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Before you start your r ol |lyoouwrerd actha
correct

Step 1 Check the 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.

J Scholastic - PCSchool [Main Work Area]
ot Keys  Administration  Subjects  Assessment  Timetable Utilities  Other Modules  Window  Help

(M QN E X 4B

i Curriculum Control Files
Key and Security Codes
Origins Codes

Room Control

System File Maintenance

Year Level Codes Town/Suburb Control
Year | Drescriptinn | 'ear Fallowi... | Hurneric E| Iricluds User Definition Codes | Budaget Mu... | ~
7 ear ¥ a 7 1}
g “Vear Eight q a Barcade formats 0
9 ear Ming 10 | Incident Code Maintenance a
“C Al Current Student 0 0l&ana I
0 DEEWR 0 018 910 Set Comments Category Types 0
= Jurior School [8-11 0 089l 0 Il I
“h MCEETYA (35,75 0 o189 0 ] I
5 Senior Schoal 11-- 0 opa 0 O 1]
10 10 0 ] I
‘ear Eleven 12 0 O 0
j 0 1]
LeftSchool 99
Eﬁ E;;f'rc::;;'?k Ek g Make sure the last year at
2 school has 99 - this will depart
these students on roll over
W

[F Exitview |
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Step 2 Yet to Come Students

Thi s

process
throughaVDFQu er y .

checks

| f

t he

View Data via VDF Query Report

Path:

Utilities > VDF Query Generator

accuracy
you dmeGe sntou devrett s t akiptibés stepd

and

y ou

Set up and run the following VDF Query to make sure all incoming students information has been

entered and is correct.

Hot Keys  Administration

Subjects  Assessment

Tirmetable

System Functions [RUIETE

M) Quesy Definition
Man Fie: |

M4 PrDd QEEEX LR LR S D

Quey Tite: |

Fiskd: | Selection | Oudering | Teuts | Output |

Other Modules Window  Hel
WDF Query Generator

Crystal Generic Report Launch

Address Parser for Postal Barcodes
Audit Log

Backup

eMerge - Bulk processor

eMerge Template Create/Edit

Freusil

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

W] Query Definition (Yet to Come data check) - 0] x|
I
Main File: [SF. Student Fie | 1 | -] Qs dD
sy Tite: [t to Come data chasck
Fields | Selection | Ordering | Tests | Output |
IS | P
F: Famiy Fisdd risties [Sum [0 [Stan [wish | =]
Images Studkey O iki] ED
Enrol stabus O B2 20
Aecept date O g 25
I Diale antival [m| 111 25
it schocl =] e O 138 30
=, B
niol shabug J
Acoept date
Date arival Add inset | Delste | Expression| Adust below |
alyes L
Riun I Cloze
1. | Main File Select SF: Student File
Fields: Highlight then click Add:
1 Studkey
. 1 Enrol Status
2. | Fields Tab 1 Accept Date
1 Date Arrival
1 Initial Year
3. | start (Column) Change the Start column to match the VDF example above so it will
' print on an A4 portrait sheet of paper.
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Then go to the [Selection Tab]

Han Tl ['5F. Enailist Fil ; Q 3 E 5]
Dhasay il
Fuicky  Sasdncion | Secdemng | Tastn | O |
T.aksle
Thsdort i ke b - - -
=y [ 1 Tren ™
Costs sl o (2] Ha i shory
[
- = || setection, 35: snagema i [+ ]
e CTE, SF vl il
o ket -1
e g B s
o Cumsrt e b4 [F 3
i P Dvate el et AR TR
ity
i | e |
——,
.
]
i sachoncd
e
s | bt | e | Eepeein| Detad via
R il e R | I Fate Ty 4
_Bbn ] e |

Double Click a Field to Add:
Current Year:
1 Select Equalto [=] T click OK
Date Arrival:
I Select Between [x-y]
The Fields must be visible.
Enter the Current Year as a - Space Zero e.g. [ 0]
Enter Date arrival to cover the date you have entered in Students
View > Enrolment > Date Arrival, this must cover the start date of the
new Students.
Click Run to print the Report.

1. | Fields

2. | Selections

3. | Default Value

4., | Run

Enrol status

1 AustraianSchool s should be O0Accepted©

T New Zealand Schools wil | be O6RegulimastcasesSt udent i n
All columns must have Data; those without data or with incorrect data in the columns must be
corrected.

A B C D E F G H
Studkey Given name Enrol status  Acceptdate  Date arrival Initial year
ABU A[D) Ashik ACCEPT 20/11/2016 27/01/2017 8
ASTLE N(1) MNathan ACCEPT 17/10/2016 27/01/2017 8
BLEAKLEY A Anne ACCEPT 22/11/2016 27/01/2017 8
CALDERT Taya ACCEPT 4/11/2016 27/01/2017 8
COMMALLYE  Edward ACCEPT 24/11/2016 27/01/2017 3
EDDY SCOTT  Scott ACCEPT 25/11/2016 27/01/2017 8
GROVESE Elle ACCEPT | 2‘3;"09}'2(!15.' 27/01/2017 8
HORSU A Ay ACCEPT 27/11/2016 28/01/2017 7
HORSU S SARAH ACCEPT 15/09/2016 27/01/2017 8
JEFFET Thomas ACCEPT 29/11/2016 27/01/2017 8
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Correct the data
Path:

Correct the missing information:
T 6DaAreri val 0

S

Administration > Student View > Enrolment Tab

1

very i

mportant,

as

t

S

Initial Year: this must be entered for i &t to Come Studentso

t

he

1 Optional: Enrolment Status, if used by your school, must be correct, so they are placed

correctly.
[® st nen
wu,]io-mom. Q£ e [ 5 Goodee i -] B
.g‘”‘*“" [Pettrgon Pret G [Loum Moo [owtoptih -] :
B Cwenvew [0 G smoue B2 Anlodw| 200 Apmm[ATED [T

' CoeGovers | 2 Addens| 3 FamiyMac & Drvoimert | 5 Scholatc | & Personal| 7 Medcal| © MedHutory | % Comments | 0 Mec |
Ervonert | User Dotred | Bowdra trtemanona |
Agghcaton Date Oate Ameol bl Your € rechmert Stahs Accegtarce Date Proxty
e g aves g 6 2 > Pavee @ | 0=
St of Schookeg Yoo ot School Teow: Regested Full Toe EQuv Date of Depatse Freol You Laved
o | 10 [ al I al
Student Lockup Y s
|| T N T I T A T W LN T R T T
BROWN 0 000837 w
BUTROO 0 ooy "
CARNAD 0 000929 «
CuAUsSo 0 000%% %
CRMB0! O 001020 WO
oo 0 000%0 *0
0O 0 00095y £
ONGED 0 001009 e
o | Covced | Sesrn |

To correct the Students Details follow the instructions below:

9 | In Restrict by Year, select Yet to Come.
9 | Enter the correct information for the Students in the Enrolment Tab.
9 | Click Save for each Student after the details have been corrected.
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Step 3 Current Students Repeating a Year

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.

[0 Student ID#=3104 BEE

Student Key: [WHITE ﬂﬁ Rean: | 337 Gender, [Female ]| !l i :

Fref. Sumame: ['WHITE Giver IKaitIin Middle: |Jane ; '
glLegal Surname: |\WHITE Pref. Giv: IKaitIin Phata: |Allow to publish LI :

Current Year: I 8 'gl Birth Date: IDE;"DB;"'I 396 gl Age Toda_l,l:l 1308 Agehsat IDE.-"IJ2.:"2DDS 121

1 Care Givelsl 2 Addressl 3 Family Mige., % Enrolment | 5 Scholasticl 5} Personall 7 Medicall g Med Historyl & Commentsl a Misc.l

Enralment | User Definedl Boalding.-’lnternationall
Application D ate Date Aurival Initial “Y'ear Enrolment Status Acceptance Date Pricrity
|22/ #2003 o ozz/zo0 [SIRE ] Jhecepted x| |prozeaomos G | 0=
Start of Schaaling YYears at Schoal ‘Years Repeated Full Time Equiv Date of Departure Final Year Level
| Uy 0| | I | @ 5%
Origins - Ethnic and Scholastic “ear Mext  Form Clags Mest Care Class Next Zaning Status
ALL BNl =] | I [~
T_I,Jpel Code ... | Desc | F'riorit_l,ll - . ) - - )
C A5 Augtralia (includes Extemnal T ] Doc Sighted ISE'ECt from lst —I DDCﬁ'I
E SCOT  Scattish ]
L ENG Englizh 0 o
] 205 fustralia DJ 4= Clear | Eligibility Cut Off D ate: I l
& Save | [~ Part Time I~ ReEntry I Fepeating This Year
_I [~ Language cther than English I Exclude MestYear
hd Drelet
‘-il ¥ Tertiary Release ¥ Repeating Mext 'ear
Restrict by Year Restrict by Campus:
|8 Cumert Stue | [ ~| Link to New Famiy L | B Save F2| N Clearai s [}‘Exitwewﬁsc|
For Students Repeating the year level they are now in;
f |[The only thing that needs RepmeatibgeNextVea®d . i s t
q After the rollover this will move to ORepeating This Year
(eg. Yr 8) will show in the O6Years Repeat
9 | Click Save.
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Step 4 Students not Returning Next Year

This step can be ignored if you do not have students leaving next year other than students in their final
year level.

This is for students who will be departing prior to your final year;
1 Thisis not for students who are in the final school year
1 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 dNext Year Level®

E

Student Key: | SHMAKDY M Qﬂ Hegn:l 127 Gender: IMaIe LI !l E"""""'"“:
Fref. Sumame: |SHMAKDY Given: IMatthew Middle: |Alexander : :
JLegaISurname: SHMaKDY Pref. Giv: |Matthew Phata: |&llow to publizh LI :

Current Year: |1 0 gl Birth Date: IDSN 2415934 gl Age Today | 1417 Ageds at: IDEHD2H2DDS [14.01

1 Care Giversl 2 Address' 3 Family Misc.. % Enrolment | o Scholastic' [ Personall 7 Medical' g Med Historyl & Eomments' 0 Misc.

Enralment | Iser Definedl Boalding!lntemationall
Application D ate [ ate Arrival Initial Y'ear Enralment Status Acceptance Date Priarity
[i5mez00e Q] [amior Q] [8 4 |hecepted =l al | 0=
Start of Schoaling ‘Years at 5chool Year: Fepeated Full Tirne Equiv Date of Departure Final vear Level
| Q] 2 | | 1.0/ SUN 2
Origins - Ethnic and Scholastic “ear Mext  Form Clags Mest Laore Llass Mext Zaning Status
aLL SR =l I -
Type | Code .. | Desc | Priarity | - . ) - )
Doc Sighted: | Select from list v | Doct:
C AllS Australia (includes External T 0 o S I FEE oM s —I me I
E POL Palish i
E RUS Russian 1] o
L ENG English 0 J 4= Clear | Eligibility Cut Off D ate: I l
M AlS ABugtralia 0 i i i
& Save | [~ Part Time [~ ReEnty I Repeating This Year
_I [ Language ather than English IV Exclude Mext Year
hd "' Delete
4' v Tertiary Releass I Repeating Mext Year

Restrict by Year Restrict by Campus:

IAII EurrentSlut;I IAII ;I Link. bo Mew Family L | B save F2| 8 Clear &l 5 [}’ExitViewEscl

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.

Check6 Excl ude Next Year 6.

M | Click Save.
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Step 5 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 the format Miss or Mr M J Smith (Given Initial).

[7] System File

Company Name: |Chis's School

Address 1: [School Road SchoolNumber [ 130
Addess2 | DETYA Code
Town: |Rockhampton {0111
Postcode: [4700 ACN o ARBN [11-111-111
Headmaster: |M1John Smith ABN: [11-111-111

1 Financial System Defauls | 2 Non Financial Defauts | 3 Assessment Defaults | 4 Other Address Detal 5 Seltings

™ EMaid/Printing Scheduling Service is Running

Abarori Title Construct. |Miss M J Smith (Given Irdial) -]

Verly Counters B save 2| F Eavew |

Version 201812 8/26
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Step 6 Enhanced Alumni Email Option for Student Rollover Process

With a growing number of stcihrmeod addnmessithiscanmgbest udent s
carried through into their Alumni file instead of the current process of usingthecaregi ver 6 s emai |
address.

[ ] system File - EE=)
Company Name: [Adiian School
Address 1: [School Road School Number. | 4108
Addess 2 | DEEWR School ID#
Town: |Rockhampton [o1n1
Postcode: [4700 ACN o ARBN [11-111:111
Headmaster. |Mr John Smith ABN: [1111111

1 Financial System Defaults | 2 Non Financial Defaults| 3 Assessment Defaults | 4 Other Address Detal 5 Settings

[V EMai/Printing Scheduling Service is Running

Alurnni Title Construct: [Miss M J Smith (Given Initia) ~]

When transferming departed students to Alumni use which emal address
@ Corespondent Emad " Student Emal " Both

i 2} Bl

SRT File Name: | Q

[T Calculate Years of Schooling as Years at This School

Veiy Counters v | | seve r2| F ExtView s

When transferring departed students to Alumni, choose which email address you require.
Ensure this setting hasbeenmade prior to the AENnd Of Yearo rol |l o

CorrespondentEmailit hi s i s who has been selected f
under the correspondence tab Student View > Address tab > Correspondence tab
StudentEmailit hi s i s t mail thettappdaesmundér she Student View > Scholastic
tab > Email

Bothit hi s will select both tthued efieé@aibrsr esponde
3. | This will be included and separated by a semicolon. In the case of extremely long email
addresses, one of the correspondence email addresses may be omitted.
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ROLLOVER PROCEDURES: Important steps to check
before Rolling over

The following steps need to be done before proceeding.
Make sure that these are done as PCSchool may not be
able to recover data in case of an issue during roll over
process.

Step 7 Ask your IT to do backups etc as per the manual
End of Year Backup Information for IT

Step 8 Check that the computer performing the rollover
Has the correct licence files installed on the computer

On the computer being used for completing the PCSchool rollover, check if it has the Version 14
licence files. These are generally found on the local C: drive C:\Program Files x86\Visual DataFlex
11.0\Bin folder.

1. Locate the file sql_drv.dll,

2. Right click on file and select [Properties]

3. Select the [Details Tab] - . it must read Version 14.??7? (as per screen shot below)
| = | Bin - [m} P
~ @

Home Shal

e View
U o Cut x IEE T New item ~ [} open - FHselectan
= w:l Copy path L] £7] Easy access - Edit
w

17 Select none

Pinto Quick Copy Paste Move Co Delete Rename  Ne Properties
555555 o E] Paste shortcut tor mpvy - folder pv &) History E‘E'Invert selection
Clipboard Organize New Open Select
<« v 4 || » ThisPC » LocalDisk(C) » Program Files (x86) » Visual DataFlex 110 » Bin v & | SearchBin r3
~
Crystal Reports * Mame Date medified sql_drecll Properties % ~
nz-assessments Msvep0.dil -
4 RDP Sessions meverTLdll General Digital Signatures  Sscurity  Details | Previous Versions
] rt.dll
Schoology msve Property Value
p2bdfapi.dil S
7@ OneDrive ol Description
psapL File description  SGLFex
3 This PC Register.exe 43 s
B Desitop [7] Register.exe.manifest (
Documents &/ Sentinel.exe - T
[ ] sql_drv.cfg 5/02/2015 5:23 AM Product version 14.0.6636.2
Download : ) )
¥ Downloads sql_drv.dil 10/12/2014 01 pra | | Copvright Copyright © 1997 - 2014 SQLA=x (TW)i...
b Music P sql_drv_DriverDefxml 17/07/2014 10:59 .. Size 22 KB
=] Pictures 0 - . Date modfied  10/12/2014 401 PM
] termlistcfg - language  Engish (United States)
& videos VDF1 Tl Original flename sal_drv
“, Local Disk (C3) VDFDaemon. exe
= Help Documenti VDFRepair.exe L
VDFRepair.exe.manifest 1
= 150 Images (\\Pt Vdm::’:';;" EEEEE = ,
- | BAPCSCH . ‘
= pessal O Wingsdll.dil 8
= oS (Wpeschool) | WinPrint.dll 1
= Software Setups WinprintViewer.exe 1
= FTPSite (\\PCSC winsetup.dil 2 Remove Properties and Personal Information
= UserShare (WWPC! 5] WorkSpaces.ni 2 %12 A
=
= MEMORVCARD v [ WsRegexe 20/08/2004 12:26 ... Cancel Apply v
SGitems 1 item selected 822 KB [EH=

If you do not have the correct version, DO NOT PROCEED i contact your
IT Staff or call PCSchool to obtain your current sql_drv.cfg file and
updated sql_drv.dll file.
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Step 9 SOL backup just before rolling
Path: Scholastics> Utilities > Work Area Maintenance

@ Worl Areas

(== =]

Mame: IMain Wwork Area \‘1/

Path: I
Colour: IcIGreen l

Server. [CHRISTINE

Pasitior: I U_q
Wersion: I 2016.0000
Early Natification User: I
Early Matif. Pazzword: I

[~ Enable Version

Databaze Mame: IPCSChDOI

Database Type: IS OL_DRY

Early Metit. URL: |

Password: I ******** ™ Tusted Connection

Library wWork area: | tain ‘wiork Area j Status: | Don't allow automated over-wiite
Create Snapzhot | Create Mew Area |
2
Ovvenrite with D ata | Backup 50GL Database |

Save

N Clearview rs| F2| [ Esitview

1. Make sure you have select the correct work area to backup.
2.[Backup SQL Database]

Popup:

Why are you creating a backup

add:
EQY b4 Curr Roll YYYYMMDD

workarea-Full Databasze Backup

Cancel |

Add at the end of the word Backup i e.g. EOY b4 Curr Roll and the

B Output Window x

Backing up PCSchool ta PCSchooll 71101591 0.bak 1
Done Backup Successful o

2
e |

date - OK

1. You will get a message saying [Backing up PCSchool]. Do not do anything yet wait until you get a

message [Done Backup Successful]

2. When you get this message select i [close] T it has now created your SQL Backup

Version 201812
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Step 10 Make sure you are on the correct version

For, please ensure your version is at least 2018.0.0.220 or higher
Path: Scholastic> Help> About

E Debtors - PCSchool [Main Work Area] User: #PCS_ADMINZ = m} X

HotKeys Debtors General Ledger System Utilities Other Modules Navigate Window Help
AP P QENEX | §BR #D 3 QE L elp &

About

Remote Support

PCSchool &dministration System

Version: 2018.0.0.220

Copyright 2000-2005, Com-Assist Solutions Pty Ltd
Author: Com-Assist Solutions Pty Ltd

System Info

If not, download the latest followup from our website
http://www.pcschool.net/support/updates-downloads/

Step Note: We strongly recommend that you
available, the server generally being the ideal choice.

Step 11 Do a Full Backup within PCSchool
Path: Utilities > Backup

VDF Query Generator

Crystal Generic Report Launch
Backup

eMerge

Email

Email Log

I!ertor PCSchool [TEST2] User: PCSCHOOL - [Backup Data Fls View] 1]

FOTRS = Unassigied

e ral Ledger System Utilities Other Modules Navigate Window Help Hwﬂ
Be, e =] = G (= = [E r

File Name User Name -
=1
=4 B YEAR “Year Level Descriptions =
=4 B PERIDD Financial Periods
o [ 4 TOWNS Towns
= 5 LATE Late
o 7 COUNTERS Counters
= [ 5 TCHABSNT Teacher Absence
o 10 STUDENT SF: Student File:
=0 il FAMILY SF: Family DeSelect &
=4 |H TEACHER SF: Staff File
= 13 TRAVEL Student Travel Detsils
=1 I ABSENT Absent _ Feteshly |
=4 i DISCIPLI Discipline
=8 iH EXTRACUR Personal Development Codes Load Fils Selaction
o 17 EXTRA Personal Development
=8 RH KEY Key
= 19 KEYUSAGE Keylsage Save File Selection
=f Ei INVOICE Invoice
=1 A DEBTORC DE: Debtor Comments
& 22 ITEM DE: Diebtor Cost Centre Backup Data
= E DEBATCH DE: Debtor Batch Headsr File
o [ 2a DEBATCHE DE: Debtar Batch Item File Fiter
o [ 25 DEBATCHT DE: Debtor Batch Transactions By Moduh
" 'y Module
o [ 25 SUBCHARG DE: Subject Charge History
o [ 27 SUBCHMAS DE: Subject Charge Reference @ AllFiles
o [ 28 DEBURS DE: Debtor Bursary File
=3 MACRALN FE+ il s e - ¥ ea |
Vlew.‘Backup Data Files View /4

Selecti All Files
Select All
Backup Data

Wi
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This process may take some time and once ités
where to copy the backup to.
M Backup Selected data files = [ ]
Destination: |CAPCSLALINCHWPCSCHODL Backup |u =
Fillrairs: |a:kl.p{ﬁ-12-?l]' ~Time-14-23+06 EO' bl back CHRIS m
Comemants: |
Ema Tox |
Latt Backug |1 Dec. 204
Dt by st Blmchge [0 [ Erase poavecns backup Bai?
| Emad Backup Crests Backun IEI Carcel
Destinationi ( By def ault itds copied tocal t he ABac

i PCSL a\B a c k folged.)
This can be changed 7 you could save it to desktop then transfer, or save it to your
PCSchool Server

File Name i (The backup files are zipped and has the time stamp on the file name)
2. T Change nBE®eultBack f(if backing up another workarea - type the work
areas name) as per example

3. | Selecti [Create Backup]

It is critical that you check that this file has been created.
The logged in user must have permission to write to the default location, or this needs to be changed
prior to pressing the ACreate Backupo button.
1 After completion, ALWAYS browse to the location to check that the file is present
1 Open the file so you can see all the files T if not, DO NOT PROCEED i contact PCSchool

=

Name Type Compressed size Password p... Size Ratio Date modified

| ABSENT.tmp TMP File 1KB No 3KB 84% 5/12/2014 2:34 PM
=] ACCRED.tmp TMP File 7KB No 67KB 91% 5/12/2014 2:35 PM
| ACHIEVE.tmp TMP File 1KB No 1KB 59% 5/12/2014 2:35 PM
Z ACTION.tmp TMP File 0KB No OKB 0% 5/12/2014 2:35 PM
| ACTIVITY.tmp TMP File 1KB No SKB 79% 5/12/2014 2:35 PM
= ALHCODE.tmp TMP File 1KB No 1KB 20% 5/12/2014 2:35 PM
i ALPPLAN.tmp TMP File 0KB No OKB 0% 5/12/2014 2:35 PM
| ALPROG.tmp TMP File 0KB No OKB 0% 5/12/2014 2:35 PM
2 ALUMAPP.tmp TMP File 0KB No OKB 0% 5/12/2014 2:35 PM
= ALUMFUND.tmp TMP File 0KB No OKB 0% 5/12/2014 2:35 PM
] ALUMHIST.tmp TMP File 2KB No 18KB 92% 5/12/2014 2:35 PM

This process must be repeated on different work areas before they are rolled over.

Step 12 Ensure everyone is logged out of PCS

Ensure no oneis logged on to PCSchool prior to running the End of Year
Rollover as this module is integrated with both the Debtors and General
Ledger modules

You can lock all users out of PCSchool while you are doing End of Year i see attached link i just
make sure you unlock when you have finished.

http://www.pcschool.net/wp-content/pcschool-uploads/tools sysadmin/lockingusersoutofpcschool.pdf
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Step 13 First step is to create your Snapshot (which is a copy of your

database)

Path: Scholastic> Administration> Year-End Housekeeping
Create a Snapshot
TELTOT I il | |
Y'ear | D escription | Memt ... | Depart ... | ~ Year End Procedures
3 ear Nine 10 [] E W Update Student Year Levels
10 Year Ten 11 ]
1 “Yaar Eleven 1z O 3|_ |Ipdate Student Farm Clazs with Farm Clazs Nest
12 Year Twelve 99 ™ Update Student Core Class with Core Class Mest
i Man Faily F'Ebtms 34 o ¥ Transfer Departed Students to &lumni
E . Enralment Kiosk EK. ] _ _
L E arly Leamers 0 0 L 5 ¥ Create Alurnni from Family record
PR PreSchoal 0 ] . Departure Date: |7 Dec, 2018
— Incoming Students
1 _?_ ¥ Faollin ‘et to Come Students
Arrival Date From Arreval Date To
8 [3Des, 2013 =
W ticcept. Date From: |1 Jan, 2000 _'1 0
—
LChange if Necesszary 1 Acceptance Statuz |(FERNE SN

Gtudent’s will change year levels az indicated.

Select Campusz: | &l ;I ' Beqgin Process -121

- Housekeeping

[T Zemabsenceslates [ Zemo Roll Up To Date To I Update Student Vear Level Mext
[T Zem Behaviour/Merts [ Recalculate bsencesLates/Merits ™ Advance Arival Date and Initial Year
[T Recalc Subj &bsence [ Fecalc Absent Day Interval Arrival Date mei Artival Date To i
. [ 5 55
[~ FRecalc Ethnic Group [ Recreate Late Fecords I I
[T Zew dudit Log Up To Date To Accept. Date From: I g
DlslEiion — DI — Acceptance Status I.-’-'-.II ﬂ
|- | -
[T Transfer 'Tagged for Alumni' o Slumni T Mame Update

F Esitview |

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.

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. 1 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.

4. | Optional: [Transfer Departed Students to Alumni:]
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1 This will only copy the students to the Alumni area but 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];
9 This will create new records in your Alumni file based on Family records.
Select the [Departure Date] This is generally the 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 the
following Year.
[Arrival Date To] select a this must cover the arrival date of the following Year.
Select the [Acceptance Date From]
10 T 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.
Select the [Acceptance Status your school uses]
I This is the Enrolment Status and is important if you have students on waiting lists.
12.| Click [Begin Process] to create the snap shot.

© © Nl 0

11.

Step 14 Pop up box
If ticked, 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.

Question it

./.- -..\.

f | Please confirm that you wish to
Y send Families of Past Students to Alumni

Yes Mo Cancel
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]
Step 15

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

1 In Step 5 you should have already done this, so select YES
1 Select NO -toedit. Path: Utilities > System File maintenance

m Student and Family Period End Functions E| = | =

rear | Dezcription | Mext ... | Depart ... | ~ ‘ear End Procedures
1 eat Eleven 12 L] ¥ Update Student ‘Vear Levels
12 Year Twelve a9
9 Man Family Debtors 9 O [ Update Student Form Class with Farm Class Mest
EK Enrolment Kiozk EL O [™ Update Student Core Class with Core Class Mext
EL Early Leaners EK 0 v Transfer Departed 5tudents to Alumni
[™ Create &lurnni from Family record
CQuesticn

@=% Format Alumni Mailing Title as

k. 4

Miss (Given Marne Initial) Smith

If not then set format in System File Maintenance (Settings) before

proceeding
| Change if Hece Procees? a
Student's will char| ]
—Housekeeping y N | —
[T Zero Absencel == o
[~ Zero Behaviour/MemE T Hecalculate Absencer Laes/ Mers P P e
[ Recalc Subj. Absence [ Recalc Absent Day Interval Arival Date mei Arval Date To i
5 ] 2 (]
[~ Recalc Ethnic Group | Fecreate Late Records I I
[~ Zero Audit Log Up To Date Tao Accept. Date From: I 2 i
Ceslien — D e — Acceptance Status I.t'-‘-.II VI
| . | .
[T Transfer Tagged for Alumni' to Alumni T Mame Update

F Esitview |

The next screen will pop up i

You should have amended this in Step 6 -

Question

9 Alumni Student email will be set to Family Correspondence

If you wish to change then exit and modify option in System File
Maintenance

Proceed Y or N?

1 To change this select- N
1 Tocarryonselect-Y
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Step 16

A pop up screen will appear 1 select YES to create your Snap Shot (this may take some time)

~ . Do you wish to create a Snap Shot Work Area
to store the current Curriculum and Absence data
for future reference.

If the Snap Shot has already been successfully created
you may proceed to the period end without creating it again.

Yes I No

Wait i a pop-up box will appear 1 select OK

Information ¥ - . (S

The program will now create a new database.
This will occur silently.
Be patient and wait for the message indicating its completion

Wait 1 a pop-up box will appear i select OK

. ()

Information

@ File definitions have been created
The program will now copy the data

oK |

Wait 1 a popup box will appear i select OK

4 Restructuring vall modfy your exdsting tabls permansenthy.
F h Ithmmﬂeﬂth&mbﬁkmmd&teme

restructuring,
D0 you wish b conkinue?

The system will now copy over Tables i wait until popup box

@ Snap shot created
=1

Version 201812 17/26



POWERFUL
= STUDENT MANAGEMENT SOLUTION CONNECTED

FCSChOOl} -—————————

. BEST OF BREED VOTED BEXT SUPPORT BEST VALUE FOR MONEY MO ST FLEXIBLE
simply better PCSchool.net

]
Step 17 Popup screen

Infarmaticn oy

The application must now re-start to re-assign data paths,
This is quite normal. Your Snap Shot will have been created
provided you received no errors to the contrary.

Once you are back at the menu select the snap shot
workarea

Curr data 2018F

to test that it has been successfully created and is
accessible At this time

YOU HAVE NOT COMPLETED THE YEAR END

To do so re-enter the Application and re-run Period End
but on this pass do not elect to create the Snap Shot

This has created a snapshot called - Curr Data 2018
Selecti OK
The program will exit out of PCSchool when finished

Note: This has not rolled over the students i it has only made a copy of your database

Step 18 IMPORTANT i check snapshot

a. Log back into PCSchool under the snap shot created e.g. Curr data 2018

b. Check the data i.e. Students are still in this same year levels for the current year

c. Select a student under Student View T and under the address tab place an X after the address
as e.g.

1 CareGivers 2 Address | 3 Family Misc. | 4 Enm\meml 5 Scholasticl & Personall 7 Medicall 8 Med H\storyl 9 CDmmentsI 0 Misc.

Conrsspondence | Account| Cther | AltAddress 1 | AltAderess 2| DETYA/GEOCODE | Parse Log |

Postal Detail @ EJSetto Account Address | Residential Detai @ EJl  Setto Postal

Title: IMra Christine Allan Frivacy Request: IF’ubI\sh ;I
4ddress IPO Box 1196 |48 Fiockhampton Road
| |
Town [ELSEWHERE al [veppoon al
State [N Code: [2000 Code: [4703 Ries Ph: [07 4939 5553
Country: I Last Update: Wﬂegmnﬁ\ Sort Code IF
Owner IBDth Parents hd [¥ Use for altemate account Cantact (Email) Option: IMUther LI

d DPFID: ESP Parse Address | I

For FREEDOM SCHOOLSi(suggest changing a Staff members

after the address or c¢ han gviewgheckthe maindoekraedisfyoribea s s i r
this 6x6 ring PCSchool hel pdesk, we suggest you cft

LOGOUT
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Step 19 Log back into the Mainwork area

Log back into PCSchool under the Mainwork area > Scholastics.

IMPORTANT: Call up the Student that you used in Step 18(c) and check
the address tab and make sure the x is not showing i if it is, you need to

call the PCSchool helpline , if not
Now to repeat the process and actual roll the students in to the new year.
Path: Scholastic >Administration > Year-End Housekeeping
Reselect all the settings once more. (see Step 19 for details)
mﬁﬂmm‘mm.u.mu — T
Y'ear | D eszcription | ety | Depart ... | ~ Year End Procedures
3 ear Nine 10 [] & ¥ Update Student ‘Year Levels
10 Year Ten 11 ]
11 “Year Eleven 12 ] 3|_ |dpdate Student Farm Clazs with Farm Clazs Mest
12 ear Twelve 99 ™ Update Student Core Class with Core Class Mext
a Mor Farnily [_:'E':'t':"s 3 [ ¥ Transfer Departed Students to &lumni
34 Enralment Kiosk EK ] _ _
L E arly Leamers 0 0 ( 5 ¥ Create Alurnni from Family record
R PreSchoal 0 ] | Departure Date: |7 Dec, 2018
— Incoming Students
1 _-'"_ ¥ Fuollin'Yet to Come Students
Arrival Date From Arrveal Date To
8 [3Dec. 2018 apaos 59
W Accept. Date From: |1 Jan, 2000 _'1_9
| Change if Necesszary 1 Acceptance Statuz |EIRBENSN

Gtudent's will change pear levels az indicated.

Select Campus: Al ;I Beqgin Process 121

- Housekeeping
[T ZewAbzencedLates [ ZeroRolUp ToDate Ta I Update Student Year Level Mext
[T ZeroBehaviowrMents [ Fecalculate AbsencesLates/Merits I™ Advance Arival Date and Initial Year
[T Recalc Subj. sbsence | Recalc Abzent Day Interval Artival Date mei Artival Date To i
. 7] . ]
[~ Recalc Ethnic Group [ Recreate Late Records I I
[T Zero dudit Log Up To Date To Accept. Date From: I .
Dlaeliion — DL e — Acceptance Status I.ﬁ.ll ;I
| |-
[T Transfer 'Tagged for Alumni' to Slumni - [ Mame Update

F Esitview |
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Step 20

You will be asked if you wish to send Families of Past Students to the Alumni (do what you previously
decided) note this is a decision that only the schools can make.

Question . -, “

|

‘ 53  Piease confirm that you wish to
| . send Families of Past Students to Alumni

Yes No Cancel

Step 21

As previous - you will then be asked the Format you wish the Alumni Mailing Title to be in, this will
show the default. Select YES

.ﬂStudenund Family Period End Functions ol @ 1%
You End Procedases

[V Update Student Yeu Levels

[T Update Student Form Class with Fomn Clate Newt
[T Update Student Cone Clans with Cove Class Nest
[V Teanler Departod Shuderts to Almes

[V Croate Absvrs from Famdy ieceid

.“- m—‘_ﬁ

o Format Alumni Mailing Title as

Miss (Geven Name Initial) Smith

U
b If not then set format in System File Maintenance (Settings)
.H. before proceeding

Procees?

F  Ent Ve

Popup screeni select Yes
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Step 22

A popup screen will appear i select [NO] as you have already created the snap shot (note: this
now may take some time to process)

Step 23
Pop up screeni Select YES

Step 24
Wait éonce the r ol | aneclethatybun Sudente angin tleetcardcty e a r srdevels e a
for next year.
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