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Administration 
Following are the changes made to Student and Staff Administration. 

Student View  

Student Legal & Preferred Surnames 
An optional field has now been added where the students legal surname (as per birth certificate or 
passport) can be entered if it differs to the students preferred surname (eg. student my go by step or 
foster parents surname, or may prefer a westernised version of their surname be used). 
 
Path:  Administration �  Student View Header 

 
 

····  
New field now allows you to enter in the students’ LEGAL surname and their PREFERRED 
surname. 

····  Known as name has been changed to Pref Giv (Preferred Given Name) 
 
If the Legal Name and Preferred Name are the same the Preferred Name will default to the new field 
when you select the student and save. You can do this in bulk through Quick Student Data Entry. 
 
Path:  Administration �  Quick Student Data Entry 

 
 

1. In the Selection tab. 
2. Select *C for all current students (you may want to repeat for Yr 99 and Yr 0). 
3. Select an item that you do not use that can be changed, then changed back if necessary. 
4. Tag the students. 
5. Make the modification in General Changes (and reverse if necessary). 
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Student Photo Privacy 
Student photos can now be set with publishing permissions. You can extract this information through 
VDF Query Generation to create lists of students with each permission type. Schools can have their 
crystal reports containing student images made sensitive to this new field if they choose to. 
 
Path:  Administration �  Student View Header 

 
 

····  Allow to publish:  photo can be used in newsletters, reports, website etc. 
····  Do not publish:  photo is NOT to be used in any form. 
····  Not publish externally:  photo can be used for internal / school reports only. 

 
 
The default for the photo publishing permissions when entering in new enrolments can be set through 
Utilities �  System File Maintenance �  Non Financial Defaults tab : 

 
 
 
To update existing students in bulk you can export the Student Key and Photo Privacy fields via 
Utilities �  VDF Query Generator  and enter the relevant privacy code against each student in the 
CSV file then import this data back into PCSchool via Administration �  Student Import-CSV : 
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Alert Messages – New Pop-Up 
Family Alert Messages are entered through Family Misc tab, and Student Alerts are entered through 
the Medical tab in Student View. When you select a student in Student View these alerts are brought 
to your attention in three ways: 
 
Path:  Administration �  Student View Header 

 
 

1. Alert messages appear at the top of the Student View screen. 

2. 
Alert Icon appears at top left of Student View screen, clicking this will either bring up the 
Alerts Exist popup, or close this. 

3. NEW! Alerts Exist popup appears when you first select a student. This will disappear when 
you click anywhere on the student view. 

 
 
 

Two Additional Address Tabs 
Two new address tabs have been added: Alt Address 1 and Alt Address 2. The system now allows 
five separate areas for entering in contact and mailing information for students/families. 
 
Path:  Administration �  Student View �  Address 
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Learner ID Field (Queensland only) 
A new field has been added to the Scholastic tab where the LUI (Learner Unique Identifier) Number 
can be entered for students. The LUI is assigned by the Qld Board of Studies. 
 
Path:  Administration �  Student View �  Scholastic 

 
 
Schools in other states can rename this field if they choose to through the Security Setup: 

 
 
 

Additional Vaccinations Added 
New fields have been added for HPV (Human Papilloma Virus), PPV (Pneumococcal Polysaccharide 
Vaccine), Chicken Pox and Boostrix (Diphtheria, Tetanus and Whooping Cough booster). 
 
Path:  Administration �  Student View �  Medical 
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Student Data Capture  

ENROL Tab (New Zealand Schools only) 
The new ENROL tab uses Tag Sets to allow the bulk checking and importing of National Student 
Numbers (NSN) from the ENROL database. PCSchool will compare each record in the tag set with 
that in the ENROL database, and where a match is found will save the NSN to the student file 
PCSchool database. 
 
Path:  Administration �  Data Capture �  NZQA-MOE-asTTle tab �  ENROL tab 

 
 
 
 

MCEETYA / DETYA Tab (Australian Schools only) 
A new tick box has been added that will enable you to extract NAPLAN or WALNA information on 
non-MCEETYA year levels (MCCETYA year levels are 3, 5, 7 & 9). 
 
Path:  Administration �  Data Capture �  MCCTYA/DETYA tab �  Prepare File tab 
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Student Absence, Lates & Behaviour  /  Roll Marking  

Find a Student now indicates Student Absence 
When printing student location reports, the report indicates if a student has been marked absent for 
that day / period. 
 
Path:  Find a Student Icon on Tool Bar  /  Timetable Repo rts �  Find Student tab 

 
 
 

Ignore Form Class in Roll Marking 
Tick box added to Attendance Settings to enable Form Class to be excluded from the available 
classes combo in Absence Roll Marking. 
 
Path:  Administration �  Absence Roll Collection �  Attendance Settings tab 
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Identify Non-Roll Periods in Absence 
Students who have study or spare subjects (where an attendance roll is not taken) can now have 
those non-roll subjects flagged with an * in absence, rather than an absence or blank. 
 
Path:  Administration �  Absence Roll Collection �  Attendance Settings tab 

 
 
 
These periods show as an * (asterisk) in the students absence: 
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Attendance File Data Extract (NZ Schools only) 
The New Zealand Ministry of Education would like to use the data held in schools’ eAR files to 
calculate a new baseline data set for attendance. The data would come from an SMS file extract 
(csv) and could be sent to the Ministry through the portal. 
 
Path:  Administration �  Attendance and Behaviour Reports �  Student Absence tab 

 
 
 
Data example: 
 
121,Tauranga Boys High School,KAMAR,707.05 
246810,123456789,F,11,321,RE,07/04/2008,P010P060P060P060P060P060,08/04/2008,?010?060L060Q060
Q060Q060,09/04/2008,M060M060M060M060M060,10/04/2008,M010M060M060M060M060M060,11/04/2008,
S010S060S060S060J060J060,14/04/2008,N010N060N060N060V060W060,15/04/2008,O010O060O060O060
O060O060,16/04/2008,O060O060O060O060O060,17/04/2008,N010N060N060N060R060R060,18/04/2008,X
010X060X060X060X060X060 
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Accumulated Merits and De-Merits Fields 
When students have received a certain number of de-merits schools usually issue a warning or 
detention. Now when disciplines are added to students two new fields will show the accumulated 
number of merits or de-merits. PCSchool can create customised reports that will look students with a 
specific number of accumulated points. 
 
An example is a report that will print a warning letter for students with 3 or more accumulated de-
merits. Once the letter has been issued you can log this in the Followup Action and then reset the 
accumulated de-merit field back to zero, allowing for points to accumulate again. 
 
Or in the case of merit points students who accumulate 5 merit points may received a book voucher 
from the Principal, after receiving the book voucher the accumulated merits are reset and allowed to 
accumulate until another 5 points are earned. 
 
Path:  Administration �  Attendance and Behaviour Reports 

 
 
 
Schools wanting customised reports created based on the new accumulated merits and de-merits 
fields can contact susan@pcschool.net  for a quote. 
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Student End of Year House Keeping  
A check box has been added to the Year End Process that will enable schools to advance the Arrival 
Date and Initial Year Level of students on a particular enrolment status. 
 
For example you may have several students who have for enrolled for Year 8 in 2010 and have been 
placed on a waiting list. You now wish to advance these ‘Wait Listed’ students to enrolments for Year 
9 in 2011, this routine will change the Arrival Date from 2010 to 2011 and the Initial Year Level from 8 
to 9. 
 
Path:  Administration �  YearEnd - Housekeeping 

 
 
 
The routine will update the Date Arrival and Initial Year in the Student View: 

 



© PCSchool Version 2009 – Program Additions and Changes  

Commercial in Confidence                                                                                                      13/32
  

Student Behaviour Actions have Added Sort Order Opt ions  
Actions can now be sorted / displayed in various ways when viewing them through the reports view. 
 
Path:  Administration �  Attendance Behaviour Reports �  Action tab �  Sign Off tab 

 
 
 
 

Staff Views  

Home Email Address added 
Both a work and home email address can now be recorded for staff. At present the Work email 
address is the one that is used when emailing payslips through the Payroll Module, however the 
option to select either home or work email should be available in a future update. 
 
Path:  Administration �  Staff View �  Personal tab 
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Personal Information tab 
Two new information fields have been added to the Personal tab in Staff View: 

1. Children: where you to record the staff members students. 
2. Vehicle make and model. 

 
Path:  Administration �  Staff View �  Personal tab 

 
 
 

Staff File added to User Defined in VDF Query 
Information can now be drawn from the Staff File when querying the User Defined tables in the VDF 
Query Generator. 
 
Path:  Utilities �  VDF Query Generator �  User Defined (Global) as Main File 
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Tag Sets  

Create Tag Sets through VDF Query 
Student, Family and Staff tag sets can now be created through the VDF Query Generator. This 
means if you create a list of students through VDF Query you can now export this list to file as a 
student tag set or family tag set, then use this list in printing reports etc. 
 
Path:  Utilities �  VDF Query Generator 

 
 

Student Tag Set 
Main File must include the ‘SF: Student File’  table on the fields tab. 
.FLS file extension  must be used when naming and exporting the data to file. 
Saved .FLS file can then be opened in any Student Tag Set. 

Family Tag Set 
Main File must include the ‘SF: Family’ file table on the fields tab. 
.FLF file extension  must be used with naming and exporting the data to file. 
Saved .FLF file can then be opened in any Family Tag Set. 

Staff Tag Set 
Main File must include the ‘SF: Staff File’ table on the fields tab. 
.FLT file extension  must be used with naming and exporting the data to file. 
Saved .FLT file can then be opened in any Staff Tag Set. 
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Ability to Save Tag Sets as Student or Family 
Now Student Tag Sets can be saved and used as Family Tag Sets. This will be particularly useful 
when billing students via a student tag set and then printing their family account or address labels via 
family tag set. 
 
Path:  Administration / Debtors Modules �  any view where Tag Set is available 

 
 
 
 

Enquiry Module 
State and Country fields have been added to the Parents tab. 
 
Path:  Other Modules �  Enquiry 
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Co-Curriculum 

Activity Code Setup  
A new Type field has been added allowing you to specify if a code is Cultural, Sport, Activity or Other. 
Also a new grid has been added at the bottom of the view to allow information regarding officials 
(coaches, umpires etc) can be entered. 
 
Path:  Other Modules �  Co-Curriculum �  Activity Code Setup tab 

 
 

New Uniform Issued Field  
New field added to student entry screen to record information on Uniforms Issued (eg, date, number, 
colour). 
 
Path:  Other Modules �  Co-Curriculum �  Entry tab 

 
 



© PCSchool Version 2009 – Program Additions and Changes  

Commercial in Confidence                                                                                                      18/32
  

Curriculum / Timetable 
Following are the changes made to the Curriculum and Timetable Modules. 
 

Teacher Supervisions  

Add a Pseudo Entry  
This feature allows you to create an event or non curriculum teacher eg. Exam Supervisions, Sports 
Day Supervisions or teachers aide periods to cover. 

 
Path:  Timetable �  Supervisions/Covers �  Supervisions/Covers tab �  Allocate tab 

 
 
 

Teacher Absence Codes in Supervisions/Covers 
You now have the ability to create your own Absent Reason codes for Supervisions/Covers. You will 
need to create a new Type called TCHABS through Utilities �  Maintenance Codes . Codes must 
be restriced to two characters and the following codes must not be used as they are predefined 
manually: S, SD, WK, SP, B, DP, DW, WP, M, A, L, LA, PD, MO, SC, ST, R, JD, SL, EX 
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Teacher Timetables  
New ability to select to export teacher timetable information to csv file. Formats available include 
Subjects Taught, Periods Taught and Minutes Taught. 
 
Path:  Timetable �  Timetable Reports �  By Teacher or Room 

 
 
 
 
 

Must Fit Lines added to the Create Lines Routine  
The create lines has been enhanced to include the option to force a best fit to a set of already 
established lines. 
 
Path:  Timetable �  Timetable Maintenance �  Construction �  Create Lines �  Initial Sol’n tab 
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Exclude Areas of Assessment from Allocation to Mark book or Student Subjects  
A new facility to exclude specific areas of assessment from being allocated to either the markbook 
creation or student subjects. This enables some items to be included in one environment but not in 
another. It allows partial markbooks to be created from the original curriculum plan. 
 
Path:  System Functions �  Curriculum Control Files �  Areas of Asses �  Setup Default AofA 

 
 
 

Assessment Comments  

Ability to Tie Comments to Areas of Assessment 
The added ability to attach a Comment Category and Sub Category to areas of assessment will be 
used to construct testimonial. It can also enable comments to be used as constrained result sets, eg. 
only certain comments can be used from the Comment Bank. 
 
Path:  System Functions �  Curriculum Control Files �  Areas of Asses �  Create New A of A 
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Ability to Restrict Comments to Key Areas 
Just as comments can be tied to Areas of Assessment, Comments can also be restricted to Key 
Areas. 
 
Path:  System Functions �  Curriculum Control Files �  Comment Categories 

 
 
 
Path:  System Functions �  Curriculum Control Files �  Subject Codes tab �  Subject tab 

 
 
 
Path:  Assessment �  Result Entry by Student   (also Result Entry by Teacher Group) 
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Balancing Feature Added to Subject Wizard  
In the Subject Wizard view a new option called Balance has been added to the Grid Display. If 
Balance option is checked you can view every option available to allow the Students Subjects 
choices to fit a line set. You can view how many Students are in a class and select the most suitable 
line. This feature can be used for new students to assist when selecting the placement of the 
Students and their Subjects. Your selection here will impact on the Timetable. 
 
Path:  Subject Wizard icon in Tool Bar 

 
 

1. To Refresh the View click into Time Table. 
2. Click back into Balance to view the selected Line Set for the Student. 
3. The Students fixed Subjects that match the selected Line Set will be highlighted in Yellow. 
4. A tick will be in the top line, this is the current subject fit for the Student. 
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Foundation 

New Deceased Fields  
Added a Deceased check box and a Year Deceased field that can be used as well as the Date 
Deceased. The program is sensitive to any of these fields when determining deceased status. 
 
Path:  Community �  Extended Community View �  Community tab  

 
 
 
 

Ability to Select on Dead Letter  
A new ability has been added in the Group Processing routine to select based on several Dead Letter 
Options. 
 
Path:  Community �  Group Processing �  Selection Criteria tab  
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Alumni View now has Set to Postal Address Button  
When entering a new address through the Alumni View, you now only need to enter the postal 
address then select the Set to Postal Address button to update the residential address with the new 
details. 
 
Path:  Other Modules �  Alumni �  Alumni View �  Contact Details tab  
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Debtors 

Import Receipt information using School Plan File F ormat  
Schools who use School Plan (a commercially available third party fee handling service) can now 
read thier return information (regarding fees received) back into PCSchool for bulk receipting. 
 
Path:  Debtors �  Receipt Entry �  AutoLoad  

 
 
 

Transfer Paid Invoices to Held Deposits/Home Stay  
Items for Held Deposits or Home Stay can now be billed through Sundries. This will allow an invoice 
to be printed and posted/emailed home. Once the invoice is paid you can transfer the specific cost 
centre to the Held Deposits via the Debtors End of Period Utilities routine. 
 
Path:  Debtors �  Debtor’s End of Period �  Utilities Only  
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Finance 

Added Annual Budget to Ledger Import/Export  
Now when importing your budget through the Ledger Import/Export facility you have the added ability 
to import the annual budget amount and have it automatically distributed to the necessary periods 
based on the Budget Distribution Code. 
 
Budget Distribution Codes are created through System � Budget Codes . They can then be 
attached to Ledger Codes through Gen Ledger �  Model Account Entry  or Gen Ledger �  Posting 
Account Entry �  Budget Creation tab . 

 
 
When exporting your budget information through Gen Ledger �  Ledger File Import/Export  select 
the two new options in the Available Fields area and create your csv file. 

 
 
In the csv file you can enter in the total annual amount for each Ledger Code in the Annual Budget 
column. You can change the Budget Dist. Code for accounts or type in a code if it is blank (be sure 
you use a code that exists). 
 
When you then import the csv back into PCSchool through Gen Ledger �  Ledger File 
Import/Export  the annual budget amount will be automatically distributed to each budget period as 
per the distribution code in the csv file, otherwise the distribution code in the posting account will be 
used. If no distribution code in csv file or posting account then the annual budget will be distributed to 
Period 1. 
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Ledger Standard Reports  
When printing standard financial reports (Profit & Loss, Balance Sheet etc) you now have the ability 
to print based on a RANGE of periods. 
 
Users are no longer restricted to printing reports beginning at Period 1, but can print reports based on 
a range of batches within the year (eg April to June) or across the prior year and current year (July 
2008 to June 2009). 
 
Path:  Gen Ledger �  Standard Report Setup and Printing  

 
 
 
 
This feature is also available when printing Ledger Transaction Listings. 
 
Path:  Gen Ledger �  Transaction Listing  
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Asset Register 

Person Responsible Field Added to Asset Entry  
The ability has been added where an asset can be allocated to an individual stored in the Identity file. 
 
Path:  Other Modules �  Asset Register �  Asset Entry  

 
 
 
 

Type Field Added to Asset Component Tab  
Individual asset components can now be identified with an asset type based on the codes entered in 
under Utilities �  Maintenance Codes �  Type: ASSETTYPE. This will enable items such as specific 
software to be identified and counted as part of the total asset. 
 
Path:  Other Modules �  Asset Register �  Asset Entry �  Components  
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Payroll 

Validate Year to Date Accruals  
As part of the payroll end of year process a new ability to validate the year to date accruals has been 
added. This feature allows you to select a date range for your accruals and the system will then 
recalculate your accruals based on this date range. 
 
Path:  Payroll �  Payroll End of Month  

 
 

1. Tick to prompt a validation of your year to date accruals. 
2. Select the Tax Year you wish to validate. 
3. Select the date range for the Tax Period. 

4. 
Select OK. The system will check the year to date accruals are correct for the date range 
selected. 

 
 

Save Payslips to Document Management  
Staff payslips can now be saved to the Document Management Staff folders. 
 
Path:  Payroll �  Payroll Generation �  Pre Issue Reports tab  
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Email Payslips File Name Modification  
The program will now name emailed payslip attachments uniquely with the Teacher Timetable 
Abbreviation to remove any possibility of emails being sent to the incorrect recipient. 
 
Path:  Payroll �  Payroll Generation �  Pre Issue Reports tab  

 
 
 
 
Important Note:  Some schools may find after the update when emailing payslips they get an 
error stating “Crystal report error. Error in file P:\.....PAYSLIP.RPT. Access to report denied. Another 
program may be using it” with the system then sending an email with no pdf payslip attached. 
 
This error is due to the anti-virus software (most likely eTrust Antivirus) stopping PCSchool from 
creating files on a network drive. To avoid this error we recommend the user select their desktop via 
the File Name as shown below: 
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Library / Book Hire 

Tag Set Added to Quick Book in Book Hire  
The Tag Set in the Quick Book tab enables the selection of students based on the tag set list rather 
than their subjects studied. 
 
Path:  Other Modules �  Book Hire �  Book Hire Entry �  Quick Book tab  

 
 
 
 

Back Office now includes Selection of Master Access ion  
Within the Basket Module is the added Selection of Master Accession, this allows a full set of books 
to be added to a basket allowing for easy removal from the data. 
 
Path:   Library �  Back Office �  Basket Module �  Tag to Add 
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Stocktake now Automatically Returns Scanned Books  
When completing a Stock take you now have the option to have any books scanned to be 
Automatically returned to Stock. This will return the book removing from it from the Student and 
marking the book as being available for loan. 
 
Path:   Library �  Back Office �  Stocktake 

 
 
 

Library Catalogue Changes  
1. The default when opening the Catalogue is now to All Items instead of the Master Copy. 
2. If you are working in a copy a new button will be present, click the Display Master button to 

open the Master Book and you will be able to view the Create Copies button. 
3. New Feature is the ability to search and select a Type. 

 
Path:   Library �  Catalogue 

 


