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Support Resources 

This guide touches upon the basic concepts and procedures needed to use Surfside Lighthouse.  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 F1 

from anywhere in the program to display the on-line help system.  To 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 your 

search text.  You may browse the entire contents of the help documentation 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 at www.surfsidesoftware.comw for the most up-to-date information about this product. 

You may find answer to common question, updates and other documents there that will help to answer 

your questions. 

Keep Your Program Up-to-Date 

Surfside Lighthouse has an automatic update feature that allows it to acquire maintenance updates at any 

time.  To ensure that you are using the most current version of the program, run the HelpCheck for 

Product Updates function at least once a week. 

Contact our Technical Support Staff 

Our technicians are available between the hours of 9:00 a.m. and 4:00 p.m. Monday through Friday, 

Eastern time. 

ǒ Phone: 800-942-9008 or 508-255-1079 ï the Surfside Lighthouse hotline is at extension 240. 

ǒ Fax:  508-255-9520 

Your first ninety-days of technical support are free with the purchase of the program.  After that period ends, 

it is necessary to purchase an ñIntensive Careò technical support plan.  Contact customer service for further 

information. 

Email our Technical Support Staff  

Email support is available virtually 24 hours a day.  Our technicians usually respond very quickly but will 

always respond to your question within one business day ï typically much faster than that, though. 

ǒ Email: support@surfsidesoftware.com 

 

 

http://www.surfsidesoftware.comw/
mailto:support@surfsidesoftware.com
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 Surfside Lighthouse 
 Student Information System 

Version 15 

 
© Copyright 2009-2016, 2017 Surfside Lighthouse Group, Inc. 

Portions Ò Copyright 1988-2008 Surfside Software, Inc. 

 

All Rights Reserved 

 

Introduction  

Welcome to the next generation of school administrative software!  We are delighted to introduce Surfside Lighthouse ï the latest 

step in an over thirty year tradition of the best in school administrative computing. 

In 1981 The Classifier started a revolution that forever changed the way schools manage their students.  Following in close 

succession, the creators of The Classifier introduced software for managing report cards, tracking student attendance, building 

transcripts and for automating many other administrative tasks.  For the past twenty-four years the keepers of this flame have 

lovingly crafted this family of administrative software through over sixteen generations of development.   

The newest edition of this time-tested product line offers the solid reliability schools expect from Surfside along with an 

unparalleled ease-of-use and feature set that makes this the very best, most powerful edition our software ever! 

Surfside Lighthouse includes a master scheduler that is powered by Surfsideôs popular Classifier scheduling engine - a complete 

scheduling software package designed to manage the otherwise tedious task of building a master schedule and student schedules 

for your school.  Lighthouse also includes a student database, attendance tracking system, discipline contact manager, report 

card/progress report generator, historical transcript builder, health records manager, guidance counselor contact tracker and teacher 

access system.  It also includes an optional capability to upload selected student data to MyStudentData.com, Surfsideôs Internet 

student data access system. An optional Lighthouse Teacher Gradebook is also offered. 

In addition to this manual, Surfside Lighthouseôs extensive help system has complete, on-line documentation for reference on any 

part of the program discussed here.  We recommend that you use the help system to supplement the information contained herein. 

 

Licensing Information - This version of Surfside Lighthouse is shipped on a single CD-ROM.  This software product is 

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

product are intended for the use of the original purchaser only.  Copying, duplicating, selling or otherwise distributing this product 

without the express written permission of Surfside Software/Surfside Lighthouse Group, Inc. constitute violations of United States 

copyright laws and are hereby expressly forbidden.  The program is licensed for use in one school office or department.  School 

districts or institutions wishing to use Lighthouse in several buildings or departments must purchase a copy for each location.  We 

offer a generous quantity discount program - please call us for details. 

 

Warranty - Surfside Software/Surfside Lighthouse Group, Inc. warrants that the Surfside Lighthouse program CD-ROM media is 

free from defects in material and workmanship, assuming normal use, for a period of thirty (30) days from the date of purchase.  If 

a defect occurs during this period, you may return the disk to Surfside Software/Surfside Lighthouse Group, Inc. with a dated 

proof of purchase where it will be replaced free of charge.  Except as specifically provided in this warranty, there are no other 

warranties, express or implied, including but not limited to, any implied warranties of merchantability or fitness for a particular 

purpose.  In no event shall Surfside Software/Surfside Lighthouse Group, Inc. be 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 ï The Surfside Lighthouse student information system manages important and sensitive data.  Both 

computers and their operators make mistakes.  Please proofread all output carefully before it is published or distributed.  Back up 

your data frequently. 
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Whatôs New in Version 15? 

User-Definable Student Data Tabs 

Far and away our most highly requested feature, the Student List now has the ability to choose which data 

fields to display, organize them into logical groupings, change their order, and more!  Using this system 

users can create tabs to contain logical sets of data fields, such as a tab with fields for new students, a tab 

containing only the most common data entry fields, or one with only those fields pertinent to the athletic 

director. 

Within each tab fields can be added, removed and rearranged.  These tabs support full editing ability 

including cut / copy / paste, multi-level undo, and a ñlookupò function to allow quick and consistent data 

entry and by presenting a list of values contained in a given field.  A ñlocateò feature lets you jump to the 

original tab that contains the selected field (i.e. the State ID field is located in the Demographics tab).  And 

finally, a ñListò feature takes all of the fields contained in the selected tab and presents them in an editable 

multi-student ñspreadsheetò view in order to quickly and easily edit and compare data for multiple students 

at once. 

Each Lighthouse user account manages their own tab and field definitions, so each user can maintain his or 

her own set of fields no matter which networked 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 be 

added to multiple tabs if desired, so the ñCityò field could be located in a ñContact Informationò tab and also 

a ñNew Student Fieldsò tab. 

Enhanced ñListò displays 

The list of students in the Student List, and the list of courses in the Course List, have both been enhanced to 

provide additional functionality and enhance the user interface.  Both lists now support ñbackò and 

ñforwardò functionality allowing quick and convenient access to previously viewed entities, and both lists 

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 in a more clear and 

consistent manner. 

Each invoice can now be assigned a ñcategoryò, and a new supporting ñreceivables by categoryò report has 

been added to allow viewing of receivables totaled for each category in addition 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 balance, even if there is activity within the 

reporting dates.   

Teacher Client Improvements 

The Teacher Client now has the ability to ñcopyò data that is displayed for a student.  This allows a teacher 

to quickly and easily copy one or more pieces of information they are viewing, such as to copy an e-mail 

address for and paste into their e-mail 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 14? 

Improved Course Definition Screen 

As one of the two most important screens in Lighthouse, the Course list display is the home of all course-

related settings and functions.  This screen was completely redesigned with an up-to-date interface and a host 

of new time-saving 

features and 

functionality.   

¶ Improved find, 

filter, sorting and 

printing capabilities  

¶ Faster and more 

intuitive navigation 

¶ The constraint 

management screen 

displays all coursesô 

sections at the same 

time, so you can 

more easily manage 

your course 

constraints.  New 

commands to toggle 

on/off periods for 

one section, all 

sections or a 

selection makes this 

process quicker and 

easier than ever. 

¶ Links can now be 

added and edited 

more conveniently, 

with a screen that 

walks you through 

the process. 

¶ Student request management on 

the course level was expanded 

significantly.  Available students 

can be marked as ñstarredò ï and 

starred students can then be 

added to any subsequent courses 

with the click of a button or 

keypress.  Additionally, the 

students who are selecting a 

given course can be ñcopied and 

pastedò into any other course.  
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These features make it much easier to enter large batches of student requests.   

¶ A new roster 

display lists each 

section and all 

semesters at the 

same time, 

providing a quick 

overview of 

students scheduled 

into entire courses 

instead of one 

section and one 

semester at a time.  

The Print Preview 

button generates an 

instant roster 

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 in Lighthouse contain 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 off the visible 

surface of the form. 

 

Memory optimizations and 

performance tuning 

A new form management system 

was implemented in V14 to help 

prevent memory leaks, which can 

cause systems to slow down the 

longer a program is running.  

Many additional performance 

tweaks and optimizations have 

been made throughout Lighthouse 

to keep things running in a 

smooth, efficient manner. 

 

Student Requests:ñPaste Toò 

Function 

Student request entry can be a 

time-consuming task, however the 
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new functionality in V14 makes this process quick and easy. 

 

The Requests tab of the student list offers enhanced ñcopy and pasteò functionality, allowing you to copy a 

select group of courses from one student and paste those courses onto another student.  In addition to this 

standard copy/paste function, the new ñPaste Toò function lets you paste the selected courses to many 

students ï such as an entire grade level, students that you select manually or any group of students that can 

be selected with a filter condition such as  ñstudents in grade 8 whose last name is greater than ñGò. 

 

Settings for this bulk paste operation can prevent duplicate requests from being added to a studentôs current 

requests, or ensure that all students end up with the same set of course requests, regardless of any courses 

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 

 

Version 14 introduces a new ñgrid styleò 

schedule.  This format is especially useful 

for multi-cycle schedules, where multiple 

days of the week are defined and a 

different set of courses can exist on each 

day of the week. 
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What Was New in Version 13? 

Track Prospective Students 

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

 

¶ Tracks basic demographic data and contact info 

¶ Tracks contacts with prospects 

¶ Generates letters 

¶ Transfers data to student record upon enrollment 

¶ Works with Query tool 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 system ï a skills or standards-based report 

card.  Key features of the new report card system include: 

¶ Design and manage a flexible skills or standards system with groups and sub-skills. 

¶ 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 apply on a term-by-term basis. 

¶ Skills/standards system maintains its own set of grading terms, with each term able to be active/inactive 

for data entry. 

¶ Students may be assigned one or more teachers responsible for grade entry, with a ñprimaryò teacherôs 
name appearing on the report card. 

¶ Data entry is quick and easy, with multi-select, spreadsheet-style entry allowing the most common grade 

to be filled in for all selected skills ï then spot-editing those that differ. 

¶ Includes an auxiliary tool for schools that donôt use Lighthouseôs master scheduling system ï it assigns 

teachers to students, balancing out race, gender, class.  The auxiliary tool would be especially appropriate 

for elementary schools in your district. 

 

Upgraded Billing System 

The student billing system received several critical improvements: 

¶ Ability to define ñcharge codesò on a grade level and student level, then create invoice jobs that would 
apply the appropriate charges for each student. 
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What Was New in Version 12? 

New Email System 

Lighthouse offers a powerful, system-wide email function.  The following major reports can be mass-

emailed directly to parents and students: 

 

¶ Student schedules 

¶ Report cards 

¶ Progress reports 

¶ Transcripts 

 

Individual student-based reports from the student list 

screen (print preview) and emailed directly to the 

individual student and parents.  It features a user 

interface that offers quick access to the email 

addresses of both the student and parent.   

 

Preference settings allow users to configure Lighthouse to select one of several methods of sending emails.  

These include MAPI (which tries to launch the default email client), a cloud-based email server and a 

manual SMTP server.  

 

Copy/Paste Function in Student List 

Version 12 adds copy/paste functions to all of the Student List tabs, 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 that event to the records of all other students 

involved. 

 

Mass Email Broadcast in Word 

Processor 

The word processor in Lighthouse was 

upgraded to support mass-emailing of 

mail merge documents.  This function 

is especially useful for sending a 

quick notification to the entire student 

body or targeted emails to sub-groups 

in the school such as an athletic team, 

club membership or more. 
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Multi -Select Added to Student List 

Multi -select support was added to all applicable Student List tabs to support bulk operations such as 

deletions and copy/paste functions. 

Transcript Viewer in Teacher Client 

The Teacher Client now has the ability to display a studentôs transcript if a teacherôs account is given the 

appropriate permissions. 

Current Year Attendance on History Tab 

The current yearôs attendance is now displayed on the ñHistoryò tab of a studentôs record, providing a ñlist 

viewò of attendance all from a single screen. 

Miscellaneous Enhancements 

Among the less visible changes in Version 12 are: 

¶ The Schedule tab of the Student List now selects the ñcurrentò semester by default, assuming that 

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 and load without incident. 

 

 

What Was New in Version 11? 

SQL Server Support 

Surfside Lighthouse can now connect 

to a SQL Server or SQL Express 

database server.  This enhancement to 

Lighthouseôs core data access code 

brings with it all the benefits of a 

server-side database:  enhanced 

performance, reliability, scalability and 

connectivity.  Since Microsoft 

provides SQL Express as a free 

download, even those without an 

existing database server can configure 

SQL Express within minutes. 

 

Network administrators and IT staff 

will appreciate the stability of the SQL 

Server platform and users will appreciate the performance enhancements of this upgrade. 
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Please speak with our tech support staff if you have questions about how to connect Lighthouse to your SQL 

server or SQL Express 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 SQL (structured query 

language) using the built-in 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 just as you can with standard 

queries. 

 

Color Coded Records on Student List Screen 

Student names may now be color-coded on the Student 

List screen, according to their class level.  A long-

requested feature, users can define a custom color for 

any class.  All students in that class will be displayed 

on the Student List screen in the selected color.  This 

makes it much easier to perceive one class as separate 

from another when browsing data. 

 

Un-Weighted GPAôs Available on Transcripts 

Some colleges are now asking for un-weighted GPAôs to be included on student transcripts.  V11 offers the 

option to include this un-weighted average in addition to the standard, weighted average  

New Design for Student 

List Screen 

This upgrade provides a 

more consistent interface 

across all student tabs to 

facilitate improved work 

flow.  The new design also 

minimizes data updates and 

network transmissions, 

thereby improving overall 

system and network 

performance. 

While retaining enough of 

the original structure to remain quite familiar to existing Lighthouse users, 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 touched virtually every part of Lighthouse.   
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What Was New in Version 10? 

 

Comprehensive Data Input Validation  

 

Version 10 implements a comprehensive data input validation system that allows you to configure the format 

of data that each field can receive. It provides users with feedback when their input does not match with the 

specifications you defined for that 

field. 

 

This screenshot of the student list 

shows an invalid phone number 

outlined in red.  It also shows a small 

exclamation item on the 

Demographics, Contact and User 

Fields tabs indicating those screens 

contain data entry errors.  Note that 

there is a new preference setting in 

Version 10 to allow all tabs to be 

loaded when the student record is 

retrieved, instead of loading each tab 

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. 

 

At the top of the screen is another 

red exclamation point along with the 

text "Click here to view data 

errorsé" which is displayed when 

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 defined an "auto format" entry, which can take otherwise valid input and coerce it 

into a slightly different format.  For example, a valid phone number of 508-255-1120 might be converted 

into (508)255-1120 by an auto-format expression.  If a field has an auto-format expression defined for it, the 
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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 lets you configure each field by choosing from a pre-defined list of 

formats or by hand-entering your custom regular expression syntax. Each field can be configured as a 

required or optional field. You can set an auto-format expression that will attempt to convert valid input into 

a pre-defined format. 

 

The input validation designer is accessed via the Field Management screen.  The toolbar contains an Input 

Validation... button that opens the designer. 

 

Designer Layout 

 

The input validation designer 

screen presents a list of all 

available fields at the bottom of 

the screen.  When a field is 

selected, the upper half of the 

screen shows the settings for that 

field.  You can quickly locate a 

field by clicking anywhere in the 

Field column of the bottom grid 

and typing the first few letters of 

the name you are trying to find.  If you put a check mark in the "show only fields that have an input 

validation expression" box the field list will be filtered to show only those fields for which some input 

expression has been defined, making it easy to examine check your work. 
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Input Validation 

Expression - This 

dropdown list contains 

several pre-defined 

format expressions.  

Picking an item from 

this list automatically 

fills in most of the other 

text boxes such as the 

input expression string, 

auto format, and error 

text.   

 

Required - Placing a 

check mark here makes 

the field a required 

field.  Required fields 

indicate an error to the 

user when no data is 

present. 

 

Input Expression 

String - This is the 

expression string that 

performs data 

validation.  It is pre-

filled for you when you pick a validation format from the dropdown list ï or you can make changes to an 

existing expression or create your own.   

 

Input expressions are called "regular expression", and are a very comprehensive means of validating input.  

There are countless resources available on the Internet to learn about regular expressions.  The syntax takes a 

bit of getting used to, but thankfully the pre-defined expressions should fulfill most of your needs.  Should 

you decide to jump in and create your own regular expressions, we recommend researching the basics on the 

'net and then downloading a free tool called Expresso available at http://www.ultrapico.com/Expresso.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 Format expression, which can convert the data from one format into another.   

 

Many of the pre-defined input expressions contain an auto format expression, which you can use, change, or 

remove.  The data from each grouping can be used in the auto format expression by prepending a dollar sign 

to the position of the group within the expression.  For example, a typical phone number has a group for the 

1, a group for the area code, a group for the exchange, and finally a group for the subscriber number. 

 

http://www.ultrapico.com/Expresso.htm
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If a user enters a valid phone number in the format:  1-508-255-1120, 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)$3-$4. 

 

Be aware that the auto format expression goes hand-in-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 input - If 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 field must contain, such 

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

 

Testing Your Validation 

 

After you have defined your input 

expression you can test it out by clicking 

the Test This Validation button.  The 

ensuing screen let's you type text into 

the input box, and a check or x-mark 

will be displayed letting you know if 

your input passes the test.   

 

You can make adjustments to the input 

expression string or auto format 

expression right on the test screen, and 

any changes you make will be saved 

back to the prior screen should you click 

OK. 

 

 

 

 

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 current input expression 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 data immediately by entering your correction into the ñNew 

Valueò 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 then 

assume a user has entered ñDad Cell: 508-555-1212ò into this field. The algorithm will look for a valid 

phone number amongst the field contents and find ñ508-555-1212ò and place that into the new value field. 

Additionally, if you have defined an auto-format expression for that field, it would be applied to the new 

value resulting in something along the lines of ñ(508)555-1212ò. All of this work is performed automatically 

without requiring any manual edits! 
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To launch the utility, use FileĄDatabase UtilitiesĄFix Data Entry Errors. 

 

In the screen to the 

right, several fields 

have an input 

validate expression 

defined and all 

selected.  The user 

has clicked the 

Search button and 

the results of the 

search are displayed 

in the grid at the 

right hand side of 

the screen. 

 

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 double-click in the New Value column for 

any error and type its correction.  If the value 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 Cell:  508-255-

1120" is not a valid phone number.  But there is a valid phone 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 new value for every 

automatically correctable error that was found. 

 

Search options 

 

Ignore empty required fields - When this option is checked the search will not display an error for required 

fields that are missing data.  Instead it will search only for invalid data -- that is, data that has been entered 

but is not in the correct format. 

 

Attempt auto-format 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 example, this option allows the program to convert "508-

255-1120" into "(508)255-1120" automatically.  

 

Remove entries once they are fixed - If this option is checked, as you correct entries by typing new values 

into the New Value column the error item is removed from the list.  If not checked, the 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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Spreadsheet-Like Editing of Student Data 

 

Everyone knows there are times when itôs easier to view and edit data in a spreadsheet format, rather than in 

a student-by-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, sort and filter 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. 

 

In the screen above, several fields have been selected for display/edit.  FullName and ClassName are non-

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 the Class Name, which is defined in ListsĄClasses).  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 available fields.  You can type a few characters of your field 

name in the box at the top to filter the list, and then either double-click the desired field or click the OK 

button to add it to the view. 

 

You can also change an existing field to something different by clicking its dropdown arrow.  Selecting a 

field in this manner will replace the original field with the new field. 

 

Sort and Move 

 

Fields can be moved by clicking and 

dragging the field caption, which is the the bar directly above the student data.  In this 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 new data.  In order to edit the contents instead of typing 

something completely new, instead double-click 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 after it is edited.  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 paste 

one student's data to one or more other students, or bring data from Excel or other program 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 example, 

select multiple columns that are not adjacent to each other.  Once selected, click the Copy button on the 

toolbar (or press the ubiquitous Ctrl-C Windows shortcut).  The data will be copied to the clipboard ready to 

paste into another area of your student data, or even another program. 

 

To paste data, some compatible data must first be on the clipboard.  Compatible data typically means textual 

data in a row/column format, such as from another spreadsheet program, database, or that has been 

previously copied from the Lighthouse spreadsheet.  Place the cursor where you want to start pasting the 

data and click the Paste button on the toolbar (Ctrl-V).   The entire contents of the clipboard will be pasted 

into the rows and columns starting at the selected position.  If for some 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 State 

cell for a student and copy the word "MA" to 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 data 

in the clipboard must be compatible with the area you are attempting to paste.  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 pre-fill 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 Ctrl-Z).  However, once you close the Spreadsheet screen all undo history is lost, so make 

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 of visible inactive 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 spreadsheet view to see those 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 file for further editing 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 

li st 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 that 

would appear on one or more reports you 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 and displays all of your students. 

 

Customizable Daily Attendance Colors 

The daily attendance system was enhanced 

to allow you to define a custom color for 

each attendance category. The chosen 

color will be displayed on the studentôs 

daily attendance screen, as well as on 

various reports such as the grid and 

calendar reports. Each category type (i.e. 

present, absent, tardy, etc) has its own 

default color and inherits the color from its 

parent (if it has a parent). This makes it 

easy to change the color for an entire group 

of categories: simply change the color of 

the parent status and all ñchildrenò under 

that status will inherit that new color, 

unless you specify otherwise. 

 

To view and modify the category colors, click ListsĄAttendance Categories. 

 

When you edit a 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, Doctor is a sub-category 

of Tardy and the blue color is inherited directly from the parent category. 
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Defining a new color 

 

If you are editing a top-level category or if you have un-checked the "Color same as parent", another check 

box called "Custom Color" is displayed.  If this box is un-checked, the category takes on the default 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 desire 

for a category.  And if the category has sub-categories that have been defined to inherit their color from the 

parent, making one change to the top-level color will immediately change all sub-categories. 

 

Attendance category colors are displayed on the Attendance tab of the student list, on many calendar 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 reports 

allow teachers to quickly and 

easily produce daily and class 

attendance totals for their 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 Class 

Attendance Summary being 

very similar in functionality.   
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Once you select one of the 

reports, a screen is presented 

allowing you to select a time 

frame (YTD or one marking 

period), student selection (all 

of your students or students 

from one class), and grouping.  

Select the desired options for 

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 have 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 date ï and throughout the rest of Version 10ôs life cycle. 
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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 a 

single database file.  To create a new database (starting completely from scratch), click FileNew Database. 

Users of an existing administrative software product might wish to import their data so as not to have to 

reenter it from scratch.  If you are using an earlier version of Surfside Lighthouse your data will convert 

automatically.  Users of other, non-Surfside products might be able to import student demographic data only, 

if your software can export to a compatible file format.  To import data click FileImport.  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 non-Surfside administrative product, we'll be happy to talk with you if you have questions 

about the import function. 

Setting Basic Parameters 

After the database creation process is completed (whether by creating a new database or importing data) you 

will be asked to set some basic parameters.  These are called "new database settings". 

First the program will ask for your basic school information.  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 

periods, blocks and cycles to fit the 

schedule layout you will use for your 

school.  Even if you're not using the 

scheduler, you still should define this basic 

information as much of it affects other parts 

of the program. 

Periods 

This is the number of times during the day 

that courses are offered.  The name of each 

period is displayed on the student 

schedules, and the start/end times help the 

"where-is" function and the Teacher Client 

select the "current" period based on the 

current time of day. 
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Blocks 

This is the number of semesters in your school year.  Each block can be assigned its own schedule, with 

some courses being multi-block courses and others single-block courses.  You should use the fewest number 

of blocks as possible to accomplish your schedule.  A typical schedule is a 2-semester schedule, while the 4 

x 4 block schedule is becoming increasingly common. 

Cycles 

While periods and blocks are somewhat easy to determine, some thought should be given to cycles before 

changing its value above 1.  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 such courses. 

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 example, you'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: 

ǒ 1 - "Everyday" (the default) - This is the default and recommended configuration.  Each course is set 

to meet every day, and courses that differ from that can be named as such to indicate the split (i.e.  

"PE/Health"). 

ǒ 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 defining the basic course parameters using 

ListsCourses 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 meet on MWF and those that meet on TH. 

ǒ 5- "M/T/W/TH/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 course parameters 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 schedule for each day 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 

Database 

Functions 

Student List Screen 

All students are 

maintained in the 

student list that you can 

access by clicking 

ListsStudents.  

Students may be added, 

deleted and changed at 

any point throughout 

the year. 

The general tab of the 

student list allows for 

the management of 

student demographic 

information, such as 

name, address, 

programs, 

language/status, and 

other pieces of data. 

There are many pre-

defined fields (as 

shown in the display), and user-defined fields can be added to track additional fields. 

 

To open the general screen: 

¶ Click ListsĄStudents (or press CTRL-T) 

¶ Click the General tab 

 

Info View 

The Info View is a snapshot (not editable) of the student's information. 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, enrollment 

status, and contact information. 

 

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

used for such things as informing the office staff about parental restraining orders or other release-related 

warnings. 
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The Medical area 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 changes in the other 

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 Requests 

tab would save any changes you made in the 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 assured any changes you make will be saved. 

 

Demographics 

First / Last / Middle / Suffix  
- These fields comprise the 

student's name, which will be 

reported as "Last, First 

Middle Suffix". The first and 

last name fields are required 

in order to add a new student 

record. 

Class / Race / Gender - The 

class is either the year of 

graduation or grade level of 

the student (year of 

graduation is the preferred 

method). The dropdown list 

contains all items as defined 

in ListsĄClasses. The race is 

the ethnicity of the student 

and the dropdown list 

contains all items as defined 

in ListsĄRaces. The gender 

is either Male or Female. 

State ID# (STN) - The state 

ID number should contain a unique number that identifies the student with as far-reaching a scope as 

possible. This means that if you have a state assigned ID available for the student, you 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 student will 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 importing students into Lighthouse to help match 

an incoming record with the same record in Lighthouse by 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 information 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 number, which may be used in certain reports. 

Web Password - This is the password needed when retrieving the studentôs information on our 

MyStudentData.com Internet student data access service. A password must be assigned to a student in order 

for his record to be uploaded to 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 a fairly common practice to globally update the same password for all students and supply it to the 

parents. That password, when combined with the students STN (ID) and birth date, make for an adequately 

secure lookup system.  If the web password field is blank, the studentôs information will not be uploaded to 

MyStudentData.com 

Birth Information  - These fields hold the 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 the 

student's record and viewable on the Info View tab. This field can be used for such things as informing the 

office staff about parental restraining orders or other release-related warnings. 

Contact Information 

Present Address - This group 

of fields show the student's 

current address, city, state, zip 

and county of residence. 

Regular Phone Numbers & 

Email - Current telephone 

numbers and e-mail address for 

the student are shown here, 

except for emergency contact 

information which is listed 

below. Available phone 

numbers are Phone1, Phone 2, 

cell, and fax. 

Emergency and Medical 

Information  ï This section 

holds basic emergency 

information that the staff might 

need if the child has a problem 

while at school. 

Parents Tab- A new Parents 

tab stores two parent or 

guardians' title, name, 

relationship, address, contact 

information for home and 

work, notes, and custody, 
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release and live with status. 

Contact Name / Contact Phone / Contact Type - This is the preferred 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 information 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 when publishing phone numbers for attendance follow-up. 

User-Defined 

Fields 

The list of user-

defined fields 

can be managed 

by clicking 

ListsĄField 

Manager. Each 

field that you've 

added will be 

listed and you 

can enter data in 

that field by 

clicking the 

white text area 

to the right of a 

field and 

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, the field might 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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Enrollment 

Enrollment & Withdrawal 

Dates - The enrollment date is 

the date the student entered 

into the school or district. 

Depending on state or local 

policies this might be the first 

entry or the most recent. The 

enrollment type is a code 

usually indicating the details of 

the enrollment, such as if it is 

an in-state transfer, out-of-state 

transfer, etc. Again, this is a 

state or local policy and varies 

from school to school. 

The exit date is the most recent 

date that the student withdrew 

from school. The exit type, 

similar to the enrollment type 

code, is a state or local code 

identifying the details of the 

withdrawal. 

Current Year Enrollment  - 

The attendance group field 

allows you to group students 

into logical units and print 

attendance summaries based 

on this grouping. Students with 

the same attendance group will 

be calculated as a whole on 

any attendance report that lets you choose the "attendance group" option. This field can be a simple piece of 

information or combined from multiple other fields using the Global Update function. This field need only 

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

The homeroom field is similar to the attendance group field and lets you group students into logical units and 

print attendance reports based on this grouping. However, the homeroom field also enables you to print 

certain reports, such as schedules, sorted by this value. Typically the homeroom teacher's name is entered 

into this field. 

The teacher name field is one again similar to both the attendance group and homeroom field and, in fact, 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 name can be 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 used for certain state exports and reports. 
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Student is actively enrolled in school - Inactive students are suppressed from all reports, lists, rosters and 

activities, with the following exceptions: 

¶ Inactive students are displayed in the student list and can be retrieved and edited as normal, and their 

class assignment is displayed in red. 

¶ All attendance (both daily and class) reports and functions look at enrollment dates, so even those 

students currently marked as inactive will be correctly computed in attendance totals for dates during 

which they were enrolled. 

¶ Inactive students can still have discipline or counselor contact events added to their record using the 

"Activities" menu's entry functions. 

¶ Inactive students can be used as the results of queries, such as the StudentsĄQuery 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 Rosters report 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 an event 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 transcript reports including the Cumulative Class Rank report. 

Student belongs to you but is enrolled out-of-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, even though you do 

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 enrollment type of the student, such as resident 

enrollment, state obligations, cash transfers, etc. The funding type is a code identifying the type of funding 

the student receives for attending 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 residence. 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 because of a school choice 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 previous year. If 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 education pursuit code, and 

diploma type. Examples of a post graduate code might include: 4 year college or university, 2 year college or 

university, vocational/technical, military, undecided or not pursuing higher education. 

Diploma Type - The type of diploma the student received upon graduation. 

Programs 

Instruction  - The 

instructional program 

identifies to which 

English language 

program the student is 

assigned. Examples 

include: regular ed, 

bilingual program, 

ESL program. 

The instructional days 

field shows the 

number of days per 

year the student 

receives instruction 

and your school. The 

instructional minutes 

field is the number of 

minutes, per day, that 

the student receives 

instruction. 

The title program 

identifies which Title I 

program is providing 

services to the student. 

Examples include: 

Regular - Part A, 

Regular - Part C, and 

Migrant - Part A/C. 

The Section 504 

checkbox indicates a 

student as having a 

Section 504 plan. 

The Century 21 checkbox indicates if the student receives after school 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 primary 

and secondary exceptionality fields indicate the type of impairment or disability, and the placement type 
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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 special education but a 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 accommodations 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 I Details - The various Title I checkboxes let you specify each of the Title I services that the student is 

receiving. 

Language/Status 

English Proficiency 

ESL (English is Second 

Language) - ESL 

Indicates that English is 

the student's second 

language. For ESL 

students, a proficiency 

code and measuring type 

can also be specified. 

Note that many states 

now require the use of a 

measurement type. 

The Time in LEP field 

lets you specify the 

number of years in 

which the student has 

been enrolled in a LEP 

program. 

The Native Language 

Code field lets you 

specify the code of the 

student's first (native) 

language. 

Origin  - Indicates if a student is a foreign exchange student or of non-US origin. If of a non-US origin, you 

can define the country of origin and the length of enrollment at your school/district. 

Status - Checkboxes indicates if a student is eligible for free and/or reduced lunch, is from a low-income 

home, is homeless, or of a migratory nature due to employment, house and/or other requirements. 
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Testing 

The Testing tab lets 

you record testing 

scores for tests that 

have been defined 

in ListsĄTesting 

Codes. Some 

examples of tests 

might include SAT, 

ACT and Core 40 

scores. 

 

To add a new test 

score, click the 

Add Test Score 
button. A new line 

will be added to the 

student's record and 

you can pick from 

previously defined 

test codes. To 

delete one or more scores place a 

check mark in the Delete column 

and click the Delete Checked 

button. 

 

Depending on the settings for each 

test code as defined in 

ListsĄTesting Codes these scores 

may appear on printed student 

transcripts. 

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. 
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Notes 

 

The Notes tab allows you to create small notes and documents for students. These notes will be stored 

directly in the database along with the rest of the student's information.  

 

These documents may 

contain formatting such 

as fonts, bold, italics and 

colors. Small images and 

clipart may also be 

included, but be aware 

that since all of the data 

is embedded directly into 

the database, it is best to 

keep the size of the 

documents relatively 

small. Including full-size 

photos and other large 

documents is 

discouraged. 

 

To create a new note: 

 

¶ Click the Notes 

tab 

¶ Click the New button above the notes window 

 

Type the note text and 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 left-clicking the name, waiting for the text to become editable, and re-typing a new 

name. 

 

To delete a note: 

 

¶ 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, payments and credits, and view and print statements.  
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To view student billing details: 

¶ Open the student list by 

clicking ListĄStudents 

¶ Click the Billing tab 

 

The billing screen offers four 

different subsections, including 

Charges, Payments, Credits and 

Statement.  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.   

 

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 new 

payment, edit an existing payment, or delete a payment. 

 

Credits 
The credits tab lists each credit currently applied to the student's account. A credit occurs when a payment is 

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 invoice and clicking the Apply Credits button. 

 

Statement 

The statement tab lets you view a consolidated history of a student's account, either the complete history or 

for a specific set of dates. Included in the display are the balance forward, any charges and payments, and a 

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, primarily in the Contact 

and new Parents sub-tabs.   

 

One of the primary focuses of these new fields is to ensure that each data field contains only a single piece of 

information that is the purpose of that field.  To this end we've added names for each Phone field so that it 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 these new fields 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 increased phone and contact data, 

as well as new doctor contact information.   

 

The Parents tab stores two 

parent or guardians' title, 

name, relationship, address, 

contact information for 

home and work, notes, and 

custody, release and live 

with status. 
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Common Screen Items 

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 or her information. 

 

The student list can be modified by clicking the Properties  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 order, 

and hide inactive students. 

 

You can filter the list of students to show only those that match certain criteria that you specify. Click the 

Filter  toolbar button located directly above the student list and define your search criteria. To clear the 

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

 

Students are always sorted by field from left to right in either ascending or descending order. For example, if 

you are displaying the 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 on a column heading, such as FullName 

, 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 the 

column for which you want to search and start typing. The first student matching the text you are typing will 

be selected. 

 

Print / Print Preview - Click the Print  button or click FileĄPrint (or FileĄPreview) to print a report 

relevant to the current tab. This may produce a final student'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 certain 

default formatting and bypasses options that would otherwise be available on the applicable reports 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 the student that session. 

 

It is not possible to lose your changes by not clicking the accept button; all changes are saved automatically 

when you move to another student, click another tab (i.e.. click from the General tab to the Requests tab), or 

close the form. 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 you to ñundoò accidental changes made to the 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 Add button 

the Add New Student display is 

presented.  Here certain vital 

information is collected for the 

student.  Once the form is complete, 

the user may press Add the Student 

to create his record or Cancel to 

clear the form and try again.  If you 

check the ñAdd multiple studentsò 

option, the form will stay open so 

you can create additional student 

records.   

When deleting a record you will be 

prompted to confirm the action, 

except when your 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. 

 

Previous / Next buttons - These buttons scroll forward / backwards through the student 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 the find dialog form it is best to type a few characters of the last 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 for 

Demographic Data Fields 

The field manager lists the 

names of all student data fields. 

While there are dozens of built-

in fields to track a wide variety 

of student information, it is very 

likely that you will need to store 

data that we have not included.  

One of the primary purposes of 

the field manager screen is to 

help you create user-defined 

demographic fields. 

 

To manage demographic fields: 

 

¶ Click ListsĄField 

Manager 
 

  

All fields - both build-in and 

user-defined - 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 user-defined fields, have a check mark in the User Field column. 

Built-in fields are those fields that come pre-configured with your database and have certain properties, such 

as the field name and type, which cannot be changed. It is not possible to delete built-in fields or to change 

their type. 

 

To add a new user-defined field, click the 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 mark in the Delete column and then click the Delete Checked 

button. All user-defined fields that have a check mark will then be deleted. 

 

To change the order of the fields - which determines how the fields are displayed on certain lists, reports and 

to teachers in the Teacher client - click the Reorder button. The reorder screen lets you drag fields up and 

down to reposition them in the list. 
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Field Manager 

Enhancements 

The Field Manager, which 

manages the demographic 

field maintained for each 

student, has been updated 

to let you display only 

your user-created fields 

instead of the entire list.  

This simple feature makes 

it much easier to maintain 

the fields that you've 

created to supplement the 

built-in fields included 

with the program. 

 

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 printed, but the student data itself will be omitted. 

Capture Data Item 

The new Capture Data Item 

screen lets you pluck a piece 

of data from another part of a 

student's record and place that 

value into a demographic field 

on the student's General tab.  

The data might be a schedule 

item, term 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, such as sorting, a 

query, or to be included on a 

report.  Since this is a 

snapshot that is being 

captured, if the source data changes it does not automatically change in the captured field.  You can re-run 

the capture process at any time in order to update the captured field. 
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To capture a data item: 

¶ Click FileĄDatabase UtilitiesĄCapture Data Item 

¶ Select the demographic field into which you want to place the captured data from the 'Update this student 

data field' dropdown.  This is the field in which the data will 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, marking period, 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 students, 

place a check mark in the 'Overwrite any existing data' box.  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 students, only those 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 entering data on the General tab of the Student List, such as when adding new students, you can now 

duplicate a field's contents with those from the last-viewed student, thus making data entry quicker and more 

consistent in certain circumstances. 

 

To duplicate a field: 

¶ Open the Student List using one of the many available methods (ListsĄStudents, StudentĄOpen, etc). 

¶ Retrieve the first student whose fields will be used as the basis of duplicating into the second student. 

¶ Retrieve the second student. 

¶ Select a field (such as Address) and click EditĄDuplicate 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 is CTRL-E. 

 

 

Saving Changes to Your User-Defined Fields 

 

After making changes to the field list click the Save button 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 you accept that warning 

your changes will be lost. 

 

Columns: 

¶ Field Name - The "real" name of the field, shown to you in many of the utilities, student query screen, 

and on many reports. 



 

 

Surfside Lighthouse ï Version 15 

 

 

 

46 

¶ Caption - The "friendly" name of the field, shown in most data entry screens and to teachers in the 

Teacher Client. 

¶ Field Type - Only available for user-defined 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. 

¶ 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 that field in the Teacher Client. 

¶ User Field - A check mark is placed in this field for all user-defined fields that you added to the field list. 

 

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 screen helps you manage student photographs provided by a photo studio or taken at 

your school.  Student photographs can be displayed on the student list screen, in the teacher client, and on 

class rosters. 

To open the photo management screen: 

ǒ Click FilePhotos 

If you are using a photo studio to 

handle your student photographs, it 

may be necessary to supply them 

with a file containing a list of your 

students.  The "export map file" 

button can create this file for you.  

When they later present you with a 

CD of pictures, the "import" button 

is used to read them into Lighthouse, 

link the proper student to the proper 

picture, and optionally copy the 

picture files to a shared network 

drive. 

Only a link to picture file is 

actually stored in Lighthouse, 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 

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 student.  If no picture file has been selected 

for a student the list displays "[none]". 

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

Refresh & Validate button - Reloads the student and file name list and also validates each picture file to 

ensure it is in a format that Lighthouse can 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 or it is in a format 

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 double-clicking a student in the list. 

The clear button removes the link between selected students and the picture files.  Multiple students can be 

selected by dragging the mouse in the student list, shift- or control-clicking, or using the add / subtract 

buttons.  Note that clearing a picture only removes the link to the file and does not actually 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.  Since Lighthouse only stores a link to the actual picture files it is possible for the files to be moved 

to a new folder, at which point Lighthouse will 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 files.  The virtual 

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 as your Lighthouse data file and set it as a 

virtual folder (ex: [data]\pics). 

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 walked 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 may need to be provided 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 walked 

through the process of 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 use the shift- and control-click 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 some 

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 photo management screen uncheck the "preview" box. 

Supported Picture Formats - Lighthouse supports 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 be used but you will 

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 8x12.  File sizes should be kept as small as possible so that loading pictures 

has a minimal effect on performance. 

Recommendations - Since only a link to picture file is actually stored in Lighthouse, 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 that you 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 file name list will then show "[data]\pics\..." 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 ensures that each user can access the pictures without additional 

drive or folder mapping. 

Student Testing Codes 

The testing codes screen lets you 

define the names of the tests (or 

other such recordables) that you 

want to be available for student 

entry. For each defined test name 

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 transcript. 

 

To manage testing codes: 

¶ Click ListsĄTesting Codes 

  

 

Test Code List - All existing testing 

codes are listed along with their 

minimum and maximum values, 

presence on the transcript, and 

statistics. 

 

To add a new code, click the New Test button. A blank line will be added to the end of the list allowing you 

to name it and set its properties. 
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To delete one or more tests, place a check mark in the Delete column and then click the Delete Checked 

button. Any test code that is deleted will be removed from the student records. 

 

To change the order of the tests - which determines the order in which the scores are printed on transcripts - 

click the Reorder button. The reorder screen lets you drag test codes up/down to reposition them in the list. 

 

Saving - After making changes to the test codes list click the Save 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 accept 

that warning your changes will be lost. 

 

Columns 

¶ Test Name - The name of the test as it appears on screens and printed reports. 

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

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

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

¶ 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 optional service we offer that allows you to upload select student data to our 

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 access to your school.  Each new Surfside 

Lighthouse program comes with a free subscription to this service; however you must contact us in order to set 

up the account. 

To upload student data to the MyStudentData.com service: 

ǒ Click FileUpload 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 user 

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 successfully 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 by 

requiring each user wishing to view a student to be authorized, a process in which a parent or student 

requests access to the site and you grant them access on a per-user basis. 
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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 

up for the MyStudentData 

subscription service.  The 

username and password 

combination log you into the 

website and allow uploading of 

select student information. 

Password - Your password is 

provided to you when you sign 

up for the MyStudentData 

subscription service.  The 

username and password 

combination log you into the 

website and allow uploading of 

select student information. 

School - An account can 

manage one or more schools. 

When you log in to the service 

this list will contain each school 

to which you have administrator 

access.  The settings in the 

"items to upload" are saved for 

each school, so make sure you 

have the correct school and the 

desired items selected before 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 Function 

The student query function is arguably the most powerful single function in Surfside Lighthouse.  It enables 

you to search student records and other information maintained in Lighthouse for data matching criteria that 

you specify. The results of the search can be viewed, printed and exported.  

 

Queries can be saved 

and loaded at a later 

time, and saved 

queries can be used as 

the source of word 

processing 

letters/labels and 

many of the database 

utilities and other 

student-based 

functions. 

 

To open the student 

query screen: 

¶ Click 

Student

Query 
 

 

Query Toolbar 

 

From left to right the toolbar items are: show preview 

pane, execute query, group by, distinct (unique), new, 

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

 

Show preview pane  - 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. When the query 

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 status bar.  If any errors occurred they will either 

be listed in the bottom status bar or ï if the error is severe enough ï will be displayed as a popup message. 

 

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

The available functions are Sum( ), Count( ), Average( ), Min( ) and Max( ). For example you can return the 

total number of students in your database by adding FullName and selecting Count( ) as its function.  See 

Example 2 below for a walkthrough of using an aggregate function. 

 

Distinct (unique)  - Normally each record - be it a student, course, or other type - returns exactly one 

record regardless of whether or not the field values are the same as others. For example, if you create a new 

query and add only the "Suffix" field and execute the query then exactly one record for each of your students 
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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 suffix names 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 contained in that field 

will be returned ï resulting in a much shorter list of records such as: [none], Jr., Sr., II, III. 

 

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

 

New  - Starts a new query by clearing out 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. 

 

Open  - 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.  Double-click a query to open it. 

 

Save  - Saves the query using the same name as it was originally assigned. If this is the first time saving 

the query you will be prompted for a name and description.  

 

Save As  - 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 query and want to 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 made changes to the 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. 

 

Excel  - Exports the query results to an Excel compatible 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 

up-to-date information is present. 

 

Access Export  - Exports the query results to an Access compatible 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 up-to-date information is present. 

 

Text Export  - Exports the query results to a text or XML file format. 

The specifics of this screen and exporting to the various text formats are 

described in detail blow. 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 up-to-date information is present. 

 

Folder/Field list 

 

The folder/field list contains all of the available fields to search within 

the selected schema (explained below). Folders contain one or more 

fields and have a + or - sign next to them. Either double-click on the 

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 (double-click also works), or remove the check to 

remove it from the search grid. 

 

Schema 

 

 
 

Directly above the folder/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 own 

set of folders and fields related to each other. A query can only include fields from a single schema. 

 

Search Grid 

 

The search grid is where 

we specify filter conditions 

to limit the results of the 

search, reorder fields and 

add sorting rules.  As you 

place check marks next to 

fields in the folder/field list they are added to the bottom of the search grid.  Fields can also be added directly 

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 the list can be 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 one time you must 

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 allow 

you to drag a field up or down the list. The order of the fields is important both for display and sorting 

purposes, as fields are sorted top-down based on their sort order. 

 

The alias column allows you to change the name of a field. In the above example the field "Birthday_Month" 

would display only as "Month" in the final query results. If the default field name does not convey the right 

meaning for your specific search, consider assigning it an alias. An alias will be assigned automatically in 

certain cases where the field name is a 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 output column. 

 

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 achieve the desired sorting results. 

 

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

GroupBy column allows for the selection of an aggregate function to be applied to the field.  The available 

functions are Sum( ), Count( ), Average ( ), Min( ) and Max( ).  Selection of an aggregate function causes 
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that fieldôs values to be combined and displayed for all records matching the other selected fields.  See 

Example #2 below for an example of how this can be applied.  

 

The filter column (and all the Or... columns) is where you define the various filters you wish to place on the 

query to return only those records in which you are interested. You can type your filter condition directly 

into each box or use the query builder to assist you. To use the query builder single-click 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 from dropdown 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 fields containing 

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 and flexible search criteria by making use of the various columns. The 

following example utilizes multiple filter columns: 

 

What this query says in 

English is: Select Fullname, 

Age and Birthday Month 

for all students who are 

between 12-14 years old with May birthdays, or are 16 years old with June birthdays. 

 

Preview Grid 

 

The bottom section of the screen is devoted 

to the preview grid, which contains the 

records resulting from the executed query.  

Each field that has a check mark in its output column is listed in the 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 and drag to the 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 grid methods will be reflected on the printout 

and when exporting, but it is important to understand that those changes are not saved with the query.  It is 

usually better to modify the column order and sorting using the search grid instead of using the preview grid 

directly. 
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Printing  

 

Clicking the 

printer icon on 

the Query toolbar 

displays the print 

query screen, 

which lets you 

print the results of 

the query.  

Options exist to 

control basic 

formatting such 

as gridlines, 

headers and 

footers, column 

heading and font, 

as well as column 

widths and 

alignment.  All 

settings made on 

the print screen 

are saved along 

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

 

Basic formatting - The horizontal and vertical gridline options control whether or not lines are printed 

between each column or record.  The underline and bold column headings options determine if the column 

names (i.e. FullName, Birthdate and Age) are displayed in bold text and underlined.  The total number of 

records resulting from 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 used 

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 to 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 adjusted 

manually.  If you uncheck this box you can left-click the line between each column heading and drag left or 

right to change the width.  Columns that exceed the width of the page are not printed, so make sure you size 

your columns in such a way to allow for all data to fit on the page. 

 

Each column has a default alignment, either left, center, or 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 a 

column header and using one of the alignment buttons right above the grid. 
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If you do not want to print certain columns that are contained in the query use the "adjust columns" button to 

hide the unwanted columns.  

 

Exporting 

 

Query results can 

be exported to 

Access, Excel or 

text.  When 

exporting to 

Access or Excel 

you supply the file 

name and the 

appropriate type of 

file is created 

which can then be 

opened in the 

corresponding 

application.  

Exporting to text 

has a wider range 

of options and is 

discussed here in 

full detail. 

 

The supported 

formats for text 

exporting are 

delimited, fixed 

width and XML.  

Delimited files are 

usually comma-

delimited, but you can also choose tab or semi-colon as the delimiter.  Fixed-width formats have each field 

starting at a certain location in the file, which can be set with the field layout grid.  XML formats are the 

most flexible and are supported by an ever-increasing 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.  The file will be created and can be opened with a text editor or appropriate viewer, 

saved to disk, e-mailed, or uploaded to a state agency. 

 

All settings made on the export screen are saved with the query and will be present the next time it is loaded. 

 

Delimited  - Delimited text files contain each field separated by a comma, semi-colon 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 "Include 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 uncheck it from 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 field starting 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.  Starting 

positions for subsequent fields are adjusted automatically as you make changes.  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 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 an ever-increasing number of applications for 

exchanging data.  The XML root and XML record elements can be changed from their defaults if the 

destination application has certain requirements.  For example, the defaults of "Records" and "Record" will 

produce these results: 

 
<Records> 

  <Record> 

    <FullName>Tuary, Cory</FullName> 

    <Age>21</Age> 

  </Record> 

</Records> 

 

XML files also allow for an alternate type of notation called "attributes", which place the data inside the tags.  

If the target application calls for this type of layout place a check mark in the "use XML attributes for field 

values" to produce 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 how the field is exported, such as by adding leading zeros 

or changing the number of decimal places. 
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Format column 

 

The format column can be used 

with any of the export types to 

change a fieldôs contents to be 

formatted a specific way, oftentimes 

to adhere to 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. 

 

Using the format builder is the easiest method, as making selections from the dropdown list shows you a 

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 built-in formats listed in the format 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 the 

position where the at symbol (@) appears in the format string, display it; otherwise, display a 

space in that position.  Placeholders are filled from right to left unless there is an exclamation 

point character (!) in the format string. 

& Character placeholder.  Display a character or nothing.  If the string has a character in the 

position where the ampersand (&) appears, display it; otherwise, display nothing.  Placeholders 

are filled from right to left unless there is an exclamation point character (!) in the format string. 

< 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 #1: Create a simple query 

 

¶ Click StudentQuery 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 expand its list 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 
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¶ Click the red exclamation point in the query toolbar to execute the query.  The name, class and age of 

each student 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 toolbar and click the preview button to see how the query would 

look when printed. 

 

Example #2: Create a query with an aggregate function 

 

¶ Click StudentQuery to open the query screen 

¶ Select "Courses" from the schema dropdown located directly above the folder/field list 

¶ 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 accurately conveys the meaning of what that field will represent. 

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

 

 
 

¶ Click the red exclamation point in the query toolbar to execute the query.  Each course is listed along 

with the number of sections it has in the active build.  Note that all schedule-related fields within all 

schemas examine only the active schedule, not the in-progress build. 
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Pin Query to Start Menu 

When you save a query you can now 

opt to have that query be "pinned" to 

the Report menu, which means that it 

will appear in a special "Saved 

Queries" group at the bottom of the 

Report menu. 

 

Pinning queries to the Reports menu 

makes it easier for users not familiar 

or comfortable 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 loaded and executed, and the report automatically produced without further user intervention. 

To pin a query to the report menu: 

 

¶ Click StudentĄQuery to open the Query screen 

¶ Create a new query by selecting the desired fields, sort 

orders, and specifying filter conditions. Or, load an 

existing query. 

¶ 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. 

¶ 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: 

 

¶ Click the Reports menu and select Saved Queries (if 

Saved Queries is not visible, first create and saved a 

query pinned to this menu) 

¶ Select the query to print. The report will be automatically generated and displayed to the screen, which 

can then be printed, e-mailed or saved as a PDF. 
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Query Parameters / Parameterized Queries 

Parameters let you create a single query that can 

be used in many different circumstances to 

search for different sets of data.  For example, 

you can have a single "Class List" query that 

prompts the user to enter the class name each 

time it is run so that you do not have to create a 

separate query for each grade level.   

 

 

To create a parameterized query: 

¶ Click StudentĄQuery to open the query screen 

¶ Create a new query or load a previously saved one 

¶ In the Filter column, type your search text as normal but instead of hard coding a value, place your 

parameter text in brackets (i.e. = [Enter your class name]).  The text that appears inside the brackets will 

be displayed to the user running the query and the response that the user types will be substituted into 

your query. 
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ñWord Processingò Function 

Surfside Lighthouse provides a ñword processorò that allows for the creation of letter and labels, which can be 

either static documents or may include data from student records or queries (often called ñmail mergeò 

documents). Documents can be saved and loaded, printed, and shared with other software (such as Microsoft 

Word) using the .RTF file format. 

 

To write a letter or create labels: 

 

¶ Click ActivitiesWord Processing 

 

Screen Items 

 

Menu Items / 

Toolbar 

 

The File menu 

contains 

commands to 

create, open and 

save documents, as 

well as printing. 

Once a document has 

been created, click FilePrint Letters to create mail merge letter, or FilePrint Labels to print mailing 

labels. Clicking FilePrint 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 contents. Documents can be formatted with 

various fonts, sizes and colors using the Format menu. Bullet list and indented paragraphs are also support in 

a basic fashion. 

 

Any text that appears inside double sharp brackets (<< or >>) indicates that it is a merge field and 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 to 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 clicking ActivitiesWord 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 FileSave (note that you must use the word 

processing windows menu bar instead of the main Lighthouse menu bar). 

4. Print the document by clicking FilePrint Letters. A student selection screen will be displayed so 

you can choose for which students the document will be printed. Select the desired students and click 

the Print button. 

 

Printing address labels 

 

A label is designed exactly like a letter, except that it doesn't usually contain any text other than student data 

fields (as shown in the picture above). To create address labels follow these steps: 

 

1. Open the word processor by clicking ActivitiesWord Processor 

2. 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 desired item (i.e. the student's name or address). The picture shown above 

is a typical address label. 

3. Once the document has been created, save it by clicking FileSave (note that you must use the word 

processing windows menu bar instead of the main Lighthouse menu bar). 

4. Print the labels by clicking FilePrint 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 Print 

button when the students and label type are selected. 

 

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 must 

first "attach" the query to the document then insert fields and other text and finally print the document using 

one of the techniques described above. 

1. Click FileAttach query and select a previously saved query. 

2. Create the document by typing text or using InsertField to select from a list of fields contained in 

the saved query. 

3. Print the document either by clicking FilePrint Letters, FilePrint Labels or FilePrint  as a 

list. 
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Insert Field 

 

This screen is displayed when the Insert 

Field menu option is selected from the 

word processor. It allows for the selection 

of a specific piece of student data, such the 

address, birth date or schedule item, which 

will be placed in the document for mail 

merge letters or labels. 

 

To insert a field into a document: 

 

¶ Click ActivitiesWord Processor 

and click the Insert menu 

 

Screen Items 

 

Category - The available list of fields is 

broken down into categories to make their 

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 display only that subset of items. 

 

Field - The field list contains an alpha list 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 parameters 

that must be defined in order to produce the desired results. In the case of attendance totals, the start and end 

dates must be defined. In the case 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 case of text fields 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 

 

This print labels screen is 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 vast and range 

from all students, to those students 

resulting from detailed reports. 

 

To print mail merge labels: 

 

¶ Click ActivitiesWord 

Processor then click 

FilePrint Labels 
 

Screen Items 

 

Print Labels For 

 

¶ All students - Print labels for 

all students in your database 

¶ All active students - Print 

labels for all active students in 

your database 

¶ One class - Prints labels for 

one selected class of students 

¶ One student - Prints labels for a single student 

¶ Multiple students - Prints labels for several students. Click the Select Students button (not shown) to 

choose which students to print. 

¶ Filter - Prints labels for several students resulting from your user-defined search criteria. Click the 

Set Filter button (not shown) and use the build query screen to filter your students. 

¶ Saved query - Prints labels for all students resulting from a previously saved query. 

¶ 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 students who have perfect attendance or received two or 

more F's. 

¶ Yearly absences equal to or greater than - Prints 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 option 

and choosing the Chronic in Status report. 

¶ Yearly absences equal to or greater than (since the last letter) - Prints labels for students who have 

total absences greater than or equal to the amount you specify, but only those that have that amount 

since the last generated letter. 
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Label Type - The label list contains dozens of common Avery label types. Details for the selected type are 

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 - Indicates that the labels contents are vertically centered on the 

label, which usually looks better than being skewed towards the top. 

 

Print Letters  

 

This print letters screen is displayed 

when you choose to print letters from 

the word processor. You can select 

the students that will be printed, 

which range from all students to 

those students resulting from detailed 

reports. 

 

To print mail merge letters: 

¶ Click ActivitiesWord 

Processor then click FilePrint 

Letters 

 

Print Letters For  

 

¶ All  students - Print letters for all students in your database 

¶ All active students - Print letters for all active students in your database 

¶ One class - Prints letters for one selected class of students 

¶ One student - Prints letters for a single student 

¶ Multiple students - Prints letters for several students. Click the Select Students button (not shown) to 

choose which students to print. 

¶ Filter - Prints letters for several students resulting from your user-defined search criteria. Click the Set 

Filter button (not shown) and use the build query screen to filter your students. 

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

¶ Report - Prints letters for all students resulting from a particular report. This is a powerful function and 

lets you, for example, print letters to all students who have perfect attendance or received two or more 

F's. 

¶ Yearly absences equal to or greater than - Prints letters for students who have total absences greater than 

or equal to the amount you specify. The same results can be achieved using the Report option and 

choosing the Chronic in Status report. 

¶ Yearly absences equal to or greater than (since the last letter) - Prints letters for students who have total 

absences greater than or equal to the amount you specify, but only those that have that amount since the 

last generated letter. 
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Save Reports as PDF or 

E-Mail  

All reports in Lighthouse 

can be previewed to the 

screen before being 

printed for the purposes of 

ensuring the content 

generated is what you intended, printing only a range of pages, e-mailing the report to a recipient, or saving 

the report as a PDF file. 

 

To E-mail or PDF a report: 

¶ Prepare any report as you normally would, and click the Preview button to show the report on the screen. 

¶ On the toolbar, click the E-mail or PDF buttons. 

¶ In the case of sending an e-mail, your local e-mail client will launch and an electronic version of the 

document will be attached to a new e-mail.  Fill in the recipientôs name and click the Send button.  Note 

that you must have a properly configured local e-mail client for this function to work. 

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

 

Student Data Sheet Report 

The Student Data Sheet lets 

you print student data in a 

format similar to the layout of 

the General tab of the student 

list screen.  Each "set" of data 

(contacts, parents, 

enrollment, etc) can be turned 

on or off from being included 

in the printed report.  You 

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 Report s 

menu: 

¶ Click ReportsĄStudent 

Data Sheets. 
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¶ Select the data to be included in the report, the sorting method, and which students to print. 

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

To print from a 

student's record: 

¶ Open a student's 

record using the 

Student List using 

one of the several 

methods available 

for locating a 

student 

(ListsĄStudents, 

StudentČOpen, 

etc). 

¶ Select the General 

tab to view the 

student 

demographic data 

¶ Click the Print or 

Print Preview 

buttons on the 

toolbar 

¶ Select the data to be 

included in the 

report and click the 

OK button - the 

report will be 

previewed to the 

screen and you can 

then print, e-mail or 

PDF the report. 

In addition to printing 

the Student Data Sheet 

normally, you can print 

a blank sheet ï without 

any student data ï 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 provide the necessary data for generating class rosters, which are used during progress 

report entry, grade entry (which in turn feeds the transcripts), and 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 schedules 

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 discussed in this schedule 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 course settings, the master 

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 order to 

utilize schedules or any roster-based activity (including report cards, progress reports, class attendance or the 

Teacher Client). 

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

created for you.  It is not necessary to make any changes to the build management screen unless you want to 

later perform "what-if" 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 the build 

management list: 

ǒ Click 

BuildsBuild 

Management 

The build list 

contains the name 

of the build, its 

description, its basic 

schedule parameters 

(periods, cycles and 

blocks), and an icon 

indicating if the build is active or in-progress.  Double-click a build name to edit the record, or single-click 

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 is useful for 

starting a new year or for trying "what-if" 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 confirmation.  If you 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 entire 

program. 

 Indicates that the build is in-progress and is thus supplying certain pieces of its data 

to the program, thereby overriding the active build.  Edit the build and click the 

Settings button to set what the in-progress build is supplying. 

What each build contains 

ǒ Schedule Parameters - Each build contains its own schedule parameter 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. 

ǒ Basic Course Settings - The general tab of the course 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 without affecting the 

current year's schedules. 

ǒ Course Sections - The 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 all contained within a build.  This makes it possible for courses in next year's schedule to 

have a varying number of sections - or differences in teacher assignments - without affecting current 

the year's schedules. 

ǒ Course Constraints - The constraints tab of the 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 concern.  However, since 

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. 

ǒ 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 changes to provide "what if" scenarios while working on a new 

schedule. 

ǒ Student Schedules - Each 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 c 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 

ǒ Course Records - The course 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 builds -- so courses 

should not be deleted until the end of the year when the course is no longer needed to populate report 

cards (and thus transcripts), progress reports and class attendance. 

ǒ Student Records - The student record itself, as it appears on the student list, exists across all builds.  

You must add new students to your database in order for 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 

such time as you wish them to appear on next year's schedule reports, at which time they will need to 

be marked active. 

ǒ Student Requests - There is only one copy of student course requests that exists across all builds.  

Since the requests are no longer needed for the current year once the initial schedule is built, you 

need not be concerned that changing the requests will affect current year's schedules. 

Active versus In-Progress builds 

The active build (the one with the check mark next to it) is the one that supplies the rest of the program with 

all schedule-related data, unless an in-progress 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 those using the Teacher 

Client) will also use the in-progress 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 contains "[in-progress]" in the title bar if it is using next year's in-progress build.  It is 

often desirable to turn a certain in-progress item on for a short time, perform the necessary task, and then 

turn it off so that it affects other users as little as possible. 

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 must be 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 managed by clicking ListsTeachers and ListsRooms. 
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The teacher list 

displays the name 

of each teacher or 

administrator, the 

number of sections 

to which he is 

assigned, the total 

number of course 

units (semesters), 

and basic 

information such as 

phone, e-mail and 

address.  Double-

click a teacher 

name to edit the 

record or single-

click and press the 

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 any student records a 

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 be displayed 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 is defined as an administrator or counselor his name 

will be displayed in bold 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 fictitious teacher 

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 generator - when you 

determine who will be teaching the courses the teacher name can be changed accordingly.  The same applies 

for room assignments.  It is important to not over-enroll these fictitious teachers and rooms.  Assigning more 

sections than units in a day will prevent the scheduler from properly determining teacher and room conflicts. 
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Course List 

Surfside Lighthouse provides a 

single course catalog for 

managing all the particulars of 

your courses.  To view and 

manage your list of courses, 

click ListsCourses.  Once a 

course is added to the system 

and set up to your 

specifications, it can be used 

instantly throughout the entire 

program.  Courses may be 

added, deleted, renamed or 

otherwise modified at any point 

in the school year.  A course 

must be added to the list before 

it can be assigned to student 

requests or schedules. 

Name - The name of the course 

as it appears on student 

schedules, progress reports, 

report cards, class attendance, 

and other reports.  Note that on 

the transcript the name of the 

course can differ if you use the 

"display on transcript as" setting 

described below. 

 

Blocks - The number of blocks 

must be between one and the 

total number of blocks defined 

in your school year (see 

schedule parameters).  If you 

have defined two blocks in the year (named 'Fall' and 'Spring') and a course is defined as meeting for two 

blocks, it is considered a full-year course and would meet for both blocks starting in the fall.  If the same 

course is defined as having only one block, that course could meet in either the first (Fall) or second (Spring) 

blocks and is considered a part-year course. 

 

Length - The meeting length determines for how many consecutive periods the course will meet.  The 

default length is one, but lab courses and other specialty courses might be set higher.  When a multi-length 

course is added to a student schedule it takes up the same number of slots as the length of the course.  The 

meeting length of a course cannot exceed the number of periods in the day. 

 

Priority  - Course priority is used to help 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 program must make 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 before 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 of 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 Tuesday and Thursday. 

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 uses student course requests to build a master schedule automatically and to assign a set of 

courses to individual student schedules after the master schedule has been created.  Requests can be assigned 

any time after the course list is established.  When the program builds the master schedule it examines the 

student requests 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 sections.  Requests 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 required 

course sections can be determined. 

To open the request screen: 

 

¶ Click ListsStudents (or press CTRL-T) 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 

used both when generating the master schedule and in building this studentôs schedule.  Add courses using 

either the quick entry or master course list methods (described below), and delete courses by double-clicking 

its name in the 

list.  You can 

clear all requests 

for the student by 

clicking 

MoreClear 

Requests.  If you 

are starting 

scheduling for a 

new year and 

want to delete all 

requests for all 

students, click 

FileDatabase 

UtilitiesClear 

Student 

Requests. 

 

Master Course 

List / Common 

Courses - The 

master course list 

displays all courses as defined in ListsCourses.  The number of sections, meeting length, and number of 

blocks (semesters) from an in-progress build overriding the "course list" item is displayed.  If no in-progress 

build is defined, or if the "course list" item isn't overridden, the data from the active build is displayed. 

Double-click a course name to add it to the current request list.  Hold down the Control (CTRL) key and 

double-click a course to instead add it to the common courses list.  Double click a common course to remove 

it from the list. 

Common courses can be used to add a group of courses to a student at one time.  The timesaving benefit of 

common courses increases as more students are assigned the same courses.  For example, assume all 9th 

grade students each take English 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 courses 

can be added to the current request list with a key press (CTRL-Backspace) 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.  As 

more and more 9th graders are retrieved and the common courses added the timesaving benefit should be 

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 the Quick 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 added to the common course 

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 entering 

student requests you can print several reports 

showing pre-registration counts and lists.  To 

produce a report with a count of the number of 

students requesting each course you would click 

ReportsScheduleRequest Count.  There are 

also reports to print student requests and to search 

for students who have an insufficient number of 

units requested. 

Sections and Meeting Times 

A section is an independent 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 limit, plus 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 

course: 

ǒ Click ListsCourses 

and click the Sections 

tab 

As an example of a 

section, if English 10 

were being taught three 

times throughout the 

schedule the course would 

have three sections.  Each 

section can meet at a 

different period and can 

be taught by the same or different teacher.  While it would be possible to create three separate courses for 

English 10, each with a unique 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 makes maintaining 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 from the dropdown 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 able to 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.  The insert button creates a new section but places it between two other sections.  The delete 

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 schedule process and will later use the master scheduler to generate your schedule, it is not 

necessary to adjust these settings, as they will change automatically during the schedule generation process. 

Constraints and Links 

Barring any other restrictions, when a master schedule is cast the courses are placed at the meeting times that 

best allow the requests to be satisfied.  Add to this the extra constraints of teacher and room assignments 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 master scheduler 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 course constraints: 

ǒ Click ListsCourses 

and click the 

Constraints tab 

Each section of a course 

can have its own 

constraint settings.  It is 

possible to prevent one 

section of a course from 

meeting at any period in 

the afternoon but to force 

a different section to 

meet at some time in the 

morning. 

Constraints allow you to 

define units of time 

where the course is 

allowed to meet - or 

when it is not allowed to 

meet.  By default, a 

course can meet any time 
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during the day for all blocks.  It is possible to prevent a course 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 period 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.  Single-click to change a single cell, or click and drag 

to change multiple cells.  Click the block name (i.e.  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 at a certain period place "X"'s on the entire grid except for the period you want the 

course to meet.  If 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 

Links are used to tell 

the master scheduler 

that a section of a 

course must be 

moved as a unit with 

another course, 

regardless of the 

period at which they 

meet.  Course links 

can be used to keep 

sections of a course 

at the same period 

while not imposing 

the restriction of 

meeting at only a 

certain period.  

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

To adjust course links: 

ǒ Click ListsCourses and 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.  However, course links 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 of links can improve your final schedule results. 

Building the Master Schedule 

The build schedule procedure analyzes student requests, course constraints, teacher and room assignments, 

links and several other factors and arranges a schedule to best satisfy all of these requirements.  You have 

controls over how much weight is given to several factors such as course balance, period and block balance, 

and student abandons. 

To open the build schedule screen: 

ǒ Click ScheduleBuild 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 can) 

but it has a working 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 minutes, stop 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 

last build point 

(do not 

randomize) - 

Indicates if the 

current master 

schedule is 

loaded and used 

as the starting 

point for the 

schedule run or if 

it is randomly 

generated.  You 

will normally 

leave this option 

unchecked except 

when you have 

stopped the 

scheduler to do 

other work and 

wish pick it up 

again at a later time from where it left off. 

Repopulate schedule only (no courses are moved) - Indicates 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 meeting time 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.  You 
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should also make sure this option is checked if you have hand-created your master 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 for each section ahead of time, which we strongly 

recommend.  While reducing student abandons and balancing section loads are an important part of schedule 

creation, all is moot if teachers are not available to teacher the sections.  We recommend this option always 

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 can 

be placed and it may adversely affect the resulting schedule. 

 

Enforce course constraints - Indicates if the master scheduler will make sure that all courses 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 allow 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. 

ǒ Abandons - This is the total number of courses that could not be scheduled 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. 

ǒ Balances - This determines how balanced each section of a course is.  Severely unbalanced sections, such 

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. 

ǒ Blocks - This is the number 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. 

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

ǒ Gender, race and class - These 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 higher level. 

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 of periods 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, and which might require some fine-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 

ǒ Elapsed time - The amount of time that the scheduler has been running this session 
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ǒ Pass - As the scheduler performs its functions it takes many passes through your students examining each 

and every student.  This is the number of complete passes that have been performed. 

ǒ Courses abandoned - This is the total number of courses that have been requested by students but have as 

yet been unable to be scheduled.  Using the 'Abandons' slider control sets the importance of this 

consideration. 

ǒ 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 success 

rate of the schedule.  Using the 'Blocks' slider control sets the importance of this consideration. 

ǒ Balance ratio - This number indicates how well each section of a course is balanced with students.  Using 

the 'Balances' slider control sets the importance of this consideration. 

ǒ Students with abandons - This is total number of students whose schedule contains at least one course 

that could not be scheduled.  Remember that an alternate course request might have already resolved this 

conflict, if you provided alternate requests. 

ǒ Period balance - This number indicates how well each period is balanced with courses.  Using the 

'Periods' slider control sets the importance of this consideration. 

ǒ Class ratio - 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 the 

importance of this consideration. 

ǒ Gender ratio - This number indicates how well each section is balanced with male/female students.  

Using the 'Gender' slider control sets the importance of this consideration. 

ǒ Race ratio - This number indicates how well each section is balanced with students from different race 

descriptors.  Using the 'Race' slider control sets this importance of this consideration. 

ǒ Total iterations - This is the total number of internal calculations made on individual students while 

attempting to build the master schedule. 

ǒ Total schedule changes - This is the total number of changes that the program has made while hunting 

for the best master schedule. 

ǒ Overall rating - The overall rating is a compilation of all the above statistics and weighted depending on 

how the various slider options are set.  It is possible to have a very good working schedule without a very 

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 starting work on a new schedule during the current school year it is of utmost importance not to do 

anything that will adversely affect the current year's schedule data. 

1.  Enter new students into the database - In order for you to enter requests for a student his record must 

first exist in the database.  Use ListsStudents to enter the name and class of upcoming students so 
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that their 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. 

2.  Add any new courses that are being taught for next year only - A course 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, as this action would remove them from the current year's data. 

3.  Enter student requests - Student 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's.  Use FileDatabase UtilitiesClear 

Student Requests to remove all existing course requests.  You may then begin entering course 

requests for every student. 

4.  Create a new build to hold next year's schedules - At this stage it is necessary to start modifying 

course information.  To ensure that these changes do not affect this year's data you must create a new 

build.  Use ScheduleBuild Management and click the New button, name the new build, ensure 

that it is based on your current year's build, place a check mark in the "in-progress" box, and click 

OK to create the build. 

5.  Update course information - Use 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 "in-progress" the course list will have [in-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. 

6.  Update section information - Use the sections tab of the course list to add or remove sections to next 

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

you need concern yourself only with the number of sections and the teacher/room assignments; the 

master schedule generator will change the 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. 

7.  Update constraints and links - Use the constraints 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 a 

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. 

8.  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 teachers.  Click ScheduleBuild 

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 stop the 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 results.  Once you 

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

9.  Check results - There are various reports that can be used to check the status of the schedule, such as 

section counts, period usage, and incomplete schedules.  It can also be useful to look at student 

schedules on the screen to get a feel for how well things are proceeding. 

Please remember that you are using an in-progress build and that you want to minimize the effect this 

has on other users who need access to current year's data.  Because of this the default settings for the 

in-progress build do not override the on-screen student schedules, printed student schedules, or class 
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roster reports, which are items that may be needed on a regular basis.  You can decide when to 

change them to use next year's schedule by editing the build and clicking the Settings button. 

How to perform "what if" scenarios while building a schedule - When working on a schedule it often 

becomes necessary to make 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 revert back 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 build - Use ScheduleBuild Management to create a new build.  Make sure that it is 

based on the schedule you are currently working on, place a check mark next to the "in-progress" 

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 you are currently working. 

2.  Make the schedule changes and examine the results - Make 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 required) and examine the results with the assortment of reports at 

your disposal. 

3.  Keep or discard the changes - If 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 original build remains a good 

backup in case you make a mistake later in the process.  If the effect of your changes was not positive 

and you want to go back to the previous build, use ScheduleBuild Management, edit the original 

build, place a check next to the "in-progress" 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 that 

build and delete it. 

Schedule Building Utilities 

Often the exigencies of scheduling require 

several attempts before you get things 

exactly the way you want.  Many factors 

come into play when building a schedule - 

from teacher and room constraints to 

student conflicts.  Several tools are 

available to overcome these obstacles. 

While the schedule building process is fully 

automated and allows you to ignore some 

complexities involved in master schedule 

creation, these tools do have their uses and 

can be utilized as you fine-tune your master 

schedule. 

Conflict Matrix Tool  - The conflict matrix list is a tool used 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 manually adjusting the meeting times of sections. 
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To open the conflict matrix list: 

ǒ Click ScheduleConflict Matrix  

The conflict matrix is an easy-to-use interface for an advanced schedule concept.  It is not necessary to make 

use of the conflict matrix in order to build a successful schedule with Lighthouse.  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 

scheduling process the period usage list can be used to see if periods are evenly balanced and to spot-check 

that all courses are where you want them to be. 

To open the period usage list: 

ǒ Click SchedulePeriod 

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.  Double-clicking a course 

will open its record for editing. 

Open by Clicking 

ScheduleMaster Schedule 

 

Class Roster Tool - The class roster list is a 

quick way to generate and view the students 

who have a particular section of a course on 

their schedule, without having to print a 

report.  The roster display includes each 

students name and class.  You can double-

click a student to open his schedule. 

To open the class roster list: 




















































































































































































































































