
© PCSchool  2 End of Year Administration & Curriculum 

Commercial in Confidence  1/26 

 

 
 

A full backup must have been done before continuing . 
See manual: 1 End of Year Backup Information  

 
 
 
 
 
 

2 End of Year Administration & Curriculum 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



© PCSchool  2 End of Year Administration & Curriculum 

Commercial in Confidence  2/26 

 
 
 
 
 

Please read manual: 1 End of Year Backup Informatio n 
before completing this manual 

 
 

Make sure no one is working in this area before con tinuing.  
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Backup PCSchool  
 
You do not need a backup of PCSchool to run the following but it is always recommended  before 
changing any Data. 
 

Backup Scholastic Module  
 
Path:   PCSchool �  Scholastic Module �  Utilities �  Backup 
 
Backup. 

 
 
 
Make a backup of PCSchool Scholastic Module. 

 
 
To create the backup in the Scholastic Module follow the steps below; 

····  Leave the Filter  default as By Module . 
····  Click Select All  – all the files should have a Red tick beside them. 
····  Click Backup Data.  
····  Wait while it creates the Backup. 
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Save the backup file. 

 
 

To complete the Backup follow the steps below; 
····  Check the Destination . The default is PCSchool\Backup . 
····  You may choose to rename the file , to signify that this is the Scholastic backup. 
····  Click Create Backup. 
····  A Zip file will be created holding all necessary .tmp files. 

 
 
 

Check that Year and Year Following are correct  
 
Path:   System Functions �  Year Level Descriptions 
 
Check that your Year Level Codes are set up with the correct Year Following eg. Kindy (KI) students 
become Prep (PR) students or Year 7 students become Year 8 and so on. 
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Updating Yet to Come Students  

View Data via VDF Query Report  
 
Path:   Utilities �  VDF Query Generator 
 
For the incoming students run the following VDF Query  to make sure all incoming Students have 
been entered in correctly. 

 
 
 
Select the SF:Student File as the main file, and add the fields. 

 
 
Select the following for running the VDF. 

·  Main File Select SF: Student File  

·  Fields Tab 

Fields: Highlight then click Add : 
·  Studkey 
·  Enrol Status 
·  Accept Date 
·  Date Arrival 
·  Initial Year 

·  Start (Column) Change the Start column  to match the VDF example above. 
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Then go to the Selection Tab 

 
 
Select the following for the Current Year; 

·  Selection Tab 

Fields: Highlight then click Add: 
·  Current Year 

o Select Equal to [=] – click OK 
o Click on the word Value enter ‘ 0’ [must have a 

space in front of the zero] 
 
 

 
 
Select the following for the Date of Arrival; 

·  Selection tab 

Highlight and click add: 
·  Date Arrival 

o Select Less than [<] – click OK 
o Click on the word Value and enter the date for the arrivals 

for example. 27/01/2010 
·  Run Click to start the process, print the report. 
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Print the report;  Student information can be checked against this print out. 
 
Enrol status 

·  Australian Schools should be ‘Accepted’ 
·  New Zealand Schools will be ‘Regular’ Student in most cases 

All columns must have Data; those without data or with incorrect data in the columns must be 
corrected. 

 
 

To correct the data  
 
Path:   Administration �  Student View �  Enrolment Tab 

 

 
 

To correct the Students Details follow the instructions below; 
····  In Restrict by Year, select Yet to Come.  
····  Enter the correct information for the Students in the Enrolment Tab. 
····  Click Save for each Student after the details have been corrected. 
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Current Students who will be repeating a year  
 
This can be done now or later but must be done prior to rolling Students into their 2010 year level. 
 
Path:   Student View �  Tab 4 Enrolment 
 
This is for students who will not be progressing on to the following year level but will be remaining in 
their current year level. 
 

 
 
For Students Repeating 2009 in 2010; 

·  The only thing that needs to be done is to place a Tick in ‘Repeating Next Year ’. 

·  
After the rollover this will move to ‘Repeating This Year’ and the year level being repeated 
(eg. Yr 8) will show in the ‘Years Repeated’ field. 

·  Click Save. 
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Current Students from other than the final Year not  returning in 2010  
 
This can be done now or later but must be done prior to rolling Students into their 2010 year level. 
 
Path:  Administration �  Student View �  Tab 4 Enrolment 
 
This is for Students who are leaving the school and are in year levels other than their final year 
level . This does not need to be done for students in the schools final Year Level, eg Year 10 or 12. 
 

 
 
For Students not returning next year; 

·  
There is no need to put in a departure date or final year as this information will be 
automatically generated when rolling students. 

·  Check ‘Exclude Next Year’.  
·  Click Save. 
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The next ten pages cover information on making chan ges to students subjects and/or 
timetable for next year. These changes can be made now (before rolling students) or later 
(after performing the roll). 
 
 If you do not wish to work on student subjects / t imetable for 2010 you can skip the following 
information and move directly to page 20 to proceed  with rolling your students year levels. 
 
 
 

Update Students Year Level Next  
 
When all the data has been corrected you can Update the Year Level Next for Students, this will 
enable you to run enrolment reports on next years classes. 
 
Path:   Scholastic �  Administration �  Year-End Housekeeping 
 
This process will only update the Year Level Next to the correct year level; it will not change the 
Students current year levels.  This routine must be completed if you are going to Roll over the 
Student’s Subjects into the next year. 

 
 
To Update the year level next follow the steps below; 

·  
Put the tick in Update Student Year Level Next. 
WARNING: DO NOT select to Advance Arrival Date and Initial Year. 

·  
Arrival Date From  will default to today’s date. Leave the default but ensure the date range 
includes the arrival date entered in the Student View �  Enrolment Tab 

·  Arrival Date To  will default but you must cover next year’s incoming students. 

·  
Acceptance Status will default to ALL. Can edit.  

·  Australia should be Accepted.  
·  New Zealand is normally Regular Student.  

·  Click Begin Process. 
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Create a new Subject Period ID.  
 
Path:  System Functions �  Curriculum Control Files �  Subject Period ID 
 

 
 
To create a Subject Period for next year follow the steps below; 

1. Click Clear View  
2. Overtype your new Period Code . 
3. Enter your Description . 
4. Click Save. 
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Option 1: Copy the Students Subjects to a new Perio d 
 
Subjects can be copied to 2010, only run this process if you are transferring Subjects. 
 
Path:   Subjects �  Copy Student Subjects to New Period 
 
Transfer Students subjects to 2010 

 
 
To Roll the Students Subjects select from the options below; 

1. Select Subjects.  

2. Select Student Yr Level Next if the Students have not bee n rolled into their next year 
level. 

3. 
Roll one year level at a time, select a year level to roll; 

····  This is the Current year level, of the Student  
4. Option: you can create a Tag Set of several Year Levels to roll at the one time. 
5. Select the period you are copying the Subjects FROM  
6. Select the period you are copying the Subjects TO . 
7. Select any Areas of Assessment you wish to carry to the next period. This is your choice. 
8. If Modules/Standards  is selected you will receive these further choices. 
9. Lists the available Subjects to carry forward, double click to add.  
10. Lists the Subjects selected, double click to remove.  
11. Please read and Check as required. 
12. Click Begin  to start the process. 
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Option 2: Assign Subjects to Students  
 
Path:   Administration �  Quick Student Data Entry 
 
You can auto allocate Subjects, Teachers or Classes using Quick Student Data Entry. You can also 
use this facility to make changes to Teachers and Classes. You can use either a Tag Set or the 
standard Tagging, Tag Sets are recommended if you have this facility. To find out how to use the Tag 
Set for Subjects read the Tag set Tech Tip. 
 

 
 

To update information; 
····  Tag Set; If using Tag Set ignore Selecting a Year Level and Tagging the Students. 
····  In Year Selection select Year Next. 
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Tab 2: Tag Students: Click Tag All to select all students or click individual students to select or 
deselect 

 
 
Tag the Students; 

····  You cannot  use this feature if you have Tag Set ticked. 
····  If not using tag set tag the students you wish to update. 

 
 
Tab: Subjects: Select the applicable fields: 

 
 
To add Subjects follow the steps below; 

1. Select the Subject  you will be assigning to the tagged students. 
2. Select the Teacher  for these subjects, if teacher is to be assigned. 

3. 
Unless the Teacher  and Class  are the same for all subject do not select those fields if you 
are going to add multiple Subjects to the Tagged Students. 

4. Select the Class,  if a class is to be assigned. 
5. Select Year Level Next.  
6. Select the correct Period ID.  
7. Untick Un-Tag when done  if you will be working with the same students again. 
8. Click Begin.  
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Update Subject Classes and Teachers  
 
Path:   Administration �  Quick Student Data Entry �  Auto Subject Modification 
 
If Classes or Teachers have not been added to the subjects or need to be changed it can be done 
through Quick Student Data Entry, Auto Subject Modification. 

 
 
Use the information below for Subject selection; 

1. 
Select the Subject  you will be working with and any other filters (remembering that the if you 
used the Year Level Next when allocating the subjects the Year Level for the subject will be 
different to the Year Level of the Student). 

2. Select the Period  you are working in. 
3. Check the items to modify. 

 
 
Tag the Students. 

 
 
Please read the warning before tagging the students; 

1. Tag the Students you wish to work with. 
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Allocate Teachers and / or Classes. 

 
 
To add Teachers or Classes to the tagged students follow the steps below; 

1. From the drop down list select an Item to adjust . 
2. Select the appropriate entry from the Cell Entry  drop down list. 

3. If you will be adding other information to the same group of students remove the tick from 
UnTag when done . 

4. Click Begin . 
 
 
 
 
 

Timetable  
 
Use Timetable Construction to find the best fit lines 
 
Build the Timetable 
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Update Students Form / Home Teacher and Form / Home  Class  
 
Path:   Administration �  Quick Student Data Entry 
 
You may wish to allocate a new Form or Home Teacher and Class to your students for 2010. You 
can auto allocate Form / Home Teachers or Classes using Quick Student Data Entry. You can also 
use this facility to make changes to Teachers and Classes. You can use either a Tag Set or the 
standard Tagging, Tag Sets are recommended if you have this facility. To find out how to use the Tag 
Set read the Tag Set Tech Tip. 
 
Quick Student Data Entry. 

 
 

To update information; 
····  Tag Set; If using Tag Set ignore Selecting a Year Level and Tagging the Students. 
····  In Year Selection select Year Next. 

····  
From Check those items that you wish to modify select Form/Home Teacher and 
Form/Home class. 
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Tab 2: Tag Students: Click Tag All to select all students or click individual student to select or 
deselect 

 
 
Tag the Students; 

····  You cannot  use this feature if you have Tag Set ticked. 
····  If not using tag set tag the students you wish to allocate a new Home Teacher or Class to. 
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General Changes Tab:  This is a two step process for each group of tagged students. First allocate 
the new Form/Home Teacher, then allocate new Form/Home Class to selected students. 
 

 
 

Allocate Home Teacher: 
····  Select Item to Adjust, select Form/Home Teacher from drop down list options. 
····  Cell Entry, select new teacher from the drop down list options. 

····  
UnTag when done: untick to ensure student remain tagged so that Form Class can be 
allocated to them as per instructions below. 

····  Begin 
 
 
Next allocate Home Class: 

····  Select Item to Adjust, select Form/Home Class from drop down list options. 
····  Cell Entry, select new class from the drop down list options. 
····  UnTag when done: tick this. 
····  Begin 

 
Once the new Home Teacher and Class has been allocated to the first group of students you can 
then return to Tab 2 Tag Students and select next group of students in the year level to be allocated 
a new Home Teacher Class. 
 
If there is only one Home Teacher and Class for each Year Level return to Tab One ‘Selection’ and 
select the next year level to adjust. 
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Create a Snap Shot Workarea and Update Students Yea r Levels  
 
Path:   Scholastic �  Administration �  Year-End Housekeeping 
 
Student Subjects can be rolled before or after running this procedure, and new Form/Home Teachers 
and Classes can be allocated. 
 
The first step of this procedure will create a snap shot / copy of your Scholastic data (allowing you to 
recreate reports based on enrolments / absences for 2009). The second step will then change the 
Students Current Year Level  to their Year Level Next  and will Roll in Yet to Come Students  at the 
same time. 

 
 

To Update Student Year Levels: 
·  Check that the correct year level has the next year of 99 and it has a tick in Depart  column. 
·  Tick, Update Student Year Levels . 

·  

Optional: Update Student Form Class with Form Class Next  and Update Student Core 
Class with Core Class Next , only tick if  you have entered in each students new Form Class 
or Core Class into the relevant field of Form Class Next and/or Core Class Next on the 
Enrolment Tab in the Student View. 

·  
Optional: Transfer Departed Students to Alumni , this will only copy the students to the 
Alumni area, they will still remain in your main data until removed through Student - Family 
Removal (see Debtors End of Year Manual for more information). 

·  
Optional: Create Alumni from Family record , this will create new records in your Alumni file 
based on Family records. 

·  Select the Departure Date . Suggestion is 30/12/2009 or date of the last day of school. 
·  Tick; Roll in Yet to Come Students . 
·  Arrival Date From: Select a suitable date that will include all arrivals for beginning of 2010. 
·  Select the Arrival Date To  this must cover the 2010 intake date. 

·  
Select the Acceptance Date From . This may need to be 4 or 5 years prior to cover all 
Acceptance dates. If no acceptance dates are entered in the Student View remove this date 
as only those with dates will be rolled. 

·  Select the Acceptance Status of Accept (important if you have students on waiting lists). 
·  Click Begin Process to create the snap shot. 
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NOTE:  A Snap Shot (copy) of your Work Area will only be c reated if you are running at least 
Version 2007.3 or above of PCSchool: 
 
Path:  Scholastic Module �  Help �  About 
 

 
 
To obtain the latest update of PCSchool visit the PCSchool website. 
 
 
 
 
 
Create a Snap Shot (copy) Work Area: 

 
 
Work Area 
Confirmation 

Allow the system to create the backup Work Area. (this may take some 
time depending on the size of the files being copied and the speed of your 
machine). 

Copy Program Files  A window may pop up stating that Program files will now be copied, say 
OK. 
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Check your Snap Shot Work Area is Accessible and Op erational: 

 
 
The application must now 
restart. 

This means PCSchool will close and return to the main menu. 

Your Snap Shot will have 
been created: 

As long as no errors occurred during the process a snap shot / copy 
of your current Admin Data will have been saved as a new work area 
and named “Curr … 2009”. 

Check your snap shot work 
area 

On the main menu view find the new work area named “Curr … 
2009” then select the Scholastic module. Check that you can see 
your data in this work area and print reports etc. 

YOU HAVE NOT 
COMPLETED THE YEAR 
END 

Return the Scholastic module in the Main work area to complete the 
End of Year process (rolling student year levels). 

 
 
 
The main menu will list the newly created ‘Snapshot’ of your Curriculum 2009 Data. 
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Proceed with Student Year Level Rollover 

 
 
Administration �  Year End 
– Housekeeping Reselect all your options as per instructions above. 

Begin Process Select to continue. 
Create Snap Shot Say NO. You have already created a snap shot of your work area. 
Proceed with End of Year  Say YES to proceed with the end of year rollover. 
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Student Absences  
 
Path:   Scholastic �  System Functions �  System File Maintenance 
 
The Absence Cutoff Date determines the absences that will be displayed against the student under 
Absence Lates and Behaviour – Student. Schools will only want to view the students current year 
absences. To view prior year absences the date can be set back to the prior year. 
 

 
 
To Reset the Absence Cutoff Date: 

·  Non Financial Defaults Tab. 
·  Absence Cutoff Date:  select start date for 2010 (suggest 01/01/2010) 
·  Save 
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Propagate the Calendar  
 
Propagating the Calendar should be done at the beginning of the school year. Entering and 
propagating Holiday Dates and Time Table Cycle Dates to the calendar for 2010 is necessary to 
ensure your absences and timetable work correctly.  
 
Prior to Running this turn back the date  to the beginning of the year on the computer you are using. 
Make sure you change the date back when finished. 
 
 
Path:   Timetable �  Timetable/Calendar Setup �  Time Table Phases-Calendar 
 
 

Holiday Dates  
 
Enter the Dates for the Holidays then click Propagate to Calendar . 
 
Absences will not be accepted  for the inclusive dates entered here. You do not need to enter 
weekends. 
 
Depending on your selected Holiday Option the timetable will know which day to begin the timetable 
sequence after a holiday. 
 

 
 

1. Select Holiday Dates . 
2. Enter in the dates for federal and state public holidays, student free days etc. 
3. Select the applicable Holiday option .  

4. Select Propagate to Calendar  (remember that the calendar will only be propagated from 
the date on your machine onwards). 
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Timetable Cycle Dates  
 
Enter the Dates for the Terms then click Propagate to Calendar . 
 
Absences will only be  accepted for the inclusive dates entered here. You do not need to enter 
weekends. 
 
Depending on your selected Holiday Option the timetable will know which day to begin the timetable 
sequence after a holiday. 
 

 
 
 

1. Select Time Table Cycle Dates . 

2. Enter in the dates for first day and last day of each term. Select the correct Start day  for 
each term, this is the day in the timetable the term will begin on. 

3. Select the applicable Holiday option .  

4. Select Propagate to Calendar  (remember that the calendar will only be propagated from 
the date on your machine onwards). 

 
 
 
 
 
 

>>>>>> End of End of Year Admin & Curric Tech Tip <<<<<< 
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