© PCSchool End of Year Administration & Curriculum

A full backup must have been done before continuing.

Refer to;
End of Year — Read First

Make sure no one is working in the Scholastic Module before continuing

End of Year Administration
This is a Generic Manual — Dates may not reflect this year

FCéchooi;
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© PCSchool

End of Year Administration & Curriculum

It is advised that you read all of the Information first prior to implementing this process.

Backup the Scholastic Module

Back up Before Continuing with the Roll Over

Make a Backup of PCSchool before continuing.

Path:

Backup.

PCSchool — Scholastic Module — Utilities — Backup

.['_'I Scholastic - PCSchool [CHRIS PCS PLAY]

WDF Queary Generator
Address Parser For Postal Barcodes
fudit; Log

[ Becp |
eMerge - Bulk processor

eMerge Templake Creste/Edi

Email

Ernadl Log

Important; Make sure your IT staff has completed the Backup procedure in the End of Year — Read

First documentation.

Also make your own backup of PCSchool before continuing.
[0 Backup Data Files View

=1

[~ 1 Year Level Descriptions

& FERIOD Financial Periods

= TOWNS Tovms |2 |..,5..!..,"°*...5!..,.,.....ﬂ
=1 LATE

g COUNTERS =
(=1 STUDENT  SF: Shudent File

& I FAMILY SF- Famiy Refresh List I
=1 L TEACHER  SF: Stall File

=1 ik TRAVEL Student Travel Detais

& I ABSENT  Absent Load File Seleciion |
=1 i3 DISCIPL  Discipine

= 16 EXTRACUR  Pessonal Development Codes ;

=1 Kl EXTRA Pessonal Development Save Fie Selecion_ |
=8 RE] KEY Key

=8 RE] FEYUSAGE  Keylsage

=1 Kl INVOICE Inveice Eﬁmnm ‘
gl DEBTORC  DE: Deblor Comments

= 22 ITEM DE: Debdor Cost Cenlre Filter

&= DEBATCH  DE: Dieblor Batch Header Fie By Modue

=1 E DEBATCHC  DE: Deblor Batch ltem Fie :

=1 B DEBATCHT  DE: Deblor Batch Transactions Al Files

agl= SUBCHARG  DE: Subject Charge History

=1 Fd SUBCHMAS  DE: Subject Chaige Relerence | F En

In the Filter select All Module.

Click Select All — all the files should have a Red tick beside them.

Click Backup Data.

o WIN| =

Wait while it creates the Backup.
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© PCSchool End of Year Administration & Curriculum

At the next window Save the backup file.
| [ Backup Selected data files HEE

(BT R IC - PR OGHAM FILE S\FCSCHOOLAB ack: I 1 I __J

Filename: |Chiis'Backup-25-06-2010-Scholastic EOY 2010 [2]
Comments: |Backup crested 25/06/2010 for Chiis's School User PCS

Emal To: |

Last Backup: |25 Jun, 2010
Days to Mewt Backup: |0

Emaid Backup |

[ Erase previous backup files?

IEI Cieate Backup I

Cancel

To complete the Backup follow the steps below;

Check the Destination. The default is your local drive PCSchool\Backup;

1 e This is the best place to save this as it can easily be accessed if it needs to be
) restored.
e If you change the destination make sure you know where it is saved.

2 You may choose to rename the file, to signify that this is the Scholastic backup of a
" | particular Year.

Click Create Backup.

e | 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.

(dministration  Subjects  Assessment  Timetsble BSESINENECES Lklities Other Modules  Window  Help

PG ENRE X ) B BEAE A TE&E @

Curriculumn Cantral Files

e Y and Security Codes
| Origins Codes I
Riaom Conkrol
}n;(ear 5> | Description | ‘fearFollowing | | Svstem Fils Maintenance orrowing Limit | Excl T/Ta... | -
et bo Come 1] TovwnSuburb Control 1] O
1 ear One 2 User Definition Codes ] O -
2 Year Two &) ‘ear Level Descripkions 0 O
3 ‘ear Three 4 Barcode formats 0 O
4 ‘ear Faur 5 Incident Code Maintenance u O
5 ‘fear Five E Set Secure Comments ta Yer 20073 o O
& ‘Year Six 7z 0 O
7 ‘Year Seven 8 7 0 O
3 ‘Year Eight ] 8 0 O
3 ‘Year Mine 10 3 0 O
T &ll Current Studenl 0 olaanoninz 0 O
*H On Hald 1] oralanonnz ] O
M tiddle 5 choal a Oafol ] O
5 Senior Schaal 0 o 0 O
10 ‘Year Ten 11 10 0 O
11 ‘ear Eleven 12 1 0 O
12 ‘Year Twelve 99 12 0 O
3a Ext. Music Studen 98 38 0 O
93 Left Schoal 95 93 ] O
Ev External VET Stud 0 0 0 M _:]
[}’ E xit Yiew Eac
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Yet to Come Students

This process checks the validity of Yet to Come Students through a VDF Query, if you have no Yet to
come Students entered you can miss this step.

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

information has been entered in correcily.
Scholastic - PCS5chool [H DRIVE PLAY 1] User: PCSCHOOL
Hat Kevs  Administration Subjects  Aszsezsment  Timetable  System Funct

P M QN E X4 B

Other Modules  Window  Help

Audit Log
Backup
eMerge

F roail

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

n Query Definition (SF: Student File)

Main File: [SF: Student Fie |1 ] - QadEn
Duety Title: |
Fields | Selection | Ordering | Tests | Outpust |
Printed fields E
Fiekd name [ Sum [ Stat [ widh | -]
Studkey (m] 00 76
Eruol status O 40 30
date o 70 28
Date arival g 105 30
o ] [l IO s
= |
=
o o add | insent | Delete | Evpression| Adwustbeiow |
Bun Cloze
1. | Main File Select SF: Student File
Fields: Highlight then click Add:
e Studkey
2. | Fields Tab * Enrol Status

e Accept Date
e Date Arrival
e |nitial Year

Change the Start column to match the VDF example above so it will

3. | Start (Column) print on an A4 portrait sheet of paper.
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© PCSchool End of Year Administration & Curriculum

Then go to the Selection Tab

IT1 Query Definition (SF: Student File) N ) - - o x|
Main File: |SF: Shudent File ~ Q@D
Queny Titl: |

Fiekds Selection | Ordeiing | Tests | Output |

Takle
SF: Student File Selections
SF: Farmil Field name | Type | Vake | -]
Images Cunent year E
Fields -1
Envol status L1
s coapt dats =
W_ e 3]
s ; « Diefault value
Date depat Date amival (¢=) |30/01/2011
Final year
M'ear ey red 0K I =y |
[4] Bw Close
Double Click a Field to Add;
Current Year;
. e Select Equal to [=] — click OK
1. | Fields Date Arrival;
e Select Less than or Equal to [<=]
2. | Selections The Fields must be visible.

Enter the Current Year as a Space Zero [ 0]

Enter the Date arrival to cover the date you have entered in Students View
&g Default value — Enrolment — Date Arrival, this must cover the date of the intake of
Students.

4. | Run Click Run to print the Report.
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© PCSchool

Enrol status

e Australian Schools should be ‘Accepted’
e 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

End of Year Administration & Curriculum

corrected.
SF: Student File Page: 1
. D val Initial

AITEM T ACCEPT 317122009 270152010 =
BURFORD WM ACZEPT 31252009 270152010 FE
CANMPEELL L 270152010 &
CARISWELL MW ACCZEPT 312052009 270152010 FE
CHESTHUIT & ACCEPT 317122009 270152010 £
COLENT A & ACCEPT 31252009 270152010 1
CORBRAMN H 2CC2EPT 3122009 27012010 2
CREAIGE ACZEPT 311252009 270152010

CRISTEA T 270152010 FE
EHMDICOTT C 2ACZEPT 3122009 270152010 RE
G TWIE Tl 2CC2EPT 270152010 RE
HARKMESEZ R ASCCZEPT 31252009 270152010 FE
HEATON E ACCEPT 270152010 FE
HUNT 3 2ACZEPT 3122009 270152010 RE
FIVOVARDFEF Ivl 2CC2EPT 3122009 270152010 8
BEAMNDATITL IV ASCCZEPT 312052009 270152010 FE
SEED & 270152010 FE
SMART S 2CC2EPT 3122009 27012010 ]
TRIFU v ACZEPT 3122009 2712010 FE
VELEZ E ASCCZEPT 31202009 270152010 FE
VELEZT ACCEPT 270152010 FE
WEBSTER T APPLY 27012010 ERE
WOTIRG C ACCZEPT 312052009 270152010 FE
ZUTPANIC W ACCEPT 317122009 270152010 FE

Correct the data

Path:

Correct the missing informatio

n

Administration — Student View — Enrolment Tab

e Date is very important as it is the main factor when rolling in new students
e Initial Year this must be entered for yet to Come Students

Student Key: [WEBSTER T Ql & Rean [ 133 Gender [Mate  +| |
| Pref. Sumame: [WEBSTER Giver: [Toler Middle: [.James !
ﬁ Legal Sumame: [WEBSTER Pref. Giv: [Tyler Phato: [#llaw to publish

= |

Current vear. | 0 aQl W AgeToday:| 311 Agess at [02/02/2008 30

1 Care Givers] 2 Address} 3 Family Mise.. 4 Enrclment ] Bl Scholastic] ] Pelsonal] T Madicalw & Med Hislory] a Comments] 0 Misc.

Bitth Diate: [09/12/2005

Enalment l Uger Delined] Buarding.flnlemal\unall
Application Date Drate Aurival Initial *r'ear Enrolment Status Acceptance Date Priority
| 27062009 wl [zrisenio ] [RE Q] [Acoepted x| [Fazane g [ 0=
Start of Srhanknn ¥aars At b ehonl ¥aAre Heneated FLIN LI F Viate At 1 lenarhine Firal "ear | avel
[ | 8
0 | Shudent key | Surname | Knowrn ... | Givenn.. | Farmnily |Yr | HmdFr... ‘ Teacher | Core... | R | Status ‘ [ A|
’T TRIFUD TRIFL TRIFUM 0 1 WITHERS S [ =
WELEZ B VELEZ WELEZOZ 0 1 WITHERS & T
VELEZT __IVELEZ VELEZO1 R WITHERS S B
© MYEBSTERT WEBSTER WEBSTO [0 J
- [WEEKLEY|  WEEKLEY WEEKLD O 1 WITHERS 5
WINDER J WINDER WINDED 0 .2 NICHOLLS J
+ [YOUNG C YOUMNG YOUNGD O .1 WITHERS &
ZUPAMICY  ZUPANIC ZUPSNDT O 1 WITHERS & o
« | ;I_‘
Ok | LCancel | Search ‘
Restrict by ‘Vear Restrict by Campus:
|Yet to Come j |AII j Link to Mew Family L | H save F2 | B Clear bl F5 | D"Exit WiewEst

To correct the Students Details follow the instructions below;

e | In Restrict by Year, select Yet to Come.
e | Enter the correct information for the Students in the Enrolment Tab.
e | Click Save for each Student after the details have been corrected.
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Current Students Repeating a Year

End of Year Administration & Curriculum

This must be done prior to rolling Students into their Next Year Level, if you have no Current

Students repeating this year you can skip this step.

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.

[11 Student ID#=3104

Student Kew: iWHlTE K

ﬂ .c.:f FIegn:J

Pref. Sumame: [wHITE Given: |Kaitlin tiddle: |Jane :
ﬁ Legal Surname: “WHITE Fref Giv: |Kaitlin Phata: [&llow to publish v| !

Current Year: | 8 4| Birth Date: |05/03/1996 g Aage Today | 1308 Age &s ot |02/02/2009 121 :
1 Care Givers] & Address] 3 Family Misc..  # Enrclment l 5 Scholastic] & Personal] i Medical] & Med Histor_l,l] 9 Eomments] 0 Mige.
Enralment ] Uszer Defined1 Boardinga"lnternationall

Application Date

Drate Amival Initial Y'ear Enrolment Status Acceptance Date Pricrity
[22/01/2009 G |oezeo0s g |8 4 [Accepted ~| |ozozezo0s L | 0=
Start of Schaonling “ears at School ‘Vears Repeated Full Tirne Equiv D ate of Departure Final ear Level

| Q| 0 | 100y SUNE K
Origins - Ethnic and 5cholastic ‘rear Mext  Form Class Mest Core Clazs Mest Zotitg Status
[aLL =18 &l 7] | El B
Type | Code ... | Desc | Priority | = | . : ; :
Doc Sighted: | Select from list - | Doctt:
C ALS Australia [inchides External T el | et bR J <& |
E SCOT  Scottish 0
L. EMG English 0 i
] U5 fustralia 0 4] & Clear Eligibility Cut Off Date: i

[ Part Time

[~ Re-Entry I Repeating This Year

* Save
_"J * Delete

I Language other than English ™ Exclude Mest Year

¥ Teriay Releass ¥ Flepeating Mest Year

Restrict by v'ear Restrict by Campus:

| Current Stue = | 4l |

Link to New Family | I B save F2J %Clear All Fs |

D’ExitViewEsc

3 Gender:]FemaIe j E ______________ !

For Students Repeating the year level they are now in;

e | 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.

e | Click Save.

Commercial in Confidence

8/24




© PCSchool

Students not Returning Next Year

End of Year Administration & Curriculum

This step can be ignored if you have no Students not returning next year other than students in their

last year level such as year 12 going into 99.

This is for Students who will be transferring to anoth

er school next year;

e This is not for Students who are in the final School Year
e Students in their final School Year are automatically departed

Path: Administration — Student View — Tab 4 Enrolment
This must be done prior to rolling Students into their Next Year Level. -
Student Key: |5HM-¢KUVM Eﬂ Fiear: | 127 Gender, |Male j E E""""""_ﬂ:
Pref. Sumame: [SHMAKY Given: [Matthew Middle: |Alexarider : |
ﬂ Legal Surname; |SHM-¢KDV Pref Giv: |Matthew Phata: [&llow to publish = |
Current Year: |10 3|  Bith Date: |09/12/1994 Ll Age Today | 1471 Age Az at: [02/02/2009 14.01 :
1 Care Givers] 2 Addless] 3 Family Misc.. ¢ Enrolment ] 5 Scholastic] 5} Personal] {7 Medical] g Med Histor_l,l] & Eomments] 0 Misc.
Enralment ] Uzer Defined] Boardinga"lnternationall
Application D ate Drate Amrival Initial Y'ear Enrolment Statug Acceptance Date Pricrity
[ts/0m/2008 G [eamceoor g |8 4 [Accepted ~| | g | 0=
Start of Schonling Years at School ‘Vears Repeated Full Tirne Equiv Date of Departure Final ear Level
| a | 2 | 1.00 0y & | 91
Origins - Ethnic and Scholastic Year Mext  Form Clags hest Lore Llags Next Zoning status
[aLL = Al | | =l =
T_I,Jpel Code ... | Desc | Pricrity | A| . ) - = ;
E AUS Australia [includes External T i JHainnt |SEIECt ot J A7 |
E POL Palish a
E RUS Russian ] —
L ENG Enalish 0 J 4 Clear Eligibility Cut Off Drate:
M AUS Australia 0 . . .
"Save [~ Part Time [~ ReEntmy [ Fepeating Thiz Year
[ Language cther than English W Exclude Mext Year
j +Delete
¥ Tertiay Release [ Repeating Mext Year
Restrict by v'ear Restrict by Campus:
1AII EurrentStutﬂ |AII ﬂ Link. bo Mew Family L | EH save FZJ 8 Clear 40l F5 | [}'ExitViewEsc

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.

e | Check ‘Exclude Next Year’.

e | Click Save.
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Mailing Title for the Alumni

Path: Utilities — System File maintenance — Settings

Prior to rolling Students into the Alumni you can select the mailing title defaults that will go with them.
The default unless selected is Miss or Mr M J Smith (Given Initial).

2] System File

Corpany Mame: |Chiis's School

Addeess 1: [School Fload SchoolMumber [ 130
Address 2 | DETYA Code
Towr: |Rockhamplon jmm
Postcode: [4700 ACN o ARBN [11111111
Headmaster, |MiJokin Srith ABN: [11-111-111

1 Financisl System Defaulz | 2 Mon Financial Defaulls | 3 Assessment Defaulty | @ Other Addiess Detal 5 Seltings

I~ EMai/Prinking Scheduling Service is Bunning

Ahmri Title Constiuct: |Miss M J Smith (Given Indial) B

Verty Counters H swe 2| F Eavew |
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Roll Students

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.
Create a Snapshot

The first step of this procedure will create a snap shot of your Scholastic data this allows you to
recreate reports based on enrolments and absences for the previous year.

_m Student and Family Period End Functions = || B ][ES
‘rear | D escription | Nest Y. | Depar ... | - ‘r'ear End Procedures
1 “ear One 2 L W Update Student Year Levels
2 “ear Two 3 e
] Year Three 4 [T Update Student Forn Class with Form Class Mest
4 “ear Four 5 ™ Updats Student Core Class with Core Class Mext
3 ear Five & W Transfer Departed Students ko Alumni
B “ear Six 7
7 “fear Seven g W Create Alumni from Family record
g “Vear Eight 9 Departure Date: |4 Dec, 2003
190 :ear .If\-llne 1 ? Incoming Students
ear Ten .
¥ Rollin*/et to Come Student:
11 “tear Eleven 12 i Tetio bome Sudents
12 Tear Twelve 93 Arrival Date From Arival Date To
13 fearl3 a3 [30 Nov. 2003 [28 Feb. 2010
33 Other Debtors 98 —
RE Receptian 1 - Accept. Date From: [1Jan, 2000
| Change if Necessary T Acceptance Status | Accepted -
Student's will change year levels as indicated.
G0 Begin Process
Housekeeping
[ Zew AbsencesLstes [ ZeroRoll r
I~ Zero BehaviourMerits [~ Recalculate AbsencedLates/Merits r
[ Recalc Subj. Absence [ Recalc Absent Day Interval Aurival Date From == Aurival Date To ==
Date From: Date To: | -
| 0 Accept Date From: | .
- 'l Acceptance Status |2l

l}' Exit View  Esc

1. | Check that the correct year level has the next year of 99 and it has a tick in Depart column.
2. | Tick, Update Student Year Levels.
Optional: Update Student Form Class with Form Class Next and Update Student Core
Class with Core Class Next;
3. e Only tick if you have entered students new Form Class or Core Class into the
relevant field of Form Class Next and/or Core Class Next in Student View/ Enrolment
Tab.
Optional: Transfer Departed Students to Alumni;
4 e 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).
5 Optional: Create Alumni from Family record;
) e This will create new records in your Alumni file based on Family records.
6 Select the Departure Date. Suggestion is 30/12 of the Current Year or date of the last day
" | of school.
7. | Tick; Roll in Yet to Come Students.
8 Arrival Date From: Select a suitable date that will include all arrivals for beginning of the
" | following Year.
9. | Select the Arrival Date To this must cover the arrival date of the following Year.
Select the Acceptance Date From.
10 e This may need to be 4 or 5 years prior to cover all Acceptance dates. If no
) acceptance dates are entered in Student View remove this date as only those with
dates will be rolled in.
11 Select the Acceptance Status your school uses;
) e This is the Enrolment Status and is important if you have students on waiting lists.
12. | Click Begin Process to create the snap shot.
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End of Year Administration & Curriculum

You will be asked if you wish to send Families of Past Students to the Alumni. This is a decision that
only the schools can make.

[71 Student and Family Period End Functions

‘Yes | Desciiption | Mesteat | Depant.. | =)
9 Yea 9 0 [m]
10 Yea 10 n O
1M Yemxll 12 m]
12 Yea12 13 (m}
13 Yeal3 53 =
PR PreSchool 0 a
PS  PreSchool 0 (m]

L2 Please confirm that you wish to
send Families of Past Students to Alumni
LChangeit [ Yo ] Mo | cowd |
Student’s wil
- Housekeeping

[ ZewAbsence/dLates [~ ZeroRoll Up ToDate To

™ Zew Behavicwr/Meiits [~ Recalculate Absence/Lates/Merits

I Pecal Subj Abzence [ Recalc Absent Day Interval
Date From: Dale To:
-]

Anival D ate From

Aurival Date From

Year End Procedures

¥ Update Student Year Levels

¥ Update Student Fom Class with Form Class Nest
¥ Update Studert Core Class with Core Class Next
¥ Transies Deparled Students to Alumni

¥ Create Alumni from Family record

Departure Date: |10 Dec, 2010 ﬁ

Incoming Students

¥ Rollin*Yet bo Come Students
Aarrval Date To

[23Dec. 2010 |22 Apr, 2011

Acceptﬂ-mFrurcmem E

Acceptance Stahus | All vl
i Begin Process

Anival Date To

- I
Ancq:lDa:aF:mI g i

Amnlmsml- 'i
¥ Exitview |

You will then be asked the Format you wish the Alumni Mailing Title to be in, this will show the

default. To edit the mailing title select NO.

[71 Student and Family Period End Functions

‘Year | Desciiption | Mestvear | Depat.. | =]
] Yeat 9 0 m|
10 ea 10 n m|
1M Yeall 12 O
12 Yemi12 12 m|
13 Yex13 93 =
PR PreSchool 0 (m]
PS  Pre School 0 m| [

‘Year End Procedures

¥ Update Student Year Levels

[¥ Update Student Form Class with Foim Class Mext
W Update Student Core Class with Cose Class Nest
W Transfer Departed Students bo Alumni

[~ Create Alumni from Family record

oI

? } Foemat Alumni Mailing Titk: as e Students
Miss (Given Name Indial) Smith Amival Date To
: |22Ap|,2011 E
IF mat then et Format in System File Mainkenance (Settings) before procesding
i . [1Jan, 2000
I i Yes I Mo :IAI VI
51 - :
) Begn Process |
- Housekeeping
[~ Zein Absence/lstes [ ZeioRollUp To Date Ta I=
I~ Zeio BehaviowMerits [ Recalculate eits| | / e and Irtisd Yea
I Recak Subj Absence [ Recalc Absent Day Interval Auval Date From _ Awival Date To
[rate: From: Drate To: E ' E | 4
l ? E | E Accept Date From: | . E
F Eatview
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Path: Utilities — System File maintenance

Once you have selected Yes to the Mailing Title you will be asked to create a snapshot. This is a
copy of the Workarea.

Create the Snap Shot (new Work Area):

.HJ Student and Family Period End Functions |E| =] |El

“ear | Description | Mest ... ] Depart ... | - Vear End Procedures

1 ear One 2 ] |8 ¥ Update Student v'ear Levels

2 “Year Twa 3 (& = (—

3 “Year TH o 5z [ ith Form Clazs Mext
4 Year Fo : | th Core Class Mexst
5 “rear Fin B

g ear Siy .

Do you wish to create a Snap Shot Work Area ard
7 Year Se | :
3 ‘e Ei " to store the current Curriculum and Absence data 5 —
Eal '_! for future reference. ]

3 ear Mil L
10 Tear Te If the Snap Shot has already been successfully created
11 Tear Els you may proceed to the period end without creating it again.
12 Year Ty To
13 Year 13 10
33 Other D —
RE Recept ‘i’-‘-s I Mo I )

[ Change if M, o~ ) ~]

Student's will change year level: as indicated. o ‘\
@ Begin Process |

Housek | Information ‘ I_gg.. )

[ Ze

[ Ze . :

[ Re o The software will now copy programs to the Snap Shot From Arival Date Ta
M. B
|-_ Jate From: .

[
) nce Status |2 "

P Ewitview s

Click Yes;
e 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).

° Confirm

A window may pop up stating that Program files will now be copied, say

° Information OK.

Commercial in Confidence 13/24




© PCSchool

End of Year Administration & Curriculum

Once this is finished you will receive an information message advising you to check the Snapshot
and that the Rollover is not yet complete.

!‘J Student and Family Period End Functions o] = ([
Tear | D escription | Mext ... | Depart... | = Year End Procedures
1 Tear One 2 il A W Update Student Year Levels
2 Year Two 3 | =
a “ear Thies 4 [ Update Student Form Class with Form Class Nest
4 “rear Four 5 [ lndate Shident Core Clazs with Core Class Mext
3 Tear F'_VE Information &J
g Year Six
7 ear Seven
8 Tear E'.ght I.-"'_"‘-.I The application must now re-start to re-assign data paths.
3 ear Nine L' This is quite normal. Your Snap Shot will have been created
10 ear Ten provided you received no errors to the contrary.
11 Tear Eleven Once you are back at the menu select the snap shot workarea
12 ear Twelve Curr TESTS 2009
13 “fear 13 to test that it has been successfully created and is accessible.At this
52 Other Debtoy time
RE Reception
: YOU HAVE NOT COMPLETED THE YEAR END
| Change if Nece
st To do so re-enter the Application and re-run Period End
but on this pass do not elect to create the Snap Shot
Housekeeping |
[~ Zero Absence:
[ Zera Behaviou
[ Recalc Subj. &
Date From: ———

| H |

-~

Accept. Date From; :
[ | Acceptance Status |4

P EwitView x|

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 of
your current Data will have been saved as a new work area and
named “Curr 2010” or the year you are rolling.

Check your snap shot
work area

On Main Menu find the new work area;
e Select the Scholastic module.
e Check that you can see your data in this work area and
print reports etc.

YOU HAVE NOT
e | 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 Data and is named Curr

followed by the Year you are rolling,

in this case 2009.

| -

TESTZ2
TESTZ [MZ]
TEST4
TESTE

Curr TESTE 2003
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© PCSchool End of Year Administration & Curriculum

Roll Students Year Levels

Proceed with Student Year Level Rollover and reselect all the settings once more.

_EJ Student and Family Period End Functions = || =] E8
“rear | Description | Mewt ... | Depart ... | - “rear End Procedures
1 Vear Une 2 ) WV Update Student Year Lewvels
2 Year Two 3 E
Z Year Three 4 [ Update Student Farm Class with Form Class Nest
4 “r'ear Four 5i [ Update Student Core Class with Core Class MNest
5 Tear FI.\-'B & W Transter Departed Students to Alumni
g Tear Six 7 ] !
7 ear Seven g v Create alumni from Family record
3 “'ear Eight 3 Departure Date: |4 Dec, 20039
'ISD :eal ?lne :II'ID Incoming Students
ear Ten .
v
= e = v RallinYet to Come Students
12 Year Twelve 99 Arrival Date From Arival Date To
13 Year13 59 |30 Haw, 2009 |28 Feb. 2010
93 Other Debtors 33 —
FE Reception 1 - Accept, Date From; |1.Jan, 2000
| Change if Hecessary “| Acceptance Status | Accepted -
Student’s will change year levels as indicated.
G0 Begin Process
Houzekeeping
[~ ZeroAbzencedlates [ Zero Roll r
[ Zem BehawiourMertz [ Recalculate Abzence/Lates/Merits r
[” Recals Subj. Absence | Recals Absent Day Interval patiiial[atehion: _ auivallale)o _
Date From: Date To: | - | .
| - | . Accept. Date From: .
I I Acceptance Status |4
[F Esitview Esc

1. | Check that the correct year level has the next year of 99 and it has a tick in Depart column.

2. | Tick, Update Student Year Levels.

Optional: Update Student Form Class with Form Class Next and Update Student Core
Class with Core Class Next;

3. e Only tick if you have entered students new Form Class or Core Class into the
relevant field of Form Class Next and/or Core Class Next in Student View/ Enrolment
Tab.

Optional: Transfer Departed Students to Alumni;
4 e 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).
5 Optional: Create Alumni from Family record;
] e This will create new records in your Alumni file based on Family records.
6 Select the Departure Date. Suggestion is 30/12 of the Current Year or date of the last day
" | of school.
7. | Tick; Roll in Yet to Come Students.
8 Arrival Date From: Select a suitable date that will include all arrivals for beginning of the
" | following Year.
9. | Select the Arrival Date To this must cover the arrival date of the following Year.
Select the Acceptance Date From.

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

11 Select the Acceptance Status your school uses;

] e This is the Enrolment Status and is important if you have students on waiting lists.

12. | Click Begin Process to roll the Students.
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-ﬂwmﬁmrmww ol @&
- - - - I E’; n ‘Yoar End Procedus:
O - W Updste Shudsnt Yer Levels
[T Updste Studer Foern Clazs vath Foem Clazs Nest
Do you wish to create a Snap Shot Work Area I Updste Student Core Clacs with Coes Class Nest
to store the curment Curriculum and Absence data :
i R W Tisndter Depasted Shudents ks Al
W Croate Al Biom Famidy econd
¥ the Snap Shot has already been successfully crested lﬂ
you may proceed to the pericd end without creating it again. s han. 2000
Incoming Shudents
E W Fiollin'et to Come Students
Yes | Ne | Amivel Date Feom  Aurval Date To

[N 208 [ [RFeei0 [
- Duater Froem |1Jan, 2000

=) Stohus [Accested =]

a Preceed with End of Year - Only proceed f no errors [T Updsts Shidk
EI Agreval Date From Aairval Date To
Ye | Mo | | - Al

== Aecept Date Flunf - |:i

o o Acceptance St [M1 7]

!t Emt View Eag

Begin Process Click to start the Roll.

Say NO. You have already created a snap shot of your work

Confirm - Snap Shot area
Confirm — End of Year | Say YES to proceed with the end of year rollover.
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Update Student Absences

Absence Cut off Date; The Absence Cutoff Date determines the absences that will be displayed
against the student under Absence Lates and Behaviour — Student. Resetting this date to the first
day of the current year means only the current years absences will be displayed.

Recalculate Absence Lates and Merits; Recalculating the Absence Lates and Merits determines

the absences recorded in PCSchool for a period. If this is not done Absence reports will not be
accurate for the current year and the Student View will not display the correct amount of absences.

Absence Cut off Date

Path: Scholastic — System Functions — System File Maintenance

Schools will only want to view the student’s current year absences. To view prior year absences the
date can be set back to the prior year.

] System File ===

Compary Mame; |Kale's College

Address 1 |123 Craigs More Road School Mumber: Iiﬂ'l
Address 2: | DET'4 Cods
Town: |TOWN 1234
Postoode: [4000 ACN or &REN |
Headmaster: |Ms K Poffley £BM; |12 345 E78

1 Financial System Defaults 2 Mon Financial Defaults ] 3 Asseszment Defaults] 4 Other Address Detail]

Pozsible Boarder Codes: Default Sex: |Male - I Stop Alert Flash
Student Reg Ma: 435 Title Optior: |MrM & Mrzd Smith - - LRl
Phota Publizh Default
Last Age Cale; |02/02/2003 L) Timetable Cycle Days: 5 _I;I (% Allow
. . - " Mot Pub External
Default Barcode Length: 5 _|:| Timetable Pdz per Daw: | _I;I
" Do Mat Publish
Barcode Option: |ND “fear leader j Abzence Cutoff Date: |01/01/2010
Contact trder. | ﬂ Tuition weeks in year
MOE File Path | al | 1
Doc. Management Path: |C:\Program Files\PCSchoohTESTS .| ResetDoc. Man. Path

ety Counters | = Save F2| G" Ewit Wiew  Ezc

To Reset the Absence Cutoff Date:
¢ | Non Financial Defaults Tab.

e | Absence Cutoff Date: select start date for 2010 (suggest 01/01/2010)
e | Save
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Recalculate Absence Lates and Merits

Path: Scholastic — Year End - Housekeeping

Schools will mainly want the current year of absences to print on assessment and absence reports.
This process can be run at anytime to validate the Absence Records.
71 Student and Family Period End Functions

Yea | Desciption | Mestvent| Depat . | |  Yes EndProcedunes
; :“’ ; g E [ Update Student Year Levels
e
2 st S 4 O [ Update Student Form Class with Foem Class Mest
4 Year 4 5 O [~ Update Studert Core Clasz with Core Class Nest
] Yex S ] O r
] Yeu b 7 O -
7 Va7 Q 0 [ Cieate Al from Family record
8 Yeat B E O Drepaiture Date: : ; i
5 Veuio l E ooy e
== x
[~ Rollin*etl
n s 11 12 O oll in et to Come Students
12 Vear 12 13 O Aurreal Date From Aurreal Date To
13 Yea13 % & | al. a
PR PreSchool 0 O
PS Pra School 0 M :J Aecept Date From: : i: I
| Check Update Y5/t Hext to Access | Acceptance Status |
Student’s will change pear lev g indicaled
Select Campus: |40 = E@Hw&:am
Housekeeping
[ ™ ZeoRollUp ToDate To [ Update Student ‘v'ear Level Hexl
[ Recakc Subi Absence | Recalc Absent Day Interval Anivel Dats From - Amival Dats To
Date From: Dale Ta | : ﬂ JS‘ St ﬂ
[2] 202 @ HECE = Accept Date From [ . |
[~ Trareher Tagged for &lumed’ o Alumni [ Mame Update Acceptance Status -
[F ExitView ]

1. | Place atick in Recalculate Absence/ Lates/ Merits.

Select the Date From, this will normally be the 1% day of the current year or the 1% day of
school. Either is okay.

Select the Date To, this will normally be today’s date. Absences will automatically calculate
from this day onwards.

Click begin Process, this will validate and correct the data.
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Zero the Roll

Path: Scholastic — Year End - Housekeeping

Prior to starting Roll Marking for the following year you will need to Zero the old Roll;
e This process will not remove absences; all it does is clear the Roll.

e This process may have many thousands of records in it and can take many hours to
complete.

You can leave this to run and continue working in another version of PCSchool.
You do not need everyone out of PCSchool.

This must be completed After the Students have been rolled and the Snapshot Created.

If you need to Access the Rolls it can be done through the Snapshot.
[7] Student and Family Period End Functions

Year | Description | Mest e | Depat... | »|  *reaEnd Procedues
S, jiodid 10 O I Update Student Yea Levels
10 “ear 10 1 O
1 Year 11 12 O [~ Update Student Form Class with Form Class Nest
12 ear 12 13 O ™ Update Student Core Class with Core Class Mext
13 Yem13 99 = -
PR Pre Schocl 0 O = :
Ps Pre Schoa o O [ Create &umni from Famiy recod
Depaitiine Date: I k i
Irccanineg Students
™ Rollin st to Come Students
Anival Date From Anival Date To
j Accept Date Frome | . E i
| Check Update Y1/Ys Mext bo Access | Acceptance Status B
Select Campus: |4l | " Begn lessm
Housekeesping
[ ZetoAbsence/Lates ¥ ZeroRollUp To Date To [T Updsts Student ear Lavel Next
[~ Zemo Behaviow/Meits [ Recalculste Absence/Lates/Ments I_ Mmm"“’mde_”‘d'm*f“
[~ Recakc Subj Absence [ Recalc Absent Day Interval Amival Date From  Aurival Date To
Date From: Date T [ ‘ ﬂ [ ! ﬂ
= B [emaz[2F Accegt Date Fom [ . [
[ Transfer Tagged for Akumei to Akunni [~ Fame Updats Acceplance Staus [ ]
F Eaview |

1. | Place a Tick in Zero Roll Up To date To.

Enter a date, this can be either;
2. e The 1% January of the new year
e The last school day of the previous year

3. | Click Begin Process.
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Update 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 the new Year is
necessary to ensure your absences and timetable work correctly.

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 inclusive dates entered. You do not need to enter weekends but
must enter all public holidays and any Student free days. If you are not using the Timetable Holiday
Dates must be entered otherwise your Absences will not work correctly.

[7] Timerable Setup HEE

1 Sebup Files |

Fioce Views | Staff | System Ertiies  TimeTable Phases - Calendar | Subjact Pacsemeter: |

T Subject Actviy Phases Time Table Cpcle dates % Holiday dated
[ T Dt Ny e [ Dase [ Clat oy | =
Fetgblea 1] safamo Prubcdc: H ol
oA 2 i sami Hewi Yot Resume
Fatii e B 22 Ausstiaba [y Hobda =
T2 2 Tema 1 Hobday
Z2d2m A Eatier nc anzae

AT SO0 Arzec Doy
DRSET G20 Labous Dy Izl
DEAIS0NT CAOESONT  Rocky Show Dey

Hokday options
136201 130eS 2 Cluser's Birthday o
/062011 W/A7AZ0T  Tem 2 Hobday ek ey secmnce ;o = et ol Wian =15
1705201 a2aosam Term 3 Holiday " Markan cycle sequence - Mon = Duay 1, Holiday, Wed = Day 2
101 2201 Nf2Emi Chistrmas Holday
=N 2Em AT Pubbs Holdsys [ Sauacday i & echiodl day

= fﬂeﬁ:}(l +fka§§| S-mnl
Comment
— Propagation Siait Dals

- fioee 2 [4 |0
_.. @ﬁwplncm | _E'E};I‘.fm

1. | Select Holiday Dates.

Enter in the dates for federal and state public holidays plus student free days;
2. e Enter Holiday Dates if not using the Timetable
e Qverwrite the dates can to reflect the correct year

Tick the Radio Box if Saturday is a School day.

Select the Propagation Start Date.

L i

Click Propagate to Calendar.

Commercial in Confidence 20/24




© PCSchool End of Year Administration & Curriculum

Timetable Cycle Dates

If using the Timetable 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.

Old dates can be removed or changed for ease of viewing; they will still be available to view in the
snapshot and will not be removed from the Calendar.
[7] Timetable Setup

| Setup Fles |

- ol
Floom View | Stalf | System Eniries  TiTabls Phases - Calerddar | Subject F‘-Il|

" Subject Acthily Phases % Time Tabls Cocla dates  Hobiday dates

Date fiom 3> | Dalebo 22 | Desc Statday | = |
A0 150472011 Tam 1 2
2T 240552011 Tem 2 1
11701 160842011 Twim 3 1
A0 A2 T 4 1

El
EI Holiday oplicns III

(% Mantsn day sequence - Mon = Day 1, Hol ‘Wed = Dy 3
" Muaintain cocls sequence - Mon = Dlay 1. Holiday, 'wWed = Day 2

E_ 5 shurday i & schodl day
= fD:H-a)( -fElexfﬁl ] Smlenl

r Propagation Sted [ass
- [1Jan, 2011 “ i

=] U'P!uoa-:m 1 Cabesnclat [P view

1. | Select Time Table Cycle Dates.
2 Enter in the dates for first day and last day of each term;
) e Overwrite the dates to reflect the correct year
Select the correct Start day for each term;
e This is the day in the timetable the term will begin on
e If the first day of Term is a Tuesday this will most likely be day 2 of the Timetable
Select the applicable Holiday option.
Tick the Radio Box if Saturday is a school day.
Select the Propagation Start date;
e This can be the first day of the New Year.
Click Propagate to Calendar, wait for the process to finish.

=

N o ok
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Subject Activity Phases

Optional; some schools use phases in the Timetable, these can be entered now if known or at a later

date.
sl -]

7] Timetable Setup :

1 Sehp Fies |
Fioom Viewe | Slait | System Entsies  TimeTable Phoses - Calendar | Subject Paramaters |

* Subgect Actrby Phases Time Table Cyclodabes  © Holiday dates

(. A2 1 OS2 Phate & -B

(D520 1 J002m Phase B -C -
07201 22 Phsge C -0 -
Z3A2M nhzzm Prusse 0 - & -

Date o> | Dabeloz: | Dsge [ 51uld‘gd_j

Holday options

& Msrkan day sequence - Mon = Dy 1, Hol Wed = Dag 3

" Marken epcle saqusnes - Mon = Dy 1, Hebdsy, Wed = Doy 2
™ Sawday i 5 school day

b 0ok | 4 0| saeid|

Prepuagation Stal Drate

Jﬁm
= [Friopagats to Calendss | [P EstView

Select Subject Activity Phases.
Enter the date selections and a description.
Select the Propagation Start Date and click Propagate to Calendar.

Lo Ll
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Purge Audit Log

The Audit Log can be only be cleared through the Main Workarea and can be cleared in two ways;
e Through Year End Housekeeping
e Through Security

Purge Audit log will delete records from the Audit Log based on dates within the security file
SSAcclog;

You will need a backup of this file before you continue

You must have rolled and created a snapshot before completing this process

SQL; will need an SQL database backup and be on a version dated after 8/12/2011

Non SQL; will need a backup of all files in PCSchool/ Data that start with SSAcclog

If Non SQL this is best done on fastest computer, this is normally the server

Year End Housekeeping
Path: Administration — Year End — Housekeeping

SQL must be on version 417 or higher, DataFlex must be on a version higher than 417.
About

FCSchool ddministration System
Werzion: 2011.2.0.417

Copyright 2000-2008, Com-tezizt Solutions Pty Lid
Author: Com-Azsist Solutions Pty Lid

Syztem Info

s e [
Haousekeeping
[ Zembbsenceflates | Zero FollUp To Date To

[ ZeroBehaviowrMentz | Recalculate Absence/Lates/Merits
[ Becal: Subj. &bzence | Recals Absent Day Interval

It will be here

[rate From: Date To:
| |

[ Transfer 'Tagged for Alumni' o Alumni [ MName Update
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Security

Path: Utilities — User’s Security Setup — System Profile tab

J71 PCSchool Security Profile Management : -

System Profie | Gioup Profles | User Profies | Group Protect | Global Protect | Audt |

Gironsp-profie Drefaul Abtrbtes Global SYSTEM Lock Sysbem Patiword Specihcston
o ——
Murarium Length (Chas} 2
P It is recommended that you badup the
&/ Audt Log pror to purge
Dred st [Group) Protecied Fsids Dedaul [Global)
Proceed to Backup now?
hadow
If you elect bo Backup then
One B i Comeleted j Hade, Shadow of Label
_ Re-Sebect bo Purgs the Log |-H—"—;;
. Yes w | pamiutelobe | Select the Diefaul atibute to be
LT3 Amdwhh'ﬁbbw‘
F kel bdio PM S PR P ] o N Rppe—— il._l'll!
o Purge Access Log (By Date-Range)

Puage 2 |
Fietuald System Fie Indes | i mmm_ |
mmm—I'-I el Al

Pt Reports E oK ] Cancel |

Click Purge Audit Log and select;
1. e Yes if you need to make a Backup
e No if you wish to continue with the Purge

The Purge From date will default, enter the Purge to date and click OK;

2. e You may wish to leave 6 to 12 months of records for reference depending upon how

many data fields you are tracking

3. | This will permanently remove the old records but they will be available in the snapshot

4. | Click OK to start the process, this may take time and could be left overnight to run.

Commercial in Confidence

24/24




