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Copyright/License Agreement
Worsfold Software Ltd

Copyright

The software described herein (hereafter referred to as “the software") is
copyrighted and all rights are reserved by Worsfold Software Ltd.

Copying for the purpose of selling or otherwise distributing the software is a violation
of the law.

Copyright (C) 2003/2010 Worsfold Software Ltd

License Agreement

The institution or individual by whom the software was originally purchased (the
LICENSEE) is granted a license to use this software under the terms stated in this
agreement. The software may not be assigned or transferred to any other institution
or individual teacher without the express written consent of Worsfold Software Ltd.

The LICENSEE is deemed to have a "site license" allowing for the unlimited use by
the LICENSEE. The LICENSEE may make unlimited copies of all disks and the
manuals, providing that such copies are for the use solely of the LICENSEE.
Similarly, the software may be operated on multiple machines provided that use is
limited to the LICENSEE.

The license is effective until terminated. You may terminate it at any time by
destroying the software. It will also terminate if you fail to comply with any term or
condition of this agreement. You agree upon such termination to destroy the
software.

Multiple site licenses are subject to separate negotiations.

Warranty

This warranty covers any physical defect in the physical software distribution media.

Worsfold Software Ltd agrees to replace defective CDRoms or diskette(s)
immediately, by return post, without charge.

Worsfold Software Ltd warrants that the software itself will perform substantially in




Worsfold Software Ltd Community Education

accordance with the specifications set forth in the documentation provided with the
software.

Worsfold Software Ltd will either replace or correct any software that does not
perform substantially according to the specifications set forth in the documentation.

Worsfold Software 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. Worsfold Software Ltd shall not in any case be liable for special,
incidental, consequential, indirect, or other similar damages even if Worsfold
Software Ltd has been advised of the possibility of such damages.

Worsfold Software 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.

Massey aggregate liability arising from or relating to this agreement or the software
or the documentation is limited to the purchase price paid by the licensee.

The agents, distributors, and dealers of Worsfold Software Ltd software may not
modify the Limited Warranty or make additional warranties binding on Worsfold
Software Ltd.
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Conventions used in this manual

Most of the examples used in this manual are from a database of fictitious students
and tutors. If and when examples are from actual centres and actual students a
black rectangle has been used to obscure names.

<Enter> means ‘Press the Enter key’

‘Ctrl” refers to the Control key, which probably has ‘Ctrl’ on your keyboard.
Alt" refers to the ‘Alt’ key on your keyboard.

‘CE’ refers to Community Education — the software package

Each chapter begins with an overview of the topics covered therein.

The pages of each chapter are number according to the chapter. If you find a topic
in the contents or the index in which you are interested then you will find both the
chapter number and the page number associated with the topic, e.g. ‘The creation of
Activities 13.3" means that this topic is to be found on page 3 of chapter 13.

These are popup lists, even though they pull down.
Multiselecting
Frequently you will wish to make multiple selections from lists. The standard way to

do this is to hold down the Control key (‘Ctrl") while selecting from the list by left-
clicking with your mouse.
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Chapter 1

Overview and Installation

What is covered in this chapter? Page
1.1 Overview 1.1
1.2 Installation 1.3

1.1 Overview

This package has been written using Microsoft's Visual basic 6 and employs a single
Access database for each year of operation e.g. ¢ce2005.mdb

Its purpose is to replace the original DOS package written and supported for several
years by MUSAC.

The basic processes include :
1. The entry of data concerning :
a. Users - who have rights to access certain other functions
b. Tutors
c. Courses - which are taught by the tutors, and incur a specified fee.
d. Students - who are enrolled in courses and hence incur the course fee.

e. Financial transactions involving students and their courses fees.

Overview and Installation Chapter 1 -1
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2. Printing utilities which allow you to :
a. Print course lists (of students taking courses) including registers.
b. Print lists of courses

c. Print lists of students, and their information (courses, contacts, financial details
etc)

d. Print lists of tutors
e. Design your own lists concerning tutors or students

f. Design documents relating to students or tutors using the word processor. This
includes the ability to print formal title pages for courses.

3. Several utilities which allow you to :
a. View course sizes (i.e. maximum and current enrolments)
b. Delete those students with no current courses
c. Make default settings concerning financial processes.
d. View centre statistics (Numbers of students, courses, enrolments etc)
e. Print unprinted receipts, invoices, credit notes and statements

f. Print invoices and statements
g. Make global course changes
h. Make a backup of your data (or restore a previously made backup)

i. Perform global changes of case.

Overview and Installation Chapter 1- 2
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1.2 Installation

Community Education is supplied on a CDRom and is accompanied by a small text
file on a floppy disk.

The CDRom contains two sets of files for installation
1. The System Files

These are files which your computer requires to enable it to run the Community
Education software. They include such things as the printer functions, the Access
database functions and the like. These must be installed on EVERY computer which
uses CE, even if it is accessed across a network.

2. The Program files

These are the files written specifically for the Community Education package. They
include the program itself, an empty CE database and the on-screen help files. These
need only be installed once — on your computer or, in the case of network use, on
the fileserver. Of course, if you are also installing on your home computer then both
the system files and the program files will need to be installed there too.

The floppy disk contains a single small file which is your center name (encoded) and
used to gain access to the software.

Installation

Insert the CDRom into your computer and close the CDRom drive door. The
installation menu should automatically appear after a few seconds. If it does NOT
appear then use Windows Explorer to find your CDRom drive and on it find the
program AUTORUN.EXE. Run this program by double clicking on it. The installation
menu should appear.

& AutoPlay Application

Community
Education

g : e Install Community
Install system files Education software

(c) Worsfold Software Ltd 2003

Overview and Installation Chapter 1- 3
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On this screen you will see the two buttons corresponding to the two sets of
installation files.

Click on the left of the two buttons to...
Install the system files.

The screen shown will appear. These files are the same as those used by MUSAC for
their software and are used by Worsfold Software by kind permission of MUSAC.

Click ‘Next’, and follow the installation step to their conclusion.

Start Installation E

Setup is ready to install MUSALC System files on this machine.

Please read the following instructions before clicking Nexst.

MUSAL System Files installer -
[&april 2002)

Read theze notez carefully BEFORE installing theze
zystem files.

Thig installer includes common spstem files that are used
by MUSAC 32 bit applications [Accountz, Classroom
M U SAc M anager and Libram Manager]. vou need ta run this
ingtallation on each machine that will be running these
System Files applications.
Installation K3\

< Back

Cancel |

Next, having returned to the installation menu, click on the second button to ...
Install Community Education Software

The ‘Welcome’ screen will appear. Click ‘Next’ and you will arrive at the ‘Installation
destination’ screen which allows you to specify where you wish the program to ‘live’
on you computer.

Welcome E|

‘welcome to Community Education Setup program.
Thiz program will install Community Education on
=~ your computer

It iz strongly recommended that you exit all ‘Windows programs
before unning this Setup Program,

Click Cancel to quit Setup and close any programs you have
running. Click Mext ta continue with the Setup pragram

WARMING: Thiz program is protected by copyright law and
international treaties.

Unautharized reproduction or distribution of this program, or any
portion af it, may result in severe civil and criminal penalties,
and will be prosecuted to the maximum extent possible under
Iz

Cancel

Overview and Installation Chapter 1- 4
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N.B. The default entry shown below is CE. However, you should click the ‘Browse’
button to ensure that your computer does not attempt to install the software on to
the CD itself. If you DO proceed then you might well receive a message indication
that ‘The file CE\Unwise.exe could not be opened’ and the installation will conclude
unsuccessfully. Do NOT install while the display is as shown below with just ‘CE’ as
the destination folder. Please change it, by browsing is necessary, to e.g. c:\ce

Choose Destination Location

Setup will install Commmunity Education in the following folder.

Ta install into a different folder, click Browse, and select
another folder.

You can choose not to install Community Education by clicking
Cancel to exit Setup.

- Destination Folder

CE Browse...

Cancel I

On clicking the browse button, navigate to the drive onto which you wish to install
the software. In the example shown I have found drive C: and the top line indicates
that I am about to install into C:\CE. If this is OK then click the ‘OK’ button.

Select Destination Directory

Cancel
[C] CEaa
3 cm
£ Documents and Settings
[C3 Dnvers
3 My Music
(=3 Program Files
[ recycler
[C7 Student photos

[Z3 Swstemn Yalume |nfarmation
e e

|E o= ﬂ

| £

Overview and Installation Chapter 1- 5
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If you have previously installed this package then you should be pleased to receive
the message shown. If you have not, then you should not receive this message!

| Install [‘5—<|

The directary C:ACE already exists, would you
lik.e toinztall into that directon anpwan?

_. ........... "T" EE., Nl:l |

................................

All going well you will return to the previous ‘installation destination’ screen, this time
with a correct destination displayed.

Choose Destination Location

Setup will inztall Community Education in the following folder.

To install into a different folder, click Browse, and zelect
another folder.

You can chooze not to install Community E ducation by clicking
Caticel to exit Setup.

- Destination Folder

< Back | ﬂext>| Cancel ‘

The next step can be skipped. It simply asks you if you wish to have the program file
(CE.EXE) placed in a suitably named Program group.

Select Program Manager Group E|

Enter the name of the Program b anager group to add
Community E ducation icongs to:

]Commun\ty Education

Accessories ~
ACD Spstems =
Administrative Tools

Adobe Acrobat 4.0

Ahead Mero

Analogr

Camtasia

CMAdminigtratar

CMTeacher

Cormmunity Education

ComponentOne Activex Controls

Carel Print Office 2000

Divi -] MPEG-4 Wideo Codec

First Impression & 2]

< Back

Cancel
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Nearly there. Click the ‘Next’ button to begin installation. This process takes a
relatively short time....

Start Installation [z|

You are now ready to install Community E ducation.

Frezs the Mest button to begin the installation or the Back
buttar to reenter the installation infarmation.

¢ Back Cancel

... and, at its conclusion, you will reach the ‘Finish’ screen, where you should click
the ‘Finish’ Button.

X

Installation Complete

Community Education haz been successfully installed.

Press the Finish button to exit this installation.

Fimshi > §

This completes the installation procedure. You are now ready to begin using the
program.

Overview and Installation Chapter 1- 7
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Running the program

Community Education consists of one application file called ce.exe and this is found
in your \ce directory.

You will probably wish to create a shortcut to this program and to have this shortcut
on your desktop. To do this, right click with your mouse on the desk top....

Arrange Icons By # J
Refresh

e »
Properties

Click 'New' followed by 'Shortcut. The following dialogue (or one like it, depending on
the version of Windows which you are running) will appear. Either 'Browse' to
identify the location of ce.exe or type it in if you know it. Then click 'Next'

Create Shortcut

This wizard helps ou to create shortouts to local o
network, programs, files, folders, computers, or Internet
addresses,

Type the location of the item:

T 1
e

Click Mext ko continue,

Mext = l[ Cancel

The second step will appear....

Overview and Installation Chapter 1- 8
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Click Finish to create the shorbcut,

[ < Back “ Finish l[ Cancel ]

... displaying the screen name 'ce.exe'. You might wish to change this to e.g. ‘Com
Ed’. When you have finished, click 'Finish' and your new shortcut will appear.

A
Zam Ed

Now, to access the program you simply have to double click on the shortcut. Doing
so will lead you to the opening ('Splash') screen for the package.

% Community Education Logon

Community
Education

old Demonstration 2

(c) Worsfold Software Ltd 2003

Logan 1guest
Enter
Fassward -

E it

Overview and Installation Chapter 1- 9
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Community Education

Initially, you should enter using the entry code : guest and password : worsfold
Later on, you will set you own entry or entries up and may wish to change the

password for ‘guest’ so that others cannot enter uninvited.

Once you have successfully logged on you will arrive at the main package screen,

from whence all other processes occur.

Help (F1) Export Select database

Edt Students | EdiCowses | EdiTutors |  EditUsers Printlists Utiies

During your first entry to the package you will pass through a ‘Data conversion

process.

Welcome to Community Education

4

The program offers two alternative systems of managing the financial aspects of wour centre.

The firstis a minimal system, where vou may manually enter receipt numbers and set and
adjustfees. You can print simple receipts and invoices and lists of financial information.

The second is a much fuller accounting process with debts generated and payments
received with the ability to print receipts, invoices, statements and fransactional lists and

SUMraries.

Consideryour decision carefully as, once you hawve decided then itis not possible to change.
lfwou are in any doubt then seek help, either from the help screen Press F1 or click the 'Help!
button below) or contact Waorstold Software for further advice.

Financial system

Make your " The simple system
selection here i The detailed syztemn

If wou wish to convert data from the DOS wersion
of Community Education then click this buttan

Help!

Proceed o convert
existing data

{zee under Introduction’ /
The alternative financial
syzterns’]

Overview and Installation Chapter 1- 10
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On this screen :

1. You MUST make a decision concerning whether you wish to use the ‘Simple’
accounting system within the package, or the ‘Detailed’ version. Full on-screen help
concerning this is available during the process. See Chapters 4 and 5 for further
information concerning the two financial alternatives.

2. You MAY elect to have data from your earlier DOS version of Community

Education converted to the new database format. The screen for this process is
shown below.

Identify wour DOS CE directory Identify the farmat which you have
uzed for tutars' names in the DOS
| = j wersion Student data : {commed). dat
) Course data : newsubs. dat
e DOS wersion name farmat Tutor data : butors.dat
(3 vb5 fs First name Surname
B
[ Advert " Surname, First name
[Z] backup
[ celnd ™ Surname First name
(L7 Centres
[(3) Classmate
(L Distribution
(L Failzafe B
A Help Proceed to conwvert

Remember to ‘Press F1 for Help’ or click the *Help’ menu at any point within the
software.

Once in the program, follow these steps to get up and running.
1. Click on the HELP menu to access the help screens.

2. Enter yourself, and any others as users - allocating the correct package
rights to each.

3. Enter your TUTORS
4. Enter your courses (and attach the relevant tutor or tutors)
5. Enter your students (and attach their courses)

6. Print course lists and various other analyses/documents.

Overview and Installation Chapter 1 - 11
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This concludes the installation process. If you have any questions please either :

call Worsfold Software PH 03 449 2094 This telephone will be answered mainly
during afternoons. If unattended during mornings you might wish to leave a
message.

or e-mail to randcbutler@paradise.net.nz

Overview and Installation Chapter 1 - 12
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Chapter 2

Entering data

What's in this chapter? Page
2.1 Overview 2.1
2.2 Users 2.2
2.3 Tutors 2.4
2.4 Courses 2.6
2.5 Students 2.14

2.1 Overview

There are four sets of data which you must enter to enable to you use this package.
These are :

Users

You must specify the names and passwords of those people whom you wish to allow
access to the package.

Tutors

Next you enter the names and details of those people who teach the courses offered
by your centre.

Courses

Next you enter the courses, along with all their details, and, as you go, you connect
them to the tutor (or tutors) who teach each course.

Entering data Chapter2-1
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Students
Finally, you enter your students, connecting each to his or her courses as you go.

You will notice that these buttons are in the reverse order along the top of the main
screen. This is because, once you are up and running, the button which you will use
most frequently is the first, ‘Students’, followed in decreasing order of frequency by
‘Courses’, ‘Tutors’, and ‘Users’.

Let’s take these in the order listed above.

2.2 Editing Users

The first thing that you should do, having entered the package for the first time, is to
register yourself as a user, so that, in future, you can log on as yourself and have
your own personal settings recognised.

Click on the 'Edit Users' button at the top of the main screen.

fross )

Edit Uzers

It will turn green and the User data entry screen will appear.

Entering data Chapter2 -2
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W Community Education Worsfold Demonstration 20/03/2003 User : Worsfold Version date : 01/03/2003

Edit Students Edit Couzes Edit Tutars FErint lists Utilities

This utility allows you to add or delete users from the database, and to adjusttheir
password and/or rights to the vatious function of the package

Currently listed uzers

quest Uzer's Logon
Paszword

Llzer rights i has the rights to
[~ Wiew student details

[ Edit students
[~ Edit courses
[~ Edit users
[~ Print lists
™ Al utities

I Just view course sizes

£dd a new user ‘ ™ Wiew only students

Delete the selected user ‘ Save changes

Initially, only the user 'guest' will be listed. Click 'Add a new user', followed by the
entry you wish to type when you log on, followed by the password which you wish to
use to access Community Education.

A word or two concerning passwords : Books have been written concerning
passwords. Your password should be a simple code which you will easily remember
but that no-one else, knowing you, might be able to guess. Many folk use their
mother's maiden name. Names of your children, your pets, your middle name, your
wedding anniversary, your birthday etc are the first choice of those wishing to guess
your password. Your choice should also involve both ends of the keyboard so that
anyone watch cannot follow the movement of your hands.

Once you have these two details entered.....

Entering data Chapter2-3
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Idzer's Logon |H.;.r_|,|
Pazsword TR
Iser rights haz the rights to

Iv Wiew student details
v Edit students

Iv Edit courses

Iv Edit users

[v Print lists

[v Al utilities

Iv Llust view courze sizes

I Wiew only students

Save changes

.. choose those access rights which you wish to allocate to yourself.

A useful right to allocate to an office member is the second to last : Just view course
sizes. This will give them the ability to enter the package and, via the utilities area,
view the list of courses, their current enrolment numbers, and their maximum sizes.
This makes it possible to them to provide advice to prospective course members.

Once you have made your selection, click the red 'Save changes' button and your
new user will be added to the list.

At this stage you might like to exit from the package and sign on as yourself. Please
remember to change the password for user : guest to something other than
‘worsfold’.

2.3 Edit Tutors

The second area to visit in preparing your package for use is the 'Editing tutors' area.
Click on the 'Edit tutors' button at the top of the main screen and the following tutor
data entry screen will appear.

Only two items of information are essential : The tutor’s Family name andf First
name. All other details are optional. Some are obviously very useful and others you
will wish to ignore.

Entering data Chapter2 -4
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This utility allows you to add or delete tutars from the database. and to adjust their individual details

Chrely Meteed s Family name | Fay zcale IRD Mumber
Find ]
iy | Firzt name | TEC Mumber Tax code

gﬁ hell Al Title Bank Account | PPTA [

Ee ernifer Address line 1 | Status " Aclive  (+ Inactive
g ]

C Ll Addressline2 | Highest |

H Ette ) qualification

H nhe Address line 3 | Tutar/Teacki

J ) utor/Teaching

3 Addresslined | qualifcations

m eilta Postal code EJ

::]‘1 len Home phone | DA

Fi E ‘wiork phone |

¥ an Date started

B Aroha Fax number | .

5 wati el | D ate of birth

Td pia hd P | This tutor's courses

oy Email @ [Courses are
&dd a new tutor e attached to
tutars wia
Delete the selected tutor editing the .
course details]
Irnpart 2006 tutars Save changes |

There are, initially, normally, of course, no 'currently listed tutors'. The first task is to
add your first tutor. To do this, Click on the 'Add a new tutor' button and fill in the
tutor's personal details in the center panel.

If you wish to enter a comment then just click in the comment area and a small
popup window will appear, via which you can enter any comment.

; 5 Underhill Hoad
At el l This tutor's courses

adl e o S e
B3 Eonnitininy Ed e - f[L1)[2

ad
ad

Bilbo would like ta offer an Art class on a Tuesday night if one is required.

Ho
L
Fa
Ce

Em
Pressing <Enters will returm pou back to the Courses soreen,
Co Usze Chl-Enter to move to a further ling within the comment. Cancel Proceed

An example of a completed data screen is shown below.
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Family name |Baggins Pay scale 2 IBD Mumber |16-635-111

First name |B|":":I TEC Mumber | 123498 Tax code G
Title Mr Bank ccount |02 2345 67891 00 PPTA T

Address line 1 |5 Underhil Fioad

Statuz ™ Active i+ Inactive
Addrezs line 2 |H':'bbit°"" Highest | TR
- qualification
Address line 3 |Th'3 Shire -
) Tutor/Teaching |Dip Ed
Address line 4 | qualifications
Poztal code | Z| J
Hame phone |06 345 £723 LAPD
wiork phone |06 357 5245
Date started 03/06/2003
Fax number |
Cell phane 021111 9355 Date of bith —13/12/1374
This tutor's courzes
Emnail Send |bi|b0@undethill.net.n2 [Courses are
Comment attached to
tutors via
Eilba is happy o run an At class on Tussday nights editing the
if required. course detailz]

Save chahges |

Most of the entries will be obvious to you. The Pay scale can be any humber. '0' can
be used, for example, to signal those tutors who are paid via a different system -
e.g. those who send you an invoice - rather than those whom you pay via time
sheets or the like.

If you do not wish to enter particular details e.g. Bank Account then you are
perfectly free to leave them blank. As explained above, only the Family Name and
First name are essential.

Once you have finished the entry of the details, click on the red 'Save changes'
button, which changes colour to red whenever you make a change, and your tutor
will be added to the list on the left hand side.

A small ‘Send’ button next to the tutor’s email address allows you to jump straight to
your email program, to send a message to the displayed tutor.

To edit the details of a tutor, simply click on their name in the left hand list. Their
details will be displayed and your can edit them, saving them once you have
completed their changes.

Initially there will be no courses attached to a tutor. Once you have moved further in
to the package, and have entered some courses, (and attached them to their tutors)
then, returning to this screen and selecting a tutor will cause his or her courses to be
listed on the right hand side of this screen.
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Once you have your tutors in place, it is time to move on to the courses.

2.4 Editing courses

The third entry area is the specification of the courses which you offer.

This is access via the second large button at the top of the main screen - 'Edit
Courses'

Course details  Click column title to zort Code | M.B. Fleaze use the format
Tille | dddmmdypyy for all dates
| it | | Start dat
art date
Display only these : |-‘5-" courses ﬂ Subeode | | j
- Status  pctive  Pending © Cancelled Tem Al year 2
Code Title
41 Get The Best From “'our Camera Tutor 1 | j Hrowil Day Maonday -
b2 Landzcape Design .
b3 Boatmasters Tuter 2 | ﬂ Hr/wk. Time :lv J
T Defensive Driving Raom W an Min Current | MWaiting Heurs li
T2 Indonesian Cooking ,_ ,_ takers list ?
T3 Acadsmic Witing and Study Skills Funded | TEC Funded || 0 | Hone Wesks
T4 Learn to Speak kandarin [Int] Course ,_ Materials & ’— Tl ,— End date ,7
T5 Swing D ancing Fee §
T6 Stage 3 Guitar Cornment Caszual enralments l—
TF Te Reo ke ona Tikanga
T8 Introduction to Maori Socisty Registers comment
T4 IRD Busitess Tax S eminar Comment ta
T Scrapbooking appear in ‘
T10 Learn To Speak French Beginrers documents
il Learn To Speak Mandarin [Beainners) Changes alertl J
W2 An Introduction to Beauty Therapy Add a new course | Save changes ‘
W3 Tai Chi Chuan add q -
i 4 new course Hepeatin ;
m; E;:;n[;:;;;a;'liTagtes details of the selec@dpcoursg View students ‘
:\;51 \I;IDU?; At Delete the zelected course | Import 2006 courses ‘
TH2 French Corversation [Int]

Your courses are listed down the left hand side of the screen. Initially, of course, no
courses are listed. To enter your first course, click on the 'Add a new course' button,
and proceed to the details.

Note that some of the fields have small orange rectangles beside them. These are
the essential fields and must be provided for every course. All other fields are
optional.

Code : This is your own internal code by which the course is recognised. It can
consist of a mixture of alphabetic and numeric characters eg : 50, 50a, 101C etc
Codes can have a maximum length of 5 alpha-numerics. Where you have a particular
course being repeated each term then it must have a separate entry for each term,
and you might wish to include the term number as part of the code. E.g. WWK1,
WWK2, WWK3 etc

Title : The title of your course
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Subcode : You must categorise your course under own of the T.E.C.categories.

Subcode | | j

 [O00School Y70l &
Status ® Active |01 Schad Y1115
020 Literacy - B asic

091 ESOL - English f

460 b athematics - Bz
Riaam 180 Art, Muzac, Craft

Tutar

220 Humanities [exch
222 Maori language ™

L T

If you know the actual subcode for your course (e.g. 220) then you can simply type
it directly into the data entry field provided. Otherwise, you can select it from the
pull-down list of T.E.C. codes.

Status : Your course can be 'Active’, ‘Pending’ or 'Cancelled'

If the status of a course is ‘Pending’ then you may enrol students in that course but
the course fee will not appear in their ‘Db amount’ column, as shown below.

Date C| Code Title Courze  Materialz| Total Feel Db Amnt
05,/03/2005 5101 ACCESS G0.00 60.00 0.00

If, when numbers are suitable, you decide to change the course from ‘Pending’ to
‘Active’, the program will offer you the chance to automatically have the ‘Db amount’
column filled with the ‘Total fee’ for each student enrolled. The message in question
is shown below.

(S

‘fou have changed the status of this course from 'Pending’ ko ‘Ackive’,
Do wou wish ko have the course Fees copied to the 'Dh Amount’ calumn?

Tutor : Select the tutor from the pull down list. You can specify up to two tutors per
course, and you may also, if you so wish, specify their hours per week.

Tutor 1 || j Hriy

Tutar 2 ||Bagg|ns, Eilbao ;llHra"-.-'

- o e r
Room : ... where the course is held
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Maximum : The maximum number of students allowed in the course.

Funded : There are four possibilities — three of which correspond to a page of your
annual MOE returns.

A fourth possibility 'Other' has been added, for those who wish to offer courses
which fall outside the MOE returns.

Funded MOE Funded -
Fee ¥ Community Group Enrolments
C Self funded
ormment Other
[

Course fee : The fee for the course.

If you wish to have a separate materials fee then that, too, can be entered at this
point. Alternatively, some prefer to leave any materials cost as a part of the course
fee, without separating it.

Start date : The date of which the first session of the course is held. Please use the
format dd/mm/yyyy. If you enter, for example ‘2/5/5 the program will automatically
reformat it for you to ‘02/05/2005'.

End date : The date of which the last session of the course is held.
Term : Select term 1, 2, 3 or 4 or All year

Day : The day of the week on which the course is held. You can add to the list of
possibilities shown here via Utilities — which is dealt with in a later chapter.

Time : Please indicate the start time on the day AND the finish time. You may set up
your own times in order to save you the trouble of having to type them in each time.
To do this, click on the small ‘three dots’ button to the right of the ‘Time’ data entry.

A display will appear via which you can enter a time, press <Enter>, enter another
time, press <Enter> etc until the various times which you wish to use have all been
entered. From there on it is simply a matter of selecting the relevant entry from the
list each time. You can, of course, press the ‘Three dots’ button again at any stage to
enter further times. An example of this entry screen is shown below.
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.. 03 I—‘u.j,:u.p rainienance J J [31

b aintenance of Times

Fprm - 9pm
Gprm - 3. 30pm
Sam - 11am

Select fram list to delete ar ..

Enter a new Time

Finizhed

Hours : This is the total number of hour which the course will occupy. This
information is used for the T.E.C. returns.

Weeks : In order to specify the total number of hours (vital for the correct
generation of the RS44 returns) you may click on the large vertical ‘Three dots’
button to the right of the data area. This causes a popup calculator to appear. An
example of this is shown below.

rlunps exleng iy ]

Mumber of weeks
Hours perweek

Total course hours 1

ik

Cancel | Froceed ‘

The program will attempt to fill in the details for you but will, basically, calculate the
total number of hours from the first two entries. Once you are satisfied that the
information is correct, click ‘Proceed’ and the information will be displayed back on
the main screen, as shown below.
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Time Fpm - 9pm - J
Hoaours 1z
Weeks |[B

Comment : Any comment which you might wish to make concerning the course.
(e.g. Requires an OHP) As with the entry of a tutor comment, clicking in the course
comment area causes the popup window to appear.

Comment to appear in documents

Should you wish to add a further comment, which is intended to appear along with
the course details in documents designed to be sent to members of the course, then
enter it at this point. e.g.

-

B3 Copiuuity Edueziiiog _J\.JQ]

Pleaze bring wour own wool to the first night and we will dizcuss the merits and defects of the various samples blought in.

Pressing <Enter> will return you back to the Courses screen,
Usze Chl-Enter ko move ta a further ling within the comment. LCancel Proceed

Once you have finished entering the details, click on the red 'Save changes' button
and your course will appear in the left had list.

You may subsequently make changes to your course details by returning to this
screen, selecting the course from the left hand list, making your required changes,
and clicking again on the 'Save changes' button.

So far, you have used just two of the seven buttons at the bottom of the screen.

Dizplay rooms timetable Add a new course Save changes

Changes alertl |

Add a new course Bepeating
detailz of the selected course

Wiew shdentz

Delete the zelected course Import 20032 courzes
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If you wish to repeat the basic details of one course for another course then a) select
the course which you wish to copy then b) click on the 'Add a new course repeating
details of the selected course' button. Add the final details of your new course, and

save the changes.

You may, of course, delete a particular course, by selecting it and clicking on the
'Delete the selected course' button.

Should you wish to view those students attached to a particular course then a) select
the course concerned and b) click on the 'View students' button. A popup window
will appear, listing the students currently enrolled in the course.

Students taking course 2 13

Student |Pad |
Bl Je. Kate

Fd [Romaine

kil tr. Katharing

I mioto, Kenichi

hd |, Ryan

M [nald, Kimberley

A Simone

R . Jonathan

5 n, Marika

TH__Een, Dawid

Delete selected students Hide ‘

From this screen you can select one or more students and delete their enrolments
using the button provided. (To multi-select, hold down the Control key and click on
the students whom you wish to select.)

Alternatively, once you have finished, click on the 'Hide' button to return to your
normal 'Edit Courses' screen.

Should you have been running the program in a previous year then the sixth button
allows you to import courses directly from the previous year’s database. Click on the
‘Import 200x courses’ button and the previous year’s courses will be displayed. In
the example below, five courses have been selected for import.
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Import the previous year's courses

Select thoge courses which you wish to bring into the current year

001, M5 Excel 1-Feb 17

002, MS Excel 1-4.45-6.45-0ct 13

003, Anyone Can Draw - Oct 13 n
004, M5 Excel 2-bar 17

0054, Computer Beg-4.45-Feb 24

005C, Computer Beg-4.45:4ug 4

007, Middle E astem Cuising-Feb 17
003, Self Esteem & Comm-tap 12
003, Cafe Style Fare - Jun 3

010, Computer Beg-Feb 10

010E. Computer Beg-tay 5

010C, Computer Beg-Jul 28

010D, Computer Beg-Oct 13

012, French Conversation-Oct 13
013, MS Access 1-Jul 28

014B, Accounting MYOB-May 5
OT4C, Accounting MY OB-Jul 28

015, E wciting Food/Budget-Feh 17 Proceed

0174, Dec Botted Fruits-tar 24

0 7L, Die: Battled Fruits-Aug 11 Bz

Click *Proceed’ and the selected courses will be added to the list for your current
year. You can, of course, then alter particular details, e.g. the start and end dates, to
reflect the correct information for the current year.

The yellow button allows you to view the room timetable for the period of the
selected course. This enables you to see which rooms are available for use during
this period. An example is shown below.

Room 03/05/2005 16/05/2005
7-7.15 715730 |7.30-745 |745800 |8.00815 815830 830845 845300 |7715 715730 |7.30-7.45
11
15/ 245 245 245 M245 M245 M245 M245 k245 245 245 M245
16
19
20
44
45| M236 M236 M236 M236 MZ236 M236 M236 M236 M236 M236 M236
48
47
474
48| M274 274 274 M274 MZ274 274 M274 M274 M274 M274 M274
5
50
B
9
A Suite
J'ville
Library
Music 282 M282 M282 M282 283 283 M283 h283 M282 M282 M282
Pan Canta

Below the yellow ‘Rooms timetable’ button is a small text area where you may add
any note that you wish to use to draw attention to a change in the course details —
e.g. a change of dates or room. If you enter text in this box then the window
surrounding it and its size will change subtly, as shown below.
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Without an entry :

L I |

Changes alert! _ | :
| d

With an entry :

Changes alert! . Reduce to small size i Savechanges ...

Mate raom change ta Bmld

When you wish to remove this reminder/warning, just click in the small unlabelled
button at the right hand end of the heading, shown above. To reduce the size back
to the small size (so that you can access the buttons behind) click on the button
suitably labelled.

If you wish to save changes to the course details without reducing the notes window
to its original size then click on the other button on the notes window labelled ‘Save
changes'. If you display a course which has no notes then the notes window will
automatically be in its small size.

In the middle of the screen are two small lemon windows which show
a) the number of students currently enrolled in the displayed course.

b) The number of sudents currently on the waiting list for this course.

| Current [waiting F
takers li=t

|| 5 2 b

T oalicAn =

You can voiew the students currently taking the course

If a course has been cancelled then a red message appears at the top of the screen
to draw your attention to this fact.

You can view the students taking this course either by clicking on the button labelled
' view takers’ as described earlier, or by clicking on the left hand of the yellow labels.

You can similarly view the students on the waiting list by clicking on the ‘Waiting list’
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label. The following is an example of the screen which will appear.

= [N ]| o | [W1N] o I I O =

Waiting list for course : Th
Stage 3 Guitar

Left-click on a student to have them enrolled on the course ‘You may edit prionties via this screen
Right-click on a student to remove them from the waiting list
Current takers 5 Course maximum ; &
Student Date Priority | Comment
Arquier, Carmen 19/01/2008 1 Mot urgent. Happy to wait until nest year.
A, Julian 1340142008 A Wery keen to be there this year.
0

Print Hide

You can add a student from the waiting list by simply clicking on their name from the
list displayed. To remove a student from the waiting list right-click on their name.
You may also edit the waiting list priorities by clicking on a priority and changing it.

You can also print a list of those on the waiting list (e.g. to hand to the tutor) by
using the ‘Print’ button at the bottom of the window.

The final button, ‘Hide’, returns you to the main course screen.

If a course has been cancelled then a suitably bright message appears at the top of
the course display.

*
Cancelled St
0OF TRAVELLERS En

|221 Other languages ﬂ

Casual enrolments.

The need for this entry arose from a centre which ran a one-day course (a public
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lecture) open to the public for enrolments on the day. Of course 150 people attended
and they did NOT wish to gather their names, their ages and their ethnicities... or to
spend a couple of hours typing all of this information in to the computer!

The solution was to develop the are labelled ‘casual enrolments’. If you click on the
area then the following small window will appear.

This completes our discussion (we'll, I'm talking to myself as I type and I trust that
you are doing the same as you read) of course detail entry. We'll turn our attention
to the last major area of data entry : students.

| Casual enrolments for : TG

Total number of enralments u]
Total fees paid
Tatal hours attended

Gender and Ethnicity numbers

Eth/Gender Males Females | Unknown
NZ Maari -

NZ Pacific: |5l

NZ Agian

Others 1}

M.B. This information is used in the compilation
of the RS 44 returns - hence the need for
infarmation relating to gender and ethnicity.
For the purpoges of the retums the Age Group
will be 'Unspecified’ for these students.
Separate information relating to 'European’

studentz iz not required for the returnz. k.

The orange label displays important information, explaning the need ofr gender and
ethnicity information for the purposes of the RS44 returns. As you enter a total
attended, this will automatically appear in the ‘Unknown Others’ area in the bottom
right hand corner of the display. If you do, however, know the numbers in particular
squares (e.g. Six male Maori) then fill this in and the balance in the bottom right
hand coner will be reduced accordingly.

Fill in the total fees paid and the total hours attended (e.g. 150 people for 2 hours =
300 hours) and your task is complete.

Casual enrolments will appear on the list of takers as a single entry.
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2.5 Editing students

Finally, we come to where we can enter a student! Click on the 'Edit Students'
button at the top of the screen and the student data entry screen will be displayed.

The screen is in two parts. At the top are the personal details relating to the
displayed student. At the bottom are the details relating to the student's enrolments,
including financial information. N.B. In the example below, the 'Detailed financial
system' details are shown.

To begin, click on the 'Add a new student' button.

Pl GRS || e e NZ Resident? @ Yes  No

First names I Wwork phone Date of birth
Fax number Age group Urikisn -

Address line 1 I
I—jJ Cell phone Ethnicity European -

Address line 2
¥ Emsil _Send | Tie
Aidd) line 3 | £
iess line I j Biarskn " Male & Female ¢ Unkn  Credit card I

Address line 4 | Maiing list r Tagforist [~ Previouscowses | Wiew couses
Past Code I HJ igw waiting list | Total debits Total credits

Comment

Courses
| Course|  Materials  Total Fee| Db Amnt Cr Amnt| Bept/ny Prrt? | Method haurs| Comment

Type course

code above

and press
<Enter:

Pritat |

Undo

i

Hide cancelled courses Import 2006 students |

Add a new studant | Sl Delets the selected studentl Save changes | Reconcile | Search < Back Mest »

A WMOETDSOO A

Let's look at the personal details first.

Four of these are essential — the four with small orange rectangles to their left.

| Maiee G NZ Resident? “ Yex (Mo

| [

First names I work phone I [rate of birth I

Address line 1 I Fa number I #Age gioup IUnkwn j'

iddrass ling 2 I :I I Ethnicity IEuropean vl
ress line . e ﬂl | e

Address line 3 I HJ II

Gender © Male * Female ¢ Unkn  Credit card
iz 2 I Mailing fist r Tagforlist I~ Previous courses I Yiew courses |
Post Code I HJ Yiew waiting list | Tatal debits Total credits

Family name

Cell phone

Most of these are self explanatory.
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The little buttons at the right hand end of Address lines two and three allow you to
specify so default entries, one of which may then be selected from the popup list
associated with each of those fields. The entry of the pre-determined possibilities is
shown below.

Type each new entry into the text entry box at the bottom of the screen and press
<Enter>. When you have finished, click ‘Finished'.

R e Ce JJQ1

taintenance of Addreszes

Churtan Park.
K.handallah
wellington

M gaio

Crofton Diowns
ity
Johnzarville
Wi adestawn
Tawa
Broadmeadows
K.arari

Select from list to delete or ...

Enter a new Addresz

Finizhed |

Subsequently, the entries will be available as shown below.

Address line 2 | EJ
i Broadmeadows
Address line 3 Churtan Park J
i Craftan Downs I
Addrezz line 4 Johnzonville
K.aror I
Cormmemt Khandallah B
M gaio
Courses T awa

I . ~lroas Tl

Mailing list : Tick this box if you wish to be able to print address labels for just the
‘mailing list’ students.

Age Group : At the request of one centre we've added a category outside the range
covered by the T.E.C. 'Under 16' allows them to identify younger students optionally
excluded from the Ministry returns.
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Title : .. has been added at the end as some centres prefer not to record this item.

Credit card : One or more centres has requested the addition of this field. Use it if
you do wish to record this information, otherwise ignore it.

Previous courses : This field displays the number of courses which the student in
question has taken in previous years (according to previous years’ databases — which
you may or may not have available, depending on when you began using this
package). You can view the courses by clicking on the button labelled ‘View
courses’.

(If the number of previous courses is zero and you know that there are previous
courses then you can have the count globally redetermined by going to ‘Utilities /
Course size / Recount previous courses’ as described in the chapter on Utilities.)

At the bottom of the personal details area is a comment area where you may record
any other information relevant to this student.

Once you have entered your student's details it is time to move to the bottom half of
the screen to record their enrolments. Before you can do this for a new student you
must ‘Save changes’. Student’s enrolments are recorded using the student’s record
number (where they are stored in the database) and, until you have ‘Saved’ them,
they do not have such a number.

There are two ways in which you can enter a course against a student, and each
centre will have its preferred method.

Course|  Materials|  Total Fee| Db Amnt|  CrAmnt Rcpt/iny Click in column heading to sort W
; Code | Title | Max | Cumt. @
s |M136  WOODWORK 12 3 E
M145 ITALIANFORTR 20 16

C |M152 ESOL 30 J

0 1M167  voGA 0 14

g M173  ARTFORBEGIN 12 4

5 |M182 CLASSICALGUIT 6 1

E |M183 CLASSICALENSI & 3

5 |p184 CLASSICALGUIT 6 1

N 1193 SOCIAL LANGUA 50

5 [M236  wWOODWORE 12

> |M245  ITALIAMFORTR 20 4
M252  ESOL a0
M267  YOGA 20 1
M274  ART BEGIMMER! 12
M282  CLASSICALGUIT &
1283  CLASSICALENSI B 2
M284  CLASSICALGUIT & =

1. Click on the purple panel labelled *>>> COURSES >>>"and a panel will slide out,
displaying a list of your courses. An example of this list is shown in more detail
below.
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Chck col heading to sart |&ll cour | CL.

i Code | Title baw | Cure | WWitlat | A

Y k1 et The Best Fror n o 1]
b 2 Landzzcape Desig 30 0 1]

C |M3 Boatmaszters 20 0 0

011 Defensive Driving 20 0 0

5 |T10  LeanToSpeskF 12 0 O

g [T Scrapbooking 12 0O 1]

E |T2 Indonezian Cooki 15 0 1]

T3 Academicwiing 15 0 0

3 T4 LearntoSpeak M 15 0 1]

5 | TE Swing Dancing 20 0 1]

» | TE Stage 3 Guitar 5 B 3
T7 TeReoMeonaT 12 1 1]
Ta Introduction to Mz 12 0 1]
T3 IRD Busziness Ta» 14 0 1]
TH1 Floral drt 12 0 1] 3

This display shows both the code and the title of each course, along with both the
maximum number of students allowed in the course and the current number of
enrolments.

To enrol a student in a course simply click on the required course from the displayed
list. Should you attempt to exceed the maximum then a message box will seek
approval do to so. If approved then the display of the number will have a red
background, constantly warning you that the maximum has been exceeded. The
'Current' number is, of course, updated as you add each new student to a particular
course. You can view the students currently taking a particular course by clicking on
the number in the ‘Curnt’ column.

Recounting the students attached to courses.

If you are entering enrolments across more than one terminals then it is necessary
for each terminal, from time to time, to be brought up to date with the numbers
taking each course. It would be too time consuming for the program to automatically
update the display on every terminal everytime a new enrolment is made on one of
them. At the top of the above display there is a small button labelled ‘Ct.” Clicking
this button will cause the course count for every course to be re-determined from the
database.

The Waiting List facility
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The program has the ability to keep a ‘waiting list’ of students waiting to gain
admission to a course. This optional facility is ‘switched on’ via ‘Utilities and
Configuration / Default settings / More defaults’.

If you are using the ‘Waiting list’ facility then an extra column will appear in this
display, as shown below...

Click col heading to sort |All cour | Ct

o

" Code | Title Max | Curr| Witlst| A

5 k2 Landscape Desig 30 O il
M3 Boatrnasters 20 il il

CITi Defenzive Driving 20 0 1]

U110 LeanToSpeakF 12 0 0

g |T11  Sciapbooking 12 0 D

g T2 Indonesian Cocki 15 0 o

E T3 Academic Writing 15 0 il

5014 Leainto Spesk M 15 0 O

. T8 Swing Dancing 20 0 il

. | TG Stage 3 Guitar 5 & g

= | T7F TeReoMeonaT 12 1 il
Ta Introduction to ke 12 il il
Ta IRD Buzinesz Ta» 14 0 0
TH1 Flaral At 12 0 0
THZ French Corwersat 12 0 0 3

... and, should you attempt to allocate a course which is on its maximum to a student
then the message box will allow you to either proceed (and exceed the maximum) or
to add the student to the waiting list. An example of this screen is :

ce @

Warning! The course maximurn will be exceeded,

Do o wish ko add this student to the waitlisk For this course?
Yes = add to waitlisk

Mo = add ko course regardless

Zancel = abandon this enrolment

Mo Cancel

If you respond ‘Yes’ then two further questions will be asked :

a) You can provide a comment e.g.
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Waiting list comment

X
W aiting list comment

Cancel

|Must get on this year

And you can enter a priority number. (You use your own range, beit 1to 5, or 1 to
10.... And 1 may be the highest or the lowest priority. It over to you.)

Waiting list priority

W aiting list priority

Cancel |

If you have students on the waiting list then you can viw them by clicking on the
number in the waiting list column. The list will be displayed e.g.

Waiting list for course : Th

Stage 3 Guitar

Student | Date | Pricrity | Cormriett

Arquier, Carmen 19/01 /2008 1 Mot urgent. Happy to wait until nest pear.
L Au, Julian 19/00./2008 5 e keen to be there this pear. B
Al Adams, Rebecca 19/01 /2008 tduzt get on thiz year i

Right-click on student to remove from waiting hist Print | Hide |
“Yiou may edit the priorities via thiz soreen

You may, via this screen, alter the priority entries and/or remove a student from the
waiting list by following the instructions on the screen.
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Returning to the course selector, at the top of this window is a popup list which
allows you to request that only courses for a particular term be displayed in the list.

To select a course from the list, just click on it and its details will be added to the
student’s display, as shown below.

Date C| Code Title Course| Material:) TotalFee| Db Amnt CrAmnt| Reptdlny Frr Click, ir column heading to sort ’m
26/02/2005  M173 ART FOR BEGINMERS 45.00 45.00 45.00 —

Code | Title Maw| Curnt. |
M136  WwODDWORK 12 3M
ITALANFORTR 20 16 H

20 14
ART FOR BEGIN 5
CLASSICALGUIT B 1
CLASSICALENSI B 3
1

mMeTDSO0 Y

The display above shows a course added to the detailed financial system display. In
the simple financial system the courses in which the student is enrolled are displayed
in a similar (but simpler) fashion.

2. The fastest way to add enrolments is simply to type in the course code into the
small data entry field at the left hand side.

Courzes

253 Date

262020

Type courze

code above

and press
<Enter>

In the example above, course code M283 is about to be added. Press the 'Enter' key
when you have typed your code, and the course will be added to the student and the
cursor will return to the same place to allow you to enter a further course code.

Once you have completed the entry of data for a student, click on the 'Save changes'
button and the information will be recorded in the database.

We shall deal with the various processes associated with the financial aspects in a
separate chapter later in this manual. In the meantime, let’s look at the
other features of the student screen.

Printing documents.
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On the left hand side of the screen, just below the code entry box, is a small button
labelled ‘Print’. As you will see later in this manual, it is possible to design
documents based on a generic student and to then print the document for one or
more students. This button allows you to print such documents directly from the
student’s screen. Click on the button and a list of the documents which you have
designed will be displayed.

one |

Tita

You may print a document directly far the current student
Select the required document from the list below -
1 list ) o ) } 4l
J— Toreprint a receipt nght-click on the receipt number =

Ta prnt an invoice night-click on the amount due [Tatal fee)

Courze Cancelled

letter for money

letter far maney during tem
letter for pogalates

Letter yes courze like staff
MoCourze

refund

rall

ROl to tutors

staff yogalates

[

[

<1}

Include terms

x Al " Termn 2
" “ear " Tem 3
" Temn 1  Tem 4

Print Cancel

To print a document select it from the list and click ‘Print’. Note the information at
the top of this window, indicating that, if you are using the detailed financial system,
you may print receipts and invoices by clicking suitably on the course listing for the
student. Statements may be printed via this window, along with any other non-
financial documents.

Also on the right hand side of the screen is a display of the number of previous
courses taken by a student. These are courses taken by the student in previous
years.

Previous courzes |?

T oo X aNalal - . " A M

Clicking on the "View courses’ button results in a display such as :
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Courses previously taken by

M el
‘fear | Code [Title | Comment
_2_IJIJ4!W190 FIAMND - OMGOING tar: te
2 FIAMND - OMGOING Mar: le
PATTERM MAKING Coop bgie
FlaM0 - ONGOING bd ar: 1]
FlAND - ONGOING tar: te
FlAMND - OMGOING tar: ter
2006 w290 PlAMD - ONGOING Mar.

Mumber of cowrses previous to 2008 7 Fecord this number

The display indicates the year in which each course was taken, the course code, its
title and the course tutor.

Tagged students

There is a small tick box on each student’s screen labelled ‘Tag for list". If you click
on this box and save the changes then this student will be ‘tagged’. Tagged students
can be identified in two places in the package.

a) Via the search process as described shortly.

b) In the routine used to print statements, described in the chapter on ‘Utilities
/ Configuration’.

Just below the credit card details area are two small areas reporting the total debits
and total credits for the current student.

e |

Total debits  $35.00  Total credits $35.00

At the bottom of the screen there are some buttons. (There is actually one other in
the gap — but this one is not currently visible for this student. It will be revealed and
dealt with in the chapter dealing with the financial aspects of the package.
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Hide cancelled courses Paid i full $45.00 Import 2006 ztudents |

Add a new student S| Delete the zelected student Save changes Reconcile |

If a student has one or more cancelled courses (in the detailed financial system)
then the first button causes these to be hidden. Once clicked, this button changes its
caption to allow you to reverse the process.

{ Dizplay cancelled courses |

The next three buttons (in the bottom row) are have obvious purposes :

e To add a new student
e To delete the currently displayed student

¢ To save the changes made to the current student

The first button ("Add a new student’) has a further small button labelled 'S’ beside it.
If you wish to add a new student who is a sibling of the currently displayed student
then click on the 'S’ button. Some of the details of the current student will be
retained, leaving you to fill in the sibling’s distinguishing details. If the new student is
NOT a sibling then click the larger ‘Add a new student’ button.

This last button (‘Save changes’) will change its colour to red if any detail relating to
this student is changed. It will revert to its usual colour once the changes have been
saved (by clicking it).

The last button in the top row has the same purpose as its equivalent on the tutor’s
screen and the course’s screen — to allow you to import students from the preceding
year’s database. An example of this screen is shown below.
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Import the previous year's students

Select thoze students whom pou wish to bring into the current year

Ap[eamb—mAl B BAARY Search for
ABH EM =

4B HIE

ABR H'L

ALK 1S

AT L&

igi .&Isu_:u imnprt
A0 IE their courses
Add

AH

AHK | WAHEED

AHK

AH ETT. JACAUI Procesd
AlK

i::‘l g Cancel

You can use the ‘Search for’ area to find particular students and, by clicking the small
box, you can have any courses attached to them included in the import.

The remaining two buttons relate to the financial process and will be dealt with in
the relevant later chapter.

Moving to another student.

Each time you enter this section of the program, the screen will automatically display
the first student (alphabetically) on file. To move to a different student you can use
the '< Back' and 'Next >' buttons in the bottom right hand corner of the screen.
Alternatively you can click on the 'Search' button (Pressing Alt-S is a far quicker way
of arriving at the same point). The following small window appears.

You will notice that there are six different things you can search for to identify
students. The first is their family name. Simply type in the first few characters of the
family name of the student sought, and all students matching these letters will be
listed. To move to a particular student either click on their name, so simply type the
number which corresponds to them in the list. The list will disappear and the
selected student will be displayed.
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%1

Mame sought [
Receipt sought
Tagged students

Address
Emnail =

=7
i R N N R

Pozt code

Clear all tagz Cancel

Should you wish to search on one of the other criteria, type in the text sought and
click on the ‘Search’ button which will then be visible. In the example below A
search has been made for ‘@para’ as a part of an email address.

A Mame sought B
y " Receipt sought
" Tagged students
b Address
4 * Email =
" Post code

E Y I@paradize.netnz w2
4 |an adise etz =

A paradize.net.nz

Al rmstrongi@paradise. ne—

Ba ncoisb{@paradise.net.

Ba Biparadise.net.nz

Ba (@paradize.net.nz

Ba nzi@paradise.net.nz

Bl divori@paradize. net.rm;

Bl nnief@paradise. net.nz

Bl mhardii@paradize. net

Bri bE@paradize.net.nz

Br lef@paradize. net.nz

Bul andreal@paradize. ne ¥

Clear all tags Cancel

This is one of the two places in the package where ‘tagged’ students can be
identified. ‘Tagged students’ are those whose ‘tag for list’ tickbox has been ticked.
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The third filter option above allows you to identify these students. (A button at the
bottom of the screen allows you to untick all tagged students.)

If you DO search for tagged students then, on the completion of the search you will
be returned to the students’ screen — with the first tagged student displayed. The
‘Next’ and ‘Back’ buttons will be outlined in red, indicating that they are restricted to
less than all students — in this case just tagged students. You can ‘escape’ from this
restriction by running another search.

This completes the discussion on data entry. Next we shall move to the printing of
lists (both pre-designed and user-designed) and documents.
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Chapter 3

Printing

What's in this chapter? Page
3.1 Overview 3.1
3.2 Printing Course lists (of students) 3.2
3.3 Printing lists of courses 3.14
3.4 Printing lists of students 3.15
3.5 Printing lists of tutors 3.17
3.6 Printing the T.E.C.’s RS44 returns 3.18
3.7 Designing your own lists 3.19
3.8 Using the Word Processor 3.23
3.9 Room Timetables 3.31
3.10 Financial reports (Detailed version only) 3.32

3.1 Overview

This section of the package is the largest, as there are many ways you can print the
many lists available.

In addition to a large number of pre-designed lists, you can also design both your
own lists and word processor documents. The main list printing screen has several
buttons, each of which takes you to one of the various types of lists.
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: List of . :
Courze lists S Student liztz Ligt of Tutors
Dezign pour Wwhord Fi T
AR o lists processing MARCIE LIS

3.2 Printing Course lists (of students)

This is the process you can use to print a wide variety of lists displaying the students
who are enrolled in courses.

On first entry, the screen will appear as shown below.

Course lists

Select required courses Lizt farmat Sub farmat

Display  [Just Monday courses | ' Name anly " Address labels " Mo exira columns

ks |A|| — ﬂ : Eame ar.1d address " Receipt and n.ame  Multiple columns
ull details " Orne page register (4]

Display € Al ™ Orly active " Financial details " Orne page register (B)

Code | Title [Click to sart) " All details (including address and financial) Raw height 240

4210 Portraiture [Register spacing = 240)

G000 Brochure request

1402 Belly Dancing-Beyond Beginne
1150 ESOL - Elementary

1151 ESOL - Intermediate

316 Ewportz and Imports-0 pportunil
23 Microsaoft ward - Stage 2

341 Belly Dance

M50 ESOL - Elementary

51 ESOL - Intermediate

356 Landscape Design

B0 French Beginners

4116 Esports and Imports-0 pportunil
1122 Microzoft Word - Stage 1

4123 Microgzoft Woaord - Stage 2
4126 Microzoft Publizher

4141 Bely Dance Setsial) ‘

Generate lists ‘ Frint to file ‘

Your lists are displayed down the left hand side of these screen, and the courses
listed for printing depend on the settings of the three choices above.

1. You can select a particular day of the week on which courses occur.

Select required courzes

Dizplay | | j

Al courzes

Dizplay
i Just Tuesday courzes
Display  |Jyst YWednesday courzes
Cada™ il Just Thursday courses
410 P Just Friday courses

Just Saturday courzes
BOOD By st Sunday courses
1402 Belly Dancing-Beyond Beaginne
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2. You can select a particular term.

All year
1402 Bepehween two dates
1150 ES0n a particular date

1151 ESOL - Intermediate |

This option includes the ability to request any particular term or :

Between two dates — in which case the following popup dialogue will appear.

'r-'Ei

selecting betweenitwo oo dd@ﬁ
=

Enter the two dates between which
the courges

+ Star " End

Between jm;m,fznu!a

and 270242005

Cancel ‘ Proceed

On a particular date — in which case the following popup dialogue will appear.

_r.

—

onsesosa e aie @!

On which date should the isted courses ocour?

Cancel

3. The final choice is to display either all courses (which meet the previous
criteria) or only those the status of which are currently active.
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Whatever your selection, once you have made it, only the courses which meet your
selection criteria will be displayed on the list.

Once displayed you may select one or more of the visible courses for printing.

You can see, at the top of the screen, that there are nine basic list types :
e Name only
e Name and address
o Full details
¢ Financial details
e All details
e Address labels
e Receipt and name
o Register A

e Register B

Some of these selections result in different printing options. If, for example, you
elect to print address labels, then the following extra options will appear.

Addresz labelz

Rows per page | Include course code

9
Columnz per page 2
L iy 12 + Frint labels for students

Top marain [rm] |3EI

Label width [mm] B1
Label height [mm) 23

Font size 10

Course list font zize g

" Frint labels for tutors

You can adjust these settings (which will be remembered for you) to reflect the size
and shape of your labels.

To test these settings, print a sample to plain paper then hold it up against a sheet
of labels to determine whether or not you have the correct settings.
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It has been found that label width and height settings (which can be obtained by
measuring your labels) need to be set a little smaller than the actual values. Once
you are satisfied with your settings proceed to print on to sheets of labels. Your
settings will be memorised and redisplayed the next time you enter this area.

Similarly, if you elect to print 'Name only' or ‘Name and receipt’ then the following
frame will appear.

Sub farmat
f* Mo estra columng

" Multiple columnz

If you then select 'Multiple columns' from the Sub format, then a dialogue appears
which allows you to set up your own range of column headings and to give your
design a name so that you can easily retrieve it for later reprinting. You can, using
this process, generate you own roll printout (although, once you've tried the
‘Register’ printouts you'll decide against designing your own). (For a roll, set up
several columns each headed with the date of a session.)

Lizt Farmat Sub format

" Marme only " Address labels ("~ Mo estra columnz

i~ Mame and addresz {* Receipt and name

i Full detailz " One page register [4)

" Financial details " Orne page reqgister [B]

" All details [including address and financial] Row height 240
Columt headings
S pecify your own column headings. Wse < [left], Previously saved headings

* [center] and = [right] bo specify alignment, and
adjust the colurmn widths by dragging the column
zeparators in the top row. Columig widths will be
adjusted propartiohately to accupy the width of
the printed copy.

Add a column | Delete heading |
Remaove a calumnn | Save heading | Title |
Resize colz |1 2
Heading Receipt Student

Alignment £ £

Initially the screen will appear as shown above. In the example below, two new
columns have been added, labelled 'First day' and 'Paid’, and the list has been given
a name : 'First attendance' and has been saved. You can create a range of designs of
your own and easily re-select one for later reprinting.
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Column headingz

Specify your own column headings. Use < [left],
™ [center] and > [right) to specify alignment, and

Previouzly zaved headings

Firgt attendance

adjuzt the calumn widths by dragging the column
geparators in the top row. Columng widths will be
adjuzted propartiohately to occupy the width of
the printed copy.

Add a caolumn | Delete heading |
Remove a column | [£75 e heading ] Tite |[First attendance
Resize colz | 1 2 3 4
Heading Receipt Studert Firzt date
Alignment | < I £ £

Note the ‘Alignment’ property which can be < (causes the column contents to be left
aligned), ~ (centre aligned) and > (right aligned).

The only other detail prior to printing is the small display on the right hand side.

F o height 240

[Reqizter zpacing = 240]

By changing the number here you can alter the row height of your resulting list. A
note indicates that the most common spacing is a setting of 240 which corresponds
to most registers.

Before you can print your lists you must select the courses for which you wish to
print. This is done on the left hand side of the screen, holding down the Ctrl key
while you make multiple selections from the list of courses.
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Code | Titls A
01 GERMAN
nz2 MNZ SIGM

7
04 MAORI

ITALIAN 2
0a FREMCH
07 WOMEMNS FITHESS
0a YOGS
N3 Self Defence for Womenh

SELF IMAGE
10a Self Image

12 WOMEMNS FITHMESS

13 DO CERTIFICATE

134  DEFEMSIVE DRIVIMG

138 DEFEMSIVE DRIVIMG

13c Defenzive Diving

13d Defenzive Driving

132 Defensive Driving b

Select all

Finally, with all of your choices made, click on the 'Generate lists'; button, and the
following dialogue will appear. In the majority of cases you need only click 'OK' on
this screen, unless you really wish to make some further changes.

For your convenience there is a ‘Select all’ button.
There are two buttons left to discuss.

If you select the format ‘Name only’ then a button labelled ‘Save to file’ will appear.
If you click this then the course lists will be printed in the usual way, as described
below, but a message will appear along the way indicating that ...

The course lists have been recorded on a file {Courselists. bxk) in the ovbSice directory

The resulting file is simply a text list of the course titles and the members of the
courses. And example is shown below.
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_‘i courselists, txt - J'[L]'[":i;uaﬂ

SaE!

File Edit
(Course

Format  Wiew Help

: iidznae1jy'danciHQQBeyDnd'Beginnerz

HMECACDOAC PACC L0

?ruve
Tings

orcan

H
H

¥Fer—Ridings

lton

I

150 ESOL - Elementary
B

10w

1k o

| <]

To print lists, click the button labelled ‘Generate lists’ and the following dialogue will
appear, via which you may select your printer, adjust its properties and the like.

Page Setup

1=
Faper
Size:
af
] Source: Auto _v.j
i - Orientation- 1 Marging [milimeters] |
- " Partrait Left: ]25.4 Right  |25.4
ig : ;
ol  Landscape Top: 25.4 Bottom:  |25.4
W [].4 | Cancel J Frinter... I

i
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Now you lists will be generated and the screen will displays their previews as shown
below.

This first of your lists is displayed. The top of the following screen shot shows that
this is list 1 or 4. Two buttons allow you to print either all pages or just the currently
displayed page. A small magnifying glass allows you to adjust the 'zoom factor' of
your display. It is far quicker however just to double-click on the displayed list. It will
automatically enlarge. Repeated double-clicking repeatedly enlarges the display. You
can also hold down your left mouse button on the display and drag it around the
screen. Then too you can double-right-click to reduce the 'zoom factor' - the size of
the display.

An enlarged list is shown below.

N.B. A reminder that, in generating the examples for these screen captures, a bar
has been placed over the names of the students for privacy reasons.
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W4 14 ml @ |- Printal |  Printpage |
Worsfold Demonstration 20/03/2003 03 ITALIAN
Student First day Paid
| B o Glenys
LCq [ Andrew
|Fg Er. Brian
|Fg  Er. Marie-Antionietta
| G4 per, Daniel
| 5] B Sarah
| pm, Joanna
|Gl n.Laura
| HY Don
| Hu Janny
| M4 |es, Alison
it es, Margot
Mg  |n-Patuawa, Katina
|P4 pi. Robwyn
|Pq  hi. Stuart
Yty ANne
Mumber of students - 16

Further examples of course lists follow.

M136 WOODW ORK Date 02/05/March
Student Address Contacts Deatails
Bly— 2.4 ve Home ; 478 Gender M ale
Chig k Wiork ;387 8 Age a0-59
Cell . Ethnicity European
|| Email: MNEZ Res? True
[ frmac 13 ne Road Hotne : 479 7 Gendet M ale
kKha Wiark ;0215 Ae Linkwn
Cell : Ethnicity Linknown
| Ermail: ME Res? True
C [2 65 H Ftreet Haorme : 477 Gender Male
Jah B Work 9187 Age 20-29
Cell . Ethnicity European
L Email: MNZ FRes? True
] TEEN PO 37 Hotne : 477 3 Gendet Female
e Bouth Wyoark ;385 %8 49 Ade Linkwn
Cel . Ethnicity Lnknown
|| Email: MNT Res? True
H hel PO 451 Hotne : 021 3 Gendeat Female
Full details
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M136 WOODWORK Date 02/05/March
Student Course | Invoiced| Amount Receipt | Credit card
Fee paid
| Bl $65.00 $65.00 $65.00 748
| g ac $65 .00 $65.00 $65.00 1102
| C4 $65.00 $65.00 $65.00 739
| D an $65.00 $65.00 $65.00 1129
| H4 | $65.00 $65.00 $65.00 1103
| B4 $65 .00 $65.00 $65.00 754
| Il Zabeth $65 .00 $65.00 $65.00 1102
LTl $65.00 $65.00 $65.00 1520
Til $65.00 $65.00 $65.00 1520
[Totals 585.00] 585.00] 585.00] |
Financial details
Labels for course : M138 s
WOODWORK g =
Churton Park
ige ar s D
131 nad 514 treet
kKhandallah Johnsaryille
S AN R
PO 7 F a1
W ellington South Kilkirnie
Wellington
Address labels
M136 WOODW ORK Date 02/05/March
Receipt Student
748 =1k
1102 o Mac
99 0
1129 D an
1103 Ha el
54 bl &
1102 fl il lZaheth
1520 Till
1520 Till q

Receipt and name
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Clags : M136 - WOODWORK

Tutor : Packer, Bruce

Monday TAPM Foom 45 From 14/02/2005 Hr: 16 Term 1

Dates o

class meet

ioan

attendan s o

stud s s

Commen s

Howm = o rk Cell Feceipt drud ent
phon= phaon= phone
TR EITI JET EEGE T Elsck Eill 1
E =Rl 0 500 5E% 1102 Clazznr, Cermonc 2
ATT 34T P13 TIET oD Cax, Fewille =5
ATT 3043 s TR ST 1= Duncsn, fuzsn <
03 TITIEY 1103 Hucch, Enchal H]
Q7T 003 = o =4 Lasch, T+ (<]
470 TS 021 00 383 1102 LLiHanh «IL E lixsk #ch 7
STE T <443 S01E 1=m Tilkry, Fuki k]
LTI T 453 S0l 150 Tilky, Fichs rd k=
10
11
1z
13
14
15
13
17
13
19
m
jua |
3
4
=
-
=
)
pce

Day :Menlay Iime :7-2PL

From : 14022005
Homzs :1é8 Temm:1l Fas
Day :Manday Weale

ter.on

Mumberp resent

dEnature
of
Tuter

Register A
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Dates of class mestngs and steendances efscudent Com ments
Dy Monday Iime : 7-2PH
Feceipt drudent Fiem “_.+”._.._|.....u_..__.._.. .
Homrr :1é Term:1 Few :tif.00
Dy (Mondayy "Wesls
T4E E vk, Eill 1
110z Clazznr, Cermne 2
ToR Cax, Faville i
11 =2 Duncen, uzsn 4
1103 Hsech, Fuchsl El
T= LL sach, Jo (=]
1102 L id #nhs L E lnsk «h 7
1= Tilkr, Fuki =
1530 Tilkr, Eichnrd k=
Lo
11
Lz
L3
L
1=
L=
L=
Lo
s]
1
3
P
=
P
=
=
o
Humbearpresent
Hign ety re
af
Tutar
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3.3 Printing lists of courses

This is the process you can use to print list of the courses which your center offers.

On first entry, the screen will appear as shown below.

List of courses
Inelude
v Include active courges
[ Include pending courzes

[ Include cancelled courses
Print optionz

¥ Course sizes [3 cols)

¥ Times and dates (6 colz)

W Funding details [3 cols)

Columns gelected : 12
Orientation ; Landscape

" o the Tutar list

(" or the waiting lists

Sort by
* Course code

" Course title
(" Start date

Frink b
& Allin one ligt

" Separate categories

Print dayz

(o |.&II courses inone lisk -

.. of on a particular date
r ’—

Frint term

|AII Temns

[~

Generate list

You have various choices, most of which are obvious.

Frint days

Al cou 0 :t
Separate days listz
Just Monday courses
Just Tuesday courses
Juzt Wednesday courses
Just Thurzday courzes
Juzt Friday courzes

Just Saturday courzes

b

Include

[~ TEC funded

[ Carnmunity Group funded
[~ Self funded

[ Other

Daily clazs repart

[ Print this report instead for

Tuesdays
wiednesdays
Thurzdays
Fridayz
Saturdays
Sundaysz

Between

—
—

ahd

You can elect to choose to print those courses which occur on a particular day....

... and the final result will appear as :
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Worsfold Demonstration 201032003
Code | Tukar

g

Hart dde

=
3
o

Butler, Fony
R il
ulinie

|dire
5

o
1]

F00 o4

01022000 [01/04000

01012000 {01:01000
01022000 (0102000

[FRENCH
WORENS FITHESS
YOGA

]l el 1 v o e

Self Detence for
Wiomen

SELF MAGE

Sdlf Image
WOGA

~klele
e O e e o o B e

o I ) -3

=]
=
&

01022000 [01A122000
[ QEE000 [0D400
01012000 (01015000

WFORENS FITHESS

(00 CERTIFICATE
DEFEMSIVE
DRI HG
DEFENSIVE

| DRING
[ Defensive Driving
[ Defensive Drving

—bl=| o=

el =1
i)

=

01012000 (010152000

o

20000
CH01L2000
1]

==

[FANEL BEATING

SEEEREEEED S PR

FIRST AIDFULL
First ~id

[Ford At

[Elord At |
TALLAM COOKING
kaian Cooking
kaian Cooking
BOAThAST ERS
[Cat

[Cat

pfeo|=oloe ofeale]

-
P e i e

ISEISISISISISISEEISIS]

2[5 R ER =R EEEREE 5 =k g

e B R e Bl B B o ot

i |
10-12am 10 |
10-1%am 0|

2 Mar, 2003 Year: 2003

3.4 Printing lists of students

This process provides lists of your students and their details

On first entry, the screen will appear as shown below.

Printing Chapter 3 - 15



Worsfold Software Ltd Community Education

List of students
Ihclude

[v Contact detailz
[v Course details

[ Address labels

Addresz labels faor
mailitg ligt members

Orientation ; landscape

Which students

% Al students " Just thoze with courses

~ Just thioge with current

COUrSes Current in Term 1
Just thoge with current Curent n Tem 2
L courges and debtz Curnent n Tem 3
Current in Term 4

Between bwo dates

Generate list

You have various choices. If you elect to print address labels then the address label
dialogue, shown earlier, will appear.

A typical printout would appear as shown :

Printing Chapter 3 - 16



Worsfold Software Ltd

Community Education

Worsfokl Demonstration 200032003 Student list
Shudert Address Cortacts Detils Courses Fee Paid
Fhhatt Gary o 1 Home : 3687 HS Gender Femalz 40 COMPLUTERS 1 44 00 0.on

Le Wiiorl: : 3E2E40 Foe 20-: 06 FREMCH 0 6600
Call : Bthricity Eumpean 12 MIOMENS FITNES S ooo 4.0
Emal: Status Full time 13C Defensive Divng ooo 0.oo
MZFez?  |Tue 20 BOATHAAET BRS 2000 0.on
VOG CALLIGRAPHY 2500 0.on
50 COMPUTERS 1 3500 0.o0

L | Total 136.00 0600

A r=ten 10 3 Home : 2EET4HS Gender Ferrale 006 Care Gihers oon 0.0o
Le: Wik : BO0E33FT Poe 20-2 14 CHINESE COCOKING 4000 0.on

Call : Bthriciy Eumpean 901 Basic hiaragement ooo 0.oo

Emai: Stz Full time 85 tro WS Publizher ooo 0.on

NZFes?  |Tue 82 Intro M3 Womd ooo 0.on

4 Inkemet 2000 0.on

50 COMPUTERS 1 500 0.on

L] Total a5 00 0.00

A in G H Flaca Horme : 0 902 4745 Gender (=5 15 PANEL BEATING ooo o.on
Pa bt iorks ;04 232 40325 e 50-5
Call : Bthriciy Eumpean
Ermai: Stams Full time:
— NZ Fes?  |Tue
A Faml 4 =3 Home : 3623340 Gender Female 02 YOG 500 o.on
le iiorlc : e 4040
Call : Bhriciy Bumpean
Emal: Hatus Full tirre:

| NZ Fes? |Tue

Iz lacn h Dutdoor Horme : 368 0347 Gender Female 6 Taichi Beg ooo o.on
[ liark < Poe 404
POy E Cell ; Bthricty  |Eumpean
Le Ermai: Stz Full time:

[ M Res? T

A n Fo H Home © 3630370 Gien der Ferrale 47 TAICH! ADh (i) 15.00
R idorke : Poe 4040
Le Call : Bthriciy Eumpean
— Ermai: Stams Full time:
WZ Fes? 1 Toie
02 Mar, 2003 Year: 2003

3.5 Printing lists of tutors

This process provides lists of your tutors and their details

On first entry, the screen will appear as shown below.

List of Tutors
Print optian

(¢ Just name and courses

" Full details

" Full detailz [incl Tax, bank]
" Payments lizt

" Tutor hours surmmany

Inzlude courses taken in

O Alcourses O Tem 2
(Al pear " Temn 3
" Tem 1 " Tem 4

[ Include anly active courses

|nclude

(o Alltutors O Only active tutors
" Only tutars with courses i

Select -
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You have but three choices.

A typical printout would appear as shown (except that you would probably have

more than one tutor!) :

Worsfold Demonstration 20/03/2003

Tutor list
Name Address Contacts Courses
Bagagins 5 Underhill Road Home 06 345 6789 32a Beqginning Computers
Bilbo Hobbiton Wiorle 06 937 6543
Mir The Shire Cell 025 111399
Payscale . 2 Email bilbo@underhill.co.nz

3.6 Printing the T.E.C.'s RS44 returns

This process produces the three pages of your T.E.C. returns.

On first entry, the screen will appear as shown below.

Studentz aged < 16
" Include f* Ewxclude

Maon Mew Zealand rezidentz
i Include i* Exclude

To have a categony lizt printed
for checking - select from the
izt Belows then generate.

School 7710 Level e
Schoal ¥171-%15 Lewvel
Literacy - Basic

ESOL - Englizh for speakers

b athematics - Bazic numer:
Art, Muszic, Crafts

Hurnanities [excliuding langu

t acri langquane g

Generate Returns

You have a few choices, as shown above. You can select the have an individual
category printed and this will provide you with a details printout which you can use
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to identify incorrect student information.

Click on the 'Generate returns' button. Your database will be scanned. Those courses
attached to group : 'Other' will be omitted, as will students in the age range 'Under
16'.

If errors are discovered then they will be listed :

The course : 43 haz no categary! - amitted ~
B Sl Bed hil haz an unrecognized course code 43C - omitted
Ber has an unrecognized courze code 13F - omitted
Bien ilma haz an unrecognized age groupl - omitted
Bor Blie haz an unrecognized age groupl - omitted
The 214 haz no categary! - omitted
Bur 3 hag an unrecognized courze code 53 - omitted
Bur has an unrecognized course code 43C - omitted
Car fa has an unrecognized age groupl - omitted
The 45 haz no category! - omitted
Chr thew haz an unrecognized courze code 13F - amitte:
The 21 haz no categoryl - omitted
E rik] fire has an unrecognized course code 53 - omithed
Gre El haz an unrecognized course code 53 - omitted
[are has an unrecognized course code 43C - omithed
[ELH hce has an unrecognized courge code 43C - omitted
Hill, % an unrecoghized age group! - amitted
Huo meron has an unrecognized age groupl - omitked
Hur la haz an unrecognized age group! - omitted
HuyH hanne has an unrecoghised age groupl - omithed
The 434 has no categomyl - omitted
Jaohk an has an unrecognized age group! - omitted
k.eg & haz an unrecognized age group! - omitted
K.eH elle has an unrecognized age group! - omitted
ki has an unrecognized age group! - omitted
_ _ Th B0& has no categaory! - omitted
Ot ar mare faul_t_s i pour data | Lan m has an unrecognized age groupl - omitted
have been ldEﬂtlf_IEd- Youmay | Lar eighton has an unrecognized course code 13F - omil
nat proceed to print the refunz || has an unrecognized course code 53 - omitted
until these have been repaired | La az an unrecognized age groupl - omitted
Lury az an unrecoghised age groupl - omitked
: b 2l ther has an unrecognized age group! - omitked
Print faults ke Lidy has an unrecogrized age group! - omitted b

Once you have returned to the courses and student data and you have made any
necessary repairs, then the T.E.C. RS44 returns will be generated. The composite
illustration below provides an indication of their appearance.
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Part A New Zealand Ministry of Education T ek iany
Ministry of E cucation funded Te Tahutr aite Meta @ nge .
ewolments RS44 SCHOOL COMMUNITY EDUCATION 2003
(excluding Commurnity Group enmiments) A i, 2 € cvm ity B Aty G o e BUUS e e
1Al o lA Ty Y 'H RO W0
Part B New Zealand Ministry of Education it
Commmmity Group Enrolments Te Tahut obe heta @nge .
BS44 SCHOO COMMINITY FOUCATION 2003

Table gererakd wirg

Part C New Zealand Ministry of Education e
Self Fudled enrolments Te Tatuhe oite Mataange
RS 44 SCHOOL COMVUNITY EDUCATION 200

Worsfold Demonstration 2003/2003

o I

0 18 163 5904 1
o o 1] 1] o
0 5 17 1320 1
o 17 a3 2200 1

3.7 Designing your own lists
This process allows you to design your own lists of students, courses or tutors.

The process involves the selection of columns relating to your choice, the
arrangement of these columns, the provision of a name for your list and the saving
of these details. Once your list has been designed you may return to it as often as
necessary to reprint.

On first entry, the screen will appear as shown below.
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User-designed = -*%*
list {* List of students
ISTS " Mailing list

Freviouzly designed lists

(™ List of courses

Select list columns

Course Summany ™ List of tutors Reselect to remove a column
kA Ttars Farnily name
Students First names i
Tutar Pay Family, First names
; Address Line 1
Print by Address Line 2
e Al students Address Line 3
Address Line 4
™ Each courze Horme phone
wWiork, phone
Cell phone
Ernail address
. . Gender g
Generate lists | o Expart ta cav file ‘
List design
Start a new list List name | Save this list | Delete this list |

Specify pour own column headings. Use < (left), ™ [center) and » [right) to specify alignment, and adjust the column widths by dragging
the column zeparatars in the top row. Columns widths will be adjusted proportionately at the time of printing. Fe-select to de-zelect.

Resize cols
Heading
Alignment
Frocess

The left hand side of the screen provides a list of previously designed lists from
which you may select for reprinting.

The right hand side provides the selection process used in the course of list design,
and the bottom of the screen provides a display of the appearance of your currently

selected list.

In the example above, I am designing a list of students. Consequently, the selection
window provides choices relating to students.

- Select list columng -

Rezelect bo remove a column

Ermail address
Gender

Age group
Ethiicity

Status

MZ Resdent?
Total fees billed

Total fees owing
Murnber af courses
Blark colurmn

b

[

In the example below I have now selected five fields from the list.
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List dezign
Start a rew list List name Save thiz list | Delete this izt I

Specify your awn column headings. Use < [left], ™ [center] and > [right] to specify alignment. and adjust the column widths by dragging
the column separators in the top raw. Columng widths will be adjusted proportionately at the e of printing.

Resize calz | 1 2 ) B 4 B

Heading | Family name First names  Cell phone Age group 2 El

Alignment | < % % 3

Process

Now I have widened the first two columns by dragging the dividing line between
their columns, and I am about to request that the 'Total fees paid' columns should
be right aligned (>). (< = left aligned, ~ = center aligned and > = right aligned).

Lizt dezign

Start a new list | List name| Save thiz lis

S pecify pour own column headingz, Use < [left], ™ [center] and > [right] ba specify alignment, and adjus
the column zeparatorz in the top row, Columns widthe will be adjuzted proportionately at the time of prin
Resize cols | 1] 2| 3| 4| b
Heading | Farnily narme First names Cell phone  Age group  Total feez p.
Alignment | < £ < < E -

Process

Next I am about to request that, at the bottom of the list of fees the total is printed.

ElY at [ne ume ar prin

4| 5
p  Total fees o

*
m b

Total

Finally i am giving my wonderful list as most memorable name, by which I will easily
recognise it the next time I wish to select it for printing. In practice, a name such as
'Students - cell phone and fees paid' would be a more sensible hame.

List name ]Test 3 S S ave this list

Having finished, I generated the list, having added a further 'Blank column' which I
forgot to rename to something more sensible. You may add as many blank columns
as you wish. Repeating any other existing column offers you the chance to delete it
from your design.

To do so, I would simply reselect my list, make the necessary change, and re-save it.

Had I instead elected to design a list of courses, then I would be able to select
details relating to courses.
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I would also have the opportunity to select those courses which I wished to have
included in my list on printing.

Select courzelz] to print

i Select lizt col
et Lode |Tifle 2 HZ;:Ie:t t::lr:rrnnu:r-fe a caolumn
7 Ligt of shudents 1] GERMAN
02 NZSIGN ?Ft'lde »
itle:
03 ITALIAM il
£ List of hutors 04 MADRI Category text
& ITALIAMN 2 Categary code
15 FREMCH Start date
07 WOMENS FITNES! ng‘mdate
na TOGA Day
n3 Self Defence for Wh Hours
10 SELF IMAGE r'[dimg ; -
Fiare ate ks 10a Self Image = awimum students j

And, finally, had I elected to design a list of tutors, then I would be able to select
details relating to tutors.

Ligt type Select lizt columns

i Rezelect to remove a column
" List of students

M ame ~
" List of courses Title

Title Mame
Address 1
Address 2
Address 3
Address 4
Home phone
Work phone
Cell phone
Email addrezs
Pauzrale

[3enerate lists

When generating a user-defined list you have the option to either print the list (Click
‘Generate lists") or to export the data to a ‘Comma-separated variable’ list (Click
‘Export to csv file). The latter may, if you so wish be imported into Excel. You will be
asked to specify a file name and directory ...

-

_[ . )

The file 1 CHiYBESicelcel 04 by cav has been saved
Do vyou wish bo proceed to Excell?
In any case the file is available For use with e.g. Microsoft Word
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and the file will automatically be displayed in Excel, as shown below. This file can be
used for mail-merging into Microsoft Word.

Lj‘ﬂ IMICTOSOTIEXEE] RN CEY:

P:‘l] File Edit Wew Insert  Format  Tools Data  Window Help  Adobe FDF

NG 3G BB -0 e -10 -|B I U|=E=

' 5 5| | 21 94 3 | X Reply with Changes... End Review...
- fe Mame
B | ¢ | o | E | F [ & | H | 1 [ a9 | k& |

1 |Mame Address 1 Address 2 Address 3 Home phoryark phar Cell phone Email addr Payscale  MOE Num Fax number
2 |Lupe=2yriS e Ekhandallak Wellington 479 2509 021 180 74 lupktoiGst 2 57266
3 |Be BPF 41 Eastbourme 562 09 47379 | 021 2936 Fbd  parclas 2 562 0964
4 |He a2 Es Stokes Walley 935 44 563 94 2 101402 973 4650
5 |Flg a7 Lgh Houghton [Wellin| |0 387 23 fleurbealeg 2 790433
B |Ju 12 EsitMgaio Wellington 479 53 Jul pEtop 0
7 |Gy Hs9 5 Tawa 232 53 47834 |« 710 1 B2BZ37
8 |Fr 0 B oo Chuton Pa Wellington 475 36 2 905133
R=RIGE v 5 esiWWadestow Wellington 473 63 2 B51853
10 |Ra rif ple WWellingtan 473 04 ra| [l broy 2 140563
11 |Sh 02 n FTawa 23286 rof p@Ecor 2 110385 232 47596
12 | M pl1 arr Johnsonyill ¥Wellington 473 53 23280 |x330 nif . buph 2 a3y
13 |So h/P 65 WWellington 973 38 5766 | x 4675 sq Jia.che 2 57559

44 Im Lo R L B e [ AN Y 4 am F44 A nno2ro

3.8 Using the Word Processor

This process allows you to design your own documents.

At the top of the Word Processor screen are two tabs, each of which takes you to
one of the main processes.

Document design | Document printing |

1. Document Design

Documents are not exactly traditional word processor documents, where you have
complete control over the layout and appearance. Documents within this package
are subdivided into three optional areas.

The first and third (Top and Bottom) sections are, in fact, word processor areas
wherein you may design a text area, including codes which will be reproduced in the
final printout as the relevant information relating to the student for whom the
document is being printed.

The second area (the Middle) consists of a list section where you may choose from a
range of supplied list formats. (Should you require a format not currently supplied
then please contact Worsfold Software)
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The document design screen is divided into several sections.

The first lists existing documents, allowing you to retrieve previously designed
documents for further modification.

The second allows you to access the Top, Middle or Bottom area and to adjust the
relevant sizes of each of these sections. This section is referred to below as the
'document area tool'.

Thirdly, the document may be based on information relating to either a student or a
tutor.

Fourthly you will see the code selection area - referred to below as the 'code tool'.

Finally, in the top half, is the area where you can give your document a name
(perhaps more meaningful than those used in this demonstration) and you can save
the current document design.

! Document design | Document printing |

Freviously designed documents Document area Select codes from Document name

Adminlist 13 Codes uged in |

Demal = Top thiz document

IFvenice 1 ,a_ relate to SRt v doaument |
J Middle 'l
% H e Save thiz document |

~

~ Bottom A, tutor

Delete thiz document |

e
i
=

Save | il ~|[s7m ] ﬂﬂ Q|{a}‘ §| |%q%

At the bottom of the screen is the word processing area where you may enter your
text, along with its embedded codes.

To begin, then, click on the 'Design a new document' button, followed by the Top'
area of the 'document area' tool.
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Dacument area Select codes from
Codes uzed in Farmily name s
= T.Dp thiz document First names
& relate o Family. First names
? _ Title First name Farr
A Miciclle o A student Address Line 1
? = Addresz Line 2
b & bukar Addresz Line 3
Blott :
il Address Line 4 i

Since this document is based on a student (see above) then the 'code tool' will offer
details relating to students.

Save |£‘«rial ﬂ|'||:| ﬂ ﬂﬂg{aw §|§|%%

This document lists various details relating to a student.

o
e
=

Mame : {ceStd.col(1)} {ceStd. col(D)}

;
;
}
}

Address : {ceStd. col(3
cestd. colid
cestd. calis

cestd. callb

e, i,
s R e

In the example above I have entered some text and, at the relevant place, have
clicked on an item from the 'code tool'. Obviously, I am a little confused as to
whether this document is a letter or an information sheet!

Wendy, of Takapuna Grammar, has successfully cut and pasted her logo into this
area. This is best done by using Microsoft Word to create a blank document into
which you then insert your logo picture ‘from file’. Once the picture is in the Word
document you can resize it by dragging its handles until it is a suitable size for
bringing through to your ComEd document. To do this,click on the resized logo (to
select it) and press Ctrl-C (to ‘Copy’ into the clipboard. Now use Alt-Tab to come
back to this package with your document shown. Click the cursor where you wish the
logo to go and press Cntrl-V (to ‘Paste’ the picture into the document).

Once you have finished, click on the (now) red 'Save' button to have the 'Top' part of
your document committed to memory.

Save | |_,

Next, click on the 'Middle' area of the document area tool....
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Table type Column headings

Courses list 1 Course | Code | Tutar

Courzes ligt 2 Course | Tutor | Term | Day | Time | Start date | Room

Courses list 3 Course |Tutar  [Day| Time | Start date | Room

Courzes list 4 Courze | Code | Tukar |Day | Time | Start date | Room =
Cowrses ligk 5 Course | Code

Courzes lisk B Course | Termn | Day | Time | Start date | Boom

Courzes list 7 Courze | Day | Time | Start date | Room

Courses list 8 Course | Code | Day | Time | Start date | Room

Courses lisk 9 Course | Cade | Diay | Time | Start date | Finish date | Hours | Roam
Courze fees list 1 Courze | Code | Diay | Time | Start date | Room | Fee |Paid

Course fees list 2 Course |Code | Tutor | Day| Time | Start date | Room | Fee | Paid
Courze fees izt 3 Courze |Code | Fee |Paid

Cowrse fees list 4 Courze |Code | Fee | Paid | Owing

Receipt izt 1 Course |Code | Fee |Paid

Receipt list 2 Courze | Code | Tukar |Day | Time | Start date | Room | Fee | Paid
Courze ligt title page T hiz choice requires the 'Top' to be just Top' and the 'Bottom' to be 'Bottom'

... and select the list format which you wish to have displayed in the middle of your
document. The currently available choices are shown above.

Proceed, in a similar fashion, to click on the 'Bottom area of the document area tool
and enter any text which you wish to appear at the bottom of the document.

The document area tool, shown below, can be used to adjust the relative sizes of the
document devoted to each of the area. This is done by grabbing ("i.e. clicking on -
and holding down your left mouse button) and dragging the horizontal lines which
divide the document into the three areas.

If you wish to have a document which has no middle and no bottom then you might
slide the dividing lines down to minimise the areas devoted to the unwanted
sections.

Once you have finished, and have 'Save'd the bottom area, give your document a
name and click on the 'Save document' button

Now, let's turn our attention to the second tab.
2. Document printing

At the left of the displayed screen, shown below, is a list of your documents. Select
the one which you wish to print.

Next, select the students or tutors for whom you wish to print. You can use the
'select all' button at the bottom of the screen to select all(!)
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Word Processing - document printing

Step 1 Select the document Step 2 Select the ... Step 3 Select anp courses the  Step 4 Other chaoices
document refers to

Test1
= ~ Include

Al courzes

+ Only active courses

Prrirat far -
Al

& Only those with courses

Firally ...

Select all J Select all ‘ Frint I

Step 3 allows you to select any particular courses which you wish to have included in
the middle section of your document. If you select no courses then ALL will be
assumed to be selected.

Step 2 Select students Step 3 Select any coursez the  Step 4 Other choices
document refers to

[

[hzlude

Al courzes

o Only active courses

BALL, TERESA

- 2 Pririt for
BAMEERS, GARY
BAMEERS. MOLEEM Al students

BAXTER, MALIRENE
BEAMES, MARGARET
BEETHAM, KATHY f
BELCHER, JOCELYN (J0) i ERY H149
BELL. ERINA N'S SELF DEFENC
BELLAMORE, MAREE
BLUNDEN, LORNA
BOSTON, HELENA
BOWKER, LILIAN

BOWLER, MARGARET
BR&DBURY. KATE %

(+ Only thoze with courzes

Finally ...

Select all De-zelect all Prit

Step 4 allows you to restrict the printing to only active courses. Inactive courses,
even if selected in step 3, will be excluded.

Step 5 allows you to restrict the printing to only those students who are enrolled in
courses. Others will be excluded, even if they have been selected in step 2.
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Finally, click on the 'Print' button to have your documents generated.

And, for your edification, an example of a document is displayed below.

This document displays information relating to the student concerned.
Student name : JANE ALL
Adress 4 CEDAR CRESCENT

FEILDIMNG

Here are the details of your courses.

Subject Code [Day Tirme Start date  [Room Fee Paid
YOGA H121 [Thu 7-9PmM 3014003 | TECH $33.00 $33.00
YOGA H124 [Thu 7-9FmM 1052003 [TECH $33.00 $33.00

Flease contact me if you have any guestions concerning your courses.
Yours faithfully
E Sleedone

One of the possibilities which may be included as the ‘middle’ of your document is
the ‘Course list title page’. Should you select this option then the ‘Top’ potion of the
document should just contain the word ‘Top” and the ‘Bottom’ just ‘Bottom’.

DLAEmEn | =
: Title page

2 Sawve |.-’-\.ria| - |_
i [WDP

An example of a course list title page is shown, reduced to fit, below.
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COURSE NAME : ACCESS
COURSE CODE : 5101

ATTENDANCE REGISTER

NAME OF TUTOR Lachman Prasad
DAY Saturday

TIME OF CLASS 9AM-12PM
ROOM NUMBER 47A

START DATE 05,/03 /2005
END DATE 12,/03/2005
TOTAL HOURS 10

COURSE FEE

MATERIALS FEE

FUNDING TEC Funded

THIS REGISTER MUST BE RETURMNED
TO THE CFFICE AFTER EACH CLASS

Worsfold Software Ltd

SWorsfold Lane
Palmerston MNorth
Email : randcbuitler@paradise.net.nz

One further detail : You will remember that, during the entry of course details under
the ‘Edit courses’ button, it was possible to enter a comment in the field labelled
‘Comment to appear in documents’. This is where you can send a message
concerning the course to those enrolled. An example of a comment being entered is
shown below....
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Course details  Click calumn title to zart Eode f13e L=t 14/02/2005
| Find | Title [WOODWORK Enddsts  [01/01/2000
Code Tl Subcode |BBD |BBD Home managemeﬂ M.B. Flease uze the format
T [ dd/mm/ypwy
i LULRA LI Statug & pctive (7 Pending ¢ Cancelled far all dates
1145 ITALIAN FOR TRAVELLERS
M152  ESOL Tutor 1 |Packer, Bruce x| Hrwik Tem  [Tem 1 =
M1E7 YOGA e I b o— .
M173 ART FOR BEGINMERS = e B e
M52 CLASSICAL GLITAR BE B3yl iin ¢ Ed ez L_J__j‘g‘i
M183 CLASSICAL ENSEMBLE - - e —
W184 CLASSICAL GUITAR O F'Iga_se bnnﬁ yloL;r |own hails az all of ours are pointing in the wiong direction. Our last woodwork, teacher used all the ones
ting o b (1
M2 WOODWORK PRD e
245 ITALIAN FOR TRAVELL
252 ESOL
M2E7 YOGA
M274 ART BEGINMERSANTE
mM2a2 CLASSICAL GUITAR BE
283 CLASSICAL ENSEMBLE
284 CLASSICAL GUITAR O
5101 ACCESS Prezzing <Enter: will return you back to the Courzes screen.
5103 EXCEL INTRODUCTIO Use Chl-Enter to move to a further ling within the comment. LCancel Proceed
5108 ExCEL MACROS
5106 SEARCHING THE IMTERMET I detalls of the zelected course | |
... and it will appear in the printed document, as shown below.
Subject Code  |[Day Time Start date  [Room Fee Faid
WO ODWORK M136 | Mon 7-9PM 14/02/2005 145 $65.00 $0.00

Flease bring your own nails as all of
the ones pointing to the left.

ours are pointing in

the wrong direction. Qur last woodwork teacher used all

CLASSICAL GUITAR BEGIM

M182 | Mon 7-8FM 14022005 | Music $45.00 $45.00

FIANG - ONGOING

VY289

Wed 7-8PM 11/05/2005 | Music $45.00 $45.00

Fiano Ongoing: Flease bring to first class music you are working on or want to learn.

In conclusion, documents are also the basis of receipts, credit notes, invoices and
statements. This is where you design such and examples of each are included in the
package. You should make it a priority to edit these to meet your own needs.
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3.9 Room timetables

Selecting this option takes you to the following screen, whereon you select the date
or dates for which you wish to print timetables.

Room timetables

[3enerate room timetable for each date

Between :  |02/03/2005
and: 02/03/2005

Generate imetables |

An example of a portion of such a timetable is shown below.

Worsfold Software Ltd Room use timetable

Room 7.00pm - 7.15pm - 730pm - 745pm - 8.00pm - 8.15pm - 8.30pm - 8.45pm -

45

15

Jville

Stud Centr

T121

T121

T121

T121

husic

L3

haL3

U3

hLIZ

M3

A3

U3

L3

WWPA

A7A

Wi<109

Wi109

Wi109

WiK109

WK109

W09

Wi109

Wi109

Library

44

9

18
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3.10 Financial reports (Detailed version only)

This process allows you to print extracted lists of financial transactions.

Financial Summaries

Select

" lnvoices issued between dates IW and Im
" lnvoices numbered between IEli and |17
" Receipls issued between dates [01/01/2008  and  [23/01/2008
+ Receipts numbered bebween Ini and IW

Sart receipts by " Receipt number (¢ Payment method

[ Inchude anly cheques [Nurmbers recorded in the 'Commment’ area)

[ PFrint payment methods as separate lists

Credi notes issued between oy 01/2008 and  |23/01/2008
Credit notez numbered
L bebween [omit 'TH' 0 and |CECT001

" Financial surmarny

~

Generate list Export az tab-delimited file

The initial screen appears as shown, offering you a selection of lists of invoices,
receipts, credit notes and a financial summary. The current maximum invoice
number and receipt number, and the current date are used as the upper limits of the
default ranges. You may adjust these to your needs.

A typical (part) listing of invoices is shown below.

Worsfold Demonstration 20/03/2003

Date Invoice Student Course Code Amount
220372003 | 13579 Colleen Adams Cefensie Driving 13e $40.00
2A03r2003 [ 13580 Colleen Adams Defensive Driving 13e $40.00
2202003 | 13881 Colleen Adams SELF IMAGE 10 F20.00
220312003 | 13582 Colleen Adams SELF IMAGE 10 F20.00
2202003 [ 13583 Helen Adin DD CERTIFICATE 13 Fa0.00
22022003 | 13585 Colleen Adams PAIMTIMG & SKETCHING BEG 2893 $20.00
2202003 | 13586 Colleen Adams PAIMNTIMNG & SKETCHING BEG 28a F20.00
22032003 | 135951 Helen Adin WO MERNS FITHESS 12 Fa5.00
220372003 | 3333 Angela Scarshrook GERMARN 01 $25.00
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If you select the last of the choices, 'Receipts between two receipt numbers', then
the options expand a little :

Financial Summaries

Select

(" Inwvoices izsued between dates {07 /01 /2002 and |07/04/2002

(™ |rvoices numbered bebween 0 and  |13R92
™ Receiptz iszued between dates  |01./01/2003 and (07042003

f* Feceiptz numbered between 0 and |80

Sort receiptz by & Receipt number T Payment method

v include only cheques [Humbers recorded in the 'Comment’ areal

This option allows you to generate banking lists. The example below is of receipts
numbered between 1 and 80, sorted on payment method. Totals for each method
are printed at the bottom of the list.
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Worsfold Demonstration 2003200 3 Financial list
Receipgt Lt & Studert Cowrse Code | Armount | Method
19 1803 2003 | Kirsten Abbott PANEL BEATIMNG 15 $50.00 | Cash
7 22032003 | Carol Adams YOGA i f25.00 [ Cash
] 22032003 | Claire Mlian At MIORKSHOP 35 f20.00 | Cash
30 23032003 | Gary Abbott BuBROIOER Y (DAY 40 f20.00 | Cash
34 22032003 |Hasarthika Atanawake [WORD FROCESSIMG 51 F20.00 | Cash

ELBW ENT AR

A0 22032003 | Gary Abbott OEZKTOP PUBLISHING &7 f25.00 [ Cash
i1 22032003 | Gary Abbott Irdro_iribe miet L) f20.00 | Cash
53 22032003 |Colleen Adams SELF IMAGE 10 f20.00 | Cash
5 22032003 | Kirsten Abbott PHOTOGRAPHY 16 f<0.00 | Cash
58 22032003 |Kirsten Abbott COMPUTERS 1 1] f25.00 | Cash
[if] 22032003 | Kirsten Abbott FIEST AID FLLL 174 F50.00 [ Cash
[il] 22032003 |Kirsten Abbott ITALLAH COQKING E] f20.00 | Cash
5] 23032007 |[Helen Adin G ERMAN 01 F25.00 | Cash
i 23032003 | Carol Adams GERhAH 01 f25.00 | Cash
i 23032003 | Claire Mlian GERhAN [i] f25.00 [ Cash
70 23032003 |Debra Alum GERhi&AH o1 f25.00 | Cash
T2 23032007 | Colleen Adams G ERMAN 01 10.00 | Cash
TR 06042003 | Kathleen Muhata hAORI 04 15.00 | Cash
Ta 06042003 |Jane Andrew ITALLAH 03 10.00 | Cash
0 22032003 |hada Alan Computers $age 2 58 f25.00 [EFTFOS
Total F045.00

Payment method tols
Cash F510.00
Chegque
Credit card
EFTPOE E35.00
Auto payment
Total Fada.00
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Chapter 4

Utilities

What's in this chapter? Page
4.1 Course sizes 4.2
4.2 Delete students with no courses 4.3
4.3 Statistics 4.3
4.4 Backup / Restore 4.6
4.5 Default settings 4.8
4.6 Financial defaults 4.10
4.7 Financial prints 4.11
4.8 Case changes 4.14
4.9 End-of-year processes 4.15
4.10 Course changes 4.17
4.11 Email database 4.19
4.12 Evaluation process 4.25
4.13 Cross check student hours 4.26

The Utilities button provides access to a number of functions related to the package.
These are accessed via a series of buttons down the left hand side of the screen.
(The buttons are shown below — adjusted to two columns.)
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Courze sizes Finanizial prints

Delete students

- Caze changes
with o courses

Statistics End-cf-year
process
Backup /
Fresstore Course changes

Default gettings Ermail databaze

Financial defaults

If you have adopted the 'Detailed financial system' then two of these, Financial
defaults and Financial prints, will not be visible.

4.1 Course sizes

Clicking on this button reveals a table of all of the information relating to courses,
particularly displaying the course maximum sizes and their current enrolments. You
might remember that it is possible to give a particular user the right to access just
this part of the package so that, from another office, another person can advise
potential students of the availability of places in courses.

Course Sizes Dizplay only courses in: A1l terms - Print this chart
Click on a column heading to sort, and again ta reverse sort
Code | Title I awimurn | Current | Status | Start End Teimn Day Hours Weeks Foom Time Fee
M136 WOODWORK 12 10 Active | 14/02/2005  07/01/2000 1 Monday 16 45 7-9PM
M145 [TALIAN FOR TRAVE 20 I ::ctive |14/02/2005 (010142000 1 Monday 16 15 7-9PM
#152 ESOL 30 I +ctive |14/02/2005  01/01/2000 1 Monday 64 Jville 9.30-11.304
M173 ART FOR BEGIMMEF 12 10 Active | 14/02/2005 1 Monday 16 43 7-9PM
WM182 CLASSICAL GUITAR E B Active [14/02/2008  07/01/2000 1 Monday 2 Muzic T3P
M183 CLASSICAL ENSEME B 3 Active [14/02/2005  07//2000 1 Monday g Muzic 2-3PM
M184 CLASSICAL GUITAR 4 Active [14/02/2005  07/001/2000 1 Monday a Muzic E-7PH
M236 WOODWORK 12 1 active [09/05/2005  01/01/2000 2 Monday 16 45 7-9PM n
M245 ITALIAN FOR TRAVE 20 4 Active [03/05/2005  07/001/2000 2 Monday 16 15 7-9PM
M252 ESOL =11 Active |09/05/2008  07/00/2000 2 Monday B4 Jville 9.30-11.304
M267 YOGA 20 7 Active [03/05/2005  01/001/2000 2 Monday o Stud Centr  B-7.15PM
M274 ART BEGINNERS/IM 12 Active | 09/05/2008 2 Monday 16 48 7-9PM
M282 CLASSICAL GUITAR [ Active [09/05/2005  01/01/2000 2 Monday g Muzic 7-8PM
M283 CLASSICAL ENSEME E 2 Active [03/05/2005  07/00/2000 2 Monday g Muzic 8-3PM
WM284 CLASSICAL GUITAR E 1 Active [09/05/2005  07/00/2000 2 Monday 2 Muzic E-7PH
510 ACCESS g 2 Active [05/03/2005  12/03/2005 1 Saturday 10 478, Sabd-1 2P
CAM FYCFl INTRONNCET 3 4 Active | NOANANNR NONLSINNR 1 Gahwdan 7 A7 Qabd APH

You can, if you so wish print this table. You can also elect to display only those
courses for a particular term, or those operating between two dates, or on a
particular date.

At the bottom of this screen are several useful buttons.

Delete all curent

Recalculate sizes Recount Previous' courzes
enrolments

Delete zelected courze(s)

The first of these allows you to quickly delete several courses at once.
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The second is rather drastic, and allows you to delete all current enrolments. (It was
added for one centre which wished to ‘start the year again’.

The third performs the same function as the little button labelled ‘Ct.” at the top of
the course selector on the student screen. It causes all current course sizes to be
recalculated. (They can get out of kilter when multiple terminals are adding students
at the same time.)

The final button does a global recount, student by student, of the number of
previous courses taken by each student. This is done by scanning any previous
years’ databases found in your \ce directory. Having done this, the ‘number of
previous courses’ will be displayed on a button on the student screen. Clicking on
the ‘View courses’ button next to the display will cause the student’s previously taken
courses to be displayed.

4.2 The deletion of students with no current courses.

You may, at any stage, wish to remove all old students from the file who are no
longer enrolled in current courses. This screen allows you to do that. Such students
are listed and you can select them either using the mouse or by clicking one of the
three 'global selection' buttons available.

Deletion of students with no current courses

The students lizted below have no curent courses

| Studerit !Nu:un-current courses | Amount owing | &l displayed students
Al e, Caral 35.00
Cl  pie. Kathleen 2500 2l thoze without debts

G r, bl argaret
Jg Jan, Cora

All thoze with no courzes

Lq  Ev, Robert 20.00
M{ [ Margaret
R Lynda 35.00

—_ . 1

SH__1 Moelne

Unzelect all shudents

Delete zelected students
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Once you have made your selection, click on the 'Delete selected students' button
and they will be removed!

4.3 Statistics

How many students do you have, and how many courses are they enrolled in, and
what are your total fees? All these questions, and more, are answered at the click of
a button. The left hand side of the screen provides the figures relating to your tutors,
courses and students. Click the 'Print statistics' button to obtain a printout of your
statistics.

The statistics screen has two tabs — Statistics and Filter. The first results in the
following display.

Statistics Current courses Term 1

Detail Murnber 03 Self Defence for Womnen [18 enrolments]

Students 10 SELF IMAGE [3 enrolments]

13 DD CERTIFICATE (10 enralments)
L 73 124 DEFENSIVE DRIVING (9 ervolments)
with current courses 724 17 FIRST AID CERT [17 envolments)

Tutars 19 ITALIAN COOKING [1E enrolments)
on databaze 53 21 Craft [5 enrolments)

: 22 Garnishing [5 enrolments)

. it Bl G C0 LG 2 73 FIRST AID RECERTS [11 enolments)
urrent courses L. . 1293 PAIMTING & SKETCHING BEG (B enralmentz]
Term 1 41 ENGIMEERING [3 enralments)

Term 2 9 43 Yideo Camera [¥ enrolments]
T 17 45 The world that shakespeare [7 enrolments]

46 Taichi Beg [24 enrolments)

il 3 47 TAICHI ADY (11 ervolments)

Tear a7 B0 COMPUTERS 1 (16 envalments)

Tatal current courses a5 Ala COMPUTERS 1 [16 enralments)
Mom-curent courses 77 52 SPREADSHEETS [14 enrclments)
o 57 DESK TOP PUBLISHING [5 enralments)

Total enralments in curent courses 835
Fees

Total invaoiced F160

Total paid FE360

Tatal owing -$E700

Frint ztatistics E.l":k S f'gL.”E to Prrifik liz Click on an entry tojump to it's screen
wview the details

As detailed on the display above, if you click on on of the listed courses then you will
jump’ to the relevant screen, in this case ‘Edit courses’, and the selected course
details will be displayed.

A full display of all of the statistics is shown below.
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Dretail Murmber
Studentsz
on database 475
with curment courses 475
Tutors
on database 73
with current courzes 33
Current courses
Term 1 b2
Enralments £ Average size 455 /8.3
Term 2 47
Enrolments £ Ayverage size 65 /1.4
Term 3 n
Enrolments £ Ayverage size o4
Termn 4 n
Enrolments £ Average size o4
All year [i.e. Tem =0] 1]
Enralments # &verage zize o0
Total current courzes 93
MHaon-curent courses ]
Enralments _
Total enrolments in current courses A09
Average enrolments 51
Fees
Total invoiced $28165.00
+ Total refunds $300.00
- Total received $28035.00
- Total credits $320.00
= Total owing $150.00
Hours
TEL funded 116550
Community group 170
Self funded 40
Other
Total hours 1375.50
Fees by funding category .00
TEC Funding Fees Za185.00
b aterialz n.0a
Total 25155.00
Comrmunity Gp Fees GEO.00
M aterialz n.0a
Total BEO.00
Self funded Fees 300,00
M aterials 0.0a
Total a00.00
Other Fees n.oa
b atenalz n.oa
Tatal n.0a
Tatal Fees 26715.00
Tatal b aterialz n.0oa
Grand total 2E715.00

If you click on one of the figures, then further details of that figures will be displayed
on the right hand side of the screen, from whence you may print the displayed list.
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The second tab on the statistics screen — Filter — leads to the following screen.

Filtering This process is intended to enable you to identify or count thaze students who mateh particular cirteria, For
example, to find all of thoze who live in Riverside Road, you could enter ‘Riverside Road' into the address field,

Farnily name |

Firzt names || t atching students

L
Address |‘£"""'Em‘E u?ﬂ :238

and or ¥

ASddress |Lane

Phones |

Ernail |

Gender " Male ¢ Female + Either

Take courses in bermn : li
Criteria

€ Mat.ch E.HEICH_',' M.B. Searches are
" Begin with MNOT case senzitive.
" Cantain

Search Count: 2 Prirt list

You can use this screen to identify students who match the criteria which you
specify. In the example above the filter has been used to identify those students
who live in an ‘Avenue’ or a ‘Lane’.

You could, similarly, use it to find those who live in ‘RD’ (Rural Delivery) AND
‘Feilding’.

4.4 Backup / Restore database

This process allows you to make a backup of your database or to restore a previously
made backup. The selection is made at the top of the screen.
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Backup { restore procedure |ce2005.mdb ~|
Either 1 Make a backup of " Festore a backup
Location of = =
backup file | = J ) _
e M.B. It iz perfectly feazible to make
a backup and either take the hle
£3 -I:u5 back d either take the fil
V home on a floppy dizk or email it
- home, where you may alzo have
[ Advert thiz package installed. Remember
(L7 backup i that, if vou do wark. at home, then
[ cel0d you would have to make a backup
atd horne and restare 1t at war
[C1 Centres b f'jh i 'j. i k
(] Classmate efore continuing.
That'z it
Proceed
Rezult

If you click on the 'Make a backup' option then the screen will appear as shown
above.

Navigate to the drive where you wish to create your backup, and click 'That’s it'. At

the conclusion of the process the result will be displayed at the bottom of the screen.
An example of this display is shown below.

Froceed

Reszult B ackup file created
Length of backup file : 211922 bytes

If, instead, you click on the 'Restore a backup' option then the screen will appear as
shown below. Navigate to the drive where your backup is stored and any backup
files contained therein will be listed in the small list window. You will be looking for a
file named e.g. CE2004.001 Once you have identified the drive / directory holding
this file, click 'Proceed' and your backup will be unpacked into your \ce directory.
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Backup / restore procedure |ce2005 mdb ~|
Either " Make a backup ar % ;

Location of = e -
backup file | - J i ]
e M.E. It iz perfectly feasible to make
£3 \;'I:E a backup and either take the file
hame on a floppy dizk ar email it
e

home, where you may alzo have
thiz package installed. Remember

[ backup that, if you do work at home, then
[(Jcelnd you would have ta make a backup
(L] Centres and home and restore it at work
(23 Classmate before conbinuing.

That's it

Select back to restore

Backup file ce200d.zip

The name of ceZ005.zip
the file iz cedl.zip
ceddmmyyynzip | cedb.aip

Froceed

Reszult

4.5 Default settings

The following screen illustrates the setting of certain defaults which relate to the
package. These are presented across five tabs, the first of which is shown below.

Default zettings ‘ More defaults | Dray canbinationg | Calendar | Splazh picture |

Default settings Centre address details

Automatically increment to the nest course

code when creating a new course r Address line 1 |PD Box 72-455
When on the students' : Addresz line 2 |5 Edinburgh Ave
screen, auto-refresh the class |BD minutes - )

tatals eveny bow often? Address line 3 |F'a|:uakura

On the student's screen, ask if each new Phone number | 192350861 ext. 633
gtudent iz related to the curently vigible [

student Fax number |

REAP environment eMail address | communityeducation@rasehill
This replaces the funding categonies and

the sub-codes with an alternative set Gender and Ethnicity default
Uz the REAP zet of categories B

You may, if you g0 wizh, have the default gender
) and ethnicity zet to Unknown'
DEAF environment

Thisg allowws for a variety of changes to students, Default both Gender and Ethnicity to 'Unknown' [
courses and tutors screens and is designed allow ’ .. o

the package to be uzed by the Deaf Association Include New Zealander'in ethneities. v
of New Zealand Thiz will count az 'Evropean’ for the returns,

Uze the DEAF Assoc, environment - Include 'Wew Zealand Azian' in ethncities.

-

Thiz will count as ‘Asian’ for the returns.

Early childhood age group

Ihiciude 0-Byrs as an age group [ S axllifeg
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The settings on the first tab are :
These are :

1. Do you wish to automatically increment to the next course code (numerically)
when entering a new course? If your course codes are numerical then this can save
you some time.

2. While on the student’s data screen the list of courses displays the current number
of enrolments. This can be refreshed every so many minutes via the setting made
here. This is, of course, only of concern where enrolments are being made at more
than one terminal on the network.

3. Again on the student screen when you click on the ‘Add new student’ button you
can have the program stop and ask whether or not the new student has the same
contact details as the student currently displayed. If so, then this saves a
considerable amount of data entry. This switch turns this question on or off. Note
that there is an 'S’ button on the student screen which you can use to request a new
students who is a sibling of the currently displayed student. The 'S’ button really
makes this setting obsolete.

4. Reap Environment

This package is in use in a number of REAP centres throughout New Zealand. Ticking
this box causes the REAP course categories to be used instead of the standard
ComEd ones.

5. DEAF Environment

The package is also designed to work in the New Foundation environment. Clicking
on this choice causes many changes to occur both to the choices available, to the
codes used, and the reports included in the package.

6. Early childhood age group

Some centres have requested that they be able to enter very young ‘students’.
Ticking this box causes a ‘0-5 years’ option to be added to the range of age groups.

7. Centre address details
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You may enter here the address and contact details of your centre. This information
may be imbedded in documents, as it has been, for example, in the course list title
page.

8. Gender and Ethnicity defaults

This setting allows you to set both the gender and ethnicity default settings to
‘Unknown’.

You can also use this to add ‘New Zealander’ and/or ‘New Zealand Asian’ to the list
of selectable ethnicities. These will count as ‘European’ and ‘Asian’ respectively in the
determination of ethnicity for the RS44 returns.

Default settings Day combinations Calendar Splash picture

More defaults
Waitlist

If you switch waitlist QM then, if a course
maxirur iz exceedead then you will be offered the
chance to record the student's enrolment on to
the waitlizt for the courze concemead. Then, via

the course itself, you can tranzfer waitlist entries
to the course,

Uze the waitlist facility v

Age group categories
If you have filled in students' dates of birth then it

iz pozzible bo automatically caloulate their curment
age groups.

Calculate age groups

Default postal code

Enter below the postal code which you wish to
attach to all studentz by default,

Save zettingz

The second defaults tab displays those shown above. They are :

1. The Waitlist facility
Click this box to switch the waitlist facility on.

2. Age group categories
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Clicking this option will cause the age group of all students for whom you have
entered a ‘date of birth’ to be automatically calculated and stored.

3. Default Postal Code

Enter here the postal code which you wish to have added automatically to each new
student entered.

Default zethings ‘ More defaultz [Day combinations | Calendar Splazh picture

Pozzible day combinations - add new day combinations of your awn.

Title Mon | Tue |wed Thu [Fri | Sat | Sun [~
P onday

Tuesday

Wednezday

Thiursday

Friday

Saturday

Sunday
Mon-Tue
Monkiwed
Mo T hu
b or:Fri
Tuetin'ed
TuetThu
TuetFr
WedhThu
WedkFn
ThutFr
SatkSun
MaonAwed/Fri
MonAwed/S at
MondTuewed

2 Save zettings

The third defaults tab revels the table via which you may add to or alter the ‘days’
available for attachment to courses. The definition of ‘Monday’ is a single green dot
in the ‘Monday’ column, and ‘Mon/Wed/Fri’ contains three dots, one each under
‘Monday’, Wednesday’ and ‘Friday’. By following these examples you can define
further possibilities of your own as and when required.
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Default settings | More defaults [ay combinations Calendar | Splazh picture

Centre calendar

Enter comments to be printed on registers for particular dates

Date

Z25/05/2007
2e/08/2007
27/05/2007
22/08/2007
23/05/2007
20/08/2007
3170572007
0ly06/2007
0z/06/2007
0z/06/2007
04 /062007
0Ly/0e/2007
06/06/2007
07062007
05/06/2007
0sy/06/2007
lo/06/2007
1ly06/2007

Comment.
Z4/08/2007 |

Queen's birthday

Save
w

The fourth tab display the current year’s calendar, via which you may enter
comments concerning days on which the centre is shut. Once you have done this
these comments will appear on printed registers against the dates specified. e.qg.

Class : T6 - Stage 3 Guitar

Tutor : Baggins , Bilbo

Dates of class meetings and attendance
B8 o o|o| oo g
gi81a(s|2|2(2( &
B It ol I R
Receipt Student e EEEEE
ZE|Z|a[=55]5]=
S S I IS
cleclclelclelE]l e
= = =1 =0 =0 =0 = =]
S|E(ZE|Z|Z|ZEE|=
Am rahar 1
Al her ks
Als da 3
Ay laire 4
Jex Vi H
L
7
&
L
10
11
12
13
14 &
15 £
=
16 m
17 [
o
1% 6
12
il
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Default zettings tare defaults D'ay combinations

Calendar

Select your own picture for the Com Ed splash screen.

Current picture

Click here to select pour picture

M.B. vou will have to adjust your picture size [using a
picture management program) to enzure that it fit properly
inta the area shown abowe.

Splazh picture

The final tab provides a screen via which you can specify your own ‘splash screen’
picture — be it a photograph of your school or your favourite family picture or your

In the example below, I've decided to select the picture on the sun rising which
we've used as a part of the Worsfold Logo. I clicked on the labelled box in the
defaults screen above and then selected the picture as shown below.

Open
Loak in: | ce
v ( ;52 = ~
by Recent
Documents
F— starreq.lic.dat students. kxt sunl.bmp
Desktop
M}I EORAEN !
,i‘! sunz.brp = np Tararua Reap.thb
Iy Computer F
‘11 File hame: |suna.brnp | Open |
My Network Files of type: | ﬂ Cahcel
HED I Open az read-only

The result was less than pleasing...
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Select your own picture for the Com Ed splash screen.

Current picture

Click here to select wour picture

M.E. “rou will have to adjust your picture zize [uzing a
picture management program] bo ensure that it fit propery
into the area shown above,

... as I had not bothered to reduce the picture to a suitable size. It was far too big.
So I used the ‘Paint’program which comes as part of the Accessories of Windows to
‘stretch/skew the picture to 40% of its original size, saving the result as a separate

file. (I had to do this a couple of times and found that reductions of 65% (horizontal)
and 50% (vertical) gave the best result.

Stretch and Skew

Stretch
+—

Horizontal: 14[| |°/, [ Cancel ]

L]
|:|I Vertical: \4[[_‘ %

Skew
—

J Horizontal |0 Degrees
QI Vertical: D

Degraes

Reselecting the new picture gave the following result:

Now my splash screen appears :
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Community Education Logon E

Community
_Q_Educatlon

Fraser High School
(C) 2006 Worsfold Software Ltd

Yersion Logon ’—
105 Ent
0142007 Pageward ,— -

Exit

4.6 Financial defaults

This is where you can specify a number of the details relating to the financial aspects
of this package.

Financial defaults

Receipt document |Receipt 1 =l Autornatic discounts

izl =gt o= |EEH1 ooz Enter the title and percentage of any standard

When printing receiptz shop to allow printer choice v discounts which you wish to apply
Inwoice document |Heceipt 1 ﬂ Discaunt tite Percentage L
Staff 25
Statement document |Statement 1 ﬂ Qe third 33
10% 10
Leave the receipt number blank if wou wizh to manually enter the M0 0
number each time a receipt is printed and tick the following box =
Wie wizh to enter the receipt number manually r
Automnatically print a receipt if 'Paid $amount’ iz clicked [
Nest invoice number |1 g ———————— Ev3

Mext credit note number |I:El:1 om

Switch back to the simple financial system

Allow direct entry of ~ Yaz f+ Mo [with warming sereen to fallowl]

receipt detailz

Allow ediing of course ™~ Ye: & Mo
fee on student

Allow removal of invalid & wvae Mo
payment tranzactions.

Allow editing of payment & Yez Mo Save changes
detailz
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1. The first three entries allow you to specify the names of the documents
(designed via 'Print lists / Word processor' - an example of each, which you can
modify to your own needs - is distributed with the package) which form the basis of
your receipt, invoice and statement.

There are two credit note designs provided with the package and you may also alter
these to your own requirements. One is titled ‘Credit note (Paid out)’ and the other
‘Credit note (Not paid out)’. These will automatically be used as the two documents
for credit note printing but you should, as suggested, alter them first to your own
requirements.

2. Enter the ‘next receipt number’ in the space provided. This will automatically
increment each time you print a receipt. As suggested in the green message, leave
this entry blank if you wish to manually enter the receipt number each time a
student pays....

3. ... in which case you would tick the box to indicate that you wish to manually
enter receipt numbers. Some centres may not wish to automatically allocate or print
receipts but prefer to issue them separately and record the numbers again the
course enrolments. If this is your wish then check the 'Yes' option here.

4. Tick the following box if you wish to automatically print a receipt (based on the
settings above) each time you register a payment by simply clicking on the ‘Paid’
amount. (See the chapter on the ‘Detailed financial system’ for full details of this
process.

5. The next two entries are the ‘Next invoice number’ and the ‘Next credit note
number’. Enter these according to your needs.

6. The final four on the left hand side of the screen allow you to give permission to
edit some financial details directly via the student’s display. These are :

e Receipt details
e Course fee details
e The removal of invalid transactions

e Payment details

The third entry above involves the right to completely remove a payment
transaction. This is most unacceptable from an auditing point of view, particularly if a
receipt has been printed. However, it has been found to be the most useful way of
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correcting a mistake — e.g. a payment has been registered against the wrong
student, or you accidentally registered payment of only part of the fee.

8. Turning our attention to the right hand side of the screen, you can set up a range
of standard discounts which may then be applied to courses. The entry for 33% will
be processed as one third (which is slightly different to 33% - sometime by a matter
of a few cents).

One centre was very keen to switch from the complex financial system back to the
simple one. A button has been added which allow you to do this. Unfortunately, it is
NOT possible to go the other way.

Finally, of course, 'Save changes' when you have completed your adjustments.

4.7 Financial prints

This section has a tab strip with four possibilities.

Urprinted receiptz | Invoices | Statementz | Unprinted credit notes

4.7.1 Print unprinted receipts.
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Frinting unprinted receipts

Select thoge receipts which pou wizh b print

Student Receipt | Amount |
A R Kirsten 13611 $£35.00
& gz, Caral 13612 $35.00
& Maria 13613 $55.00
C d, Sue 13674 $25.00

Select all | Print zelected receipts

If you have receipted payment of fees without actually printing the receipts then you
can visit this area to print them.

Those students with unprinted receipts are listed. You can select individual students,
or all of them, and have the outstanding receipts printed.

4.7.2 Printinvoices

Those students for whom debts have been generated but against which there are no
entries in the ‘Receipt/Invoice number’ column, will be counted and the courses
affected will be listed, as shown below. Confirm your invoice design (designed via
'Print lists / Word processor) and confirm the next invoice number to be allocated.

The third step in the process is to select the course or courses for which you wish to
print invoices for outstanding debts, and click 'Generate invoices'
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Printing invoices

Thiz procesz will print invoices for studentz enrolled in the zelected course(s] where, on the enrolment
record, the course fee has been billed but no previous invoice haz been printed.

Step1  Select the invoice desian |Invoice 1 -] Step 4

Step 2 Mext [rmvoice number |13592 T
Generate invoices

Step 3 Select courze(z] for invoicing

Code | Title |hvoices S
01 GERMAM g
nz MNZ SIGM 1
03 ITALIAM 1
04 MAORI 2
05 [TALIAMN 2 1
10a Self Image 2
13d Defensive Driving 1
15 FAMEL BEATIMG 2
16 PHOTOGRAPHY 1
174 FIRST AlD FULL 1
19 ITALIAN COOKING 1
a0 Phatgraphy for painting 2
40 EMBROIDERY [DAY) 1
a4 Intro Inkernet 1
57 DESK TOP PUBLISHING 1%

4.7.3 Print statements

Students will be listed, along with their current financial position. An example of such
a list is shown below.

Printing statements

Thiz process will print statements for the selected students

Step 1 Select the statement design Staternent 1 j Step 4

Step 2 Select 7 Prirt nilbalance staterments O Omit nilbalance statements Generate statements

Step 3 Select students

Student Current debt

Ad =] 325.00
Abl 1149.00
Adi 9000
A B 85.00
A R4.00
A 25.00
Se Bingela 25,00
Ad 0o
Ak hleen 0.0a
All 0.an
Alld -1.00
Ab n -10.00
Al -20.00
At Haszarthika -20.00
An nda -36.00
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Confirm your statement design (designed via 'Print lists / Word processor) and
decide whether or not you wish to print statements where the student's current net
debt is zero.

The third step in the process is to select the students for whom you wish to print
statement and click 'Generate statements'

4.7.4 Print unprinted credit notes
This section follows the same pattern as that for printing unprinted receipts.

Students with unprinted credit notes will be listed, as shown below.

Printing unprinted credit notes

Select thoze credit notes which pou wizh to print

Student Cred Maote | Amount

gt 2y CHInwE5599 45100
Bg hine CHIrwBB02 a5.00
Cq hhe CHIrwEB00 AR.00
NE a CHIrwERI3 A0.00
(3 ry CHIrvE555 F0.00
Jo iy CHIrwEE03 85.00
Le CHIrwER34 F0.00
|_ T, T T It EN'HVEEE? 55[”]

Select al Print zelected credit notes

Select those for whom you wish to print notes and proceed to print.

4.8 Case changes

Way back in the olden days computers could only work in upper case, and it became
fashionable, nay essential, to have all data entered in capitals. We have come a bit
further along the track now but some old databases still contain capitals-only data. If
you have had your data converted from such a database then you might well wish to
update the appearance of the entries. This process allows you to do just that.
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Change of case

Thiz utility allowez you ko change the caze of vanous text items throughtout the database

~ Change selected items s+ Change selected items to
to upper case lawer [zentence] caze
Students Courses Tutors
[w Mames [ Titles [ Mames
[T Addreszes [T Addresses
Froceed

Wi

Rhi JE

Fras

Frai a

He;j E

Sta e

kill3 ra

Fats hithory

Thes attfried

T ait

Jorg Hr Fer

Bk

Joh b atthizw

Several possibilities are available (including the option to re-capitalise!). Make your
choices and ‘Proceed’ and the results of the conversion will be displayed in the list
provided.

4.9 End-of-year processes

Each year the package operates with a new database, named according to the year,
e.g. ce2004.mdb, ce2005.mdb. The end-of-year process is simply a matter of
making a copy of the existing year’s database, optionally including or excluding
tutors, courses and students. All other details such as list and document designs,
default settings etc will be copied across and will be available in the new year.

The screen for this process, shown below, offers you the necessary choices. Please
note that, in order to NOT bring tutors, courses and/or students across, you must
tick in the appropriate box. Ticking this box does NOT cause them to be included in
the copy, it causes them to be EXCLUDED.
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End-of-Year processes Please read carefully

The end-oft-ear proceess makes a copy of your current database which can then be re-accessed
at any stage. It also allows you to remowe entries from the current database so that you can use it
torthe newyear. This process can be done at any time but can only be done ance.

Tick those tems which you do MNOT wish to have carried forward into the new wear.

Delete all of the tutars in the current database. [You wish to enter the new year's

Tutors

B tutars from scratch)
Courses and Delete all of the courses and enrolments from the current database (v'ou wish to
Enrolments enter all of the new year's courses (and enralments) from scratch)

Leawve course dates unchanged. Othemwise the program will hawve course
dates adjusted to the nearest matching date in the new wear.

Delete all of the student details from the current database (You wish to enter all of

et B the new year's students from scratch)

N.B. All enrolments WILL be deleted for the new year

If deleted. you will be able to bring back in tutors, courses andy/or students frorn the previous year.

Froceed

Of course the enrolments for the current year will NOT be included in the copy.

Finally, should you elect to NOT copy tutors, courses and/or students then you may,
in the new year, always retrieve such information from the previous year via a
button on each of the three screens. An example of this button is shown below.

[mpart 2004 students
|

The use of this button, in each case, was detailed in the earlier chapter on data
entry.

You can always revisit an early year via the ‘top menu’ item labelled ‘Select
databases’, as shown below.

- SOy S I L WO TE O O B O T ATE
" Help (F1)  Export =l sk
T 9 The 2005 database 1]
The 2003 database
The 2004 database

Edit Students

Irm
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Each time you change between databases, you will be asked two questions.

il

[

Are you sure that wou wish ko switch to The 2004 database?

Should you elect to do so...

L
LE

Do you wish to make this your defaulk year?
(i.e. the vear which will be active each time you enter the package)

Regardless of the year, a large label at the top of the screen always shows which
year you are currently using.

Year
2005

4.10 Course changes

From time to time a course will be cancelled and it might be necessary to change all
of its students into another course. This utility allows you to do that.

The screen for this process, shown below, lists some default settings. These are :

1. If a student has NOT paid for the old course then which of the following
alternatives to you wish to occur?

e Change to the new fee
e Leave the old fee unchanged

2. If a student has paid in full or in part for the old course then which of the
following alternatives to you wish to occur?

e Change to the new fee
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e Leave the old fee unchanged

3. 1If, as a result, a student is now in credit, do you wish to automatically
generate a credit for the balance?

Changing courses Step 2 Mowe ALL student taking [zelect course)
Thig utility alloves pou to tranzfer all of the ztudentz from one Lode Lourse
courze to another. r'ou can tanzter individual ztudents by MZ274 ART BEGIMNERSANTERM
right-clicking an the course CODE on the student's screen. 282 CLASSICAL GUITAR BEGIM
; . : ! k2584 CLASSICAL GUITAR OMGC
In either case. the choices vou make in step 1 below will apply. =101 ACCESS
5103 EXCEL INTRODUCTION
Step 1 Whath to fees?
=R WHENapRens o fess 5105 EXCEL MACROS
If & ztudent haz MOT paid for the old course e e
{ Change to the new fee Step 3 Inta courze [zelect course)
" Leave the old fee unchanged Code Course
If & student haz paid in full or in part for the old courze M152 ESOL
M1E7 YOGA
' Change to the new fes 1732 ART FOR BEGINNERS
If the student iz now in credit do pou wizh o v b182 CLaS5ICAL GUITAR BEGIM
autarmatically generate a credit far the balance 183 CLASSICAL EMSEMBLE
Leave the old fee unchanged M35 WOODWORE

Mow that defaults are setwou may make individual
course changes on students by right-clicking on a
students course CODE

Proceed to move students

Once you have made these settings then you may, via the individual student screen,
switch a student from one course to another by right-clicking on the course code of
the course which you wish to change.

The final step is to select the old course and the new course from the lists shown on
the right hand side of the screen. Once you are satisfied which your choices, click
‘Proceed to move students’ and the process will take place, the results of which are
reported as shown below.

B

A total of 2 students were successfully moved
and 0 were MOT moved

Print a list of these changes?
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4.11 Email database

The final utility offers you the ability to email a copy of your database directly to me.
Occasionally a problem occurs which is most easily solved by sending me a copy of
your database so that I can replicate the problem and hence solve it. The screen for
this process is shown below.

This process may be used to email a copy of yvour database to Waorsfold Software Lid.

Maturally, all information caontained therein is treatad with the the strictest confidence.

In arder to send the email wou must provide wour own email address and the address of your
ISF (Inertnet Service Provider). Your IT specialistwill be akle to provide you with the latter.

Your email address ‘randchuitler@paradise.net.nz

Your I5P's address

‘smtp.paradise. net hz
[e.q. smtp.sxtra.co.ng)

Accompatying message :  |Dear Rary,

[Use Chl-Enter to rmove The or we wish to report occurs when we ty bo print a lizt for Monday
dawn a line) courzes, The course T123 occurs on a Tuesday, but it appears on the
Monday izt ?7?? Go to print hsts / courze listz, select MOMDAY courzes
and print the 'Full details' list,

Thanksz

"wiendy

Send the email to*Worzfold Software Ltd

The first entry is easy, it it's your email address. The second one is a little more
difficult to determine. It is the code for your email provider. This is not an email
address and probably begins with the letters ‘smtp’. If you are not sure then ask
your IT expert. He or she is sure to have it at their fingertips!

In the centre panel, send me a message relating to the reason for sending the
database then click the ‘Send’ button and it will depart. It is most unlikely that I
would have to send your database back to you but, in the event that this is likely, we
will have discussed the situation by phone beforehand.

4.12 Evaluation process

The package now contains an optional evaluation process whereby you can design
questionnaires, record the feedback from them and analyse the results. This topic
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now has its very own chapter! There is a small charge for the inclusion of this
facility. If your ‘Evaluation Process’ button is not visible and youwish to be able to
use it then contact Worsfold Software to obtain a valid registration file which will
switch it on for you.

4.12 Cross check student hours

The original version of this package assumed that every student took each course for
all of its specified hours and the RS44 returns were based on these hours too.

More recently the ability to specify a DIFFERENT number of hours for each student
was added. This means, for example, that a student can sign up for a 10-hour
swimming course knowing that she will only be able to attend for three of the five
two hour sessions — a total of six hours.

You can now visit the student’s screen and adjust their number of hours to allow for
this possibility.

This utility allows you to quickly cross check all students reporting on those whose
hours for a course differ from the course’s stated hours.

Cross check student hours

The hiours for which each student takes each course are digplayed on the courzes table on the student data
zoreen. Thiz utility reports those students whose course hours do not match the nominated hours for the
courze. You may request to have ALL hours updated globally. Alternatively you map adjust individual hours.

Click on a title to have the column sorted alphabetically.

Student name Courze Code| Courze Title Course Hours | Student Hours

Aked, Heather TE Stage 3 Guitar 16 12
Alzaleh, Huda TE Stage 3 Guitar 16 13
Aarnaodt, Graham 5 Swing Dancing 16 14

St all 2emo shudent hours b course haurs ‘ Double-click on a student to have their hours et to course hours.

You can also edit the hours in the last column.

Those who DO have hours specified which are more than zero are probably correct.

You have three options.
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1. Use the button at the bottom of the screen to ‘Set all zero student hours to
course hours'.

2. Double clicking on an entry in the table will have the same effect.

3. You can simply edit the hours shown on the right hand side of the table to the
correct amount.
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Chapter 6

The simple financial system

What's in this chapter? Page
5.1 Overview of the two systems 5.1
5.2 The simple financial system 5.2

5.1 Overview of the two systems

Community Education offers two levels of sophistication in the area of financial
processes.

The first is simple.

Each courses fee is shown against each enrolled student (optionally with a separate
materials fee) and you can manually enter the amount paid, the receipt number and
a comment. There is no audit trail. You can print a document for a student listing
details of the fee, the amount paid, and the receipt number of each of the courses
for which that student is enrolled, but there is no automatic incrementing of the
receipt number.

The second is much more detailed.

As above, the courses fee is shown against each student, and is initially also
recorded as an unpaid debt (unless the courses itself is 'pending'). You may record
the payment by the student of one or more of his or her course fees. This can
optionally involve the automatic allocation and printing of the next receipt number.
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You can also print invoices and statements and credit notes. An audit trail is
maintained in that previous transactions cannot be altered (apart from the method of
payment) and cannot be deleted from the database. Approval can be granted to
allow a user to adjust the amount billed for individual students.

You can also record partial payments and refunds.

You can print financial reports of transactions between nominated dates.

5.2 The simple financial system

Some centres do not require a sophisticated accounting system for their Community
Education, so this package offers two alternatives.

The details of each students course enrolments and payments are displayed in the
bottom half of the student screen. An example is shown below.

| Code Title Total Fee Faid Rcptdny Comment Click in column heading to sort ,m
M232 CLASSICAL GUITAR BEG 45.00 45.00 13579

Type course| yoag WwWOODWORK E5.00 E5.00 R13580 Refunded as withdrew fram course before it started
code above
and press

<Enter:

Code | Title Max | Cui
M136 wODDWORK 12
m1as TaleM FOR TR 20 [l
M152 ESOL [l
YOGA k] |
M173  ART FOR BEGIN 12
M182 CLASSICALGUT &

WSO WY
=
m
o

In the example above the student has two courses, Classical Guitar Beginners and
Woodwork. The fee for the first course is $45.00, the Student has been billed the
amount $45.00, and has paid that amount, as witnessed by the receipt number
shown in the receipt column.

The fee for the second course is $65.00, the Student has been billed the amount
$45.00, and has paid that amount, and it has been refunded as witnessed by the
letter ‘R" in front of the receipt number shown in the receipt column. This prevents
the amount being counted in the total fees generated by this course.

The four fields : Fee, Amount, Receipt and Comment are all editable.

If you wish to remove this course from this student then you can do so by right-
clicking on the course name. The following confirmation box will appear.
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Cancel the course : 17 FIRST AID CERTY

If you click 'Yes' then the word 'Cancelled’ will appear as the course title, and the
'Save changes' button will change colour to red. If you do 'Save changes' then, the
next time you visit this student the cancelled course will no longer be listed.

If you wish to add a comment then click in the 'Comment' column and the following
popup window will appear.

L S e T N U =11 e

Comment :h

Thiz iz area where pou can twpe your comment,

Sawve and Exit E st

aHA

Type your comment and click 'Save and exit' to have your comment returned to the
student's screen. This does NOT save the comment back to the database. You must
still 'Save changes' on the student in order to achieve this. However, having entered

a comment, the 'Save changes' button will change colour to red to prompt you to do
this.

And that's about it really. It is a simple system, designed for those who do not wish

to go to the trouble of maintaining a detailed financial record, involving a transaction
history.
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Chapter 6

The detailed financial system

What's in this chapter? Page
6.1 Overview of the two systems 6.1
6.2 The detailed financial system 6.2

6.1 Overview of the two systems

Community Education offers two levels of sophistication in the area of financial
processes.

The first is simple.

Each courses fee is shown against each enrolled student and you can manually enter
the amount paid, the receipt number and a comment. The is no audit trail. You can
print a document for a student listing details of the fee, the amount paid, and the
receipt number of each of the courses for which that student is enrolled, but there is
no automatic incrementing of the receipt number.

The second is much more detailed.

As above, the courses fee is shown against each student, and is initially also
recorded as an unpaid debt (unless the courses itself is 'pending'). You may record
the payment by the student of one or more of his or her course fees. This can
optionally involve the automatic allocation and printing of the next receipt number.
You can also print invoices and statements and credit notes. An audit trail is
maintained in that previous transactions cannot be altered (apart from the method of
payment) and cannot be deleted from the database. Approval can be granted to
allow a user to adjust the amount billed for individual students.

The detailed financial system Chapter6 -1



Worsfold Software Ltd Community Education

You can also record partial payments and refunds.

You can print financial reports of transactions between nominated dates.

6.2 The detailed financial system

Some centres require a more detailed financial system which includes the ability to
print receipts, maintain an audit trail, and allows for refunds and part payments. This
chapter details the processes involved in the more sophisticated version of the
financial processes.

The transaction screen is where the difference appears.

[CiCode  [Tile | Couse| Materisls| TotalFee| DbAmet|  Crdwt Repte [Fiet? bethod | hours| Comment

19/01/2008 TE Stage 3 Guitar 45.00 45.00 45.00 000

5 230172008 TS Swing Dancing 45.00 45.00 45.00 000 14
ove | 23/01/2008  T7 Te ReoMe ona Tikanga 45.00 45.00 45.00 0.00 16

and prass
<Enter>

Prirt

Undo

i}

i}

i}
Defensive Driving 0
T LeanToSpeakF 12 0
0

0

1

i}

1

Serapbacking 12
T2 Indonesisn Cookii 15
T3 AcademicWitng 15
T4 LeanloSpeakM 15
TS SwingDancing 20
6 Stage 3 Guitar s
17 TeReoMeonaT 12
T8 InboductiontoM: 12
T3 IFDBusinessTar 14
TH1  Floral it 12

e

Hide cancelled courses i Paid in full $135.00 ] Impart 2006 students

Add & new student isl DeletelhesalecledstudentI Save changss | Reconcie ! Search ] < Back ] Nest

Note that the ‘Hours’ column displays the number of hours for which the student is
enrolled in the course. This may, in certain circumstances, be fewer than the normal
number of hours for the course (e.g. where a student cannot attend for the full
course but wishes to attend for part of it).

Please note that, since this chapter was first written, fees have been split into Course
fee and Materials fee. The following screen captures do NOT show this change but
are otherwise completely identical to the current display.

Below the table are three (and sometimes four) extra buttons. The 'Undo' button on
the left restores the student's screen to it appearance before the last time changes
were saved. It simply reloads the current students enrolment details from the
database.

The 'Hide cancelled courses' button does just that and the 'Paid in full' button allows
you to quickly recognise full payment of all debts - more on each of these later.
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Above this area, and to the right, are two details reporting the total debits (fees
billed and refunds issued) to this student and the total credits (payments received
and credits issued).

Taotal debits ~ $199.00 Total credits  $30.00

On a screen resolution of 800 x 600 the transaction screen itself has more columns
than just those visible in the illustration above. By sliding the horizontal slide to the
right the other columns come into view, leaving the left hand four columns 'frozen'.

Date |C|Code | Title Rcpt | Methad | Carnment [~

22/03/2003 40 EMEROIDERY (D) E
H22/03/2003 a0 Payrment Cash

22/03/2003 54 Intra Irtermet =

22/03/2003 &7 DESK TOP PUBLISHIMG

22/03/2003 A7 Payment Cazh

22/03/2003 A4 Payment Cazh =5

23/03/2003  70a Shiatzu

23/03/2003 70k Shiatzu ]

< il | >

OK. Let's now turn to a student where they have been enrolled for one course,
Maori, for which the fee is $15.00 and the student has a debt of $15.00.

Date |C/Code | Title | Fee| DbAmnt  Cramnt Rept/m

06/04/2003 04 MAORI 15.00 15.00 0.00
g |

If you click on the item, a button will appear below captioned 'Paid $15.00'. We'll
return to this button in a moment.

[ Title Fee| Db amnt|

MEORI 15.00

Cr &t | Foptdlme

Date |C| Code

£ il [

[

celled courses Paid in full $15.00 Paid $15.00

To cancel a course, you simple right-click on its title. The following message box will
appear.
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Cancel the course : 04 MAORI?

If you DO cancel the course than a 'C' will appear in the narrow second column from
the left.

To re-instate a cancelled course, right-click on its title and you'll be offered the
chance to cancel the cancellation.

You cannot alter the 'Method' of a debt. Method applies only to payments.

Method entries apply only to payments

How do you process a payment? There are three ways you can do this.
1. Right-click on the debit amount

2. Select the item then click the 'Paid $x.xx' button.

3. Click the 'Paid in full button.'

The 'Paid in full' button is simplest when a student has paid in full. It is possible to
select more than one course which has been paid. The second 'Paid' button will
reflect the selected courses. The first option is simple where there is but one paid
course.

Whichever of these you select, the following screen will appear.

The detailed financial system Chapter6 -4



Worsfold Software Ltd Community Education

Payment options
Amount of payment 16.00

FPavrment method

Credit card
EFTPOS

Auto payment

Fieceipt number ]?5

Receipt desian |F|eu:ei|:|t 1 ﬂ

Froceed  [and print receipt]

Froceed [without printing receipt)

H.B. Either of the two buttans above wil
cause the changes to be saved back to.
the database.

Cancel

You can, if necessary, reduce the amount paid by editing the amount shown at the
top.

You can select the 'Method' of payment. If you select 'Cheque' then a further data-
entry field will appear wherein you may enter the cheque number. (This will later
appear on your banking list...)

Payment method

Cash

Credit card
EFTPOS
Auta payrnent

Cheque number |44EE??EEEIEI

Next you can decide whether or not you are going to print a receipt. Enter the
receipt number (which will automatically increment, based on the default setting
made via 'Utilities') Any change you make here will become the new base number.

Finally, select one of three buttons. The third cancels the whole process and returns
you to the transaction screen - unaltered.
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The other two process the transaction with or without a receipt being printed. In
either case, if a receipt number is allocated to the transaction then the results will be
AUTOMATICALLY SAVED back to the database. The Undo button will then not work.
The receipt number is 'committed' to the audit trail.

Date  [CiCode | Tille I _Fee| DbAmnt  Crémnt Rept/n:
0&6/04,/2003 04 kADRI 15.00 15.00 0.00
1 0E/04/2003 04 Fayment 15.00 15.00

Transackions saved

|

The screen above illustrates the result of a straight forward payment. A new
transaction is generated, recognising the transaction. The course code is that saved
of course (sorry...), but the title is 'Payment' and the Credit amount is the amount
paid.

Date (| ClCode  |Title |Reptdny [Rept | Method | Commer
06/04,/2003 04 hADRI
| 0B/04,/2003 04 Paprment i Cazh

Sliding to the other columns you'll see that the receipt number has been recorded, as
has been the method. If payment had been made by cheque then the cheque
number would have been recorded in the comment area.

You will notice the receipt number (76) alongside which is an empty column. If we
had printed the receipt then a tick would have appeared in that column. Thus you
can easily identify which receipts have been printed and which have not. Unprinted
receipts can be printed via the 'Utilities' button.

So now we have a paid course fee. How do you do a refund? You right-click on the
paid amount and the following menu box will appear.

Refund ar Credit

Delete tranzaction

Cancel

The first option is the one in which we are interested. The second does allow you to
completely delete a payment transaction. While this is not a good thing from an audit
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trail point of view it does, never-the-less, allow you to quickly correct a mistake —
such as recording a payment on the wrong student. However, if you proceed with
the credit then the following screen will appear.

=it S =i gl 1

Ammourt of credit ||4EI.EIEI

MHewxt credit note number BE03

Has thiz credit been s ~
refunded [paid out]? i i

Cancel thiz enrolment too [w*

Detailz

Credit note design

Credit Mote [Paid out) ~|

Praceed [and print Credit Hote]

Proceed [without printing Credit Haote]

t.E. Either of the bwo buttons abowve will
cauze the changes o be zaved back to
the database.

Cancel

You can edit the amount of the refund at the top of this screen and can enter an
explanation for the refund in the 'details' area. The credit note nhumber, which will be
recorded if the credit note is printed, is confirmed next along with the decision as to
whether or not it has been paid out.

You have the opportunity to indicate whether or not the student has actually been
withdrawn from the course. This may be managed separately later if necessary but,
by signalling it at this point it is one fewer things to remember to do later.

If you do NOT pay out the refund then ONE new transaction is created, as shown
below...

The detailed financial system Chapter6 -7



Worsfold Software Ltd Community Education

|C|Code | Title

Fee| Dbamnt  Crémat Boptdm

D6/04/2003| |04  |MaDRI 15000 1500  ooof
* 0B/04/2003 n4 Fayment 15.00 15.00
06042003 n4 Credit 15.00 Credit

Fcptdl | Rcpt | Method | Comme

Credit

... leaving the student with a credit balance (relating to course number 04).

If, instead, you DO pay the money back then two further transactions are generated.

Date \C Code  |Title Fee| DbaAmnt  Cramnt Reptdn
0&6/04,/2003 04 hAORI 15.00 15.00 0.00
HOBADAA2003 04 FPaprment 15.00 0.00 15.00
0&/04/2003 04 Credit 15.00 Credit

06/04/2003 04 Refund 15.00 Refund

Reptdiny (Ficpt [Method | Commer|
7B Cash

Credit Paid by

R efund Paid by

These are the credit leg, where the credit amount is generated, followed by the
refund leg where the student's net credit is reduced by the amount of the payment.
The 'details' entered via the screen are recorded against both legs.

That covers the basics. Let’s now deal with a multiple part-payment. The student
below has enrolled for five courses.

The detailed financial system Chapter6 -38



Worsfold Software Ltd Community Education

Date CiCode  |Tile . Fee| DbAmnt|  CrAmnt| Rept/in
0&/04/2003 m GERMAN 25,00 2500 0.00

1 0B/0442003 nz2 MZ SIGMN 5.00 500 0.00
06/04,/2003 n3 ITALIAM 26,00 2500 0.00
06/04,/2003 04 MADRI 15.00 15.00 0.00
06/04/2003 3] ITALIAN 2 26.00 2500 0.00

&

[ e

icelled courzes Paid in full $35.00 J

Lets assume that her or she (we really need a new word here. 'He or she' is
cumbersome and 'they' doesn't feel right somehow. So how about 'hesh' or 'heshe'?)
has paid for their NZ Sign and Maori enrolments.

Date i_E_i_!;gg:le [ Title Feel Db .-'{-.mr_'utg I:r__.é-.m_p_t_:_l_:i_g:_p_t{'l_r_y

06/04/2003 01 GERMAN 25,00 2500 000

§ 05/04/2003 | (02 [MZSIGN | 500 o000 |
06/04,/2003 03 ITALLAN 2500 25.00 n.oo
06/04/2003 MACR] 15000 15000 0 oo 0 |
06/04,/2003 05 ITALLAR 2 2500 25.00 n.oo
06/04,/2003 03 Fayment 2500 0.00 10.00

celled courses Paid in full $35.00 Paid $20.00

Select the two paid courses by holding down the Control key as you click on each.
Once you have done this, the second 'Paid' button will show the total $20.00 being
the total of the two unpaid courses you have selected. If you select a course which
has already been paid then its fee will not be added to the total.

The final way of registering a payment is to simply right-click on the debit amount.
The following two-purpose window will appear.

The left hand side of the window may be used to process the payment in the usual
way, as described above. This is the same window which appear when you process a
payment using either of the methods detailed above, but, in this case, the right hand
side of the window is hidden.

The right hand side of this window may be used to print an invoice for the amount
due.
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EEyTEni LIS
Either process a payment

Amount of papment

Cheque
Cazh
Lredit card

Payrment method

Auto payment ||
WIS =
b aztercard

Feceipt nuriber | 12445

Receipt dezign |Hec:ei|:|t 1 ﬂ

Proceed  [and print receipt]

45.00 Amount of invoice  [45.00

or print an invoice

[Fvaice number |44221

|Fvoice design |Invn:nin::e 1

Proceed to print an invoice

Froceed [without printing receipt]

M.B. Either of the bwo buttons: abowe il
cauze the changes to be zaved back to
the databasze.

Cancel

What else can be done?

1. Reprinting receipt and credit notes

You can reprint a receipt or a credit note by right-clicking on the receipt/credit note

number.

The following small message will appear, via which clicking ‘Yes’ will cause the

receipt to be reprinted.

B

Reprint receipt number 134457
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2. Changing courses.

If you right-click on the course code in the debit leg then the following dialogue will
appear via which you can change the student to a different course.

i =
e 1|

hange ko a different course?
If so then select from the lisk on the right

o |

If you elect to proceed then the course selection panel (at the right hand side of the
screen will slide out from which you should select the new course. Once the selection
is made, the enrolment will change to reflect the new course, with an automatic note
to report the change in the comment field. The rules which you have specified via
the course change default (under Utilities) will apply, and, if you have so indicated,
and a credit results from the change then a transaction line will be automatically
generated to report that too.

3. Refunding a credit balance

If a student has a credit balance which has not been paid out, then you may process
the payment of the refund by right-clicking on the word ‘Credit’ on the student'’s
screen. The following message will appear, asking you to confirm your intention.

f: 144252004 M182 Payrnent »

o | 1422004 C w289 PIAND - OMGOIMG b=
1441252004 C w239 Payment
02/03/2005  M136 WOODWOREK

J 04/03/2005 C w239 Credit

[ R e B o Y e }

4. Printing a statement

It is possible to print a statement for the current student via the ‘Print’ button to the
left of the enrolments table. Select your statement design from the list which will
appear and a statement will be printed.

The detailed financial system Chapter 6 - 11



Worsfold Software Ltd Community Education

5. Applying a discount

You can apply a discount to a particular course fee by right-clicking on the fee. A
discount window will appear, offering the list of possible discounts (which were set
up via Utilities / Financial defaults. An example of this window is shown below.

Mall Select a discount ta apply o
! One third [33%]
10% [10%)
I 158% [15%)

The discount will be calculated and the fee amount will be altered to the new
amount. An automatic message is entered via the *Comment’ field to record what has
happened. An example of this is shown below.

L NN L SRR LA

58.50 58.50 58.50 0.00 Discount on fee - 103 (10%]

That brings us to the end of the detailed financial processes. Remember to visit both
the 'Printing' area (for financial lists) and 'Utilities' for printing financial documents
(Invoices, Statements and unprinted receipts)

6. Using a credit balance to pay for a course fee.

If a student is in credit (due to a credit being issued against one course) and has a
debt from another course then the ‘Reconcile’ button may be used to use some or all
of the credit to pay for some or all of the outstanding debt.

Drate C|Code Title Couwrse|  Materialz:| Total Fee| Db Amnt Cr Amnt| Beptdny Frnt? | Method hours| Comment
19/01/2008 TG Stage 3 Guitar 40.00 40.00 40.00 0.00 18
|23/m/2008 C T8 Swing Dancing 4500 45.00 45.00 0.00 14
zzmzone 17 Te Reo Me ona Tikanga 4500 45.00 45.00 0.00 E36
23/01/2008 C T8 Payment 45.00 45.00 CER1002 Cash
23/M/2008 C 75 Credit 0.00 45.00 CHCECTOM Credit Mote Dema for manual

In the example above the student has a credit of $45.00 (the last item) (Due to a
refund of the fees for ‘Swing Dancing”) and still has an unpaid debt of $40.00 on
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‘Stage 3 Guitar’. To use the credit to pay the debt highlight BOTH of the
transactions, the unallocated credit and the unpaid debt, and click on the ‘Reconcile’
button at the bottom of the screen.

Drate C|Code Title Courge  Materials)  Total Fee| Db Amnt Cr Amnt| Boptdlny Frt? | Method hours| Comment
|23/msz008 C TR Swing Dancing 45.00 45.00 0.00 14
zzmseo0e 77 Te Reo Me ona Tikanga 45.00 45.00 45.00 0.00 E36

002 C 75 Payment 45.00 45.00 CER1002 Cash

23/01/2
2a/ot/z008 [ClTs |

| | 4soo[cNCECIONt | [CreditMote | [Demo for manu:

N.B. To highlight more than one transaction you have to hold down the Cntrl key
when you click on the second.

After clicking ‘Reconcile’ you will receive a message such as that shown below.

40,00 will be used ko pay off debt
Do wou wish ko proceed?

Mo
Click ‘Yes’ and then situation changes to :
Drate C Code Title Course|  Materialz| Total Fee| Db Amnt Cr Amnt| Reptdny Prt? | Method hours| Comment
19/01/2008 TR Stage 3 Guitar 40.00 40.00 4000 0.00 18
23/01/2008 C 7B Swing [ ancing 45.00 45.00 45.00 0.00 14
Z3/msz2o08 7 Te Reo Me ona Tikanga 45.00 45.00 45.00 0.00 E36
23/01/2008 C T8 Payment 45.00 45.00 CER1002 Cash
23/01/2008 C TS Credit 0.00 45.00 CHCECTO0 Credit Mote Drema for manual - n
240102008 C TR Swing D ancing 0.o0 40.00 0.00 CNCECTOom (0 paid out - uzed ta pe
24,/01/2008 TE Payment 40,00 40,00 Journal Paid via credit from

Two new transactions have appeared being the two legs of the new transaction.
$40.00 has been paid by journal from one course to the other.

Should you attempt to reuse the credit of $45.00 to pay e.g. the $45.00 debt still
unpaid on “Te Reo Me ona Tikanga’' then a message such as that shown below will

appear.

2nly 5,00 remains available to pawv off debt
5.00 will be used to pay off debt
Do wou wish to procesd?

The detailed financial system Chapter 6 - 13



Worsfold Software Ltd Community Education

The detailed financial system Chapter6 - 14



Worsfold Software Ltd Community Education

Chapter

The Evaluation Process

What's in this chapter? Page
7.1 Overview of the process 7.1
7.2 Design a questionnaire 7.1
7.3 Record replies from students 7.1
7.4 Analyse the results of the responses 7.1

7.1 Overview of the process

This utility was originally developed in response to requests from people who wishes
to record the responses from students would had filled in end-of-course
questionnaires concerning various aspects of the course which they had just
completed. The process allows you to :

1. Design a questionnaire.
This step is necessary to let the program know what the questions are at what
form their replie(s) take.

2. Record replies from students taking Adult and Community Education classes.
3. Analyse the results of the responses.

The utility has now been turned into a ‘stand-alone’ program which can operate
independently of the ComEd package. It can now be used at a higher level within the
school to survey not only ComEd courses, but also Star courses, option classes, form
classes etc etc.

At this point we are concerned with the utility as it is, built in to ComEd. However,
rather than maintain two separate manuals for the built-in version and the stand-
alone version, the notes which follow contain an number of illustrations which relate
to the stand-alone version. There are a few minor differences when working with the
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ComeEd version — namely, e.g. that the ComEd courses are available for selection.

Click on the ‘Evaluation Process’ button and the following screen will appear.

Either click on this screen or wait a few moments. In either case it will disappear
and be replaced by the main program screen listing the three basic processes
involved in the utility.

The CoursefTutor Evaluation Process

Form design
This process consiste of three phazes

Feedback

ehitry 1 The first step is the design of your evaluation form (or formz). The result of this process may not be the actual form
which you uze ag pou might wish to design a form wsing a more powerful wordprocessor resulting in a more
. eye-pleasing document. ou must, never-the-less, use this process to zpecify the various questions on your form and
Analysis the possible answers invalved. This informs the data entry screen what to expect.

2 The zecond step iz to enter the information received on the farms completed by your students,
3 The final step iz to analyze the results entered.

7.2 Design a questionnaire

The first step is to design your course questionnaire which students complete at the
end of their course. You may have already done this but, to let the package know
what questions have been asked and in what form the answers will appear, you have
to enter the details of your form into the program. You might like the results so
much that you do, in fact, use the resulting form as your course questionnaire.

Clicking on the ‘Form design’ button will take you to the screen below, where
previously designed forms will be displayed. There will be one form ‘Sample form’
already there which provides an example of the package use.

The stand-alone version has a second example ‘Trasition and Careers’ and it is this
form which will be used herein to illustrate each of the possible types of questions
which may be included in the questionnaire.

N.B. In the ComEd version there is no fourth ‘Connections’ button.
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6@ Help Select d

atabase

Year
2007

Form design

Feedback
ety

Analysis

Connections

Exxit

Design and print survey forms

E xigting farms

Sample form
Trarsition and Careers

Design a new form

Edit selected form
Delete selected form
Frint

MN.E. You must NOT change the layout of &
guestionnaire once responses to that
guestionnaire have been recorded. Responses
are recorded according to the number of each
itern on the guestionnaire and if wvou change the
layoutthen the previously recorded responses
may not match the new layout.

Please note the message in the yellow panel on the screen above! It's quite

important.

If you select ‘Transition and Careers’ then click on the ‘Edit selected form’ button
and you will arrive at the next screen, shown below, which displays the form in its

design stage.

Design a cour:

Form Title Trangition and Careers
Add =

Designing an evaluation form

To design a form select each chiect which you
wish ta place: on the fam from the pulkdonn
menu above. Select them in the ardet in which
vau wish them ta appear. Then speciy the
propeties of each objsct. To delete an chisct.
right click on it in the st at the bottom of the:
seieen. To move an obisot up or dovn the:
order, select it from the st and use the two
amaw keys lo move it its desired posiion,

The chief purpase of this routine is to alow you
to specify to the program those components of
your evakuation form which you wil later wish to
record and analyse. |f pour design is beautiul
erough you may wish to use it as designed.
Ahematively you can use 3 word processor to
generat an even more splendid document.

Farm details - right-click ta remave

bhui Ine label Hame

bl e label The purpase af this survey is tc
Mult e label PLEASE READ ALL OF TI
Mulihorz 1. Are you returming to school

Mult e label If you have answered Yes ther
Hult e label 2 Ifyou are NOT retuming to
Mult e label a) Enler ful-time employme

Occupation™1~00~
b) Continue education at

Student comment
Mult ine label
Mult ine label

Student comment - Polptechric  ~2~0~

Hult e space 1
Student comment - Universly  ~2°0~
Mult ine space 1

Student comment
Mult e space
Student comment - Other 0

W fna snare

- Bpprenticeship™2~0r
1

Generate

1l

<[>

Save as POF file

Warsfold Demonstration 04082007 Survey Form
Transition and Careers

[ Form Class:

The purpose of this survey is to:
Help meetthe neds of senior students Ftuming next year
Identfy students uhomay be eligible forhe STAR program nextysar
Provice informationto the Careers Advisor

FLEASE READALL OF THE QUEST IONS ANDANSWER AS FULLY A8 FOSSIBLE
1. Are you reming 1 sshooi naxt ear ? =] Te] =]
30U have ansuerad Yes tnan oo spaight b questan 4
2. Ifyou 3= NOTrewming © Shosithen whst sre your nengans £ nestjear?
2) Enerfulltime employment O

Cosupaton [

b) Continue educationat
3] Vihere

- Payeamie [

I

- University. [ [
- hesrentostis | I
I

L

OoooooonO

- omer [

g

L] pa
) Hoftedpins but dont wish o retumto school

&) HNone of the above

Freasegie detaile

3 Hawyouhad Carsers.

¥ not returning to sehool next year then FINISH HERE
I you are returning next year OR you are still unsure then please continue
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However, for the purposes of instruction, let’s return to design a new form from
scratch. To do this, click on the ‘Exit’ button and then select ‘Design a new form’.

This time you will begin with a blank form, as shown below.

Form Title
Add -

Designing an evaluation form

To design & form select each obie
the form from th

ctwhich you
wish to pl i
e

Form details - right-click to 1emove

Generate ‘ Save Exit

Give your new form a title by entering it in the space at the top of the left hand
column.

Farm Title Sample farm

Ndd. | |

Next, using the popup menu in the top left hand corner of the screen you can add a
logo, labels, multichoice questions (both horizontal and vertical), multipoint scales,
student comments — and you can insert spaces between the sections and adjust the
font used.
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Add - | -

Loagn

ulti line label

Multichoice - harizontal

To design a i Multichoice - vertical

wizh to place| Selection from rultipoint scale
ey abowve. | Student comment

vou wizh ther Multi line zpace

properties of g Adjust basic font settings

night click an it in the list at the bottom of the
zoreen. To move an object up or down the

Designin

1. Adding a logo

Ensure that your required logo has been copied into your \survey directory.

Alogo

Copy your logo inta your Sce directony and
zelect it here.

adjuzt.brap ”~
CE reg labels.bmp

ce.bmp

cel11-19.bmp

ces brp

ce2006.brmp ¥

Pattern e.q. *bmp * brp

Selected 0

Alignment  Left Centre (= Hight

Place at top of form .
Place in zelected position Proceed

Select ‘Logo’ from the popup menu and the following dialogue will appear on the left
hand side of the screen. Initially, all of the bitmaps (.bmp files) in your current
directory will be listed. You can change the file type by entering your own choice in
the space provided.

Select your logo and decide on its alignment and its position on the document
(either at the top, or at the position you were at when you added the logo. This
means that you can, if you so wish, add a picture part way through the design.)
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Alogo

Copy your logo inta your Sce directony and
zelect it here.

Pattern e.g. * bmp *ipg
Selected WS53ipg

Alignment  Left  Centre (+ Right

Place at top of form (v

Place in selected posiion O Praceed

For this demonstration I've entered “*.jpg’ as the filter, causing one .jpg file to be

displayed. This has been selected. After clicking ‘Proceed’ it appears on the design as
shown.

| M wlw| @ |+ Sh|  SaveasPDF file |

Woarsfold Software Tid

Once you have added an item to the form you will see it listed at the bottom left

hand side of the screen. You can always return to adjust a previous addition by
selecting it from this list.

Form details - right-click ta remove

Loga WS3ipg™1~0

<[>

2. Adding a label

Next we'll add a label — to indicate the purpose of this document. The dialogue for
this process is as shown below along with the resulting label. Labels may be added
at any point where you wish to add notes or explanatory comments or headings.
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A label

Enter the required label  [Chil-Enter = new ling)

Font size ﬂ
Fant Bald Yez Mo &

Add a tick box on the left of the label [
Add a tick box to the right of the label [

Shaded backaground [ . 4
Exclude from feedback screen [ 1oees

Labels may be one or more lines long. (Press Ctrl-Enter to begin a new line). You
may also select the font size and bold option.

You may have a tick box at the left hand end of the label or at the right hand end or
at both ends! Labels may have a shaded background.

Labels may or may not be excluded from the feedback screen. When entering
responses to questionnaires you may wish to display only the relevant ‘question’
parts of the questionnaire on the response entry screen. If you do NOT need to
have the label shown at this stage then exclude it now.

As an example of a label with a tick box the following has been entered.

A label

Enter the required label  [Chl-Enter = new ling)

Thiz iz a label with a tick bow. Tick here if
you've read the label

Fort zize 12 ﬂ
Fant Baold Yez Mo @

Add a tick box on the left of the label [
Add a tick box ta the right of the label v

Shaded background [ . ’
Exclude from feedback screen | rees
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The result on the questionnaire is as shown:

Warsfold Software Ltd

Thiz iz2 lsbal with 2 fick boxe. Tickhers ifyou e read the lzbel, |:|

Labels may become quite complicated, particularly if they are multi-line. Use blank
spaces to offset the various parts of the label, as shown in the following illustration

A label

Weorsfold Demonstration 04082007 Survey Form
Enter the required label  [Chrl-Enter = new line]

Tran sition and Careers

The purpoze of thiz survey is to

Help meet the needs of senior students
returning next year

|dentify students who may be eligible for

Name : FormClass :

The purpose of this survey is to:
Help meet the needs of senior students retuming next year
Identify students whomay be eligible for the STAR program next year
Provide informationto the Careers Advisor
Provide information to the student about theirchosen course and course provider

Fant size |12

-

3. A horizontal multichoice

This version of the multi-choice question has a number of alternative display
additions:

Multichoice - horizontal
Heading question or staterment

Students should tick OME f¢  or ANY

of

Choice Add

Heading it line with choices

Choices per row E xplain

Fiemove selected entry

.

Proceed |
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Firstly, specify the question and whether students may select only one or more than
one of the alternatives you are about to provide.

To add the choices, type each in the ‘Choice’ space below and press the Enter key —
or click on the ‘Add’ button. You can remove unwanted choices using the suitably
labelled button.

The heading will, by default, be above the choices. If you wish to have the heading
on the same line then make that selection via the relevant tick box.

If you have a large number of choices then you may wish to have them presented in
more than one row. Indicate this by specifying the number of choices per row. If
left blank then all choices will be in the same row.

Multichoice - horizontal
Heading question or statement

"What was the colour of the tutar's tig?

Students should tick OME ¢ or AMY O of :

Purple -~
ellow

Pirk.

Blue

Red

Green bt

Chaice Add

Heading in line with choices

Choices per row Explain

.

FRemove selected entry Froceed |
The above entries result in the following display.
What was the colour ofthe wtor's te?
Purgle | [vallow | [Pink ES [ IRes [ lozen T |

4, A vertical multichoice

The process is almost identical to that for a horizontal multichoice :
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Multichoice - vertical
Heading question or statement

which of the following is true?

The student should tick OME of the folloviing

The tutar was male
The tutar was femala

Mat sure
Choice Add
Fiemave selected entry Froceed

But the resulting display on the form is a little different, the choices being listed
vertically :

Which of the following is true?

The tutor was male
The tutor was female
Mot sure

5. Adding a multi-point scale

Initially, we'll ignore the suggestion concerning a suitable label on the following
dialogue screen as that will allow us to demonstrate a different feature shortly.

Selection from multipoint scale
Heading question or statement

Hamw would you rate the course content?
Murnber of points on scale 10

Y'ou may wizh to use a label above the first of

theze questions to indicate the meanings of the
values e.qg.

1 =Puoor, 5 = Excellent

Proceed

The detailed financial system Chapter 7 - 10



Worsfold Software Ltd Community Education

With the resulting question appearing as :

[How would you rate the course content? [1 J2 J2 J4 |5 [& [7 [&8 J9o [10 |

The need for a suitable label is now obvious, so we'll add one, juggling the number
of blank spaces used to fit the appearance of the question.

Now, a label has been added ...

|How would you rate the course content? [1 [2 [2 J4 [5 [6 [7 & Jo J10 |

1=vwery poaor 10 = putstanding

... but we'd prefer to have the label above the question. To do this, select the label
(the last entry) from the list of objects on the form, and use the ‘Up’ button to the
right of the list to raise the selected object by one place.

Form details - right-click to remowve

Logo Comed!.bmp™1~0
One line label This iz a demonstration label far a ¢ #™
ultiborz YWhat colour wasz the tutor's be?™R v
b uiltivert Wehich of the following iz true?~Th
Selection from mulbipe How would you rate the course co
Orne line label e

|

The result is extremely satisfying :
1 =very poar 10 = outstanding
[How would you rate the course content? [1 2 [3 [4 |8 [ [7 [8 J9 [10]
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The normal practice might be to place ONE such label at the head of a series of
multi-point questions.

6. A student comment

The dialogue for adding a comment area is as shown below....

A student comment

Enter the required comment heading

Allows how many lines? 1

&dd atick bos to the left of the cormment [
Add a tick box bo the right of the comment |

Heading in line with comment area [
All comment areaz in one line [
Amalgarmate for response input [

Proceed |

His has several options.
a) You may allow more than one line for the respondent to reply.

b)  You may have tick boxes to the left, to the right or at both ends of the
comment area.

c) The heading may be above (by default) or in the same line as the response
area.

d) If you specify multiple lines then the multiple areas may be arranged vertically
(by default) or all in the same line.

e) You may elect to have multiple lines treated as a single response when
entering replies from respondents.

A relatively simple example is shown below, consisting of three lines in which
students may request other courses.
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What others courses, related to this one, would you like to have our centre provide?

In this case, due to the nature of the question, the last option, to have all three
responses treated as a single reply, has been ticked.

7. Multi-line space.

Our form is a little cramped ...

1 =wery poar 10 = outsianding

=

|How woull you =fe e couse conlenl® Tz I3 J& ]85 I8 7 J8 J2 [0

What olers courses, related W IhE one, would you Ke W have our cemtne provide?

... 50 two multi-line spaces (each of two spaces) will be added and moved to their
correct positions (by using the up arrow) between the existing objects. The dialogue
to add a multi-line space is as shown :

A multi-line gap

Humber of linez in vertical gap 1

... and the resulting layout now appears as :
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W hlkch of the falbwing ks tnee™

The Wiorwas mak

The Wiorwas &malke

M0l sure

Space added here

1 =very poor 10 = owistanding

| How woul you Bie fe couEe content™

[z [z ]+ [5 [6 [ [5 [2 [0 ]

<

Space added here

W hat olmers courses, related o thiE one, woul you Ke o have our cemtre provide?

8. Adjust basic font settings

Use this process to select the font for your form. Click on the button ‘Adjust font
settings’ which appears on the form and the font selection dialogue, shown below,

will appear.

Add |Adiusl bazic fort settings

Font settings

The following are the font settings for the basic
text o pour docurient

Font name Font name

Font zize Fant zize

Adijust font zetting |

Proceed

Form details - night-click to remove

Loga
One line label

Carmed!.brmp~1~0
Thiz iz a demonztration label for a ¢

Fort: Fort style: Size
|Tahoma |Regular 12 | oK |
T Smudger LET |~ | |Regular 3 |
H Square721 BT italic 5 Cancel
W Staccatn222 BT Bold 0 |5
T Syfaen Bold talic 11
T Symbol - 12
B Tahoma = M e
B TeleText > 5 [vl
Sample |
o
AaBbYyZz
Seript: =
|Westem ﬂ
This is an OpenType font. This same font will be used on both your
printer and your screen. =

Make your selection, and the font selected will be applied to the form, an example of
which is shown below. Note that some spacings might need to be adjusted.

This is 3 demonstration label for a questionnaire
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This completes the process of designing the form. Make sure that you have given
your new form a name and have ‘Saved’ it.

You can, of course design as many different forms as you like.

You can print your form either by clicking on the print button at the top of the form
display area :

M4 111 ] o - S Sawe az POF file

- ! Print button

Or by clicking on the ‘Save as a PDF file’ button, which allows you to do just that.

There is a button labelled ‘Print” on the main screen but that simply gives you a
message leading you to this printing process — as its not an entirely obvious process
in the first place.

You can remove a question by selecting it then right-clicking on it in the list of
objects, as shown.

Faorm detailz - right-click to remove What other courss:

Logo WS3ipg™170

ulti line label Thiz iz a label with a tick box. Tick ﬂ

uiltihorz YWhat was the colour of the tutor's :
Multivert ik SR TolEng e e T ﬂ ke s oy
uilti line zpace 2

Mult ine label L
Selection from multips: How waould pau rate the course co

kdiilhi line s=nare =

Now we'll move to the process of entering replies.
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3. Record replies from students

To enter students’ replies click on the second button on the main screen. The
following screen will appear. (This is, indeed, the ComEd version screen).

Entry of student feedbac

1 Select form B
|Sample farm j

Z Select term

|.-’-'-.II Terms ﬂ

3 Select course

W3] Boatmasters
[wfd] Cake Decorating
[T1] Defensive Driving
[THA] Excel For Business

[TH1] Floral At

[THZ] French Conwversati
[t47] Get The Best From®
THV] Guitar for Beginner %

For the purposes of this demonstration we'll be connected to MUSAC's Classroom
Manager software.

Firstly, select the form for which you wish to enter replies. Your choice will be
displayed without excluded labels and other superfluous objects (such as spaces) on
the right hand side of the screen.

Student : d
This is & label with a tick box. Tick here if pou've read the label. |—

‘whhat waz the colour of the tutor's tie?

Purple lYeIIuw Pink Blue Red Green

‘which of the following is true?

[The tutor was male

IThe tutor was female

|N ot sure

How would pou rate the course content? |1 |2 |3 |4 |E- |s |T |S |B |1 0
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Next, select the term, followed by the course.

Select your choice from the third pull-down menu and the students taking the
chosen course will be displayed : (Names have been partially hidden for this
illustration)

4 Select respondent
Anonymous response
Ca L ouize
Ca it =
Kr. anha
Ci ise
Ko nos Tu
Le F Hugh
La Er willie
La Finest
Co istina L
G te Wich
A amnes
[Els a
Cr
L&l n Gy
Al heaffre
Gri ]
Lie] [ avid
G Fobert
hd ami
|

Select a student and simply click on their choices on the right hand side of the
screen.

Student : Maj hd
This iz a demonstration label for a questionnaire
Wwihat colour waz the tutar's |Red |E|Iue h’ellu\v |Green
ta?
1 = wery poor 10 = outstanding
Howw would pou rate the course content? |1 Iz |3 |4 |5 |e |7 |3 |9 |1 0

Wwihat others courses, related to this one, would vou like to have our centre provide?

All you have to do to record multichoice and multipoint selections is to click in the
area selected by the student, and their choice will be highlighted as shown below.
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This iz a demanstration label for a questionnaire

wihat colour was the tutor's |Reqd |Ellue I‘f’eluw |Green
ha?
1 = very poor 10 = outstanding

How would you rate the courze content? |1 P |3 |4 |5 |ﬁ |T |B |9 |1U

Wihat others courses, related to this one, would vou ke to have our centre provide™?

If the area is a comment then, for the purposes of analysis later on you have to
select from a list of comments. You can add as many different possibilities to this list
as you wish but, once you have added a few in each area, you will simply have to
select one or more from each list for each student.

Let's assume that our first student wants a course on Graphic Design. Initially, this
will not be on the list for this comment area so we will have to add it. In the
illustration below the new entry has been typed in to the ‘Add a new comment’ area
at the bottom of the screen.

Comment selection Double-click to just select one

Add a new comment

Graphic design

Sawve new entry Finished selection

Either press the Enter key or click on the “Save new entry’ button and it will be
added to the list. After you have processed a few students you may have several
items added to your list, as shown below.
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Comment selection Double-click to just select one

Graphic design

Advanced autocad
“whorking with Images In Photoshop
Uzing Photaimpact to adjust images

Add a new comment

Sawe new entry Finizhed zelection

All you have to do now for each student is to select one or more entries from this list
and they will be displayed on the student’s form (once you have click ‘Finished
selection’) — adding more entries as you come across further different comments.

If a student has only one entry from your list then you can quickly select it by
double-clicking on it.

By restricting your choices to what you have added to the list it is possible to move
to the third step — that of analysing the results.

If necessary (your form may be several pages long!) there is a scroll bar on the right
hand side of the screen which, along with the page up and page down keys, makes
it very easy to move about the questionnaire.

Finally, let’s cover the other possibility that we've skipped over along the way.
Anonymous responses

It is quite common for schools to allow their respondents to remain anonymous. If
this is the case then, for each such response, instead of selecting a student from the
list, click on the button above the list labelled *Anonymous response’.

4 Select rezpondent

Anohyrmous responze

| Ca 1 Louise
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This will cause a new ‘student’ to appear on the list — as shown — and their replies
will be recorded under this name. (Each anonymous response is given an
automatically incrementing number.)

Moare, Mica Maomi
Anon. responze 11

The re-display of previously entered responses.

If you revisit a group for whom you'‘ve previously entered responses then the
students concerned will have ticks against their names, as shown.

1 Select form
|Transiti0n and Careers ﬂ

2 Select group type

|H0ri20nta| clazs ﬂ
3 Select group
105 -

4 Select respondent

Anonymous (esponse |

La ohn " |~
0O'H no v [
il o

W g hn
St br &
Ry iam +
Da ame: «
Wlof aco

Sh

Re b Gra

Gr anc

Tu urray
Pickford, Georgina Hel

Mer Bace Aeklan lama

4 The analysis of the results.

The illustrations in this section are from a different questionnaire to those displayed
above.
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The first step in the analysis is to select the courses which you wish to include. As
you can see from the illustration below I have only entered the partial results from
two questionnaires into the package — resulting in an indication that 35% of the
replies for the first course have been processed along with all of the second course.

Analysis of student feedback
Form design

Select term Tem 1| =
Feedhack Select courzes Select all Select all with replies
entry Code Course Student: | Replies Percent || Gererate individual

B70A, Accounting with MY OB 17 5 i COUrSE SUMMmaries

fnalysis 2304 AuthﬁD 2004 . 12 12 100 Eenerate oversl
0164, Bak.mg . Eafe.a’Dell Style 10 0 0 e
BZ7h Basic Car Maintenance 2 1] 1]
(ERL Blogging - What Iz It and How To i} 0 0 % hase for table
B304, Brfain Gym . 14 0 0 To calculate
12584, Brilliatt Basics ] ] ] percentages
(ERs, Buwing and Selling & House 21 0 0 uze the total ;
1784 Chinege Culture and bandarin - Ex 10 i] i] replies for
1134 Chinese andarin | - Beginners 20 0 0 P o meme
B094 Chinese vurm Char 4 0 0 :
2264, Caolour *'our Home: 1 0 0 replies for .
2708, Computers for Beginners 13 0 0 Cechlabesen
0014, Cooking - For New Settlers i} 0 0
1038, Design a Garden 16 0 0 Generate overal
1974 Digital Photography - Advanced 13 0 0 sunmiEbE
0434, Digital Photography - Beginners 10 0 0
1208 Minital Phatanranbn - Beninneare 12 n n

Once you have entered an acceptable percentage of the replies you can proceed to
the analysis which, as shown on the screen above, can take one of three forms.

1. Individual course summaries

Naturally, I've selected our Autocad 2004 course for the example. As you can see
below, the number and percentage of students whose answers fall into each
category are shown on the summary.
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Test this school

Course evaluation summary

Course evaluation summary for 230A - AutoCAD 2004

Number of students 12
Number of replies 12
Percentage replied 100
What colour was the tutor's tie?
Red 4 33%
Blue 7 58%
Mellow 1 8%
Green 0 0%
How would you rate the course content?
1 0 0%
2 0 0%
3 0 0%
4 3 25%
5 3 25%
b 3 26%
T 2 17%
a8 1 8%
9 0 0%
10 0 0%

What others courses, related to this one, would you like to have our centre provide?

Advanced autocad 2 17%
Graphic design 5 42%
Warking with images in Photoshop 1 8%

Using Photoimpact to adjust images 3 25%

The other two analyses relate to ALL selected courses so, while only a few results
have been entered for this demonstration, they will be a little thin on the ground.

2. Generate overall summary list.

The second analysis simply combines all of the results for the selected courses on to
the one summary, a rather dubious example (based on one and a bit courses) of
which is shown below.
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Test this school Course evaluation summary

Overall summary of all selected classes

Number of students 29
Number of replies 18
Percentage replied 62%

What colour was the tutor's tie?

Red 5 28%
Blue 10 56%
Yellow 1 6%

Green 2 11%

How would you rate the course content?

0%
0%
6%
17%
22%
17%
17%
17%
17%
0 0%

[ | |l | |0 | —

P L= L] B ] P ] (R | RS L% ] | %] B

What others courses, related to this one, would you like to have our centre provide?

11%
11%
11%
11%

Advanced autocad

Graphic design

Working with images in Photoshop
Using Photoimpact to adjust images

(o] [o] S o]

3. Generate an overall summary table.

The overall table has two possibilities. From the small example below, where only
two courses have been selected, you can see that each cell displays both the number
of replies and the percentage. The percentage can be calculated in two ways based
on the number either as a percentage of the total replies for the column (for each
question) or as a percentage of the total replies for the course (for each row). You
have the choice on the requesting screen.

Either way the resulting table will look like that shown below. There are five fixed
columns so that, as you scroll across to see further results, you can always see the
Course title, the Tutor, the number of students, the total number of replies for the
course and the number as a percentage of these replies.

You can adjust the column widths by sliding the column separators (the gaps
between the columns) in the top row. Your settings will be remembered for the next
time you generate this analysis.
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Courze Title Tutar Students Replies Percentage | What colour was the tutor's How would you rate
Red Blue “ellow Green

Accounting with MYOE | Patel, Jatin 17 B 35% 1 17% 3 B0% 2 33

AutoCAD 2004 Lovegrove, Christo) 12 12 100% 4 33% 7 hEx 1 8%

Totals 29 18 B2% 5 28% 10 56% 1 EBX 2 1%

One other minor detail

At the start of each year a new database will automatically be created by making a
copy of the previous year’s database. The student responses from that year will be
deleted from the copy but, apart from that, everything else will remain — your
questionnaire designs and settings will still be there.
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Chapter 8

Using the web site

What's in this chapter? Page

8.1 Using the Worsfold Software web site 8.1

8.1 Using the Worsfold Software web site

Early in 2005 a web site was established to enable users of the Com.Ed. software to
stay up to date with both the latest enhancements and the latest version.

If, for some reason, you discover a fault in the software then please check the web
site first. It may very well be that others have discovered it before you and it has
already been rectified and made available.

The name of the web site is : www.worsfoldsoftware.co.nz

The ‘Home' page is shown below.
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(A iomesiicrosari niernetxloren - [B]x]
3

Ble Edit Vew Favortes Tools  Help ¥

Qe - O Iil] Igl 7;‘1 /-‘SEarch Favorkes &) (- 9] - I 33

address | & hitp: ffwnw.worsFoldsoftwars.co.nzf
‘ Worsfold Software Ltd

Coming soon

Welcome to the web site of Worsfold Software Ltd

Worsfold Software was established in 2003 and is currently involved solely in the development and support of software
products

1st March The main package currently available is 'Community Education’ which is used by ower thirty centres throughout New
Zealand for the management of their classes

Other packages have also been developed, among them being 'SeniorMet', which is a package similar to Community
Educatien, used to manage a Sentorlet club, where sentor citizens pursue a variety of classes

The busmess 15 also very able to design and construct software solutions for those seelang small to medm solutions for
businesses, clubs, and mdmnduals threugheut Wew Zealand. I you have a problem of any sort, which is able to be sclved
using a computer program, then please do not hesitate to contact us

22nd February

& Done B Internet

Users of Com.Ed. should keep an eye on the left hand panel, where latest
information is added to the top every time a change is made. Links here (white
underlined text) take you to three places of immediate interest.

Coming soon

will :

22nd February
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At the top of the screen are some buttons....

.. and, while you are welcome to browse them all, the one of most interest to
Com.Ed. users is the first : Products, which leads to the Products page, shown
below.

Worsfold Software Ltd

»

Commurny &3 §_ Sonoet_J__ otz 3

Worsfold Software currently offers three products

to add to the
p a diary etc

The second button on this screen takes you to the Community Education page,
shown below.

Using the web site Chapter 8 - 3



Worsfold Software Ltd Community Education

Worsfold Software Ltd

e help manual

While this screen tells you about the package, there are two links of particular
interest. These are the first and third down the left hand side.

Latest changes

Whenever a change is made to the package the details of the changes made will be
reported on the Community Education notes pages, accessed via this link.

This page is shown below.

Using the web site Chapter 8 - 4



Worsfold Software Ltd Community Education

This pages lists all the changes (both bug fixes and enhancement, with the latest
changes reported at the top of the page. If you so wish, you can print this page via
the menu at the top of your browser, e.g.

3 CE Motes,- Microsoft Internet Lpiorer

Edit Wiew Favorites Tools  Help

Mew

Qpen... Chrli
Edit with Microsoft Office FrontPage

Save Chrl+5
Save As...

Page Zetup...
Prink, .
Prinkt Presview. ..

Send
Import and Export,..

Properties
ark, QFfline
Close

The other link of particular interest in that which accesses the download screen. This
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is available via both the link on the ComEd screen and the link on the notes screen.

[ pownicad ] dhe new version here

The download screen appears as shown below.

Community €

Conmumunity Education downloads

For instructions of

There are three downloads available

1. Download the Community Education on-line help manual Last updated 07
It's best to "Save' the download to ¢.g. your desktop and then open it.

2. Download the latest version of the program file Last updated 2.
N.B. This is suitable for existing users only. It is NOT suitable for those wishing to preview the package.
Save the download to e.g. your desktop then unzip it into your \ce directory.

3. Download the program installation file. Last updated 12/02/2005

Save the download to e.g. your desktop and run it from there to install the package.

The download required is the second one — the latest version of the program file.

The link in blue towards the top of this area provides full instructions on how to
process the download. These instructions are reproduced here:

Worsfold Software Ltd

[ s X rome Y communiyea ]

How to install from the download (in three easy steps!)

1. Exit from the package if it is currently running.
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2. Click on the 'Download' button. A dialogue will ask you if you wish to '‘Open' or
'Save' the file. I've always preferred to 'Save' as, if the installation needs to be
repeated, or I wish to install in more than one place, then 'Save'ing the download file
makes this easy. I always save it to my desktop, then, when I have completely
finished with the download, I can delete it. An example of this dialogue is shown
below.

r

s W |
Fil= Lyl ';31

Do you want to open or save this file?

._;U ] Mame: CE.zip
I Type: \WinZip File, 875 KB

Fram: wns, worsfoldsofbware, co.nz

Open I[ Save ] [ Cancel |

Always azk before opening this twpe of file

harm pour computer. If you do not trust the source, do not open or

@ YWhile files from the [nternet can be uzeful, zome files can patentially
gave thig file. What's the righk’?

3. Once you have completed the download to your desktop exit from the web site
(having read and maybe even have printed the notes concerning the latest
enhancements) and double-click on the download on your desktop. The download is
called CE.zip. When you double-click on it, it will open into 'winzip', as shown
below.

= ST 7ip i Cherip
File Actions Options  Help

- W e

g v .
=\ o=y L D ., = 4 p= ] ‘ﬂ
T Qpen Favorites Add Extract Wi Checkout  \Wizard
Modified Size | Ratio Packed | Path

27/02/2005 2:12 p.m. 4,087,808  78% 896,127
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Click on the 'Extract' button and navigate to your \CE directory. An example of this is
shown below.

B

Extract \..ﬂ @1

Estract to: m
CACE B
B = Bl o

Filez Folders/drives:

= j My Computer =28

(%) &l files

. r+‘ ﬁ, 3% Flappy (4:) ,ij,
() Files: ) Ln:n::al Dlsk [
Owenarite existing files E backup
Skip older files u—" SyBE

) Ch

[ Use folder names ) compplus V]

[ ] Open Explorer windows L ] ¥

If you do now know where your \ce directory is then you can find out by right-
clicking on your desktop short-cut and selecting 'Properties'. The location will be
displayed as the target. An example of this is shown below.
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} —
= e i v
| CE 22 Hign=ptl=s ‘_,JQ

General | Shortcut Compatibility

’ CE.exe
IEd

Target type: Application
Target lacation: CE

Target: C:ACEMCE exe

Sitin A V4
Start i e <

Shortcut key: | Mone

Run: MHormal windaow

Comment:

Find Target... ] [ Change lcon... ] [ Advanced...

ak ] I Cancel

Copy and paste, or simply type, the target (e.g. c:\ce) into the 'Extract to' field on
the extract dialogue (see two illustrations back...) and then click the 'Extract' button
in the top right hand corner of the window. If you are asked whether or not you wish
to overwrite the existing file, then the answer is 'Yes'. That is exactly what you are
trying to do - to replace the old version with the new one.

N.B. Installing a new version of the program will NOT touch your data. Your data
lives in a database named e.g. ce2005.mdb and this is not affected by installing a
new version of the program.

If you wish to print out these instructions then go to the top left hand corner of the
screen now, and select File / Print
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Index

A

Access database 1
Access rights 2.3
Active courses 2.7
Address labels 34
Applying a discount 6.12
B

Backup of your database 4.6
C

Cancel the course 6.4
Cancelled courses 2.7
Case changes 4.14
Changing courses 6.11
Code of course 2.6
Comment to appear in documents 2.10
Conventions iX
Course changes 4.17
Course fee 2.8
Course list title page 3.28
Course lists 32
Course sizes list 4.2
D

Data conversion 1.10
Days configuration 4.9
Default entry 15
Default settings 4.8
Deletion of students 4.3
Designing your own course list headings 35
Designing your own lists 3.19
Detailed financial system 6.1
Discounts 6.12
Document Design 3.23
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Document printing 3.26
Download latest version 7.4
E

Edit Tutors 24
Editing courses 2.6
Editing students 214
Editing Users 2.2

Email database 4 4.19
End-of-year processes 4.15
Enrolments 2.16
Entry code 1.10
F

Filters 4.6
Financial defaults 4.10
Financial details course list 311
Financial prints 411
Financial reports (Detailed version only) 3.32
Financial system - detailed 6.1
Financial system - simple 5.1
Finding a student 221
I

Installation 13
L

Latest changes 7.3
License vii
M

Materials fee 2.8
Maximum number of students 2.7
=)

Password 1.10
Passwords 2.3
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Pending courses 2.7
Print invoices 412
Print statements 4.13
Print unprinted credit notes 4.14
Print unprinted receipts 4,12
Printing 31
Printing a statement 6.11
Printing documents from the students screen 2.18
Printing lists of courses 3.14
Printing lists of students 3.15
Printing lists of tutors 3.17
Printing the T.E.C.'s RS44 returns 3.18
R

Refunding a credit balance 6.11
Register A 312
Register B 313
Reprinting receipt and credit notes 6.10
Restore a previously made backup 4.6
Room timetable 212
Room timetables 3.31
RS44 returns 2.9
RS44 returns 3.18
S

Saving a course list to file 3.7
Shortcut 1.8
Simple financial system 5.1
Statistics 4.3
Student searching 2.21
System files 14
T

T.E.C. returns 3.18
T.E.C.categories 2.6
Timetable 2.12
Title page 3.28
U

Using the Word Processor 3.23
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Utilities 4.1
V

View those students in a course 211
W

Warranty Vii
Web site 7.1
Word Processor 3.23
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