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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) 2003/2006 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.

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
specification of courses 3.12" means that this topic is to be found on page 12 of
chapter 3.

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 1.2

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. star2007.mdb

Its purpose is to make it possible for schools to manage their STAR courses.
The basic processes include :
1. The definition of courses, involving
a code
a title
assessments (unit standards, other outcomes)
Financial details (budgeted income and costs)
2. The attachment of students to courses
3. The entry of student results

4. A printing utility which allows you to :

Overview and Installation Chapter 1-1
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a. Print course lists (of students taking courses).
b. Print student lists
c. The generation of Ministry of Education returns.
d. The printing of a financial summary
e. The printing of an ethnicity/gender analysis
5. Several utilities which allow you to :
a. Run an end-of-year process
b. Export data to your SMS
c. Make or restore backups of the data
d. Email your database

e. Import the latest standards from NZQA

1.2 Installation

STAR Course Manager is supplied on a CD and a registration file will be emailed at
the time of sending the CD.

The CD contains the installation process which involves three sets of files.
1. The full install including system Files

This process will install the package (which consists of a program and several
support files) and will also install the system files. These are files which your
computer requires to enable it to run the STAR software. They include such things as
the printer functions, the Access database functions and the like. These must be
installed on EVERY computer which runs the STAR package, even if it is accessed
across a network. The system files are a small subset of the system files installed to
run MUSAC software.

If you do require to install the system files then you should ensure that no other
programs are running when you do the installation.

If your school has installed the MUSAC system files then there is no need to run the
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full install. The second installation process (below) is sufficient.

Over two hundred schools are currently running the software and a small number of
these have experienced difficulties installing the system files. In all cases (but one)
it has been possible to proceed by separately installing three particular system files.
The three files concerned are also on the CD, in a separate directory hamed
(strangely enough) “\system files’. This directory also contains a small ‘read me text
file which contains the following instructions for the manual installation of the system
files.

“Please find here three files which have occasionally caused installation problems
when installing the STAR software package. They are part of the system files which
need to be installed on each terminal accessing the program. If you do not have
sufficient rights (Administrator rights) during the installation of the system files then
these three may well not be installed correctly.

The three files are :

CPWCTL32.0CX

COMPPL32.DLL

COMPPL32.LIB

All three should be copied in to your \windows\system32 directory.

Once there the two renamed files should be registered on your computer. To do
this, click on the Start button and select 'Run’ then type e.g.

regsvr32 cpwctl32.ocx
and press OK  This will register the first of the two.

Repeat the process for the other : regsvr32 comppl32.dil”

We have come across one machine which has caused a lot of trouble during
attempts to get the package up and running. It is a 64-bit Windows Vista laptop
which seems to have a degree of protection designed to thwart even the most simple
installation process. We have managed to get the program up and running, but only
after rewriting a section of it which used a 32-bit section of code, which the Vista
environment was completely unable to handle.

Networking

Overview and Installation Chapter 1- 3
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Should you wish to install the package on a network (for which it is ideally suited)
then simply install the package (without system files — see section 2 below) on the
file server, and create a shortcut to the program on each of the terminals wishing to
access the package. Each terminal WILL require the system files, so you will need to
use this installation processes on each terminal — and then remove the \star directory
and all of its contents on each terminal. (At present this is the simplest way of
getting the necessary system files installed).

2. The installation of just the STAR program

This process installs just the program itself and a few support files. No system files
are involved. These need only be installed once — on your computer or, in the case
of network use, on the fileserver.

3. The manual

The manual is supplied as a word document on the CD. It is also supplied as an on-
line help file and this is included in both of the installation processes above as well as
being found separately in the \manual directory on the CD.

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 STARINSTALL.EXE. Run this program by double clicking on it. The
installation menu should appear.

w STAR Installation B x|

COURSE MANAGEMENT
INSTALLATION

| Install STAR | 0
and system files Manual (doc)

COPYRIGHT (C) 2006 WORSFOLD SOFTWARE LTD
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On this screen you will see the three buttons corresponding to the three processes
described above.

Click on the button on the left which you require for your installation.

Install STAR and system files.

The first screen shown will appear, ...

Copying Files, please stand by.

...followed shortly by the welcome screen, also shown below. As suggested above,
you should have closed down other programs prior to beginning this installation.
The welcome screen reminds you of this.

]

@ Welcome to the Star installation program.
_

Setup cannot install system files or update shared files if they are in use.
Before proceeding, we recommend that you dose any applications you may
be running.

Exit Setup

Once you click “OK’ to proceed, the first step is to identify the directory into which
you wish to install the STAR package. The suggested directory is, strangely enough,
“\star”. The installation screen below is offering a sensible alternative, that is, to
install into a star directory under the \Program files directory.
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s Star Setup x|

Begin the installation by dicking the button below.

@ Click this button to install Star software to the spedified destination directory.
g

Directory:
C:\Program Files\star\, Change Directory

Exit Setup

If you are happy with this then proceed to click on the large button with a puicture
on it — to begin the installation itself.

If you wish to select a different directory then click on the ‘Change directory’ button.
This will lead you to the following screen.

Enter or select a destination directory.

Path:

[C: \star |

Directories:

£, ok,

[ backup

Cancel

Drives:

=T j

Navigate to the directory into which you wish to have the \star directory created.

If you have previously installed STAR then you should select the existing \star
directory as your installation choice. Do NOT install in another star directory as
multiple installations can lead to multiple frustrations!

Once you have made your choice of directory, click on the *OK’ button and you will

Overview and Installation Chapter 1- 6
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arrive, once again, at the following screen.

+1 STAR Setup

Begin the installation by dicking the button belaw.

Click this button to install STAR. software to the specified destination
directory.

Directory:

Cistar, Change Directory

Exit Setup

This time you will be ready to click on the large button with an icon, to commence
the actual installation.

Prior to this occurring, you will be asked to nhominate a group, as shown below. The
choice of ‘Star’ seems appropriate.

Setup will add items to the group shown in the Program Group box.

You can enter & new group name or select one from the Existing
Groups list.

Program Group:

=

Existing Groups:

MetaCafe -]

Microsoft Web Publishing
MUSAC
MUSAC Finandal Manager

Netplan
Oberon Media
Pupil Files 5.0 Program Files

Continue | Cancel

Continuing, the installation progress will be displayed.
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x

Destination File:

C:\star.ran

During the installation of the system files, a check is made to ensure that the version
being installed is NOT earlier than an existing version previously installed by the
installation of another package on your computer. Should this occur then a screen
such as that shown below will be displayed.

A file being copied is not newer than the file currently on your
system. Itis recommended that you keep your existing file.
File name: 'C:\WINDOWS\system32jmail.dll'

Description: 'IMail 4.4.0

Your version: '4.4.0.0°

Do you want to keep this file?

Mo Mo to Al

The correct replay to this screen is to click on the ‘Yes’ button — to KEEP the existing
later version.

%

Star Setup was completed successfully.

Once the process has been completed, you will receive the following message.

Please note the description of and solution to the difficulty experienced during
installation in a small number of schools, described earlier in this chapter, page 1-3.
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Install just STAR

If you have already installed the MUSAC system files on to your computer (remember
that they must be installed on to every terminal which accesses STAR) then this is
the process for you.

This first screen offers the default installation directory — the \star directory off the
root directory of your current machine, as shown below.

i Star Installation 0] x|

Choose Destination Location

This process will install just the STAR program [and
not itz spstem files] in the following folder.

Destination Folder

C:hgtar Browse

PLEASE MOTE : If you uze the Browse process to
zelect anather destination then do MOT select the
WSTAR folder itzelf. The \STAR folder will be added
to pour selection automatically.

Mest > Cancel

Should you wish to install into a different location then click on the ‘Browse’ button.
This will lead you to the following screen, via which you can navigate to your desired
destination.

=10] ]

Select Destination Directory

|C:\Pr0gram Files\STAR
EE g

e —

[0 Adobe

[C Ahead

CaamM

[CAIM Toolbar
[Caaws

(23 Comman Files

[Z ComPluz Applications
[C Compuware

_D Creative =l

< Back Mext > Cancel
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Once again, do NOT navigate to an existing \star directory. Instead, navigate to the
directory one level higher. If you keep an eye on the display at the top of the screen
(above) you will see that the \star directory has been added to your choice
automatically.

Once you are satisfied, click ‘Next’ and you will arrive at the final confirmation
screen, shown below.

=10]x]

You are tow ready to install the STAR program
to ; C:\Program Fileshstar

A reminder : This process assumes that the
computer on bo which you are installing it has
already had the MUSAC spstem files ingtalled.

M.B. If pou are running thiz package across a
network then the system files must be ingtalled on
EVERY terminal which rung the STAR program

Press the 'Mext' button to begin the installation or
the 'Back' button to re-enter installation
infiarmation.

< Back MHext > ‘ Cancel

Click the *Next’ button to commence the installation — which simply involves the
copying of a few files from the CD to the \star directory (which will be automatically
created if necessary) off the nominated directory. The progress screen below will let
you know what is being copied.
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& Star Installation - 0] x|
Cuirent file
Copying file :

starbaze.mdb

All files

Once the process is complete, the following screen will be displayed, and your task
here is done!

=10] ]

STAR has been successfully installed

Click. 'Finizh' to exit from this process

Finizh

The manual

The STAR Course Management manual is included on the CD in the form of a
Microsoft Word document. Clicking on the third button will cause the manual to be
loaded into Microsoft Word.

Running the program

STAR consists of one application file called star.exe and this is found in your \star
directory.
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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....

=) Folder

a Briefcase

@ Ulead Photolmpact Image

) Microsoft Word Document

Eﬂ Microsoft Office Access Application
4] Microscft PowerPuint Presertation
(2] Microsoft Office Publisher Document

»
Amange Icons By B studio Project

Refresh
[Z] Text Document

ﬁ UGA Document
{=)] Wave Sound
ST e & Microsoft Excel Worksheet

= winZo e

Properties

Select 'New' followed by 'Shortcut, as shown above. 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 star.exe or type it in if you know it. Then
click 'Next'

x

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet
addresses,

Type the location of the item:

| c:\star\star. exe| Browse. ..

Click Mext to continue.

| Next > | Cancel

The second step will appear....
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Select a Title for the Program x|

Type a name for this shortcut:
| star

Click Finish to create the shortout.

< Back | Finish | Cancel

... displaying the screen name 'star.exe'. You might wish to change this to e.g. ‘star’.
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.

=lolx]

Star
Course .

Manager

Logon lguest
Erter
Fassword ]m‘“‘i
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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.

STAR Course Manager Clyde College User - Worsfold  Version - 1.1.1 1

Help 1) Select database

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

2. Use the ‘Edit Users’ button to enter yourself, and any others as users -
allocating the correct package rights to each.

4. Enter your courses
5. Attach your students to their courses

6. Print course lists and various other analyses.

Licensing

The program is licensed to a school on an annual basis. The initial license is
recognised by a small file named ‘starreg.lic’. This is a registration file which
contains your school name. It is emailed to you at the time when your order for the
package is mailed to you.

If you have NOT copied your license file into your \star directory then the program
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will run perfectly but you will be unable to send printouts to your printer. Any data
you enter will be held perfectly safely in the database and will NOT be lost when you
DO put your license file into place.

The email which is sent out with the license file is reproduced below.
“Star Order confirmation and registration
Greetings from Worsfold Software Ltd

You have recently ordered the Star Course Management package and this has been
put in the post to you.

Please find attached a small registration file. This file is not intended to be opened.
It is simply an encrypted registration file.

Once you have installed the package, copy this file to your new \star directory. This
will indicate to the program that the package has been registered for your school for
2008.

If there is no file attached then please contact me, either by email at the above
address, or by phone on 03 449 2094.

If you have any questions of comments or suggestions concerning the package
please do not hesitate to contact me.”

Please note that, as described in the email, the small file attachment is NOT intended
to be ‘opened’, but simply copied or ‘saved as’ into your \star directory. If, in spite of
these instructions, you did attempt to open the file, and immediately emailed me to
let me know that it would not open, then you are not alone!

Subsequent licensing

After your first year of use of the package, an invoice will be sent to you for the
annual license fee (currently $85.00 + GST for 2008). On receipt of the payment, a
school-specific password will be sent to you, which you can use to license the
package for the new year. License invoices are not posted until April and you have
at least two further months before you will start being asked for a password.

This concludes the installation process. If you have any questions please either :
call Worsfold Software PH 03 449 2094

or e-mail to randcbutler@paradise.net.nz
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Chapter 2

Setting up

What's in this chapter? Page
2.1 Overview 2.1
2.2 Edit Users 2.2
2.3 Configuration (Defaults and Income budgets) 2.4

2.1 Overview
There are two processes involved in the initial setting up of the package. These are :
Users

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

Configuration

There is @ number of details which need to be specified in order to make the
package work in your school. These include :

e An optional link to MUSAC’s Classroom Manager
e Your school’s MOE number

e Your wishes re display of unit standards

e The four terms’ income budgets for the year

e The entry of financial details of overhead (non-course specific) costs
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Later, once courses have been specified, you can also nominate individual course
income budgets through this area.

The two areas are accessed via the second and third buttons on the main screen.

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.

alion 07712/ User - Wordold  Version : 1.1.1 18

This utility allows vou to add o or delete ysors from the database and 1o adjust their
passwords andfor their ights fo the vanous functions of the package.
Cumently Ested ussrs
st | Uszes's Logon I
Pazzwoed ]
Lzes nights by the nightz to
I Ed# courses
I Wiess only courses
[T Edkt useez
I Pt st
T Acce:ss Configuration
I Apcess Lilliss
I Access OM Links
A 5 e Lses |
Cielete the seleched uzer | Save changes
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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 STAR.

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 watching cannot follow the movement of your hands.

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

IJzer's Logan |F|.;.r_|,|
Pazzward | xxxxxxxx
IJser rights haz the rights ta

¥ Edit courses

[ Wiew only courzes

[ Edit uzers

[+ Frint lists

[v Accesz Configuration

W Access Utilities

Save changes

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

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’.
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2.3 Configuration

The second area to visit in preparing your package for use is the 'Configuration’ area.
Click on the 'Configuration' button at the top of the main screen and the following
screen will appear.

E Help (f1) Select database

Edit Courses Edit Users Configuration Frint lists Utilities Exit Year
2007

Income and Budgets Owerhead costs

Is your school using one of these systems?

If 2o then information stared there will be available to this package

Path to ClazsF oom Manager
" We are using MUSAC': Clazzroom Manager Not using CH

{+ Wie are using KAMAR What to do to link to KAMAR

" We are using neither of the above

What is your school's MOE number ? 223

When selecting standards. show A&l versions (* Only latest versions

This screen has three tabs — located at the top of the lower half of the screen. The
first is labelled ‘Configuration” and leads to the screen shown above. This area can
be used to specify three details.

1. Configuration
a. Is your school using one of these systems?

The package is designed to work well regardless of whether or not you are using a
Student Management System. Currently there are two systems which support this
STAR package.

i) If your school is using MUSAC'’s Classroom Manager then your will not have to type
in students’ names as these will be retrieved from that package. Also, as you link a
course to an option class (or classes), each of the unit standards taken by members
of that class (or classes) will be automatically added to the course. Finally, when you
do attack the students to the course ( a process which happens automatically at the
click of a button) then all of the students’ results will also be imported into the Star
database.
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To link to Classroom Manager you must specify the path (directory structure) where
the cm database is to be found.

To do this, click in the white data-entry area under the heading ‘Path to ClassRoom
Manager’. (You may notice the use of a capital R in the middle of ‘ClassRoom’. This
was an idiosyncratic move taken at the early stages in the design of that package.)
The following small window will appear.

If you have arrived here unintentionally then click on the ‘Not using CM’ button and
the link will not be created. Otherwise, use the listing to navigate to where your
school’s CM database is stored. Note : You should double-click to select a setting.
This will cause subdirectories to be displayed. A possible final display might look like:

Fleage idertify the path o
ClazsRoom Manager

ijc: :J

oo hsta

That's #l Mot Lesing Ch

Settingup Chapter2-5



Worsfold Software Ltd Star Course Management

Phease identily the path to
CluszRoom Manages

EL g

et a
A MUSAC

] At D sty

A W mopeta Shalt

] aaatesd

[} ___J scchogs

hAGS

) backup

=] cenbergis

I CHRamote =l

e MUSACACH 4-_‘“

Thatstl | Notusngcw |

P e —

Once the correct path is shown where the arrow above is pointing, click on the
button labelled ‘That’s it’ to have your information stored.

Please note that the package does NOT support UNC path names. (These are
network locations which appear as e.g. ‘\\zeus\Apps\star’ — starting with a double
back-slash. Please have you IT expert ‘map the drive’ so that you may select it e.g.
‘m:\apps\star’.

ii) KAMAR also provides the ability to link to STAR. KAMAR provides an export
facility which generates a file of student information. The title of this file is
‘worsfold.csv’ and you should generate it and copy to your \star directory. If this file
is found (and you have indicated on the screen above that you are linking to KAMAR
— by clicking in the second option button on the left) then, when you go to attach
students to courses those found in the KAMAR export file will be listed for you.

This process does also allow you to connect a course to one or more option classes,
but the package is unable to either recognise attached unit standards or to retrieve
students’ unit standards results.

iii) If your school is using neither MUSAC not Kamar than indicate this by clicking on
the third option —‘using neither’.

b. What is your school’s MOE number.

Enter the correct number, without any leading zeroes, as shown below.
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What is your school's MOE number ? 225

c. When selecting standards .....

You have the choice of displaying either all unit standards or just the latest version of
each. This process will be covered in detail in the following chapter. In the
meantime, make your initial choice here. You can always change your mind and
revisit this screen later. There are currently some 48500 plus unit standards on file
and the fewer you have to hunt through the better. (Mind you, there is, of course, a
fast way to enter a standard without having to load them all....)

Make your selection as shown below.

When selecting standards. show i+ All versions i~ Dnly latest versions

2. Income and budgets

The second tab is labelled ‘Income and budgets’. Click on this tab and the following
screen will be displayed.

The left hand side of the screen is used to display income details and the right hand
side lists your courses and their budgeted expenditures.

Enter details of your annual income for 2007 Course budgets for 2007
Overheads 16500.00
Income carried forward from 2006 7936.00 : o, |taNZ Agriculture 18370.20
Canfirmed 7| Arimal Care 321.78
Firstinstallment (confirmed) 21528.79 v AMBR Animal Care - Birds/R 250.00
Second installment (confirmed) ,w v iL\;D ilt\;nfzﬁ\[,:e 1 ggg
Ly . A|AT Aviation 4000.00
Third installment (confirmed) 21528.79 v B4Rl Barsta 21111
Fourth installment (confirmed) 21528.79 v BART Bartenders Cerlificate 142.22
CARF Carpentry B050.00
Total income available for 2007 9405116 LIFEC Early Childhood Edua 2700.00
ECE Early Childhood Educ 125.00
Total allocated 79577.71 Eng Enginesing 2910.72
Contingencies _‘what's this? ,7000 Emg E:::E:z::‘é gig;;
Tatal unallocated 14473.45 EQul Equine 1644.45
141D First &id 80.00
Wish list (possible future expenditure) Print_wish_list FORK. Forklift Licence 168.29
Item Cost Course Cost centre ~ FURNI Furniture Making 650.00
New laser printer 99 Capital T&T Intraduction to Travel 471.00
LIFCH Life Skills Car Mainter 700.00
LIFDR Life Skills Drive Plan 1600.00
LIF1S Life Skills First &id 5306.67
LIFS Life Skills SAFE 0.00
LIFSS Life Skills Study and ¢ 103.00
LIFT LifeSkillz T ourism 2250.00

Initially, of course, there is no data displayed. The above display is from a school at
the end of the year.
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On the left hand side of the screen you should enter the five amounts : the amount
‘carried forward’ from the previous year and the four anticipated term income
figures. As each term’s amount is received you will have to revisit this screen to
ensure that the amount entered is correct, and to click on the check box alongside to
confirm that you have done so.

In the screen above you can see that $7963 has been carried forward as a surplus
from the previous year and that the instalments for each of the four terms has been
entered and confirmed.

The total income is automatically calculated and displayed, followed by any such
amount which you have ‘set aside’ for contingencies — unanticipated expenditures.
The ‘Total unallocated’ indicates how much of the total income (less contingencies)
has NOT YET been allocated to courses or overheads.

After you have entered your courses (as explained in the next chapter) return to this
screen and allocate budgets to each course and to overheads.

3. Overheads

Overheads are expenditures which do not relate to specific courses — e.g. the cost of
this software, or the cost of attending a STAR Coordinators’ training course. The
third tab leads you to the following screen via which you may record details of
overhead expenditures — both budgeted and actual expenditure.

Configuration | Income and Budgets |Overhead costs |

MNon-course-specific expenditure (Overheads)

Please remember that all costs are NET of G.5.T.

Funding details Budgeted funding |13500.00 Total allocated : $17840.00 Balance unallocated : $1660.00
Budgst Cost Details * = Mot required For Mok returns
Administration costs |SDD_ oo |'| 04118 |Misc: Admin, Stationany etc- $690.551Photo copying - $351.25

Staffing costs [schoal) |BDDD_DD |??50. i} |1 0 hours per week at $25.00

Staffing suppart | | |

Course costs |1 00.00 | * |

Materials costs |24U. 0o |3EIEI.UEI | Electrical st up costs and material for new comps.

Travel costs |1 00.00 |'I 3E.40 * |Travel Reimbursement

Capital equipment |BDDD.DD |?D1 295 |C0mputers for STAR Courzes

Other costs |2EDD.DD |31 90.03 |CATE Fees, Conference Cost [PD) Conference air travel , Conference accomodation
Total 5TAR non-course-gspecific expenditure ,W

Surpluz ta be rolled over to next year ’W

Surplus percentage: .36
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The above example shows that a budget of $19500 has been allocated to overheads
and that, by the end of the year, a total of $19430 has actually been spent, leaving a
small surplus to be carried forward to the new year.

Note that only $17840 of the total budget has actually been allocated to cost
centres.
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Chapter 3

Courses
What's in this chapter? Page
3.1 Overview 3.1
3.2 Setting up a course 3.2
3.3 Attaching students to a course 3.10
3.4 Entering students’ results for an assessment 3.15
3.5 Financial details of courses 3.15

3.1 Overview

This section of the package is the core component wherein the courses are defined,
students attached and results entered.

The main screen for the process is as shown below. At the left hand side of the
screen is a list area where previously defined courses will appear. Below that are four
buttons used to manage a particular course and to view the students attached.

The top half of the right hand side of the screen contains the course-specific details.
Below that are three tabs used to specify :

e Attached unit standards

e Attached other outcomes (e.g. certificates)

e The course’s financial details (costs)
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Courses
Course 10| Course title ¥ Courze title |Life Skills Car Mairtenance
AGNZ - Agriclture CowseID  [LIFCH i : v
LIS Lifs Skils Fist Aid Ressladsbialss el O
FURNI  Fumiture Making Type &+ Cument ¢ Cancelled Received attendance record [
AMIAT  Awiation Received certificats r
LIFDR Life Skillz Drive Plan Start date 10/08/2007 Ertered students' results v
LIFEC Early Childhood Eduaction ,7 vetes pemeives] r
LFT  LifeSkills Touism et
LIFCM : Car Maintenance Hawrs 28 Clazs(es) |
RETAI Fietail Camment
TEREO  TeFReoMaori
ECE Early Childhood Education
140 First 4id
T&T Intlolduc:tlon to Travel and Touris Attached standards | Other outcomes | Financial detailz |
EQuUl Equine
BARI Barista Attached standards A .
MPAT1  Maor Perfoming Arts 11 Right-click file to delete Either enter the code or . Select standards
OED13 Outdoor Education U4S Mo, |Wer, | Lew. | Creds| Standard title Provider name ”~
BART  Bartenders Certificate 17458 4 2 2 Demonstrate knowledge of Havelock Marth High Si
EN12 Enterprise] 2 bt 20969 2 1 2 Demanstrate procedures w Havelack Marth High S
Add d
Add a new course Save changes ﬂ
Delete zelected -
i ‘ Wiew students [17)] ’
< ¥

3.2 Setting up a course

To add a course click on the first of the four buttons — the ‘Add a new course’. This
will clear out the display of any previous course details, leaving the screen ready for
you to enter :

a) The title of your course.

Keep the titles as reasonably short as possible. Excessively long titles could cause
difficulties in generating lists as they would have to wrap onto a second line and this
can affect the beauty of a list. You can have more than one course with the same
title but this can naturally lead to confusion. For example, you might have a
particular one-term course which runs four times during the year. While the four can
and must be distinguished via their course code, it could also be useful to include a
term number in their title. E.g. ‘First Aid (Tm1)’, ‘First Aid (Tm2)’ etc. This is over to
you though — two or more courses MAY share the same title. The maximum length of
a course title is 50 characters.

b) The course code

Each course must have a distinct code of up to 9 alpha-numeric characters. This is
used for easy recognition and to attach students to courses. Make sure that your
codes do make it possible to identify particular courses. Try to avoid using a simple
numeric code (e.g. 6125) and, instead, use something more indicative of the course
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name (e.g. FA1 or FAid1).
c) Is the course ‘Current’ or has it been ‘Cancelled’ ?
d) Enter the start date of the course in the format dd/mm/yyyy. The program has

been taught to accept an entry such as 3/4/6 and will change this to 03/04/2006 for
you.

e) Enter the end date of the course.
f) Enter the total number of hours which the course occupies.

g) Enter any comment which you wish to record concerning the course. This might
well be a reminder to yourself of some detail concerning the course. When you click
in the comment area to enter a comment a window will appear providing a
somewhat larger entry area, as shown below.

[ —— 5 [=] 1|

Fedd gt Duretern Mohors o Tistdey aftesnmooes

Prgesieg <Endnt vl istum yous back 1o the Colrses screen |

Uz CHHE b e mnones 1. fusthes lire wallhin the comment Carcel Procead

On the right hand side of this area are five tick boxes, which you may use to record
the facts that certain events relating to the course have, in fact, occurred during the
year. You can, later on, print out a list of courses showing the contents of their tick
boxes. This gives you an immediate picture of ‘where you are up to’.

Class(es)

Just below the five tick boxes is a field titled ‘Clas(es)’. This is used to link the
course to one or more option classes. This field will not be visible unless you have
indicated that you are using either MUSAC or Kamar as your Student Management
System. If you DO link to a class then, if you are using MUSAC, then any unit
standards taken by the option class (as found in the subject markbook) will be
automatically added and displayed below. Later, when connecting to students (for
either MUSAC or Kamar) all of the students in the option class will automatically be
added to this course. In addition, if you are using MUSAC, then any result they have
for unit standards will also be automatically loaded and displayed.

Further details of the process are provided below.
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Next we move to the assessments involved in the course. These are entered via the
first two tabs below the course details area. Courses may involve unit standards
and/or other outcomes such as certificates. For the purpose of illustration in this
manual we shall enter three courses, one of which involves unit standards, one a
certificate and one which involves both unit standards and a certificate.

Course 1 Automotive Engineering

First, add the course details, as shown below.

Covrze title |.-'l'-.ut|:|m|:|live Engineering

Course D IW Received students' results [

Type * Cument ¢ Cancelled Received attendance recard [
Received certificate [

Start date 03/04/2008 Entered students' results [

End date 05407 /2008 Inwoice received [

Hours |24— Clazs{es) |

Commert Held at Dunstan Motors on Tuesday afternoons.

We'll deal with the linking to classes later. The following description applies if you
are NOT using MUSAC.

This course involves four unit standards, numbers 233, 236, 238 and 240

The simplest way to specify the standards is to type their number and version
directly on to the table. Once both of these have been specified, the program will
fetch most of the rest of the information from the file of attached standards. (for the
IT interested : the package comes with two files of standards. The first is a
sequential file of all unit standards used to populate the list of standards — as
discussed below. The second is a random access file of the same information used
for fast access to retrieve information relating to a known standard.)

If you are not sure of the standard number and version then you’ll have to resort to
selecting the standard from the displayed list.

Let’s assume that you know that the first standard is number 233 version 8 but that
you are not sure of the version numbers of the other three, 236, 238 and 240. Type
in 233 and 8 into the grid as shown....
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Attached standards |

‘Attached standards Either erter the code or: Select standards

Code Wer | Lev. |Creds! Tille | Provider name -

..., and press <Enter>, and the rest of the information will be retrieved.

However, before the information is displayed the program will open another window
asking you to select the provider of the standard. The window for this is shown
below.

eOLLIEIL r LdFIcEIed e

Provider details

Frowe

I Select provider

I Provider Code | Loc. -

st

d .
:k j_c
= B
| |

1" I

Add to or edit the list of providers Cloge

Initially there are no providers listed, so click on the button at the bottom of the
screen to ‘Add or edit the list of providers’. The following screen will appear.
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— T R u : 1

Provider details
Praviders specified

Provider name I

Provider nunnber I
[e.g. 225)

Location code I
[e.q 5]

Mate that location numbers are required for
providers of unit standards

[elete this provider Add & nes provider Save changes Cloze

Add a new provider by entering their details on the right hand side of the screen.
(I'm assuming for this manual that our local garage here in Clyde is a registered
provider...)

= aan

Provider details
Providers specified

Pravider |Code | Loc. |
D 2345 E T IDunstan tdators Ltd
Pravider number |234E
[e.g. 225)
Location code |3
(e &)

Maote that location numbers are required for
provviders of unit standards

Drelete this provider Add a new provider Save changes Cloze

If you do not know the provider number or the location number then these should be
obtainable from your NZQA Coordinator, from the NZQA website (where it is not
altogether a simple matter to find the information), or by phoning the provider
directly. Enter the information on to the right hand side of the screen and click ‘Save
changes’. Now the new entry will appear on the list on the left hand side of the
screen, as shown above.
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You can return to edit the information, to delete the provider, or to add further new
providers at any stage.

Once you have finished, click ‘Close’” and you will return to the previous screen,
where the new provider will be listed.

Provider details

Select provider

Frorn

Frovider | Code | Lo, |

Dunstan Motars Ltd 2346 3

PREe

Add to or edit the list of providers Cloge

Select the provider from this list and all of the information will be displayed back on
the course screen as shown below.

Attached standards ﬂff'fera@i'ﬁeeg'ﬂmaﬂts l ]Efﬁaﬂcaah:ﬁamﬁs i
Attached standards Eithier enter the code ar : Select standards
Code .\!Br "Lev. Creds Tille Pravider niame -]

e . 5 S
2 Sepvice af-autormotive batt| Dunztan Matorz

You can use the horizontal slide to see that the rest of the information is also
displayed :
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Attached standards l Otker achisvemerits ] Finaricial details |

Attached standards

Eithier enter the code or - Select standards

Frowider namme
Dufztarn kotors

Next we'll turn our attention to the other three standards, the versions of which we
are not sure. Click on the button on the top right hand corner of the grid labelled

| Prow. cod Loc
ER4S

| Diomiair -

e Electncal and Electronic

‘Display standards’. The left hand side of the screen will be replaced by a list of

standards. The program does have to scan through over 48000 of them so it may
take some time. It will be considerably faster if you have elected to only display the

latest version of each standard.

(From time to time the NZQA release an updated file of standards. Each time this
happens, a new file will be prepared for the STAR package, along with its random
access version, and both will be made available via the Worsfold Software website.)

The process of loading the standards is as shown below....

Checking 48521 slandards

-*:E;:‘Eq_}#hgf?w'i?gh@g}_ﬂnading

.. and the resulting list :

Selection of standards

Coda Ve Title
1 A Prispans sl 20w oitdoc tee
4 4 Mty haod ool ared taivh
A Harwibe vt
4 Dreerrutiale krossdedge of 52
15 4 Diesrorciiphe krowsedge of o
16 4 [resroratiale krowdedge of po
8 4. Dresnonshiate urdetstanding o
13 4 - ke e epais of hodioul
A 4 Mzinlen spocultusl snd hoits
A Cadtbrals by Macior mounied
A Dhenoratiate kramsdede of &
A Ly s msrdaes spiculinsl |
4 Esplai peogesitie: o god
4 Drstroretale krewssdas of th
4 [reeroratiale krowdedge of Te
4 Seleck loncmng matenaly
4 Inglald fencirg wins
4 Irotal posts and betteric for fe
4 Instal lerce reting
4 |t woatden hotoont sl and
4 Comtrucl and inetal ekt sed
5 Mamlar & charias
A Eshablich and marhaen nalissl
4 Prepare samdbeds and $0w i

5 Atherad bo carstores endpsier |
R Procide reshramar tandirs nom

2

Tite Pusomotive Ergreenng

Code fEON

Ty  Cusent  Canceded

e MB: Phasos Uz the foumat
Enddue [0 deFmesutvuny foe ol dates
Hoags B

Cogmnent  [Held & Dunslan Motoes or Tussdsy Stésnoons

Bched Aandads | O ctiovomants | Fraciodoads |
Attached standards
Pronader i

Eithesi evien the codeor . Selact dlandands
[hosmann 5

. o
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Scroll down the list to find our numbers 236, 238 and 240, and, by holding down the
Control key, multi-select the three of them, as shown below.

¥ Test an automotive electrical
3 Service an automative batten,
8 Descrbe automative starting ¢
3 Descrbe automative ignition =
‘ Semice aubomotive cooling:s,
237 ¥ Describe automative brake, sl
: ‘ Remove and replace wheels |
239 3 Demaonstrate knowledge of a

Eremionztrate know
¥ Descrbe the aperation of a di
242 ¥ Chanae the fluid and bleed a
243 8 Camy out basic tuning on a for
244 3 Dizazzemble and reazzemble

241

If you hover over a standard then its title will be displayed in full as a ‘tooltip’, as
shown :

235 8 Describe automaotive ighition 3 Frovider name | Frov. cod Laoc
n Service automative coolig 5 Ciamztar Motors EE4:

237 7. Describe autormotive brake, =1

4l 7| Femove and replace wheels .

239 2 Demanstrate knomledone of =

34) mm Remowve and replace wheels and types and balance wheels |

241 7. Describe the operation of a di i

Once you have selected the standards, click the button at the bottom labelled ‘Add
selected standards’. A message will appear ...

Remember to enter details conceming the provider into the table of attached unit standards.

... reminding you to add the information relating to the provider.

The three new standards will have been added to the grid, as shown below.
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Aftached standards | Other achievements l Fiﬂancial detailz |
Attached standards Either enter the code or:  Select standards
Code Vero |Lew. |Creds Title Provider name *

Sepvice arcautamrotive batt| Eunstan Mators:
7 2 4 Service automotive cooling
238 ¥ 2 2 Femove and replace whee
g 2 3 Demonztrate knowledge of

Click in the *Provider name’ column to have the small window explained above
displayed, and enter the relevant information. You will only have to do this once, and
the information entered will be filled in for all remaining standards, as shown below.

Attached standards Other achievemerts | Financial details |
Attached standards Either enter the code ar Select standards
Code  Wer Lev. Creds Title  Pravider name B
233 a 2 2 Service anautomotive batt: Dunstan Maotors
236 7 2 4 Service autornotive cooling Dunstan Motors
238 7 2 2 Remove and replace whee' Dunstan Motors
240 8 2 3 Demonztrate knowledge of Dunstan Motors

Click on the ‘Hide’ button to hide the display of standards. (If you wish to ‘Select
standards’ again during this section then you will find that they have already been
loaded and the display will occur instantly, without the need to relearn them all.)

Now the ‘Save changes’ button will be coloured a dull sort of red — to remind you of
the next step.

4 Semvice automotive oo
2 Remove and replace
: 3 Demonstrate knowled
urse  Save changes ‘
o | | ]

Wigw students

Click on this button and your first course has been successfully defined. We'll deal
with the attachment of students and their results shortly.

Now lets define a First Aid course for which there is a certificate. The course is
provided by the local St. John Ambulance. Click on the button labelled *‘Add a new
course’ — to clear the display of the Automotive course, and enter the course details
as shown :
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Title [First 2id

Code |F.-'1'-.EEI'I

Type * Curent T Cancelled

Start date |[r,d..ﬂ'ﬂ4.92EIDE M.B. Please uze the format

End date |ﬂEfﬂ4a’2l'.'llfﬁ3 dd/menyy for aff dates

Howrs |12

Comment Held in the focal 56 John rooms every Wednesday aftermoon
Atached standards |  ther achisvements Financial detads

Other assessments

Cestificate Abbrey. | Provider Frovidar code

Click on the second tab, labelled ‘Other achievements’, to enter the details of the
certificate.

attached standards Other achievements Financial detailz

Other assessments

Certificate i Abbrev. | Provider Provider code
First Aid for beginners  FAT St John a7Eh

Once this is done, ‘Save changes’ and our second course is defined.

When you click on the ‘Provider’ space, the ‘Provider selection’ window detailed
above will appear and you can either select from a previously-defined provider or
add a new one. Note that the Provider Location code is NOT required in the case of
‘Other assessments’. This information is only essential for unit standards.

Finally, for the purpose of demonstrating a particular feature in the MOE returns,
we'll define a third course which involves both unit standards and an ‘Other
achievement’. Let’s make this a course concerning the anatomy of animals for which
we'll use standards 4514 and 4529 (both version 4) and we'll also include a

certificate entitled ‘Know your beast’. The course will be offered by the Bendigo
Game Packers.
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Title |.-'1'-.nima| Anatonmy

Code a0

Type o Current T Cancelled

Start date 04/04/2008 M.B. Pleaze use the format
Erdidie ’W dd gy for all dates
Hours ’B—

Carnrment

Bendign Game Packaers are offering this course provided we can get B
takers. Tobe held on Maondays from 1 0&n bl Midday.

Attached standards | Other achigvements | Financial details |
Attached standards Either enter the code or - Select standards
Code “er | Lew | Creds Title Prowvider name =

4514 4 1 2 Locate and identify deer ar Bendigo Game Packers
4529 4 1 2 Locate and identify goat ar Bendigo Game Packers

Finally, before saving, click on the second tab and enter the details of the certificate.

Attached standards Other achievements Financial detailz

Other assessments

Certifizate abbrey. | Provider Provider code
K.now pour beast KB1 Bendigo Game Packas 6735

Once this is down, save the changes and our three courses will now appear in the
list. We can, at any stage, return and reselect a course in order to alter its details.

Courses

Code Tithe

AEQM Automotive Engineering
FA001 Firzt Aid

400 Animal &natorny

Let's now turn our attention back to that ‘Class(es)’ data field.

For the sake of the demonstration, lets create a fictitious course taken by students in
a particular Year 12 Food technology class. I've chosen this one for the
demonstration as I know that the class in question is taking unit standards as part of
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their course. Once I'm entered the course details in the usual way, as shown

below...

Course kil
Courze D
Type

Start date

End date

Hours

Comrment

[ |F|:n:n:| Technology

FT101

{* Current

(" Canceled

05052006
25/07 /2006

34 Class(es) |

Received students' results

Received certificate
Entered students' results

Invoice received

Feceived attendance record

1717171 71

... I'll click in the ‘Class(es)’ area. This causes the current set of options to be

displayed :

% Select the class or classes whose student all take this course

Course : Food Technology

Selection of option classes for auto-selection of students

Students who are members of any classes selected below will AUTOMATICALLY be entered against the
caourze shown above. Membership can be checked on request at any time to add new students.

CEX

‘rear: |  Option set | ﬂ
u L4 N b T z A ”
9| 0TRWVES SARTLEW
IGRADUF SIAPMCE
IMA0C00 SFEREDS
IUSWIAR STECCUR
ITSKDON STELDOM
SCMPROE
TOCMPWAR T0ARTLEW
10DTPWES 10DTTGARY
TOHTHWAL 10ECOLIS
TOAPMCE. 10GRADUF
10MADCOO 10MUSWAR
10PEREDS 10T5KDON
11/ 11ENGKIR  11EMGAKI  T1ESLEWA  11CMPDWI 11ARTLEW  11BUSLIS
11MATASH  11EMGFAZ  11HORELL  11ESLEWA  11CMPDWI 11DTRPWES
TIMATATK  11ENGRDK.  111SCO5B 11GEOP&R  11DTFGRY  11DTTGRY

v
» ok

Next, I'll slide the right hand side down and select the Food technology course in

question :
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w. Select the class or classes whose student all take this course

Selection of option classes for auto-selection of students
Course : Food Technology

Students who are members of any classes selected below will AUTOMATICALLY be entered against the
courze shown above, Membership can be checked on request at any time to add new students.

ear: | DOption zet | j

u Y R # Y z A ~
TIPMAMCE - TMIENIWLR - 115CIGIB 11JAPMCE. 1THISJOP 11GRADUF
TIPMATIM - T1ESLEVA  115CLIOA TILSPWLWN - 1THTHWAL  11MADCO0
TIMATTIM - 115CIWHRI TTPEDWAL  1ILSPWIN - 11PEDGOS
TIPEREDS  1T1MUSWAR  11vASWLN
MTECCUR  1MTSKCUR
TIYASWLN  T1YASWLN
12/ 12B5TLIS 12DIYDUF 12ACCLIS 124RTLEW
T2CMPDYE 12DTTGRY  12MATTIM - 12GMAASH  12CISGIE 12BIOELL
T2ENGAE] 12ECOLIS 12MUSWAR  12GMAMCE  12GMAMCFE  12CMPDYI
12PEREDS  12GEQJOP  125MAMCF  12PEDMCD  12GRADON  12ENGFAZ
T2TRNWIL - 12HISEW!  12DIYDUF - 12PHYGIE 12MADCO0  12ENIRDE
12MATMCE  12TRWNWIL - 12TERCOO0  12TOURPAR  12TRNWIL
T2TRNWIL T2TRNWIL - 12TRNWIL
12TECDON
13/ 13PEDMCD  13ARTLEW 13CMMWLR 13BI0WRI  13CALATE 13PEREDS

v
< S (] 8

Once I've done this, I click OK, and the following message appears :

There were 3 Unit Standards attached to the nominated option dass(es) and these have been added to the course and
recorded in the database.
To remove an unrequired standard right-click on the unit standard title

This tells me that three unit standards are found attached to the electronic markbook
for this class and that these standards will be attached to the course. Click OK, and
there they are :

Attached standards Other outcomes Financial details |
Attached standards ] .

Right-click tte to delite Bl il i et | Selee diznends
U5 Mo, | Ver, | Lev. | Creds| Standard title Pravider name
18621 2 2 Develop, with guidance, ar Wanganui City College

2
19626 2 2 4 Demonstrate uge of mulki-f. W anganui City College
BE4E 3 2 5 Develop a food product  “wanganui City Collzge

A
M
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There is a lengthy list of domains from which unit standards may NOT be included in
STAR courses. (This list can be viewed via ‘Utilities / Import NZQA Unit Standards").
Should you attempt to manually attach unit standards from excluded domains then
they will not be listed for selection. Should you attempt to have them attach via a
connection to an option class then a message will appear telling you that such
standards have been excluded.

In the meantime, this completes the discussion of the definition of courses. We'll
look at the purpose of the third tab, ‘Financial Details’, later in this chapter. Let’s
turn our attention now to the attachment of students to the courses.

3.3 Attaching students to courses

You will have noticed a bright yellow button at the bottom of the left hand side of
the courses screen.

_ : ]
J Wiew students

Select the first course, and click this button. The following screen will appear.

Students taking the course : Automotive Engineering

Right-click on name to remoyve Right-click in a results column heading to 'Fill a calumn with,
Unit or Azsazzment 233 236 23a 240
Wersion a a g a
Student Year | WA MABSA S M Al MAASAS

Attach students Frint Dizplay Gender/E thricity Display Dates

Not surprisingly, there are no students listed. There are several buttons at the
bottom of the screen. A grid listing any attached students is displayed. Across the
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top is a column for each of the assessments (unit standards and/or others). There is
also a second ‘Date’ column for each assessment. (You may or may not wish to use
these columns).

At the right hand side there are three buttons the purpose of each of which is fairly
obvious.

e The “Print’ button sends a copy of the displayed information to your printer.
This printout is simply a ‘screen-dump’ of the grid. You can obtain nicer lists
by following the instructions in the following chapter.

e The second button (‘Display Gender/Ethnicity”) causes the two columns for
these to be displayed (or hidden if they are already displayed).

e The third button either displays or hides the ‘Date’ columns.

At the left hand end at the bottom three alternatives now occur depending on
whether or not your school is using MUSAC’s Classroom Manager, Kamar or neither.

e If you are using neither then there will be a single button at the left hand end
of the bottom display labelled ‘Add a new student’.

e If you are using MUSAC or Kamar then this button will be titled ‘Attach
students’.

e If you are using MUSAC or Kamar AND you have attached one or more option
classes to the course then a second button will appear in the bottom left
hand corner labelled ‘Update from classes’

Let's start with the second of these. Click on the button labelled *Attach students’ and
a list of the students in either Classroom Manager or Kamar will be displayed, as
shown below. This display has been shortened for the illustration and student
names have been hidden — since they have come from a real school — the identity of
which has been lost in the mists of time.
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Attach students to the course : Automotive Engineering
Select from : Selected students  (Chek toremovs)
Famiky name First names Yea __-_i
Ay 8
ADDLEY Hi -] 11
AHHOMMURRAY E 11
AHN J 12
AHURIRI c ] 9
AIEEN A 13
Akl T iy ] g
AK] T Bifibues 10
ALBERT I 10
ALBERT Fi e
ShowYeard ™ 10T T T 121 1317 140 AT Saveasndistumnito List of sltached shudents

Initially ALL students will be displayed. At the bottom of the display are a range of
check boxes which you can use to filter a particular year or years of students. For
example, if I wish to display just my year 11 and year 12 students, then I click on
the ‘11" and *12’ check boxes, resulting in the following display.

Select from : Selected students [Chck to remove)
Famriy name First names Year =
ADDLEY H 1
AH-HOIHURRAY E n
AHM Jd 12
ALEXAMDER B breha 12
ALLEM i) 12
ALLEN (i 1
ALSTOM Jg 1
AMER B 12
AMDERSON B 12
ANDERSOM J3 ik
AMDERSON T 12
ANDERSON Ehsiwicpsaine 12

ShowYeard [ 10T M F 12 F 1317 1 T Al T Save andretum lo List of altached studsrits

Now only my year 11 and 12 students are displayed. Select the students taking the
Automotive Engineering course by clicking on the students. In the example below,
several students have been selected.
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Attach students to the course : Automotive Engineering

Select from : Selected students  (Chck to remove)
F anmdy riame Fist ruarnes Yieear =] JALLEM, Dy : =11 Gender: Ma
GODDARE C 12 AMDERSH efthaen Yem - 12 (
GORDON N 3 AHDREW e - 12 Gend

ASHBY. J <11 Gender | M

GOTO 5 12 BAKER, 5 eat - 11 Gendet : }

GOULD K 12 BEECH, Yeue 12 Gende

e : nomen e

A BA & i

S 5 n L N aRTEd Wilkaen s 1 (

GREENAWAY L 12 IHARTLEY. 11 Gender - M
GREEMAWAY Ji 12
GREEMEM J 12
GRIGE J 12
GRIMES v 1]
GUSH T 1
HACKETT ] 12
HAMILTOMN-HINA & haa 11

To remove a student at this stage, click on their name in the right hand list of
selected students.

Once you are satisfied with your selection click on the button labelled *‘Save and
return to List of attached students’, and you will find that your students shave been
added to the course :

Students taking the course : Automotive Engineering

Urdt ot Assessment 233 2% 238 240
Mession 8 7 L g
Studerd Yem NJAIH MIAJZK MIAIK  NJAIM
ALLEN, D [

ANDERSO 12

ANDREWS |z

ASHEY, J 11

BAKER S 11

BEECH, Joi 12

GRIMES, M 11

HAMMOND 11

HARTELL, 11

HARTLEY, 11

The spreadsheet has four results columns relating to the four unit standards
attached to the course.

To remove a student from the course, right-click on their name on the left hand side
of this table. You will be asked to confirm your intention.

Now lets return and add students to our first aid course. This time, we'll assume that
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your school is NOT using Classroom Manager or Kamar. This time, when you click on
the button to ‘Add a new student’ the following screen will appear. This screen lists

all of the students which the package already knows about and has, on the left hand
side, an area where you can add your new student. If the student you are about to

add is already listed then simply select them from the displayed list. (You can multi-

select from this list by holding down the Control key as you select.)

Students taking the course : First Aid

Urdl ot Ansanamend Fist &ad foe b A |
Wistiem Fal
Student ‘ool Paried M
Add a now student or select from studants enrolled in other courses
(s Chrbchek: b it elact]
F ALLEM. Dy—=*
e | NDERST b o1z
Firtt maseees| ANDFEEWY 12
' o | asHEY, 1 o
APy e BAEER, 58 e
o I BeecH i )
GRIMES. B 111
Gerre =] Makedetaa | |30 lae- 11
o s HARTELL | m e - 11
Elrracty AR H.-'-'I.F"lLE"l':".qmv—-vr'!}l

I'll add three new students manually (by entering their details) and then select a
further four from our list of students already known. You will notice above that the
Gender and Ethnicity fields have buttons which allow you to make the current
selection the default. For example, should you have a majority of Maori girls in your
school you might wish to make Female and Maori the default for gender and
Ethnicity respectively. This means that, as you add further new students you will not
need to make a choice for either of these fields.

Students taking the course : First Aid

Unit or &zzezzment First Aid far b
Wersion Fal

Student Year | Pazzed /N
Afamasza ; 12!

AMDERS r illiam 12

BAKER 1

Bloggs, H 11

Dioe, Jim _ 12

HARTEL r illiam 11
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Having added the seven students and having returned to the student list display
(above) you will notice that, as expected, the course has only one assessment — the
First Aid for beginners certificate.

I will now add a few students to the Animal Anatomy course ...

Students taking the course : Animal Anatomy

Urit or &szessment 4514 4529 F.row poue b
Mersian 4 4 RBOT
Shudent Year MAA/HK  HNIASR Passed Y/
Af : 12

AN = 12

BAK 1

Bl 11

Ch 12

Doe 12

H Jlizmn 11

H 1

(.1 | — 12

Finally, lets move to our food technology course, to which we attached an option
class. (N.B. You should only attach an option class if all (or most of) the students in
the class are taking the course in question.)

In this case the third button alternative appears — a button labelled ‘Update from
classes’. Click on this button and all of the students in the class will be automatically
added to the course. If you are using MUSAC then any results they already have in
Classroom Manager for the unit standards attached will also be imported, stored and
displayed.

... and we are done with this section.

Along the way I've made sure that, for the purposes of this demonstration, there are
students taking more than one course.

But just before we go — here is what a screen looks like when Gender/Ethnicities are
displayed and Dates are also shown. Note that you can edit names, genders and
ethnicities via this display.
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Students taking the course : Automotive Engineering

Right-click on name to remove Right-click in a results colurn heading to Fill a columin with...*

Urit or &ssessment 233 233 236 238 238 238 240 240
Wersion i ] i ]

Student Year | Gender Ethnicity N8 Date M Date MBS Date MBS Date
ANDERSON, Todd Stewart 12 Male European A 13/0/2008 N 13/01/2008 A 13/01/2008 A 13/01/200
ANGUS, Joshua Paul 12 Male M aori A 13/01/2008 N 13/01/2008 A 13/M/2008 & 13/01/200
BARCLAY, Philip J amnes 12 Male European A 13/01/2008 A 13/01/2008 A 1a/m/s2008 N 13/ /200
BEECH. Jordan Christopher 12 Mals Maari A 13/M/2008 N 13/01/2008 N 13/m/2008 A 13/ /200
BLACK, Brian Leslie 12 Male European A 13/0/2008 N 13/01/2008 & 13/01/2008 & 13/01/200
BOUSKILL. Wilizm John 12 Male European N 13/01/2008 A 13/01/2008 A 13/0/2008 & 13/01/200
ERETT. Philip Leigh 12 Male European A 13ms2008 N 13/0/2008 & 1m/s2008 A 13/ /200
BUTTERS. Keith Alexander 12 Mals European A 13/M/2008 N 13/01/2008 N 13/M/2008 % 13/ /200
CANDISH, Sam Haris 12 Male European A 13/01/2008 A 13/01/2008 A 13/M/2008 & 13/01/200
EVANS, Shaan Vipn 12 Mals M aari N 13/ms2008 N 13/01/2008 & 13ms2008 A 13/ /200
HACKETT, Bryce Joseph 12 Male European A 13/0/2008 A 13/01/2008 A 1ms2008 N 13/ /200
KAILAHI, Stephen 12 Male Polpnesian A 13/01/2008 N 13/01/2008 N 13/01/2008 & 13/01/200
LARFKIM, Conway Te Hunga Benny 12 Male M aori N 13/01/2008 A 13/01/2008 A 13/M/2008 & 13/01/200
MORRISSEY, Travis William 12 Male Maori A 13//2008 N 13/01/2008 N 1a/ms200e N 13/ /200
PLRATE Henare Herni 17 Mal= b amri " 13m A2nne & 13/ 2008 & 12022007 & 1301 200

Adding students who have left

A number of requests for help have been received from schools using either MUSAC
or Kamar. They've attached the students taking a particular course either via a
linked option class or by selecting from the list of students in the database. The
situation has arisen where they now wish to add one or more further students who
have left the school and no longer appear in the list of available students.

Here is the solution. Go to Configuration and turn OFF the link to MUSAC or Kamar,
but selecting the ‘We use neither’ option. Now when you return to the course and
view students the button at the bottom of the screen allows you to ‘Add a new
student’ by filling in their details rather than by selecting them from a list. Once you
have finished adding the new students return to configuration and switch your link to
MUSAC or Kamar back on.

3.4 Entering students’ results for an assessment

You will have already decided that you know how to do this....

... and you will probably be right! You simply go to the ‘View students’ screen and
enter the result on to the spreadsheet for the course.

If the assessment is a unit standard then the possibilities are :
N = Not achieved

A = Achieved

X = Withdrawn from this standard

If the assessment is an ‘other achievement’ then the possibilities are ;
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Y = Passed

N = Not passed

X = Withdrawn from this assessment

An example from the Automotive Engineering course is shown below.

Students taking the course : Automotive Engineering

Right-click on name ta remove Right-click in a rezults column heading to 'Fill a calurmn with...'
Unit or Azzezzment 233 236 238 240
Werzion g a g g
Student Year | MAASN WA M MAASN
AMDH tewart 12 A ] A A
ANG | 12 4 M A A
BAR( e 12 4 A A M
BEE(] topher 12 4 M M A
BLAC 12 4 M A A
Bau ohin 12 M A A A
BRET 12 4 M A A
BUTT ahider 12 4 ] M ¥
CaNT s 12 4 A A A
EWa 12 M M A A
HALC eph 12 4 A A M
kL 12 4 M M A
LaF Hunga Benny 12 N B B Fi)
MOR “william 12 4 M M M
FaRA mi 12 n B & A
ROEI tenga Cody 12 4 ] n M
TLUMH N Andrew 12 4 a & A
WiLL 12 4 M & A

Following the instruction at the top of the screen you can fill a selected column with
a result — e.g. A = Achieved. To do this, right-click in the column heading of the
column concerned and the following small window will appear.

Fill column with ...

Fill the colummn with M8 - please select result
M.B. %'ou cannot globally ovenwrite existing = results

Enter the result with which you wish to fill the column, and a second small window
will appear, asking you to indicate the date of the assessment.
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Fill column with ...

Fill the colummn with date pazzed too

Cancel |

Click OK and the information will be added to your spreadsheet.

The program attempts to anticipate your wishes as far as the date of assessment is
concerned. (Remember, if you are not interested in recording the dates of
assessment then simply hide the date columns and skip over the last step above.)

If you change a date by editing it then this will then become your ‘favourite date’ as
far as the program is concerned and the entry of new data will subsequently have
this new date automatically added to the date column.

3.5 Financial details of courses
The third tab on the courses screen is labelled ‘Financial details’

Before doing that let’s revisit our configuration area and set up the three income
budgets for the courses.

Enter details of yvour annual income for 2007 Course budgets for 2007
Please note that budgets are NET of G.5.T. Code | Title | Budget|
] Overheads 159500.00
Incame carried farward from 2006 I 36600 ) o |a00t Arirnal Anatarny 300.00
Confirmed * | 4¢ oy Autorative E nginesri 1400.00
Firstinstallment (confirmed) I 24480.00 v F&001

FT101
Second installment (confirmed) I 24430.00 v
Third installment {confirmed) I 24480.00 2
Fourth installment (confirmed) I 24480.00 i

<

Total income available far 2007 9827600
Total allocated 22650.00
Contingencies _what's this? | I—EIIJD
Total unallocated 75626.00
Wish list (possible future expenditure) Print_wish_list |
Itermn | Cosgt | Courze | Cost centre ~
Mew lazer printer B39 Capital
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Having done that, we can see that now a total of $22650 of our gross income budget
has been allocated, leaving a balance of $75626 for our other courses.

Now return to the ‘Courses’ screen and select a course then click on the third tab.
The screen will appear as shown below.

Financial details relating to : Automotive Engineering AEDD1 (18 students)
Please remember that all costs are NET of G.5.T.

Course funding details

Budgeted funding 1400.00 Student contribution = |0.00 Total Income = 1400.00
Details * = Mot required for MaoE returns

Administration costs

Staffing costs [school]

Staffing support

Courge costs

Travel costs

Capital equipment

[ |
[ |
[ |
[ |
Materials costs [ [
[ |
[ |
[ |

Other costs
Total 5TAR expenditure ’—

= 140000 = 1400.00 < Previous Next »
Surplus to be rolled over to nest year Internal surplus P g
Surplus percentage 100.00

*M.B. Student contributions are not included in the Mok returms
= N.B. Asreported in MoE retuns

Fill in the relevant details. These are used to complete the Ministry of Education
returns — dealt with in the next chapter. An example of a completed screen might
appear as :
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Financial details relating to : Automotive Engineering AE001 (18 students)
Please remember that all costs are NET of G.5.T.

Course funding details

Budgeted funding 1400.00 Student contribution = |0.00 Total Income = 1400.00
Details * = Mot required for MoE retumns
Administration costs [150.00 * | Contribution te course admin

Staffing costs [school) — [0.00 |

Staffing support |2UD,DD |2 « relief teachers for Special display day.

Course costs |540.00 " |Fees paid to Dunstan Motors

M aterials costs [30000 |Boxes of nuts and bolts and spare fan belts.,

Travel costs |2D.DD i |Ta:-:i ta fetch injured student.

Capital equipment |D.DEI |

Other costs | |

Total STAR expenditure 'W

Surpluz to be rolled over to nest year * 'W Intermal surplus * 30.00 € Eéi\:iszus E:L:jrtsn}a
Surplus percentage = B.43

*M.B. Student contributions are not included in the MoE returns
*N.B. Az reported in Mok retuns

Note that you can also specify / adjust the income budget via this screen.

The Button in the bottom right hand corner of the screen returns you to the rest of
the course details.

I'll just duck away and fill in sample costs for the other two courses, so that we'll be
ready for the next chapter.
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Chapter 4

Print Lists

What's in this chapter? Page
4.1 Course lists 4.2
4.2 List of courses 4.3
4.3 Student lists 4.3
4.4 Funding report forms 4.6
4.5 Funding/costs summary 4.6
4.6 Gender / Ethnicity analysis 4.6

The *Print Lists’ button provides access to a list printing utility via which you can
produce a range of lists in a variety of formats, the Ministry of Education Funding
report forms and a cou[ple of other useful analyses. The main printing screen is
shown below, with the six buttons down the left hand side of the screen.
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Ei:i TAR Manager Huntly College User : Worsfold Version : 1.1.25 24/07/2007 - [Star list printing]
' Help (f1) Select database

Edit Courses Edit Uszers Configuration Frrint lizts Utilitie= E xit Year
2007

Courze lists

List of
courzes

Student lists

Funding report
farm

Funditgdcosts
FUMIMATY

Gender /
ethiicity
atalysis

4.1 Course Lists

There are two formats of course lists. These are selected via the ‘course lists’ screen
shown below.

C list: _
OUISE Hsts Select required courses
List of — Select list format
COUISES Autamotive Engineering _
First Aid & List farmat
Student lists Arimal Anatormy € List with tick boxes

Food Technology

; " Results and dates
Funding report

farm 7 Financial detailz

Funding/costs
summary

Gender /
ethnicity
analysis

Select all |

Generate lists |

Either select (or multi-select) individual courses or click on the *Select all’ button. (To
multi-select, hold down the Control key and click on the required course titles).
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Once you have made your selection, click on the ‘Generate lists’ button. The
following approval window will appear....

L2
=
e
oy g
T
=
Papar
Sqe [ |
Origntation Margins {millimetens)
% Portrag L=ft: IESJ Bight: IH.-‘
€~ Landscape Too- [H%&  Boom [
[Toxk ] caes | Ewre |

... Via which you can change the setting for your printer. Once you are happy with
the settings click on the “"OK’ button and you will reach the preview screen, as shown
below. The first of the selected courses will be displayed.

a) List format

IS - S S N« Pl | Pintpogs |

AEDD1 Automotive Engineering

Yoar
ALLEN D 11
ANDERS] 12
CREW| T |12
BY_J 11
BAKER . 5 i
BEECH. ) fer_[12
GRIMES, 1
HAMKIGH] on |11
HARTELL| 11
HAR TLEYk erserseirsrrrrr—] 1

Mumber of Sudants - 10

This illustration is of the ‘list’ format.

At the top of the screen are several buttons :

IR < I A = | Pritit all |  Printpage |
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These are used to manipulate the previews. The display above indicates that we are
currently viewing the first of three pages. The small arrow buttons can be used to
move backwards and forwards through the preview pages. The magnifying glass
can be used to enlarge or reduce the displayed image. The faster way of doing this
is to simply double-click on the display. Each time you do so it will enlarge. Once
the display is too big for the window you can hold down the left mouse button and
drag the image around. Double-right-clicking can be used to reduce the size of the
display. The final two buttons can be used to send all of the pages or just the
currently displayed page to your printer.

Examples of the three other formats are shown below.
b) List with results’
This is similar to the ‘screen dump’ format mentioned in the previous chapter.

L T (S Priresl | Prnipage |

AED01 Automotive Engineering

Link oo Assessment 33 236 238 240
Viarson ] 7 7 8
Sicent onr MUA K NiAlH AR HiAfA
ALEN DS | 1A N A el
AHNDE RS keri 1A A A A
AMDREYH 12 A A A A
ASHEY. 1A A A l
BAKER, & N A A M
BEECH -4 F2A A A ]
GRIMES. 1M A M A
PRt A A LR Rl M A, A
HARTELL by 1A N M A,
o (2 21 0 5 o O — 1A k] M A

Number of studenis: 10

c) Results and dates
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AE001 Autom otive Engineering Start 3/04/2006 End 5/07/2006

[Student [Year [Unit [Ver [Result  [Date [Credits |
AN dd Stewart 12 233 3 A 13/M01/2008 [2
236 g M 13/01/2008
238 3 A 13/M01/2008 [2
240 3 A 13/01/2008 |3
ANG Paul 12 233 3 A 13012008 |2
236 3 I 13/01/2008
238 g A 13/01/2008 |2
240 3 A 13/M01/2008 [3
BAH James 12 233 3 A 13/M01/2008 [2
236 g A 13/01/2008 |4
238 3 A 13/M01/2008 [2
240 3 I 13/01/2008
BER Christopher 12 233 3 A 13012008 |2
236 3 I 13/01/2008
238 g M 13/01/2008
240 3 A 13/M01/2008 [3
BLA slie 12 233 3 A 13/01/2008 [2
236 3 & 13012008
238 3 A 13/M01/2008 (2
240 3 A 13012008 [3

d) Financial details

Course : AEODO1 (Automotive Engineering)

Income

[Budget | $140000]

[Student contribution | 5.00]

[Total income [ $1400.00]

Expenditure

[Item [ Amount[Detais |
| Administration | $150.00 [Contribution to course admin |
[Staff (School) | [ |
[ Staff (Support) | $200.00 [2 xrelief teachers for Special display day. |
[Course costs | 5640.00 [Fees paid to Dunstan Motors |
[Materials [ $300.00 [Boxes of nuts and bolts and spare fan belts. |
[Travel | $20.00 [ Tax to fetch injured student. |
[Capital | [ |
[Other | [ |
[Total expendture [ §1310.00]

[Budget balance | $90.00 |
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This format is intended to provider you with a ‘template’ which you can hand to your
accounts person when requested the required summarised information relating to
courses. This may or may not be a practical solution!

4.2 List of courses

This time there are four possible choices to make, as shown below.

List of courses

Include assessments
" ez

(s Mo

Include course comments
o Yes
™ No

Include 'tick boxes'

" Yes
* No

Sart list by

f» Courze fitle
" Course code

(" Start date

Generate list

You may or may not wish to include assessments in your list.

You may or may not wish to include course comments in your list.

You may or may not wish to include ‘tick boxes’ in your list.

You may have the list sorted according to any of the three possibilities shown.

The example below includes assessments and comments and is sorted on the course
title.
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Worsfold Demonstration 07112/ List of courses
o [Code | n H
gn'nml Anatomy faapor | ]

Uit Tales Coda [Version [Lovel |Credts |Provider |Locn | Domeain
Locate and id entify deer 4514 |4 i 2 BT35 g Slaughtar and
Locate and dentify goat 4620 |4 1 F ET35 5 S aughiter an
cg_-.i' Eﬁm Coda | Provider {gm
Fenon your beast WE | Bandige Game Packis 16735
Bendwpo Game Packasrs ate afferng thes course provided we can get & tskers. To be hald on Mondays from

Automotive Engineering [AEGGT  [03/04rz006  |05M7/2006 bz}
Uit Tifes _ Code [Version | redis | [Locn |
Service B0 aulnmotve battery (233 |8 2 F. [ E 3 Fatomotive
Sarvice aulomotve coolng_ [236 17 2 : g818___ |3 Engne Rapars
Ramove and repdace wheals | 238 T 2 2 EELE 3 Tyres

lemonatiate knowlecge of (240 (3 2 3 £E43 K] Futomotive |

Hald 31 Qunstan botors o0 Tyesday afternoons

[FirstAid [FAROT _ [0a/0477006  [oGmaizo06 | [F3]

[Code | Provicer [ Code

First Ad for ners [FAL 5. John | 8765
Hakd m the Iocal & John room s every Wednesday aftamoon

There is a wide range of possible formats, so have a play with the settings to identify
that which provides you with the version which you find most useful.

4.3 Student lists

This time there are only two decisions to make — how much information you wish to
have included in your list and how you wish the lists to be sorted.

List of students

— Inchude in ligt
" Mames and years anly
i+ |nclude courses

Include courzes
and achievements

— Order students by
 Mame
* “Year level

Generate list

The example shows a couple of students with all information shown.
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jul 12 Autornotive Engineering 233 wi lev? A Cr2
Male Maari 236 i Lev? M
238 i Lev? A Cr2
240 w8 lev? A Cr3
Total credits gained 7
Male Maari
Total credits gained 0
fnes 12 Automotive Engineering 233 w8 Lev? A Cr2
Male European 236 w8 Lev? A Crd
238 i Lev? A Cr2
240 wd Lev? M
Total credits gained g
Female Maori
Total credits gained 0
Female European
Total credits gained 0

4.3 Funding report form

Here there are no choices. You get the lot, every time! There is just a single button

MOE Funding report form

Generate return

.. which you click to produce the report. If you have not yet confirmed all four of the
income budgets for the year then the following message will be displayed.

star L x|

M.B. Mot all of the four income amounts for the year have yet been confimed.
Please do NOT submit MOE report forns while this is the case.
Awaming has been added to the submission fom.

Click *OK" and you will proceed to generate the report. During the process a variety
of checks is made on the data and any faults found will be reported via a message,
an example of which is shown below.
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A total of 2 fault(s) were found during the preparation of this repart.
You should MOT submit your returns until these have been repaired.

A total of 4 courses without assessments were found during the preparation of this report.
Do you wish to have a list of these printed?

You will notice that there are two types of errors.

a) ‘Crucial’ or ‘Fatal’ errors the occurrence of which should prevent you from sending
in your returns until they have been repaired. An example of such an error is a
missing provider for a unit standard or other assessment.

b) *Non-crucial’ errors which would not stop you from submitting your returns. An
example of such an error is a course which had no assessments — neither unit
standards nor other assessments.

N.B. Financial details for courses excluded via the second type of error ARE included
in the financial summary which forms part of the returns.

The various pages of the report are reproduced, in a reduced format, below.

Page 1 : The school details page.

SECONDARY TERTIARY ALIGHMMEMNT RESOURCE {STAR) FUNDING REPORT
FORM: PARTS A, B AND C {The 2008 version)

Advice regarding the Secondary Tertlary Alignment Res ource ( STAR) Funding Report Form:

ligomen: Rewuece STAR) Snding
e maed doe the puspeds intended

This foers. iv for the wia of secondary, co
Eack yasr sehools asa regsired io mainta

i and apecial schoel boardy that receive Tecondary Tertiany A
3 fiodrs b conSem that Crown fends allocamd for STAR havw

Further Information and Help

Facthar information on 3TAR fonding can b found a1

» The Fumding Srafimg and illswanie: Hamdboobn v o misvds pavinripom seos seinphsndback

= The Reoercing Divivion Contact Ceaze: Frcan Fax Emal
(Card 63 3383 (4) 4638374 eevourcing Faniseds, povtnz

School Mo : 225 School Name : Worsfold Demonstration 07/12/
This report onthe use of the STAR in 2006 is a2 true and accurate record of the use of the resource.

Mame of pringipal | __ MHame of coardinater

Contact email 3nd phone number for the coordinator - Ph Email

Signatere of principal Swgnatere of coordinator . ___

BT e gt Ere
— e g ORI R Printed using ¥iorsfold SoReare Lids STAR coltware
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It is intended to have the various school details automatically filled in on the first
page in an upcoming release.

Page 2 : Courses involving unit standards

STAR 2007 PROGRAMME PARTA: STUDENT ACHIEVEMENT WHERE THERE ARE UNIT STANDARDS
(Please complete one line for each courselexperience offered. Add more lines i needed.)
_ Total | Towl | Length _ _
_ - No. of Uit Standard CoursesfExperiences Provider
CoursesExpericaces Domain studeats | Bumberfs) {Levels :;ﬁ'_ z::: c:,“ pw:ipder Humber
Adwenturs Caresr VeiDr Saruces a 18238 Ver 1 Levi ] 8 24 Cpit T3
P R R e Fre 5
2
] ] 24 weion oollege BEES
1 2 T |Aememy 7]
1 2
2 [3 AVONMORE 2T
2 [
0 ] 20 Academmy 258
1 3 Eimnmor =
Z
2 4
4 8 Aypnmors 86T
4 ]
Showing at the bottom :

I OIS ] Il ] ] Il ] ]

[ | Tomi= 2 [ 24 1

Grand Totals

[ 1 | [ 55 ] [ 8 [ 117 ] | Met number of providers | 7

[ [ Het students 45 ] [ [ | [ [

Page 3 : Courses involving ‘Other achievements’

STAR 2007 PROGRAMME PARTB: STUDENTACHIEVEMENT WHERE THERE ARE OTHER ASSESSMENTS

{Please complete one line for each courselexperience offered. Add more lines f needed.}

Hember of Certificates or olher Hum ber of Lemgth of N
CoursesExperien ces stadents catcomes mdudimg sadents | the Course || Frovider
in comrse working towards achieving (ln howrs) Hum beer
krperience wnit standards 1) outcom &
Introduction to Ineror Design 8 Introduchon o Interior design D 18
Tosls 0
Grand Totals

1 [ I 1 I I I ] MNet number of Providers 1
[ tlet students | B | | I |
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Page 4 : Overall Summary Information

This report provides quite a lot of overall summary detail regarding your courses. In
the example below the *full school” information is shown on the right hand side of the
first of the two tables. This information will only be available if you are linked to
either MUSAC or Kamar.

STAR 2007 PROGRAMME PARTS A & B: SUMMARY INFORMATION

Overall summ ary information

Table 1 Students by Gender and Ethnicity

Student Group Student assif=d by STAR Totsl School Roll {Star sss isted years only (3)) |
sk Famale Total [ED] Fermale Totsl
No. % (1) Ne. % Na. % No. % (2} No % No. %

Year 11 3 1.85 5 T.48 ] 3.82 154 89.68 a7 30.22 221 100.00
Year 12 14 11.11 3 13.24 23 11.88 128 84.95 &5 35.05 124 | 100,00
‘e 12 5] 3.28 15 17.85 21 .84 183 88.28 85 31.72 268 100,00
European 182 9.88 2 25877 40 14.87 198 T2.88 73 27.14 268 | 100.00
Iiaori 2 1.05 4 258 ] 203 181 84.75 104 35.25 285 | 100.00
Pasifiks 2 £.50 3 23.08 5 11.90 29 89.05 13 30.95 42 100,00
Asian 0.00 1 5.00 1 1.92 32 81.54 20 25.48 52 100,00
Total 23 4.97 29 13.18 52 761 453 67.79 220 32 683 | 100.00

(1) Percentages on the left hand s ide of the tsble sre calculsted a3 proportions of the same group ontheright hand side
{2y Percentages on theright hand side of the tasble are calculated as proportions of the total number of s tudents in therow conoarned.
{2 Only those years for which there are s tudents sss istend by Star are s hown.

Table 2 Global Statistics

1 MNet number of courses /experiences 20

2 |Total number of enrolments in courses / experiences 63

3 Met number of students taking courses / experiences 52

4 Percentage of all courses / experiences which are school-provided * 0.00
5 Percentage of all courses / experiences which are provided externally 100.00
G umber of students gaining one or more unit standard credits 54

7 [MWumber of students gaining one or more Part B outcomes 0

8 Number of unit standards being pursued 60

9 MNumber of unit standards passed 54
10 |Success rate for students pursuing unit standards 50.00
11 |Number of Part B outcomes being pursued B

12 |Number of Part B outcomes passed 0

13 |Success rate for students pursuing Part B ocutcomes 0.00
14 | Total number of outcomes { assesments being pursued 68

15 |Total number of outcomes / assessments achieved 54

16 | Overall success rate 7941
17 |MNetnumber of providers used 8

* School-provided courses are deemed to be those for whom the provider code of the first assessment is that of the school
itself.
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Page 5 : Part C : The financial record

STAR PROGRAMME PART C: FINANCIAL RECORD

Dends of vour 3TAR funding sed expendihoe net of GET

ETAR Fund=g seoeoved Foe cumvest war (A FEs ] AdmprigEiton oo (1)

10500
Staffing provded b the wchool (37 (Dewnls attacked) Fj’.‘ﬁ’l‘:"—
STAR Pundig solled over from previsen wariB) L356.00 SEI::.'!'.'N = fuppen {3 Detiis amsched) 1200
Cioerse costy. (s to enternal prividen) 12850
Coot of mattria by (1) {Details ytinched) 17350
Travel (Fvawpor 1o asd fom veauss) 110,00
Capcial sguipment 5 (Dl atacked) 6250
Oicher toats (Deads aiached) 2500
Tetal STAR fand ing available in year 2036 (4 ~ B) S10314.00 | Teal5TAR Fending Expenditure (C) 511.90
L eftiorurto be polBadl sver b mant ymar - differenics (A=FC Safd 10

Parzentage befi over

#1403

N.B. Omly 2 of the four incomes for the vear have yet been confirmed
Please do NOT submit this form while this is the case,

Explanatory motes:

LAY Iatialby thes will be the amouet recorded oo the 'Entitiement nofice’ seat 1o schools in Gotober of the pravious weas,
In Ohctebrs of dhe cureeat vz the Saee wall Rave oo be S vesn of G S0 gl ng] covments sade by e MEnktrvduainn e e

() Thin Siere o the Emoun les dey seet back o the Missvimy, Broughd Bvvand Som dor prrvicts v, Thease witis 7 o nose wan colled aver
Ttis 2 MEnisiry requirement (see Appendiz A m the STAR Handbook! Suf the ket over sobnet be rolied over, STAR 18 hgpsd mosey?

(0 Inchuding photo-copaang, Compert Dhscs, relumd office expensen

(2] The perton of B salary of & teacher. This will be docmmentsd is 3 jdurml transés % salares soproved by the STAR toordmator.
(3 Iachdimg des Comdianr, office susiinar sn e sdminiviralion wme allowenosy

{41 [nchadinp sorpe booidels, wrsie-oa pows, pad soons wadasks

I Far STAR St & daimohve Boust st

AR Fengeg Amanfem

R A L 4 B

e R g Primbect using Vorsiold Softwans Lid"s STAR softeors Pl

In the middle of the above display you will see a large warning indicating that you
have not yet confirmed the four incomes for the year. Once you have done so this

warning will not appear.

Page 6 : The comments page.

You will notice that the page above refers to a variety of costs, several of which have
the notation ‘(Details attached)’. This page provides a printout of those details. An

example of this is shown below.
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STAR Funding course by course costs details

Please include with Returns Part C

Staff costs - schoal

Course Cost | Details
Automoine Enginesnng 35.00 | Cover for 30mins at sart of course
Total 35.00

Staff costs - support

Course Cost [ Details

| Automolive Engineenng 182,00 | Support asrequired

Total 182.00

Matrials costs

Course Cost | Details

Frrst Aud 135.40 | Bandages and shngs - 1o belong to the students and notes -
lets of printed notes!

Total 136.40

Capital costs

Course Cost | Details

Aulomotive Engineenng G2 .50 | Fee far hireage of hoist

Total 62.50

4.4 Funding / costs summary

Here, again, there are no choices. You get the lot, every time! There is just a single
button.

STAR Funding summary

[Generate summary

This summary is designed to provide you with a single, one-click summary of all of
your financial information.

While the data in the example below is somewhat spurious and incomplete, please
feel the thickness and not the width. I'm sure that your own data will look a lot
more sensible.
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STAR Funding course by course analysis

{Do not mturn this shest to the Ministnyof Educston - asit & not part ofthe returns)

Income Costs
Course Budget | Students | Admin 5taff B Materials
Contrib™
Adwenture Career 000 D00 0.00 D00
Animal VWelt 000 0.00 [11] 0,00
Armed Sendoes 000 000 [17] 000
Beautcen 000 000 .00 Q.00
Beauty D00 Q00 Q00 D00
Cafs Sendoe Q00 Q00 Q00
Capeninyand 000 000 a0 Q.00
000 []1] 000 0.00
0.00 0.00 000 0,00
[ 000 000 000 000
[F 0.00 000 000 Q.00
[t 000 000 00 Q.00
[t 000 000 000 000
[ Introduction o 0.00 0.00 000 0.0
|Lesdershin 0.00 0.00 000 0.00
| Medis Bil 000 000 Q00 Q.00
0.00 0.00 000 0,00
000 000 000 000
0.00 000 000 Q.00
E 000 000 00 Q.00
| Folcs Carsars 000 000 000 000
[ Folcs Carsers 000 000 000 000
| Practcs| Frst Aid 000 000 000 0.00
T o= and Toddlers D00 Q001 14000 D00
Qierhesd costs 000 0001 000
Grand totals 0.00 000] 140.00 0.00] 13348 25
M B. The Income oolumn displays the budgeted income and & NOT (butis presumbhyrelaed o) the years bur inoome amounts.
Tolsl income a vailable {escluding stdents’ contributions) 30.00
T otsl budgeted expendre: ]
Setaskde br confingencies ]
i i 00
Currentunspent surpius o dais -1

There isa defdt ofincome over expendiure of $13009.68

4.5 Gender / Ethnicity analysis

This time you do get choices.

Gender f Ethnicity Analysis
Analysiz options

(¢ Courze by course analysiz [zeparate pages|
" Course by course analysis [all in one list]

™ Course totals anly summary

v Include each aszessment's Passed' numbers

GFenerate the summary

There are three basic formats to choose from and, with each, you can elect in
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include or exclude the ‘number of passes’ in each category. An example of one of

the formats is shown below (in two pieces — as it is in landscape format).

E thnicity European Maori Pasifika Asian
Coursel/Standard Male | Female | Total Male | Female Total Male | Female Total Male | Female
Plunk Tots and Toddlers
Standard 10021 Ver 2 3 5] ] 2 1 3 P 2
Passes 3 i} ] 1 1 2 2
Total students 3 g 9 2 1 3 2 2
Total assessments 3 i 9 2 1 3 2 2
Total passes 3 G 9 1 1 2 2
Asian Other Totals
tal Male | Female Total Male | Female Total Male | Female Total
2 5 9 14
2 4 g 12
2 5 9 14
2 5 9 14
2 4 [ 12

This concludes our discussion of the various lists available for printing. We move
now to the Utilities.
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Chapter 5

The Utilities

What's in this chapter? Page
5.1 The End-of-Year process 5.1
5.2 Export results 5.4
5.3 Making or restoring a backup 5.7
5.4 Emailing your database 5.10
5.5 Importing Classroom Manager results 5.11
5.6 Import NZQA Unit Standards 5.13

5.1 The End-of-year process

Each year the STAR Course Management package uses a different database. The
database is named according to the year, e.g. star2007.mdb

At the end of each year you must prepare for the new year by running the end-of-
year rollover process. Click on the first of the five utilities buttons :

End-cf-year
process

The following screen will appear.
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End-of-Year processes Flease read carefully

The end-otyear proceess makes a copy of your current database which can then be re-accessed
at any stage. It also allows wou to remawve entries from the current database so that wou can use it
far the new year. This process can be done at amy time but can only be done once.

hake a copy of the current database. (it will be called star2008. mdh and you will be

v . . N . .
v ahle to access it again at any time in the future.) This step is compulsory.

All students and their results will be removed from courses. Femember that you can
always return to a previous year 1o revisit the students and their results from that year.

Y'ou may ar may notwish to retain your currentyear's course definitions inta the new ywear.

Courses ¢ Retain all of this wEars courses - with their standards and/or certificates
I™ Retain the income and course budgets

I Retain the course expenditure details

M.B. Should vou retain courses then an atterpt will be made to corvert the start and end
dates to their equivalents in the new year. You map still wizsh to crozz check these to zee
that the attempt has been successful,

If deleted, you will be akle to bring hack in courses from the presious wear.

Proceed

As detailed on the illustration above, the end-of-year process involves the following :

A copy will be made of your current year’s database and it will be renamed for the
new year. (You can always return to any previous year, via the menu item ‘Select
database’ at the top of the main screen.)

The next step is to remove those entries from the database which will not apply to
the new year. This will be the names of the students, their attachment to courses,
and their results.

Next, you have the option to retain or remove the current year’s course definitions.
If you are running the same courses again the following year then this will be a
useful step as it will save you a considerable amount of time. If you do wish to retain
the current year’s course for the following year then make sure that you have ticked
the check box near the bottom left of the screen illustrated above.

You can also elect to retain the Income budgets and the individual course total
budgets.

You can also elect to retain the individual course expenditures.
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Once you are ready to proceed, click on the ‘Proceed’ button and it will all happen
remarkably quickly. A message such as that shown below will appear to confirm that
it has been done.

All dane!
The database for 2007 may be accessed via the “Select database’ menu

Now, if you go to the menu item mentioned above — to ‘Select database’ — at the top
of the main screen, you will find that you have a new choice.

.. STAR Course Manager Worsfold Dema

Help §1) Epot  Select database

" I The 2006 database r
. The 2007 databasze or

Select the new year’s database and the following question will be asked :

dar

Are you sure that you wish to switch to The 2007 database?

Mo |

Presumably you do, so click ‘Yes’. You will then be asked if you wish to make this
new year the default year i.e. the year which will be selected each time you enter
the package. At some stage you will reply ‘Yes’ to this question. This process allows
you to switch back to a previous year on a temporary basis.

Do you wish ta make this your default year?
{i.e. the year which will be active each time you enter the package)

|

Once a year has been selected it will be displayed at the top of the main screen,
thus:
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5.2 Sending results to your SMS

The second utilities button :

Send resultz to
Ch or other Skd5

... accesses a screen via which you can export your STAR data, both unit standards
and student results, in a text file which could then be accessed by your school’s
Student Management System. In the case of MUSAC a routine has already been
written in Classroom Manager which provides the facility to import this data into its
own database.

The screen involved is shown below.

Export results to Classroom Manager or another Student Management System

This ulility allows you to send afile of previoushy unsent changes (newly aftached standards
and students results) to Classioom Manager or another SRS, In T the NZ0A Utlities area will
checkforthis file and provide the opportunity o import the results into the Chd database.

Thefolowaing standards have been attached to courses and have not yet besn expoted

Code Wer  Level Creditz | Title |Provider  Location =
233 8 2 2 Service an automotive battery EG48 3
236 7 2 4 Service sutomotive cooling systems GE4B 3
238 4 2 2 Remove and replace whaels snd tyres, and 6548 3
240 g 2 3 Demenztiate knowledae of pelial fuel syster’ BE48 3
4514 4 1 2 Locate and identify deer anatomical feature: 5735 5
4523 4 1 2 Locate and identify goat anatomical features 6735 ] |
The following sudents are Laking the listed standards and these have nol pet been sxported,
Family nane First names Code |Wer Level Credit; Result Provider Locatior =
Alamazaga Jenny 4514 4 1 2H E735 B
Afamazags Jenny 4529 4 1 2.A B7 35 5
ALLEMW Danid Tipene 233 g8 2 ZA BR4B 3
ALLEM David Tipane 236 7 z 4 N o433
ALLEM David Tipane 238 7 2 24 Be48 3
ALLEMW David Tipene 241 g 2 3N (% =
Rt ALL standards and shudentz Export thez information
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This screen displays two sets of data.

a) The upper grid lists all of the unit standards attached to courses which have not
yet been submitted via a text file to your SMS. As a submission file is created each
standard is tagged so that it will not be resubmitted via a subsequent file.

b) The lower grid, in a similar manner, lists all of the students and their
achievements for unit standards. These will be required by your SMS to deliver a file
of results to the NZQA.

The name of the file is ‘starexport.txt’

If your school is using Classroom Manager then the file will be created in the cm
directory as specified via ‘Configuration’. If not then the file will be created in the
\star directory from whence it may be copied to a different location.

Note that each time a dump is made to the file the new information is appended to
that already on the file. The existing file and its contents are not replaced by a new
dump.

Once you have clicked on the button labelled ‘Export this information’ then the
process will take place and the following message will be displayed. Either :

X
Export complete

The infformation may be imported into Classmom Manager
wvig CMAdrmin / NZ0A Ltiities / ‘Attach other standards’

or

S x|
Export complete

The information is contaioned in a file named ‘starexport bd” and may be found in your \star directony

There is a button at the bottom of the screen which allows you to request a full
dump of ALL units standards and ALL student results.
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An example of a portion of the export file :

U233 8 2 2 Service an automotive battery 66483
U236 7 24 Service automotive cooling systems 66483
U238 7 2 2 Remove and replace wheels and tyres, and balance wheels 66483
U240 8 2 3 Demonstrate knowledge of petrol fuel systems 66483
U4514 4 1 2 Locate and identify deer anatomical features 67355
U4529 4 1 2 Locate and identify goat anatomical features 67355
$999900732 Afamasaga Jenny 4514 4 N67355
$999900732 Afamasaga Jenny 4529 4 A67355
5999900170 ALLEN David Tipene 233 8 A66483
$999900170 ALLEN David Tipene 236 7 N66483
$999900170 ALLEN David Tipene 238 7 A66483
$999900170 ALLEN David Tipene 240 8 N66483
5999900036 ANDERSON Bevan John William 233 8 A66483
5999900036 ANDERSON Bevan John William 236 7 A66483

The above display has been modified a little to fit onto this screen. There are two
types of records :

U records - relating to unit standards
R records — relating to students.

If your SMS does not yet have a facility to import standards and data from such a file
then you might be able to persuade your SMS developers to incorporate such a
facility. The necessary details, which you would have to supply to them. are as
follows.

U record structure :

Field Title Start position | Length
1 Record type (U) 1 1

2 Unit standard number 2 5

3 Unit standard version 7 2

4 Unit standard level 9 2

5 Unit standard credits 11 3

6 Unit standard description 14 140

7 Unit standard provider code 154 4
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8 | Unit standard provider location | 158 2 |

R record structure :

Field Title Start position | Length
1 Record type (S) 1 1

2 Student ID 2 10

3 Student family name 12 30

4 Student first names 42 30

5 Unit standard number 72 5

6 Unit standard version 77 2

7 Unit standard result 79 1

8 Unit standard provider code 80 4

9 Unit standard provider location | 84 2

N.B. The student ID will be the correct number in the case of a school using
Classroom Manager, but will be a number e.g. 999900014 for other SMS systems.

Should you wish to have your SMS provider contact the author to enable a valid ID
to be used then please encourage them to make contact via the details at the start
of this manual.

5.3 Making or restoring a backup

The third utilities button ...

Backup ¢
Restore

... leads you to the following screen :
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Backup / restore procedure [star00E mds =]
Eithes & Make a backup of " Restoe a backup
Location of = -
backup file |Se: = )
=T HLE. It iy parfecty fassble lomake
Syvbe a backup and ether take the fils
. Feoene o 3 Hoppy dizk oe email it
home, whete you may ko have
Ads and pics thiz package metabed Remember
(1] backup that, if you do wark a3t hore, then
(L] Distribation pou would have to make & backup
T Hold and homre and restore it st work
(L] Star complle betore contining
That's & I
Froceed l
Resul

Near the top of the screen are two option buttons which allow you to decide whether
it is @ backup or a restore which you are wishing to do. The screen above illustrates
the former.

a) Making a backup

Select the location for your backup file and, when ready, click ‘Proceed’. Once the
process has been completed the results will be displayed below the ‘Proceed’ button
e.g.

Proceed

Fiesult Backup file created
Length of backup file ; 1883382
bites

Note the message in the green box on the screen :

N.B. It is perfectly feasible to make a backup and either take the file home on a
floppy disk or email it home, where you may also have this package installed.
Remember that, if you do work at home, then you would have to make a backup
at home and restore it at work before continuing.
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b) Restoring a previously made backup

Click on the second option button near the top of the screen and the restoration
process screen, shown below, will be displayed. The only difference is the inclusion
of a list of existing backups found in the nominated directory, shown at the bottom
of this screen.

Backup { restore procedure [ 1ar 2006 mdb -
Either " Make a backup o & Restoie a backup
Loz aton of = =
backup file | < J :
=P PLE. It pedectly leashble to make
= a backup and either take the fle
= home on a foppy dizk or emad it
ystar b, where you may alzo have
thiz package instaled. Remember
that, # pou do woek: at home. then
o) wouhd have to make & backup
arvd horne sred rectore it at work
before contitnang.

That'z i |

Select back fo reslore

Resut

Use the directory listing above to identify the location of the backup file which you
wish to restore, and click ‘That’s it” when you have done so. Any backups found in
that location will be listed below.

Select the backup file which you wish to restore and click on the ‘Proceed’ button.
The backup will be unpacked and restored to your \star directory and the information
concerning this will be displayed at the bottom of the screen. An example of such a
message is shown below.

Result Database file : star2006. mdb
restared
Length = 98071 728 bytes
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5.4 Emailing your database to Worsfold Software

Should you experience a problem with the package then it may be necessary to
forward a copy of your database to Worsfold Software Ltd to enable the exact cause
to be identified and corrected. The need for this step will be decided through
discussion with the author. Should it be necessary then click on the button :

Errail databasze

... and the following screen will be displayed :

Thig process may be used to email & copy of vour database to Worsiold Software Lid,
Maturafhy. all infarmation contained therein is treatad with the the strictest confiderice.

ACEOmpEnANG Messape |
[Use CHHErtes bo mave plackell
diowen & )

Send the eenal to \Worshold Software Lid

All that you should be required to do is to enter a suitable message (e.g. Please
check out Automotive Engineering as I have 5 standards attached but only four are
appearing on the spreadsheet) and click on the ‘Send’ button.

This SHOULD take you to your email software, with a zipped file named using your
school name and ending in .rhb as an attachment.

A message concerning this will be shown :

Please note that, as vou amive in your émail program, the file
stardb zip should be included a= an attachment

i this file is NOT attached then please attach it manually.
The file may be found inyaour “star directony.
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The process makes a copy of your database, renames it, compresses it, and sends it
as an attachment to your email program. In testing, I have sometimes found that
the process of attaching the zip file can be somewhat unreliable. It's success
depends on the settings for your email program. Should all go well then the screen
should appear as e.g. :

e B Moew e Forral o Toch  Table Wi - Heb
T Attach a3 Adots B

ke a2 T RaOEmag 39
15end | fl - IR A ¥ B Y| 2 Ooona = | HTML
EEY randdutier Bnarades neting
¥ Cein

b B
Subert: Ernadeey STAR databus
Attachi. .. et 2 MED

Pear Bory Plagss check out Autemative Enginesning 45 | have 5 standards altached but anly four are appeanng on the sfeadshes can i
40T Thanksdane

Note the attachment - stardb.zip - to which the arrow is pointing above.

Note also that your lovely message did not come through with line feeds. You might
like to adjust that before sending.... But its not essential. What IS essential is the
attachment. If there is no attachment then please attach the zip file which will be
named ‘stardb.zip” and will be found in your \star directory. To attach it click on the
paper clip icon and navigate to the \star directory.

My experience of many years with databases suggests that the arrival of a backup
usually makes solving a particular problem relatively simple.

5.5 Importing results from Classroom Manager

If you school is using MUSAC's Classroom Manager then this button will be visible.

Impork Ch results

The purpose of this utility is to update your star database with any relevant results
already held in your school’s cm database. It is possible that, prior to using this
package, your school had manually attached particular unit standards to students
and had already entered results. If this was the case then these results would be
displayed on the screen ready for importation into your star database.

The utilities Chapter5 - 11



Worsfold Software Ltd Star Course Management

Clicking on this button will display the following screen.

Impaort existing results from Classroom Manager

Student Code  Werson Cument resull, TM result CM Results

ALLEN, Dpsd-Tiancn 2400 ] N A

ALLEM. D e 7 H A Total resalts in STAR
BAEER, § = 8 H & : |

BAKER S 20 8 N A M“?::E h':i’:;“
BARER. S 233 B 1] A, remarved
BAKER. S pee) g N A frcen tie: chsplav)
EBAEER. § 240 8 N A . _
BAKER. & 240 f H A Results nol }"E'I e ]
BEECH. . tet 240 ] H A [These have also been removead
GRIMES : ) B H & - these should be exporled
GEIMES, A P 7 M A s the epror Uiilly)
HaMMOH hon 2% 7 H A

HAMM O No—ocrmmromyton 233 g H A Importable results -0

Import theze resulls fom Ch

Differing results - 13

Update thesa racills fnom CM

The information displayed indicates that there were 93 results in the database which
already matched those in CM and that these have not been displayed. Further, there
were NO results in the STAR database which had not already been imported into cm.

It did find 13 results which differed between CM and STAR. The existing results and
the new results are displayed in the table.

To have these changes made to your star database click on the button labelled
‘Update these results from CM'.

Similarly, had there been any results in cm for which there were NO entries in STAR
then your would have been able to import these.

5.6 Import the latest Unit Standards from NZQA

Each release of this package will include the current version of the file of unit
standards provided by NZQA. This utility is used to import standards from this file
directly into the database so that they are then available for connection to courses.

The screen for the process is shown below. Listed on the screen are the excluded
domains. Unit standards from these domains will not be imported as they cannot be
attached to STAR courses.
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Import the latest unit standards from NZQA

To carmy out thiz process you must have obtained the file 'standards'tst’ from NZ0QA, This process
will extract the latest wersions of unitz standards from that file into your star databaze.

Flease ensure that the file ‘standardz'tat’ fram NZ04 has been copied into your hstar directory.

The file 'standards.tct' dated 17/05/2007 has been found in your star directory.

Proceed ta import unit standards

Flease note : This process will take a
Please nate that during the import process the left hand few minutes to import owver 50,000
list may appear to freeze. The process is still proceeding. wersions of the units standards.

Excluded domains

Standards in the following domains will NOT be
imported and will MOT be available to be included
in 5TAR courses.

Datice Chareography A
Dance Choreography

Dance Performance

Datice Perspectives

Dirama Creation

Dirama Performance

Drama Studies

td aking Music

Fuzic Studies

tusic Technology

Art Histary

Practical Art

Accounting | Genenic

Text and Infarmation Management | Generic

To import the new standards, click on the ‘Proceed to import unit standards’ button
and the process will occur quite rapidly.
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Chapter 6

Using the web site

What's in this chapter? Page

6.1 Using the Worsfold Software web site 6.1

6.1 Using the Worsfold Software web site

Early in 2005 a web site was established to enable users of the Worsfold Software
packages to stay up to date with both the latest enhancements and the latest
version.

If, for some reason, you discover a fault in the software then please check the web
site first. It may very well be that others have discovered it before you and it has
already been rectified and made available.

The name of the web site is : www.worsfoldsoftware.co.nz

The ‘Home' page is shown below.
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File Tools

Qe - O

Edt  Wiew Faworites

Coming soon

1st March

n1.014

22nd February

P
&) Done

.3/ {ome - Microsoftdnternet fxplorer:

|i|] @ l, /-'Search 5.7 Favorites 4) i

Address | &] hitpiffvm warsfoldsoftware, co.nzf

Help

FE

Worsfold Software Ltd

Welcome to the web site of Worsfold Software Ltd

Worsfold Software was established in 2003 and is currently involved sclely m the development and support of software
products,

The main package currently available is 'Community Education' which is used by over thirty centres throughout New
Zealand for the management of their classes

Other packages have also been developed, among them being 'SeniorlTet!, which is a package similar to Community
Education, used to manage a Semorldet club, where semor citizens pursue a variety of classes.

The business is alss wery able te design and construct software selutiens for these seeking small to medinm sclutions for
businesses, clubs, and mdividuals throughout Mew Zealand. If you have a problem of any sort, which is able to bie solved
using a computer program, then please do not hesitate to contact us

# nternat

Users of Star 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.

NEW PRODUCT

Announcing -

TAR

A package to manage a school's
STAR courses.

16th October
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See the notes concerning it

Go straight to download

'How do download' instructions

At the top of the screen are some buttons....

.. and, while you are welcome to browse them all, the one of most interest to STAR
users is the first : Products, which leads to the Products page, shown below.

[ iome Y conminiyea 1 STAR

Worsfold Software Ltd

Community Education is designed t

The third button on this screen takes you to the STAR page, shown below.
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Worsfold Software Ltd

Star
Course
Manager

Cost of the package : 2006/7 : $95 + G.8.T. plus $75.00 + G.8.T. per vear User Group support
View,broghure) View The STAR brochure page
‘W Read about the latest changes to the package
WJ Download the latest version or the manual
Q) (reder the markans far v sehonl

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.

Star
Course

Manager

. Worsfold Software Ltd

Version 1.1.1 Released 15th October 2006 2240089 ¢he new version here
Latest changes to Worsfold Software’s STAR Course Management software
There are no extra notes fo date, as this is the first release of the package.

Retum here from time to time to read about the latest enhancements.

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.
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‘A CE Notes - Microsoft Internet Explorer

Edit  Miew Favorites Tools  Help

Mew

Qpen... k40
Edit with Microsoft Office FrontPage

Save Chrl+5
Save As...

Search

_nokes

Page Setup...
Prink. .. Ckrl+P
Prink Preview. .,

Send
Import and Export...

Properties
Wark OFfline
Close

The other link of particular interest in that which accesses the download screen. This
is available via both the link on the STAR screen and the link on the notes screen.

The download screen appears as shown below.

Worsfold Software Ltd

-

The download required is the second one — the latest version of the program file.
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The link in blue towards the top of this area provides full instructions on how to
process the download. These instructions are reproduced here:

Worsfold Software Ltd

-

How to install from the download (in three easy steps!)

1. Exit from the package if it is currently running.

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.

x|

Do you want to open or save this file?

:@ ] Mame: starzip
Tvpe: Windp Fle, 382 KB

From: - C:\Documents and Seﬂings\ﬂury\M}r_ Documents M.

Qpen Save

v Alwavs ask before opening this type of file

harm your computer. i vou do not trust the source, do not open or

@ YWi'hile files from the Intemet can be useful, some files can potentialh
save this file. Vihat's the nslc?

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 star.zip. When you double-click on it, it will open into 'Winzip', as shown
below.
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[Twpe - [ Modfied [
Application 14/10/2006 7:28 am.

Folder

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

Exract - C:ADocuments and Settings\Rornv\Deskiop'\star #ip

E_-dmdto: ]C:\Pr@gmm Files"star _'i 3@_" g
=1 i | aj Reaistry Cleaner E

5:“;. SmantFTP Client 2.0
I SmartFTP Setup Files

s
&
o T ™ Open Explorer window
o ?;@ e [EEs |

C Hesinfchve: [

If you do now know where your \star 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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2]x]

General Shortcut lCompaﬂbiIityl

if star

{Ed

Target type: Application

Tanget location: star

Tanget:

Start in: |C:‘-:atar

Shortcut key: |N0ne

Bun: | MNormal window j
Comment: |

Find Tanget... | Change lcon ... Advanced. .. |

oK | Cancel

Copy and paste, or simply type, the target (e.g. c:\star) 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. star2005.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.

This brings us to the end of the manual.

Please feel free to contact the author to suggest enhancements to the package
and/or the manual.

Contact details :

Phone 03 449 2094

The utilities Chapter 6 -8



Worsfold Software Ltd Star Course Management

Email : randcbutler@paradise.net.nz
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