= ) Shared
) Hostel addres/phane
il
n Testing
Frame letter
E) Previous Schools
B studert address details
) Class list, DOB, & age
E) studert bus detais
B ehi
=11 New Folder
Hostel students off
) Personal

l Cieate Expost File

l Locale Import File

File Editors

Figure 75: Selected designs for export

Open file dislog first time enteng uzer-defined lists
DOpen file disioq first ime enbering word processor

Once you have made your selection, click Create export file and you will be prompted to provide
a file name and location, after which the files will be exported.
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The import process is the reverse. You must first click on the bottom button to locate the database
containing the list definitions, as shown below.

Once located, you may select from the imported lists and have them added to your collection.

19.8 Filter

This screen, seen earlier in this chapter, allows you to create, save and apply a filter to the
students whom you wish to appear in a list. If you save the new filter then it will be added to the

list.

Unzpecified
ole Filter

Selecting Individuals

Dptions MZ04 Standards Activities

©  Years Foms Houses Gender, Place & Ethnicity Columns Mark Books
ears Selected Forms Selected Houszes Statuz Tupe
Year 0 o [100F [BARE Reqgular student ~
Year 1 | [10TE |BIRH International fee-paving student =
Year 2 100 SPRT | International Exchange student
Year 3 114H STUD | Pre-enralmest Esternal student
Vear 4 11BG | Delete Regular Adult student

5 12BE Mot attending
Year B 12LE Returning Adult student
Year ¥ 1380 | Student in Alrermative Education
Year 8 13FPM Student in separately funded unit
Year 9 9FE Student at 3 Fura Teina [Developing |
Year 10 97C Satellite clazs student
- - Teen Parent regular > mas. rol
Year 12 1 Reset the filter to just Teen Parent regular adult » max. 3
Year 13 Full and Part time Fietum. adult att. teen p. urit
Year1d  w [ students Teen p. elig.+ erralled regular v
[ Select individuals from all studerts ] Select individuals from current filker
Sample Filter v [ Apply ] [ Save ] [ Cancel

Figure 762: Choosing a previously set filter

Individuals from the whole school or from a pre-filtered group can also be selected.

In the case of a filtered group, first set a filter in the usual way by selecting items from the various
tabs. Then click the Select individuals from current filter check-box.
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Sumame / Prefenred Mame  vear  Form House  Gender  Status A
" 11 114H BARE  Female  Ful time '

w 11 11aH BIRH  Female  Full time

.o 11 11&H BIRH  Female  Ful time

11 11aH BARK.  Female  Ful time

11 11&aH STUD Female  Ful time

11 11aH SPRT  Female  Ful time

- 11 11aH STUD Female  Ful time

v - 11 11aH SPRT  Female  Ful time
. 11 114H STUD  Female  Ful time
- - 11 114H SPRT  Female  Ful time
11 114H BaARK. Female  Ful time

11 114H SPRT  Female  Ful time

11 114H BIRH  Female  Full time

- - 11 114H STUD Female  Ful time
- - 11 114H STUD Female  Ful time
1 i 11 114H BIAH  Female  Ful time A
[1 5elect individuals from all studsnts Select individuals from current filker

iSampIe Filtesr v/ [ #ppy | [ Save | [ Cancel |

Figure 773: Selecting individuals from a pre-filtered group

Select by clicking on the students you want to choose. If a random selection is required click the
button marked Random which will open an input box. Enter the nhumber of students to be included
in the random list.

Random 5election

Enter the number of students for randam selection

[ number between 1 and 96)

Cancel

]

Figure 784: Selecting a random group

You can arrange to view just the selected records by ticking the Show only selection check-box.

3]
Surname S Freferred Mame  “ear | |Form | Houze | Gender | Status ”~
- o — 11 114H BARK  Female  Full time .
] . 11 114H BIRH  Female  Full time
-+ - - 11 114H BARK.  Female  Full time
e v - 11 114H STUD  Female  Full time
. o - 11 11&H STUD  Female  Full time
- - 11 114H STUD  Female  Full time
-—— - ¢ - 11 114H BaRK. Female  Full time
- e 11 114H  SPRT  Female  Full time
- s v 11 11BG BIRH  Female  Full time
i o — 11 11BG BIRH  Female Full time
- - e 11 11BG BIRH  Female Full time
— - 11 11BG SPRT  Female Full time =
- e 11 11BG BIRH  Female Full time
N —— 11 11BG BaRK.  Female Full time
Sty e 11 11BG  SPRT  Female  Fulltime
. b 11 11BG SPRT  Female  Full time b
[ Select individuals fram all students Select individuals fram curent filter Show only selection [20]
iSampIe Filker v| [ #ppy [ Save | [ cancel |

Figure 795: Showing only selected items
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20 Pastoral

20.1 The Pastoral Utility

The pastoral processes within Student Manager provide you with a means of monitoring students’
behaviour — their offences, supports, and merits. (Supports are transactions which relate neither
to offences or merits.) Thus the pastoral utility can be used to record negative transactions for
students (offences), positive transactions (merits), and neutral transactions (supports).

Offences and merits may be given points, and these may be accumulated, to allow certain actions
to occur when a certain number of points are reached.

Letters can be pre-designed and brought up for a particular transaction, printed and/or filed. Filed
letters can be viewed and, if necessary, reprinted at a later date.

A quick view of a student’s transactions may be obtained via the document pastoral.dmt view the
main view/edit screen, but currently transactions may only be entered or edited via this utility. We
intend added the ability to enter transactions directly from the student pastoral document screen.
From the main Student Manager menu click the ‘Pastoral’ button for the main pastoral screen
below.

View / Enter Pupil's
Pastoral Data

Quick Entry Action

& Completed
FI
Fl
L
Ay ) )
Print Pastoral Lists
F
|
L
E Pastoral Utilities
R
User Specific
Defaults
Pastoral

Configuration

Pastoral Document
Design

Positive Behaviour
for Learning

Figure 255: The pastoral menu buttons

Down the left side of the buttons is a filter bar which, when clicked, displays the standard student
filter, as shown below.
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Activities
Quick Entry Action Mark Books Options NZ04 Standards
'; Completed @ ‘rears Forms Tutars Gender, Place & Ethnicity Colurnnz Type
E Years Selected Forms Selected Tutars Status
‘Year 8 10EL
v Print Pastoral Lists Y::: q 13‘% o =
F Vear 10 1004 10KA
| Vear 11 10w/ 10wia
L Year12 11ED SF&
T P ear 13 144 HA
£ Pastoral Utilities Vaar 14 aFs 905
= ear 15 SHA A
905 AASH
] == AGIR Fieset the filter to just
User Spedific AORR Full and Part time
Defaults AL a3 students
RMaY
o Pastoral
Configuration
Pastoral Document
Design Cancel Selection and
‘ Apply this Filter ‘ ‘ Redisplay all Students

Figure 256: The student filter

This can be used to restrict the search, displays and printing routines to just the filtered students.

20.2 View/Enter students’ pastoral data

To enter a student’s transaction screen, click on ‘View/Enter Pupil’s Pastoral Data’ button and the
following screen will be displayed. To view details later for the analysis of Offence data in graphical
format, click ‘Positive Behaviour for Learning’ for the graph options.

Show/hide columns

ABagains. Biblo 9 9A Wi = Newt »> ] Date =] showAl

Total Transactions : 2 Total Offence Points : 6 Total Merit Points : 0 Net Total Points : 6

<< Back

No. / Date Teacher
1| 21/02/2007 2.2
1/03/2007 2.2

Type Detaill Ptsl Detail2
Offence  Late - not signed in 1
Offence | Default offence 5

Prs2 Action Complete?
NE

/A

To sort by & column click on To view the complete details of an

New Transaction

I Eeputprs\rinusd:tailsl
Years 2006/2007 |

the column header individual transaction double click it.

Print this screen |

Figure 257: The transactions screen

At the top of the screen is a popup which enables you to select a different student. Type the family
name of the student required.

Alongside that are the Next and Back buttons for moving forward and backwards through the
currently filtered students.

An orange bar at the top of the screen displays the current student’s total points for offences,
supports and merits for the current year.

Below that is the transaction table, and below that are four buttons which allow you to:

1 Create a new transaction for this student

2 Repeat the previous transaction’s details for the current student
3 Change to display transactions for a different year

4 Print a list of the current student’s displayed transactions.
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Click on ‘New transaction’ to create a new transaction and the transaction details screen will be
displayed, as shown below.

Merit Support
Date 22/11/2011 * Time
Teacher *
Location
Points
*

Offences

and

points
Possible
motivation
Comment
Action

Action completed fes Mo (@) Mot applicable

Action
comment
Document
Other
T
t.larEeEn Minutes

< Back Mext == Delete Copy Ta... | Print | | Apply | | oK | | Cancel

Figure 258: A blank transaction

When entering an individual transaction it is important to note that it is not possible, nor is it
desirable, to mix both merits and offences on the same transaction. Instead you should create
separate transactions for offences and merits. Enter a transaction by filling in the various details.

The first step is to decide whether the transaction relates to an offence, a support or a merit.
Select this from the possibilities displayed on the screen. Time, Location and Motivation fields have
been added to align pastoral functionality with the Positive Behaviour for Learning work

implemented by the Ministry.

The first detail is the member of staff involved. Click in the area labelled Teacher and a list of the
staff members will be displayed — select from dropdown.

The order in the list may be set via User-specific defaults, dealt with shortly.
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Pastoral transaction detail for BRAKUS, Stephen 10 YrlD FC3
@ Offence ) Merit () Support
Date 22/03/2012 * Time
Teacher  |SMITH, JOHN *
Location Bike lockup
Points  offences

Offences * Default offence

and

points
Possible
motivation
Comment | MUSAC Classic 2012 [

’ 1 Please select the required entry from the displayed list.
¥ Mew entries may be added via Pastoral Configuration.

Action

Action comple

Action
comment

Figure 259: Selection of the Offence(s)

Once the staff member has been selected, if known record the location and move to the offence
itself. You can enter up to three offences per transaction and each may or may not have points
associated with it. When you click in an offence slot, the list of offences (set up via configuration)
will popup.

Select the offence(s) and your choice(s) will be displayed. Each offence can have a default number
of points set against it and these points will also be displayed when you select the offence. If you
subsequently wish to alter the default points then you can do so by editing the display.

Complete action and other details, none of which are essential for the transaction to be saved.
These are:

. An action comment — further details concerning the action which you have selected.

. Document — where you can refer to any document(s) associated with the transaction.
. Other — any other detail which you might wish to record.

. Time taken —the time taken in dealing with a transaction can be recorded.

. There is also a tick box which you can tick to signal that an action has been completed.

Once you have completed the transaction, click Save and you will be returned to the main screen
displaying the student’s transactions. The transaction is shown below.
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Show f hide columns

BRAKUS, Stephen 10 ¥rid FC3 [~] Type [+] [Showai
Total Transactions : 2 Total Offence Points : 0 Total Merit Points : 0 Met Total Points : 0
Meo./ |Type Date Time Teacher Location Detaill Pts1 | Detail2 Pts2 | Detail3 Pts3 Motivation Comment
1|Offence | 22/03/2012 SMITH, JOHN Main Building
2|Offence | 22/03/2012 SMITH, JOHN Bike lockup

Figure 260: Transactions displayed

In addition to creating a new transaction, you can repeat the current transaction for a further
student. There are three ways of moving to another student.

1 Use the Next button at the top of the screen. This is only useful if (most of the) students
in the filter are having the same transaction recorded against them.
2 Use the standard Alt-S key combination to bring up the student search tool, type in a little

of the required family name and select the required student from the list, either by clicking
on them or by typing the number alongside their name.

i, Student selection Q@@

|hr

1 TRETHEWEY . HICOLA
2 TROTMAMN, EMMA
'+ Search for family name

" Search for any part of name

" Search for student with caregiver

Figure 261: Searching for another student - method 1

3 Use the popup list of students at the top of the screen. Either click on the arrow at the
right hand end of this and the list will drop down, enabling you to select the next student
required, as shown below, or simply type in the student’s family name.

If you simultaneously have the view/edit window open, displaying a student’s documents
(detail screens) then switching to a different student here will cause those other screen/s to be
updated too — so that when you Alt-tab back to the view/edit area the selected student’s
documents will be visible. On a slow network this may take some time, and it is best to hold as
few documents open simultaneously as possible.
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ABACROMEIE. JIMMY 4 9HG long -
CAMPBELL. DUANE 11 Al
CAMPBELL, GRANT 3 9HU pints |
CAVU, TEENA 13 135K

CHAINEY, LAITE 13 135K VFA4 tail2
CHRISTIE. KAREN 11

CHRISTIE. MICHAEL 13 135K VF1

CLARK, BRUCE 3 9KA

CLARK. PHILLIP 10 ¥

Figure 262: Searching for another student - method 2

Once you have the required student displayed, click on the second button, Repeat previous
details, and the transaction detail screen will appear, with the previous details displayed, ready
for your alterations and/or approval.

Pastoral transaction detail for TRETHEWEY. NICOLA
Date |25.r'05.r'2004
Teacher |Davenporl, Denniz Paints Offence
Ment O
Offence Stealing 4 '
and Suppart
Points
Comment Took the apple from my desk
Action Detertion Action completed [~
Action Must bring me a new apple tomomow [Granny Smith)
Document |Lelter zent home
Print &
Other | Time taken |? minutes document
| | | Save | Cancel

Figure 263: The repeated transaction

20.3 Offence data PB4L Graphs

Graphs displaying the analysis of Offence data are shown (by default for the current year) by:

Location
Time
Student
Motivation
Offence Type
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To include transactions from other years, click on the drop down at the top of the screen and tick
the desired year/s (at least one). When more than one year is selected, the years are over-laid.
For example, transactions for January 2011 and January 2012 would appear as bars beside each
other. By un-ticking the ‘Overlay Years’ check box at the top of the screen, the bar for January
2012 appears after December 2011. The same data underlies both graphs, only the view is
changed.

Positive Behaviour for Learning

Include transactions for thess years - 2012 A v [ overlay years |_|
Humber of Offences | - By Location ‘ -ByTme | -ByStudent | -ByMotivation | - By Offence Type
= Print Graph | | [ Copy ko C\iphnard| ‘ F Expart |
Number of Offences - By Location YEAR.

O zmz

Mumber of OFfences

Main Buildingt
School Grounds
Canteen
Fronk Foyer
Eiike Lockup:
Mok Recorded

Swimming Pool and Changing area

Laocations

To display the actual value represented by a specific bar, hover the mouse over the bar and the
data value will pop up as a label above it. Subsequently By Teacher and By Action options have
been added.

Positive Behaviour for Learning

Indude transactions for these years - 2013 * v [@overlay years I_l
Number of Offences | -Bylocaton | -ByTime | -ByStudent | -ByMotivation | -ByOffenceType | -ByTeacher | -ByAction |
=i Print Graph | I "1 Copy to Clipboard| l F Export | @ Average offences per day per month *) Dffences per month

Average Number of Offences per Day per Month

©MUSAC 2014 432 of 531



Student Manager
MUSAC Classic 2014

Output

e Each graph can be printed directly to the default printer by clicking the ‘Print graph’ button.

e Each graph can also be copied to the clipboard as an image by clicking the ‘Copy to Clipboard’
button, and then pasted directly into another document.

e Click the ‘Export’ button above a graph to create a file containing the data in comma-delimited
format which may be opened in Excel.

e The ‘Number of Offences’ graph has the option of displaying the average offences per day per
month — or alternatively, the total number of offences per month. Select the option required
using the option buttons above the graph.

e The ‘Number of Offences — By Time’ graph has the option of displaying the number of offences
to the nearest hour or to the nearest quarter hour. Select the option required using the option
buttons above the graph.

e The ‘Number of Offences — By Student’ graph contains all the students in the filter. If there are
a large number of students in the filter, the graph can become difficult to read. The filter should
be adjusted to contain a smaller number of students.

Select another year

The following screen will appear, allowing you to both select a different year, and to make it the
default year to be used whenever you visit the pastoral utilities. In the example below, there are
only nine transactions for the current year and no other transactions are available for other years.

. Pastoral year selection D@@

Avalable years

2004 [9 tranzactions]

M ake thiz selection the default -
zelection far the curment uzer

Froceed Cancel

Figure 264: Selecting a different year

Print this student’s transactions

If you click the fourth button, the current student’s transactions will be sent to the printer, with
the preview being displayed, as shown below.
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ABACROMBIE, JIMMY 4 9HG long

Total Transactions : 1 Total Offence Points: 4  Total Merit Points : 0  Net Total Points

Ho. |Date Teacher Type D etail Pts | Detail2 Pts | Detail3 Pts | Action
2

-

1 250672004 | Davenport, Denniz | Offence | Stealing 4 Dretentior

Figure 265: Printing a student's transactions

Before moving on, there is the button in the bottom right hand corner of the transaction details
screen.

You can either click Print document as you finish recording a transaction, or you can subsequently
double-click on a transaction from the displayed list of transactions. The latter step will take you to
the transaction details screen where you can edit the transaction and/or click on the button to
print a document. When you do that you will move to the document printing screen, which follows.

Documents available

past].dmt
Pastoral.dmt

Either:

Click on a docunment
to select it and load
the printing routine

Click the bulton below
to retum lo the
shudent’s ransaction.

Exit wi .

Figure 266: Selection of a pastoral document

Any documents designed for use with the pastoral utility will be displayed. (We shall deal with the
design of these documents later in this chapter.) Select the document which you wish to print. If
you have not saved the current transaction then the following message will allow you to do so.
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The transaction just alteredfentered has not yet been saved. You may not print a document unless you save the kransaction,

Do you wish bo save it now?

Figure 267: Saving the current transaction
Finally, you will arrive at the document preview screen, shown below.

M Pastoral.dmt  ABACROMBIE, JIMMY

Sample Pastoral Document

Dear

This is a letter concerming JIMMY ABACROMBIE

On 081 272004 your son was found to be involved in Stealing

The teacher involved, Davenport, Dennis, decided that the punishment should be Detention.
Yours sincerely

Des Ciplin
{Coordinatar)

Figure 268: The document displayed

You may or may not be entirely happy with the document in its raw form. If you wish to edit it
then click on the text area of the display and the word processor will appear, via which you may
make additions and alterations to the document. These changes will NOT be saved back to the
computer. They are casual changes which apply only to the current student. An example of an
alteration follows.
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Sample Pastoral Document

Dear

This is a letter concerming JIMMY ABACROMBIE

On 25/06/2004 your son was found to be involved in Stealing

The teacher involved, Davenport, Dennis, decided that the punishment should be Detention.
This is the fourth time this week Jimmy has been placed on detention for stealing my apple.
Please either feed him or buy him a computer of his own!

‘fours sincerely

Des Ciplin
(Coordinator)

M.E. No check is possible to ensure that your entry wall fit wathin the borders of the final prnted text area.  Use Chil-Tab to tab within text

Figure 269: Editing the document

Once you have completed your alterations, click OK and the new version will be displayed, as
shown below.

Sample Pastoral Document
Dear

This ig a letter concerning Jibhy ABACROMBIE

On 25062004 your son was found to be involved in Stealing

The teacher involved, Davenport, Dennis, decided that the punishment should be Detention.
This is the fourth time this week Jimmy has been placed an detention for stealing my apple.
FPlease either feed him ar buy him a computer of his awnl

Yours sinceraly

Des Ciplin
(Coordinator)

Figure 270: The edited document
Once you are satisfied you have a choice of two buttons at the top of the screen.

Figure 271: The top row buttons

If you wish to exit directly then select the second button.
If you click the first, Printing options, then you will move to a printing options window, shown
over.

©MUSAC 2014 436 of 531



Student Manager
MUSAC Classic 2014

w, Pastoral printing options

You have the following ophion available for this letter

& Prink onhs
" Piint and file

" Piint, file and email to the following caregivers [please select]

Caregiver ebdail address Send
Mr John ABACROMEIE johna@paradize net nz
Mz June ABACROMBIE rmea@paradize net nz
[
School email address |
School email address

e.g smip.xtra.co.nz |

Please find attached a document relating to vour {erm.gs(“son™]}.

o {cmocol3]}.
To wview thiz document vou require Acrobat Feader, a free copy of
which can be downloaded from
Cancel Proceed

Figure 272: available Printing Options

You have three options, displayed in the top left of the screen.

You can:

. Print only

. Print and file

. Print, and email to the following caregivers (please select)
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If you select the first then the document will be printed and you will be returned to the transaction
screen. The following print dialogue will appear, via which print settings can be specified.

Printer
Name:  |hp deskist 990c | Properties
Dirivver; UMIDRY.DLL DFl: 300
Where:  LPT1:
Print range Print for Pt b
& Al Al students in current filker {+
~
*  Curent shudent
(" Pages from: |1 ta: |1 r
" Design Mode [no students) ~
" Current Pags

Orientation

Restrictions o r

[ Include labels

Emergency font over-ride

Settings here will apply only to comments.
Thesze settings are HOT permanent.
Pleaze select BOTH settings.

[ Include frames
[ Include hidden objects

[ Add top and left margin Faont name Fant zize [talic:

Selact ﬂ |Select ﬂ I
Copies

MHumnber of copies: 1 Prirt ‘

Figure 273: The Printer options

If you select the second printing option — to file the document - then it will be saved as a PDF file
in the \cm\letters subdirectory. The file name begins with the student’s hidden ID and this is later
used to identify documents belonging to a particular student. The directory, with three documents,
is shown below.

blders

J == 103 7 T 7 SEGTTIT = Flder: [F=a]"
Hdress |[2) CACMyetters
x Mame Size  Type Diate Modified
[ Hillerest ~ Ipdf File Folder 16/02/2004 12:18 p...
(23 imports ﬁ 12300001 _1602041603_Pastorall6022004 160321, pdf 3KE Adobe Acrobat Doc...  16{02/2004 3:03 p.m.
= 15 lethers ﬁ 12300001 _250604 1358 _Pastoral25062004 1355800, pdf 3KE Adobe Acrobat Doc...  25/06/2004 1:55 p.m.
H ) pdf ﬂ 13600540_1802041255_Pastorall 5022004125520, pdf 3KE Adobe Acrobat Doc...  18/02/2004 11:55 a...

+ ) media

Figure 274: The document in the \letters subdirectory

If you wish to have the document printed, filed and emailed then:

a

Select one or more of the caregivers listed. (Only those with email addresses will be
offered.)

Specify your school’s email address ie. the address from which the email is being sent —
probably your own....

Specify the school’s email service provider’s address. This will take the form of eg.
smtp.paradise.net.nz Note that this address does NOT include a ‘@’ symbol. This and the
sending address (item b above) will be stored and redisplayed for you next time you use
this feature.

Specify any covering message which you wish to form the basic message of the email.

Click
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The email will be sent and you will find a copy stored as a .PDF document in the relevant directory
as shown above.

20.4 Quick entry of completed actions

This process is used to quickly set the action completed tick box for selected students and
actions. The screen for this, somewhat reduced, is shown below.

. A~
Student Date Action (AT Comment i
Completed
bt
Type of action Tranzactions between dates Dizplay which transactions
+ QOffence ¢ Meit Support |D‘I.-"D1.-"2DD4 and |31/12/2004 (Al Mot completed Find transactions Save changes
Frint thiz screen |

Figure 275: The Action Completed screen

The first step is to identify the action in which you are interested. Set the relevant transaction
type, dates, and which transactions at the bottom of the screen, then click on the Find
transactions button. This will display the screen shown below, via which you can select the action
in which you are interested.

. SM Pastoral Selection g@@

Offence Actions

Default offence action
Step 1

Step 2

Tirne Out

Step 4

Step B

D etention completed
Suzpenzion

E wpulzion

|nterview with Dean
|mtervizw with DP
|nterview with Principal

Figure 276: Selection of an action

Once selected, click Proceed and you will return to the previous screen with all of the matching
transactions displayed. An example is shown below.
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Student Date Action B
Completed
ABACROMEBIE, JIMMY 25/06/2004 Detention Mo
ARMOLD, TRACEY 250672004 Detentian Mo
BARRETT. MOMIQUE 25/06/2004 Detention MHa
BATCHELAR, SCOTT 25/06/2004 Detention Mo
ROEBIMSOM, BREMDOM 25/06/2004 Detention Mo
SINCLAIR, STEVIE 250672004 Detention Mo
SUTTOM, BREMT 25/06/2004 Detentian Mo
TRETHEWEY, MICOLA, 25/06/2004 Detention Mo
WADE, CRAIG 25/06/2004 Detention Mo

Figure 277: The identified Transactions

Now visit each of the Action completed entries on the right hand side of the screen. Double-click
if a particular action has been completed, arriving eventually at a screen such as that shown

below.
Student Date Action il
Completed
ABACROMBIE , JIK Y 2R/06/2004 Detention Yes
ARMOLD, TRACEY 25/06,/2004 Dietentian Yes
BARRETT. MOMIQUE 2R/06/2004 Detention Mo
BATCHELAR, SCOTT 25/06,/2004 Dietentian Yes
ROBIMSOM, BREMDOM 25/06/2004 Detention ez
SINCLAIR, STEVIE 25/06,/2004 Dietentian Ma
SUTTOM, BRENT 25/06/2004 Detention Yes
TRETHEWE"Y, MICOLA 25/06,/2004 Dietentian Yes
WADE, CRAIG 25/068/2004 Detention Yes

Figure 278: Some now completed

If all students have completed their detention then you may double-click the action completed
column heading to toggle all of the entries.

Now click on the Save changes button and each of the actions in the selected transactions will
have its status changed to completed. An example of this is shown below.

desk

v

Action completed v

ple tamarrow [Granny Smith] Completed on

E/2004 Pastaral dmt - 25/06/2004 past1.drmt -

Figure 279: A completed action
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20.5 Print Pastoral lists

There are several lists which you can print relating to pastoral transactions. Click ‘Print Pastoral
Lists’ via the button above, which leads to the list printing screen below. Fields for time, location
and possible motivation are scheduled to be added in early 2012.

Pastoral Report Layout

The report includes date and time, selected report and points conditions are now printed in the
footer of the report to aid interpretation at a later time.

Printed: 20/02{2007 at 14:06 Just list points Peints < -20 (Cale Nt Pts) Page 1

Figure 280: Report Footer

This footer is showing that the report run began at 2:06pm on 20/02/07. The report that was

requested was just points and the criteria were points less than -20. It also prints a page number
so that we can keep them in order.

Generally reports now have highlighting to facilitate easy recognition of logical breaks such as
student names.

The Pastoral Reports Screen

Pastoral List Options List indudes

Just list points (SM Full onl [#] offences

Summarise transactions

'Ip'ra%t:faiefﬂydtit:gjer [Jind. only specified offences [] Actions
Tabulate by item/teacher [Jind. only specified merits [ Actions

Export transaction details
Scan for referenced date
Count actions by student
Actions by teacher + student details [net pts / student

List transactions between

Print by 01/01/2010 and  |01/04/2010
(%) Full school
o [ Just Today's Transactions l
Year level
() Form [ Just This Year's Transactions (2010) ]
O Tutor
[ All Transactions in Database ]
l EnlEi=: List just those with | any + | transactions
Show zeroes as Show sections with no
W
blank spaces (. transactions
[]Use shading on report IF] iﬁ;ag?afﬁ:sem

Figure 281: Pastoral Reports screen

You will notice the box providing options to customize the way the reports will print.
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The tick box to show zeroes as spaces determines how the report displays numeric values that are
zero — shows as a zero, but if ticked there is a less cluttered appearance replacing the zero with a
space.

The tick box to print section prints a page for each reporting group that have no results end of the
report. Conversely, if the tick is cleared it prints only the section's that have transactions.

Making selection criteria for your report:

When designing your report you need to decide whether you wish to display offences, merits or
supports. You can display any combination of these.

You would also need to decide which specific transactions you wish to see in the report. For
instance you opt to display all after school detentions. You can refine this by setting a desired
point’s criterion such as greater than 15 points over the requested date range, or what ever your
report requires.

If you do not tick the incl specified offences (for example) tick box for your chosen transaction,
Student Manager will load all offences, merits and/or supports into your report.

You can refine your report still further by requesting transactions that have specific actions
associated with them. As well as all offences for after school detention and greater than 15 points,
we might want to limit our report to those students who had a letter sent home, for example. You
can do this by ticking the box for associated actions. Bear in mind that a transaction must have
an action associated with it to be printed if you tick the actions tick box.

You can select the order in which your report is printed by selecting the desired grouping from the
print by panel on the centre left of the screen.

For any of the reports you can select the number of students in the report by setting the pastoral
filter. You can access this using the button on the far left hand side of the screen. If you do not set
the pastoral filter it will default to the main Student Manager filter in force at that time.

Just Points, summarise transactions and full details

These reports have a large and flexible array of settings to choose from, so take it step by step.
From early 2012 additional fields for Location, Time and Possible Motivation are added in data
entry.

The reports print a list of students that have a specific number of points or transactions over a
specified date range. The first step is to select offences, merits and/or supports as applicable.

The report will print results for each qualifying student.

The report qualifies a student for printing in this way: The pastoral records are searched for
transactions in the chosen date range and they are added together to arrive at a total for offence
points and merit points. These are separate totals. It is these totals that determine whether a
student is printed or dropped from the report. A student is printed if either offences or merits
satisfy the points criteria entered, however both results are printed for your information.
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If you enter a points criterion of greater than 10 points for example, then, if either offence or merit
total points are 11 or more, the student will be printed.

Further, if you opted to print both offences and merits, then if the offence points were 13, which
would qualify the student for printing for our criteria of greater than 10 points, the offence total
would be printed along with the merit points even if they are 10 or less points, for your
information.

If you select net points per student you will be asked whether you want to calculate the report by
net points. If you decide to this, the report will be calculated by using the net points. That is the
offence points minus the merit points. If a student has 5 offence points and 20 merit points, the
net points will be -15. The student is qualified for printing by the net points total.

You can also display the net points, but still calculate the report based on the offence and merit
calculations outlined in the beginning of this section.

. You do this by selecting NO from the message box that will be displayed when you tick the
Net Points tick box.

. If you click YES, the report will be calculated using net points. If you click NO, the report
will be calculated as in at the beginning of this section, and net points will be displayed. If
you click CANCEL, net points will be deselected and will not feature in report.

In addition, the summarise transactions report allows you to condense the print-out to give a
minimum set of information for each transaction. This option displays the offence/merit description
along with any associated actions.

Tabulate by teacher
The tabulate by teacher report allows you to list offences, merits and supports for each teacher.

A point to note is that you will also be required to enter the actions you want to see in your report.

Tabulate by Item/Teacher
The tabulate by item/teacher report lists each offence, merit and/or support for each teacher.

If you do not tick the Print sections without transactions tick box — as if there are no
transactions for that section, for example merits, the whole section will be missing. Tick this box to
show all section even if they have no transactions.

Export Transactions

This option exports your chosen settings to a comma delimited text file. The export screen also will
display the file for you in Microsoft Excel, Microsoft Access or allow you to choose the program
yourself. The selections for this option are the same as outlined above.

Scan For Referenced Date

The scan for referenced date is very similar to the summarise transactions report except that
you request a specific date.
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Count Action By Student
The count action by student report lists each offence, merit or support and gives the total
number of occurrences for that student over the date range selected.

Action By Teacher

The action by teacher report is similar to the action by student report, excepting that you
choose a specific teacher and the report will list all the occurrences of offences, merits or supports
assigned by that teacher.

20.6 Pastoral utilities

From the main Student Manager menu, click ‘Pastoral’ for the main utilities shown below. Note the
messages in red at the bottom of this screen. In any process which is global it is a good idea to
have made a backup before running the process, just in case you either make a mistake or change
your mind.

Balance allto zero noints Dbl Rl

Balance just thoze with less than default points Default points 1

Balance just thoze with no points since default date

Ealance all points prior to the default date Default date 25/06/2004
Global reduction by [up ta] default points
Global reduction by vaming points Arcess transactions for “ear :
Global merit of default points
" Vear (2004 ~]
DELETE all trangactions prior to the default date Charges made by - MUSAC MUSAC

DELETE all tranzactions for thase with zera net points
DELETE tranzactions for leavers and deletes

Reduction check by default points [Chances)
Complex reduction by waming pointz [Chances)
Reduction check by default percentage

Femove ALL tranzactions!l!

Global change of action between hwo dates

Before running any of these utilities it is strongly recommended that you make a backup.

Figure 282: Global utilities

As with list printing, each of the possibilities has its own set of settings and these are made on the
right hand side of the screen. Most use those displayed above for the first utility.

Balance all to zero points
This process creates a transaction for every student who has total net points other than zero,
which balances out their net points back to zero.

Balance just those with less than default points

On the right hand side of the screen you can specify the default net points. This utility will
generate a balancing transaction for those students whose net points are less than the total
specified.
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Balance just those with no points since default date

On the right hand side of the screen you can also specify the default date. This utility will generate
a balancing transaction for those students who have gained zero net points since the default date.

Balance all points prior to the default date

This one is the same as the previous utility except that the created balancing transaction balances
all points gained prior to the date specified.

Global reduction by (up to) default points

This process will reduce every student’s point by up to the default total specified. ie. if a total of 20
is specified then students with over twenty points will have their totals reduced by 20, and those
with less than twenty points will have their totals reduced to zero.

Global reduction by varying points
The screen for this process is shown below.

Balance all to zero paints Default utity values

Balance just thoze with lezs than default pointz Diefault points 1

Balancze just those with no points since default date

Ealance all points priar ta the default date Defalt date 25062004
Global reduction by [up to] default points

edu 1 b varying points Access ransactions for vear
Global merit of default points “ear |ZDD4 J
DELETE all tranzactions prior to the default date Changes made by : MUSAC MUSAC

DELETE all trangactions for thoge with zero net points
DELETE tranzactions for leavers and delstes

Steps reduction chart

Reduction check by default pointz [Chances)

- . : Pleaze specify the step Reducs To  »
C-:-mple_r: reduction by vaming pointz [Chances) e el e e G 1 1
Reduction check by default percentage
to apply. 1
) Ary student who currently E 1
11| . . -
Remove ALL transactions!!! s i it i i - ;
Global change of action betwesn two dates sl feve b=l (el
a reduced to the number of ] 2
pointz in the right hand g 2 ~

colurmn,
Reduce higher paintz by ’D_

Reduction details

Code | EEREEEN

Applies to points between dates |25£DE£2DD4 and |25£DE£2DD£1

Figure 283: Global reduction by varying points

On the right hand side of the screen you can set the number of points you wish to have the
students’ totals reduced by for each of the possible totals.

Global merit of default points

This utility allocates a merit transaction of the specified number of points to every student in the
current filter.

The next three utilities relate to the deletion of transactions, and their titles are sufficiently self-
explanatory as to require no further explanation.

Delete all transactions prior to the default date

Delete all transactions for those with zero net points

Delete all transactions for leavers and deletes

Next are Chances reductions. This process was instituted by an intermediate school in Hawkes

Bay. The students of the school can earn rewards (eg. Movie tickets) by gaining sufficient credits
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within a certain time period — eg. each week.

Reduction check by default points (Chances)

This process allocates the nominated number of credit points to those who have not gained deficit
points since the nominated date.

Reduction check by default pointz [Chancesz)
Comples reduction by varving points (Chances]
Reduction check by default percentage

Remove ALL ranzactions!l

Global change of action between two dates

Froposed change

Reduction check by default pointz
[Chances]

Arw ztudents with no offence pointz between
2R/06/2004 and 25/06/2004 [and who
have points] will be credited with [up ta] 1
points.

Proceed | Cancel |

Figure 284: Reduction Check - Chances

The above illustrates the final approval process required before any of the utilities are actioned.
Once you click the Proceed button, a small panel appears (as shown above) explaining what is
about to happen and giving you a chance to change your mind.

Complex reduction by varying points (Chances)
This process is similar to the previous one except that the points credited are determined from the
table completed on the right hand side of the screen. A similar table was illustrated in figure 38.

Reduction check by default percentage

The final utility in this area credits students by the number of points calculated by applying the
specified percentage to their total (deficit) points.
The next utility is rather drastic.

Remove ALL transactions

This utility removes ALL transactions for all students in the current filter for ALL years. Note the
message in red....
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Global change of action between two dates

The screen for this utility follows.

Balance all to zero points Default utility values

Balance just those with less than default paints Default points 1

Balance just those with no points since default date

Balance all points prior ta the default date Default date 250672004
Global reduction by [up to] default points

Global reduction by varving points

Global merit of default points

DELETE all tranzactions prior to the default date
DELETE all tranzactions for thoge with zero net points

DELETE bansactions for leavers and deletes Global action changs between 25/06/2004 and 25/06/2004

Reduction check by default points [Chances] From |Detenti o [Eomien
Comnples reduction by waring points [Chances) stention ﬂ | #pulEion ﬂ

Reduction check by default percentage

From To ~
Detention Expulsion

Femove ALL transactions!!!

< >

Pauze to approve each student individually v

Global changes apply to
Offences v Medits [

Proceed to change Applies between dates |25/06/2004  and |25/06/2004

Figure 285: Global change of actions

Using the two popups From and To you can specify an action and the action with which you wish
it to be replaced. For the example, I've decided to expel every student who has ever had a
detention....

You can apply the process to either offences or merits, and can also specify the dates between
which the transactions must have occurred.
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1.1

User-specific defaults

Click ‘User Specific Defaults’ to access the screen via which each user of the pastoral utility
specify preferences as follows.

may

Pastoral User Specific Defaults

Digplay transactions in the order

+ Eailiest to latest

" Latest to earliest

Default transaction type

f+ Dffence
" Merit
" Support

Wame farmat far lizts

&+ Students' full names
7 Students' prefered names
" Full name [Prefened)

St the staff list

" Sort by Code
(* Sort by Name

Choosze the order you wish the
tranzactions to be displayed
when viewing an individual
student's tranzactions.

Chooze the default transaction

type to be used when you are

entering hew tranzactions far
an individual student.

Chooge how vou would like the
students' names bo appear on
the Pastoral lists

Chooze which field you would
like: the staff list to be zorted on
when entening new tranzachons

Accumulate transactions/points

" Dizplayed vears anly
o Al pears

Save Defaults

Chooze how vou would like
the tranzactions and points
accumulated, e.g. carried
over across all years even
though nat all years are
displayed

Exit without saving

There

are five settings:

Figure 286: Pastoral User specific settings

The order in which you prefer to have transactions displayed — Earliest to latest or Latest

to earliest.

The default transaction type which you wish to appear each time you create a new

transaction — offences, supports or merits.

The appearance of students’ names in pastoral lists which you may print.

The order of sorting of staff members’ names in the staff list which appears when detailing

a transaction.

The accumulation of total points can be over all year or just displayed years. Your choice is
signalled at the top of the resulting student display.

1.2 Pastoral configuration

‘Pastoral Configuration’ is where you can set up the various possibilities for each of the six areas

shown listed on the left side of the following screen.
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e e — e

) Breaking Road Rules
2. Dffence Actions Bullving

Delete selected rows

Default offence
Fighting
Gambling
Hitting

3 Merits |
| Inappropriate tauchi

Move selected row up

4. Mernt Actions

Kicking

Leaving Schoal groun
Mot fallowing Inst
Mat in right place

Mot keeping hands/fe
Purnching

Puzhing

S itk

5. Supports Mave selected to top

E. Support Actions slphabetical order

Print this ist [Offences)

2000000000 00000

Lz O0000oooood

Move selected row down ‘
Print ALL lists ‘

Clicking in the Default column will set that particular entry ta
the default and uncheck any previously checked entry.

Save Defaults [Dffences) Exit without zaving

Figure 287: Pastoral offence possibilities

Above are the school’s offence possibilities. Note that, on the right side of the list you can specify
the default points for each offence and can also indicate which one of them you wish to have as
the default entry. The buttons on the right of the list allow you to manipulate the rows and the
display, and to print the various lists.

1.8 Pastoral document design

The ‘Pastoral Document Design’ button provides access to the process of designing pastoral
documents. Click on the button and the following screen will be displayed, listing any existing
documents.

Pastoral document design
pastl.dmt
Pastoral dmt
(+ ad - full size
Dezign a hew docurient (" A4 - bwao per page
" A4 - three per page
Edit zelected document
Delete selected document

Figure 288: Selection of a document
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) prine = jl Data rr/,:l e E]J e —E/\jl

i —/J Preview assistant

&
L
i &

Figure 289: The document being edited

The three buttons allow you to design a new document, to edit the selected document, or to delete
the selected document. For the purpose of this demonstration select the document which we have
already seen, earlier here, and then click on the second button to edit this document.

Having clicked the Edit button, you will arrive in the pastoral document editing utility, shown
above. The document consists of one large word processor object placed on the document. In
normal use, you would probably have your school letterhead built into the design, using further
word processors and perhaps a picture object for your school’s logo.

Having dealt at some length with the process of designing documents earlier in this manual we
shall review the basic features of the process.

Word Processor
K ==l eJs| r[u]a].

ISample Pastoral Document

| ial

Dear{cm.sm"8}

This is a letter concerning {cm.col{3)} {cm.cold1)}
On{em.pastoral{"0"} vour {emegsson) b was found to be involved in {cm.pastoral(" 2"}
The teacher imvalved, {crm.pastaral(™1™}, decided thatthe punishment should be {crm pastoral("9"}.

Yours sincerely

Des Ciplin
(Coordinatar)

M.B. Mo check is poszible to ensure that your entmy will fik within the borders of the final printed text area.  Uze Cil-Tab to tab within text

Figure 290: The contents of the word processor

Right-click on the word processor object and select the bottom option, which allows you to edit the
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contents of the word processor, as shown below.

You can see that some use has been made of inserted codes. These have generally been selected
from the insertion code tab related to pastoral transactions. This tab is shown below.

Careqivers I Financials I Activities I Caoluning I
These specials apply to a particular pastoral ranzaction - as These specials apply to all of
passed to the pastoral document printing routine particular student’s transactions

in the cument year

|Transactinn date |I:Dmment |T|:|lal pastoral points
|Teacher name Iﬂactinn |T0la| offence points
|Detai| 1 Iﬂactinn comment |T0la| merit points
|F'0ints 1 |Dlher |Number of offences
|Detai| 2 |Time 1akEn |Number of merits
|F'Dints 7 |Number of supports
|Detai| 3

|F'0ints 3

Figure 291: The pastoral code insertion possibilities

All of the pastoral transaction details which you might wish to include in such a document are
available via this screen. There are others, too, which allow you to report on the student’s total
points in each of the various categories.

Once you have completed the design of your document, click on the Save button at the top of the
screen and give it a suitable name — eg. ‘Smokers letter’. It will subsequently be available for
printing via the Print a document button on the transaction details screen for each student.
Remember, if you wish to revisit a transaction to either edit it or to send a related letter then
double-click on the transaction in question on the student’s screen.

Viewing previous pastoral letters

Clicking on ‘View PDF-saved Letters’ provides access to previously printed pastoral letters.

Select student Click document to view Docurments an file : 2
_EOMBIE., JIMRY [2] Document Tirne Date
Faztorall B0220041 60321 16/02/2004 16:03
Faztoral 260620041 35800 20,/06/2004 1358

Figure 292: A student with two letters

The screen displays each student for whom letters are found in the \cm\letters subdirectory, along
with the number of letters available for each. When you click on a particular student, their
individual letters are displayed on the right side of the screen. In the illustration below there is but
one student, who has two letters.
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To view a letter click on its name in the right hand list and it will be displayed, using Acrobat
Reader, as shown below.

B Acrobat Reader - [12300001_2506041358_Pastoral25062004135800. pdf]

IEFile Edit Daocument  View ‘Window Help

RS & E 44k 5 ORI T8

@wx -&® OOOEHE 3-8

Sample Pastoral Document

Dear

[ Thumbnails " Bookmarks:

This is a letter concerning JIMMY ABACROMBIE

On 25/06/2004 your son was found to be involved in Stealing

The teacher involved, Davenport, Dennis, decided that the punishment should be Detention
This is the fourth time this week Jimmy has been placed on detention for stealing my apple
Please either feed him or buy him a computer of his own!

Yours sincerely

Des Ciplin
{Coordinator)

Figure 293: A letter in view mode

20.7 Personal Notes Files

From Configure Settings, the creation of a 'Notes' document differs from others in that a password
is required to view the text thereon. These are also mentioned under screen documents earlier.

The first screen you will see doesn't contain too much, if you have no notes file(s).

. Student Manager - Personal notes files maintenance

Phil

E Create a Mew Notes File i

[ Delete Selected Files ]

Figure 294: The existing files of notes

Click on the 'Create' button for the screen which follows.
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Personal Motes Creation

Step 1  Provide a short name for your notes file

Phil

Step 2 Spedify the password you will use to access these notes

Step 3 Re-enter the same password for confirmation

Iz e ’ Proceed

Ipon creation, a new column will be created to hold your notes, and
a document will be created under the same name as your notes file
and this document will be added to your document selection.

Figure 295: Creation of a further notes file

You can specify the name of the document and the password which you wish to use to access it,
twice. Clicking 'Proceed' will create the document for YOUR use.
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21 Ministry of Education Returns

What’s in this chapter?
25.1 An overview of MOE returns
25.2  validation of the school’s MOE data
25.3 Generating the MOE data file
25.4 Printing the MOE returns
25.5 Printing audit lists
25.6 Reviewing subject codes
25.7 Reviewing subject codes

21.1 An overview of MOE returns

Note: The MoE makes annual changes to this part of Student Manager, so please refer to the
Ministry’s website for the latest changes and Roll Returns guide for completing your
Returns.

The purpose of this utility is to generate the file of returns data, suitably validated, which, when
forwarded to the Ministry, will enable them to correctly process each school’s data for the purposes
of their roll returns.

It is essential that the data being sent to the Ministry is valid. It is far easier from the school’s
viewpoint to have the data checked as it is entered, and Student Manager goes to considerable
efforts to ensure that data recorded on students is both valid and sensible.

The process of generating the returns file goes even further and checks every item of data against

the Ministry’s specifications to ensure that only accurate data is supplied to them. Indeed, the file
cannot be generated until all data is found to be accurate.

The MOE Returns button from the main menu leads to the following screen.
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Help

Validate data (Does
not Create File)

Prepare MOE Data File

Print MOE Returns

Print MOE Audit List

MUSALC Electranic Rall
Return

Review Subject Codes

Figure 296: The Ministry of Education returns buttons

These buttons allow you to validate your data, to generate the file, to print both the returns and
the audit lists of students, and to review the subject codes used by your school.

The first process, data validation, may be used at any time of the year to have your data checked
for valid entries.

The generation of the returns is a two-step process. The first step is to use the second button to
prepare the returns (data file) and this step includes re-validation of your data. The second step is
to print the returns, either via a button at the bottom of the second step, or via the ‘Print MOE
returns’ button above.

The preparation of the returns process will NOT create the .moe file unless all of the data has
passed validation. This prevents a school from submitting a file containing invalid data.

21.2 Validation of the school’s MOE data

The process behind the first two buttons is virtually identical. The first leads to the validation of

the data required for the file, and the second follows the same process to generate the file. This
step is simply a ‘Health check’ for your data prior to generating the returns. It will NOT generate
the file required for printing the returns. The file can only be generated via the second button —

the preparation of the MOE returns.

If you click on either of the first two buttons then an immediate check is made of the school’s
subject codes. (These will not exist for primary or special schools and will therefore be found to be

fault free!)

If invalid entries are found then the following message appears.
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smMOErets [%|

There is a problem with one or more of wour subject specifications.
! Flease visit 'Review Subject Codes' bo correct this.

Do wou wish ko print a lisk of Faults which have been found?

Yes Mo

Figure 297: Faults are found in the subject codes area

This allows you to first preview then, if required, to print the list of faults found. An example of
such a list is shown below.

Subject Specifications - List of faults found

Mo hours specified for 11AC in Accountancy

Mo hours specified for 12AC in Accountancy

Mo hours specified for 13AC in Accountancy

Mo hours specified for SAT in Art (core)

Mo hours specified for 11AT in At (core)

Figure 298: Faults list found in subject codes

The topic of subject codes is further dealt with in this section.

At this point secondary schools will be asked to indicate how many weeks each of their option sets
run for in the current year. Remember that, when specifying the hours for each option, you were
required to indicate how many hours each option would take if the option set were to last all year.
The following screen accepts the information which it then uses to calculate the number of hours
actually offered in each subject.

which option sets are you running this year?

Mo, of
Cption sets being used in 2004 : weeks
active:
| 2004 First hal 20
Iggg4 second half year 1d In order to calculate the number of hours

per year each studenttakes a paticular
subjectwe need to know which option

sets are being used druing the year and
how mamy weeks each setis running for.

Save and continue |

LContinue |

Led Lol Lol Lol L Lo L] Lo
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Figure 299: How many weeks does each option set occupy?

Proceeding, you will arrive at the screen for the selected process but, as shown below, the button
which carries out the process will be disabled, until you have corrected the faults found in the

subject codes.

MUSAC Demonstration 01/12/2005

School number: 148
School type: Composite

Which Feturne? Active Database:

" March Retums

(s July Returng

|EM [The main database) ﬂ
Leavers Databasze:
|EM [The main database] ﬂ

Teacher code for externally studied subjects. e.g. COA==

Excluded subjects, e.g. 135TUA35TY

July Returns Date: 1st July 2005

MOE Approved Enralment S chemes
" YES, we have an approved scheme
Effective ,7
from
(s MO, we do not have an approved scheme

‘When unusual data is found

% Print anly those with warnings or emors
" Pritt only those with erors

™ Pause on those with warmings or ermars
" Pausze on thase with ermrarz

™~ Daon't pause or print

Save defaults

Figure 300: The disabled button on the generation screen

The above check does apply only to secondary schools. Let’s turn our attention to a primary school

and detail the process of data validation.

Porritt Schoaol

School number: 2647
School type: Contributing

“which Retums? Active Database:

i July Returns

|EM [The main database) ﬂ
Leavers Database:
|CM [The main database) ﬂ

Teacher code for externally studied subjects, e.g. CO/=X

Excluded subjects, e.g. 135TUA3STY

March Returns Date: 1st March 2005

MOE Approved Enrolment Schemes

" YES, we have an approved scheme

Effective 7,01 ,/2003
from

" MO, we do naot have an approved scheme

wWhen unusual data is found

* Print only those with warnings or erors
™ Print anly those with enars

" Pause on those with wamings or enors
" Pause on those with erors

" Don't pause or print

Yalidate data

Save defaults

Figure 301: The data validation screen
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On the screen above, you can see that :

1 The March returns have been selected
2 The school DOES have an approved enrolment scheme
3 The process has been asked to pause on warnings or errors.

Please note: the printing process does allow you to preview the resulting document prior to
optionally printing it.

4 Being a primary school, there are no teacher codes for externally provided subjects and
no excluded subjects.
5 The ‘Validate data’ button is enabled, allowing you to proceed.

Click on the ‘Validate data’ button and the data for your students will be scanned. There are two
types of faults which will be identified — Warnings and Errors.

Wherever possible, if the fault is a warning, then the data will be modified for the returns file to
provide valid information. The database itself is NOT changed.

Errors cannot be modified automatically. They will require correction before the returns can be
completed and, in the meantime, they will prevent the generation of the file and the printing of the
tables.

An example of a warning follows.

MUSAC Demonstration 29/11/2003 March Returns Date: 1st March

2004
School number: 3291
School type: Full Primary

Possible Faulty data for _hur B

ERRORS:

WARNIMNGS:
Student: with date of First attendance prior to 1 Jan 2003 has had zoning status defaulted ko ‘Mot applicable’ for MOE returns

Ok | Cancel

‘ I Walidating data - main student data
Walidate data
Validating data in C\CMicm.mdb

Figure 302: A warning has been found

This student had an invalid zoning status (for students with a date of first attendance at school
prior to Jan 1, 2003, and the program has returned ‘Not applicable’ for this student for the returns
file. The database will still contain the original data.

At the end of the validation process the following message appears indicating that one critical error
was found and 11 warnings were automatically adjusted to valid data.
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smMOErets E|

During walidation of wour C:ACMycm. mdb database:

1 ERR.ORS were Found
and 11 WARNINGS were Found

Figure 303: The error notification message

Errors were found during the creation of the MOE file. You may not
print the tables but must correct the data and re-prepare the file.

Figure 304: The screen reflects the error warning

The screen at the end of the process confirms that you cannot proceed until all critical errors have
been repaired.

In order to identify the errors you should choose the option ‘Print only those with errors’ on the
validation screen. Having done that, a preview such as that shown below will be displayed.

Porritt School March Returns Date: 1st March 2005

mla| 151 Ml Q |- S

~

Report of Errors and Warnings - March 2005 Returns

Porritt School (2647) Date Pr

an William :
ERRORS:;
MOE121 - Date first attended at this school is missing
MWOE133 - Meeds date first started school
MOETS1 - ORRS code is incorrect - no code specified
MOETTT - Student type is missing
MOE221 - Student in primary level must be full-time, FTE =
MUSAC - Student has no FTE value
MOEZ25 - Studant aged <16 at Roll count date must be full-time, FTE =
WIUSAC - Student with status Leaver' requires a leaving date
MOESDT - Zoning status is not applicable for student whose date of first attendance is prior to 1 Janus
MOBS1E - Incomect Zone status for student (). The Zone status for students enrolled prior to the Enro
effective date rmust be NAPP v

4 | b2

Cancsl Cloze Print Preview

Figure 305: The previewed list of critical errors

Now it is possible to return to the relevant student(s) data screens to enter correct data. The
illustration below shows the repair of the fault found, via the student’s MOE data screen.
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| MOE year 1

YR |

Full time Foreign Fees Paid gOoo.oo
Foreign fee paying student .

Special Ed.
1.0 :

Special Ed. Hours
Female non ORRS v
kaorea - South ORRE - High level

ORRSE - Very high evel Learning Taha Maori

1310311984
18/02i2004
15/03/2004 .

Figure 306: Repairing the error on the student’s data screen

Once you have attended to any errors and rerun the validation process, you should receive the
following message, giving you the ‘All clear’ to proceed to the generation of the data file.

During walidation of your CYCMYem, mdb dakabase:

0 ERRCRS were Found
and 0 WaRNINGS were found

Figure 307: The data is validated

21.3 Prepare the MOE data file

Click ‘Prepare MoE Data File’ for a similar screen to the data validation screen. An example of this
screen is shown below.

Porritt School March Returns Date: 1st March 2005
School number: 2647 MOE Approved Enrolment Schemes
School type: Contributing &+ YES, we have an approved scheme
Effective [77,07,2003
fram
" " NO, we do not have an approved scheme
‘wihich Returns? Active Databaze:
|EIM [The main database) j ‘wihen unusual data is found
Leavers Database: &+ Print only those with warmings or erors
™ July Retunz . .
|EM [The main database] j " Print only those with errars
" Pause on those with wamnings or erors
Teacher cade for externally studied subjects, e.g. CO /44 ™ Pause on those with sfors

" Don't pause or print

Excluded subjects, e.g. 135TUA35TY

| Save defaults

Frepare MOE returns file

lllustration 13 : The file generation screen
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This screen will display the same settings that you used in the data validation step, particularly if
you had clicked on the button on the right side of the screen to ‘Save defaults’. This causes your
settings to be memorised and returned the next time you enter the program.

Naturally, having completed the validation step successfully, you should now click the button to
‘Prepare MOE returns file’, and subsequently achieve the following message.

smMOErets EJ
During the creation of your MOE returns File:
0 ERRORS were Found
and 0 WARNINGS were Found
You may proceed ko print your MOE Returns

lllustration 14 : The file has been created successful

If no errors have been found then the screen (shown below) indicates the name and location of the
returns file.

_ Intermediate July Returns Date: 151 July 2004

[ 1H2 FH Q4 - Lk

Report of Errors and Warnings - July 2004 returns

_ Intermediate {3037)

WRRNINGS
Student with date of first attendance prior ta 1 Jan 2003 has had 2oning status defaullad fo Mot a

WERNINGS
Studantwih date ol frgt altendance prior to 1 Jan 2003 has had zoning slatus defaulled ta ‘Mol &

AR NINGS
Studentwith date of firzt attendance priorto 1 Jan 2003 has had zoning status defaulied ta Mot &

W
*

Erirt BOE by Clizeze: Print: Prevdias

The file DACMZ037)04. moe has now been created.
To carry on and print your fables press the 'Print MOE Returns’
buttan, otherwise 'Cancel’,

|
g

Illustration 15 : The file has been created

Now you can proceed to the printing phase either by clicking on the ‘Print MOE returns’ button
which appears under the print preview box (as shown above) or by clicking on the following
button.

21.4 Printing the MOE returns

The screen for the returns printing process is shown below.
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B SM MOE Returns version 11.8.12 26/10/2011 MUSAC MUSAC  MUSAC Demonstration 06/01/2011  C& = ACMYyem.mdb
Help

Validate data (Does (RO RCES S S MUSAC Demonstration 06/01/2011
not Create File) School number: 155

P LSRR Which returns? Which tables?

Print MOE Returns ‘ March 12 - Number of International students
& July |13 - School roll by type and funding year level

734 - ]
| Print MOE Audit List 14 - School roll by age and funding year level
| 15 - School roll by age and ethnic group
| MUSAC Electronic Roll | 16 - School roll by funding year level and ethnic group
SEL | 17 - Highest Level of Maori language learning
| Include MUSAC logo . PP p :
Review Subject Codes 18 - Partidpation in Early Childhood Education
The logo (being graphical in nature) |19 - Highest Level of Padific Medium Education

requires a modest amount of printer

memary. If your printer has

insufficient memory to indude the logo | List of possible data faults
you may exdude it.

| Proceed to Print ‘ ‘ Cancel |

lHlustration 16 : The MOE returns printing screen — March returns — Primary school

The screen above lists the tables relevant to the March returns for a primary school. You can
select the tables which you wish to have printed from the display list on the right of the screen.

The equivalent screen for the July returns, again listing the relevant tables, is shown below.

Printing MOE Returns MUSAC Demonstration 291172003
School number: 3291

“Which Returns? Which tables?

 March Betums [vw J2 - Murnber of overseas students

[w J3 - School roll by type and pear of schooling

[v J4 - School roll by age and year of zchooling

[v J& - School roll by age and ethhic group

[v J& - School roll by vear of schoaling and ethnic group
v Include MUSAL lago [w J7 - Highest Level of Macri language learhing

The logo [being graphical in nature) [w )3 - Participation in E arly Childhood Education

requires a modest amaunt of printer [v J9-Highest Level of Pacific Medium Education
memory. |f wour printer has insufficient

memary to include the logo you may

exclude it [v List of pogsible data faults

Procesd ta Print Cancel

lllustration 17 : The July Returns tables — primary school

The equivalent screen for secondary schools differs according to school type, offering the relevant
sets for selection of tables.
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Once you click ‘Proceed’ to have the returns printed you will be offered the option to have the
Horizontal or Vertical group (Room / Whanau / Tutor group) lists printed at the same time. The
following section deals with the separate printing of these lists, but the Ministry of Education
require that they be printed at the time of the returns. These must then be signed by the teacher
responsible for each group and held on file. The following illustration displays the horizontal /
vertical group choice.

smMOErets

As per Ministry of Education Audit requirements the Full School Roll audit list and the Maori Language Resourcing List will automatically be printed.

lllustration 19 : The information message concerning the printing of audit lists

Subsequently, the following message appears which gives you the option to generate the list in
either horizontal or vertical groupings.

smMOErets E|

The Ministry also requires schools ba print a set of class/Formfiwhanau lists to be signed by individual teachers and kept with waour school's copy of the return,
Click "Cancel' if wou do nat wish ta print these lists now. (Yau may print them later via the 'Print MOE Audit List' butkan.)
If you wish to print these lisks now, do vou want to print by horizontal group?

¥ES - horizontal group, 2.9, class or form
MO - vertical group, e.q. room

o | Cancel |

llustration 20 : The two options for the generation of the lists

The printing process will take place and the tables generated and displayed in preview mode. Two
examples of table are shown below.

At various places in this chapter black rectangles have been used to hide information which
identifies the school whose data has been used for the examples.

1 March
Table M2 Number of Overseas Students Date 26/06/2004
Sohool Humber: 2
School Hame:  MUSAC Demanstration 20/ 12003
Total tuition fees
Name Gender Country of Type of fear of charged for this
[far audit purposes anly) [Mor F] Eia el Einh Citiz enship Student Cim el Eurelmt || eofroniing yearin $NZ
incl GET
Total Exchenge Students 0
Total NEAID Scholarship Suderts
F ACAEET 0 12003 G000
5051508 0 05/00.2003 300,00
206 0 ZB/012004 000,00
=] 0 06/10.2003 000,00
helsi Srkand 11995 1 2501 E 3000,
05051506 0 21/07 200 4 3000.00
7] 7506 ZHI0B200 4 6000,
M B 1956 o O 124200 4 GO00.00
F 7100 0 ZBBE00 5 000,00
] 24 ] 2201200 [ §000.00
F = =] 0 DA/ 22003 7 000,00
F 11803 0 06/10.2003 7 000,00
Forsign Fee Paying uderts 1z
GRAND TOTAL 12
The il number o FE siden & musiagee vl ihe Dils i Tz ble M3 colwme 7
The il number ofFF stidens mestagres wih be oils i Teble M3 coleme 3
Type of Duerse=s Student
EX.- Foreign Exchange Student
FE- NZAID (F ormerly MFAT) Scholarship Studerit
FF - Foreign Fee Paying Student

lllustration 21 : An example of a printed returns table
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1 July (Headcount)

Table J3 School Roll by Type of Student and Year of Schooling Date 05/07/2004
School Number: 3037
School Name: Heretaunga Intermediate
Students Eligible for Minkstry Funding Other Students
1 2 3 4 5 6 [ 8 9
Type of Number of Humber of Humber of Number of S Nﬂ_; of NZ:ﬂD No. of
Student Fulltime Parttime Fulltime Parttime Eligible for . Foreign Fee
Regular Reqular Adul Adul M!:»lslvy g':::::::: Sc ::I:I?hlp Pm?ing {TAF S HA vl S
Stud el Stud Funding Smdents Students
Year of
Schooling | Mde |Female | Male |Ferale | Mabe |Fenule | Male |Female Male |Fermibe | Male |Female | Mabe |Femde | Male
Year 1 1 13 1
Yea 2 14 7 14
Yom 3 2 | & 12
Vew 4 14 7 14
Yea § 14 12 1 14
You 6 7 9 7
Yem 7 13 ] 3
Vear B 8 2 B 12 a
Yo 9
Yeau 10
Vear 11
Yo 12
Yeau 13
Year 14
Yea 15 |
TOTALROLL | 103 5] 103 Jile i i il i 103 a9 192

lllustration 22 : A second example of a returns table

At the bottom of the screen above, as with every table previewed, there is a button which enables

you to have the relevant data forwarded to Excel. The screen below displays the data from the
table above, as it arrives in Excel.

Ed Microsoft Excel - 3037Jul3.csv

File Edit Wiew Insert Format Tools Data  Window Help

DEedam SRV ¢ BE-F - % = -2l % M4 -3
(3 T = s
frial -0 - B 7T U EE=EE 8%, W% EE| DA
J2 - = 1
A B | C D E F G H | | d
1 Family narFirst name Student ID Gender Ethnicity 1 Ethnicity 2 Ethnicity 3 Year of schoc Type FTE
3 |Al Hu ha 303700001k AFR 5 RE il
3B CEs 303700002 F EUR 8 RE 1
4 B Lai 303700003 F EUR 5 RE 1
5 B La 303700004k EUR B RE 1
E B Dy 303700005 M EUR 8 RE 1
7 |B | Fe 303700006 |k EUR B RE 1
g8 B OF Dr 303700007 | hd EUR 4 RE 1
g9 B L ke 303700008 F EUR B RE 1
10 B Ka 303700003 M AFR 7 RE 1
11 B An 303700010 F EUR 5 RE 1

lllustration 23 : An example of the table data in Excel

The following is a list of the data fields included in each of the generated csv files. These make the

process of identifying the source of any discrepancies in numbers in tables particularly easy for
schools. If required at a later date the files can be found in the \cm folder and identified by the
school number, the month of the returns and the table number e.g. 123Mar3.csv. These tables
can, of course, be accessed directly from within the package via the ‘Excel’ button on each table’s
page, as shown above.

Student Manager .csv files for Tables include:

¢ MARCH 3 — School Roll by Type of Student and Year of Schooling
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Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, FTE

e MARCH 4 — Highest Level of Maori Language Learning
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, MLLI

¢ MARCH 5 — Previous School
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, Previous School

¢ MARCH 6 — Zoning Status
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, Zoning, Date of enrolment

e MARCH SL1 — School Leavers by Highest Attainment and Ethnic Group
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3,
Reported Ethnic Group, Year of schooling, Type, Attainment

e MARCH SL2 — School Leavers by Year of Schooling and Ethnic Group
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3,
Reported Ethnic Group, Year of schooling, Type

e JULY 3 — School Roll by Type of Student and Year of Schooling
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, FTE

e JULY 4 — School Roll by Age and Year of Schooling
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, Date of Birth

e JULY 5 — School Roll by Age and Ethnic Group
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3,
Reported Ethnic Group, Year of schooling, Type, Date of Birth

e JULY 6 — School Roll by Year of Schooling and Ethnic Group
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3,
Reported Ethnic Group, Year of schooling, Type

e JULY 7 — Highest Level of Maori Language Learning
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, MLLI

. JULY 8 — Participation in ECE
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3,
Reported Ethnic Group, Year of schooling, Type, ECE

e JULY 9 — Highest Level of Pacific Medium Education
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, Pacific Language, Level

e JULY 10 — Subjects >= 20 hours per year
Family name, First names, Student ID, Gender, Ethnicity 1, Ethnicity 2, Ethnicity 3, Year of
schooling, Type, Subjects 1 to 15 (Subject, Mode of Instruction, Hours per year, Learning
Zone)
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21.5 Printing the audit lists

Prirt MOE
Audit List

At the same time as you print your Ministry of Education returns your class/group lists will be
printed as audit lists, and you must have them signed by the teachers responsible for each group.
However, you may repeat the process at any time of the year to generate an audit list of your
school.

Note: The words ‘horizontal’ and ‘vertical’ will appear in the options with the user-configurable
group titles in brackets, so if the school has configured the Horizontal group title to be
“HCIs” and the Vertical group title to be “Class” then the following will be displayed:

alidate data [does o o . . )
: Audit List Printin At the time of Ministry returns all clazs lists should be
NOT creats fie) 9 printed and signed by the class keacher concemed.

Frepare MOE file Print Audit List as at
{* Print the full school

(™ Print clazs list - horizontal (HClz)
™ Print clazs list - wertical [Clasz)

(" March Returng

" July Retums

Frint MOE Ret . . o
m Fiums " Print Maon Language Resourcing list f¢ Today

Print Audit List |
Print MOE Audit List

lllustration 24 : The audit list printing screen — a possible secondary school
appearance

A Secondary school would therefore click the “Print class list — horizontal (HCIs) and a Primary
school the “Print class list — vertical (Class) to obtain the Audit Class List.

If the school has configured the Horizontal group title to be “Class” and the Vertical group title to
be “Room” (as is common for a Primary school) then the following will be displayed:

Yalidate data [does . -, )
" Audit List Printin At the time of Ministry returns all class lists should be
WOV ereeta i) 9 printed and signed by the clazs teacher concerned.

Prepare MOE file Print Awdit List as at
f* Print the full school

. ) ) " March Returns
" Print clazs list - horizontal [Class)

. . . i
" Print clazs list - vertical [Foom] A Fetrs

Frint MOE Retuns " Print Maori Language Resourcing list * Today

Print Audt List ‘
Print MOE Audit List

llustration 25 : The audit list printing screen — a possible primary school appearance
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A Secondary school would therefore click the “Print class list — horizontal (Class) and a Primary
school the “Print class list — vertical (Room) to obtain the Audit Class List.

You can elect to print a single list for the full school, or horizontal groups or vertical groups, or the
Maori Language Resourcing list. You may also choose to have the audit lists printed as at the time

of the March returns, the July returns or as at the current date.

shown below.

An example of such a list is

Each teacher responsible for a group should sign the bottom of the printed list and these should be

kept to be made available, on request, to the Ministry of Education Roll Audit officers as and when

necessary.
MUSAC Demonstration 29/11/2003 AUDITLIST ¥r8
No. | Family Name First Hames | Att | Status |00 | Dateor \MOE | o\ e | Room |FTE
der Birth | Year

1 Fulltime |F 20M1M202 |8 i REmi9 10
2 Fulltime |F 2307991 |8 -} Bm1¥ 10
2 Full time | b QEM291 |2 =] Emi2 10
4 Fulltime |F 20002 |8 i REmi9 10
& Full time | bd 020501991 |8 ] Emiy |10
G Full time | M 201952 |8 hic] BEmi7 10
7 Full time | b 19i01M99 |8 =] Emi7¥ 10
=] Fulltime |F 0151101991 |8 hic Rm17 10
a Fulltime | M 17291 |8 N REmi2 10
10 Fulltime |F A0 |8 -} Bm1¥ 10
11 Fulltime |F G739 |8 hic] Emi3 10
12 Full time | b 25M11M291 |8 =] Emi7¥ 10
12 Fulltime | M 0921991 |8 hic Rm19 10
14 Fulltime |F A6M2M391 |8 =] BEmi7¥ 10
15 Full time | M 0291 |8 i REmi9 10
16 Full time | b 29199 |8 ] BEm1¥ 10
7 Full time | b 2207291 |8 =] Emi2 10
12 Full time | M 302 |8 i REmi9 10
19 Fulltime |F OS99 |2 -} Bm1¥ 10
o Full time | M I0AEM291 |8 hic] Emi3 10
21 Fulltime |F 2010291 |18 =] Emi2 10
=2 Fulltime |F 1WIEMe92 |8 hic Rm19 10
=3 Full time | b 046391 |8 =] Emis2 10
24 Full time | M 11014/M991 |8 i REmi9 10
25 Full time | b 25071991 |8 ] BEm1¥ 10
] Full time | M Q4071991 |8 hic] Emi3 10
jerd Full time | b oF1M991 |8 =] Emi2 10
] Fulltime | M oF1Ma91 |8 hic] Rm13 10
| Full time | b aFM2M991 |8 =] BEmi7¥ 10
20 Full time | M 2E00M201 |8 hic] Emi2 10
k| Fulltime |F 281051991 |18 ] Em19 10
=22 Fulltime |F 2EM99 |8 =] Emis2 10
=3 Full time | b OS99 18 =] Emi2 10
(Plzase mark in the At colomn those who are presenttoday. Please commenton any absence))

All of the students in my Form are on this list and all of the studemts on this list are in my Form.

Signed: Date: /

llustration 26 : An example of an audit list

The following illustration shows the generation of a list of students for whom no classes were

found. (You will note the testing of long names for both Family name and First names.
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Op[__] College AUDIT LIST - Form List No Form recorded
. . Gen- | Date of |MOE
Mo. Family Name First Mames Att| Type der Birth | Year Form | TGRP | FTE
1 Kate RE F 201141920 (9 FROF _[1.0
2 . Sineon RE il 20091958 (2 KEMF 1.0
3 Bl Susan RE F 10031953 |1 1.0
d C Hoy Repunga Charles RE Ivl 244011957 |13 WIS N 1.0
5 G Thisisatestforsixychar RE F 20/119%0 |10 1.0
actersaaaaaaaaaaaaa
2333333903 333833
B G . RE F 120372000 |1 1.0
il G Helen RE F 13121956 |4 1.0
B G Hose RE F 020272000 |1 1.0
] Jof Richard RE Tl 11031528 |1 1.0
10 K4 . RE F 191141920 |9 FALM 1.0
11 I Patricia RE F 1609/2000 (0 1.0
12 Sil Jane RE F 010372000 |1 1.0
13 Thisisasiudentwithsit [James RE ] 20111980 (9 FROF 1.0
ylettersintheirmamenn
NRRNNnn nnnnnnnnn

(Please mark in the At column those who are present today. Please comment on any absence )
Ministry of Education Required Declaration:
All of the students in the ¢class are on the ¢lass list and that all on the

class list are attending school.

Class Teacher:

Signed: Date: / [}

lllustration 27 : An example of an audit list of students with no class recorded.

The following list, which appears at the end of the prints, lists those students who have been
omitted from the returns due to their having an excluded ‘Type’.

op__ |College AUDIT LIST Omitted Student Types (Form order)

Gen- | Date of |MOE
der Birth Year

No. Family Name First Names Att | Type Form | TGRP |FTE

1 H Micola Marie SF F 20051988 |11 1ME1 [FROF |10
2 G Joseph Turi KT hl 13081555 11 1ME2 [STAM |10
3 H Gabriel hMoanaroa T4, F 100371588 [12 1262 [KaLM |10
4 G Phillip Hemi Efl tl 170171587 [13 13 STAM |10
] [E] Reuben Lee SA Il 26031991 19 GHIT  [HITH 1.0

llustration 28 : An example of the list of students omitted from the returns

The following illustration shows examples of the Maori Language Resourcing list. Each level begins
on a new page and totals are given for each year level.
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Maori Language Resourcing List
Level 4(a): 12-30%
DD College
Maori MOE
No. Family Name First Names Langu.age Year Ethnicity | Ethnicity | Ethnicity
Learning 1 2 3
Lewvel
Index
1 Hu YWhaiora Jamie-Lee D 14 MNZM
Danelle
2 All Yvonne D 14 MZM
Level 4(a): 12-30%, Year 14:  Total number of students=2  Total number of Maori students =2
Maori MOE
No. Family Name First Names Langu.age Year Ethnicity | Ethnicity | Ethnicity
Learning Level 1 2 3
Index
1 T Stephen Kingi Ropiha |[D 13 MM
2 P Iancy Ani D 13 M
3 P hatekitatahi Justin D 13 M ZhA
Level4(a): 12-30%, Year 13.  Total number of students=3  Total number of Maori students =3
Maori MOE
Mo. Family Name First Names Langu_age Year Ethnicity | Ethnicity | Ethnicity
Learning Level 1 2 3
Index
1 WY Jamie-Lee Catherine D 12 N ZhA
2 Pe James Te Mana D 12 MNZM
Robert John
3 Ca lr Tawa Anthony O 12 M
Level 4(a); 12-30%, Year 12.  Total nurnber of students=3  Total number of Maori students =3

lllustration 29 : An example of the Maori Language Resourcing list

21.6 Reviewing the subject codes

On validating some secondary school data we received a warning that there were faults in our

subject codes. The ‘Review subject codes’ button leads to the ‘Subject connections’ configuration
process. This is dealt with in full in a chapter dealing with configuration, so, at this point, we shall
only review the cause of the faults identified.

The following illustration shows a previewed list of errors identified for a different school.
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Subject Specifications - List of faults found

MOE code is blank or not a valid code for 12C0OM in Communications
MOE code is blank or not a valid code for 13C0OM in Communications
Mo hours specified for 8INF in Computer Studies

Mo hours specified for 10IMF in Computer Studies

Mo hours specified for 10DET in Design and Technaology

Mo hours specified for TPER in Drama

Mo hours specified for BPER in Drama

Mo hours specified for 9ESL in Enalish second lanouaoe

Mo hours specified for 10GRA in Graphics/Graphics & Design

Mo hours specified for 8GRA in Graphics/Graphics & Design

Mo hours specified for BHLT in Health Educatian

Mo hours specified for 8HLT in Health Education

Mo hours specified for 10HLT in Health Education

Mo hours specified for 8INF in Information Technology

Mo hours specified for 10MAD in Maori (Te Heo Maaori F3-2/Te Reo Rangatira FB-7)

llustration 30 : A list of subject code errors

On clicking the button above, the following screen will be displayed.

=i ClassRoom Manager / Student Manager subject specifications

;: Subjects offered Subject details
| by your school

Subject name |Eommunications The name by which the subject iz
knowt in your schoal

Accountin . .
Applied Mgthematics j ... for each associated option

Atk - Painting (Practical &) F7 Default MOE subject | ﬂ
At - Phatography [Practical

At [F3-5) Practical Art F& COMR 5
Aviation Studies Default MOE Code School Code  |COM Fecord subject changes
Biology/Biological S cience

Business Studies ) ; : -
Ehamists Option classes Options | MZ@4standards | Hows | Unattached options | Printlist |

Claggical 5
Communic 5
Computer Studies
Diesign

Dezign and Technalogy
Drama

Economics

Englizh

Englizh zecond language
French

Geography
Graphics/Graphicz & Design

lllustration 31 : The subject connections screen (top half)

Default Leaming Area |

Option details

Option code 12C0M
Hours az if for full pear 160

Made of instruction |This zchoal ﬂ Fredominant

| J mode has not yet
been finalized by

Leaming zone |Year 12 ﬂ the t.0.E.

As can be seen from the screen above, having navigated to Communications and its 12COM

option, there is indeed missing information concerning the subject in the top right hand panel of
the screen.
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In the screen below, the missing information has been entered.

Subject details

Subject name

Default Learning Area

Default MOE subject

Default MOE Code

|I:|:|mmuni|:atil:un$

The name by which the subject iz
krown in wour zchool

|Language and Languages £ Mga Reo

j ... for each azsociated option

|Eu:-mmuniu:atiu:un Skillz

COr M

School Cade  (COM

El

Record subject changes

lllustration 32 : The subject connections screen (top half)

To correct the missing hours, rather than visit each individual subject / option combination, it is
faster to visit the global hours routine, pointed to by an arrow in the following illustration.

= ClassRoom Manager f Student Manager subject specifications

Subjects offered
by your school

Accountancy
Alternative Mathematics
Applied Mathematics
Art [core]

At [Other]

Art Design

Art Hiskary

Art Painting

Art Photograpy

Art Printing

Art Sculpure
Biological Technology
Binlogy/Biological Science
Business Studies
Catering & Hospitality
Catering & Hospitality
Chemistry

Chinese

Classical Studies
Clathing and Textilzs
Computer Studies

Subject details

Subject name |

The name by which the subject iz
knawn in your schaool

Default Learning Area |

ﬂ ... for each aszzociated option

Default MOE subject |

Cefault MOE Code

[~

School Cade Fecord subject changes

Option classes

Optionz | MNZ0O4 standard: | Hours | Unattached options | Print lizt |
Option details

Option code

Hours az if for full ye,

Mode of instru | s

mode has not yet
been finalized by
the M.C.E.

LefLel el

Learning zone |

llustration 33 : Access to the global hours utility

Selecting this tab, the hours for each option will be displayed and, sure enough, there are several
missing. These can be entered directly against the options and saved.

Note: The hours entered MUST be the number of hours which the option would occupy if it was
taken for the full year. Refer to the configuration chapter on this topic for further

explanation.
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Default hour settings

The Minigty of Education [from 2003] requires schools to provide information relating to the number of hours
students spend in each subject during the pear.

Enter here the number of hours which would be spent in each option if the option waz taken for the FULL year.

If you ratate timetables [e.g. students mowve through [zay] three sets of optionz per pear] then these entries will
be adjusted autoratically for thiz scenana for Minizty returns.

Option Hours - :

10ELS 90 Either enter the hours for
each option separately. .

10DET 1]

T10EMG 180

10ESL a0 ... or zelect ophiong from the

10FRE 90 table, enter the hours below,

10GRA 0 and click 'Set hours'

10HLT i Hours - li

10IMF ]

10IMF an

10PN q0 Set hours |

10040 1]

10kAT 180

10MUS a0

::EEE::' 123 Record changes |

1050C a0

lllustration 34 : The global hours utility

21.7 Returning data to the Ministry of Education

When you forward your returns to the Ministry of Education you must include, along with the
printed tables, your relevant RS form (eg. RS31 for primary schools, PS43 for secondary schools).

It is possible that the Ministry of Education may request a copy of the returns file at a later date. If
this is the case, then the required file will be found in your \cm folder and is named as follows :

e Your school’'s MOE number

e The roll collection month (M for March, J for July)
e The returns year (2 digits)

e The file extension .moe

For example, Te Puke High School, March 2008 returns text file would be 123m08.moe.
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22 The MUSAC eRoll Returns Module

Before using the MUSAC eRoll Returns module, complete the normal returns process using Student
Manager. Take a note of the last five digits of the checksum which is printed on the bottom right
of the tables as this will be required during the submission process. In order to ensure the
electronic file exactly matches the paper tables, the Ministry requires the paper tables to have
been signed and posted prior to submitting the .moe file.

22.1 Requirements

1 Installation of the Electronic Roll Returns Wrapper requires installation of the Microsoft
.Net Framework 2.0. This is available to registered users of MUSAC’s website
(www.musac.co.nz) via the Software Download page or the MUSAC Software CD, or
alternatively it can be downloaded from Microsoft (www.microsoft.com/download).

2 A PDF file viewer such as Acrobat PDF Reader will be required, eg. from www.adobe.com.

See separate eRoll Returns manual also available on our website via > Downloads > MUSAC
Classic, Ministry of Education Wrapper, the eRoll Returns Guide; also available on our release CD.

To access the MUSAC eRoll Returns module click MUSAC Electronic Roll Return on the left panel
of the Student Manager Ministry Returns screen.

MCE electronic roll return submission

Middle Earth Schoal
July Returns Date: 1st July 2008

School number: 0187
School type: Secondary School (Year 9 - 15)

Check Connectivity Only Submit .MOE File to Ministry

MOTE - Prior to submitting your moe file to the Ministry make sure that wou hawve
1. Printed the tables
2. Recorded the lastfive digits of the checksum printed on the bottom right of the tables
and 3. Signed and posted the tables to the Ministry,

System Adnmin - Reset Message

Close

Student Manager eRR submission screen
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The Check Connectivity only button enables schools to test the connectivity without the need for
a valid .moe file. A special message is sent to the Ministry server to test and ensure that all
security parameters are set up and configured correctly thus any potential problems are
highlighted well before being ready to submit a valid .moe file.

The button to Submit .MOE File to Ministry may only be used once the error-free .moe file has
been created, the tables printed and signed and posted to the MoE. This ensures the electronic file
exactly matches the paper tables. The Ministry requires confirmation this is the finalised roll
return information, and to confirm satisfaction that the information can be used to determine the
school’s funding.

Information on specific current changes is outlined in the notes for the Ministry returns on our
website, www.musac.co.nz
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23

Get Check NSN

Student Manager incorporates capability to automatically retrieve National Student Numbers from
the Ministry web server. A link is stored in Column 795 for each student. All log files are contained
in the enrol subfolder within the cm folder.

23.1 Get/check Configuration

This configuration is similar to the configuration of eRR.
Before using the get/check function in SM, you must configure the settings

proxy user name
proxy password

proxy address

proxy port

MOE service address
wrapper server address
MOE test service address

http://web.minedu.govt.nz/webservices/DEX-DexServiceX509-Prd-01.00.00.wsdl

Wrapper server address: http://localhost

Once these settings are set up, clicking Test Connection can verify whether these settings are
working.

Enter ar check pour schaal name and Enrol password(provided by the MoE's efdmin Team]:

School Mame and ID College

Service Password | l Feset Pazsword to Default ]

| Alter these advanced zettings only If required by pour technician othernwize changes may not be necessam to complete the submizzion
— | Prosy Uzer Mame

—1 | Prosy Pazsword

y Prosy Address Fort

{ < E
nable K.eep-dlive

@ Enable Keep-Ali tie

L} | MOE Service hittp:/ Aweb minedu, govt nz/webszervices D E=-DexsS ervice<b03-Prd-0 -

— ¥ | “Wrapper server address localkiost —

Test Connection
ht

[ save || Close |

w Close

Figure 308: Settings for MUSAC Enrol details
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23.2 Adding a New Student

1 Enter new student data
2 Click Get/Check NSN button
3 Wait for processing results from MOE Enrol server

e Response B = Confirmed NSN.

e Response F = New NSN. No further action is required for either of these response types.
The NSN will automatically fill the National Student Number field.

@ Basic details I L% Default data I L@ Default docurments I

Essential details for [ H Once the family name has been entered,
other students with the same family hame

Family name [TestBone | will be listed below.

First names |Fredda ‘ If you wish to duplicate selected details
then select a name from the list.

Preferred name |Fredda ‘

Diate of birth |17,r04,r199? ‘

Gender Femnale

Ethriicity | Help | |v

Status | ‘ - |

ear |Year & |'|

Farrm | | '| Please waiting for MOE server to processing request.__
Tutar | | = | Sel

Enrolment number “r1en | AL

Mational student no. I:

Get [ Check MSM

Figure 309: Add new student screen processing Get/Check NSN

™ Basic details I L% Detault data I L@ Default documents I

Essential details for LRk et |vI Once the family name has been entered,

other students with the same family name

Farily name TestBOne | will be listed below.

First names |Fredda | If you wish to duplicate selected details
then select a name from the list.

Preferred name |Fredda |

Date of birth (17/04/1557 |

Gender |Female |

Ethricity | Help | | |-|

Skatus | | - |

Year |‘.’ear g | -
Form | | -

Enralment number |2?195

|
|

Tutor | | < | Selected sibling
|

Mational student no. |Ul 17318462

Get [ Check MSN

Figure 310: Successfully filled National student no. field

Select an Unlisked Student
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e Response type A = If an error has occurred an error message is displayed and further
action is required.

Get/check NSN for existing students

A WOWNPR

From the SM Utilities screen click Get/Check NSN.

Select a student from the existing student list on the right side of the screen.
Click the Get/check NSN button.

NSN Response handling is similar to New Student but will update the cm database
automatically.

Clicking on an Enrol URL links to the Enrol website.

Help
) \ | = |
2 Bad & National Student Number =] 53]
National Student Number for selected student:
NSM [Mational Student Humber): ‘114024723 | First Name | LastName [Year |Fom | Tutor  [Status
Alice TestDOne 5%r5 AR Full time
» Cha  First Name: ‘Xiao | Chartey  TestFOre 2%r2  AB1 Fulltime
Emary TestCThree 252 AR3 Full time
Last Name ‘TestADne | Fredda Joyc TestBne EYi6 AB1  Fullme
. Heloise Machar %8 4B2 Full tirme
DOE [Date of Birth]: |12ﬂ 241399 j Kapcee  TestElne 5Yr5 4B Fulltime
Margrett Hai TestCOne 2%2 AB3 Full time
i Gender: 4B2  Fulltime
. PR zl
ﬁ = AET Fulltime

The process encountered an error from external system.: Full time:
Enral URL: error code[53):ErrorMessage: BirthDate ' 2010-12-12 * of this student is
— invalid. BirthD ate must be in the past /EnrorMessage: XPath:
J5teStudentRecord/Person/cbe: BithDate

Cloge

Figure 311: Error message response (check birth date)

Response type C and D = Found matched record with differences or a partially match of
the data. Discrepancies on data are displayed with a grey background. You can select this
partially matched record and click the Update student button to update data on the
“students personal” page. Otherwise double-click the URL column to link to MOE Enrol
website to update the data for this student. Click Print to preview print for further
reference. The Cancel button is disabled here as it only updates data in the “students
personal” page.
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. National Student Number

_(olx
National Student Number for: Margrett TestCOne

School Name Start Date |LastDate |NSN |FirstName |LastName |DDB |Gend|UF|L
5 0129344177 Margrett TestCOne 16/04/2002 M

Found partially matched record list from Enrol:

School Name | Start Date [Last Date IR | First Mame | Last Name |DoB | Gend| URL
Wakefield 5 chool

0117224527 targrett TestCOne

| Conf [«
16/04/2002 F Enrol URL False

-
«| | »

Update Student| | Cancel |

Figure 312: NSN with a difference or Partially Matched Record

Note: If selecting this student with a partial match and the Date of Birth is different, selecting

this record with highlighted differences will change in the Student Manager program eg
the highlighted Date of Birth will reflect the change.
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i x|
W el _a -] B

Data Discrepancies Report for Student : Margrett TestCOne Page1 of1

School Name Start Date | Last HSH First Last Hame DoB Gen |URL Confid
Aftendan ce Name der ential
Date i

Data fram SH:

Wake field 0129344177 |Margrett |TestCOne 16/04/2002 | W

School

Discrepances

Data from

MOE Enml:

Wake field 0117224527 |Margrett |TestCOne 16/04/2002 |F https:/hwewwe minedu.govt. | False
School nzigotols ms

=
4| | »

Figure 313: Data Discrepancies Report

e Response E = No matched record found at all. You are asked if you wish to go to Enrol;
click yes and it takes you to the Enrol website.

i =15
a8
-] &lD It A
i ocuments Student : Kaycee TestEOne Year:5 Class:Yr5 Room :AB4 é
Family Name |Tele0ne | This year Next year g i T
— |Kaycee | iconnect picture
irst Names :
Year
Preferred |K3YCEE |
‘ Other personal details I Room I:l
Personal details. dmt
Erralment details.dmt Family Teacher |
Personal details Prim dmt . |4Dean L JL 1 .+
- S|
Address 1 Gender
Add 2 The request has resulted in no matches from Enrol spstem at all. Please visit
ress Enrol front end by either searching with different parameters or by creatinga  ——
- 11/06/1998
Address 3 new record: Date of birth
Address 4 AgeatJan1  09.06.21
Address & Epygl URL https: /fweb. minedu. govt. nz/leadspace/sia_login.asp Age at today 10.05.08
Address info b Enrolment
11/008
number
[ TV O T
Get/Chack NSN
e [ | |
P! URL: URL not sat Enrolment details
| Ministry details I ‘ Maori details I
‘ Medical I | Caregiver details I | Options I ‘ Pastoral I vl
_ \ Sensitive | [ Financial details | | Timetable | ﬂ
of 10 < | - | B[
| Add | | Prev ‘ ‘ MNext | | Print ‘ ‘ Wiew | | Alarms | ‘ Filter | ‘ < Page | 11 | Page > ‘ | Help | | Close ‘

Figure 314: Request to create Enrol record
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23.3 Documents

The Get/check NSN function can be added into any customised documents. The default Personal

Details document has been updated as follows:

= =lsix]
&
- A
£/ Documents Student : Merill TestC Two Year:7 Class:Yr7 Room:AB2 ;I
Family Name |TeleTwo | This year Next year Righieiokis
) e iconnect picture
T ;
First Names | Year |:|
Werill
PrEE] | | | class  2008[f"7 [ ]
| Other personal details I Room 2008 |4B2
Personal details.dmt |:|
Enrolment details, dmt Family Teacher ‘ | | |
Personal details Prim. dmt ibean  L———JL———J1
Address 1 Address 1 | Register details I Gender
Address 2 Address 2
Local i 29/11/1995
Address 3 oIy student 1D 323400026 zasal
Address 4 Type Regular student AgeatJan1 120103
Address & Status Full time Age at today 121121
Address Info Withheld (MoE Privacy Indicator) l:l Nat. Student Enrolment
. 0120667474 11/006
Narer S
Mailing details I
Get/Chack NEN I
Home phone I:l s fwwvwe minedu.govt.nz/goto/sms| | Enrolment details I
URL: Tew online
| Ministry details I | Maori details I
| Medical I | Caregiver details I | Options I | Pastoral I ﬂ
Sensitive I | Financial details I | Timetable I ﬂ
of 10 e eamnm—————————————————— YA
(e |[ v |[ v |[ e ][ vew |[ s |[ o | [<rose | v/t [pooes | [ |[ oo |

Figure 315: Updated Personal Details screen

To add the Get/Check NSN button into a document

A WNP

Save the document

©MUSAC 2014

Using the button object from the toolbox create a new button on your document
Enter “form FrmNSN” into the “Action” property for this button
Enter “Get/Check NSN” into the “Caption” property
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Data [l . =
e | [z EH]]

Address
Adﬁrefssf
iﬂd.drefssg
Nﬁrefst

e

Rdtess 1 |

. Mat. Student .

Mailing details

Student's emall |

‘ D Mumber: oL

o D oGerder: Dl

. .Enralment. ©

fumber ol

R ‘ Enrelment details |

Ministry details ‘ e

Maori details |

Enter URL into

A WNP

Figure 316: Get/Check NSN button now in document

“Caption” property

Save document

Add a data field into your document for this data box
Enter 795 into “Column” property

Exit Doc

=
L

(1] ]

Bt

Oata [EFal .
= 1| [ B

{

-+ Wear: {cm.col{6)} - Class : fem.col (171} - Room : fem.col{1

Fanily am
Flist Narmes

Freferred |

Family details | - :

R R R R RN
Aﬁdreasz N
MBMESRE L il
AfirREE g

T Rertyear |

Register details

“Loeal - - -

CTipe D0l

D Blatus o
. Mal Student

D Mumbier
Mailing details Lo

Biudents email -

- student 1B - - -

coo| cetcheckmsn |

femospecialidg)f s

Geriday

Baerain

Agecat-lan'l  femospecial -

Age:at today - -{em special.

-Eriralimiel

rurmbEr o

ntooo

Enrolment details |

Ministry details | cl

Maori details |

Figure 317: URL column in document

Get/Check NSN — response types

e Response type A = If an error has occurred an error message is displayed and further
action is required.

e Response type B = the student’s NSN number has been confirmed.

e Response type C = Enrol has found a record that matches (NSN) record but some or all
of the other data does not match. The difference in the data is displayed with grey
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background. Select this partially matched record and click the Update student button to
update the data shown in the “student personal” page. Alternatively you can double-click
the URL column to link to MOE Enrol to update data for this student. Click the Print

button to preview the data and print for further reference. Clicking the Cancel button will

remove the NSN and URL for this student and close the message screen.

e Response D = No matched record but found partially matched data. Different data is
displayed with grey background. You may select this partially matched record and click
the Update button to update. Alternatively you can double-click the URL column to link
to MOE Enrol to update data for this student. Click the Print button to preview this data
and print for further reference. Clicking the Cancel button will cancel the last operation
which has been done through clicking the Update button.

¢ Response type E = No matched record found at all. User is asked if they want to go to

Enrol.

e Response type F = No further action is required. The NSN will automatically fill the
National Student Number field.

. National Student Number

National Student Number for selected student:

M5 [Mational Student Mumber]: |11?22452?

First Narne: |Margrett Harroet
Last Mame: |TestEDne

DOE [Date of Birth]: |15;g5;20m
Gender: | Iale

Enrol URL:

Get/Check NSM

(ol x|
First Name [LastName |Year [Fom  [Tutor [ Status
Alice TestDOne 5415 AR Full tirne:
Chantey TestFOne 212 AB1 Full time
Ernory TestCThree 212 AB3 Full time
Fredda Joyce TestBOne E Y6 ABT Full tire:
Heloise Machor 5415 AB2 Full tirne:
Kayces TestEQne 5YrE AB4 Full time
TestCOne 2vr2z  AB3 Full time
TestCTwo T AB2 Full tirne:
TestCFour B TE AR Full tirne:
Hiao TestaOne B 1B AB4 Full tirne:

Cloze
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Viewing Logs
e Clicking View Get/Check NSN log in SM Utilities will show all text logged into the NSN
log.
1ol
Get{Check NSN Log:
Uszer Hame Operation | Student Hame MSM Code | Info Message Type
211042008 11:00:58 a.m. | MUSAC MUSAC 1| Heloise Machor 0120658519 0| 0K E
211042008 11:01:21 a.m. | MUSAC MUSAC 1| Fredda Jayce 017313462 0| 0K B
21,/10/2008 11:01:46 a.m. | MUSAC MUSAC 1| Alice TestDOne 0000000000 0| Ok, D
211072008 11:18:54 a.m. | MUSAC MUSAC 1| Kaycee TestEQne 0| Ok, E
211072008 11:19:13 am. | MUSAC MUSAC 1| Kaycee TestEQne 0| Ok, E
211042008 11:29:48 a.m. | MUSAC MUSAC 1| ¥iao TestdOne 0114024723 10| Errar fram external swsten.
21,/10/2008 11:30:50 a.m. | MUSAC MUSAC 1| Merill TestCTwa 0114024445 0| Ok, C
21,/10/2008 11:37.30 a.m. | MUSAC MUSAC 1| Margrett Harrost 0117224527 0| Ok, C

Cloze

Figure 319: Get/check NSN Log viewer

23.4 Importing your NSID’s

. Download your NSID file from the ENROL website and save it into your CM folder

. From the main screen in Student Manager click Utilities > Import NSN Update

. If a current and valid NSID file is found the utility will import its contents then give you a

summary of results - as shown below.

. Most, if not all, records will import having matched with the students in your database.

. Records which do not match will be those students who have left from or arrived at your
school since your March MoE Returns file was sent to the Ministry of Education. Clicking the
third and fourth blue lines will list these students and this can then be printed for your

reference.

. As before, the Get Check functionality within Student Manager or the ENROL website can be
used to add or locate NSN’s for those students who are newly arrived at your school.
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& ENROL / NZQA National Student Number Import

10 Records Available (frorm NSN import file]

4 Records Matched (to Student Manager tecords] but requite checking before update

1 Records Require Manual Matching [no unigue match found betwesn import file and Student Managsr)
688 -

0 Records

Remain [in Student Manaager but not found in impaott file]

have been Automatically Updated

1 Recoids did not Require Updating

~ File Paths
Student Manager: D:\Projects\SM'\cm.mdb Browse...
NSID File: D:\Projects\SMNSID2353. txt
Upload Complete2 records require manual matching. Close |
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24 Appendix 1 —MUSAC Backup Utilities

24.1 Using MUSAC AutoJeCT Compacting Tool

A new database maintenance utility has been developed to perform scheduled automated
maintenance. See our website, www.musac.co.nz for further information.

24.2 Using MUSAC backup utility

The MUSAC generalised backup utility can be accessed from within both ClassRoom Manager and
Student Manager and externally as a stand-alone program.

Its name is MUSACBackup.exe and it resides in the \cm directory. If you add it to your desktop as
a shortcut then it might well appear as shown below.

Lo

lllustration 1 : MUSAC Backup shortcut

Access it either from within one of the two packages listed above or from the desktop shortcut and
you will arrive at the main screen, shown below.

On the left is ‘Utilities’.

f? i g 2 10-11-08 1537
Bach ¥ student Manager 5M
ﬂ ChresRoom Manager
V"Mﬂms ABG 31-10-08 1213

Hesters I,I.ﬁl Timetabie for sM TISM 30-01-09 1150

Stall Manager T 10-11-09 1537

Sunﬁ Al 15-10-01 14:30
Special Backup

lllustration 2 : The backup utility main screen
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Utilities

Click on the ‘Utilities’ button and you will arrive at the following screen :

& Utilities

Available drives Search drives Backup icon and title

=Y j [

Student Manager 10-11-09 15:41

@ ClassRoom Manager cM 25-08-04 19:56
o 4F
" 3 31-10-08 12:13
N Absences ABG6
L |
il.'ﬁ Timetable for SM TTSM 30-01-09 11:50
Staff Manager ST 10-11-09 15:41
All Files All 15-10-01 14:30
Al Add New Remove
Where in the world is.... lE@ SM Cheddbox definitions | [ = ] [ =
Caption Included files Exduded files
Where in the world... Look for these Databases sm.mdb,calendar.mdb,cm.mdb,u *.Idb

SM Documents  smdocs'*, dmt,smdocsb'*, dmt, fir
Other Documents documents'* dmt/s, documents'?

sm.exe, sm.mdb

Backup log Staff files staff leave documents\®, * staff
®nNone () New each time () Continuous Letters lettersi=. =
Media medial*.*
[] Delete .dmt, .bkl and .dos before restoring files Dossiers sm* dos
Data = dat

Single dick to open folders in directory lists
Create directories as shown in file path

lllustration 3 : The Utilities screen

The purpose of Utilities is to allow you to :

e Find out where a program resides
e Specify the files to be included or excluded from the backup process
e Set backup parameters

Firstly, we’'ll look at the program finding capacity. On the right are the packages which can be
backed up by this utility. If you select one then its main program file will be listed at the bottom
right side of the screen. In the example below | am looking for cm.exe (which is really CMTeacher)

Where in the world... Look for these

cmn.exe, cmadmin,exe, cm.mdb

lllustration 4 : Searching for cm.exe

The next step is to specify the disk drive where you wish to search, after which you can click on
the ‘Where in the world is ...” button, shown below.

Where in the world is... ‘ ﬁ cM

lllustration 5 : The search button
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Click this button and the search is conducted. The results of the search are listed in the list box on
the left side of the screen. As shown below, two copies of cm.exe were found on the C: drive
tested.

Avallable dnves Search dnives
= ﬂ ||::

FathFile b odified

O bom. exe 05/04,/04 11:07
o hwbBhemiem.exe 1311031307

lllustration 6 : The search results

The next feature of this screen is the ability to specify which files will be included in and excluded
from the backup process. The following five illustrations below display the file specifications for
the modules listed.

Backup lcon and Title

4 ClagsRoom Manager CM 29-04-% 18:00
Caption |ncluded files Excluded files
D atabazes crm.mdb, units.mdb, staff.mdb, crplan.mdb, su
Diocuments * dmt, * bkl docurnentsh* #/z
Dozsiers cr®. dos
Graphs *gph
Layouts g Kt *log, *Idb
Data *dat, acc® tut
Images * bp, * jpa. mediat*.jpg, mediah® bmp, media®

lllustration 7 : ClassRoom Manager file specifications
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Student Manager

29-04-8% 18:05

Included files Excluded files
zm.mdb,calendar. mdb,absences ¥ mdb.cm # Idb
smdocey®. dmt, zrmdoczbh”. dmt financial documn
documentss*. dmt/ s documentsh* [pkdz docume

Caption
Databazes

Sk Docurments
Other Documents

Staff files ztaff leave documentzh* * staff relief filazhs. " st
Letters letters's *

Media media’s

Dozziers am*.dos

Data * dat

lllustration 8 : Student Manager file specifications

Using the buttons on the left side you can add your own backup specifications.

On the left side you can set some parameters which control what happens during the backup and

restore processes.

Backup

Before clicking on either the ‘Backup’ or ‘Restore’ button select the program with which you are

concerned from the list on the right side of the screen.

& MUSAC Backup / Restore for ClassRoom Manager

Main Drive Fiee Space: 31373 MB Last backup: 19 Feb 04 &t 1:05 P
| Se j T| Direc!| Filename Crate Time Size ~ Selected Files
< cm.mdb 29/04/2004 17:54 21,590,016 V' Databases

=y 1A < urits.mdb 28/04/2004 20:18 737.280 v Documents
1 backup < staff.mdb 27/04/2004 1202 1,294,336 v Dossiers
(3 cmbmps < cmplan.mdb 3040142004 11:00 974,348 v Graphs
() CMRemate £ subjectz.mdb 06/01/2004 12:03 133,120 [~ Layouts
3 coniig < cmlv2000.mdb 31/07/2003 14:04 1,773,568 v Data
(2 documents ¢ cmkv2001.mdb 21/07/2002 14:09 £43.072 [~ Images
(3 emails < cmlv2002.mdb 11/04/2003 15:02 3055616
(3 cRcturne a < k2NN mdh 2EAMAA0N4 NR-42 2An2. MR .

Backup

Backup Dﬁve

Set this restore directory a3 the default | 4397 of 1005 files selected to backup. (40,579,566 bytes out of 50,454, 295)

@] Free Space: - 31373 MB

Backup Date: Mo existing Backup

Set this backup directory az the default | Mafiles selected ta restore

| =4 j T|Direcl Filename Drate Time Size ZipSize
¥ Databases
S0 ~ v Documents
¥ Dossiers
[ backup |¥ Graphs
(21 cmbrmps v Layouts
(2 CMRemote
. v Data
(23 config v |
(2 documents magss
(231 emails
_D eRetuns v

Selected Files

st |

Backing up from: C:ACM to: C:ACH

v Prompt before-ovenriting files?

CM

O @ Exit

lllustration 12 : Backing up ClassRoom Manager

The backup screen is split horizontally into two halves. The top half of the screen displays the files
relating to the selected program in its main directory and the bottom half displays the same for
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the backup. In the screen illustrated above there are NO files in the backup half of the screen as
no backup has yet been made.

On the left side of each half you can specify the drive and directory which apply to the package
and its backup and a button at the bottom of each area allows you to set these as the defaults, so
that you do not have to make the selections each time you make a backup.

On the top right side you can include or exclude particular file types from the backup. Initially all
files (from the specification described earlier in this chapter) are selected and, in the centre part of
the screen, the individual files meeting the specified criteria are ticked (in the left hand column of
the display grid).

To make the backup click on the button on the right hand side at the bottom of the top half of the
screen and the backup will proceed, as shown below.

" Backup in progress...

=
o

|Q o J T | Direcl| Filename Date Time Size A
< cm.mdb 29/04/2004 17:54 21,590,016 ¥
=T | urits.mdb 28/04/2004 2018 737,260 v
< staff.mdb 27./04/2004 1202 1,294.336 v
g g Efnikn:‘gs < emplan.mdb 3040142004 11:00 974,845 v
&3 Moot < subjects.mdb 06/01/2004 1203 132120 -
] confia < emiv2000.mdb 3140742003 14:04 1,773,568 v
(2 documents < cmbe2007 . mdb 31/07/2003 14:09 £43.072 -

(] emnais < cmbe2002.mdb 01/04/2003 15:02 3,055 516
(] eRetums < cmh2003.mdb 27/01/2004 03:42 2902016

sk |

>|_ﬁ_<

[_1 cribmps

[ZJ CrMRemote

(23 config

(21 documents

(2 ernails

[Z] eFtetumns v

" . | o @ Cancel

lllustration 13 : Progress during a backup

In the example the backup is being made to the subdirectory \cm\backup. This is, of course, a
particularly useless place to have a backup, unless you are sure that your computer will never be
subject to theft or fire and its hard drive will never suffer damage and that the computer itself will
last forever.

Backups MUST be made frequently and regularly and held in a secure place away from the school.

When a backup IS made to a more sensible site then it IS first made to the backup directory and
then copied from there to the requested backup drive.

©MUSAC 2014 489 of 531



Student Manager
MUSAC Classic 2014

Note: Backups CAN be made will other users are currently using the package and have the
database file(s) open. The program checks to see if a database is open and, if so, then a
copy of the file is made and this is included in the backup rather than the original file.

Restore

To restore from a backup, first select the package concerned on the front menu, then click the
‘Restore’ button to arrive at the following screen, which illustrates a restoration of ClassRoom
Manager. Again, the screen is subdivided into two halves horizontally. This time the top half
displays the contents of the backup and the bottom half displays the contents of the directory into
which the backup will be restored.

As with the backup process, you can, at the top right hand side of the screen, specify the file types
which you wish to be restored and, by clicking in the left hand column of the centre display grid,
you can select individual files to be restored. In the example below | have selected just cm.mdb to
be restored.

To begin the restoration process, click on the ‘Restore’ button in the bottom right hand corner of
the top half. A message will be displayed (of which an example is shown below) advising you of
what you have elected to do.

‘& "y Restaring Files from backup.,
s 1 of 497 files selected to restore. [21.590.016 bites out of 40:579 56E]

Thisg will ovenwrite your current data with the backup dated 29 Apr 04 at £:00 Phd
Are you sure vouwizh to restore files?

lllustration 14 : Ready to begin the restoration process

If you proceed then the first file will be extracted s shown below.
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5" Restore files from backup for ClassRoom Manager

“From backup...

[@] Free Space: ~ 31363 MB

Backup Date: 23 &pr 04 at £:00 PM

Selected Files

|Qc: j T Direc!| Filename Date Time Size | ZipSize | &
2 : < cm.mdb 29/04/2004 17:54 21590016 175597 IV Databases
B =T uriits. mdh 28/04/2004 20:18 737,280 114,709 [ Documents
(3 staff. mdb 27/04/200412:02 1,294,336 81,263 [ Dossiers
cmplan mdb 30/01/2004 11:00 974,848 |07.412 [ Graphs
subjects. moh 06/01/2004 12:03 133120 20,183 [ Lapouts
cmbv2000.mdb /07,2003 14:04 1,773,568 349,959 [~ Data
cmb2001 mdb /0720031409 643072 B5051 [ Images
cmbv2002 mdb 01/04/200315:02 3,055,616 337.419 o
< >

Restore

Set this backup directary as the default | 1 of 497 files selectad to festare, (21,590,016 bytes aut of 40 579,566

[ backup

(23 cmbrps

(C CMRemate

(2] config

(21 documents

(23 emails

[C3 eRetumns w

Set thiz restore directory az the default

- Restoring up from: C:\CM\backup to: 2 2 m CM

IV Prompt before-avenariting files?

Illustration 15 : During the restoration process

If a previous copy of a restored file is found in the destination directory a message will be
displayed asking whether or not you wish to proceed by overwriting the original. An example of
this message is shown below.

Owverwrite files?

The file em.mdb already exists in the target directany

Do pos want to replace it with this file?

Mo to all

Yes to all Hao Cancel

lllustration 15 : Overwrite the existing file?

The usual practice is to click the second button to avoid having this message appear for each file
extracted from the backup.

Note: When a backup is made it is created as a series of floppy disk sized files — each
approximately 1.4 megabytes in size. The majority of schools are now backing up onto
pendrives.

A word or two of warning about tape backups. Many schools have an automatic system where
their entire file server (or just selected files) are automatically backed up at regular intervals to a
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tape backup machine. This is great and excellent but please ensure that you have someone in your
school who knows:

e the password to the backup restoration process
e how to perform the process
e how to extract a single file from the general backup

Backups are entirely useless unless they can be used in an emergency.
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25 Appendix 3 - The Password Utility

The MUSAC generalised backup utility can be accessed from the sign-on splash screen provided
that you have the necessary right to access this utility.

25.1 Using the password utility

After entering your entry code and your password a small button will appear to the right of the
entry code area. The entry code and password of the demonstration user have been erased from
the illustration as shown below.

Usermarne: | J

Passward: |

E st

Illustration 1 : Accessing the password utility

Click on the small button and you will be asked to enter the special access password for this utility.
This password is not published and may be obtained, given suitable proof of identity, from MUSAC
Software Support on 0800 600 159.

The password request screen is shown below.

Enter the configuration access
paszword

Cancel

lllustration 2 : The request for the special password

Enter the special password and a further small button will appear, as shown below.

Enter the configuration access
password

REENERR

Cancel |

lllustration 3 : A further button to change the special password

Clicking this further button takes you to a screen where you can enter your own password to
provide access to this utility. Please ensure that this password is recorded somewhere safe and
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secure (and memorable) as the special entry password will no longer work once you have made

the change.

Enter a new access password

Cancel |

lllustration 4 : Changing the special password

Once you proceed to the main utility screen, shown below, you will have a number of functions
available and decisions to make.

E ncrvption: |MLIS.-‘-‘-.I: Standard j
Minimurn lenath: 11« | characters

Re-uszable: |Always =
Expires: |Mever -

[ Uszer can change pazswaord

[ Mew user must change password
[ 3-Try lockout

[ Case-szensitive

[ Must contain &lpha and Mumeric

Default password: |default

Cancel | [tilitiez | Froceed

lllustration 5 : The main utility screen

Firstly, encryption. MUSAC has its own rather sophisticated password encryption routine.
However, the Ministry of Education have indicated that they prefer an even more complex process
known as ‘Blowfish encryption’ (128-bit encryption). You have the choice of the two, via the first
pulldown, as shown below.

Encryphion:

Mirimum length:

Blowfizh [128-bit]

Re-uzable: |Always =
Expires: |Mever -

lllustration 6 : The Encryption possibilities

The second decision concerns the minimum length of your passwords. This is specified via another
small pulldown as is the third entry — Reusable. You can specify the number of changes of
password which must occur before a previously used password may be reused.
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The ‘Reusable’ possibilities are shown below.

Re-uzable:

Expires: Az

- - "

lllustration 7 : The reusability possibilities

The final pulldown allows you to specify the number of days for which a password will remain
active before requiring re-specification. These are shown below.

razzwond:
Illustration 8 : The expiry time possibilities

There are several further options :

e User can change their personal password
Each person will have the right to change their own password

e New user must change password
Each new user MUST change their initial password before they can proceed.

e  3-try lockout
After three attempts a user is blocked out from further attempts.

e Case-sensitive
If it is case sensitive then the program will distinguish between upper and lower case and
passwords would have to match case exactly.

e Must contain alpha and numeric
If set then any password MUST contain both alphabetic and numeric characters.

The *Utilities’ button provides a list of all of your staff members and various details relating to their
access. You can alter their passwords for them on this screen, and change the lifetime of their
password). This screen is shown (in a stretched format) below.
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Code Sumame | Fistname | Usemame | Paszword | Date | LifeTime | Life -
Al Aitken Alan BLACK, piard 2941042003 0 Eternal Al
A5 Aghtan Scott ASHTOM piard 2941042003 0 Eternal =
B, Baumfield  John HOOGEMDOORM  pword 2941042003 0 Eternal |
BT Butler Rony Butler ron 2941042003 0 Eternal

CL Clarke Larraine CaROM piard 2941042003 0 Eternal

O Davenport  Denniz DAl piard 2941042003 0 Eternal

OG Digainz Sharan DaRRAGH piard 07052004 0 Eternal

oM Downes Michels DASS piard 251042003 0 Eternal

oy Diyer Jenny OYER piard 2040472004 0 Eternal

EG Eggleston  Annie Della  Eaggleston dediié 51042003 0 Eternal

FO Fraser Oliver FRASER pwiord 20/04/2004 0 Eternal A
£ I | [

lllustration 9 : Viewing all users’ details

If the ability for users to change their own passwords has been switched ON then, as a user enters
his or her password and presses <Enter> a second small button will appear to the right of the
password entry area. This is shown below.

lllustration 10 : The password change button

If a user clicks this button then the following screen appears, via which he of she can enter their
new password.

Cancel

lllustration 11 : Changing your own password

A ‘Super user’ password is also available, should you forget your own password. This changes each
day and the current day’s password can be obtained from MUSAC provided that your right to
access the package can be established and verified.
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26 The Student Filter

26.1 Using the student filter

Frequently throughout ClassRoom Manager and Student Manager you need to reduce the number
of students displayed from the whole school to just (for example)

a single year level

a single class

a single ethnic group

those with a certain range of marks in a certain column
or any combination of possibilities.

This is done using the student filter which appears, when called, as a series of tabs offering various
possibilities and a ‘Proceed’ button.

Please note: filter logic is OR within each list or section and AND between sections. Thus we

could set a filter to find those students who are in (Year 3 OR year 4 OR year 5) AND (Rm2 OR
room 3) AND who are (Maori OR Polynesian OR Asian) AND (whose score in Maths PAT year 3

Class Percentile is > 50)

Let’s now look at each of the tabs of the student filter to examine the possibilities which they offer.

Tab 1 Years, Horizontal classes and Vertical classes

This tab will be automatically renamed to include the titles which you have given these groupings
e.g. ‘Years Forms Groups’ or ‘Years Classes Rooms’

Options MZ0A Standards Activities
@ “vears Forms Groups Gender, Place & Ethnicity Columns Type tdark Books

Wears Selected Forms Selected Groups Status
104K 11PT KA long

Year 10 1045 11RA L WF1

Vear 11 10ED 12C) aNU VP2

Year 12 10F0 12Ma 9PE WE3

Year 13 1005 12MC 957 WF4
10ME. 1204
11DM 12TH
110 12w/S
11HP 134D
110 135K Fiezet the filker to just
T1F GHG Full and Part tine
T1FE. qHU students

lllustration 1: Tab 1 — Years and class groupings

As the most frequent filters used are those to select an individual year or class group, the
student’s status is also included on this tab and is always set, by default, to include full-time or
part-time students.
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The three lists show students’ years, horizontal classes and vertical classes respectively. You can
multi-select without holding down the Ctrl key.

There is also a button on this screen to clear the present filter (on all tabs) and reset to just full-
and part-time students.

Tab 2 — Gender, Place and Ethnicity

On this tab, shown below, you can select the student’s gender, their place in the family, and their
ethnicity using either the ‘MOE five’ or the full range of MOE ethnicities.

Optionz WZ04 Standards Activities
@ Years Forms Groups Gender, Place & Ethnicity Columns Type Mark Books
Gender MOE Five MOE Ethnicities
European frican/african driging Indian
IV Male g'fic'li ] ustralian Ikalian
olynesian Britizh/1rizh Japanese
W Fevels Agian Khymer/K.ampuchean/Camb
Place in family Other Cook 1sland b aori K.orean

Crutch |atin AmericanHispanic
Fiiian W
Filipina MHew Zealand Maari
Gemnan Miue
Gresk Mare

" Mon-eldests 4 »

[ TestALL four ethnicity columnes (if fot thes anly the FIRST columi will be tested)

lllustration 2: Tab 2 — Gender, Place and Ethnicity

Several years ago the Ministry of Education required that students ethnicities be returned as one
of the five possibilities shown in the ‘MOE five’ list. Since then they have expanded their
definitions to those on the right hand side of the tab, but school frequently prefer to use the ‘MOE
five’ when doing a high level analysis. For more detailed ethnic analysis you could use the right
hand possibilities.

The ‘Place in family’ choice is restricted to just ‘Eldests’ and ‘Non-eldests’ if you are using

ClassRoom Manager. If you are using Student Manager then this choice is expanded, as shown
below.

Place in family

" Youngests
" Eldests
" Mon-youngests

" Mon-eldests

lllustration 3: Student Manager ‘Place in family’ options

Student Manager offers a wider range of possibilities than ClassRoom Manager.
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Tab 3 — Columns

The third tab, shown below, allows you to specify a wide range of possibilities concerning the data
stored in columns.

You may set up several possibilities and, in this instance, you are able to determine the logic
between entries for yourself, using the AND / OR choice on the right hand end of the screen.

In the example below the filter is being set to ‘Class Stanine Maths Yr 9’ > 50.

This is done by using the column picker on the left to identify the column the contents of which
you wish to test, then selecting a condition from the pulldown (shown above) and finally entering
the expression to be tested in the right hand column.

Options MZ04A Standards Activities
@ “vearz Forms Groups Gender, Place & Ethnizity Columns Type tdark Books
| | | | | | Calunh Condition  Expression Logic
11213 Columng
Clazs Stanine Maths v'rd | _~| 50 A AND
Date Sat Maths ¥'r3 —
Age at Test Maths '3 - or
Raw Score Maths 3
Scaled Scare Maths '3 . . et
Class Percentile Maths 7rd ;— i exp;ac:]s a list of possibilities,
. : = separate by commas
Age Percentile Maher o e 1a1b1c.2a2h 2
o = beging with ‘range’ expects a minimum value
gﬁ?ﬂiﬁ;ﬁﬁ;m;hf containg astd & maximum walues,
Diff AgePti V3-8 Maths blank: zeparated by a hyphen
Diff CRStn Y198 Maths nanblank » egdH o 121585
b in
Diff AgeStn vr3-8 Maths range

lllustration 4: Tab 3 — Columns

Please note the text on the right of the screen: if you select the condition ‘in’ then the
‘Expression’ field can contain a list of comma-separated possibilities e.g. 1a, 1b, 2a, 2b, 2c. If you
select the condition ‘Range’ then the “expression’ field expects two values separated by a hyphen
eg. A-H or 12-15.5. Note that BOTH ends of the ranges are INCLUDED when a student’s result is
checked to see if it falls within the range.

Tab 4 - Type

The Ministry of Education provides a list of types and each student must belong to one of these
categories. In the example below the filter is being set to select those students who are either
‘Regular students’ or ‘External students.
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Options MZ0A Standards Activities
@ “rearz Forms Groups Gender, Place & Ethnizity Columns Type tdark Books
Fegular student

Foreign fee paying student
Exchange student
Esternal student
Reqgular Adult student

Mat attending

Returning Adult student

Student in Alternative Education

Student at a Kura Teina [Developing Kura)
Student in Alternative Education

MNZAID [MFAT] schalarship student
Satelite class student

Student in zeparately fundead unit
Teen Parent rannlar = rmaw ol

lllustration 5: Tab 4 — Type

Tab 5 — Options

You can filter for students who are members of one or more option classes using the tab shown

below.
Gender, Place & Ethnicity Colurnng Tupe rark Books
Options MZ0A Standards Activitiez @ “Yearz Forms Groups
Yeal A B C D E F @ 3eachm:

9/ 9TDTH aTvPS aTEST Year 2003 -

R AW

(9TYPS 9FRGI SetMo.: |Set -

MWDV SR
MUDE  SHOJS

amsP I Sha
ATDDV
1nl1nrede 1NrEHE ANTMTHA 1 ¥

lllustration 6: Tab 5 — Options

You can select both the year and the option column set on the right hand side of the screen then
multi-select the various options within that set. You cannot select from more than one set in a
particular filter.

Tab 6 — NZQA standards

This tab allows you to select just those students taking a particular standard or standards, as
shown below where the filter has been set to select those who have ‘Achieved’ standard number
90147 (version 1 Language E).
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Gender, Place & Ethnicity Columns Type Mark Books
Optionz WNZOA Standards Activities @ “vears Forms Groups
NZQA Standards Resul ee sz g
. Hoaoked on i
Select the [3014101E Plan and prepare food to mest A Mot achigved - A - removed 9 T d o~
required | 3014201E Plan and prepare food to mest f " Failed to sit ' SLEE
standards | 9014301E Explore cultural influgnces an b | Neither i
f.le the  |9014401E Demonstrate and apply safe fo b erit . Mo restriction r
ligt 3014501E Analyze nutritional information N3l
901 4601E Describe the impact of societal Ercellence L Ko i
htforward algebraic i Nat ki ~
9014801 Sketch and interpret near ar q 08 AR
9014301E Solve problems involying meas oR
gg} g?g}g g;ﬁszﬁz{;ﬁﬁ;ﬁ;ﬂiﬁ:ﬁﬂ Just filter thase wha have standards attached. I
AM5201E Salve right-analed trianal b [ignore all other restrictions relating to units)....
S o ... in the year : [leave blank for no restriiction]

lllustration 7: Tab 6 — NZQA standards

Alternatively, click in the check box in the ‘OR’ frame to select just those students taking
standards. If you wish to specify a particular year then type that year into the extra entry box
devoted to that purpose.

Tab 7 — Activities

This tab allows you to select those students attached to particular activities, selecting from the list
of current activities as displayed in the illustration below.

In the example the students who are in the choir are being sought.

Gender, Place & Ethnicity Caluning Type hark Books
Optionz WZ04 Standards Activities @ “vears Forms Groups

Select activities fram | 2004 -

oI
Athletics - School Rep
Bazketball - Outside Club Fep
Beach Yolleyball - Outside Club Rep
Bocce - Dutside Club Rep
Clay Target - Outside Club Rep
Equestrian - Dutside Club Rep
Judo - School Rep
Filikiti - Dutzide Club Rep

lllustration 8: Tab 7 — Activities

Tab 8 — Markbooks

This tab enables you to find those students who are members of a current markbook or
markbooks. Multi-select the require books from the list shown.
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Please note: the year 9 markbooks appear AFTER the year 13 markbooks, due to the strictly
alphabetic nature of the sorting within the list.

In the example below the students who are in the ‘9CL 2004’ markbooks are being sought.

Options WZ04 Standards Auctivities
@ “ears Forms Groups Gender, Place & Ethnicity Colurmrs Tvpe Mark Books

13F 2004 ~
13TE 2004

3ES 2004

3FR 2004

9HO 2004

3ra, 2004

35 2004

amLU 2004

It 2004

3FE 2004

35C 2004 b7

lllustration 9: Tab 8 — Markbooks

There is one further tab, disabled in the illustrations above. This is the ‘Schools’ tab which
becomes enabled if your installation of ClassRoom Manager or Student Manager is in the multi-

school mode. This enables you to filter just those students who are for one or more of the schools
represented in your installation.

Finally, in one or two places within the package (notably in grid mode in CMTeacher) you can
repeatedly use the filter to refine your selection by optionally applying the filter to the ‘currently
selected’ group of students. The alternative is, depending on where you are in the package, to
apply the filter to either the entire school or to those in your dossier’s filter.
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27 Appendix 4 — The Column Selector

27.1 Using the MUSAC column selector

The MUSAC column selector pops up whenever you are required to select a column. This can be
when you are :

designing a document

designing a graph

applying a filter to a column

selecting an insertion code in the word processor
applying a formula to a column

The column selector can appear slightly differently in different circumstances. Its height depends
on its location (as has been set for that location within the software).

It may or may not offer special features (detailed below) such as electronic markbook columns,
generic option columns and the like.

The selector appears as shown below with a series of five tabs across the top. You need only use
these tabs when RETURNING to a previous selection, as will be explained shortly.

In Student Manager you will be primarily concerned with those columns which are visible via the
basic documents. You can, of course display data from any other ClassRoom Manager columns on
your SM- designed documents. The first few screen below relate to the Student Manager columns.

1]2]3]4]5] |

Student detailz -
PAT

TOSCA,

Staff Columns

Record of Achievement

Careers

Abzence Summary Details

MZQA Standards

Comment &rea K.

lllustration 1 : Selection of the first category — Student details

The first category, Student details, relates to Student Manager. All of the others relate to
ClassRoom Manager columns. Click on the first category, and the second tab appears, displaying
the areas covered by each of the basic documents. The (enlarged) display below shows these
categories.
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12|

Perzonal
Careqivers
kdiniztry
Medical
Fenamel
Fenamez
|lzer
Hiztaryl
Cther
Aftendance
Sensitive

M otes
Financial

Photographs

W

lllustration 2 : Selection of the Student Manager categories

Click on ‘Personal details’ to move you to the display of columns. The background of the list is no

white — indicating that you have reached columns. The considerably enlarged display below shows
all of the columns held under the headings ‘Student details’ / ‘Personal’. You will recognise these
as the columns displayed via the ‘Personal details.dmt’ document.

T2 2] 45| Comns | 1 ]2]2]4]5] Coumns | 1 ]2]2]4]5 ]| Colunns | 12 2]4]5] Coumns |
Family Mame ~ CLoe ~ ] ~ Paszpart number ~
First Mames Enroli Hapu Address 5

Freferred D ate first started Wiaka Postal address 5

b ail to wharn First attended here Maunga Page 1 photo

Invoices Type Awa Mail ta which

Reports Special Education School history Post code

Address 1 Status Housze Pist cods [Post)

Address 2 Jwi 1 Teacher/Dean Pay by autopayment

Address 3 Iwi 2 Student email Report name

Address 4 i 3 Buddy/Mentor Report full name

Ward Probability of returning Teacher/Dean [Mext pear] Bursary

M atianality First name ‘Wiza expiry date Bursary Tatal

Language Other names Buddy/Hentar [Mest year) Entrance v
Ongin zchool Initials Birth Cert. zighted

Changes of school Farnily Card requested

Thiz Year ail ko greeting Card received

Farm Postal address 1 Date enrclled

Group Postal address 2 Enrolment detailz

MNest Year Postal address 3 Mational Student Index

Form[MNext year) Postal address 4 AKA,

Group(Mest year] Home phane Photograph 2

Gender b Student's phone 5 Photagraph 3 b

lllustration 3 : All of the student’s personal detail columns

The other categories (e.g. ‘Medical’ etc, also reveal their own columns for selection.

We shall turn now to the ClassRoom Manager columns....
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1]2]3]4]5]

Student details

P&T

TOSCA

Staff Columnz

Record of Achievement
Careers

[

Abzence Summary Details
MZ0A Standards
Cornrnent Area

hd

lllustration 4 : Selection of the first category
This illustration shows the column selector with those entries which your package has in the first

column category displayed. When you click on one of these (e.g. ‘PAT’) the display will change to
the relevant second category entries, as shown below.

1]2]3]4]5]

Listening Camprehenzion
Reading Comprehenzsion
Reading Wocabulary

t athernatics

Study Skillz : Reference
Study Skillz - Maps
Study Skillz : Reading

lllustration 5 : Selection of the second category

These are the PAT tests for which you have installed columns. Selecting ‘Mathematics’, the year
categories are displayed, as shown below. If there are no subsequent categories to display then
the display will list the columns available.

1]2]3]4]5]

Year 8
Year 4
ear 10

llustration 6 : Selection of the third category

On selecting ‘year 9’ the program found that there were no Category 4 entries, so it displayed the
columns installed under Year 9. The ‘Columns’ tab at the top of the selector indicates that you
have reached columns and, by clicking on a particular column it is selected and this information is
returned to the part of the program which requested your selection.
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1]12]3]4]5 | Coumns

Drate Sat kaths ¥'r3

Age at Test Mathz 9
Faw Scaore kaths vra
Scaled Score Maths 'Y
Clazz Percentile Mathsz Y3
Age Percentile kaths v
Clazz Stanine Maths Y3
Age Stanine Maths ¥
Diff Cl=PH v'r9-8 M aths
Dniff AgePt 3-8 Maths
Diff ClzStrn v'r3-3 Maths

L

lllustration 7 : Selection of column(s)

In some areas you will be required to multi-select columns. You do this by clicking on the various

columns which you require.

Remember that, if you wish to return to a previously displayed category then you do this by

clicking on the relevant tab at the top of the selector.

One area of use of the column selector which differs from the others is in the selection of a column
or other data relating to a markbook. Markbook columns are not normal CM columns but, using

the selector, they may be treated as if they were.

To select a markbook column, return to the category 1 display and move to the last entry on that

display. This is ‘Electronic Markbooks’, as shown below.

1]2]3]4]5]

Comment Area

Reparts

Activities

Sports

Inkernet connection details
AeT Tle

DEM Agzeszment
Curriculurn Frameworl;,
Electronic Markbooks

W

Illustration 8 : Selection of Electronic Markbooks

Click on ‘Electronic Markbooks’ and the list of available markbooks will be displayed, as shown

below.
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1]2]3]4]5]

Digplay ALL markbooks -
104T 2004
10CL 2004
10CF 2004
10CR 2004
100 2004
10EG 2004
10E5 2004
10FR 2004

lHlustration 9 : Selecting a particular markbook

If you wish to select from a markbook in other than the current year then click on the very first
option and all markbooks from all years will be displayed. Select the markbook from which you
wish to select a column (I've selected ‘11MAT 2004") and its columns will be displayed, as shown
below.

Any global columns with headings will be displayed. At the bottom of the display it is possible to
select Teacher column 101 through to Teacher column 200. Since these columns may or may not
be defined for a particular teacher all are displayed, on the understanding that you will select a
column (or columns) which have been brought into use for a particular teacher — by the naming of
the column(s).

T12]2]4]5 | Coumng

1 Test1 -
2 Test 1 zcaled

3 Test?2

4 Teszst 2 zcaled

5 Mid vear raw

G Mid vear zcale

7 Combined

10 UAS 12337

12 UA5 1234

14 UA5 12344

16 UAS 12345 b

lHlustration 10 : Selection of markbook column(s)

You may wish to select a column from a ‘Generic Markbook’. This is done when you are designing a
document (see CMTeacher manual for full details) which is to be a report document for an as yet
unspecified subject. When you elect to view the document you will be asked, at that point, to
nominate the markbook from which data is to be extracted. Alternatively, you may wish to place
on a report data extracted from whichever markbook a particular student has in his or her e.g. A
option. To do this you would select Markbook Option A from the display below.

‘Generic markbook’ and ‘Option specific markbooks’ are found at the bottom of the list of available
markbooks, as shown below.
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aTE 2004 A
ATy 2004

T 2004
Genernic Markbook,
b arkbook, O ption &
b arkbook Option B
b arkbook, Option C
b arkbook, Option D
b arkbook, Option E

lllustration 11 : Selection of Generic or option related markbooks

Once you have selected either the ‘Generic markbook’ or an option specific markbook then the
possible data extractions from that are shown, in an extended format (a composite screen capture
for this manual) as shown below.

T2 2]4]5 | Coumng

karkboaok M ame s
Teacher : M MIISAC
Teacher : tr MUSALC
Teacher : Firsthame Sumame
[ualification

MZ0A b ark,

MZ0A Grade

Comment 1

Comment 2

Comment 3

Comment 4

Comment 5

Comment &

Comment 7

Comment 3

Colurnn 1

Column 2

Caluran 3

Colurn 4

Coalurin 5

Colurmn &

Colurmn 7

Ol i

Colurnn 39

Colurmn 100

Teacher Colurmn 1

Teacher Calurin 2

Teacher Colurmn 3

Teacher Colurmn 4

Teacher Column 5

Teacher Column &

Teacher Column ¥ il

lHlustration 12 : Selection of generic or option related markbook column(s)

At the top of the list is the markbook’s name, along with three formats of the teacher’s name and
a few ‘other details’ stored in markbooks. These are followed by the eight columns and these are
followed in turn by first the one hundred ‘Global’ columns (ie. those which apply to all teachers in
the markbook) then the 100 teacher-specific columns.
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28 Appendix 5 — the Word Processor Insertion Tool {A}

28.1 Using the {a} tool in the word processor

One of the buttons at the top of the word processor is titled {a}.

m. Word Processor

[ ok ][ Cancel ]J |-‘1'“ia| v||1EI v| AL B @

I
]
il
&

[cm_spe

lllustration 1: The code-insertion button {a}

This tool is used to insert a code into the word processor text. When the text is printed for a
particular student the code is recognised, extracted, evaluated and the resulting information is
used to replace the code in the final text.

The simplest example is the use of Ctrl-N to insert the code for the student’s preferred name. The
code for this is ‘cm.col(3)’ which is translated by the software to mean ‘the contents of this
student’s third column’. Column 3 is the student’s preferred name so, when printed, that is what
will replace the code.

This insertion tool offers a very wide range of possible codes across thirteen different tabs. (Not all
are available unless you have Student Manager as some, e.g. Pastoral, refer exclusively to data
stored via Student Manager.

When you come to a position in the text where you wish to insert a code click on the {a} button
and the code insertion tool will appear, as shown below.

Of course, in Student Manager, you will be primarily concerned with insertions relating to Student

Manager data. Four tabs are used for these insertions and these will be discussed first, and then
we shall move to the ClassRoom Manager tabs. In CM the SM tabs are not visible.
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w. RTF code selection

EEX

O Datee.g. 05/

& éﬁen days e.g. ¥xx [

© Both e.g. 05/ 11 Xxx

O émdenfs data e.g. Xx /X

Doctor -notes
Dentalname
Dental - detals
Dental -notes
hesmedicaldata

Columng | Specials | Genders | Mames | Standards
Caregivers | Financials | Activities | Pastaral specials | Altendance |
CF Specials | Couint | Grade specialz | Linked comments | Colurmn titles Sk Specials
Absence dates Medical details Family details
& HOE year pov:bar name Farnily title
eek 7 pov:bar - contact details Famﬂy salutation

Timetable details
I1'|rne13ble year

ITlrneTBbIe option set name

I'I'lrnemble option set number

[Timetzble number

lHlustration 2 : Student Manager ‘Specials’

There are only a few specials. These are displayed above.

& RTF code selection

CF Specials | Count | Grade specialz | Linked comments | Colurmn titles | S Specialz
Colurmnz | Specials | Genders | Mames | ' Standardz
Financials | Activities | Pastoral specials | Altendance |

Step 1 Select caregiver Fosml zip code '_ogon Fmergenq’ contact Faregiver User field 1

thsical address 1 Fasswcrd F_iving with Faregiver User field 2

Step 2 Select field thsical address 2 pccupaﬁon F_egal guardian Faregi\rer User field 3

Family name thsical address 3 l\'\u‘orkplace |Access rights Faregi\rer User field 4

First names thsical address 4 Fchool assistance 1 szer flag 1 Faregiver User field 5

I'I'lﬁe thsical address 5 Fchool assistance 2 F.Jser flag 2 Faregiver User field &
Relationship Home phone 5chool assistance 3 User flag 3 KCaregiver User field 7

Fosml address 1 lWork phone |5chool asgigtance 4 F.Jser flag 4 m

Postal address 2 Fax number MNotes User flag 5 m

Fosiﬁl address 3 FEII phone IInvoices F.Jser flag 6 m

Fosiﬁl address 4 piﬁer phone F.eporis F_Jser flag 7 I'I'lﬂe initial family name

Fostal address 5 Email address [Voting rights Firstnames Family —

lHlustration 3 : Caregivers

To insert a caregiver code, first select the required caregiver from the popuplist in the top left
hand corner of the screen, then click on the relevant label to insert code for the selected detail.
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wi, RTF code selection

Student's finandial details

CF Specials | Count | Grade specials | Linked comments | Column titles | Sh Specialz
Columnz | Specialz | Genders | MNamesz | ' Standards
Caregivers | | Activities | Pastoral specials | Aftendance |

Finandial document components

Putstanding three months debt

putsianding four months debt

putsianding more than one month

putsmnding more than two months

putsianding more than three months

putsmnding more than four months

[Total current debt [Total amount due Page count
[Amount in words lIn\-'oice number
Furrent month's debt
I‘I’otal gst Fiahement number
Putstanding one month deht Ep—
P S Eeceu: number
putsianding two months debt S1als appy -
(¥ Current student only ErEd't note number

() Current student's family

Addressing finandial documents

Finandial documents should be addressed
using the 'caregivers' tab above and by
then selecting 'first finandial = Yes' as the
required caregiver. Mote that address
component selections will be over-ridden
during printing by the 'postal’ or ‘physical
selection on each student's 'mailing details'
screen,

Close

lllustration 4 : Financials

The financial specials are shown below and they enable you to incorporate into any document any
of the possibilities shown above, e.g. the student’s total current debt. Some of those on the right
hand side of the screen are used particularly in financial documents — receipts, invoices and
statements.

% ATF code selection

CF Specialz | Count | Grade zpecials | Linked comments | Colurmnn titles | Sk Specials
Columnz | Specials | Genders | Mames | ' Standards
Caregivers | Financialy | A ctivities | Adtendance |

Amalgamated details |

These apply to all of & student's transactions in the selected year

Report by Select either : Or the total number of 2. Select ane or more details or actions

otal pastoral points
Either calendar 1. Select type
otal offence points
0 e O
otal merit points O Merits
[e] demi
e Fumber of offences () Supports

©[vers v fumberofmens

Fumber of supports

lllustration 5 : Pastorals

The final tab (for users of Student Manager only) allows you to design a document relating to a
particular pastoral transaction. These are used in the ‘Pastoral’ area of Student Manager for
designing a letter home relating to a particular offence — e.g. the ‘Smoker’s letter’.

A pastoral letter can be printed from within the pastoral section of Student Manager and the letter
will relate to the transaction currently being viewed there.
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We turn now to the ClassRoom Manager tabs which can, of course, be used in letters or
documents designed via Student Manager.

columns

. RTF code selection

Caregivers | Financialz | Activities | Pastoral specials | Aftendance |
CF Specialz | Courit | Grade specials | Linked comments | Calurn titles | S Specials
| Specialz | Genders | Mames | ' Standards
1 | 314151 | Display column contents ® Extracts from markbook O
Student Mahager s columns : round to
i . ) nearest whale number?
PAT Display column title {exduding (@)
TOSCA markboaok name)

Curriculumn Framewark. i ) i
Staff Calumns oE s EE )
O0EM Assessment
Record of Achievement
School Reporting
Careers

Ahzanra Sorarnan Makaile

Display column Long title O

w M.B. You may quickly add the student's
preferred name by typing Cirl-n while
in the word processor.

[ Add Columns l l Close

lllustration 6 : Selection of data from columns

The simplest use of this tab is to insert the data held in a column for the current student. To do
this simply select the column from the column picker on the left of the screen.

Alternatively, if you wish to insert the column title (including or excluding the name of a markbook
from which you might be selecting a column), or the column long title, then you should first select
which of these you wish from the options in the centre of the screen BEFORE selecting the column
concerned.

To select a column from a markbook, first select ‘Electronic Markbooks’ from the column picker.
This will display the current markbooks. Select one of these and its named columns will be
displayed. Select one of these and (slightly complex) code will be embedded in your text. A
composite screen capture of these steps is shown below.

|2 ]4]5] |R1l2]z2]4]5] | 1]2] ] 4]°] Cobmns |
Cormment Area A Dizplay ALL markbooks ~ 1 Test1 S
Reports 104T 2004 2 Test 1 scaled
Activil 10CL 2004 3 Teste
EEs 4 Test 2 zcaled
Sportz 10CP 2004 5 Mid year raw
Internet connection details 10CH 2004 E Mid pear scals
82T Tle 1000 2004 ¢ Combined
DEM Assessment 10EG 2004 10 U5 12357
- 12 U/S5 12341
Curriculurn Frarmewark 10ES 2004 14 145 12344
Electranic: Markbooks 3 10FR 2004 w 16 U/S 12346 w

Illustration 7 : Selection of a markbook column
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If you wish to select from a markbook other than the current year, select ‘Display all markbooks’
from the top of the centre column above.

Alternatively you might wish to display data from a column in an as yet unnamed markbook. This
is done when you are designing a generic report for an unspecified subject. The subject is not
selected until you come to view or print the report. In this case you would select ‘Generic
Markbook’ which appears after the last markbook name in the second column. After this you can
select from the various possibilities shown in the right hand side of the illustration below.

| 4] 5| | 1 ]2]:]4]%| Calumns
9TE 2004 S karkbook Marme ~
a7 2004 Teacher : Mr M MUSAC
S 2004 Teacher h-'!r RIISALC
- Teacher : Firsthame Surmame

eneric Markboak, Qualification
t arkboak, Option A& MZ0A Mark,
M arkbook Option B MZ0A Grade
b arkbock. Option C Comment 1

- Comment 2
t arkboak, Option D Carmment 3
t arkboak, Option E ¥ Comment 4 b

lHlustration 8 : Selection of a generic or option-specific markbook column

There is a third possibility to do with markbooks. You can design a report for the ‘subject in the D
option line’ whatever that might be for a particular student. To do this select from the ‘Option
specific’ possibilities at the bottom of the left hand column in the illustration above. Then you may
select from the same range of possibilities shown in the second part of the display. This includes
the markbook name (i.e. the ‘Report name’ as specified in the markbook definition), the teacher’s
name (in a variety of formats), a report comment, or a column.

Specials
. RTF code selection
Caregivers | Financialz | Activities | Pastoral specials | Attendance |

CF Specials | Count | Grade specials | Linked comments | Column titles | S Specials

Colurnns Genders | MNames | ' Standards
W Middle Earth School |(_:urrent age [Tlme since started schooling (yy.mm)
W W Furrent age (yy.mm}) I‘ﬁme since enrolled here (yy.mm)
W W IJ_an Ist age I‘I’lme at this schoal {yy.mm)
W MUSAC MUSAC |Jan 1st age {yy.mm) I'I'lme since leaving school {yy.mm})
’m [Tlme in Mew Zealand (yy.mm)
W Mr F Teacher I‘I’lme at this school {yy years mm months)
W Mr F Teacher I‘I’lme inMNZ (yy years mm months)

Local student ID m

(Current date dd Month Year  [Current year Horizontal tite [Form
Furrent date dd /mm [ yyyy r\lext year Vertical title utor Page number ’W

Close

lHlustration 9 : Specials
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Specials are displayed on the tab above. They include some information derived from data held in
columns (e.g. the ‘Time at this school’ is derived from the current date and the student’s ‘Date

first started here’) and other information (e.g. Date 1, Date 2) which are specified in the

configuration area of

Genders

the package.

We last met genders when dealing with report comments. These are replaced by the gender-
specific equivalent depending on whether the student concerned is male or female.

If you are a single sex school then, of course, you will not have to use these codes.

If you wish to

insert the code for ‘her’ then use the code for the male equivalent. ‘her’ is strange as it has two
male equivalents. Consider ‘It is his ball so | gave it to him’ and ‘It is her ball so | gave it to her’.

®, RTF code selection

Caregivers | Financials Activities | Pastoral specials | Altendance

CF Specialz | Count i | Linked comments | Column titles
Columnz | Specialz MNames | )

"ue 'She

"ue 'She

His "uer

His her (use his)

Him her {use him)

poy Firl

ISon paughher

'Son's paughher's

Himself Herself

| SM Specials
Standards

Close

Names

lllustration 10 : Gender insertions

This allows you to insert one of the four possibilities shown below.
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% RTF code selection

Caregivers | Financials | Activities | Pastoral specials | Aftendance |
CF Specialz | Count | Grade specialz | Linked comments | Colurnm titles | Sh Specials
Columns | Specialz | Genders ) Standards

The following codes allow you to
alternate between the student's name
and the relevant pronoun where more
than one of these codes occurs within a
combined comment.

Freferred name - he/she

Freferred name - He/She
Freferred name's - his [her
Freferred name's - His [Her

Close

lllustration 11 : Name insertions

The fast way to insert the first of these has been mentioned earlier. You do not have to click on
the {a} button and select this tab. Just press Ctrl-N while in the word processor itself.

Please note: in a combined comment where the preferred name is repeated in several

comments it will automatically be replaced by the relevant pronoun (he or she) on every
second occurrence.

Standards

These apply to unit standards and achievement standards taken by the student and the tab has
two sub tabs.

The first, shown below, allows you to insert a number relating to the label which you click. This
could be, for example, the total number of Level 3 units attempted, or the total credits gained at
level 2, or the number of Level 1 Literacy credits gained.

1
Calumnsz | Specialz | Genders | Names | Standards

Standard and credit counts  §|  Grade counts | Specific standard details | Literacy and Mumeracy |

Select the standard's information which you wish to report.

Year attached 2008 w Option line Alllines | (Mot available if 'all years' selected)

Level Lev 1 Lev 2 Lev 3 Lev 4 Lev5  Total

Incomplete units Flinc. '_Zinc. Fjinc. 'Ainc. Fjinc. I'I'Dtalinc.

Completeunits ~ [lemp  L2cmp. [ 3cmp. [4cmp. L5cmp.  [Total cmp.

Credits gained  Llad. [2ad. [3ad. l4od. [Sod.  [Totalad.

Warning : the calculation of these items can be time consuming and can
slow down the viewing [ printing of your document.

llustration 13 : Number from standards
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The second ‘Standards’ tab is now obsolete as far as its original intention was concerned. This was

in earlier days when unit standards were subdivided in elements and these into performance
criteria.

The possibilities do still have a place however if you wish to insert the code, short title, long title
etc of a particular standard.

Columns | Specials | Genders | Hames | b arkbooks | Standards
Standard and credit counts | Specific standard details |
Select standard Select element [if required] Standard detail
90501 1E S | Code  [Sharttitle |Lang title
905021 E - —
Q05031 | Completion | Subrmission
90504 1E |
905051 E
90506 1 E o _ Element detail
Select performance criteria (if required)
90507 T E [ [
905081 E |
905091 E w
£ 3 Performance criteria detail
Dizplay code @ Shott ¢ Long | |

lllustration 14 : Standard codes

Curriculum Framework specials

These are not student specific. They allow you to count the number of students who have reached
one of the levels of attainment which you have configured for your school for the curriculum
framework objectives.

EFSpecnaIs Count | Grade specials Linked comments Caolumn titles SM Specials

Select a Curriculum Framework objective, followed by one of the right-hand-side

AmHAme

1]2]3]4]5] I

NZ0A Standards A Fegun count
Mumeracy

2sTTle rﬂ.chieved count
STAR

. . tered t
E zzential Skills Aszeszments rVIas rea caun

Irtermet Conmection details
Activitiesz

ESOL

Fees Paid

B armrk Mararnsmbe.

lHlustration 15 : Curriculum Framework specials

Select the objective (under ‘Curriculum Framework’ in the column picker, followed by one of the
possibilities on the right hand side of the screen above.

Count specials

This area allows you to count the number of students who satisfy a particular criteria and to have
the resulting number reported in your document.
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CF Specials | Count | Grade specials Linked comments Column titles SM Specials
Select column Count students whose entry in this column is :
1]2]|3]4]5] Columns |

rl'he same as the current student
Age at Test Mathe2-2 %19 -

T est sat Maths2-2 %19 Fqual to

B e ba

Scale Scoe aths2-2 Y1 |Greater than (or after)
Errar Maths2-2 13
Stanine Maths2-2 w9 |Less than (or before) 20

Mumber Knowledge Mthe-2 5T

Murnber Strategies Mthe2-2 '3

Algebra Mths2-2 14 ——
Geometry & Measurement Mths tw
Siatistics Mihs2-2 719 = e

lHlustration 16 : Grade specials

In the example above, the document will report the number of students who have scored less than
20 in their PAT Maths Yr 9 Scale Score Maths.

Grade specials

This area is very similar to the previous one. First select the column, followed by the entry to be
counted (which may be a range — see the note on the screen below), and finally click on the
operation you wish to have performed :

Count the number of students with the specified entry or in the specified range

Calculate the percentage of students with results which meet the same criteria.

CF Specials | Count | Grade specials | Linked comments | Calumn titles | St Specials
1. Select the required column 2, Spedify the enfry to 3. Select the calculation which
be counted you wish to perform
112345 Columns |
Date Sat Mathz2 ra A 10-20] ount the number of students with
Age at Test Matha2 v'r3 the spedfied entry

Test zat Maths2 13

Induding a hyphen (e.a.
14-21) indicates that Ealculate the percentage of

you wish to test for a tudents with the spedified entry

Stanine Mathe? Y result within a range
MNumber Fnowledge MthsZ2 '3
MNumber Strategigs Mtha2 73
Algebra Mthz2 '3 ) )

. M.B. This procress can only be applied
ELE_ ometr_l,J L%‘clh’liaks)ir‘ement Mths. o to columns of type Mumber, Text, Short
text, and Curriculum Framework.

lHlustration 17 : Grade specials

Linked comments

This area allows you to insert a comment into the text where that comment depends on the result
which the student has in a particular column.

You must set up the possibilities in the screen below by first selecting the column then specifying
the range of possible entries in that column along with the text which you wish to appear in the
document if the student has the matching result.
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Calunin titles Sk Specials

CF Specialz | Caunt | Grade specials

If column ... contains. .. .. then display ... ~

1]2]3]4]5] I

Recaord of Achievement LS

School Reparting ]

Careers

Abzence Summary Details

MZ04A Standards L
Mumeracy

AsTTle

STAR

Ezzential Skill: Assessments

lntarmat Canmachion dakails — W

Select comments (5 Enter comments directiy Another column's data
Another column's caption & Another column's short ' Another column's long title O

If you make your last entry in the left hand column above ‘else’ then
the attached comment will be displayed for any result not listed above.

lllustration 18 : Linked comments

column titles

This area inserts into the document the basic title or the long title of the selected column. It would
be easier to type the required text into the word processor.

CF Specialz | Count | Grade specialz | Linked comments Sk Specials
1 | | | | | | The purpose of this link is to allow you to display a column title in an Rtf box where
the column title is Subject To Change. In other words, if you subsequently change
Student Manager -~ the title of the column, then the display will be updated dynamically to the new title,
PAT
TDsCﬁ. Column basic tite &)
Curriculum Frameswork
Staff Columns 1 Column long title &

OEM Aszeszment
Record of Achievemnent
School Reporting
Careers

Mheanea Sormrmann Natails

llustration 19 : Column titles

Activities

The section allows you to return a reasonably complex text extract related to the current students
activities.

Select either the calendar year or the student’s year as required, followed by the category required
then tick on the option which you require.
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Paztoral speciale Altendance

Caregivers | Financialz

Activities list
Counting activities

Just select the year and the category(s)
-.And category b then dick the message below

Select according to

Either calendar year ...

Indude awards information o len aras

activities in which the
student is involved

o

2003
O W Indude tagged columns

... OF academic year Indude tagged column headings
Frinting format :
@' Year 8 ¥ =
Mo line feeds - all in one line
Each activity in one line
All separate lines

oJele

Use These Activity Settings ]

Illustration 20 : Activities

This will generate a summary related to the student the format of which will depend on the setting
you select from the three possibilities displayed above :

e No line feeds — all in one line

e Each separate activity on one line

e All activities and their component details (eg. awards) on separate lines.

e This is intended to form part of eg. a student’s leaver documentation.

e A new possibility is to report just the total NUMBER of activities taken by the student.
Pastoral

The next tab has two possibilities. If you are using Student Manager to design a Pastoral document
then there will be two tabs available. The first, shown below, allows you to design a document
relating to the currently selected pastoral transaction. These are used in the ‘Pastoral’ area of
Student Manager for designing a letter home relating to a particular offence — eg. the ‘Smoker’s
letter’.

Caregivers | Financials Activities Aftendance
Amalgamated details |
These apply to all of a student's transactions in the selected year
Report by Select either Or the total number of 2, Select one or more details or actions

otal pastoral points
Either calendar 1. Select type

otal offence points

| 2008 w () Offences
otal merit points ) Merits

O demi
fesra Fumber of offences () supports
@ | vears o Fumber of merits

umber of supparts

lllustration 21 : Pastoral insertions

A pastoral letter can be printed from within the pastoral section of Student Manager and the letter
will relate to the transaction currently being viewed there.
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Otherwise if you are designing an ordinary document, only the following tab will be available to
you.

Caregivers | Financials Activities Faztoral specials Attendance
Amalgamated details |

These apply to all of a student’s transactions in the selected year

Report by Select either : Or the total number of 2, Select one or more details or actions
atal pastoral points Default offence || |Default offence action ~
Either calendar 1. Select type Alcohal abuse 3 day suspension
Assault on student Apology to teacher/sh

otal offence points -
) | 2008 w L Assault on teacher Daily report
otal merit points O Merits Bullying Guidance Counsellor
e Classroom Misbehavio Home smoking imposin
Fumber of offences ) Supports Danger Behvr fzeriou Home Visit
Drug use Letter home
@ |vear & w Im Graffitt Letter requesting mee’
Language in dlass Mediation
IW Vandalism ¥ |Positive points report %

lllustration 22 : Pastoral counts

Firstly, select the year (calendar or academic) to extract information. This is done at the top of the
screen, as shown above.

Secondly, you can either select one of the ‘Total calculations’ from the left hand side of the screen,
or you can choose offences, merits or supports in the middle of the screen, followed by one or
more from either the associated details list or actions list.

You can use this to report, for example, how many detentions a student has had in the nominated
year, or how many times he has been caught smoking or using drugs. Selecting more than one
from a list generates a combined total. You may only select from one of the two lists at a time.

Please note: if you are using Student Manager this information will be extracted from the relevant
part of that database.

Caregivers

In ClassRoom Manager you can now extract information relating to a particular caregiver — or eg.
the first emergency caregiver, or the first with their ‘Financial’ flag set to ‘Yes’. The screen via
which these extracts are available is shown below.
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w. ATF code selection

CF Specials | Count | Gradespedials | Linked comments | Colurnn tifles | SM Specials
Calumnz | Specials | Genders | MHames | ' Standards
Financials | Activities | Pastoral specials | Attendance |
Step 1 Select caregiver Fosial zip code F_ogon Ffmergency contact Faregiver User field 1
| Caregiver 1 w | thsical address 1 Fassword F_iving with Faregiver User field 2
Step 2 Select field thsical address 2 pccupation F.Ega| guardian Faregiver User field 3
Family name thsical address 3 'Workplace |Access rights Faregiver User field 4
First names thsical address 4 Fchool assistance 1 F.Jser flag 1 Faregiver User field 5
ITIHE thsical address 5 FSchool assistance 2 F.Jser flag 2 Faregiver User field 6
Relationship Home phane fichool assistance 3 User flag 3 Caregiver User field 7

Postal address 1 Wiork phone Bchool assistance 4 Lser flag 4 Karegiver User field 8
Postal address 2 Fax number MNotes User flag 5 Earegiver User field 9
Postal address 3 Cell phone Invoices Liser flag 6 Caregiver User field 10

Pos‘ﬁl address 4 pﬂ'uer phone F.eports szer flag 7 rﬁﬁe initial family name -

Postal address 5 Email address Voting rights First names Family —

Close

lllustration 22 : Caregiver code insertions

Attendance detalls

This tab, shown below, allows you to report on either a number or percentage relating to
absences/attendances.

& RTF code selection _||'E|fg|
CF Specials | Count | Grade specialz | Linked comments | Colurmn titles | Sk Specials
Columns | Specials | Genders | Mames | ' Standards
Caregivers | Financials | Auctivities | Pastoral specials | Atendance |

Attendance details

M.B. These code inzerts will only generate information if the attendance columns for the relevant year
have been filled with attendance information for that year using the importation routine in

Enter the number of half-days for each term

Thi lect ding to i ired i
in the required year{s_) before selecting a =N select according Finally select the required insert

Year |Term 1|Term 2| Term 3| Term 4 ~ (®)Reporton half-days (OFul days (O Periods
1999 - Either calendar year (Reportas  number @'P
2000
Explained S
2008
2001 — O Explained truancy W
2002 ... Or academic year Glidance
2003 Music
2004 Query
2005 ® School activity
Sick Bay
2008 0 i 5
mwminT \: E\ J!a&"j_ A

* = columns found [ Cancel ] [ B ] -

Once the half days per term has been entered, an asterisk in the right column of the table
indicates that the absences columns for that year have been installed into the database. As
mentioned in the orange-backed message, you must have both installed the relevant columns AND
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imported the relevant summary data via CMAdministrator in order for this process to be able to
return sensible information.

Assuming you have done this then you have the following choices.

1 Do you wish to retrieve data relating to a particular calendar year or to the current
student’s particular academic year? This is done by making the required selection from the
two popup boxes in the middle of the screen.

2 Do you wish to report half-days, full-days or periods. If you select ‘Periods’ then you will
not have any choice in the next selection.

3 Do you wish to report the number of absences (or attendances) or their percentage of the
full year.

4  Finally, what is the absence reason which you wish to report on.

Note: At the bottom of the list you can report ‘Attendance’. This will determine the total number

of half-days or full-days absent, and subtract this from the total half-days (or full-days)
determined from the left hand table.

Thus it is possible to report eg. on a student’s percentage attendance over a number of years.

Similarly, by ‘filling a (suitable) column with’ the percentage attendance, or numbers of wagged-
half days and a second column with relevant academic results (eg. total level 1 NCEA GPA) it is
possible to generate a correlation regression analysis between the two.
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29 Contact Details

MUSAC Nationwide

Telephone: (06) 350 9254 Email: support@musac.co.nz

Fax: 0800 500 159 Web: musac.co.nz

Software Support (software errors) Tel: 0800 600 159

Postal: MUSAC PN912, Private Bag 11 222, Manawatu Mail Centre,

Palmerston North 4442

Delivery: Room T1:21, Te Ara Building, Centennial Drive, Palmerston North 4410
MUSAC Product Specialists Sales and Training North Island

Email: training@musac.co.nz

Phone: Bruce Graves on 021 357 997 Web: musac.co.nz

Postal and Delivery: see MUSAC as above

Solutions & Services Sales and Training, Financial Manager Support South Island
Telephone: (03) 331 6210 Email:admin@solutionsandservices.co.nz
Fax: (03) 331 6217 Web: solutionsandservices.co.nz
Financial and Asset Manager Support Nationwide

accountshelpdesk@solutionsandservices.co.nz

Tel: (03) 331 6213 Fax: (03) 331 6217
Postal: PO Box 33357, Barrington Mall, Christchurch 8244
Delivery: 99 Rose Street, Somerfield, Christchurch
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