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Support Resources

This guidetouches upon the basic concepts and procedures neededuarissgel ighthouse Please
refer to the online help system for specific information about each part of the program.

How to Get On-Line Help

The Help system contains several efficient methods to answer your questions about the program. Press F
from anywhere in the program to displéne onrline help systemTo display topics for a keyword, type the
word or phrase in the Index tab. If that does not find what you need, switch to the Search tab and type yol
search text. You may browse the entire contents ofdlpedocumentation by switching to the Content tab
and browsing through the various books and pages.

Get Up-to-Date Information on our Website

Visit our website atvww.surfsidesoftware.comwfor the most ugo-date information about this product.
You mayfind answer to common question, updates and other documents there that will help to answer
your questions.

Keep Your Program Up-to-Date

Surfsidelighthousehas an automatigpdate feature that allows it to acquire maintenance updates at any
time. To ensure that you are using the most current version of the program, iHatptheCheck for
Product Updatesfunction at least once a week.

Contact our Technical Support Staff

Our technicians are available between the hoursO®&@m.and 4:@ p.m. Monday through Friday,
Eastern time.

5 PhoneB800-94290080r 508255107971 the SurfsideLighthousehotline is aiextension 240

6 Fax: 5082559520

Your first ninety-days of technical suppaoatefree with the purchase of the program. After that period ends,
it is necessary to purchase an Alntensive Careo
information.

Email our Technical Support Stéf

Email supports available virtually 24 hours a day. Our technicians usually respond very quickly but will
always respond to youwugstion within one business dayypically much faster than that, though.

6 Email: support@surfsidesoftware.com
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Surfside Lighthouse

Student Information System
Version 15

© Copyright 20092016, 2017 Surfside Lighthouse Group, Inc.
PortionsO Copyright 19882008 Surfside Softwarglnc.

All Rights Reserved

Introduction

Welcome to the next generation of school administrative software! We are delighted to inBadsitelighthouse’ the latest
step in @ overthirty yeartraditionof the best in school administrative computing.

In 1981The ClasHier started a revolution that forever changed the way schools manage their stéaddlotging in close
succession, the creatorsTdfe Classifieintroduced software for managing report cards, tracking student attendance, building
transcripts and foridomating many other administrative tasks. For the past tWieatyyears the keepers of this flame have
lovingly crafted this family of administrative software through over sixteen generations of development.

The newest edition of this tirtested prodct line offers the solid reliability schools expect from Surfside along with an
unparalleled easef-use and feature set that makes this the very best, most powerful edition our software ever!

SurfsideLighthouseincludes a master scheduler that is podereb y S u r f sCladsHfiérschegubng enyireea complete

scheduling software package designed to manage the otherwise tedious task of building a master schedule and student schedules
for your school.Lighthousealso includes a student databastralance tracking system, discipline contact manager, report
card/progress report generator, historical transcript buitg&lth records manageplidance counselor contact tracker and teacher
access system. It also includes an optional capabilitptow ad sel ected student data to MySt
student data access systén.optionalLighthouseTeacher Gradeboois also offered.

In addition to this manuagurfsideLighthousé extensive help system has completeina documatationfor reference on any
part of the program discussed here. We recommend that you use the help system to supplement the infotaiaohherein

Licensing Information - This version ofSurfsideLighthouses shipped on a single GROM. This sftware product is

copyrighted, with all rights reserved by Surfside Software/SurfsiglehouseGroup, Inc. The distribution and sale of this

product are intended for the usetloé original purchaser onlyCopying, duplicating, selling or otherwisetdisuting this product
without the express written permission of Surfside Software/SurfsihthouseGroup, Inc. constitute violations of United States
copyright laws and are hereby expressly forbidden. The program is lidensese in me school office or department. School
districts orinstitutionswishing to use.ighthousein several buildings or departments must purchase a copy for each location. We
offer a generous quantity discoyprbgram- please call us for details.

Warranty - Surfside Software/SurfsideghthouseGroup, Inc. warrants that ttf®urfsideLighthousegprogram CDROM media is
free from defects in material and workmanship, assuming normal use, for a perigtydB0)i days from the date of purchase. If
a defect occurs during this period, you may return the disk to Surfside Software/Suighit®useGroup, Inc. with a dated

proof of purchase where it will be replaced free of charge. Except as specificafigaul in this warranty, there are no other
warranties, express or implied, including but not limited to, any implied warranties of merchantability or fithess foulapart
purpose. In no event shall Surfside Software/SurflsigbthouseGroup, Inc. le liable for loss of profits or benefits, indirect,
special, consequential, or other similar damages arising out of any breach of this warranty or otherwise.

Important Reminder 7 The SurfsideLighthousestudent information system manages important ansitbendata. Both
computers and their operators make mistakes. Please proofread all output carefully before it is published or distituipd. B
your data frequently.
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Whaté& New in Version B?

User-Definable Student Data Tabs

Far and awagur most highly requested feature, the Student List now has the abitiyptse which data

fields to display, organize them into logical groupings, change their order, and bsing} this system

users camcreate tabs to contain logical sets of data fields, suahtas with fields for new students, a tab
containing onlythe most common data entry fields,one with only those fields pertinent to the athletic
director.

Within eachtab fields can be addestmoved and rearranged. Thedestaupport full editing ability

including cut / copy / paste, multie vel wundo, and a Al ookupo funct.i
entryandoy presenting a |ist of val uédwelasyoufumptmteed i n
original tab that contains the selected field (i.e. the State ID field is located in the Demographics tab). And
finally, a ALiIisto feature takes all of the fiel
muli-st udent fAspreadsheeto view in order to quickl
at once.

Each Lighthouse user account manages their own tab and field definitions, so each user can maintain his
her own set of fields no matter whioetworked computer they are using. A virtually unlimited number of
tabs can be created, and each tab can contain as many data fields as desired. The same data field can b
added to multiple tabs if desiretdacsolnherim@itiyp
a ANew Student Fieldso tab.

Enhanced AListo displays

The list of students in the Student List, and the list of courses in the Course List, have both been enhance
provide additional functionality and enhance the user itfitea c e . Both |lists now s
Aforwardo functionality allowing quick and conv
have had its toolbar redesigned for more intuitive and convenient access to its commands.

Billing System Improvements

The billing system has seen a tremendous number of improvements meant to present data aleamamd
consistent manner.

Each invoice can now be assigned a fAcategoryo,
been added tdlaw viewing of receivables totaled for each categargddition to by student.

Unapplied credits are now presented in a more consistent fashion both on screen and on reports, and
statements can now be suppressed for students with a zero balancetherens activity within the
reporting dates.

Teacher Client Improvements

The Teacher Client now has the ability to fAcopy
to quickly and easily copy one or more pieces of information theyiawing, such as to copy amsiil

address for and paste into theimail client, or copy a phone number and paste it into an Excel spreadsheet
they are creating.
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What Was New in Version 147

Improved Course Definition Screen

As one of the two most important screentighthousethe Course list display is the home of all course
related settings and functions. This screen was completely redesigned wittoestatg interface and a host
of new timesaving

features and Course List [E=B(ECR ==
func“ona“ty + MewCowse — Delete Course G Find & Print Q. Print Preview (¥ Refresh
f Improved find, - Art-
fiIt_er,_ sorting and ﬁil SITK Basic Information :
prlntlng Capabl|ltles & . @Sections Cavrze Mame Department
1 Faster and more Base S A = =]
) . ) ) - o~ Canatraints g - - I
IntUItlve naVIgatIOI'] Base 2 ourse Code EvEl rade 3pan
) Base 3 @ Links 021124 B PKPK.
1 The constraint Base 4 _
management screen| =3 BReauests Details
d i s p [ a y s { :: z: 0 (=] Roster Blacks ] Lenath ] I:iority EI Course Accessibility
Sec“ons at the same| Eengisn i L lZI ! lEI W Request and scheduls entry
. English 12 Cycles [V Frinted class rosters
tlme, SO yOU can Engish 9 v M Al V' Grade entry
more eaS"y manage German 9 \’\1:\; o ||Z Mid-term grade entry
ke 4 v v Tranzcript entry
your course - v Th
) Hisiory
constraints. New | ey s r
Hislory 9
Co;n?;an d$(é t(?fggle Ke::-:a'\‘. ng Top printed pozition prionity: |Medium El
on/o pe.rlo S Ilor Mat 1 [ Inhert students from: Mo inkeritance El I &lso include this course's students
one section, a Mem 10
sections or a t:ﬂ 2 Grades and Transcripts
selection makes this| ve: oz Ceves ams
process quicker and| *=*
. Math 4 Credits per credit-bearing marking period; |0.5 EI
easier than ever. M 5 _ . -
. ) Credit goal upon completion of courze: |05 H
1 Links can now be v P— B
added and edlted l.'j:zz 4 MNewCowss — DeleteCouwse ‘3 Find J Print |G, Print Preview £ Rehesh
more conveniently, | Mwses e
with a screen that S0 G 3T R [Joenen — l
Course Name ~ Current Requests Avai Students L1
Walks you through -s'.o-y‘N‘ @SECUOV‘S Student scheduled Student Class *
the proCeSS. :iﬂ‘: ;2 \x' Canstraints Barnes, Joe Sec 1@ 1(Fall) Adams, Terry 12
st utter, Jean ec 1@ 1 (Fal) Barbatos, Juan A 12
1 Student request management o == Qui | Tt e omes e 2
the course level was expanded o B et Buttler,Jean 12
significantly. Available students| v« [BlRcssf] uecon, ram Scte 16 T
can b e mar k eahd ::,:i Norris, Dixie Sec 1@ 1 (Fal) Glass, Tom '
starred students can then be | 2. o e e e
o Tuart, Cory Sec 1@ 1 (Fall) L RIELE
added to any subsequent cours( 7. et o it shveon,Mara 12
H H Music 7 Masten, Ted 12
with the click of a button or bse2 A
keypress. Additionally, the 3 Thomas, Paulaa 12 v
students who are selecting a e ey cory | | | o
glven Cours N C a n b e n i?;_ # Requests # Scheduled # Mot Scheduled
pastedo into afs=: K ! 0
Readina 1 &
54 courses

1U
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These features make it much easier to enter large batches of student requests.
1 A new roster

Course List EIE - H
+ MHewCowse — DeleteCouse 4 Find (5§ Fint |3, Print Preview §F Refresh dlsp!ay IIStS eaCh

- Music 5 - section and alll
FEITR  [Coews semesters at the
Course Name -~ Fall Spring H
tstory 10 F! Sectins Section 1 - Period: 4 Sam'e Fl me, .
: z:: 2 &f Constraints Johnsan, Jermy Johnsan, Jemy provld | ng a q u |Ck
= e e overview of
o8 i e et Fom students scheded
Mah 11 E Parker, Cindy Parker, Cindy |nt0 entl re Cou I'SES
Bahiiz Themas, Paula Tharmas, Paula .
:ﬂ f Tuart, Cory Tuart, Cory InStead Of One
= Section and one
e White, Nancy white, Nancy semester at a time.
— The Print Preview
::z:i # Sa;:linns Total ?;udenls Secli?? Max Se[:li]n]n Min Saclin]n]A;elage b utto n g e n e rates an
e — instant roster
S suitable for

printing. New

statistics display the total, max, min and average number of students across each section.

Improved cursor tracking on data entry fields

Many forms inLighthousecontain more information than can fit on a single screen. Tabbing between fields
now ensures that the currently selected field remains visible and will scroll into view if it is offitlle vis

surace of the form, Bewew %

L. . Paste Requests Select the student: ahd optiohs to which the zelected requests will be copied
Memory optimizations and

performance tuning

Student szelection:

A new form management system - . .dents

was implemented in V14 to help |~ sive students oniy

prevent memory leaks, which car & pne glass 12 =]
cause systems to slow down the |~ c.iocted students

longer a program is running.
Many additional performance
tweds and optimizations have | Ootiens
been made througholighthouse

Cancel

7 comrzses will be pasted

14 students selected

X i - Paste Method:
to keep thlngS runmng ina * Append the copied requests onto a student's existing requests without creating duplicates
SmOOth, efficient manner. " Append the copied requests onto a student's existing requests, duplicates allowed

" Dwenwrite the student's existing requests with the requests being pasted

St u d ent Re q Ue s t|l Donaotexcesd the specilied number of blocks warth of requests on a student's record

Function Mawimum blocks: |0

Student request entry can be a - : P,
- R azhing requests can affect many students and result in a large amount of request information being modified.
tlme-consumlng task, however thi Thiz process cannot be un-done. Fleasze be sure to verify settings before clicking OF.

11
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new functionality in V14 makes this proseguick and easy.

The Requests tab of the student |ist offers enha
select group of courses from one student and paste those courses onto another student. In addition to this
standard copy/pastefnct i on, the new fiPaste Todo function | et
studentd such as an entire grade level, students that you select manually or any group of students that can
be selected with a filter whomrsei tliacn nuwacne as gt eta

Settings for this bulk paste operation can preve
requests, or ensure that all students end up with the same set of course requests, regardless o§ any course
they might have previously been requesting. A maximum number of blocks (semesters) worth of course
requests can also be defined, preventing the overloading of courses onto any particular student.

New Printed Schedule Format

Surfside Academv Schedule
. . - i B;qu_:ratus, Juan A . ICﬂass: _1._2
Version 14 introducesawe figr i d Ficks oot mcarans: B8 23

schedule. This format is especially usefu s it e uma: §
for multi-cycle schedules, where multiple| ~ Fall ; § . i
dayS Of the Week are defined and a - Sclﬂll:\ﬂ_ll:i: Sdenr;il‘.:l: Sclﬂmﬂ_ﬂ:l: Sl:lenm_il:l: Sclﬂlr_\e_ﬂ:l:
- - 1 Chask ek Chask Oheak Chask
different set of courses can exist on each e = 1
day Of th e Week. 2 Eﬂnlalii_l::f‘- [ EWBI:!::;-_! 13 ml!‘ih::l m Ell-ll';'::eﬂ 1) EMI!T:—.:': 1
103 13 103 113 103
3 Music 5 (1) Music 5 [1) Musk 5 1) Mudcs [1) Musikc 5 [1)
2 Nh.ls-lnc'[m;ﬂ'\l 1 MI.E-:: Tll_ﬂ:-nl i Nlli: 'I:Ilscnl L ms:: 'I:Il_ﬂ'lnl 1) m::ww 1
Spring
Berimt b} 1 w ™ E
HI::II'_‘! 1_2_‘. (k] I-Isbol:l: 1:1_ {12 HI::I:I'_[!_ 1_2_‘. {1 Hlsbol:li 1_1_ {1) I-Is:cr_ll_ 1_% {13
! e B e B Et
e M et - et
105 1as 105 135 105
3 Music 5 (1) Music 5 [1) Musk 5 1) Mudcs [1) Musikc 5 [1)
| MescTmein | My | Musc oy 0 | MescThsmy (| Medg sy

IT you have an guestions conc=ming your student’s schedule pleas= contact the school offio= at [B0D)542-

2008
4/12/2016 16:12

12
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What Was New in Version 13?

Track Prospective Students

Lighthouseincludes a system for managing and tracking potential students. Highlights include:

E

Tracks basic demographic data and contact info

Tracks contacts with prospects

Generates letters

Transfers data to student record upon enrollment

Works with Queryaol to generate nearly any report or export you might need. .

Skills/Standards-Based Report Card

Version 13 brings with it a significant upgrade to the report card syisteskills or standardsased report
card. Key features of the new report cardesysinclude:

T

T
T
T

Design and manage a flexible skills or standards system with groups askillsub
Multiple grading scales can be defined, with each group assigned to a grading scale.
Skills may be defined to indicate to which grade level(s) they applyt@meby-term basis.

Skills/standards system maintains its own set of grading terms, with each term able to be active/inactiv
for data entry.

Students may be assigned one or more teachers
name appeang on the report card.

Data entry is quick and easy, with midglect, spreadshestyle entry allowing the most common grade
to be filled in for all selected skilisthen spotediting those that differ.

I ncludes an auxil i amseLit @t hnhses seledulngsystasit assigns t  d «
teachers to students, balancing out race, gender, class. The auxiliary tool would be especially appropr
for elementary schools in your district.

Upgraded Billing System

The student billing systemeceived several critical improvements:

T

Ability to define Acharge codeso on a grade | ¢
apply the appropriate charges for each student.

13
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What Was New in Version 127

New Email System

Lighthouseoffers a powerful, systeiwide email function. The following major reports can be mass
emailed directly to parents and students:

&= Student Report Cards - Dis‘tgjbute Email Settings @
Student schedules Configure Email Settings These settings wil be used to contal how emils are sert
Report cards
Progress reports
Transcripts

Email To: [ Studert's email [ Parents' home emall [ Parents' work email

Sl Student Report Cards

= =4 =4 9

Flease sign and retumn the attached PDF report card no later than barch 15th,

Thank you/

Individual studenbased reports from the student list| "=
screen (pnt preview) and emailed directly to the
individual student and parents. It features a user | Atashment: [ Password protect FOF aftachment  Password:
interface that offers quick access to the email You will have a chance to confitm or cancel before (et | |
addresses of both the student and parent. the emalls are actually sen - =

Preference settings allow users to confidLighthouseto select onefeseveral methods of sending emails.
These include MAPI (which tries to launch the default email client), a ¢ddasdd email server and a
manual SMTP server.

Copy/Paste Function in Student List

Version 12 adds copy/paste functions to all of the Studehtabs, making management of student records
quicker and easier.

Consider, for example, a discipline event that includes several students. With the new functionality the user
creates a discipline event for one student and then simply pastes titabete records of all other students
involved.

] Student List o=
+ NewStudent — DeleteStudent ‘A, Find < Print 3 Print Preview [=] Enwelops Copy.. £ Refresh
i . Class: 2008 (age 23) - Barbatos, Juan A - v X
Mass Email Broadcast in Word A TEE Qo [
Processor G |mbhare |0 e feiorats | Dote Offerse i Folow Up
h~1 2008 '.Jc«;;ol:a:am e
The word processor inighthousewas |z, =il E R DETETON 1 den
T 2010 Tuat, Cary 1ades - emeris

upgraded to support masmailing of |z T ki e R
mail merge documents. This functior =: e g, — peee
is especially useful for sending a m iy Came
quick notificationto the entire student = s ST
body or targeted emails to sgboups | = e E
in the school such as an athletic tean z: === ‘ g
CIUb mem bersh|p or more. ;3; fr‘ﬂ‘;;;:“t’ofm’ Incidents Demerts Detentians In-schaol Out-of-schoal

232 iﬁwf e v New Interactian... Edt.. Delete ‘ Copy | Paste

27 studerts
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Multi -Select Added to Student List

Multi-select support was added to all applicable Student List tabs to support bulk opeuatioas s
deletions and copy/paste functions.

Transcript Viewer in Teacher Client

The Teacher Client now has the ability to displ
appropriate permissions.

Current Year Attendance on History Tab

Thecurrent yearo6s attendance is now displayed on
viewo of attendance all from a single screen.

Miscellaneous Enhancements

Among the less visible changes in Version 12 are:

1 The Schedule tab of the Skia t List now selects the Acurrento
preference settings are enabled.

A fix was implemented for displaying schedules of inactive students
Queries with special characters in a field (such as FullName) will now save avdtioagt incident.

= =4

What Was New in Version 117

SQL Server Suppor

Surfside Lighthousean now connect | Select your datatabase type:

to a SQL Server or SQL Express |SHL Server on 5L Express =l
database server. This enhancement {o
Li g ht hcoreidata &csess code
brings Wlth |t a” the benefits Of a Server name or 1P |[local) j v |5 SOL Express
serversidedatabase: enhanced

Cancel

. s . Authentication: SOL Authentication j
performance, reliability, scalability ang
ConneCtiVity_ Since Microsoft I zer name: tcrozsma
provides SQL Express as a free Password |
download, even those without an Database name: | Surfsidedcademy | Timeout |0 Iil

existing database server can configur
SQL Express within minutes.

(D

Werify thiz Connection. ..

Network administrators and |Tadf
will appreciate the stability of the SQL
Server platform and users will appreciate the performance enhancements of this upgrade.

15
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Please speak with our tech support staff if you have questions about how to tagimtecuseo your SQL
server or SQLExpress server implementation.

SQL Editor in Student Query

A new SQL Editor feature was added to the Student Query screen. In addition to the standard query where
you place check marks in each field you wish to include, you can now manually enter &Qun@tl query
language) using the builh editor. This important tool lets you create more powerful searches than are
possible just by using the graphical interface.

You can save, load and even attach your custom queries to the Reports menu jusbaswith standard
gueries.

Edit Class (id #: B)

Color Coded Records on Student List Screen

Clags Properties

_QK
Class Mame Grade / Export Code:
o s Student names may now be cetamded on the Student
Description YOG / Export Code 2: List screen, according to their class level. A long
10th gradders 10 requested feature, users can define a custom color for
Creditz required for graduation: Student List Color any CIaSS. A” StUdES in that ClaSS W|” be dISp|ayed
10 I on the Student List screen in the selected color. This
[~ Donot post grades for this class to student transcrpts makes It mUCh easier tO p_ercelve one CIaSS as Separate
¥ Include this class in attendance reparts broken down by class from anOther When brOWS|ng data

Un-Wei ghted GPAGs Avail able on Transcripts

Some colleges are now askingtorwe i ght ed GPAG6s to be included on
option to include this tmweighted average in addition to the standard, weighted average

New Design for Student

. o Student List @@@
LISt Screen + MWewStudent — DeleteStudent ‘X, Find = Print O PrintPreview [=] Envelops Copy
Class: 2009 (age 22) - Barbatos, Juan A - v %
This upgrade provides a £TE THHE e
Full e Oass | & All Grades

Course Mark. Effort & Conduck  Comments Teacher Wote

more consistent interface  |wmen  mo  DRemes | gacuese gz om0 ewec

Ldams, Tery Unidefined Gl Qi TOLKIN Conduct:

acrossall student tabs to O iz w o

2009 ] Attendance B2Tst3wesks o) ccey Canduct: At

ih 1 Bames, Joe 209
faCIlItate Improved Work Earows, Sandra - 2016 e This grade will be deleted - select to un-delete
ﬂ Th d 1 I Eecate, Bill M8 B 2]
Oow. e new eSIgn also Buter, Jean 2011 Ef Discipine SEMAT science 12 a0 Effort: F
e rossin, Hurter TRAY Conduct: C
minimizes data updates and|:n.. w  Hree @
. . Glass, Tom 25 5 Counsslon 04
network transmissions, @E '
H . Johrson, Jerry 2m3 Transcript
thereby improving overall = |wenws @ _ sez
WJohnson, Maria 2mz2
SyStem and network ::::;Jj:“ igz [#A iling firagos GPA: 2.:5;‘5':'|Credil:ﬂ GPA: 3.%;:::311.1“; 05
peI’fOI‘man ce. Mictleson, Pam 2009 %8 MowBrode. | Edl | Undekre |

27 students

While retaining enough of
the original structure to remain quite familiarexistingLighthouseusers, each tab of the student list has

been rewritten internally from the ground up. Each screen has been optimized for the larger video displays
that are now commonplace in school offices.

This new design touclerirtually every par of Lighthouse

16
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What Was New in Version10?

Comprehensive Data Input Validation

Version 10 implements a comprehensive data input validation system that allows you to configure the forn
of data that each field can receive. It provides users eétifack when their input does not match with the

specifications you defined for that
field.

Progress
General

Counzelar
Requests

Health
Attendance

Transcript
Scheduls

Biling

Grades Digcipling

record.

This screenshot of the student list

3  Click here to view data errors that should be comrected before saving the student

Imfio Wiew

shows an invalid phone number

outlined in red. It also shows a smal| * Pemegrsphics

exclamation item on the

Demographics, Contact and User Parents
Fields tabs indicating those screens #  UserFieids
contain data entry errors. Note that Ervaliment
there is a new preference setting in Programs

Version 10 to allow all tabs to be
loaded when the student record is
retrieved, instead of loading each tak
as needed when the user clicks the
tab. If the setting is off the fields on
each tab are validated only when the
user clicks the tab and the data is loaded.

Language/Status
Testing
Tranzpartation

Motes

'ﬂ' Data Entry Errors Q@@

Present Address —
Address
333 Paloma Circle

Citp State Zip Code County
Vamouth Pot |M&  «| (02675 | ]
Regular Phone Numbers

Phonel Phaore Marme 1 Cel

3951234

Phone? Phone Name 2 Fan

EMail

pthomnas@eurfzide. com

At the top of the screen is another
red exclamation point along with the

Tab Field Walue Errar

. Muzt be a valid social zecunty number in
* Demographics  55Num the format H HHit# HEHE [requied)
¥ Contact Phonet DI | e
¥ UserFields  Doctor's Phone_Number GG5-4444 s o2 Bhate number in the fomat
Errors: 3

text "Click here to view data
errorseé" whichm i s
there are data entry errors on the
student's record. Clicking anywhere
in the box brings up an error screen
showing the details of each error,
which tab it is on and any help text

associated with the field.

Auto Format

Each field validation can fieed an "auto format" entry, which can take otherwise valid input and coerce it
into a slightly different format. For example, a valid phone number e2568.120 might be converted
into (508)2551120 by an autéormat expression. If a field has an@frmat expression defined for it, the

17
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text that the user types will be converted after the user moves out of the field by either tabbing to a new field
or clicking elsewhere on the screen.

Input Validation Designer

The new Input Validation Designer $eyou configure each field by choosing from ageéined list of
formats or by han@ntering your custom regular expression syntax. Each field can be configured as a
required or optional field. You can set an afdomat expression that will attempt torneert valid input into
a predefined format.

The input validation designer is accessed via the Field Management screen. The toolbar cdnfains an
Validation...button that opens the designer.

DeSigner LayOUt B Field Manager EEJE|

The input validation designer el Save -+ MewField — DeleteChecked = Print £3 FReOrder & InputValidation...
screen pesents a list of all
available fields at the bottom of

User Created All Fields

. ) Delete |Mame / Caption Type Size | Teachertisible | Hide #
the screen. When a field is [ Amount_Owed &rmount_Owed Text 0 O
SeleCted’ the upper half of the [ Amountdwed &rmountdwed Currency 0 O
S.Creen shows the Settlngs for tha [ Dentist's_Phone_Mumber  Dentist's_Phone_Mumber  Test 0 O
fleld' You can qUICkly |0cate a O Doctor's_Phone_Mumber  Doctor's_Phone_Mumber  Text 0 O v
field by clicking anywhere in the | |« 5

Field column of the bottom grid
and tying the first few letters of
the name you are trying to find. If you put a check mark inghew only fields that have an input
validation expressionbox the field list will be filtered to show only those fields for which some input
expression has bealefined, making it easy to examine check your work.

18
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InpUt Va.“datlon. & Input Yalidation Designer -
Expression- This £ =
dropdown list contains Close
several pradefined | e -

. nput valdation farmat:
fo_rm_at expr_eSSIOnS' Phone w/o extenzion ﬂ [~ Required
Picking an item from
this list automatically
fills in most of the other
text boxes such as the -
. . K Auto Format E=pression:
Input expression string, 5 (52)53-64
auto format, and error
text.

Input Expression String:

(1A 0-IH I M- 209 e e ([0-9H A1)

Error test to display to uzers with invalid input;
@ Mugt be a phone number in the format BHE BEE S
Required - Placing a
check mark here makeg
the field a required

Test This Walidation. .. |

f|e|d Required fields Field # Type | Input Expression| Errar Text 2
indicate an error to the ContactPhone Teut | Phone wio exter| Must be a phone number in the format 88 fH8 #aEH
user When no data iS Doctar's_Phone_Mumber Text  Phone w/estens Must be a phone number in the format S8 $H4 i
present_ Etdail Text  Email addrezz A valid e-mail address in the format john, doed@zomeplace. s
FirstMame Test [Mone]
Input EXpreSSion Lazth ame Text  [Mone]
String _ ThlS iS the Parent1CellPhone Text Fhone wio exter Muzt be a phone number in the format $HH S HiEE 3
expreSSion String m v Show anly fields that have an input validation expressioré

performs data
validation. Itis pre
filled for you when you pick a validation format from the dropdownilist you can make changes to an
existing expression or create your own.

Input expressions are called "regular expression”, and are a vepyetmmnsive means of validating input.
There are countless resources available on the Internet to learn about regular expressions. The syntax ta
bit of getting used to, but thankfully the pitefined expressions should fulfill most of your needsouih

you decide to jump in and create your own regular expressions, we recommend researching the basics on
'net and then downloading a free tool called Expresso availabigatwww.ultrapico.contzxpresso.htm

Auto Format Expression- When designing a regular expression, certain areas or "groups” can be defined
by enclosing a matching group of characters in parenthesis. This grouping then allows you to utilize those
characters in an Auto Formaxtpression, which can convert the data from one format into another.

Many of the predefined input expressions contain an auto format expression, which you can use, change,
remove. The data from each grouping can be used in the auto format expbggsiepending a dollar sign
to the position of the group within the expression. For example, a typical phone number has a group for tf
1, a group for the area code, a group for the exchange, and finally a group for the subscriber number.
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If a user eters a valid phone number in the format5d82551120, there will be four groups created. |If
you know that you always want a phone number in the format (###### you can enter an auto format
expression of ($2)$34.

Be aware that the auto formatpression goes hasig-hand with the input expression string. You must
define the groupings in the regular expression in order to pull them out and refactor them in the auto format
expression.

Error text to display to users with invalid inpuf a user enters invalid data into a field a red box is

displayed around the field. If the user hovers the mouse over the field, a tooltip is displayed with whatever
text you provide in this box. It can be useful to give a brief description of what the fistccomtain, such

as "You must enter a phone number in the format#HHH###".

Testing Your Validation B Test Input Validation E|
After yOU have defined yOUf inpUt Yalidation Details “You may modify the input expression and auto comect expression here
expression you can test it out by clickin S

the Test This Validation button. The (PR EHpression SHing:

ensuing screen let's you type tintb S | (A AS0-FHI ) NP (D- 93" Ps ([0-9){4)

the input box, and a check omxark
will be displayed letting you know if
your input passes the test.

Auta Farmat Espression:

5 215354

You can make adjustments to the inpul Test Your Input  Type your sample data into the figld below to test it against your input expression
expression string or auto format . : _

) . st your input here:
expression rlght on the test screen, ang ENB5EE1 212
any changes you make will be sav
back to the prior screen should you clic
OK.

«" pAutoformat result: [508)555-1212

ak. Cancel

Iz this form to test an input expression. Type your input sting and see if it p i1 Fails the walidation

Find and Fix Errors

A new database utility helps to globally identify and fix data entry errors. The utility will search through all

of your students, looking for data that does not match the curparitempression defined for each field.

You can choose which fields to include in the search. For each error that is found, the name of the student
and error details are displayed. You can fix the
Val ueo field.

If the field can be automatically corrected, the new value column will be updated for you. As an example,
imagine a phone number field that has been designed to contain a valid area code + phone number. And the
assume a user Cdil:®@3556hnh2 k2@ di MitDadt hi s field. The al
phone number amongst t h5851f2ile2lod acnodn tpel natcse atnhda tf iinnadt
Additionally, if you have defined an autormat expression for that field,would be applied to the new

value resulting in sometllRilR2®.alAdhg otf he hliisnevo rr &f i
without requiring any manual edits!
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To launch the utility, use Fikg Database Utilitie Fix Data Entry Errors.

In thescreerto'the n' Fix Data Entry Errors g@@
right, several fields
have an input Fields to include in the search: =
Va”date eXpreSSion Ll — Student / Field Old ¥ al New Value [double-click to edi] ™
Liden il alue e W alue [double-click. bo edi
deflned and a” & Parent] CelPhone
| t d Th ' Parent2Email Michlezon, Pam  Phonel 5083993489 [(50873939-3489
Seec e ' © user ¥ Parent2CelPhone Michleson, Pam  Doctor's Phone_Mumber  BG6-4444  GE5-4444
has clicked the o Fisthlame ' o
Search button and o« LastMame Thomas, Paula & Phanel 3931234 3951234
the results of the < CortactPhone 3 Thomas, Paula & Doctor's Phone_Mumbsr  665-4444  GE5-4444
search are displayeq 1 Mone Tuart, Cary Phane1 /A2 2901231 3
”:] the grld at the Iv lgnore emphy required fields < ’
I’Ight hand S|de Of Iv Atternpt auta-farmat on walid data Femave Entry E itemns
the screen. I Remove entries once they are fixed
Fie M Autoriatically correctable errars have been found and are marked in blue. Click the
Search O F Maw buttan to update those field values.
The grid is editable

Any data errors that are found are displayed, one line for each error. The name of the field, the original
value, and the new value are displayed for each student. You can-dlickla the New Value column for
any error and type its correction. If th@lue you type still does not pass the validation test it will remain
displayed in red, otherwise it will turn black or be removed from the list (if the "remove entities once they
are fixed" check box is selected).

Auto correctible errors

The utility will attempt to pick out valid data from otherwise invalid data fields, and if successful will update
the New Value field with valid contents. For example, a phone number typed in as: "Dad C&lb5508
1120" is not a valid phone number. But there islaly@one number somewhere in there, and the algorith
will recognize it. When this happens, the error line will be displayed in blue and the "Fix Now" button will
be displayed at the bottom of the screen. Clicking the Fix Now button will write the hesvfeaevery
automatically correctable error that was found.

Search options

Ignore empty required fieldsWhen this option is checked the search will not display an error for required
fields that are missing data. Instead it will search only for id\ddta-- that is, data that has been entered
but is not in the correct format.

Attempt auteformat of valid data If this option is checked an attempt is made to reformat the data to match
an Auto Format expression defined for a field. For exampkepgtion allows the program to convert "508
2551120" into "(508)255L120" automatically.

Remove entries once they are fixdfithis option is checked, as you correct entries by typing new values

into the New Value column the error item is removediftbe list. If not checkedhe error item turns black
to indicate it is no longer an error, but it remains visible for you to continue interacting with it.
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Spreadsheetlike Editing of Student Data

Everyone knows ther e ar andedidataisn a spteasheet forroas, rathea than enr
a studenby-student page view.

Version 10 adds a new data entry and editing tool that allows you to view and modify data in a spreadsheet
like format. You can select the fields to be displayed,awdtfilter students and edit the student data all

from the same screen. Multiple students can be selected at the same time so that data can be removed or
updated in batches.

& Editable Spreadsheet Yiew E@@

e T T . K h &

Prop Reload Print Export | Fiker Repaort Query Clear Cut Copy  Paste

Fulld ame ﬂ ClazsMame ﬂ.ﬁ.ctive ﬂ Farent1Mame ﬂ State ﬂ FreelLunch ﬂ ReducedLunch ﬂ A Cvtamer ﬂ

FullMame ClagsMName |Actve Farentl Mame | State Freelunch | ReducedLunch ~

A Barbatos, JuanA @ 20049 Barbatos, Anita. haA, O O

B Fisks, Adam Jr. B 2008 Fisks, Cindy Fd O

B Glass. Tom - k] Glass, Jermy b s, Il O

@ Jonesy John @ z2o0g Jdonesy Terry A Il O

@ Buttler, Jean | 2011 Euttler, har b O O

B tdichleson, Parm @ 2009 bichelson, Tim  hdA, Il O 3
26 studentz

In the screen above, several fields have been selected for display/edit. MfeulNd ClassName are Ron
editable fields, as denoted by the "lock" icon in each cell. These are special fields that are either a
compilation of other fields (FullName is last name + first name) or lookup fields that maintain data in other
areas (as in th€lass Name, which is defined in ListE€lasses). All other fields are editable.

Selecting Fields

To include a field in the list, click the dropdown button to the right of New Column. You will be presented
with a dropdown list containing all of your akable fields. You can type a few characters of your field
name in the box at the top to filter the list, and then either daliblethe desired field or click the OK

button to add it to the view.

You can also change an existing field to somethingdfit by clicking its dropdown arrow. Selecting a
field in this manner will replace the original field with the new field.

Farent1MName State Freelunch  (IEI=Ys[ist=tx M0ls]
Sort and Move Barbatos, Anita gl‘ﬂﬁ-\%} O O
Fizla i"inmw hd A M [iw]

Fields can be moved by clicking and
dragging the field caption, which is the the bar directly above the studantldahis example, the
FreeLunch field is being dragged to the left of the State field.

To sort a field, click the field caption once. To sort in descending order, click it again.
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Editing data

Data can be entered by clicking a cell and typing newa.din order to edit the contents instead of typing
something completely new, instead doutliek a cell to go into edit mode. You can then use the mouse and
keyboard to select and modify the existing cell contents.

Data is saved immediately afterstedited. There is no need to click a "save" button.
Copy and Paste

You can use the copy and paste functions to transfer your student data to another program, copy and pas
one student's data to one or more other students, or bring data from Exber@rogram into Lighthouse.

To copy data, first mark the selection you wish to copy by clicking and dragging with the mouse. You can
select multiple students and columns of data, but the selection has to be contiguous; you cannot, for exan
select nultiple columns that are not adjacent to each other. Once selected, click the Copy button on the
toolbar (or press thabiquitousCtrl-C Windows shortcut). The data will be copied to the clipboard ready to
paste into another area of your student datayen another program.

To paste data, some compatible data must first be on the clipboard. Compatible data typically means text
data in a row/column format, such as from another spreadsheet program, database, or that has been
previously copied from #Lighthouse spreadsheet. Place the cursor where you want to start pasting the
data and click the Paste button on the toolbar-{@trl The entire contents of the clipboard will be pasted

into the rows and columns starting at the selected positidor $bme reason the clipboard contents will not

fit into the selected area, you will be notified.

It is also possible to paste data into an area bigger than the selection. For example, you can click on the $
cell for a student and copy the word "M#&J'the clipboard. Then you can select the State field for the rest of
your students and paste that value into each cell. The important thing to realize is that the shape of the de
in the clipboard must be compatible with the area you are attemptagt®. You cannot, for example,
copy three columns worth of data to the clipboard and paste it into a select that is 5 columns wide.

Fill

You can fill (or clear) a selection with text by first defining your selection with the mouse and then clicking
the"Fill" button on the toolbar. You can type any text that is compatible with the field(s) being filled and
click the OK button to fill the selection with your text. This is a great way to clear the contents of a field at
the beginning of the year, or pfiél all students with a common piece of data.

Undo

All editing that you perform in the spreadsheet can be undone by clicking the "Undo" button on the toolbar

(or by pressing CttE). However, once you close the Spreadsheet screen all undo histsty sblmake
sure all editing is correct before leaving.
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Other toolbar items

Prop- This is the "properties” action, which let's you define a few settings for the spreadsheet view. You
can choose to hide inactive students, change the color ofevisdiitive students, change the font, and
add/remove fields.

Reload- This is a "refresh” button and reloads the data from the database. If other people have made
changes to student data, clicking the Reload button will update your spreadsheets@euhtuse changes.

Print- This is a print preview function that lets you quickly print the contents of your spreadsheet view. You
can also save the print preview to a PDF file.

Export- This function saves your spreadsheet view to an Excel fieiftiverediting or formatting. If
desired, you could edit the data in Excel and copy/paste the final results back into your spreadsheet view.

Filter - This function (as well as the associated Report, Query and Clear functions) let you filter the student
list in some way or another. Clicking the filter button brings up a screen where you can select one or more
fields and define the value the fields must contain. The Report button lets you select only those students tha
would appear on one or more repomts select (i.e. only those students who appear on a Chronic in Status
attendance report). And the Query button filters the students to those returned as part of a saved query. The
Clear button removes any filter conditions that have been applied galydisll of your students.

Customizable Dally Attendance Colors Category name Colar PYalue Properties

The daily attendance system was enhanc Fresent [Fres=nt] I IS
. - Tardy [Tardy] | i atched, Tardy
to allow you to define a custom color for
h attendance category. The chosen poctar [Docter] — Watehed, Tardy
eac - gory. R Other [Other] | i atched, Tardy
color will be displ g . watched, Tardy
da||.y attendance Screen’\ﬂe” al.S on Unknown [Unknown] N - W atched, Tardy, Rermote
various reports such as the grid and Dismissed B o Watched
calendar reports. Each category type (i.€.- enter [Enter] I 1t Watched, Enters,
present, absent, tardy, etc) has its own Absent I vt Watched, Enters
default color and inherits the color from it E1 [E1] N 11 Watched, Enters,
parent (if it has a parent). This makes it Ez [E2] N 11 W Bt
easy to change the color for aniengroup = Re-enter [Re-enter] [ 1/1 Watched, Enters,
of categories: simply change the color of =/ "ithdraw [Withdraw] S 0/1 Watched, Withdraws,
t h e p arent status ] w1 W] _njj_ Watched, Wwithdraws,
[4
- . watched, Withd )
that status will inherit that new color, wz (w2 I o/ Frenes, EneranE
. . -l Absent [Absent] I o1 W atched
unless you specify otherwise. S T — e

To view and modify the category colors, click LstAttendance Categories.
When you editn category, next to the category name is a check box called "Color same as parent"”. If this is

checked the color for the category is inherited from its parent. In the screen above, Doctordstagarly
of Tardy and the blue color is inherited ditgdtom the parent category.
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Defining a new color

If you are editing a tofevel category or if you have wohecked the "Color same as parent”, another check
box called "Custom Color" is displayed. If this box isalmecked, the category takes on tleéadlt color

based on how the category is defined. For example, by default an absent is displayed in Red and an
enrollment is Green. By placing a check mark in the Custom Color box you can define any color you desit
for a category. And if the categongs sukcategories that have been defined to inherit their color from the
parent, making one change to the-teyel color will immediately change all sutategories.

Attendance category colors are displayed on the Attendance tab of the student letyaralendar date

popup screens, and on several reports such as the Grid and Calendar View reports.

Teacher Client Reports

Several new attendance
reports are available in the
Teacher Client. These report
allow teachers to quickly and
easilyproducedaiy and class
attendance totals fdheir own
students, without having to
rely on the main office to
produce them through
Lighthouse

Click on the Reports tab and
select one of the new reports.
The Daily Attendance
Summary report is shown
here, with the Gss
Attendance Summary being
very similar in functionality.

AT AT T oE AT (o) o
& My Students
. Print a surmmary of each of my

& All Students Daly Attendance Summary gtudent's daily attendance

@ by Courzes

Frint a summary of each

Medical s flizmekties i, student's attendance in my
E Attendance

Enter Grades
Enter Mid-Terms

Eﬂ Dizcipline
+ Gradebook
;l. Reports
ey |
[ Refresh l [ Clear l [ Optionz. .. l
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& Print Daily Attendance Totals

Tirne Frame Frrint...

Student Selection

(&= e

& Print Preview

o Al ry students
5 Prirt... [B Page Setup... POF..

LK 1M L] a |- S

" Only students in:

Grauping
o Print all my studentz az one big list

" Group my students accarding to class period Da”y Attendance Totals I QQ\QE

v Page eject between clazs penods

Student Name Present Absent Tardy Days

Barbatos, Juan A 11145 45 4 116
Once you select one of the Butler. Jean 52 4 1 6
reports, a screen is presented it 109 5 2 14
allowing you to select a time Glass, Tom 107 4 L il
frame (YTD or one marking e 63 ! 6 B4
period), student selection (all Michlesan, Pam 118 0 0 116
of your students or students Tuart, Cory 16 0 1 116
from one tass), and grouping. Totals 7045 185 15 773
Select the desired options for * Tardy is typioally consie red a present fortfe day amd is therefare included i #he pre it count

W
—

the totals that you require.

You can print or preview the report, save it as a PDF file, or export it to an Excel spreadsheet for further
editing, formatting or calculation.

And so much more

We hawe updated several of the database utilities to provide more fine control over what they do. As always,
we continue to make small enhancements to screens and functions throughout the program right up until the
ship datg and throughouttherestofVersitmtO 6 s | i f e cycl e.
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Starting from Scratch

Creating a New Database

The first step in using the program is to create a new database file. All student information is contained in
single database file. To create a new database (starting completely frazh)sctk File New Database.

Users of an existing administrative software product might wish to import their data so as not to have to
reenter it fron scratch.If you are using an earlier version ®dirfsideLighthouseyour data will convert
automatically. Users of other, neBurfside products might be able to import student demographic data only,
if your software can export to a compatible file format. To import data click Fitgort. The import

process can create a new database for you, so it is not necessary to create a blank database first.

If you're using a noiburfside administrative product, we'll be happy to talk with you if you have questions
about the import function.

Setting Basic Paraneters

After the database creation process is completed (whether by creating a new database or importing data)
will be asked to set some basic parameters. These are called "new database settings".

First the program will ask for your basic school infatman. Then it will request some basic settings for the
scheduler such as periods in the day, days in the week (cycles) and blocks in the year.

You will want to adjust the settings for [l New Database Settings x|
periods, blocks and cycles to fit the

schedule layout you will userfgour Day, week and year structure for scheduling:

school. Even if you're not using the -

scheduler, you still should define this basi Feidsintheday

information as much of it affects other par E =

of the program.

Dayz in the week:

| K 5
Periods
Blocks in the year:
This is the number of times during the day |2 [+

that courses are offered. The name of ea

periOd B displayed on the student Mate: Yiou can redefine or name your perads, blocks and cycles at any
schedules, and the start/end times help th  later time by clicking Schedule=>Schedule Parameters.

"whereis" function and the Teacher Client

select the "current” period based on the

current time of day. | Cancel | | << Previous ” Finiizh |
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Blocks

This is the number afemesters in your school year. Each block can be assigned its own schedule, with
some courses being mulilock courses and others sindpleck courses. You should use the fewest number
of blocks as possible to accomplish your schedule. A#&ysichedule is a2 mester schedule, while the 4

x 4 block schedule is becoming increasingly common.

Cycles

While periods ad blocks are somewhat easy to determine, some thought should be given to cycles before
changing its value above Additional cycles add to the complexity of the schedule process and produce a
more cluttered printed schedule. Consider using split courses names (such as "PE/Health") instead of
creating additional cycles to accommodate a small percentage of suctscourse

If you find that you really do need more than one cycle use the fewest possible to accommodate your needs.
While it might be tempting to create a cycle for each day of the week, if your schedule has only a
combination of MWF and TH courses, for exampleu'd be better off creating just two cycles and setting

each course to either one or both cycles.

Some typical examples of cycle settings are:

1 - "Everyday" (the default) This is the default and recommended configuration. Each course is set
to meetevery day, and courses that differ from that can be named as such to indicate the spilit (i.e.
"PE/Health").

O«

o 2-"MWF/TH" - This is used for a schedule that has a large combination of courses that meet on
alternate days (either MWF or TH). When definihg basic course parameters using
Listss Courses you would place a check mark next to either MWF or TH if it meets only on one set
of days, or next to both if it meets every day. The printed student schedules will include two sets of
courses; those that mesn MWF and those that meet on TH.

6 5-"M/T/WITH/F" - This configuration can be used for a schedule that has a large combination of
courses that meet on in single days or multiple days that cannot be grouped into few cycles. When
defining the basic courgmrameters using ListsCourses you would place a check mark next to
every cycle for which the course meets. If a course meets everyday a check mark should be present
next to every cycle. The printed student schedules will include a separate scheelab fday of

the week.
Note: You can change the basic school information at any later time by clicking Edit - Preferences. You
can change the schedule parameters at a later time by clicking Schedule - Schedule Parameters. More
information on preference setti ngs may be found in the User Preferences section of this manual.
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# Student List

StUdent 4 MewStudent = Delete Student ‘}h Find =4 Print . PrintPreview [=] Envelope Copy...
Database Class: 2008 (age 19) - FiSkS, Adam Jr. -
Functlons HE S| T ¢ Frogress Caunselar Transeript Health Billing

General Requests Schedule Aftendance Grades Digcipline

Clazs | Full Matne

Info View

. 2l Fisks, adam Jr. Class: 2008
StUdent List Screen 2U0GIlass T Demographic: Male, 19 years ald barn on 07/05/1991
2008 Jonesy, John Active and enrolled
All students are 2009 Barbatos, Juan & Contact State |D: B68880918 - Local ID: None
maintainedn the S ichieson R Parents Address: 18 Sentry Circle !
. ‘m
student listhat you can | " Thems Fada & L s Yarmouth Port, MA 02 543
b | k 2010 Tuart, Cory Parent 1: Fisks, Cindy r:._ Fa
a_CceSS y clic Ig 2011 Eufer, Jean Enroliment Parent 2: Fisks, Terry ’
Lists- Students W12 Jehnson, Maria T — Contact: Terry And Cindy Fisk © (088
2012 Mlazten, Ted Phone 1: 399-0909 3
StUdentS may be addec 2013 Johnzon, Jemry Language/Status Phone 2; 399-2323
deleted and Changed a“ 015 Undemill, Lunny Testing Cell; 434-3233
any pOInt thrOUghOUt 2014 Moniz, Dixie Transportation Emergency 1: 399-3354 (doctor)
the year 2014 Parker, Cindy Emergency 2: 399-2513 (mother)
) W15 White, Kim Motes Homeroom:
. Teacher:
2015 Wikite, Mancy
The gen(_—:-ral tab of the | . Bamons, sanie 33212 £
student list allows for | a6 perins, Richan _ _
the management of 247 Jones, Jessica Special Instructions
. 17 Perking, Phyllis adam is not to be released to the care of his father - aj
student demOgraphIC 2016 Brmstong, Lotimer restraining arder has been issued

information, such as 218 Becots, Bl

name, address’ 2019 Bames, Joe j
programs, jg;g E:::;”Te’:;mr Medical (allergies and releases)

language/status, and | s Jomnson, Linta Releases: None -
other péces of data. allergies: Egg, Rhinitis (hay fever)

There are many pre 5 sttt "l

defined fields (as
shown in the display), and useefined fields can be added to track additional fields.

To open the general screen:
9 Click ListsA Students(or press CTRLT)
9 Click theGeneraltab

Info View

The Info Viewis a snapshot (not editable) of the studenttemation. The Info View includes such basics
as the student's name, age and class, as well as his or her address, state and local ID numbers, enrolimet
status, and contact imfmation.

The Special Instructions area contains important notes that are attached to the student's record, and can k

used for such things as informing the office staff about parental restraining orders or otheretézse
warnings.
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The Medical ara lists any known student allergies (as recorded on the Health tab), and any school releases
during the past two days (also recorded on the Health tab).

Note that the Info View displays the latest saved information for the student. Making changegherthe o

tabs (demographics, contact, etc) will not be reflected in the Info View until the student record is saved.
Remember that a student record is saved automatically as you switch main tabs (i.e. clicking on the Request
tab would save any changes you madthe General tab), moving from student to student, or closing the
student list screen. It is not possible to accidentally lose your changes, and except for clicking the "Undo"
button (the red X at the top right of the screen) you can rest assureldaages you make will be saved.

Demograghics # Student List g@@
. . . = MewStudent  —  Delete Student .{ Find = Print & Print Preview =1 Envelope Copy...
First / Last / Middle / Suffix Slass 2035 (oge 1) Fisks. Adam Jr
. - assi age - '

- These fields comprisée oy ‘; i T .

' . . s B E rogress auhzelor ranscript ealt illing
StUdents namel WhICh WI” be Class Fulil‘ame General Requests Schedule Altendance Grades Discipline
reported as "Last, First s o . Info View . Clace: 2008
Middle Suffix". The first and | > Sas.Ton Demographice | Male, 19 years old born on 07/05/1991

) . 2008 Jonesy, John Active and enrolled
last name fields are required | zme  satats, en s Cat ! State |D: BEBEB0912 - Local ID: None
in order to add a new studeng *® M, Fam Parents Address: 18 Sentry Circle
d 2010 Thomasz, Paula A User Fislds Yarmouth Port, MA 021
record. 2010 Tuart, Cory Parent 1: Fisks, Cindy
2011 Butter, Jean Enrollment parent 2: Fisks, Terry ) 2

Class / Race / Gender The e e pise s e oo
class is either the year of 2013 Jdohnson, Jemry LemgyegBEts Phone 2: 399-2323 £ st

. 2013 Undethill, Lonny Testing Cell: 434-3233
graduation or grade level of | o, o —— Emergency 1: 399.3354 (doctor) N
the Student (year Of 2014 Parker, Cindy e PEMETEIY Emergency 2: 399-2513 (mother) :

. . ite. Kim Motes Homeroom:
graduation is the preferred | e oo Tescher:

- Busl 2B
method). The dropdown list 16 Bans, Bus2
. . . erking, Richa
contains all items as defined | 3 e esses Special Instructions
in LIStSA ClassesThe race is| 27  Fekins, Phylis Adam is not to be released to the care of his father - aj
the ethn|C|ty Of the Student 2015 Arnstrong, Larimer restraining order has been issued
2018 Becotte, il

and the dropdown list 2012 Bames, doe =
contains all items as defined |y s e Medical (allergies and releases)
i 1 i Feleases: Mone -
!n LIStSA Races The gender 2% -oftson, Ui Allergies: Ega, Rhinitis (hay fewver) J
is either Male or Female. s -l

State ID# (STN)- The state

ID number should contain a unique number that identifies the student withraadhing acope as

possible. This means that if you have a state assigned ID avé&ilatile studentyou most certainly should
enter it in this field If you have a district level number use that instead. Most states are working towards a
system whereby a studenill be assigned a number upon entering the state system and will keep that
number for their entire student career. Utilizing the STN ID field will help in the preparation of state reports
and export files. This ID is also the preferred method when inmgostudents intaighthouseto help match

an incoming record with the same recordighthouseby marking it as a "key" field.

This field is used in conjunction with our MyStudentData.com service to help identify a student. When a

request for student infmation is made on the website the user must enter the STN (ID) #, the birth date, and
(optionally) the Internet password assigned to the student's record.
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Soc Sec # This is the student's federal social security numlieich may be used in certain oas.

Web Password- This is the password needed when retrieving the stddent i n f onromna t i on
MyStudentData.cornnternet student data accessvice. A passworthust be asigned to a studeint order

for hisrecordto be uploadedo MSD. If you do not want to require that the password be used to retrieve a
student that preference can be changed on the website, but a web password must still be assigned in this
field. It is afairly common practice to globally update the same password for all students and supply it to th
parents. That password, when combined with the students STN (ID) and birth date, make for an adequate
secure lookup systenif the web password fieldidbank, t he studentds i nforn
MyStudentData.com

Birth Information - These fields holdhe date of birth, birth address, and mother's maiden name. The birth
address may be used for certain state exports and reports.

Special Instructions - The Special Instructions textbox lets you enter important notes that are attached to tf
student's record and viewable on the Info View tab. fidid can be used for such things as informing the
office staff about parental restraining ordersthrer releaseelated warnings.

. Dizcipline Frogress Counzelor Transcript Health
Contact Informat|0n General Requests Scheduls Aftendance Grades
. Info Wiew
Present Address This group . . Present Address
of fields show the student's STOORPTES || Address
. . Contact 18 Senty Circle
currentaddress, city, state, zip - Ciy e Zip Code Courty
and county of residence. arents Yamouth Port | M | [0z67s v|[Bamstable |
|Jzer Fieldsz

Regular Phone Numbers & Ervolment | | Fogular Phone Numbers &

. FPhorel Phaore Mame 1 Cell
Email - Current telepbne Pragrams 3390909 Home 4313233
numbers and-enail address for |, aoeistas | Pronez Phone Hame 2 Fax
the student are shown here, e 3332323 Home
except for emergency contact : Effal
. . . . g Transpartation afizk@surfzide com
information which is listed
below. Available phone Contact Mame and Phone
numbers are Phonel1 Phone 4 Contact Mame Contact Phone Contact Type
cell, and fax. Temy nd Cindy Fisk 399.4465 Parent -]
Emergencyand Medical Emergency and Medical Information
Information T This section Emergency Fhane 1 Emergency MName 1

H 399-3254 Joe - Grandfather

holds basic emergenc : I : o
. . . mergency Phone mergency Mame
information that the staff might 2385513 Mary - Aunt
need if the child has a prOblelT Doctor Mame Doctor Phone Doctor Fax
while at school. Dr. Leonard 399-3334 393-3223

Doctor ddress
1 Pond Drive, W armouth Paort, ks,

Doctor Maotes
Doctor's hours are 10-4 M-F

Parents Tab- A new Parents
tab stores two parent or
guardians' title, name,
relationship, address, contact
information for home and
work, notes, and custody,

Lo LI+
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release andve with status.

Contact Name / Contact Phone / Contact TypeThis is thepreferred contact information for a student,

which could be a parent, relative, or guardian. If the contact information is currently the same as a parent
contact, duplicate that infanation into the contact fields. Do not omit the parent information in favor of

using the contact fields, as the contact information may change over time. The contact name/phone fields are
used on the Absence List report whmrblishingphone numberfor attendance followup.

%eﬂned £ Student List

Fields
= Mew Student = Delete Student J\v Find = Print |, Print Preview
-Cli-hfe I|S(§ ?f ll-:jse'r Class: 2008 fage 16) - FiSkS, Adam Jr. - Male
erineda rielas
b d e EI T R Dizcipline Frogress Counszelar Transcript Health
(t;an i Glz.]anage Class | Full Mame General Requests Schedule Attendance Grades
L'y clic ll:ngl q 2007 Barbatos, Juan A Info Yiew SAT Verbal
|StSA e 2007 Butier, Jean Dermoagraphics N
0rap
Manager. Each — Locker_Mumnber 01-05-13
field that you've | 2003 olass, Tom Contact SAT_Combined
added will be 2009 Jonesy, John SAT_Math2 2
listed and you 2009 hichleson, Pam Enraliment Doctar's_Phone_Mumber BE5-4444
canenterdata in | 217 Themas, Faua Progsams WCHS_Student_test True
. 2010 Tuart, Cory
that field by Language/Status Dentist's_Phone_Mumber 6658343
cllc_klng the Testing WHS_Student True
white teXt area Transportation el Drzel
t_o the right of a NHS_Tap_Date
field and 2 students
starting to type

Press ENTER
to accept the field contents or Escape to cancel. Use the arrow keys to move up and down the field list.

Depending on the field properties supplied in the field manager, terfight accept only numbers, text,

dates or Yes/No values. Additionally, for text and numerical fields you may also be limited in the amount of
characters you can supply.
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wt £ Student List E@@
Enro”ment & Wlthd rawal 4+ MNewStudent — Delete Student J\, Find =4 Print .3, Print Preview
Dates- The enrollment date is Class: 2008 (age 16) - Fisks, Adam Jr. - Male
the date the Sdﬁntentered = ﬂ T K Discipline Progress Counzelor Transcript Health
|nt0 the SChOOI or dIStI’ICt Chass | Full Name General Requests Schedule Aftendance Grades

2007 Barbatos, Juan A Infa'igw

Enrollment & Withdrawal Dates

Depgndlng on state or Iocgl 2007 Buter o eregtics
policies this might be the first Fisks, Agam 1.

Cantact 9/8/2005 Ertter ~| El
200%  Glass, Tom
entry or the most recent. The | o Jonesy, ot User Felds
enrollment type is a code 2009 Mcheson, Pam | 7| Current Year Enrolimant
H H H 1 2010 Thomas, Paula
usually indicating theletqllg Qf 1 Tt ooy Programs | | |
the enrollment, such as if it is Language/Status
an in-state transfer, owdf-state Testing !
. . . 2 ¥ Student is actively enrolled in school
tranSfer; etC Agam, thls IS a s operoon [~ Student belongs irloyou but iz enrolled out-of-district

state o local policy and varies
from school to school.

District Membership

= =
The exit date is the most recel
date that the student withdrew| -
from SChOOl. The exit t)e’ Home & Serving Schools
similar to the enrollment type 5 = C
code, is a state or local code
identifying the details of the =~ [ =
withdrawal Held Back / Dropped Qut
Current Year Enrollment - [ Dropped out B
The attendance group field I Qo v psvnd
allows you to group students ™ Held Back [Retsined) one year

into logical units and print
attendance summaries based
on this gouping. Students with = =
the same attendance group w J students

be calculated as a whole on

any attendance report that lets you choose the "attendance group" option. This field can be a simple piece
information or combined from multiple other fields using thel@ldJpdate function. This field need only

be used when the builh attendance report breakdowns of race, class and gender do not suffice.

Graduation

The homeroom field is similar to the attendance group field and lets you group students into logical units a
print attendance reports based on this grouping. However, the homeroom field also enables you to print
certain reports, such as schedusorted by this value. Typically the homeroom teacher's name is entered
into this field.

The teacher name field is one agsiimilar to both the attendance group and homeroom fieldimfakct, is
identical to the homeroom field in its function. You will typically enter either the homeroom or first period
teacher's name in to this field. Both the homeroom and teacher naioe captured directly from the
schedule by following this simple procedure.

F.T.E - The F.T.E field, or "full time enrollment” value, is a number between 0 and 1.0 that specifies the
amount of time each day a student attends school. This value is useddor state exports and reports.
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Student is actively enrolled in schoof Inactive students are suppressed from all reports, lists, rosters and
activities, with the following exceptions:

1 Inactive students are displayed in the student list and can l@veetiand edited as normal, and their
class assignmeis displayed in red.

1 All attendance (both daily and class) reports and functions look at enroliment dates, so even those
students currently marked as inactive will be correctly computed in attendsadsddodates during
which they were enrolled.

1 Inactive students can still have discipline or counselor contact events added to their record using the
"Activities" menu's entry functions.

1 Inactive students can be used as the results of queries, suehsasdbntd Query and Word Processor

functions. If inactive students are not desired in these cases, each function will have ways of filtering

them out.

The Student List report displays all students but marks inactive students in red.

The Database Rostersport displays all students but marks inactive students in red.

The Course List report (and the identical Request Count report) includes inactive students in the rough

request and schedule population counts

All discipline reports where the student has a@n¢ spanning the selected date range.

All counselor reports where the student has an event spanning the selected date range.

All progress report reports

Inactive students are included in all report card reports except the Class Rank report.

All transcriptreports including the Cumulative Class Rank report.

= =4 =4

= =4 =4 -4 A

Student belongs to you but is enrolled oubf-district - This checkbox lets you specify if a student is
present in your database solely for the purpose of reporting to state and local agencies, ghgothdo
not serve the student.

District Membership - The district entry date is the date the student entered into the district. In the case of
multiple entries and withdrawals, this is usually the latest date, although that will depend on your state and
local policies.

The membership type is a code specifying the type enroliment type of the student, such as resident
enrollment, state obligations, cash transfers, etc. The funding type is @entying the type of funding
the student receives for attBng your school or district.

The prior district number identifies the district number that the student previously attended.

Home & Serving Schools The home school and corporation numbers are those that are considered the
student's "home" or place of r@snce. If left blank your school's corporation number is assumed. The
serving school, corporation and county numbers identify those where the student is served.

The school choice field can help distinguish if the student is at your school becauseoaf @lsoice or if
you are the student's home school.

Held Back / Dropped Out- The dropout information includes the date, dropout code, and the status of any
qualifying exams taken.

The held back checkbox indicates that a student was held back the py@aous$ a student was held back
this box should be checked for the entire subsequent school year, and cleared only when the student
graduates to the next grade level.
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Graduation - For graduate students, enter the graduation date, post high school edogegiot code, and
diploma type. Examples of a post graduate code might include: 4 year college or university, 2 year college
university, vocational/technical, military, undecided or not pursuing higher education.

Diploma Type - The type of diploma thstudent received upon graduation.

Programs :
& Student List
|nStI‘UCti0n _ The - MewStudent =  Delete Student QV Find = Print <& Print Preview
instructional program Class: 2008 (age 16) - Fisks, Adam Jr. - Male
identifies to which M E | T R Discipline Progress Counselor Tranzcript Health
Engllsh |anguage Class | Full Name General Requests Schedule Attendance Grades
program the student is| 2007  Barbatos, Juan & Infe View Instruction
assigned. Examples | Zeemer 22 e
. 200%  Fi Adarm Jr.
m_c_:lude: regular ed, 5008 Giss, Tam Bee =llo v
bilingual program, 2009 Jonesy, Jahn User Fields
ESL program. 2009 Michleson, Pam Enrollment ﬂ

2010 Thomas, Paula
The instuctional days | zo10  Tuar, Cory
field shows the
number of days per

[ Section 504 Plan
[ Century 21 [&fter School) program
Language/Status [~ Home Instruction

Testing

Transpartation Special Ed

year_the _StUdent_ ™ Special Ed [~ Refered but nat placed
recelves instruction
and your school. The = = =

instructional minutes
field is the number of

Placement

. [ Englizh Accomaodations [ Gifted / Talented
mInUtes’ per day’ that ™ Math Accomodations ™ Career Tech Ed
the StUdent receives [ Science Accomodations
Instruction.

. Title I Details
The title program - o
. e . . After School v Reading
Identlflesl WhIChTItIe I [ Befare School [ Received
prcgram IS prOVIdIng [ Extended Time [ Requested
services to the student ™ Guidance [~ Saturday School
Examples include- [~ Health [ Science

[Does the student receive Title T support services in Guidance/Social work?] Social Studies

Regular- Part A,

I Instruction Other [~ Summer School
Regl.”ar' Part C, and I~ Jump Start [ Supplermental Eligible
Migrant- Part A/C. I Kindergarten Extended [~ Support Other

™ Math [~ Wacational
The SeCtion 504 [ Pre-Kindergarten Extended [ “ear Round
checkbox indicates a LI

student as having a
Section 504 plan.

The Century 21 checkbox indicates if the student receitessathool services.
The Home Instruction checkbox indicates if the student receives instruction services at home.

Special Ed- Place a check mark in the Special Ed box to mark a student as "special education”. The prima
and secondary exceptionality fisl indicate the type of impairment or disability, and the placement type

35



Surfside Lighthousé Version15

denotes the type of classroom or facility where the child is taught. The "referred but not placed" check box
can be used to indicate that a student has been referred as speci@gretutat placement type has not yet
been assigned. When that box is checked the placement type field will be disabled.

Placement- The English, Math and Science checkboxes indicate if the student was given any basic skill
and/or applied skills testing ammmodations in the respective subject.

The Gifted / Talented checkbox indicates if the student participates in a gifted and talented program.
The Career Tech Ed checkbox indicates if the student is in a technical ed / vocational track.

Title 1 Details - The various Title | checkboxes let you specify each of the Title | services that the student is
receiving.

Language/Status # Student List LEx
Enqllsh PI’OfICIenCV - MewStudent — DeleteStudent 3, Find =§ Print & Print Preview
Class: 2008 {age 16) - FiSkS, Adam Jr. - Male
ESL (EngIISh IS Second iy £| T & Dizcipling Progress Counzelar Transcript Health
LanganE)- ESL Class | Full Name General Requests Schedule Attendance Grades
Indicates that English is | 2007 arbatos, juan & Info Yiew English Proficiency
the student's second 2007 Butter, Jean Demographics -
Fisks, Adam Jr. ESL [Englizh is 2nd Language]
language. For _E_SL TP —— Contact
studentsa proficiency 2009 Jonesy, John User Fiedds = |
code and measuring typ{ 29  Mictiesan, Par Ervolinert
can also be specified. | 210 Thomas, Paus Programs 0 ~
200 Tuart, Cory
Note that many states
now require the use of g Testing Origin
measurement type Transportation [ Foreign Exchange student
The -I-Irne in LEFﬁeld [~ MonU.5. origin [immigrant)
lets you specify the ElE
number of years in
which the student has Status
been enribed in a LEP [ Free Lunch
[~ Reduced Lunch
program. [ Lowlncome
The Native Language E :éme'ess
Code field lets you ety
. 8 students
specify the code of the

student's first (native)
language.

Origin - Indicates if a student is a foreign exchange student or etSoarigin. If of a noAUS origin, you
can define the countryf @rigin and the length of enrollment at your school/district.

Status- Checkboxes indicates if a student is eligible for free and/or reduced lunch, is frorinadome
home, is homeless, or of a migratory nature due to employment, house and/or othemezus.
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Testin # Student List
The Testing tab Iets - Mew Student = Delete Student ».}\ Find =8 Print 2 Print Preview
you recordesting Class: 2008 {age 16) - Fisks, Adam Jr. - Male
scores for tests that &R | T E Discipline Progress Counzelor Transcript Health
have been deflned Class | Full Name General Requests Schedule Altendance Grades
in ListsA Testing 2007 Barbatos, Juan A Info iew
Codes Some 2007 Butter, Jean Demographics Delete  Test Date Score
exambples of tests darmn Jr. Contact [ SATVERBAL 04,/30,/2007 1125

) p 2008 Glass, Tom _ ] SAT MATH 04/30/2007 1100
mlght include SAT, | so0s Jonesy, John User Fields
ACT and Core 40 2009 Michleson, Parm Enrallment
scores. 2010 Thomas, Paula Prograns

2010 Tuart, Cory
Language/Status

To add a new test Testing
score, CIIthhe Tranzportation
Add Test Score
button. A new line
will be added to the
student's record ang
you can p|Ck from Add Test Score | Delete Checked
previously defined © ctuderts

test codes. To

delete one or more scores place a
check mark in the Delete column
and click theDelete Checked

Info Wiew

Demagraphics

Contact

bUtton ' Parents
User Fields

Depending on the #ngs for each =
rograms

test code as defined in

ListsA Testing Codesthese scores
may appear on printed student
transcripts.

Language/Status
Testing

Transportation

Transportation

Transportation Types / Bus #

These fields hold the student's
current bus number and type of
transportation. Available
transportation types are standard,
special ed, and vocational.

Transportation requirements

[ Special Ed services
[~ wheelchair services

™ VYocational services
[T Bus Aide services

[~ Medical services
[ Seating requirements

Notes j
=
Transportation Route 1
Schedule HEL lLl i m
¥ Mon W Tue W wed W Thu v Fii ¥ Sat ¥ Sun
Bus Fick Bus # Seat Time: Location
He iR 2 1 8:45 am B4 28
Bus # Seat Time: Location
Busz Dropaff 2 P 64523
¥ Takes the bus home
Dismizsal [~ ‘wialks home
[~ Picked up from schoal
I™ Student drives to schoal
Car Car. Farking space: Fee:
$0.00 [~ Paid
Transportation Route 2
S chedule Fram: u To lLl
W tan ¥ Tue v twied W Thu v Fri Iv Sat I¥ Sun
Bus Fickup Bus # Seat Time Lozation
Bus Drapoft Bus # Seat Time Lozation
I Takes the bus home
Dismizsal I walks home
[ Picked up from school
I Student drives to schoal
Car Car: Farking space: Fee:
§0.00 I~ Pad
Comments
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Notes

The Notes tab allows you to create small notes and documents for students. These notes will be stored
directly inthe database along with the rest of the student's information.
EEX

£ Student List

These documents may
contain formatting such
as fonts, bold, italics and

- MewStudent = Delete Student J\, Find = Print 4, Print Preview =1 Envelope Copy...

Class: 2008 {age 19)

- Fisks, Adam Jr. -

Colors Sma" |mages ang # =2 49| T - R - Progress Coungelar Transcript Health Billing

. Class v General Schedule Attendance Grades Discipling
clipart may also be o Vi
included, but be aware | s, Tom s | =

. 2008 Jonesy, John
that since all of the data | s bt Juan 4 Contact
2004 Michlesaon, Parn Parents

is embedded directly ia

2010 Thornas, Paula A

Uszer Fields

Important
Infarmation

Altendance
Froblems

the database, it is best tg xn Tua, Cory -

H er, Jean rraliment
keep the size of the . —
documents relatively b B L T E———

. . 2013 Johnzon, Jemy
small. Including fullsize | Unedertll, Loy Ticstiig
photos and other large |4 o o Transpotation
documents is 215 ke, K Notes
. 2015 WNihite, Mancy
discouraged. a0 Bamons, Sendra
2016 Perkinz, Richard

2mM7 Jones, Jessica
To create a new note: | =~ Perins, Phlis

2015 Arnztrony, Lorimer

M8 Rerntte Rill A

26 students

M Click the Notes
tab

i Click the New button above the notes window

Type the note texdnd click the Accept button or simply close the editor window.
The note will be automatically titled based upon the text you entered on the first line. You may change the
name of the new note by lagticking the name, waiting for the text to becomead#, and réyping a new
name.
To delete a note:

1 Select the note and click the Delete button
Billing

The Billing tab on the student list contains all of the billing activity for an individual student. On this screen
you can view or modify charges, paym&and credits, and view and print statements.
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To view student b||||ng details: Fequests Schedule Attendance Grades Discipline
ﬂ Open the Student ||St by Pra reii Coungelor Trahzcript Health Billing General

C“Cklng LIStA StUdentS Date It Title Subtotal  Tax Total Paid Balance

H HIH Payments
T Click the Billing tab 252010 45 Tulionam $1.07500 $0.00 $1.075.00 $1.075.00 $0.00
Credits

Statemnent

The billing screen offers four
different subsections, including
Charges, Payments, Credits and
Statenent. It affords several
different activity buttons to add,
edit, delete, reverse charges and
view invoices. This section is
covered in more detail in the
Billing Function chapter of this
manual.

Add charge ‘ Edit | Delete | Feverse charge | Wiew [nvoice

Charges

The charges tab lists each invoice
including the invoice date, number, title, invoice total, payments, and balance. You can add new charges
(invoices), edit existing charges, delete (or reverse) a charge, or view the printed invoice.

Note about reversing charges: To show an audit trail it is often pre ferred to reverse a charge than
delete it. When you delete a charge is it removed from the student's record without any indication that

it ever existed. When you reverse a charge, a new line item with the opposite of the original charges is

added to the in  voice, thus showing a clear history of what happened.

Payments
The payments tab lists each payment received, its date, number, type, and amount. You can receive a ne
payment, edit an existing payment, or delete a payment.

Credits

The credits tab listsagh credit currently applied to the student's account. A credit occurs when a payment i
received and not applied to an existing invoice, or when the payment amount exceeds the invoice total.
Payments can be applied to an invoice by opening an invoicdiakitig the Apply Credits button.

Statement

The statement tab lets you view a consolidated history of a student's account, either the complete history ¢
for a specific set of dates. Included in the display are the balance forward, any charges ants paycthean
running balance. At the bottom of the screen are displayed current and aging totals, as well as the ending
balance.
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New Fields on the Student List Screen

Dozens of new fields have been added to the student demographic record screens, jprima@pntact

and new Parents stbbs.

One of the primary focuses of these new fields is to ensure that each data field contains only a single piece o
information that is the purpose of that field. To this end we've added names for each PhepeHedt is

no longer necessary to combine a phone number and name into a single field. This "combined " approach
made mining the data difficult as it was not always clear what each field contained, and in what format.

Another strong focus of thesewmdelds is to make emergency contact information more complete and
reliable, and to more clearly define the parent/guardian’'s role in the supervision and custody of the child.
The Contact tab has a new "Emergency and Medical" group that contains idgrease and contact data,

as well as new doctor contact information.

TheParents tab stores two
parent or guardians' title,
name, relationship, address.
contact information for
home and work, notes, and
custody, release and live
with status.

Dizcipline
General
Info View

Demographics
Contact
Parents
User Fialds
Enrallment
Proarams
Language/Status
Testing

Tranzportation

Proaress Counselar Tranzcript Health
Requests Schedule Attendance Gradez

Present Address
Address

18 Sentry Circle

City State Zip Code Caunty

Y amauth Port | |Ma ~| [n2675 =|[Bamstable =]
Regular Phone Nurmbers 2

Phonel Fhone Mame 1 Cell

#959-0909 Home 434-3233

Phone2 Fhone Mame 2 Fau

399-2323 Home

Eail

afighk@surfzide. com

Contact Mame and Phone

Contact Mame Contact Phone Contact Type

Temy And Cindy Fizk 393-44E5 Farent j
Emergency and Medical Information

Emergency Phone 1 Emergency Mame 1

333-3354 Joe - Grandfather

Emergency Phone 2 Emergency Mame 2

393-2513 kdary - Aunt

Dioctor Mame Doctor Phone Dioctor Fax

Dr. Leonard 399-3334 3959-3223

Doctor Address

1 Pond Diive, armouth Port, kb

Doctor Mates

Doctor's hours are 10-4 M-F j
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Common $reen ltems

Student List - Lists each student in the database. The list can include any number of pieces of student
information, typically at least the student's name and class. Click a student's name to load that student's
record to view or modify his drer information.

The student list can baodifiedby clicking the Propertieff“ toolbar button located directly above the list.
You can choose the font used to display the student names, select one or more fields and change their or
and hide inactivetadents.

You can filter the list of students to shawnly those that match certain criteria that you specify. Click the
Filter T toolbar button located directly above the student list and define your search criteria. Tioeclear t

filter condition and once again show all students, click the Remove Ktegolbar button.

Students are always sortedfiBid from left to right in either ascending or descending order. For example, if
you are displayinghe Class and FullName fields, students will be sorted alphabetically within each class
level. If you instead want to sort alphabetically for the entire school you need to change the order of the
fields and place FullName in front of Class. Clicking a@olumn heading, such as FullName

AUl Ve , will sort on that column's data. Clicking again will sort in descending order.

To search for a piece of information contained within a visible field in the student list, click the mouse in th
column for which you warnb search and start typing. The first student matching the text you are typing will
be selected.

Print / Print Preview - Click thePrint button or clickFileA Print (or FileA Preview) to print a report

relevant to the current tab. This may produce a finment's schedule, a final report card, a discipline

incident list, a transcript, or whatever report belongs to the current view. This method of printing uses certe
default formatting and bypasses options that would otherwise be available on the kpppatis screen.

Accept / Cancel buttons After a change is made to any piece of student information the "check” (accept)
and "X" (cancel) buttons become activated. These buttons allow you to explicitly save or cancel the editing
changes made to thaudent that session.

It is not possible to lose your changes by not clicking the accept button; all changes are saved automatical
when you move to another student, click anotheritab €lick from the General tab to the Requests tab), or
close the fam. However, sometimes it is necessary to save the student record without leaving the screen,
such as when printing a report that you want to include the new changes.

The cancel button is a bit more useful as it allows yqwiola accidental changes mattethe student
record. Note that only those changes on the current tab will be undone.
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Add / Delete buttons- These
buttons allow you to add and delete
students to/from the database
respectively.

After the user clicks the Adolutton
the Add New Studentdisplayis
presented. Here certain vital
information is collected for the
student. Once the form is complete
the user may pregsdd the Student
to creag his record o€ancelto

Surfside Lighthousé Version15

+ Add a Mew Student @
Close

Student name

First name: | Adam
Lazt name: | Pearl
iddle name: | 5
Suiffis:

Student Identification

State ID #: | 32422342
Local ID#: | 023542342

Additional Information

clear the form and try again. If you
check the AAdd m|
option, the form will stay open so
you can create additional student
records.

Clags: |2003
Race/Ethnicity: 'hite

|
|

Gender @ Male (" Female

v idd mulbiplz students [leaves this screen onen atter adding the new shudentt

Add the Student Cancel [Clear Form) |

When deleting a record you will be
prompted to confirm the action,
except wheryour preference settings
allow for deleting without the
warning. Be careful when deleting records, as it is a permanent action that removes all data associated with
that student.

when checked, this option allows you to add sewveral students in one session
by not closing the form after each new student

Previous / Next buttons- These buttons scroll forward / backwards throtighstudent list. The shortcut
keys are F10 and F9, respectively.

Find button - The find button allows for the searching of a student name by typing a portion of his or her
name. When using tHend dialogform it is best to type a few characters of et name only, and then

select from the matching list of students. If you want to supply both the first and last name it should be in the
format "last, first" (including the comma and space after the comma).
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Field Manager fo

Demographlc Data Flelds el Save <+ MewField = Delete Checked = Print 2% Relrder
Thefield managetists the Delete | Field Mame ¢ Ceglian Field Type | Field Size | Teacher Wisible | User Field ~
names of all student data fieldsf [ A= i Yelle O O
While there are dozens of built E idd"”f — :ddf“tsu : Ie“: E
H - H H moLin e rmnounl we exl
In flelds to traCk a\lldevarlety O AttendanceGroup AftendancelGroup Text 0 O O
Of StUdent |nf0rmat|0n, itis Very [ AttendanceletterSentDate  Attendance Letter Sent Date  Date a O O
likely that you wil need to store [l Bithaddress Bitth Adldress Text 0 O |
data that we have notincluded | © sinciy Bitth City T O O O
One of the primary purposes of Ol BithCounty Birth Cauntry Text 0 O |
the field manager screento [1  Bithdate Birthdate Date 0 O
he|p yOU create useafefined [ BithState Birth State Text 0 O O
. [0 BusNum Busz Mumber Tent 0 O O
demographlc fields [  CareerTechEd CareerTechEd YesMao 0 O O
O Cell Cel Text 0 O
To managelemographidields: O Cenuy2l Centuny21 VesNo O ] m|
[ Ciy City Text 0 O
ﬂ CIICk L|StSA F|e|d [ ClazsMame Class Text 0 O
[0 ContactName Cantact Mame Tent 0 O
Man ager [0  ContactPhane Contact Phone Tent 0 O
O ContactT ype Contact Type Text 1] O v
A" fle|dS _ bOth bUI|d-In and The name of the field, which identifiez a field and iz used in much of the program. Cannaot be modified

userdefined- are listed along

with the field type, size, and certain other properties that describe how the field behaves. Those fields that
you have added yourself, called uslefined fields, have a check mark in the User Field column.

Built-in fields arethose fields that come pe®nfigured with your database and have certain properties, such
as the field name artgipe, whichcannot be changed. It is not possible to delete-luflelds orto change

their type.

To add a new usaetefined field, click tle New Field button. A blank line will be added to the end of the list
allowing you to give the field a name, field type, size, and to specify if the field will be viewable by teachers
in the Teacher Client.

To delete one or more fields, place a check nratke Delete column and then click thelete Checked
button. All userdefined fields that have a check mark will then be deleted.

To change the order of the fielda/hich determines how the fields are displayed on certain lists, reports and

to teaches in the Teacher clientclick theReorder button. The reorder screen lets you drag fields up and
down to reposition them in the list.
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Enhancements
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H Field Manager
The Field ManageMVhiCh gl Save -+ MewField = Delete Checked =) Print 4% ReOrder
r.nanage.s the demographm User Created All Fields
fleld malntalned fO ea‘Ch Delete | Name / Caption Type Size | Teacheigible | HideOnDataSheet | UserCreated
StUdent, has been Update( [ Amount_Owed Armaunt_Jwed Text 1] | O
tO |et yOU dISplay Only O Dentist's_Phone_Mumber - Dentist's_Phone_Nurnber  Text i} O O
your usercreated fields [  Doctor's_Phome_Mumber  Doctor's Phone Mumber  Test 1] O O
instead of the entire list. [ Locker Humber Lacker Number Tent i O |
Th|S Slmple feature makes O NHS_Tap Date MHS_Tap Date Text i} O O
it much easier to maintain [ SAT_Combined SAT_Combined Tent 1] O O
the fields that you've [ SAT_Math2 SAT_Math2 Ted 0 O O
O SAT Werbal SAT Merbal M ic 0O O O

created to supplement the| i = S
built-in fields included [ UseMame Usertame Tent i O |

l:J I [0 WCHS_Student_test WICHS_Student_test Tent 1] O O
with the program. [ wWHS_Student WwHS_Student Tent 0 O O
A new 'Hide on Data

Sheet' column has been

added that lets you specify that a field's contents not be printed on the Student Data Sheet report. On that

report the field will still be prin
Capture Data Item

The newCapture Data Item
screen lets you pluck a piece
of data from another part of a
student's record and place tha
value into a demographic fielg
on the student's General tab.
The data might be a schedule
item, tem GPA, attendance
totals, or cumulative GPA.
Regardless of what data you
are capturing, the idea is the
same: you are capturing a
"snapshot" of the data and
placing it into a demographic
field that you can then use as
the basis for some other
process, sch as sorting, a
qguery, or to be included on a
report. Since thisis a

& Capture Data ltem _

ted, but the student data itself will be omitted.

E3

Captu re Data ltem Place a piece of student data inta one of his or her demaographic fields

|Ipdate this gtudent data field:
3rd Period Teacher [uzer figld]

Capture

=l

With thiz data ibem:
Schedule Teacher Mame

| Fall- 3

[v Owenarite any existing data that may already be prezent in this field

=l

Student Selection 25 students selected

Al shudents

£ Al students errolled on
&+ Al active students

" Orne studert

" One class

snapshot that is being

captured, if the source data changet#s noautomatically change in the captured field. You carure
the capture process at any time in order to uptigteaptured field.
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To capture a data item:

1
1

Click FileA Database UtilitiesA Capture Data Item

Select the demographic field into which you want to place the captured data from the '‘Update this studs
data field' dropdown. This is the field in which theadaill be placed.

Select the data to capture from the 'With this data item' dropdown. This could be a schedule teacher,
course, daily attendance totals, etc. Some of the selections will display an additional dropdown that let
you pick a period, markinggpiod, or any other item needed to clearly specify exactly what data item you
want to capture.

If you wish the capture to overwrite any data that might already be present in that field for your student
place a check mark in the 'Overwrite any existingidaox. If you uncheck this box you will be assured

of not accidentally deleting any data but you might also not achieve the desired results of capturing up
to-date information.

Select the students to be included in the capture process: all studbntispea enrolled on or before a
particular date, only active students, one student, or one class.

Click the Capture button to begin the process. When complete you will be notified if any errors
occurred.

Duplicate Fields on the Student List

When enterig dataon the General tab of the Student List, such as when adding new students, you can nowv
duplicate a field's contents with those from the-lastved student, thus making data entry quicker and more
consistent in certain ciroustances.

To duplicate a field:

)l

1
1
1

Open the Student List using one of the many available methmisA Students, Studen#, Open, etc).
Retrieve the first student whose fields will be used as the basis of duplicating into the second student.
Retrieve the secahstudent.

Select a field (such as Address) and chcht A Duplicate Field Contents The data that was contained
in that field for the prior student will be automatically entered into this student's record. The keyboard
shortcut for this duplication isTRL-E.

SavingChanges to Your UserDefined Fields

After making changes to the field list click tBavebutton to commit your changes. Failure to save the list
will result in a warning when you attempt to leave the Field Manager screen, and if youtlaatemrning
your changes will be lost.

Columns

)l

Field Name The "real” name of the field, shown to you in many of the utilities, student query screen,
and on many reports.
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1 Caption- The "friendly" name of the field, shown in most data entry screesh$oatieachers in the
Teacher Client.
1 Field Type- Only available for usedefined fields, the field type allows you to specify the type of

information you want to collect for that field. Available options are Text, Numeric, Currency, Date, and

YesNo.

1 Field Size- For text and numeric fields this lets you specify the number of characters that the user can

type into the field. For the other field types this value is ignored.
Teacher Visible Placing a check mark in this field lets the teacher see thairiéhe Teacher Client.
User Field- A check mark is placed in this field for all usifined fields that you added to the field list.

= =4

Caution: Deleting a user  -defined field will permanently remove the data associated with that field for all
students.

Student Photo Management System

The photo management scrdezips you manage student photographs provided by a photo studio or taken at

your school. Student photographs can be displayd¢deostudent list screen, in the teacher client, and on
class rosters.

To open the photo management screen:
6 Click File- Photos

If you are using a photo studio to

handle your student photographs, WSS EE =
Student File
may be necessa’r_y to Supply them E--aJrl:n-a:.I:-::_. Juan A [nl:l-at-a]"-.|:|i-::::"-.IIIIIIE.j|:n;|
with a file containing a $it of your  [euttler, Jean [dataT\pics\004.ipg )
" PRI} Fisks, adam [datalypics003.3pg
students. The export map file Glass Tom [none]
button can create this file for you. |senesy,3ahn  [nene] T
. Michlesan, Pam [datalypicsy001.jpg
When they later pres.ent you Wlth c Thormas, Paula [datalupicsh002.jpg
CD of pictures, the "import" button |Tuart, cery [nene] = .
_ .
is used to read them int@yhthouse ST
link the proper student to the prope
picture, and optionally cgpthe [ e )
picture files to a shared network
drive_ ¥ Preview:
Only a link to picture file is
actually stored inighthousg not the
picture itself. This means that the
files must be placed in a location
that is accessible by each user

(including the teachers), such as a|[datalpics\005.jpg IFG 205 x 308
network share. See the
recommendations section below for more information.
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Student and file name list- Displays each student in your database, sorted alphabetically by name, along
with the name and location of the picture file associated with the $tuder picture file has been selected
for a student the list displays "[none]".

Refresh button- Reloads the studéfite name list with changes that may have been made by other users.

Refresh & Validate button - Reloads the student and file name listl @lso validates each picture file to
ensure it is in a format thaighthousecan understand. To the right of the file name will be displayed either
"valid" or "invalid". If a file is invalid it either cannot be found in the location specified oirit asformat
other than standard JPG, GIF or BMP.

Set / Clear buttons- The set button allows for the selection of a picture file for a single student, and is the
same as doublelicking a student in the list.

The clear button removes the link betweenaeld students and the picture files. Multiple students can be
selected by dragging the mouse in the student list; shittontrotclicking, or using the add / subtract
buttons. Note that clearing a picture only removes the link to the file and dceturadty delete the picture
file from the device where it is stored.

Change Folder button- The change folder button is used to change the location of picture files for selected
students. Sinceghthouseonly stores a link to the actual picture filessipossible for the files to be moved

to a new folder, at which pointghthousewill be unable to display the image until the location is updated. A
"virtual folder" can be specified to help ensure that all users have access to the picture filagudlhe v

folder uses the data file's folder as a starting point and looks under that folder for the pictures. We
recommend you create a folder called "pics" in the same folder asiyitiousedata file and set it as a

virtual folder (ex: [datapics).

Import button - If you use a photo studio to handle your student pictures they will likely give you a CD
containing all of the image files and a special "map file" which links each student to his picture's file name.
Using the import button you will be waidll through the process of selecting the map file, specifying the
location of key fields within the map file, and optionally copying the pictures to a local or shared drive.

Export Map File button - A photo studio that manages your student pictures maytodsslprovided with

a file containing the names and ID #'s of students for whom they will be taking pictures so that they can
create a CD to return to you with each student's photo. Using the export map file button you will be walke:
through the process creating this file.

Add / Subtract buttons - Certain operations within the photo management screen act upon all selected
students. One way to select multiple students is by clicking and dragging the mouse on the student list
screen. Another is to usiee shift and controlclick method to select multiple groups of students. The add
and subtract buttons go one step further an allow you to select or deselect a group of students based on s
criteria, such as all students in a particular class.
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Preview area- When you select a student in the list his or her picture is displayed in the preview area.
Loading a picture can take time, depending on how big the picture files are. If you do not want the picture to
be displayed while you are working in the phananagement screen uncheck the "preview" box.

Supported Picture Formats- Lighthousesupports JPG, GIF and BMP file formats. Pictures are displayed in
a 2:3 aspect ratio, and scaled within that ratio if necessary. A different aspect ratio may g ysedvil

see a blank area either above and below or to the sides of the photo. Typical 2:3 aspect ratio sizes for
photographs are 4x6, 6x9 and 8xXlle sizes should be kept as small as possible so that loading pictures
has a minimal effect on perfoance.

Recommendations Since only a link to picture file is actually stored.ighthouse not the picture itself, the

files must be placed in a location that is accessible by each user (including the teachers), such as a network
share. We recommend thau create a folder called "pics”, inside the same folder as your data file is

stored, that will contain all image files. During import (or afterwards using the Change Folder button) use a
Virtual Path and specify this Pics folder.

The student and fileame list will then show "[datgdics..." as the location of each image, which means that
each computer that tries to access an image will use the current data path location as a start, then look in the
pics folder under it. This method usually ensuheg €ach user can access the pictures without additional

drive or folder mapping.

Student Testing Codes

The tes“ng Codes screen |ets you |l Save -+ MewTest — DeleteChecked =§ Print &% ReOrder

definethe names of the tests (or Del | TestMame/ |Min Max |Transcipt | LatestOnly | Avg | Min | Max | Count| StDew | Var
other such recordables) thatuyo ACTENG 0 1000 o o 0 00 0
want to be available for student il 1
entry- For each defined test name SATVERBAL 0 1500 1125 1125 1126 1
you can specify a minimum and

maximum point value, as well as to
specify if that test score will be
displayed on the student's transcrip

Oyojgjgd
K R K ®
K R K ®

1] 1]
1] 1]
0 0

To manage testing codes:
1 Click ListsA Testing Cades

Test Code List- All existing testing
codes are listed along with their
minimumand maxmum values,
presence on the transcript, and
statistics.

To add a new code, click tiNdew Testbutton. A blank line will be added to the end of the list allowiog
to name it and set its properties.

48



Surfside Lighthousé Version15

To delete one or more tests, place a check mark in the Delete column and then Clieletih€hecked
button. Any test code that is deleted will be removed from the student records.

To change the order of the testvhich determines the order in which the scores are printed on transcripts
click theReorder button. The reorder screen lets you drag test coddswp to reposition them in the list.

Saving- After making changes to the test codes list clickSbhee button to commit your changes. Failure to
save the list will result in a warning when you attempt to leave the Testing Codes screen, and if you accep
that warning your changes will be lost.

Columns

1 Test Name The name of the test as it appears oeests and printed reports.

1 Min - The lowest value that can be given for the test.

1 Max- The highest value that can be given for the test.

1 Transcript- A check mark indicates that the test score will be printed on the student's transcript.

i1 Latest Only- A check mark indicates that only the latest test score will be printed on the student's
transcript, should more than one of the same test be present on the student's record. This is useful for
makeup tests in which only the latest one should be printed.

Cauti on: Deleting a test code will permanently remove the data associated with that test for all
students.

Interface to MyStudentData.com

MyStudentData.com is an optiorsdrvice we offer that allows you to upload select studenttdatar
secure web server so that parents, teachers and students may view it.

A subscription to MyStudentData.com is required before uploading your data. The subscription process
creates a school account and one user account with administrative acoessstthgol. Each new Surfside
Lighthouseprogram comes with a free subscription to #asvice;however you must contact us in order to set
up the account.

To upload student data to the MyStudentData.com service:
o Click File- Upload to MyStudentData.com

Only active students with a valid STN (ID) number, birth date, and Internet password will be uploaded.
During the upload process any student not uploaded because the record is missing one of these pieces of
information will be noted on the results screen.

Depending on the settings for your account (which can be access on the MyStudentData.com website) a
wishing to retrieve a student will be required to enter at least the STN (ID) number and birth date, and
possibly the Internet password. Only by sustidly entering all pieces of information will the user be

granted access to the student's record. In addition, by using the website you can further secure your data
requiring each user wishing to view a student to be authorized, a process in wéniehtaop student

requests access to the site and you grant them access eusampleasis.
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Note: The information contained on the MyStudentData.com website is static and cannot be updated in
any way. Since your database is not on the "front end", it is relatively secure from tampering.

Username- Your username is _
provided to you when you sign EEgUniEn Ny (e SR T x|
up for theMyStudentData

b inti . Th Il zermame Pazzword School
subscription service. 1he Logout | |Surfside Academy (PO Box 1112, East Orleans » |
username and password
combination log you into the Items o upload:

website and allow uploading of Student data element Upload
select student information. Demographics
Schedule

Password- Your password is =

provided to you when you sign Uplaad schedules Yes
up for theMyStudentData Fall Yes
subscription service. The Spring Ves

username and password
combination log you into the

Report Card

[+

Progress Reports

[+]

website and allow uploading of |5 Attendance
select student information. Transcript
School- An account can Discipline

manage one anore schools Counselor Contacts
When you log in to the service
this list will contain each school
to which you have administratol
access. The settings in the
"items to upload" are saved for Last updated: 12/29/03 3:51:45 PM
each schoolso make sure you
have the correct school and the

desired items seleadefore uploading.

[+

Items to Upload- Every element of student data can be turned on/off for uploading. Click the + to expand
each item and toggle the Yes/No status. And item set to Yes will be uploaded whereas one set to No will
not.
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Student Query Furnction

The student querfunction is arguably the most powerful single functiosunfsideLighthouse It enables
you to search student records and other information maintaingghtousefor data natching criteria that
you specify. The results of the search can be viewed, printed and exported.

Queries can be saved /® Student Query - May birthdays N m]

and loaded atalater (2| ! [E & DS d | 3| MP &

time, and Saved IStudentS ﬂ Column Table |Dut|:|ut |SDrtDrder |Fi|ter -
. = Fullkdame Students.B asic Demo...

qhuerles can ?e USde ajj = DjD %JdgziiscDemugraphi_ mp | Birthdate Students. Birthday Azcending —

the source of wor O Addess foe Studentz. Birthday

pl’OCESSi ng Birthday Month | Students.Birthday

~[OE Contact Infarmatio

letters/labels and -0 Titlel
many of the database ~[E] User Defined
utilities and other

Dj Birthday
. =] fuge

IR R EE R E EE RO EEE

stude;ntbased D11 Bithday_Day
functions. ~[AZ Bithday_Maonl
Co-0d =] Bithday_vear
. [ Bithdate
To open the student b O Other = : =
query screen. 1| | 3 | | r
1 Click FullM ame: Biithdate| Age
Student Barbatos, Juan A 05/04,/34 23
Query Tuart, Cory 05/05/85 21
| Qe retumed: 2 records v
Query Toolbar

E| Ve DS d-d| S| From left to right the toolbar items are: show preview
pane, execute query, group by, distinct (unique), new,

open, save, save as, print, Ekexport, Access export and text export.

Show preview pane=d - Show or hide the query results at the bottom of the screen. By default this option is
turned on but you can turn it off if you need more room to select fields and design the query. Whenythe q
is executed this will be turned on automatically so you can see the results.

Execute query ! - Runs the query and returns each of the selected records in the bottom preview grid. The
total number of returned records is indicated in the bottom statudftany errors occurred they will either
be listed in the bottom status bari daf the error is severe enougtwill be displayed as a popup message.

Group By [ - Adds a column to the grid, which allows for the selection of an aggregate functifieitat.

The available functions are Sum( ), Count( ), Average( ), Min( ) and Max( ). For example you can return th:
total number of students in your database by adding FullName and selecting Count( ) as its function. See
Example 2 below for a walkthrougif using an aggregate function.

Distinct (unique) & - Normally each recordbe it a student, course, or other typeturns exactly one

record regardless of whether or not the field values are the same as others. For example, if you create a n
queryand add only the "Suffix" field and execute the query then exactly one record for each of your studen
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will be returned. Many of them will contain a blank suffix while others have one of several standard values.
But if you only want a list of which suffirames you have assigned across all of your students this presents
a problem since you'd have to manually search through a long list of returned records.

If you enable distinct records and execute the same query again, only unique values containgelan that
will be returned resulting in a much shorter list of records such as: [none], Jr., Sr., II, 1ll.

Specifically what the distinct setting does is compile the query results and filter out all duplicate records.

New [3 - Starts a new query by cleagiout any currently selected fields and search criteria. You will be
prompted if you have made any changes to the existing queries since it was last saved.

OpenlZ - Opens a previously saved query. You will be prompted if you have made any changes to the
existing queries since it was last saved. The list of previously saved queries includes the name, date and
description. Doublelick a query to open it.

Saveld - Saves the query using the same name as it was originally assigned. If this is the fsaviige
the query you will be prompted for a name and description.

Save Aslel - Saves the query just like the Save icon next to it, but always asks for a name and description
and saves to a new file. This is useful if you have made changes to the guegramo save it without
disturbing the original query from which it was opened.

Print = - Opens a screen that lets you print the results of the query. The specifics of this screen and printing
in general are described in detail below. If you have mhdages to the query fields and/or conditions you
will be prompted to execute them before printing to ensure that the mtsdage information is present.

Excel [ - Exports the query results to an Excel compatible file format. If you have made chatiges t
query fields and/or conditions you will be prompted to execute them before printing to ensure that the most
up-to-date information is present.

Access Expor - Exports the query results to arm@ess compdile file format. If you have made changes
to the query fields and/or conditions you will be prompted to execute them before printing to ensure that the
most upto-date information is present.

= Students
=[5 Basic Demographics Text Export (21 - Exports the query results to a text or XMlefformat.

:Eg Eﬂl‘la‘j;f The specifics of this screen and exporting to the various text formats are
_____ w _=| FirstN e described in detail blow. If you have made changes to the query fields
..... 002 LastName and/or conditions you will be prompted to execute them before printing
----- O = MiddieMame to ensure that the most-tip-date information is present.
----- OZ Inactive
""" Folder/Field list
""" Q15 s The folder/field li [ Il of th ilable field h withi
_____ Bl sufis e folder/field list contains all of the available fields to search within
_____ [0E ClassMame the selected schema (explained below). Folders contain one or more
..... 03 GenderName fields and have a + orsign next to them. Either doubtdick on the
----- O = Raceiame folder or click the + or to open the folder and display its fields. Place a
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check mark in a field box to add it to the search grid (declit& also works), or remove the check to
remove it from the search grid.

Schema

Studentz j

Directly above thedlder/field list is the schema list. This dropdown list organizes the various searchable
data elements into logical units such as "course", "students", "teachers”, etc. Each schema contains its ow
set of folders and fields related to each otAegiuery @n only include fields from a single schema.

Search Grid

The search grid is where Caluran Aliaz | T able | Output | Sort Order | Fier [ Or..
we specify filter conditions FullM arne Studerits. B asic Demao...

to limit the results of the Birthdate Students. Birthday

search, reorder fieldsand —__|#e= | , Students. Bithdzy

add Sortlng rules AS you * Birthday_tonth M':'nth Students. Birthday =h

place check marks next to
fields in the folder/field list thy are added to the bottom of the search grid. Fields can also be added directl
to the search grid by selecting its name from the column dropdown. The dropdown initially contains each
and every available field and depending on the schema in use tanlisé very long. You can filter this

list by first selecting a table name from the table column; the column dropdown will then only contain fields
within that folder. It is usually easier to use the folder/field list to add fields, however the ory@tmeist
select a field manually is if you wish to add the same field more than once for purposes of filters or

grouping.

Selecting a line and holding down the left mouse button on the blue arrow in the left hand column will allov
you to drag a field upr down the list. The order of the fields is important both for display and sorting
purposes, as fields are sorted-tigwn based on their sort order.

The alias column allows you to change the name of a field. In the above example the field "Birthday _Mont
would display only as "Month" in the final query results. If the default field name does not convey the right
meaning for your specific searatonsider assigning it an alias. An alias will be assigned automatically in
certain cases where the field naima reserved word.

The output column controls whether a field will be displayed in the final query. If you have added a field to
the search grid only to control sorting or filtering it may not need to be displayed and you can uncheck it
from the outputolumn.

The sort order column can be set to none, ascending or descending and controls the sorting of that field's
records. When multiple fields are sorted they are examined from the top down, so you may have to move
fields up or down the list to achietlge desired sorting results.

If the group by toolbar item is selected a column named "GroupBy" will be shown in the search grid. The

GroupBYy column allows for the selection of an aggregate function to be applied to the field. The available
functions aré&sum( ), Count( ), Average (), Min( ) and Max( ). Selection of an aggregate function causes
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that fieldbs values to be combined and displayed
Example #2 below for an example of how this can be egpli

The filter column (and all the Or... columns) is where you define the various filters you wish to place on the
guery to return only those records in which you are interested. You can type your filter condition directly
into each box or use the qudnyilder to assist you. To use the query builder shetitdk on the filter cell

and click the "..." button. The query builder is the recommended option you are when first learning about
filter conditions as field operators can be selected directly fropdadren lists. Once you are familiar with

how the filter expressions are formatted it is usually faster to type filter conditions directly into the search
grid.

Each filter condition can contain multiple comparisons each separated by AND or OR. All dieldsing

a filter expression within each column are grouped together with an AND operator, and each set of
expressions within each column are grouped together with an OR operator. What this all means is that you
can construct some fairly extensive ancifie search criteria by making use of the various columns. The
following example utilizes multiple filter columns:

What this query says in Colurin | 2lias | Table | ODutput | Sort Order | Filter |Or...
English is: Select Fullname FullH ame Studentz.Basic Demo...

. Age Studentz. Birthday »=12AMD <=14 =16k
Age and Blrthday Month Birthday_konth Studentz. Birthday =h =6

for all students who are
between 1214 years old with May bindays, or are 16 years old with June birthdays.

Preview Grid

FullNarme Birthdate | Ag2  The bottom section of the screen is devoted
Barbatos, Juan & 05/04/84 22 to the preview grid, which contains the

Tuart. Cory U5/05/85 records resulting from the executed query.
Each field that has a check mark in its output column is listéte order they are listed in the search grid.
Data in the preview grid cannot be edited.

Using the preview grid you can change the position of the columns and change the way they are sorted.
Left-click and hold the mouse button on a heading ang @rghe left or right to move the column. Single
click a heading to sort on that column's data. You can sort on multiple columns by clicking each column
heading one right after another.

Changing column positions and sorting by using the preview gridads will be reflected on the printout

and when exporting, but it is important to understand that those changes are not saved with the query. Itis
usually better to modify the column order and sorting using the search grid instead of using the pigview g
directly.
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Printing 1o
Bazic formatting .

. Print
C||Ck|ng the ¥ Show horizontal gridines v Undedine column headings v Landscape page lapout
printer icon on ' Show vertical ridines v Bold column headings Preview...
the QUertOOlbar [~ Show the tatal number of records at the top of the report Cancel
diSplayS the print [ Show the tatal number of records at the bottom aof the report
query screen, Fﬂﬁti
which letsyou ~ [#d e i
print the results of . .der and Footer

the query.
Options exist to
control basic
formatting such  Column Layout

as gridlines, |z the arid below ta adiust the calumn sizes and alignment. £ |=
headers and Fullllame Birthdate |Age

fOOteI’S, column Barbatos, Jusn & 0504454 22

headingand font, Tuart, Cory 05005555 21

as well as column
widths and
alignment. All
settings made on
the print screen W Automaticallp set column widths based on the data in each column
are saved along

with the query and will be present the next time the query is loaded.

Page title I P ay Birthdays

Fage foaoter |

Basic formatting - The horizontal and vertical gridline options control whethrenot lines are printed

between each column or record. The underline and bold column headings options determine if the columr
names (i.e. FullName, Birthdate and Age) are displayed in bold text and underlined. The total number of
records resulting frm the search can be printed at both the top and bottom of the report, and the font for the
entire printout can be adjusted. All settings on this screen are saved along with the query and will be usec
the next time the query is loaded.

Header and Footer- The page title is centered at the top of the first page and the footer is displayed at the
bottom left of every page.

Column Layout - The column layout grid allows you to control the size and alignment of each column.

By default all columns are sized the width of their longest data element, as controlled by the
"automatically set column widths" checkbox. If this option is checked the column widths cannot be adjuste
manually. If you uncheck this box you canelitk the line between each columedding and drag left or

right to change the width. Columns that exceed the width of the page are not printed, so make sure you si
your columns in such a way to allow for all data to fit on the page.

Each column has a default alignment, either leftterenr right. Standard text columns are left aligned by

default while numerical columns are right aligned. You can change the alignment of a column by clicking :
column header and using one of the alignment buttons right above the grid.
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If you do not vant to print certain columns that are contained in the query use the "adjust columns" button to
hide the unwanted columns.

Exporting x
Text File Format

Query results can

be exportedo = Delimited - Characters such az a comma or tab separate each field

Access. Excel or f+ Fized \idth - Fields are aligned in colurmns with spaces between each figld

text. V\;hen i HML - Flexible file farmat supported by many applications

exporting to

Field Drelimiter Tewt gualifier #hL oot element #hL record element
Access olr E;](C(a;c[l [ =] [none! ®|  [Recods Record
you supply the file ¥ | Include field names an the first rav ™| Use =ML attributes for field values

name and the
appropriate type of Field Lapout

file is created Calurnm |Export | Start] ‘width| Format
which can then be  {StudentlD 1 10 0000000000
opened in the FullM ame 1l 40
corresponding E"S”rjame ?1 gg
: . astMame L

application. MiddieN ame a0
Exportlng to text Inactive 111 3 Yes/No
has a wider range | matherst aidentame 14 30
of options and is 55Num 144 9 000-000-0000
discussed here in  |5TN 153 12
full detail. Suffix 165 10

ClaszMarme 175 50

Gendert ame 225 a0
The supported Racet ame 275 ]
format_s fortext InternetPazaward 325 25
exporting are
delimited, fixed
width and XML.
Delimited files are

usually comma
delimited, but you can also choose tab or semhdon as the delimiter. Fixedidth formats have each field
starting at a certain location in the file, which can be #éttlve field layout grid. XML formats are the
most flexible and are supported by an emereasing number of applications.

After setting each option for the appropriate type of file you wish to create click the Export button and
provide a file name. fie file will be created and can be opened with a text editor or appropriate viewer,
saved to disk,-enailed, or uploaded to a state agency.

All settings made on the export screen are saved with the query and will be present the riteist lbiaded.

Delimited - Delimited text files contain each field separated by a comma;c®on or tab as specified in

the Field Delimiter dropdown. The Text Qualifier dropdown controls if fields are enclosed in none, single or
double quotes. A check mark in the 'linde field names on the first row" will cause the name of each field

to be added as the first record in the file, which can be used by another program to "understand" what
information your file contains. If a field should not be included in the file wichdrom the export
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column. The format column, as described in detail below, can be used to modify how the field is exported
such as by adding leading zeros or changing the number of decimal places.

Fixed Width - Fixed width files contain each fiektarting at a specific position, regardless of the width of
previous elements. Use the layout grid to assign a starting position and column width to each field. Startil
positions for subsequent fields are adjusted automatically as you make chamgeésld Ehould not be

included in the file uncheck it from the export column. The format column, as described in detail below, cg
be used to modify how the field is exported, such as by adding leading zeros or changing the number of
decimal places.

XML - XML files are specially formatted documents that enclose each element in "tags" that describe the
data. XML is an upcoming format that is supported by anieeeeasing number of applications for
exchanging data. The XML root and XML record elemeatsiwe changed from their defaults if the
destination application has certain requirements. For example, the defaults of "Records" and "Record" wil
produce these results:

<Records>
<Record>
<FullName>Tuary, Cory</FullName>
<Age>21</Age>
</Remord>
</Records>

XML files also allow for an alternate type of notation called "attributes”, which place the data inside the tag
If the target application calls for this type of layout place a check mark in the "use XML attributes for field
values" to poduce the following results:

<Records>
<Record FullName=Tuary, Cory Age=21></Record>
</Records>

If a field should not be included in the file, uncheck it from the export column. The format column, as
described in detail below, can be used to modify tienfield is exported, such as by adding leading zeros
or changing the number of decimal places.

57



Surfside Lighthousé Version15

Format column =k
The format column can be used Fommat stiing ak. |

with any of the export types to |000-000-0000 [~

change a fiel docs
formatted a specific way, oftentime previews
to adherdo the specifications of the
target application. You can type a
format string directly into the grid
or use the format builder by
clicking the "..." button.

Murnerical Text D ate

|EIEIEI-EIEIEI-1 0o0o The quick brovn fox 000-00=-3540

Using the format builder is the easiest method, as making selections from the dropdown &st@haw
sample of how different types of data will look. If the format builder does not have the exact format you
need, select something close and then modify the format string directly in the layout grid.

Along with the builtin formats listed in the fonat builder's dropdown list you can use any of the following
characters to create your own format expression:

Character | Description

@ Character placeholder. Display a character or a space. If the string has a character in t
position where the at syl (@) appears in the format string, display it; otherwise, display
space in that position. Placeholders are filled from right to left unless there is an exclam
point character (!) in the format string.

& Character placeholder. Display a chagactrr nothing. If the string has a character in the
position where the ampersand (&) appears, display it; otherwise, display nothing. Place
are filled from right to left unless there is an exclamation point character (!) in the format

< Forced lowercase. Display all characters in lowercase format.

> Force uppercase. Display all characters in uppercase format.

! Force left to right fill of placeholders. The default is to fill placeholders from right to left.

Procedures

Example #1Create a simple query

Click Studert Query to open the query screen

Click the + next to the Basic Demographics folder to expand its list of fields

Place a check mark in FullName, ClassName and GenderName

Click the + next to the Birthday folder to exparsllist of fields

Place a check mark in the Age field

Click the sort order column on the Age line and select Ascending from the dropdown list

=A =4 =4 4 4 1
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Calurnn Alias | Table | Output | Sort Order | Filter
. |FullName Studentz Basic Demo...
| ClazzMame Studentz Basic Demo...
.| GenderMame Studentz Basic Demo...
| Age Students. Birthday Azcending ;I
| MHone
wﬂ
o Dezcending
=
1 Click the red exclamation point in the query toolbar to execute the query. The name, class and age

each stdent is listed in the bottom preview window, sorted by the student's age.

Click the save icon in the query toolbar to save the query. Name it "Student's age" and give it a
description of "All students sorted by age".

Click the print icon in the query tdahr and click the preview button to see how the query would
look when printed.

Example #2: Create a query with an aggregate function

= =4 -4 —a -—a -8

1

Click Studernt Query to open the query screen

Select "Courses" from the schema dropdown located directly above thefielddst

Place a check mark in the CourseName field

Click the + next to the Sections folder

Place a check mark in the Section field

In the Alias column of the Section line, type "Number of Sections" (without the quotes). This is
optional but more accuiely conveys the meaning of what that field will represent.

Click the groupby column on the Section line and select Count( ) from the dropdown list

Column Aliaz | Table | Output | Sort Order | GroupBy | Filter
CourzeM ame Courzes
mp | Section [Mumber of zections] Courses. Sectiong Count(] - I
| Mone
S|
m:[r]agen
M)

Click the red exclamation point in the query toolbar to execute the query. Each course is listed alor
with the number of sections it has in the active build. Note that all schedaded fields within all
schemas examine only the active schedule, not theoigress build.

59



Surfside Lighthousé Version15

Pin Query to Stat Men

When yousave auery you can now
opt to have that query be "pinned" to
the Report menu, which means that i
will appear in a special "Saved
Queries" group at the bottom of the
Report menu.

Pinning queries to the Reports menu

Alphabetical student lizt including 1D numbers
Description:

[v Show thiz query on the Bepaorts mern

makes it easier for users not familiar
or confortable with the Query

function to print reports. When you create the query you define the fields to include, their order, sorting,
filters and print layout options then when the query is later chosen from the Reports menu all of those
options are loadednd executed, and the report automatically produced without further user intervention.

Student Lisk, ..
Student Data Sheet, ..

Birthday List. ..

Database Roskers, .,

Course Lisk, .,
Camment List, ..

Report Unions. ..

Schedule

Draily Akkendance
Class Attendance
Discipline
Counselar
Progress Reparts
Repaort Card
Transcripk

He:alth

v T v vy v v v v

To pin a query to the report menu:

1 Click Studenf, Query to open the Query screen

1 Create a new query by selecting the desired fields, sort
orders, and specifying filtaronditions. Or, load an
existing query.

1 Click the Print button on the toolbar and define any
formatting and layout settings. This step is option, and if
omitted the default report layout will be used.

1 Click the Save button on the toolbar to name the report
and save it. Make sure the place a check mark in the
"Show this query on the Reports menu” so that it is
pinned to the bottom of the Report menu.

To execute a pinned query:

-

Saved Queries Class of 2005

Enrollment dates

1 Click the Reports menu and select Saved Queries (if
Saved Queries is not visihlrst create and saved a

guery pinned to this menu)

1 Select the query to print. The report will be automatically generated and displayed to the screen, which
can then be printed;mailed or saved as a PDF.
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Query Parameters/ Parameterized Queries

Paraneters let you create a single query that can
—4 be used in many different circumstances to
search for different sets of data. For example,
you can have a single "Class List" query that
ﬂ prompts the user to enter the class hame each

time it is run so that yodo not have to create a
separate query for each grade level.

[Enter your clazs name]

2004

To create a parameterized query:
1 Click Studen#, Query to open the query screen
1 Create a new query or load a previously saved one

1 Inthe Filter column, type your search text as normal bu¢aasof hard coding a value, place your
parameter text in brackets (i.e. = [Enter your class hame]). The text that appears inside the brackets w
be displayed to the user running the query and the response that the user types will be substituted into
your query.

StudentiD FullHame ClazsHame
2 Fizks, Adam Jr. 2002
3 Glazsz, Tom 2008

4 Jonesy, John 2008

Total records 3
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AWord Processingo Function

SurfsideLighthouseprovidesa fAwor d processoro that all ows for th
either static documents or may include data from studentrecords e gueri of t en cal | ed @A m
documents). Documents can be saved and loaded, printed, and shared with other software (such as Microso
Word) using the .RTF file format.

To write a letter or create labels:
1 Click Activities- Word Processing

Screen Iltems

Menu Items / i Word Processing _ (o
Toolbar File Edit Format Insert

The File menu DEE &M -0 & BB Y G2 M3 Sans Sei .
contains z=zFullName==

commands to <<Address>> |

create, open and = <=Cify=>, <<States= <<Zip>]

save documents, as
well as printing.

Once a document has

been created, click FilePrint Letters to create mail merge letter, or FilBrint Labels to prinmailing
labels. Clicking File Print as a list will produce a continuous listing of merged records without ejecting a
page between each, useful for printing a list of items.

Document Window
The document window is where you type the letter or label ctmtBocuments can be formatted with
various fonts, sizes and colors using the Format menu. Bullet list and indented paragraphs are also support il
a basic fashion.
Any text that appears inside double sharp brackets (<< or >>) indicates that it is dieayel that its
data will be pulled from the student's record. You can type the entire field name yourself or use the Insert
menu to pick it from a list. Certain fields also have additional parameters that can be defined, such as special
formatting or 6 help indicate which piece of data to select.
Procedures
Printing a letter that contains some basic student information
To create and print a basic mail merge letter follow these steps:
1. Open the word processor by clickiAgtivities- Word Processor

2. Type the contents of the letter and where you need to insert a piece of student data, click the Insert
menu and select the desired item (i.e. the student's name or address).
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3. Once the document has been created, save it by clicking &dge (note that you musse the word

4.

processing windows menu bar instead of the miginhousemenu bar).
Print the document by clicking FHePrint Letters. A student selection screen will be displayed so

you can choose for which students the document will be printed. Sedetgdhed students and click
the Print button.

Printing address labels

A label is designed exactly likaeletter, except that it doesn't usually contain any text other than student data
fields (as shown in the picteiabove). To create address labels follow these steps:

1.
2.

Open the word processor by clickiAgtivities- Word Processor

Type the contents of the label. In a place where you need to insert a piece of student data click the
Insert menu and select the desireain (i.e. the student's name or address). The picture shown above
is a typical address label.

Once the document has been created, save it by cliEkerg Save(note that you must use the word
processing windows menu bar instead of the miginhousemenubar).

Print the labels by clickin§ile- Print Labels. A student selection screen will be displayed so you
can choose for which students the document will be printed, as well as the label type. Click the Prin
button when the students and label type aecta.

Print the results of a query

The records resulting from any query can be printed either as individual letters, labels, or as a list. You mu
first "attach” the query to the document then insert fields and other text and finally print the dogsimgn
one of the techniques described above.

1.
2.

3.

Click File- Attach query and select a previously saved query.

Create the document by typing text or udingert- Field to select from a list of fields contained in
the saved query.

Print the document either layicking File- Print Letters, File- Print Labels or File- Print as a
list.
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Insert Field

This screen is displayed when the Insert  sgject a categany:

Field menu option is selected from the Al =]
word processor. It allows for the selection
of a specific piece of student data, stioh

Field:

address, birth date or schedule item, whic i:ﬁi;t;:; r: 2| Petemeters
will be placed in the document for mail
merge letters or labels. Attendance group
Birth addrezs
To insert a field into a document: Bitth city Format:
Birth country
. oL Birth state [nane]
1 Click Activities- Word Processor Birthdlate Upper case
and click the Insert menu Bz Number Lower case
Buz Mumnber Feas) e
Screen Items Cell phane
City
Category - The available list ofields is Llass =l

broken down into categories to make theil
selection easier. The categories are:
Miscellaneous, Student, School, User
defined Fields, Schedule, Attendance, Report Card, and Transcript. When a category is selected the field list
is filtered to dispay only that subset of items.

[ Cancel ” Inzert Field l

Field - The field list contains aalphalist of all fields within the selected category. Select a field, set any
parameters it may have, choose an optional format and click the Insert Field button to add it to the document

Parameters- Some fields, such as certain attendance or schedule category fields, have additional parameter:
that must be defined in order to produce the desired results. In the case of attendance totals, the start and en
dates must be defined. In thase of schedule fields, the block, period and cycle must be selected. If the field
you have chosen requires any additional parameters they will be displayed in this list.

Format - All fields have one or more formatting options available. In the casatdie&ls you can force

them to upper case, lower case or proper case (where the first letter of each word is capitalized). Yes/No
fields usually have several choices with some being generic and others being more specific to the field.
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Print Labels

& Print Labels

— Print labels far:
= Al students

= Al active students

&+ Orne clazs 2005

" One student

™ Multiple students

" Filter

" Saved query

" Fepot

" Yearly abzences equal bo or greater than IEI_

" “early abzences equal to ar greater than |0
& labels will be printed

zince the lazt [etter

,E-ru;|:| - Address — Label informatian
Ayern 5161 - Address Tue  Address
Awery D162 - Address _| 'w?l )

Ayvery 5163 - Shipping Height: 1

Ayern 5164 - Shipping Widthe 2 B3
Arery D165 - Full sheet

Awery B167 - Return addreszs - Across Jup

[* Detailz... ][ Mew Label... ]

v Text iz centered vertically an the label

one selected class of students

Frint
Preview. ..

Cancel

daak

1 One student Prints labels for a single student
1 Multiple students Prints labels for several students.oklthe Select Students button (not shown) to
choose which students to print.
1 Filter - Prints labels for several students resulting from your-deéned search criteria. Click the
Set Filter button (not shown) and use the build query screen to filtestalents.
1 Saved query Prints labels for all students resulting from a previously saved query.
1 Report- Prints labels for all students resulting from a particular report. This is a powerful function
and lets you, for example, print labels to all studerits have perfect attendance or received two or

more F's.

This print labels screen displayed
when you choose to print mailing
labels from the word processor. You
can select the type of label to which
you are printing, and also select the
students that will be printed. The
selection options are vashd range
from all students, to those students
resulting from detailed reports.

To print mail merge labels:

1 Click Activities- Word
Processorthen click
File- Print Labels

Screen ltems
Print Labels For

1 All students- Print labels for
all students in youdatabase

1 All active students Print
labels for all active students in
your database

1 One class Prints labels for

1 Yearly absences equal to or greater thBnnts labels for students who have total absences greater

than or equal to the amount you specify. The same results can be achieved using the Report optio
and choosing the Chronic in Status report.

Yearly absences equal to or greater than (since the last id@mjs labels for students who have

total absences greater than or equal to the amount you specify, but only those that have that amout
since he last generated letter.
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Label Type - The label list contains dozens of common Avery label types. Details for the selectadetype
displayed to the right of the list, while even greater details can be found by clicking the Details button. If a
label format does not exist for your specific label type, click the New Label button and defined all fields.
You will likely need a ruler to measure each of the dimensions when creating a new label definition.

Text is centered vertically on the label Indicatesthat the labels contents are vertically centered on the
label, which usually looks better than being skewed towards the top.

Print Letters

L‘E Print Letters

This print letters screen is displayed

— Print letters far:

when you choose to print letters fror | ¢ aj students Efint
the word pocessor. You can select | ~ . . i shudernts Prexiew...
the students that will be printed,

" One class Cancel

which range from all students to
those students resulting from detaile | & One student

reports. " Multiple students
" Filter
To print mail merge letters: ¢ Gaved query
i Click Activities- Word * Fepot |E=irth|:|aj,I Lizt... j

Print Letters For

daak

Processorthen clickFile- Print

Letters " Yearly absences equal o or greater than |0

" “early abzences equal ba or greater than |0 gince the laszt letter
1 letterz will be pninted

1 All students Print letters for all students in your database

1 All active students Print letters for all active students in your database

1 One class Prints letters for one selected class of students

1 One studert Prints letters for a single student

1 Multiple students Prints letters for several students. Click the Select Students button (not shown) to
choose which students to print.

1 Filter - Prints letters for several students resulting from your-deéned search criteria. Click the Set
Filter button (nd shown) and use the build query screen to filter your students.

1 Saved query Prints letters for all students resulting from a previously saved query.

1 Report- Prints letters for all students resulting from a particular report. This is a powerful fuantion
lets you, for example, print letters to all students who have perfect attendance or received two or more
F's.

1 Yearly absences equal to or greater thanints letters for students who have total absences greater than
or equal to the amount you spgciThe same results can be achieved using the Report option and
choosing the Chronic in Status report.

1 Yearly absences equal to or greater than (since the last idRramjs letters for students who have total

absences greater than or equal to the aingaunspecify, but only those that have that amount since the
last generated letter.
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& Print Preview - Student Data Sheet
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E-Mail = print... [ Page Setup... E-mail... PDF...
W4 776 M a |- &k
All reports inLighthouse
can be previewed tibe ‘ _
screen before being e — — -
printed for the prposes of e — =

ensuring the content

Elvak O Femak Hispan ¢ W0y

generated is what you intended, printing only a range of pageailiag the report to a recipient, or saving

the report as a PDF file.

To E-mail or PDF a report:

1
1

Prepare any report as you normally would, and click thei@gebutton to show the report on the screen.
On the toolbar, click the-mail or PDF buttons.

1 Inthe case of sending arm&il, your local email client will launch and an electronic version of the

document will be attached to a newnail. Fill in the ecipients name and click the Send button. Note

that you must have a properly configured locah@l client for this function to work.

Student Data Sheet Report

The StudenData Sheelets
you print student data in a
format similar to the layout of|
the General tab of the studer
list screen. Each "set" of dat
(contacts, parents,
enrollment, etc) can be turne
on or off from being included
in the printed reportYou

can select and sort the
students in many different
ways.

There are two ways to print
the Student Data Sheet
report: from the Reports
menu and directly when
viewing a student's record.

To print from the Reports
menu:

9 Click ReportsA Student
Data Sheets

In the case of a PDF file, type a name for the file and click the Save button.

Student Data Sheets
Student Data Sheets  Frint student demagraphic data in a sheet-based format

v

X

¥ Addiional Demographics -

v Contacts
v Parents
[ User Fields

v Errallmernt
v Programs

[v Language/Status

[ Testing

v Tranzpaortation Set as Default

Sort students by
By Last Mame, then First Mame
v Page eject between students

[ Ornit ghudent data for a data enty sheet

Student Selection 26 students zelected

Al students

£ Al students enrolled on
Al active students

" Ore student

" Ore class
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1 Select the data to be included in the report, the sorting method, and which students to print.

1 Click the Print, Preview or Save as PDF buttons to generate the report.

To print from a
student's record:

T[ Open a Student's ,:.:;:11"3“ I::s:lﬂame MmHdk Name JSrl,rm
record ugng the e . Css
: H Emat [ Femae Hirpanie 2008
StUdent LISt USIng SEte |D# LID# =ocSes Nim

one of the several
methods available

Student Information Sheet

GEEEE 05 18

Birth Information

Birtidat Matee 1z Mabe v Hame
for |Ocating a FTakER Ldam
Bty Addlre oz Bt Chy Birts St BIFts Coon ktay
student 58 Soutn Stast onaam na ug

(ListsA, Students,
StudentC Open,
etc).

i Select the General

Inleb P aes wond
Fimins

Presert Address
Addrne £z
18 Beniry Clrcle

Chy shEE Zip Code Conily
‘varmouth Port i 12578 Eamitable

Regular Phone Numbers & Email

. Phoned Phowe Hame i (=R (R:1T-17 Fax
tab to view the TH8-0805 Homs 4343233
Phone2 Plok Name 2 Elial
student 89728 Home Akt de com

demographic data

Emergency & Medcal Information

EMmengency Phoe 1 EMenge icy Name 1 EMmengeicy Phowe 2 EMmerg by Mame 2

. . 3959354 Jiow -Grandfather 39592513 Mar; - sunt
1 Click the Print or p— —— p—
Print Preview Or. Loonard 5895334 3305228
Doctor A feEs
buttons on the 1 Pond Crlw, ¥armout Port, M
Doctor Mok s

toolbar

i Select the datatbe
included in the

Doator's hours are 10 -4 M-F

Parert or Guardian #1
Thtke Hame

Redtinzhip Leq@lcasiody of ch Luuex with b I Albw ekare to
ez O Ho

i A K, Cindy n ver DO No weg O Mo
report and click the aagese Noks
OK button- the Vo vairs
report W|” be Home Phone Cell Phone Emal Addnes s
previewed to the Compary Job TR Wok Rhone Wok Bhoke 2 ok Emall

screen and you can

Parert or Guardizn #2

then pl’lnt, a-nall OI‘ Ttk :E:T,enn-;- gemblslp u\‘elscu%%gm.n Eifsezjmglr:% g_n;isreleﬁe'r;
PDF the report. Aadess Noks
In addltlon to prlntlng Home Phons CellP s Emal Addnezz
the Student Data Sheet
Company Job Tk Mok Phaee Mok Phae 2 ok Em3ll

normally, you can print
a blank sheét without
any student dart to
create a blank data

entry form. Place a check mark in the 'Omit student data for a data entry sheet' box and (optionally) the
'Include student name and basic demographics' box and the report will not include any student data fields.
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Schedule Functions

Student schedules provitlee necessary data for generating class rosters, which are used during progress
report entry, grade entry (which in turn feeds the transcriptd)class attendance functions. It is therefore
necessary that student schedules be entered before using any of these functions.

This scheduling section will present the basics of creating a master schedule and resulting student schedt
with Lighthouse If you want to begin immediately with a function that does not require schedules, such as
daily attendance, discipline or guidance counselor functions you can jump right to those sections of this
quick-start guide. However, some of the topics discusséudgrschedule section, such as creating teacher
accounts, also pertain to these other functions.

Tip: If you are creating a new schedule during the current school year be sure to read the section titled
"How to start scheduling for a new year" below, so a s not to affect current year's data.

Build Management

Builds contain schedule data. That schedule data feeds many parts of the program with the data used to
compile student schedules and class rosters. Each build encapsulates some basic courskeespitings,
schedule, the student schedules and parameters necessary to provide a year's worth of schedule data.
Schedule data cannot exist outside of a build; therefore, at least one build must always be defined in ordet
utilize schedules or any rosteased activity (including report cards, progress reports, class attendance or th:
Teacher Client).

If this is your first time creating a schedule witbhthousea default build will have been automatically

created for you. It is not necessary to makedaranges to the build management screen unless you want to
later perform "whaif" scenarios on your new schedule. You can skip this section but make sure you
understand the use of builds before attempting to schedule for the following year.

To open thé)U”d [H Build Management - 1Ol =]
management list:

Build Name & Description Periods
4

o Click -
BUildS- BUIld 2004-2005 Mext vear 4 1 z
Management

The build list

contains the name
of the build, its
description, its basic
schedule parameters [ Mew.. | Edi. || Depte |
(periods, cycles and |2 builds y
blocks), and an icon
indicating if the build is active or iprogress. Doubtelick abuild name to edit the record, or singléck

and press the Edit button. To add a new build click the New button. A new build can either be empty or a
copy of an existing build. New builds can be created as a copy of an existing build which isouseful f
starting a new year or for trying "whdt scenarios during the schedule building process.
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Delete a build by clicking the Delete button. If the build has any schedule data contained within it a warning
will be presented asking for your confirmatiolfiyou continue to delete the build all of the data it contains
will be removed.

Icons

« Indicates that the build is active and is thus supplying its schedule data to the

program.

$¢ Indicates that the build is4progress and is thus supplying eémtpieces of its dai

to the program, thereby overriding the active build. Edit the build and click tF
Settings button to set what theprnogress build is supplying.

What each build contains

O«

O«

Schedule Parameter&ach build contains its own schedubrg@ameter settings (blocks, periods and
cycles). This makes it possible to create a schedule for next year that is drastically different from the
current year, all without affecting current year's schedules.

Basic Course SettingsThe general tab of thevarse list contains a few basic settings for each course,
including its number of blocks, length, priority, and cycles. Each of these settings is hosted within
the build, making it possible for a course to be defined differently for next year withaztiraffdne
current year's schedules.

Course SectionsThe sections tab of the course list defines the number of sections for a course, and each
section's teacher, room, and meeting time. These settings effectively comprise the master schedule
and are altontained within a build. This makes it possible for courses in next year's schedule to
have a varying number of sectionsr differences in teacher assignmenigthout affecting current
the year's schedules.

Course ConstraintsThe constraints tab d¢ifie course list defines restrictions for the meeting time of
each course section and is contained within a build. Constraints aren't really needed after the initial
master schedule has been built; so affecting current year's schedules isn't a coowesrer,Hince
the constraint information is hosted in a build, it is easy to make changes to provide "what if"
scenarios while working on a new schedule.

Course Links The links tab of the course list contains any link assignments for each course section,
which are all contained within a build. Links aren't really needed after the initial master schedule has
been built; so affecting current year's schedules isn't a concern. However, since the link information
is hosted in a build it is easy to make chestp provide "what if" scenarios while working on a new
schedule.

Student Schedules€ach build contains all student schedules, which is necessary so that each student
can have a new schedule next year without affecting the current year.

Note: When you ¢ reate a new build that is based on an existing build, all of the above data elements

are copied to the new build. Changes can then be made to the new build by either making it active

(which will make it active for all users) or making it an in -progress bu ild (which only affects certain
program functions). It is usually best to make this copy of a build when creating schedules for a new

year as it saves time by not needing to redefine every setting.
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What each build does NOT contain

4 Course RecordsThe couise record itself, as it appears on the course list, exists across all builds.
Therefore, it is important to realize that deleting a course will remove it from all buddsourses
should not be deleted until the end of the year when the courséoisgar needed to populate report
cards (and thus transcripts), progress reports and class attendance.

4 Student RecordsThe student record itself, as it appears on the student list, exists across all builds.
You must add new students to your databasedardor them to be available in next year's schedule.
You must not delete those students who are not returning or else current year's records will be
affected. Next year's students can be marked inactive to prevent their appearance on reports until
suchtime as you wish them to appear on next year's schedule reports, at which time they will need
be marked active.

4 Student RequestsThere is only one copy of student course requests that exists across all builds.
Since the requests are no longer neddethe current year once the initial schedule is built, you
need not be concerned that changing the requests will affect current year's schedules.

Active versis In-Progress builds

The active build (the one with the check mark next to it) is the onsubpatesthe rest of the program with
all scheduleelated data, unless anpnogress build has been defined and overrides certain functions of the
active build.

If an in-progress build overrides a function then all users on your network (except thagéhesi eacher
Client) will also use the Hprogress build for that function. Therefore it is often necessary to communicate
with co-workers as to what activities are being worked on for the upcoming year. To help with this, each
build-aware screen corites "[in-progress]"” in the title bar if it is using next year'pnogress build. It is

often desirable to turn a certairpnogress item on for a short time, perform the necessary task, and then
turn it off so that it affects other users as little asgible.

Note: The Teacher Client always retrieves its data from the active build, whether or not an in - progress
build is defined. Teachers do not need to be made aware of any build management actions .

Teachers and Rooms

Both teachers and rooms mbst defined before they can be assigned to a course. Once they have been
defined on the teacher and room lists you can use them in other parts of the program. Teacher and room
assignments are first mareaby clickingLists- Teachers and Lists Rooms
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The teacher list & Teacher List =101 %]
dISpIayS the name Teacher name & Sections Units Horme Phone Zell Phone Ernail Mailbox Address
of each teacher or  |auperson 1 3/ units
administrator, the | BaRNES 1 0/8 units
number of sections  |BERGER ! LL78 units
to which he is BURGESS 1 8/8 unfts

. BUSSELL 1 848 units
assigned, the total | X 075 units
number of course | -peee ) 8/8 units
units (semesters),  ciar 1 048 units
and basic COLE 1 8/ units b
information such as |GRossMan 1 0/8 units
phone, email and DOMAHUE 1 0/8 units

FELLOWS 1 0/8 units

anFESS. Double JONES 1 048 units
click a teacher LURKIN 1 0/8 units Ll
p: Crgfdtgreglr: gtrlae (Mew |[ Edit |[Deiste | [ Roster |[uick Print]
CI|Ck and press the | 23 Teachers [4 Administrators and 1 Counselor] | 1 teachers with conflicts [shawn in red] -- 1 of which is also overbooked [shown in blue) v

Edit button. To
add a new teacher account, click the New button.

Delete a teacher account by clicking the Delete button. If the teacher is assigned to anyestoitEnar
warning will be presenting asking for your confirmation. If you continue to delete the teacher record his
name will be cleared for all associated student records, but the student records will otherwise remain intact.

The number of units will beisblayed in black if there are no scheduling conflicts, red if a conflict is found
(two sections meeting at the same period taught by the same teacher), or blue if it is overbooked (too many
sections to be taught in the day). If a teacher account issdedsian administrator or counselor his name

will be displayed irbold text.During the schedule building process there are times when you might not

know exactly who will be teaching a section of a course. In those cases you should create a fictitieus teac
name as a placeholder. You can assign the temporary teacher to the individual sections of a course so that
those sections are kept from meeting at the same time by the master schedule gevieeatyou

determine who will be teaching the coursesté@her name can be changed accordingly. The same applies
for room assignments. It is important to not egaroll these fictitious teachers and rooms. Assigning more
sections than units in a day will prevent the scheduler from properly determirchgrtead room conflicts.
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Course List Course List [in-progress] =]
. . Course List (27) i

SurfsideLighthouseprovidesa Name @ English 11 [General]

single course catalog for Art Name: |English 11

managing all the particulars of = [5ndlish 12

your courses. TO VleW and Blocks: (1 @ Length: 1 @ F'ric:rit_l,l: 5 @

. English 12
manage your list of courses, English 9 Cycles: [l Everpdap
click Lists Courses.Once a German 9
course is added to the system  |Histary 10
and set up to your History 11

specifications, it can be used Histary 12
instantly throughout the entire [ 2
program. Courses may be ;:: Tjrd'”g
added, deleted, renamed or Math 11
otherwise modified at any point  |math 12

in the school year. A course Math 9

W Make available for course request and schedule entry
¥ Make available for printed clags rosters

¥ tdake available for report card entry

¥ Make available for progress report entry

V¥ take available for transcript entry

[T Owveride the course raster with students from;

| Roster [ Mot Scheduled | Requests | Links | Constraints | Sections | General

must be addetb the listbefore PE 10 [English 11 [
it can be assigned to student PE11

requests or schedules FPE 12 Top printed position priority: |Medium j

FE 9
Name- The name of the course Science 10 Creditz per credit-bearing marking perniod; | 0.5 E
. Science 11 _ < -

as it appears on student = sienos 17 Grade bonus: |0 [loade =]
schedules, progress reports, Science 9 Department; [Eng =

report cards, class attendance, |zpanish 10
and other reports. Note that on |spanish 11 = Do not noct arades for i e
the tranSCI’Ipt the name Of the Spanish 1z 0 not post grades ror tnie courze o siudent iranscrpls
course can dfer if you use the Spanish 9 Display on transcript as: (leave blank bo uze course name]
"display on transcript as" setting |
described below.

v Include grades for this course when calculating averages

Firzt unit; Additional units:
Textbook rental fee: (40,00 $0.00
Blocks - The number of blocks Matorials fon I$U " I$U "
must be between one and the _ ' ' '
Subject fee: | $0.00 | $0.00

total number of blocks defined
in your school year (See [ &dd H Delete ] [<< Previous H »r Mest ] [ Find H Filter... H Cloze ]
schedule parameters). If you
have defined two blocks in the yearifmed 'Fall' and 'Spring’) and a course is defined as meeting for two
blocks, itis considered a ful{year course and would meet for both blocks starting in the fall. If the same
courses defined as having only one block, that course could meet in dighdirgt (Fall) or second (Spring)
blocks and is considered a pgdar course.

Length - The meeting length determines for how many consecutive periods the course will meet. The
default length is ondut lab courses and other specialty courses migeébkigher. When a muliéngth

course is added to a student schedule it takes up the same number of slots as the length of the course. T
meeting length of a course cannot exceed the number of periods in the day.

Priority - Course priority is used toelp give certain courses weight over other courses when it comes time
for the program to schedule a student. Ideally, a student will be able to receive all courses that he or she
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requested. However, that is not always the case. Sometimes the progitamakei a choice as to which
course requests will be abandoned. The priority of a course helps in this decision by giving additional
weight to courses with higher priority, however it is not a guarantee that a course of higher priority will be
abandoned défore another of lower priority. Many other factors affect this decision and are considered by
the master scheduler.

Course priority can be set from 1 (lowest) to 10 (highest), with the highest most likely to be scheduled.

Cycles- Cycles can be thought as "days of the week" and are used to allow courses to meet only on
certain days in your schedule cycle. By setting up multiple cycles a course can be told to meet on Monday,
Wednesday and Friday, while another at the same period could meet on Tuesdiaysday.

When setting the cycles for a course you place a check mark next to each day of the week for which the
course meets. The name of each cycle as defined in the schedule parameter is listed and, by default, all
cycles are selected.

Note: We reco  mmended that you use a single -cycle schedule unless a good portion of your courses do
not meet every day. Additional cycles add complexity to the schedule process, and printed schedules
contain a schedule for each cycle, which may not be desired by most s chools.

The rest of the course settings are used for other program functions and will be described in detail in the
appropriate section of this manual.

Entering Student Requests

The program usestudentcourse requests to build a master schedutematiclly and to assign a set of

courses to individual student schedules after the master schedule has been created. Requests can be assig
any time after the course list is established. When the program builds the master schedule it examines the
student regests and tries to accommodate as many requests as possible, while at the same time trying to
observe all of your other constraints.

It is not necessary to enter requests before creating sections of courses or assigning teachers and rooms to
those sectionsRequests need only be entered before building a master schedule, but it may be useful to
enter them in order to print preliminary request rosters and course populations so that the number of requirec
course sections can be determined.

To open the requéescreen:

1 Click Lists- Students(or press CTRLT) and click the Requests tab
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Current Requests List- This list shows the current courses being requested by the student, which will be
usedbothwhen generating the master scheduleiarmlilding thisstucen®® schedule. Add courses using
either the quick entry or master course list methods (described below), and delete courses {njicdongle
its name in the

# Student List

list. You can _ _ .
= Mew Student =  Delete Student *}» Find = Print 3 Print Preview
clear all requests
for the student by Class: 2008 (ags 16) - Fisks, Adam Jr. - Male
C“Cklng | T E Discipline Counselor Transcrpt Health
More- C|ear Class | Full Mame General Schedule Attendance Grades
Requests If you 2007 Barbatos, Juan A Add ta request list Suvailable courses
arestarting 2007 Bulier, Jean add = op
X il [ Add to common course list Art R 2
scheduling for a el : :
d 2008 Glass, Tam Current requests: 8 8/ B unitg Englizh 10 2 1 o
new year an 2009 Janesy, John English 12 2 @ Homersom [Fal] | English 11 G
want to delete all | 2009 wictieson, Pam History 12 t@4 el 2 111 4
requests for all 2010 Thomas, Pauia Science 10 1@2[Fal | English 3 e B
students, click 2010 Tuart, Cory PE 12 1 @4 [Fall] Histony 10 2111 o
File- Database R t@dfan e T S
. Science 12 I @ Homeroom [Spring] RS R 4
Utilities- Clear ST 2 @2 [Sprna] T— o 1
Student Keybaarding 2 @3 [Fal] 3 411 B
Requests #dd To Cormron Courses
{4
Master Course
LISt / Common 2 students [ Delete l[ [Create Schedule]l
Courses- The

master course list

displays all courses aefined in Lists Courses. The number of sections, meeting length, and number of
blocks (semesters) from anpmogress build overriding the "course list" item is displayed. If qoragress
build is defined, or if the "course list" item isn't overriddéhe data from the active build is displayed.

Doubleclick a course name to add it to the current request list. Hold down the Control (CTRL) key and
doubleclick a course to instead add it to the common courses list. Double click a common courswéo rem
it from the list.

Common courses can be used to add a group of courses to a student at one time. The timesaving benefit
common courses increases as more students are assigned the same courses. For example, assume all 9
grade students each takedlish 9, Math 9 and PE 9 as three of their courses. Those three courses can be
added to the common course list once and as each 9th grader's request list is retrieved, all common cours
can be added to the current request list with a key press (Badspace) or single mouse click (the <<

button to the left of the common course list). In this case, three courses will be added with a single click. .
more and more 9th graders are retrieved and the common courses added the timesaving benefit should b
clear to see. Of course, each student will likely require further modification to the current requests beyond
the common courses. Those can be made through the quick entry or master course list methods.

Quick Entry Box - Type the name of a course into tQaick Entry box and press Enter to add it to the
request list. As you type each character the closest matching course is filled in allowing you to only type a
few characters of a name to select most courses. If you instead want the course addedimdnecourse

list when you press Enter, click the "common courses" item below the text box. Aside from the use of
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common courses, the Quick Entry method is the fastest and most efficient way to enter requests for a large
group of students.

Pre-Registration Lists

At any point during or after the process of enterir MallEEUdEL TS 4
student requests you can print several reports  Search for students wha have total units Brint
showing preregistration counts and lists. To requested less than the number you specify. =
produce a report with a count of the number of = Each student has 8 units [4 periods * 2 blacks)
students regesting each course you would click ~ @¥ailable ta them.

Reports Schedule Request Count. There are
also reports to print student requests and to seai
for students who have an insufficient number of Expart..
units requested.

Prewview. ..

Cancel

Search for units less than: |E Iil Customize...

P

Sections and Meeting Times

A section is an indeendent manifestation of a course that allows it to have a presence on the master
schedule. A course can have from zero to a virtually unlimited number of sections. Each section will have a

meeting time and seating limplus teacher and room assignments. A course without any sections would
still exist in name but without a meeting time it would not appear on the master schedule.

To manage sections for a [ =10l x|

course: Nan_l::i':'urse List (27) @| EMGLISH 11 [Sections] |

6 Click Lists- Courses = |ART =
and click the Sections ENGLISH 10 % Section :I 1 :l of 2 [ Add section l [ Inzert sectinn][DeIete sectiun]
t b EMGLISH 11 G
a EMGLISH 12 T Seating ... Teacher Roarn Block Period
e
P
]

A f ENGLISH 3 1 0 BERGER 102 Spring 3
s an examp of a GERMAN 9 iz o BERGER 102 Fall 4
section, if English 10 HISTORY 10 S

were being taught three
times throughout the
schedule the course wouli Students requesting this course: | 4
have three sections. Eacl

section can meet at a [ Add ” Delete l [<< Previous” > Mext ] [ Find H Filter... H Sort x> ] [ Cloze l

different period and can
be taught by the same or different teacher. While it would be possible totbreatseparate courses for

English 10, each with a uniqgue name, multiple sections of a class permit the master scheduler much more
freedom in how it builds your schedule. Additionally, consolidating each into a single course with multiple
sections makesiaintaining the course list and master schedule an easier task.

The section list allows for the editing of the teacher, room, period and block for each section in a course.
Use the mouse to click in a cell and either type a new value or select it froimogaown list. You will
need to create teacher and room accounts (explained below) before assigning them to course sections.
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The period and block may be restricted based on the course settings. For example, a course defined as 2
blocks will only be abléo meet in the fall and one that is multiple periods long will be prevented from
meeting during the last period of the day.

Add / Insert / Delete section buttons The add button creates a new section of a course and adds it to the
end of the list. Thensert button creates a new section but places it between two other sections. The delets
button removes the selected section.

Newly created sections will be assigned a default period and block. If you are creating sections at the
beginning of the schedeiprocess and will later use the master scheduler to generate your saheschoide
necessary to adjust these settings, as they will change automatically during the schedule generation proce

Constraints and Links

Barring any other restrictions, wharmmaster ghedule is cast the courses are placed at the meeting times tha
best allowtherequests to be satisfied. Add to this ¢éix¢éraconstraints of teacher and room assignta and

you have a schedule that will allow both your teachers and students to be satisfied. Naturally, there will be
times when further control is needed. This is where constraints and links come into play.

Constraints are a way to instruct the mastéreduler to place courses only at certain times or to keep a
course from meeting at certain times. Without the use of constraints the scheduler would place a course
where it thinks best in keeping with teacher, room and student conflicts.

To adjust cowse constraints:

& Click Lists- Courses

and click the B Cow s O =10/ x|
Constraints tab e i | 2] De[English 11 [Constraints] |

Ot s

Each section of a course Englsh 10 % Section m of 2 v affect all sections

can have its own | —

constraint settings. Itis  [engiish s 5 MR e

possible to prevent one  (German 3 &

section of a course from Eliﬁﬂiﬁ i g | Homeroom o v

meeting at any period in  |wistary 12 £

the afternoon but to force [History & 3

a different sectiomo e yboarding =

meet at some time in the s 11 = 2 * %

morning. Math 12 %
Math 2 %

Constraints allow youto | 1 = , v »

define units of time PE 12 2

where the course is PE 9 &

allowed to meet or coenee 1 g

when it is not allowed t0  |science 12 ] 4 o o

meet. By default, a Scisnos 9 z

course can meet any time [Pamsh 10 - —
[ Add H Delete ] [<< F'revious” 3> Mext ] [ Fitd H Filter... ” Sort > l [ Cloge

B
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during the day for all blocks. It is possible to preveobarse from meeting at any given period or group of
periods, or even to force a course to meet only at a specific period. Constraints are the primary tool used to
keep courses out of certain times or to force a course to meet at a certain time.

Each perd for each block is displayed in a grid, with a "check" or an "X" to indicate whether or not the
course could be placed there by the master scheduler. -8lagiéo change a single cell, or click and drag
to change multiple cells. Click the block natne. Fall) to change every cell in the column, or click the
period name (i.e. Homeroom) to change every cell in that period.

To force a course to meet atertainperiod place "X"s on the entire grid except for the period you want the
course to meetlf the course meets multiple periods the settings affect the period at which the course starts.

Tip: There are several shortcuts available when setting constraints. Clicking the row or column
headings will toggle the value of all periods or blocks respe ctively, and clicking the upper leftmost cell
will toggle all constraint settings.

Note: When you define constraints there is a check box called "affect all sections” - if this box is
checked, your constraints will be applied to all sections of a course. To devise different constraints for
each section of a course, uncheck this box.

Links Course List [in-progress] - |EI|1|

Links are used to tell [l et | [ [EnGLISH 11 [Links] |
the master scheduler [#RT

Meets Course Section

can be used to keep |keveoarbinG
sections of a course |MATH 10

at the same period MATH 11
while not imposing
the restriction of
meeting at Only a [ Add H Delete ] [<< F'reviuus” >3 Mest l [ Find H Filter... H Sort »» l [ Cloze ]

certain period.
Links can also be used to keep sections apart or force them to mesd-back-- useful for lab courses.

At the same time as | GLISH 2 1

m
that a section of a E | Sestion [«] 1 [»]of2
i LE] I n
courss must bg - EGLIZH 12 —
[y
moved as a unit with - lenctisH 9 £ | Enswe that ENGLISH 11 Section: 1
another course, GERMAN 9 B |iiects oo acton
regardless of the HISTORY 10 — ety jl Ourse: jl == |C|r1.ﬂ o
. . =
period at which they |1=T9Fr 11 5 ((8aa )
. HISTORY 12 5 —
meet. Coursénks HISTORY 9 E Thiz section will mest:
(o]
£

| Detete link || Delete all |

To adjus course links:

¢ Click Lists- Coursesand click the Links tab

A typical schedule will probably not contain many links. This is because the majority of situations can be
better handled with teacher/room constraints or regular course constraints. Howéger|inks provide a
valuable service and have an advantage over course constraints in that they do not force the section to meet
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at an exact period. This affords the scheduler more freedom in building the master schedule. Where
appropriate the use ohks can improve your final schedule results.

Building the Master Schedule

The build schedule predure analyzes student requests, course constraints, teacher and roameassign

links and several other factors and arranges a schedule to best satisfy all of these requirements. You hav
controls over how much weight is given to several factors such as course balance, period and block balan
and student abandons.

To open tle build schedule screen:
o Click Schedule Build Schedule set the checkboxes and sliders and click the Build button (not shown)

It can take a long time for the scheduler to work to completion (i.e. to generate the very best schedule it ¢
but it has a wdiing schedule in hand at all times. You can stop the process at any point to examine the
results, and later continue from where the program left off. We recommend that for the first few attempts
you let the schedule generator run for five to ten mingteg, the process and examine the results. Once

you are satisfied that everything is on track, continue the schedule generator and let it run to completion.

Continue from  rrramer—m"m _[of x|
last build point _

Build: [ 2004-2005 - Next Year =l Buidina Fesus | Graph|
(do not :

i Elapsed time lsec,
rand0m|ze) - W Continue from last build point [do not randomize] Pass 10 (Mncle 3 of 3)
|ndicates if the I|;Eef|:unpul;ate fheduletorflyt[no courses are moved) E;"éri?;izandonecl E Ei;goig

nforce teacher constraints Balance ratio G 5%,
Current m_a'Ster I?Enfg[ce room conztraints Stu;lents with abandons 4 (50,00%:)
schedule is [V Enforce course links Period balancs 6 A453%
. Class ratia a7.10%
loaded and used | WEnforee course constiaints Gender ratio 85.46%
: re Importe Race ratio a1.94%
as the starting . I - Teacher conflicts 3 units
H c wn Room conflicts 0 units
point for the _ S P 3 5 Total iterations 79,019
schedule run or if = I _5 w tl— 2 y b Total schedule changes 46
o = T P o
it is randomly =t = iwmf- Cm Um | |oyerall rating 84.98%
generated. You
Wl” norma”y Il Pauze Cloze
leave this option -
unchecked excepl :
FProcessed pass (7 -Total time for pass: 0. 109375 seconds (rating: 84 98%) -
When you have Frocessed pass (2) - Total time for pass: 0. 109375 seconds (rating: 24, 98%;)
StOpped the Frocessed pass (9 - Total time for pass: 0. 1015625 seconds (rating: 84.958%)
scheduler to do Frocessed pass (10} - Total time for pass: 0.1015625 seconds (rating: 84.2
other work and

wish pick it up
again at a later time from where ittleff.

Repopulate schedule only (no courses are movedhdicates if the master schedule is left alone (i.e. no

courses are moved) and only the student schedules are recalculated. If, after performing several schedule
runs you manually move the meetingé of several courses and wish to recast the student schedules based
on your changes, this option must be selected or else an entirely new master schedule may be created. Y
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should also make sure this option is checked if you have tr@atded your mast schedule and wish only to
have the program populate the schedule with students.

Enforce teacher constraints- Indicates if the master scheduler will attempt to satisfy all teacher constraints.
This assumes you have entered teacher assignments faeetioh ahead of time, which we strongly
recommend. While reducing student abandons and balancing section loads are an important part of schedul
creation, all is moot if teachers are not available to teacher the sections. We recommend this opson alway
be checked except in the rarest of cases.

Enforce room constraints- Indicates if the master scheduler will attempt to satisfy all room preferences.
Unlike teacher constraints, the room assignments are usually a lot more flexible and, as such, we don't
recommend that you enforce them. If you do, the master scheduler will be restricted as to where sections ca
be placed and it may adversely affect the resulting schedule.

Enforce course constraints Indicates if the master scheduler will make suredlatourses meet at times
that agree with any course constraints you may have entered.

Enforce course links- Indicates if the master scheduler will make sure all courses that are linked together
move as a unit.

Slider controls - The slider controls adw you to specify how important certain factors are to you while the
schedule is being built. The default settings should be appropriate for most users, but adjustments can be
made as necessary.

6 Abandons This is the total number of courses that couldbescheduled across all students. This
number is fairly important, but not as important as free blocks since it is possible for a student to have
abandons but still have a full schedule, assuming alternate course requests were entered.

6 Balances This determines how balanced each section of a course is. Severely unbalanced sections, suck
as having thirty students in one section and five in another, are unacceptable. As a result, this is one of
the most important slider options.

o Blocks- This is the nurher of free blocks found across all students. Since this number indicates how
full your student schedules are it is of extreme importance, second only to Balances in our opinion.

o Periods This slider controls how balanced with courses each period is.

o Gerder, race and classThese sliders indicate how balanced gender, race and classes are across all
sections of a course. For example, to specify that it is import to have an equal balance of males/females
in your classes set the Gender slider to a highe |

Build info, results and graph tabs- As the master scheduler works, the status of the best schedule it has
found thus far is displayed in the various screens. The build info tab contains basic information about the
schedule, such as the number aigas in the day, the last build date, etc. The results tab contains a detailed
set of statistics regarding the success rate of the schedule as it is being built. These numbers can help you
determine which areas of the schedule are working well, andhwight require somene-tuning The

graph tab displays a graphic history of the overall success rate of the master schedule as it is being built.

Results tab explanation
6 Elapsed time The amount of time that the scheduler has been running this session
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6 Pass As the scheduler performs its functions it takes many passes through your students examining e
and every student. This is the number of complete passes that have been performed.

6 Courses abandonedhis is the total number of courses that hbgen requested by students but have as
yet been unable to be scheduled. Using the 'Abandons'’ slider control sets the importance of this
consideration.

o Free blocks This is the total number of free units available across all students. A unit is a single
period/block/cycle cell. The number of free blocks usually gives a better understanding as to the succe
rate of the schedule. Using the 'Blocks’ slider control sets the importance of this consideration.

6 Balance ratie This number indicates how well@asection of a course is balanced with students. Using
the 'Balances' slider control sets the importance of this consideration.

6 Students with abandord his is total number of students whose schedule contains at least one course
that could not be scheld. Remember that an alternate course request might have already resolved thi
conflict, if you provided alternate requests.

o Period balance This number indicates how well each period is balanced with courses. Using the
'Periods’ slider control setsetimportance of this consideration.

o Class ratic This number indicates how well each section is balanced with students from different
classes (i.e. grade levels) who have requested the same courses. Using the 'Class' slider control sets
importance bthis consideration.

& Gender ratic This number indicates how well each section is balanced with male/female students.
Using the 'Gender’ slider control sets the importance of this consideration.

6 Race ratio This number indicates how well each sect®balanced with students from different race
descriptors. Using the 'Race’ slider control sets this importance of this consideration.

¢ Total iterations This is the total number of internal calculations made on individual students while
attempting to bud the master schedule.

o Total schedule changedhis is the total number of changes that the program has made while hunting
for the best master schedule.

6 Overall rating- The overall rating is a compilation of all the above statistics and weighted dependin
how the various slider options are set. It is possible to have a very good working schedule without a ve
high overall rating depending on how you have set the sliders. In general the higher this number the
better the schedule outcome.

Note: Buildi ng a master schedule will result in the meeting times of courses being altered within the

current build, unless you choose only to repopulate the schedule, in which case only student schedules

will be changed. Make sure you have read and understand the bu ild management functions so that you
do not interfere with current year's data.

Steps to create schedules for a new year

If you are startingvork on a new schedule during the current school year it is of utmost importance not to dc
anything that will advesely affect the current year's schedule data.

1. Enter new students into the datababeorder for you to enter requests for a student his record must
first exist in the database. Usists- Studentsto enter the name and class of upcoming students so
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thattheir requests may be entered. It is not necessary to mark these new students as "inactive" since
they will not have any data for the current year and thus will not affect crucial reports.

Add any new courses that are being taught for next year édnbpurse must exist before it can be
assigned to student requests. If new courses are being offered next year that aren't offered this year,
you must add them to the course list. Note: Do not delete current year courses that will not be
offered next year,sathis action would remove them from the current year's data.

Enter student requestStudent requests are not needed once a schedule has been built, so it does no
harm to erase this year's requests and enter next year'siléds®atabase Utilities Clear

Student Requestgo remove all existing course requests. You may then begin entering course
requests for every student.

Create a new build to hold next year's schedubdshis stage it is necessary to start modifying

course information. To ensureatithese changes do not affect this year's data you must create a new
build. UseSchedule Build Managementand click the New button, name the new build, ensure

that it is based on your current year's build, place a check mark in thegress" box, andlick

OK to create the build.

Update course informationUse the general tab of the course list to ensure that each course has the
correct number of blocks, length, priority and cycles. Note that because we added a new build and
marked it "irprogress'the course list will have [progress] added to its title bar. This indicates

that your changes will only affect next year's schedule and leave current year's data intact.

Update section informationUse the sections tab of the course list to add ooversections to next

year's schedule as necessary. If you are ugihthousés automated schedule generation functions

you need concern yourself only with the number of sections and the teacher/room assignments; the
master schedule generator will chatige period and block, as it deems necessary. If you are

manually creating your master schedule and entering it into the program by hand then you should set
the period and block for each course at this time.

Update constraints and links&Jse the constrats and links tabs of the course list to add any

restrictions to when courses meet or to link courses together so they move as a unit. Constraints are :
vital part of the scheduling process as they can not only prevent courses from meeting at certain
times, but can also be used to force a course to meet at a certain period and/or block.

Build the schedule Armed with all the information entered thus far, the scheduler can work to
generate a schedule that fits the needs of both students and teaché&rScl&dule Build

Schedule and click the Build button to start the process. It can take a long time for the scheduler to
work to completion (i.e. to generate the very best schedule it can) but it has a working schedule in
hand at all times. You can st process at any point to examine the results and later continue

from where the program left off. We recommend that during the first few attempts you let the
schedule generator run for five to ten minutes, stop the process and examine the resulgsu Once

are satisfied that everything is on track, continue the schedule generator and let it run to completion.

Check results There are various reports that can be used to check the status of the schedule, such as
section counts, period usage, and incotepsehedules. It can also be useful to look at student
schedules on the screen to get a feel for how well things are proceeding.

Pleasaemember that you are using arpirogress build and that you want to minimize the effect this
has on other users wheed access to current year's data. Because of this the default settings for the
in-progress build do not override the-screen student schedules, printed student schedules, or class
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roster reports, which are items that may be needed on a regularfiasisan decide when to
change them to use next year's schedule bingdhe build and clicking theeftings button.

How to perform "what if" scenarios while building a schedule- When working on a schedule it often
becomes necessaryntake changes that may or may not have a positive effect on the overall schedule.
Sometimes this effect is unknown until the change is made and the results examined. Sometimes it is
difficult to "undo” these unsuccessful changes and td&aak to the last good schedule. This is where
builds can help by letting you make a copy of the current schedule, make changes and try "what if"
scenarios, and then either keep or discard the changes.

1.

Create a new buildUse Schedule Build Managementa create a new build. Make sure that it is
based on the schedule you are currently working on, place a check mark next teptogriss”

box, and click the OK button. A new build will be added to the list that is an exact copy of the one
on which youare currently working.

Make the schedule changes and examine the redvlike whatever schedule changes you desire,
such as modifying constraints, teacher & room assignments, or even the number of sections in a
course. Rebuild the schedule (if requiradyl examine the results with the assortment of reports at
your disposal.

Keep or discard the changel§ the changes were successful and you wish to keep them, you need
not do anything. The current build can continue to be used and the originakeugiths a good

backup in case you make a mistake later in the process. If the effect of your changes was not posit
and you want to go back to the previous build, use Schedudd Management, edit the original

build, place a check next to the “fimogress” build, and click the OK button. This will take you back

to using the original build. Since the changes to the new build were not successful you can select t

build and delete it.

Conflict Matrix [in-progress] o ] |

Schedule Building Utilities Fa R  focoem 5

Count|4

Students

Often the exigencies of scheduling regui

Art

several attempts before you get things - 2L P Butler, Jean
English 11 25| 1 Michleson, Pam
exactly the way you want. Many factors  [engishiz | 25| 2 Thomas, Paula
come into play when building a schedule  |Histery 11 |25 1 Tuatt, Cory
. History 12 25| 2
from teacher and room constraints to Keyboarding | 35 | 2 R ; s
student conflicts. Several tools are Math 11 25| 1 4 a
available to overcome these obstacles. :;Tllz ;g 1 ; 2 ; 2
PE 12 25 2 L) LS
While the schedulbuilding process is fully [seence10 |21 2 2 1
y
automated and allows you to ignore some Seenesil |25 1 [ 4 4
. . . Science 12 25| 2 4 4
complexities involved in master schedule . ... (2 - s s
creation, these tools do have their uses ar sTanish 12 |25] 2 | 4 4
- . 4 _>|
can be utilized as you fifgine your master

schedule.

| History 11 + English 11 = 4 | P

Conflict Matrix Tool - The conflict matrix lisis a toolused to determine how many students have

requested the same two courses. This information can help you decide which courses need to be kept at
different periods, while devising your course constraints or manadiiysting the meeting times of sections.
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To open the conflict matrix list:
& Click Schedule Conflict Matrix

The conflict matrix is an eagp-use interface for an advanced schedule concept. It is not necessary to make
use of the conflict matrix in ordeo build a successful schedule wiibhthouse However, its proper use can
sometimes help reduce

the number of

abandons ultimately

generated by the master

scheduler.

Period Usage Tool

The period usage list is

a tool used to display at

which period each

section of every class

meets. During the

scheduhg process the period usage list can be used to see if periods are evenly balanced aicti¢clspot
that all courses are where you want them to be.

To open the period usage list:

¢ Click Schedule Period
Usage

Master Schedule Tool Displays

each section of each course, along
with the meeting time, teacher, room,
seating limit and request / schedule
populations. The list is interactive
and can be searched and sorted as
needed. Doublelicking a course

will open its record for editing.

Open byClicking
Schedule Master Schedule

Class Roster Took The class roster list is a EEEEEEHURITED =0l

quick way to generate and view the students | i D e g e e
who have a particulegection of a course on

their schedule, without having to print a

Buttler, Jean 2005

report. The roster display includes each Tuart, Cory 2005
students name and class. You can deuble

click a student to open his schedule.
To open the class roster list:

| 2 students v
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