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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 
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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. 
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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. 
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

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. 
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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 

 

 

 

 

 

 

 

 

 

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. 
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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! 

 

 

 

 

 

 

All going well you will return to the previous �installation destination� screen, this time 

with a correct destination displayed. 

 

 

 

 

 

 

 

 

 

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. 
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Nearly there. Click the �Next� button to begin installation. This process takes a 

relatively short time.... 

 

 

 

 

 

 

 

 

 

... and, at its conclusion, you will reach the �Finish� screen, where you should click 

the �Finish� Button. 

 

 

 

 

 

 

 

 

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

program. 
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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.... 

 

 

 

 

 

 

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' 

 

 

 

 

 

 

 

 

 

The second step will appear.... 
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... 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. 

 

 

 

 

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. 
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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. 

 

 

 

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

process. 
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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. 

 

 

 

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. 
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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 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:randcbutler@paradise.net.nz
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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. 
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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.  

 

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

 

An example of a completed data screen is shown below. 
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Most of the entries will be obvious to you. The Pay scale can be any number.  '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' 

 

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. 

 

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. 

 

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. 

 

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. 

 

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. 

 

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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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. 

 

 

 

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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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. 

 

 

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. 
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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. 

 

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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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. 

 

 

 

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 : 

 

With an entry : 

 

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. 

 

 

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. 

 

 

 

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. 

 

 

 

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. 

 

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. 

 

Let's look at the personal details first. 

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

 

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�.  

 

Subsequently, the entries will be available as shown below. 

 

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. 

 

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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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� 

 

� 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 : 

 

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

a)  You can provide a comment e.g. 
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And you can enter a priority number. (You use your own range, be it 1 to 5, or 1 to 

10�. And 1 may be the highest or the lowest priority.  It over to you.) 

 

 

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. 

 

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. 

 

 

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.  

 

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. 

 

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. 

 

 Clicking on the �View courses� button results in a display such as : 
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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. 

 

 

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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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. 

 

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

 To add a new student 

 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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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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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. 

 

 

 

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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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. 

 

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. 
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2. You can select a particular term. 

 

 

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

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

 

 

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

 

 

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 :  

 Name only 

 Name and address 

 Full details 

 Financial details 

 All details 

 Address labels  

 Receipt and name 

 Register A 

 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. 

 

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. 

 

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.) 

 

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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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. 

 

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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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 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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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. 
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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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Further examples of course lists follow. 

 

Full details 
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Financial details 

 

Address labels 

 

Receipt and name 
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Register A 
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Register B 
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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. 

 

You have various choices, most of which are obvious. 

 

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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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. 
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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 : 
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 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. 
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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!) : 

 

 

 

 

 

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. 

 

 

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 : 

 

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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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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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. 

 

In the example below I have now selected five fields from the list. 
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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). 

 

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

 

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 name. 

 

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. 

 

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

details relating to tutors. 

 

  

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 �  
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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. 

 

 

 

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. 

 

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. 

 

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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Since this document is based on a student (see above) then the 'code tool' will offer 

details relating to students. 

 

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. 

 

Next, click on the 'Middle' area of the document area tool.... 
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... 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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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 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. 

 

 

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�.  

 

 

An example of a course list title page is shown, reduced to fit, below. 
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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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� and it will appear in the printed document, as shown below. 

 

 

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. 

 

 

 

An example of a portion of such a timetable is shown below. 
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3.10   Financial reports (Detailed version only) 

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

 

 

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. 
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If you select the last of the choices, 'Receipts between two receipt numbers', then 

the options expand a little : 

 

 

 

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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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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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. 

 

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. 

 

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. 
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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. 

 

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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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. 

 

 

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. 



Worsfold Software Ltd                                                                                Community Education 

____________________________________________________________________________________ 

 ____________________________________________________________________________________ 

Utilities    Chapter 4 - 7 

 

 

 

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. 

 

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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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. 
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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. 

 

 

 

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. 

 

 

 

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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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.g. 

 

 

 



Worsfold Software Ltd                                                                                Community Education 

____________________________________________________________________________________ 

 ____________________________________________________________________________________ 

Utilities    Chapter 4 - 13 

 

 

 

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 

pet�� 

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. 

 

The result was less than pleasing� 
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� 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. 

 

Reselecting the new picture gave the following result: 

Now my splash screen appears : 
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4.6  Financial defaults 

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

of this package. 
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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 : 

 Receipt details 

 Course fee details 

 The removal of invalid transactions 

 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. 

 

 

4.7.1 Print unprinted receipts. 
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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 Print invoices 

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' 

 



Worsfold Software Ltd                                                                                Community Education 

____________________________________________________________________________________ 

 ____________________________________________________________________________________ 

Utilities    Chapter 4 - 19 

 

 

 

 

4.7.3  Print statements 

Students will be listed, along with their current financial position. An example of such 

a list is shown below. 
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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. 

 

 

 

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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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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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. 

 

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

 

Should you elect to do so� 

 

 

Regardless of the year, a large label at the top of the screen always shows which 

year you are currently using. 

 

 

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? 

 Change to the new fee 

 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? 

 Change to the new fee 
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 Leave the old fee unchanged 

3. If, as a result, a student is now in credit, do you wish to automatically 

generate a credit for the balance? 

 

 

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. 
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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. 

 

 

 

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. 

 

 

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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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. 

 

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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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. 

 

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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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. 
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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. 

 

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). 

 

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'. 

 

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.  

 

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

return to this button in a moment. 

 

To cancel a course, you simple right-click on its title. The following message box will 

appear. 
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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. 

 

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. 
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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...) 

 

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. 

 

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. 

 

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. 

 

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. 

 

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 number, 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... 
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... 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. 

 

  

 

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. 
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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. 

 

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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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. 
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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. 

 

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. 

 

 

 

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. 
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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. 

 

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. 

 

 

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. 

 

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. 

 

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. 

 

Click �Yes� and then situation changes to : 

 

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. 
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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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ComEd 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. 

  

 

  

 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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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. 
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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. 

  

 

 Give your new form a title by entering it in the space at the top of the left hand 

column. 

 

 

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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 1.  Adding a logo 

 Ensure that your required logo has been copied into your \survey directory. 

 

  

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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 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. 

 

  

 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. 

 

 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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 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. 
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The result on the questionnaire is as shown: 

  

 

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. 

 

 

 3.  A horizontal multichoice 

This version of the multi-choice question has a number of alternative display 

additions: 
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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. 

   

 

  

The above entries result in the following display. 

 

  

4.      A vertical multichoice  

 

The process is almost identical to that for a horizontal multichoice : 
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But the resulting display on the form is a little different, the choices being listed 

vertically : 

 

 

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. 
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With the resulting question appearing as : 

  

 

  

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 � 

  

 

� 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.   

  

 

  

The result is extremely satisfying : 
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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�. 

 

 

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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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 � 

 

� so 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 : 

  

 

  

� and the resulting layout now appears as : 
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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. 

 

 

  

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. 
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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 : 

  

 

  

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. 

  

 

  

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). 

 

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. 
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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) 

 

  

Select a student and simply click on their choices on the right hand side of the 

screen. 

 

  

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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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. 

  

 

  

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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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�. 
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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.) 

 

 

  

 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. 

  

 

  

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. 

 

 

  

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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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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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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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. 

http://www.worsfoldsoftware.co.nz
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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. 
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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. 

 

The second button on this screen takes you to the Community Education page, 

shown below. 
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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. 
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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. 

 

 

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. 

 

The download screen appears as shown below. 

 

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: 

 

 

 

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.  

 

 

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. 
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Click on the 'Extract' button and navigate to your \CE directory. An example of this is 

shown below. 

 

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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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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