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Welcome to AccuLite
Congratulations!  You have acquired a powerful attendance and activity tracking tool for your center.  With AccuLite, your visitors will enjoy a faster, easier, computerized sign-ins, and you will enjoy the convenient reporting power of AccuLite.  You will also benefit from other features including an electronic messaging center and a “Who’s in” board.

One of the hallmarks of AccuLite is its ease of use for both administrators and visitors.  The controls are intuitive and clearly labeled.  For extra help, tips appear when you hold the mouse over a control for a few seconds.  The user’s manual is thorough and clear and features detailed graphical screenshots.  The manual also contains extra tips and shortcuts for more efficient use of the software.

As your needs grow in the future, keep in mind that you can upgrade from AccuLite to AccuTrack, which adds traffic analysis, staff work hours tracking, appointment scheduling, loaned media tracking, waiting list, and numerous other features.  Simply call us and we will show these extra features via an online meeting.

If you have heavy traffic, consider adding an ID reader for even faster sign-ins. Contact us for information on this option.
We hope you will enjoy using AccuLite as much as we enjoyed developing it.  Please help us spread the word about this innovative software, and thank you for using AccuLite.

Mon Nasser,

Product Manager

Engineerica Systems, Inc.

How to use this Manual
First read the next section to learn how to install and setup AccuLite.

If you are comfortable with using Windows, skim through the manual to get an idea how AccuLite screens are designed.  Most screens behave in the same way, so once you learn how to use one you can easily use the others.  Make sure you read the highlighted sections of the manual since they contain important notes and tips.  

If you run into a problem while using the software, read the appropriate section for answers.  Also check the Troubleshooting Guide on page 67 to see if the solution is listed there.  If you still can’t find the answer in the manual, feel free to contact Engineerica’s tech support for help.

AccuLite can be customized via its options screen to match your needs.  One of the things you can customize is the terminology.  For example, a tutoring center can use the term “student” to refer to visitors, while another user might use the term “user” or “employee”.   Other terms you can change include category, and instructor.  Keep this in mind while you read the manual as the screen shots might show terms different from those on your screen.  

If you find errors in this manual or if you have ideas on improving it, please email us at support@accutrack.org.  We look forward to hearing from you.  

Using the ID-Reader

The ID-reader speeds up the sign-in and sign-out process by automating the ID number entry into AccuLite.  Instead of typing the ID numbers manually, visitors only need to “swipe” their ID card into the reader.
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If the read is good, a green LED will light up and you will hear a short beep.  If the student is signing in, his or her ID # will momentarily appear in the main sign-in screen then the Activities or New User screen will appear.  If the student is signing out, a confirmation message will appear.
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	( Note:  Students can still use the keyboard for ID entry if they forget their ID card.


The reader is installed into a PC system by simply plugging it into the USB port of your computer.  No external power source is required. 

Installation

Hardware Requirements 

You can run AccuLite on Windows XP, Windows 2000, Vista, and Windows 7.  About any computer with these operating systems would run the software.  For better performance, here is the minimum recommend configuration:

· 1 GHz or faster processor. 

· 256 MB of RAM. 

· 50 MB of free hard drive space. 

· VGA Video Card capable of displaying 16 bit colors at a screen area of 1024*768. 

· 17" monitor. 

· A printer for printing out reports.  You can use a local or a network printer. 

· CD-ROM Drive for installing the software. You could also copy the CD to your shared network drive and install the software from this drive.
· Keyboard and mouse. 

· Microsoft Windows XP or later.  

· Microsoft Excel XE "Excel"  (needed for if you export the data of the reports to Excel). 

· (Optional) A network card and connection to access the database remotely. 

· (Optional) An ID reader for quicker sign in and sign out XE "ID reader" .  We provide readers that were tested with the AccuLite software.

	( Note:  AccuLite was designed for a screen area of 1024*768.  If your computer is running at a larger area, AccuLite will be centered on your computer’s screen.  If you do not want to change your screen area, you can set up set up AccuLite to maximize and fill up the entire screen.  See the Options screen for the details.


Installing AccuLite
AccuLite comes with an easy to use installation program.  Simply insert the AccuLite installation CD XE "installation CD"  into your CD-ROM drive and the installation program should come up automatically.  If the installation program does not come up, you can launch it manually by running the file "setup.exe" in root directory of the installation CD.  Simply follow the on-screen instructions for setting up the software.

	( Note:  If you need to install the software on more than one computer, make sure that you have a license that allows that.  If you are not sure what type of license you have, contact the AccuLite support team.


	( Tip: If you need to run the software in more than two labs or centers, consider a Campus-Wide license.  This gives you unlimited installations at all centers and offices at that campus. If you need to install the software at more than one campus, consider the Institution-Wide license, which allows unlimited installations.  Contact us or visit the licensing section on the AccuLite web site for the details.


	( Note:  Following Microsoft guidelines, the default installation folder for AccuLite will be under your “C:\ Program Files(x86)” folder if you are running a 64-bit Operating system or “C:\Program Files” if you are running 32-bit.  Upon launch, AccuLite will also set up a folder for working files in your computer’s public documents folder. 


Launching AccuLite
Setup will create a program group for AccuLite and will make it available on the Windows Start button menu.  Use this group to launch AccuLite.  
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You can also launch the application by using the shortcut on your desktop:

[image: image8.png]



If you want the program to start automatically every time Windows is started, copy the AccuLite shortcut to your Windows Startup folder.  See your Windows help for detailed instructions.
Shared Database Installation

AccuLite allows you to share the same database among multiple computers.  This is useful if you want to use more than a single sign-in station (useful for heavy traffic or large centers), or if you want to administer the system and run reports from other computers.  For example, in addition to your sign-in station, you can have a copy of AccuLite running on your computer for checking attendance and running reports.

To share the AccuLite database via a network, you need to put the database files on a shared drive on your network.  Note that if you place the database files on a network drive and the network goes down, your sign-in station will go off-line and you might even lose some records as a result of the network crash.  So if you share the database files on a network drive, make sure your network is stable and reliable.

If you decide to place the shared database on a network drive, copy the AccuLite database folder XE "data folder"  and the data dictionary folder there.  The database folder is called “AccuLiteData”, while the data dictionary XE "data dictionary"  folder is called “DataDic”.  If you do a “Typical” installation, you will find both folders in your AccuLite installation folder.  
For example, if you do a typical install, AccuLite will be installed to “C:\Program Files(x86)\AccuLite6”.  You will find both the AccuLiteData folder and the DataDic folder inside this folder (e.g. “C:\Program Files\AccuLite6\AccuLiteData” and “Program Files\AccuLite6\DataDic”).  Copy both the AccuLiteData and DataDic folders to your shared drive.  For example, if your shared drive is F:\ and you create a folder on this shared drive and call it AccuLiteFiles, you should have this file structure after you copy the folders:

F:\AccuLiteFiles\AccuLiteData

F:\AccuLiteFiles\DataDic

( Important:  You must grant read/write/modify access to all users that will be accessing the AccuLiteData database. To do so using the above example, you would give read/write/modify access to the F:\AccuLiteFiles folder and all folders and files under it. 

Now you need to tell AccuLite to use this shared database folder XE "data folder"  instead of the local folder.  To do this, launch AccuLite, go to the System Administration screen and click on “Database” and then click on “Database Location”.  

( Note:  The default login ID is 111111111 and the password is NEW. After you login, you can change those values using the Access >> Admin ID and Access >> Password screens.

[image: image9.png]Database Location - Acculite V6.0.2

Data Path:
CAPROGRAM FILESACCULITESWACCULITESAMPLEDATABASE!

‘4{» SelectPain Hg save Hi Show Pain





Type the new path in the entry box, or click on “Select Path” and browse to select the database folder XE "data folder" .  Click on “Save” to keep the change.  You will need to restart AccuLite before the change takes effect. 
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Use this box to select the shared database folder XE "data folder"  and click on the “Select”.  AccuLite will record this path and will not ask about it again as long as it stays valid.
Uninstalling AccuLite
To remove AccuLite from a client machine, run the Windows Installer by double clicking on “Add/Remove Programs” icon in the Windows Control Panel.
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  Select AccuLite from the list and click on “Remove”.  
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( Note:  Depending on your Operating System, you may have an “Unistall a Program” option in your control panel. Use this to uninstall AccuLite 6 on those systems.  
Using AccuLite at More than One Center

	( Note:  You must have an appropriate license to install the software at more than one center.  


If you have a license of AccuLite that allows installation for more than one center, you can use a separate database for each center.  For convenience, you might want to put the different databases at one shared network drive like this:

.  
1. Create a folder on the network for the shared databases.  You can name this folder whatever you like.  For example, let’s name it “AccuLiteFiles”

2. Create a folder for each lab in the AccuLiteFiles folder.  For example, if you have a math lab and a reading lab, create two folders like this:
…\ AccuLiteFiles \MathLab
…\ AccuLiteFiles \ReadingLab
3. Copy the folders “AccuLiteData” and “AccuDic” for each lab into this shared folder.  For example, in the math lab folder you should have:
…\ AccuLiteFiles \MathLab\AccuLiteData
…\ AccuLiteFiles \MathLab\DataDic
4. Point AccuLite in each lab to its corresponding database folder XE "data folder" .  For example, in the reading lab, point the computers running AccuLite to:

…\ AccuLiteFiles \ReadingLab\AccuLiteData

	( Tip: If you map the network drive, make sure you map to the parent of the database folder XE "data folder" , and not to the database folder itself.  For example, map to …\ AccuLiteFiles \MathLab and not to …\AccuStuff\MathLab\AccuLiteData.  If you map the drive to the database folder, AccuLite will not have access to its data dictionary folder (DataDic).


Configuring AccuLite for your Center
To prepare AccuLite for use at your center, you will need to set it up by doing the following:

1. Setting up the categories and activities.  See page 17 of this manual.

2. Setting up the demographics / visitor Profile information.  See page 52 of this manual.

3. Checking the configuration options to make sure they suit your needs.  See page 45 of this manual.

4. Change the administrator’s password and ID.  See page 33 of this manual.

5. Set up Access Groups and Administrators.  See page 33 of this manual.

Maintaining AccuLite
AccuLite requires little maintenance. Here are some of the things you might be doing:

1. Backing up the database.  See page 36 of this manual.

2. Running database repair.  See page 42  of this manual.

3. Cleaning up the database.  See page 38 of this manual.

4. Deleting the database data when you no longer need it or want to remove the old data.  See page 39 of this manual.

5. Signing out users.  See page 26 of this manual.

6. Maintaining the software setup described above.

	( Important:  Make sure you make periodic backups of your database files.  A backup will become very valuable if you have a hardware or software failure that leads to file or data loss.  


Using Controls

This section described how to use the common screen controls in AccuLite.  Since AccuLite uses standard Windows controls, you’re probably already familiar with most of these.  This section also explains how to use AccuLite specific controls such as the Date and Time list box.

Using List boxes
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List boxes are used to display items in scrollable window.  The items appear in alphabetical order.  If there are more items than the list box can show, use the up [image: image14.png]


 and down [image: image15.png]


 buttons in the vertical scroll bar to see all the choices.  For a faster movement, drag the scroll button in the scroll bar up and down.  To select an item from the list, click on it.  The selected item will appear highlighted. [image: image16.png]Srmith, Wil



.

Using Drop-down list boxes
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Drop-down list boxes provide you with scrollable lists that contain a number of options. In a drop-down list box, only one item is visible, but you can click the down button [image: image18.bmp] to display a scrolling list of all the items in the drop-down list box. 
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You can select an item in the list by clicking on it.  The selected item will be visible when the scroll list disappears. [image: image20.png]



( Tip: To speed up the selection process in a drop-down list box, just type the first character of the item you’re looking for.  The list box will search for the first item that starts with the typed character and will display it in the selection window.  To see the next item that starts with this character, press the character key again.

Using Option buttons
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Option buttons allow you to specify one of a number of choices.  To select the appropriate option, simply click on it with the mouse.  The selected option will have a dot in it. 
Using Check Boxes
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Check boxes allow you to enable or disable an item by specifying its Boolean state: True (T) or False (F).  To select the feature, click on its check box so an “(” appears in it [image: image23.bmp].  To cancel the feature, click on the check box so that it appears empty [image: image24.bmp].  You can also press the <Space> key on your keyboard to toggle the ‘(’ on and off.
Using Text Boxes
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Use the text box control to add or edit data.  Just click on the text box with the mouse and type your entry.  
Using Page frames
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A page frame is a container for pages. Pages in turn contain controls.  The page frame is used when the controls we want to display don’t fit on one page.  To “thumb through” the pages, simply click on the page tab at the top of the page frame.

Using the Selection List Boxes
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The selection list boxes are actually two list boxes grouped together to allow you to easily select one or more available items.  The list box on the left displays the available items, while the list box on the right displays the selected items.  You can move items between the two lists in one of several ways:

1) Double click: Double clicking on an item with the mouse will move it from one list to the other.

2) Drag and drop: You can highlight an item in one of the list boxes and drag it to the other list box.  To do so, click on the highlighted item and keep the mouse button down.  Now move the mouse pointer to the other list box while keeping the mouse button down.  When you get to the other list box, let go of the mouse button and the item will be “dropped” in the list box.  You can also use the same technique with more than one item by highlighting them.  To highlight more than one item press the <Ctrl> key on your keyboard down and keep it down while you click on the other items.
3) Arrow Keys: You can highlight one or more items in one list box then click on the arrow button pointing to the other list box and the items will be moved.  If you click on the button with the double arrow all the items will move to the other list box.
Using the Quick Locate Box

To help you find a particular record faster, AccuLite includes a Quick Locate tool that you can access by clicking on the binocular icon [image: image28.bmp] or the Find button, depending on the screen you are in.  The Quick Locate box will pop up:
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Initially, the lower list box shows all the available records.  However, if you type one or more letters of the record you're looking for in the upper box, the list will only show matching the records.  In the screenshot above, the lower list box only shows names starting with the letter "S" which was typed in the upper box.  You can narrow the selection as much as you like by typing more letters.  When you see the record you're looking for, simply double click on it to select it
Using the Date and Time Entry Box

Some screens in System Administration utilize the Date and Time Entry box.  This makes it easier to enter and select the date and time by providing you with keyboard shortcuts and a Calendar Control.  When using this special text box, you can type in the desired values, or you can use the Calendar.

To manually enter the date and time, click on the text box and type them in.  Enter the dates in an mm/dd/yy format, and enter the time in hh:mm format. Type “A” after the time for AM, and “P” for PM.  This is how it will look:
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When you click on the Date and Time Entry box, the following keyboard shortcuts will be active:

	Key
	Description

	.
	Increment the time value by 15 minutes.

	,
	Decrement the time value by 15 minutes.

	>
	Increment the time value by 1 hour.

	<
	Decrement the time value by one hour.

	(SPACE)
	Truncate the minutes stored in the current time.

	+
	Increment the date by one day.

	-
	Decrement the date by one day.

	Page Up
	Decrement the date by one month.

	Page Down
	Increment the date by one month.

	Ctrl-Page Up 
	Decrement the date by one year.

	Ctrl Page Down
	Increment the date by one year.

	?
	Invoke a popup calendar


To invoke the Calendar Control, click on the Date and Time Entry box with the RIGHT mouse button, or press the <?> key. This will cause the calendar to pop up.
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The calendar shows the current month.  You will notice the date selected in the Date appearing in red, and the time appearing in the hour and minutes text boxes at the bottom of the control.  

To change to a different date, simply click on it.  The new selection will appear in red.  To view a different month, use the single arrow buttons.  The right arrow button “>” will increment the month, while the left arrow one “<” will decrement it.  To view a different year, use the double arrow buttons.  The double right arrow button “>>”will increment the year, while the double left arrow button “<<”button decrement it.  To change the time, use the spinner up and down arrows, or type in the time manually.  

When you finish selecting the date and time, click on the “OK” button, and the Date and Time Entry box will be updated with the new date and time values. 

Some Terms
	( Note:  AccuLite allows you change the terms it uses to suite your needs.  Terms you can change include Student, Category, Activity, and Instructor.  As a result, your screens could show different terms that the ones shown in the screenshots of this manual.


Before we start exploring AccuLite, we need to define some of the terms we use in this manual.

· Activity:  Specific action you want to keep track of.  For example, this can be the classes you tutor at your center, the services you offer, or a list of people who provide the different services. You can change the “Activity” term to Class, Task, or Job.
· Administrator: One who performs maintenance or setup tasks in AccuLite.  You can setup as many administrators as you like and give them customized access rights to the system.

· Category: A group of related activities.  For example, if you are using Classes for activities, the Categories may be the subject areas (e.g. Math, English, etc.).  You can change the “Category” term to Subject or Project.
· Group: You can create groups of visitors.  You can then filter any of these reports to only show members of the selected group.  This is useful for reporting on a specific group of visitors.  
· Inactive: Records that exist in the database but are no longer used.  For example, if a tutor quits make his record inactive.  The record is not deleted because it might be needed for historical reports.

· Instructors: People interested in visits to the various Activities.  Instructors might not visit your facility, but they require reports on the visits to specific activities.  Associate the Instructors to their activities to make it possible to generate the Instructor Reports.  You can change the “Instructor” term to Manager, Job Owner, or Client.
· Student: This is the person who visits your facility and uses your services.  You can change the “Student” term to User, Visitor, Employee, or Person.
Running AccuLite
When you start AccuLite, the Intro Screen will appear.
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You will notice your center’s name and college appearing in the licensing box.  After a few seconds, you will see AccuLite’s main Sign-in Screen.
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Signing In

The Sign in screen has your school’s name and logo at the top. Under the logo you may see a general announcement box, and under this box you will see an ID Entry box.  The current date and time appear at the bottom of the screen.

	( Note:  AccuLite depends on your computer’s clock when recording the sign in and sign out times.  Make sure the clock is accurate, and check it periodically.  You can do this easily by checking the date and time shown in the sign in screen.


( Important:  Remember to change the Announcements text after you login since you do not want to provide the admin login information to anyone but your main administrators. It is also good practice to change your admin password in the Access >> Password screen. The password you enter is Case sensitive. 

To sign in as a student, simply enter the student  ID. The administrator will set the acceptable length of this ID (The ID length is set in the Options >> Sign-in Screen tab). After typing in the ID, press the Enter key on your keyboard.  The system will make sure that the ID is in the proper format, and if it is. It will display the Welcome New Student screen.
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Your user ID number appears at the top of the screen.  Since this is your first sign in, AccuLite will ask for some information. This screen will only appear to new users.

Starting with the field on the left, type in your first name, use the mouse or “Tab” button on the keyboard to go to the next field, and fill in the rest of your name.

Depending on how the system administrator set up the software, this screen might also ask for your address, phone, and email address.  If so, simply enter this information in the appropriate boxes.

Your system administrator can also setup AccuLite to ask up to 10 profile or demographics questions.  If this is the case, you will see these questions under your contact info boxes.  Answer each question by selecting the appropriate answer from its drop-down list box.

After filling out all the needed information, click on the “Continue” button to proceed with the sign-in process. This will take you to the Activities screen.

	( Note: The System Administrator can set up the software so it would sign you in at this point and not display the Activities screen.
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You will notice your sign-in name and ID number at the top of the screen.  You will also see two list boxes showing the services offered at this center.  The box on the top shows the categories, while the other shows the available services for the selected category.  If there are more choices available than the box can show, use the up [image: image36.png]


 and down [image: image37.png]


 buttons in the vertical scrollbar to see all the choices.

Select a category form the top box by clicking on it, and then select one of its activities.  To complete the sign in, click on the “Sign In” button.  You will see a confirmation message showing your name, sign-in date, and sign-in time.
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You are now done with the sign-in process.

Signing Out

To sign out, simply enter your ID again.  Since AccuLite knows you are in, it will sign you out automatically.  You will see a confirmation message with your name, sign out date, sign out time, and total time you spent during the sign in period.
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System Administration

To sign in as a system administrator, you need to enter the administrator ID.  This ID is initialized to “111-11-1111” for new installations.  When you type the administrator ID, a box appears asking for the administrator Password.  This is initialized to “NEW” (all CAPS) for new installations.

[image: image40.png]Type in your ID below and hit “Enter” to sign in or out
RRRRRRREE >

Password: |~





If you enter the correct password and press the Enter key on the keyboard, you will see the System Administration screen.
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Setting up Classes
Classes are services or activities that your visitors sign in to.  Before you setup classes, think about what you need to track and report on.  For example, a counseling office may use list of advisors, a tutoring center may show a list of available subjects, and a career center may show a list of available career services.

Next group these activities in categories. Categorizing activities makes it easier for your visitors to find the applicable one, and makes reporting on a certain category of activities possible.  This is also useful in gathering specific information.  For example, you might use a class name as the category, and the class section in the class.  This gives you the ability to report on each individual section or on the class as a whole.

	( Tip: You can change the term AccuLite shows for Classes to better match you usage.  See the Options screen option for more information.


To set up classes, click on the “Classes” (or Activities as set in your terminology options) button 
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This will bring up the Modify Classes screen:
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You will see two large list boxes displaying the current Subject and Class. The list box on the left shows the Subject while the one of the left shows the Class. For new installations, these boxes will be empty.

Modifying Subjects
To add a new subject, type in the Subject  entry box, located under the large list box on the left, then click on the left “Add” button.  The Subject name will move from the entry box to the Subject list box. 

To edit a Subject, highlight it in the Subject list box by clicking on it, then click on the left “Edit” button under the Subject List box.  You can also double click on the subject name to edit it.  The subject will be copied to the entry box where you can make the changes.  When you click the “Edit” button, the “Save” and “Cancel” buttons appear.  If you want to keep your changes, click the “Save” button.  If you want to keep the subject as it appears in the Subject list box, click on the “Cancel” button. 

If you enter a subject by mistake, and wish to remove it from the list, highlight it by clicking on it and click on the “Delete” button.  AccuLite will check to make sure that no one has signed in to this category, and if so, you will see a confirmation message.
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If you answer “Yes”, the item will be deleted.  

If the subject was signed in to, it will be needed for the reports, and you will not be allowed to delete it.  In this case you can make the subject inactive.  This means it will not appear in the sign in screens anymore, but it will still exist in the database for use in reports.

To make a subject inactive, first highlight it and click on “Edit”, then uncheck the Active checkbox [image: image45.png][~ Active



 by clicking on it, and then click on “Save."  An “F” (for False) appears next to the Subject in the list to indicate that it is inactive.

Modifying Classes
To add a class to a certain subject, first highlight the parent subjet by clicking on it, then enter the class’ name in the Activity entry box (located under the large list box on the right) and then click the right “Add” button. The class name will move from the entry box to the Class list box. 

To edit a class, highlight it in the Class list box by clicking on it, and then click the “Edit” button under the Class List box.  You can also double click on the Class to edit it.  The class will be copied to the entry box where you can make the changes.  If you want to keep your changes, click the “Save” button.  If you want to keep the class as it appears in the list box, click on the “Cancel” button. 

If you enter an class by mistake and wish to remove it from the list, highlight it by clicking on it and click on the activity “Delete” button.  AccuLite will check to make sure that no one has signed in to this class, and if so, you will see a confirmation message. If you answer “Yes”, the class will be deleted.

If the class was signed in to, it will be needed for the reports, and you will not be allowed to delete it.  In this case you can make the class inactive.  This means it will not appear in the sign- in screens anymore, but it will still exist in the database for use in reports.

To make a class inactive, first highlight it and click on “Edit”, then uncheck the active checkbox [image: image46.png][~ Active



 by clicking on it, and then click on “Save."  An “F” appears next to the class in the main list to indicate that it is inactive.

When you are finished changing and adding classes, click on the “Close” button.  This will take you back to the System Administration screen.
Setting up Students
To set up new students, or edit existing ones, click on the “Students” button. 
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This will bring up the Modify Students screen: 
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The list box on the left shows the users sorted in alphabetical order by last name.  The first column in the list box shows the user’s name in this format (last name, first name middle name).  The second column shows the user’s sign-in ID number.  The third column shows the user’s active status.  A “T” (for True) in the status column indicates the user is active, while an “F” (for False) indicates an inactive user.  Only active users appear in the Who’s In screen, described in the Checking Who’s In section below.  They also appear in the Messaging Center, screen described in the Sending Messages section below.

To add a new user, simply fill in the user’s ID and name, and other needed info including the appropriate profile information, and then click the “Add” button.  You can repeat this for as many users as you wish.  If the user ID you are saving has been entered before, you will see a warning message, and you will not be allowed to save the duplicate ID.
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If the name you are entering matches another name in the system, you will see a warning message.  However, you will be allowed to save the duplicate name if it has a different user ID.  Click on the “Yes” button to save the record, or click on the “No” button to cancel.
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To edit an existing user, first highlight the user’s name by clicking on it.  If you don’t see the name, use the up [image: image51.png]


 and down [image: image52.png]


 buttons in the vertical scrollbar to find it.  

	( Tip: You can click on “Find” and use the Quick Locate utility to quickly find a certain student.  See page 10 for the details.


Click on the “Edit” button after highlighting the name.  The user’s data is copied to the edit boxes.  Make your changes there, and then click on the “Save” button to make the changes permanent.  To revert to the original data, click on the “Cancel” button instead.

To inactivate a user, edit the user data then uncheck “Active” box.  When the user is inactive, the box appears unchecked[image: image53.png][ Active



.  The active user box appears checked [image: image54.png]Active



.  Toggle the check on and off by clicking on the box.  If you inactivate the user, an “F” will appear in the status column of the list box.

	( Tip: You do not need to hold the shift key down while entering the first letter of the name.  AccuLite will automatically capitalize the first letter of the name as you type it.


Changing the capitalization of the entered names

If you have names in the student list with the wrong capitalization (all UPPER caps or in rEVERSE caps), you can have AccuLite fix the capitalization so only the first letter of each name is capitalized.  To do this, click on the "Proper Case" button.
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AccuLite will display a confirmation message:
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Click "Yes" to proceed.

To return to the system administration screen, click on the “Close” button.

Setting up Groups

AccuLite allows you to create groups of students to use as a filter in the Reports screen.  This is useful for tracking a specific group of students (e.g. At-risk students, ESL students, etc.)

To create a group, click on the “Groups” button: 
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This will bring up the Student Groups screen:
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The list box on left displays current groups.  For new installations, this box will be empty.  
To add a new group, click on “Add”.  Type the group’s name, and then select it members by moving them to the “Selected” box on the right.  You can move a name from the left to the right by simply double clicking on it.  After selecting all group members, click “Save”.

To edit a group, double click on it.  You can now move students between the two lists of the Selection List Boxes to add or remove group members.  Click “Save” to keep your changes.  

	( Tip: You can see the number of members in the selected group in the “Group members” box.


To delete a group, first highlight it by clicking on it, and then click on the “Delete” button.  AccuLite will ask you to confirm before proceeding with the deletion.

	( Tip: You can filter any of the reports on any group by using the Groups  filter


When you are done changing and adding groups, click on the “Close” button.  This will take you back to the System Administration screen.

Setting up Instructors

If you like, AccuLite can generate a report for each instructor detailing the activity of his or her students.  In order to get this report, you need to enter the instructor’s name and associate it with the classes.  To enter instructors, click on the “Instructors” button.
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This will bring up the Instructors screen:
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The list box in the center of the screen displays the current instructors.  For new installations, this box will be empty.  Under the list-box you will see two entry boxes.  Use these boxes to enter the instructor’s name.  To add a new instructor, type his or her first and last name in the entry boxes, and then click on the “Add” button.  The name will move from the entry boxes to the list box.  

To edit a name, highlight it in the list box by clicking on it, and then click on the “Edit” button.  You can also double click on the name to edit it.  The name will be copied to the entry boxes where you can make the changes.  When you click the “Edit” button, the “Save” and “Cancel” buttons appear.  If you want to change the name, click the “Save” button.  If you want to keep the name as it appears in the list box, click on the “Cancel” button.

To delete a name in the list, first highlight it, then click on the “Delete” button.  AccuLite will ask you to confirm before proceeding with the deletion.

When you are done changing and adding instructors, click on the “Close” button.  This will take you back to the System Administration screen.

Associating Classes to Instructors

The next step in preparing for instructors’ reports is to tell AccuLite the instructor of each class.  You can do this in the Modify Classes screen via the “Instructor” drop-down button.  Either select the Instructor when you enter the class, or edit an existing class, select the instructor, and then click on Save.
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Checking Who’s In

To see a list of currently signed in users, click on the “Who’s In” button.  This will take you to the Who’s In screen:
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The list box in the center of the screen lists signed in users in alphabetical order by last name.  For each user, you will see the date and time of the sign in, and the activity they signed in to.  

To print the list of signed in students, click on the “Print In” button.
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To see a list of users who are signed out, click on the “Show Out” button.
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To go back to the System Administration screen, click on the “Close” button.

	( Tip: You can make the “Who’s In” screen accessible to AccuLite’s users by checking the “Show In/Out button in sign in screen” option in the Options Screen.


Signing In Users

On some occasions, you may want to manually sign in users.  This might be because a user did not sign in real time, or because you would like to sign in a group of users quickly.  To do this, click on the “Sign In” button.  

[image: image65.png]



This will take you to the Sign Users In screen:

[image: image66.png]- Sign Students In - Acculite V6.0.2

Sign Students In

Select one ot more students from the fstbos on th It and move them o the selscted bos by cicking on the ' button.
Selectthe subject and class. Ente sig in tie and cfick the Sign I buton.

Signed out Students Selected Students =Subject————
Aoplegate, Adam ‘Anderson, Deb
Amstong, Helen dmanda Basoz, Celin
Biown, Chis Chist, Fark
Brown, Mike
Davidson, Jofii
Herrig. Do
Jores, Tom
Nasser, Mt
Fobertson, Juia
Srith, Fark
Wapne, dohn

English

Sign-in Date/Time
03/12/2013 02.26:31 P

[k smn ]





The screen has two list boxes, two drop-down boxes, and one Date and Time Entry box. .  The list box on the left, labeled “Signed out Users” lists the names of all users who are not signed in.  The box on the right, labeled “Selected Users," lists users you select to sign in.  This box will be empty when you first go into this screen.  

To select a user in the list boxes, highlight the name by clicking on it.  You can select more than one name by holding the “Ctrl” key down while clicking on the names.  To move the selected users to the other box, click on the move button [image: image67.png]


.  To move all users, click on the move all button [image: image68.png]


.

	( Tip: You can also use Drag and Drop to move names between the boxes.  Click on the selected name(s) with the mouse button, and keep the mouse button down. Now move the mouse to the other box, and let go of the mouse button.  The names will be dropped into the other box.


The two drop-down lists on the right are used to enter the sign in category and activity.  First click on the “Category” drop-down list, and select one of the available options.  The activity under the selected category will appear in the “Activity” drop-down box.  Select the one of these items to sign the student to.

	( Tip: You can speed up the selection process in the drop-down lists by typing the first character of the item you are looking for.  This will cause the list to display the first item that starts with that character.  To go to the next item that starts with this character, press the character key again.


Under the Activity drop-down list, you will notice a Date and Time entry box.  When you enter the screen, this box will show the current date and time.  When you sign in the selected users, this will be their sign in date and time.  If you want to sign in users at a different time, change the values in this box.

	( Tip: You can use the Calendar to change the date and time.  See the “Using the Date and Time Entry Box” section on page 10 for details.


To complete the sign in process, click on the “Sign in” button.  When the sign in process is completed, you will see a confirmation message:
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To return to the system administration screen, click on the “Close” button.

Signing Out Users

On some occasions, you might want to sign users out.  This might be because a user neglected to sign out, or because it is closing time and you want to sign everyone out quickly.  To do this, click on the “Sign out” button.  
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This will take you to the Sign Users Out screen:
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The screen has two list boxes.  The box on the left is labeled “Signed in Users," and lists the name, sign in date, and sign in time of all users who are signed in.  The box on the right is labeled “Selected Users," and lists the users you selected to sign out.  The latter will be empty when you first go into this screen.  

To select a user in the list boxes, highlight the name by clicking on it.  You can select more than one name by holding the “Ctrl” key down while clicking on the names.  To move the selected users to the other box, click on the move button [image: image72.png]


.  To move all users, click on the move all button [image: image73.png]


.

	( Tip: You can also use Drag and Drop to move names between the boxes.  Click on the selected name(s) with the mouse button, and keep the mouse button down. Now move the mouse to the other box, and let go of the mouse button.  The names will be dropped into the other box.


Now you’re ready to assign the selected students a sign-in period.  AccuLite allows you to do this in one of two ways:

1) Enter the sign-in period to be given to each person.  For example, you can give each person one hour of sign-in time.  AccuLite will calculate the sign-out time automatically.  To do this, first check the "Give a sign-in period of" check box and enter the amount of time you want to give to each person.
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2) Enter the sign-out time for each person.  AccuLite will calculate the appropriate sign-in period, taking in consideration the maximum sign-in period set in the Configuration screen.  To do this, first check the "Sign out at" check box, then enter the desired sign-out time.
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	( Tip: You can use the Calendar to change the date and time.  See the “Using the Date and Time Entry Box” section on page 10 for details.


	( Note: The maximum sign- in period set in the System Configuration screen is used when recording the sign out period for each user.  If you do not want to limit the sign-in period to this maximum value, uncheck the “Use a maximum…”option in the System Configuration screen.


To complete the sign out process, click on the “Sign out” button.  If you selected the "Sign out at:" option AccuLite the entered data, and if all or OK, a confirmation message appears:
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To return to the system administration screen, click on the “Close” button.

Sending Messages

To send a message to a user, click on the “Messages” button.  This will bring up the Messaging Center screen.
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The screen has two boxes in the center.  The box on the left, labeled “Available Users”, lists all active system users.  The box on the right, labeled “Send Message to”, shows users you select to receive your message.  When you first go into this screen, the “Send Message to” box will be empty.

To select recipients for your message, highlight their names in the “Available Users” box.  You can highlight more than one name by holding the “Ctrl” key down while clicking on the names.  To move the selected users to the “Send Message to” box, click on the move button [image: image78.png]


.  To send a message to all users, click on the move all button [image: image79.png]



	( Tip: You can also use Drag and Drop to move names between the boxes.  Click on the selected name(s) with the mouse button, and keep the mouse button down.  Now move the mouse to the other box, and let go of the button.  The names will be dropped into the other box.


	( Tip: You can use the Quick Locate utility to quickly find a certain user.  See page 10 for the details.


After selecting the recipients, type in the message in the Message box.  When done, send it by clicking the “Send Message” button.
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A confirmation box appears.
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When the recipient of the message signs in or out, the message delivery box will appear:
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The user will have the option of deleting this message, or keeping it as a reminder at the next sign in or sign out time.

To leave the Messaging Center screen and go back to the System Administration screen, click the “Close” button.

System Access

Use this screen to control access to the System Administration area, including setting and changing system groups, access levels, IDs and passwords.  Click on “Access” to get to this screen.
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You will see the Access screen:
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The screen has four buttons: Password, Admin ID, Access Groups, and System Admins.  Click on a button to access its function.

Changing the Administrator Password

The administrator Password is used to access the System Administration screen. To change this password, click on the “Password” button. 

[image: image85.png]P





This will bring up the “Change Password” dialog box:
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Enter the ID you used to access the System Administration area in the first box.  Next type in your current password then hit the Enter key.  The “New Password” and “Confirm” boxes will appear.  Type in the new password in the “New Password” box, and then type it again in the “Confirm” box.  Hit the Enter key or Click on “OK”.  If the passwords in both boxes match, the password will be changed, and a conformation message will appear.
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	( Tip: Make sure you remember your new password.  You need this password to access the System Administration area.  You might want to write it down and store it in a safe place Also the password is Case Sensitive.


Changing the Administrator ID

The administrator ID is the number you enter in the Sign in screen to bring up the password box and access the System Administration screen. To change this ID, click on the “Admin ID” button.
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The “Change Administration ID” dialog box will appear:
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Enter the ID you used to access System Administration, and then enter your current password in the “Password” box.  If the password is correct, the “New ID” entry box appears.  Type the new administrator ID, and then click the “OK” button to save it.  To keep the old Administrator ID, click on the “Cancel” button instead.

	( Tip: Make sure you remember your new ID.  You need it to access the System Administration area.


Access Groups

AccuLite allows multiple administrators to use the system, and allows granting each group of administrators different access levels.  For example, you might want to give lab assistants the ability to sign students out, but you do not want to give them access to database operations.  This can be easily accomplished with AccuLite.  First, you will need to set up access groups and assign them access rights.  To do this, click on the “Access Groups” button.
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The “Access Groups” screen will appear:
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The list box at the top shows the current access groups.  To create a new access group, type its name in the entry box and check the boxes next to the screen names you want to be accessed by members of this group.  For example, you might type “Instructors” and then check the “Reports” box to grant group members access to the Reports screen.  Now click on “Add” to save this new group.

To modify access rights for an existing group, first highlight the group’s name in the list and then click on the “Edit” button.  Now check and uncheck screen name boxes as you need, then click on the “Save” button to keep your changes.

To remove an access group completely, click on “Delete”.  AccuLite will check to make sure you don’t have an administrator assigned to this group.  If so, the group will be deleted, otherwise, you will get an error message.

( Caution: Make sure you leave at least one group with rights to access this screen, and that you are a member of this group, otherwise, you will lock yourself out of this screen!
After setting up the access groups, you need to add members (System Administrators) to them.  The next section explains how to do this. 

Setting up System Administrators

System administrators are those who have access to the System Administration screen.  As mentioned in the previous section, the administrators’ access right is determined by their access group.  To add new members to a group, click on the “System Admins” button.
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The “System Administrators” screen will appear:
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The list box shows current administrators.  To add a new administrator, type in his or her first name, last name, ID, password, and select one of the available access groups, and then click on “Add”.  To edit an administrator’s data, first highlight the name then click on “Edit”.  The administrator’s data will be filled in and you will be able to do your changes.  When done, click on “Save” to keep the changes.

To remove an administrator, click on the “Delete” button.  A confirmation message will appear.  If you click on “Yes”, the administrator will be removed, and he or she will not have access the System Administrator screen.

You can repeat the above procedure for other administrators.  When finished.  Click on “Close” to go back to the Access screen.

Database Operations


To access the database operations, click on the “DataBase” button:
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AccuLite provides a variety of database operations.  These include backup, cleanup, repair, delete, and import. 

Backing up the Database files
To backup the system database files, click the “Backup Database” button.  
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The select directory box appears:
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Use this box to choose the drive and directory where you want to save the backup files.  For example, if you want to back up the files to a network drive, select its drive letter from the Drive pull down menu, and click on “Select”.  A confirmation dialog box appears:
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Click the “OK” button to proceed with the backup.  AccuLite will display a message while copying the files:
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When done, a message will appear.

Warning:  The backup utility only creates a backup when you activate it.  We strongly recommend that you use an automated backup utility to periodically backup the database files.
Cleaning up deleted records
When you delete records from the system, these records are marked for deletion but are not actually removed from the database until you click on the “Clean Database” button.  Records that are marked for deletion do not appear in the system screens.  For example, after viewing a message, the user may click the “Delete Message” button.  This marks the message for deletion, and it will not appear to the user again.  However, the message is not physically removed from the database until you click on the “Clean Database” button.  
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The following confirmation message appears:
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Click “OK” to proceed with the clean up.

	( Note: The clean up command requires exclusive access to the database.  In a network environment, you need to make sure that no one else is using the database files before trying to clean up the records.


Deleting Databases
Warning: Using this option will delete the selected databases records permanently.  All information in these databases will be physically removed.  Use this option only if you want to remove unneeded or outdated data.  

	( Note: The delete command requires exclusive access to the database.  In a network environment, you need to make sure that no one else is using the database files before trying to delete the records.


When you click on the “Delete Database” button, the following box appears:
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Check the first option in the Delete Databases box to delete all categories and their activities.  Check the second option to delete all messages.  Check the third option to delete all sign in records.  Check the last option to delete all users.  Some of these options are interdependent.  For example, if you select “Delete All Users”, the “Delete all Sign in Logs” and “Delete All Messages” boxes are checked automatically.  This is because deleting all users will force the deletion of their messages and logs.

Click the box, or its text, to select and unselect it.  A checkmark (   next to an option indicates that it is marked for deletion. 

To proceed with the deletion, click on the “OK” button.  A Warning dialog box will then appear.
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If you click on “Yes”, all records will be deleted from the selected databases. 

	( Tip: Delete the database when the existing data becomes outdated and you no longer need it.  For example, delete “All Users” at the end of the year or semester after you have generated the needed reports.  This will start you up with new databases and will enhance the system performance.


Editing Student Sign-in Records

On some occasions, you might need to edit the sign-in logs.  AccuLite provides you with a powerful tool for changing the records as needed – simply click "Edit Sign-in Logs":
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The list displays the student, category, activity, sign-in time, sign-out time, and sign-in period for each sign-in record.  Use the horizontal scrollbar to see all the columns.

	( Tip: You can change the width of the columns for best viewing.  To adjust the width, move the mouse pointer in the Header area.  The cursor will change to a down arrow [image: image105.bmp].  Move the cursor vertically above the column line until it changes to vertical resize cursor [image: image106.bmp].  Now click on the mouse button and drag the column left or right to resize it (move the mouse while keeping the mouse button down).


Zooming in on a Record
You can use the filters on the right to find the record you want to edit in the grid.  When you go into this screen, the grid displays records with the sign-in time between the "From" and "To" date boxes on the right.  You can change the dates in these boxes to see more or less records.  

You can also restrict the records to a certain student, certain category, or a certain activity by using the appropriate pull-down menu.  For example, to see the sign-in records for a certain student, first make sure the text box is checked, then select the appropriate student:
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After changing the date or selecting an item from the pull-down boxes, click on "Refresh" to reload the list.

	( Tip: You can use the Quick Locate utility to quickly find a certain student, category, or activity.  See page 10 for the details.


Deleting Sign-in Records:

To delete a sign-in record, first select the record by clicking on it in the grid, then click on the "Delete" button.  You will see a confirmation message:
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Click on "Yes" to delete the record, or "No" to cancel.

Editing Student Sign-in Records

To edit a record, select it by clicking on it in the list, then click on the "Edit" button.  This will bring up the Edit Sign In Record box.
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This pop up box shows the sign-in record.  The first box is labeled "In" as shows the sign-in date and time.  The second box is labeled "Out" and shows the sign-out date and time.  If the out box is empty then the student has not signed out yet.  The third box is labeled "Period" and shows the sign-in period in hours and fraction of an hour.  

Under these boxes you will see three drop-down boxes.  The first drop-down is labeled "Category" and shows the category signed into.  The second drop-down is labeled "Activity" and shows the activity signed into.  The third drop-down is labeled "Name" and shows the name of the student.  

To change the sign-in date or time, simply enter the corrections in the box.  The same can be done with the sign-out date and time.  As usual, you can right click on the date boxes to use the calendar.  Note that the sign-in period is calculated every time you change the sign-in or sign-out date and leave the time box.  To change the category, activity, or student, simply select the appropriate one from the drop-down window, or use the Quick Locate tool.  

If you want to revert to the saved record without making changes, click on the "Restore" button.  If you want to save your changes, click on the "Save" button.  To close the Edit Record box, click on "Close".
Repairing the Database 

	( Tip: Run the repair utility XE "repair utility"  after each time AccuLite is shutdown improperly (e.g. after a power failure, network interruption, computer lockup, AccuLite crash, etc.)  The repair utility will re-index your database and will fix errors that might lead to other software errors and inconsistent behavior.


AccuLite includes a built-in data repair utility XE "repair utility" .  To launch it, go to System Administration and click on “Database” and then click on “Repair Database”.  AccuLite will first backup your data files and then it will repair them.  During the repair, you will see a status box like this one:
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When the repair is finished the “Close” button will be enabled.  Click on this button to close the status box.

	( Note: The repair operation requires exclusive access to the database.  In a network environment, you need to make sure that no one else is using the database files before trying to repair the database.


	( Note: If the repair operation fails for any reason, restore a recent backup from the backup folder.  The backup folder is stored in the backups\repairbackup folder, which you will find in the parent folder of your active database folder.


Importing Students
You can import a list of your students or visitors into AccuLite.  This will ensure you have more accurate data, and will also speed up the sign-in process since visitors will not need to type in their information upon their first visit. To import, click on “Database” and then “Import Students”:
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To import users, you will need an electronic list with their names and contact information.  Save this list in CSV (Comma Separated Values) file.  

	( Tip:  You can generate a CSV file using Microsoft Excel “Save As” feature.  You do not need a header row in this file.


The CSV file needs to be in the following format:

ID, first name, middle name, last name, phone number, email address, street address, city, state, zip code

	( Note: Only the ID, first name, and last name fields are required.  The rest of the fields are optional.


If you skip a field, remember to keep the separator (comma) to hold its place.  If you generate the file via Excel, it would do this for you automatically.  If you create the list manually, you must use the comma as a separator.  For example, here is a record where only the ID, first name, last name, phone and city are imported: 

394238495,Mike,,Smith,4072801123,,,Orlando

Note how commas were used to hold the place for the middle name, email address and street address fields.

	( Note: The ID field and the phone number fields are imported as numbers only without the formatting characters (i.e. no '-' or '(' characters).  Do not include these characters in your import file.


Performing the Import
After you have created your csv file, make not of where you saved it. Now in the Import Students screen, click the [image: image112.png]


 button to locate the file. Note: In the Files of type drop down box, select All Files (*.*). Click on the import file and then click OK.
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Back on the Import Students screen, click OK. You will get a pop up screen indicating the import results:
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Access the Students screen to see your results.
Note: If you are not seeing the results you want, there are a few things you should check. First, is your import file in the right format and does it have the commas separating the fields in the correct order? Second, do the ID in the import file match what you have setup for the ID min and max length in the Options >> Sign-in Screen tab? Third does the student already exist, or have then been deleted without cleaning the database?
Importing Classes

You can import a list of your classes.  This will save you the time and effort otherwise spent on manually entering them.  To import Classes, click on “Database” and then “Import Classes”:
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To import classes, you will need an electronic list with their names and contact information.  Save this list in CSV (Comma Separated Values) file.  

	( Tip:  You can generate a CSV file using Microsoft Excel “Save As” feature.  You do not need a header row in this file


The CSV file needs to be in the following format:

Class, Instructor’s first name, Instructor’s last name

	( Note: Only Class field is required.  The rest of the fields are optional.


If you skip a field, remember to keep the separator (comma) to hold its place.  If you generate the file via Excel, it would do this for you automatically.  If you create the list manually, you must use the comma as a separator.  For example, here is a record where only the class is imported: 

ENC 101, ,
Note how commas were used to hold the place for the first and last names.
	( Note: Imported classes are added to a new category called “Imported”.  You can rename this category to anything you like after the import.


Performing the Import
After you have created your csv file, make not of where you saved it. Now in the Import Classes screen, click the [image: image116.png]


 button to locate the file. Note: In the Files of type drop down box, select All Files (*.*). Click on the import file and then click OK.
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Back on the Import Classes screen, click OK. You will get a pop up screen indicating the import results:
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Access the Classes screen to see your results.
Importing Groups

You can import a list of your student groups into AccuLite.  You can create the group names and the students in the groups from one import file. Student groups can be very useful since you can use them as a report filter for any of the AccuLite reports. For example, you could import a list of your At Risk students into a group and then run a Visit by Student report to see which at risk students have (or have not) signed into) AccuLite. To import, click on “Database” and then “Import Groups”:
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To import groups, you will need an electronic list with the student ID and the group name.  Save this list in CSV (Comma Separated Values) file.  

	( Tip:  You can generate a CSV file using Microsoft Excel “Save As” feature.  You do not need a header row in this file.


The CSV file needs to be in the following format:

ID, group name:
A sample csv file would look like this:

444444444,At Risk

555555555,At Risk

666666666,Honor Students

777777777,Honor Students

888888888,Seniors

After the import is complete, go to the main Groups menu to view the results. In the example above, there would be 2 students in the At Risk group, 2 in the Honor Students group and one in the Seniors group. 
Performing the Import
After you have created your csv file, make not of where you saved it. Now in the Import Groups screen, click the [image: image120.png]


 button to locate the file. Note: In the Files of type drop down box, select All Files (*.*). Click on the import file and then click OK.
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Back on the Import Student Group screen, click OK. You will get a pop up screen indicating the import results:
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Access the Groups screen to see your results.
Changing the System Settings

AccuLite contains some user-defined settings.  To change them, click on the “Options” button in the System Administration screen.
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This will bring up the Options screen:
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The screen has six tabs that represent six different pages.  The active page tab appears in the front.  To activate a different page, click on its tab.  The following pages explain the options in each page.
Sign In Screen

The first page is titled “Sign-in Screen”, and contains options for setting up the main sign-in screen.
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The “Welcome Message” box allows you to enter the title of the Sign-in screen.

The “Show announcement” checkbox controls whether the announcement box is displayed in the sign-in screen.  If you do not have any announcements to make, uncheck this box.  If you have an announcement, enter it in the edit box in this screen.  This box is the same size as the one in the Sign-in screen, so text appearing here will appear exactly the same in the Sign-in screen.  

The “Show Who’s in button” checkbox controls whether users have access to the Who’s In screen.  When this option is checked, the “Who’s In” button appears in the Sign-in screen, and users can click on this button to see who is signed in.  With this option enabled, AccuLite can emulate as an electronic “In/Out board”.

The “Show Messages button” checkbox controls whether users have access to the Message Center screen.  When this option is checked, the “Messages” button appears in the Sign-in screen, and users can click on this button to send messages to each other. With this option enabled, AccuLite can emulate an electronic Message board.

The “Mask Sign-in ID” checkbox controls whether users see their ID number on the main sign-in screen or if that number id masked with the * character.

The “Sign-in ID Length” allows you to set up the format of the sign-in ID.  Simply enter the minimum and maximum number of characters in your ID.  If the ID has a constant length (e.g. 9 characters), then enter the same number in both the minimum and maximum boxes.

	( Note: AccuLite allows a sign-in ID to be up to 20 characters long.


	( Note: If you change the format of your sign-in ID, make sure that you go to the Access -> System Admins screen to edit your admin account and update its ID.  Do this before you exit the System Administration area as you might get locked out if your system ID is no longer acceptable (e.g. Admin ID is 6 digits and new ID length has a minimum of 9 characters).


To save your changes click on the “Save” button. 

New Student Screen Options

The second tab is labeled “New User”.  Use this page to control the screen visitors see during their first sign-in.
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The “Allow new users” checkbox controls whether new users are allowed to sign in the system.  When this option is checked, new users are accepted.  If this button is not checked, when a new user attempts to sign in, AccuLite will not allow the student to sign in and will instead display an error message.  You can change the text of this message by entering it in the text box at the top of this screen.  

If you would like to ask students for their phone number, make sure the “Show” box in the “Phone” box is checked.  You can also indicate whether the student is required to enter a phone number by checking the box “Required”.  To make the data entry easier for your students, you can have the area code of the phone number automatically pre-filled by checking the box “Area Code” and then typing the most common area code number for your students.

Use the “Email” box to indicate whether you want to ask students for their email address.  You can also indicate whether this field is required and you can also have it pre-filled by a suffix (e.g. your college email suffix).

Use the “Address” box to indicate whether you want to ask students for their address info.  You can also indicate whether students are required to fill-in the address info.  To speed up data entry for students, you can enter a default city.  Note that you can change the address format to Canadian by checking the box “Canadian Address”.  This will cause the “state” drop-down box to show Canadian provinces instead of US states.

Sign Out Options
The third tab is labeled “Sign Out”.  It controls how AccuLite handles students that do not sign out. 
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The “Warn if sign-in period exceeds” checkbox controls whether to warn users if their sign-in time exceeds a certain limit.  This is useful if a user forgets to sign out.  When the user attempts to sign in during a future visit, the sign-in will be interpreted as a sign-out, which results in long sign in period.  If this period exceeds the set limit, the system will display an error message.  You can control the contents of this message:
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To set the warning threshold, first make sure that the “Warn User” option is checked, and then click on the number box, and type in the maximum number of hours.

The “Use a minimum“ checkbox controls the maximum amount of time allowed for each sign-in period.  This is useful in keeping accurate reports even when a user forgets to sign out.  As mentioned above, if a user neglects to sign out, the next sign in will result in calculating a long sign-in period.  If this option is checked, AccuLite will compare the calculated sign-in period with the maximum period allowed.  If the sign-in period exceeds the maximum, AccuLite will use the maximum period instead.

As an example, if the calculated sign in period was 60:01 hours and the maximum sign in period is set to 2.00 hours, AccuLite will record the sign in period as 2.00 hours.  If the sign in period is less than 2.00 hours, it will record the actual value.

To select a maximum value, think about the usage pattern of your center.  To set the maximum period, first make sure that the “Use a maximum…” option is checked, and then click on the number box, and type in the maximum number of hours.

To disable the maximum period limit, uncheck this option.

	( Note: The maximum sign-in period setting also applies when the administrator signs out users.  See the “Signing Out Users” section in this manual.


Remember to Click “Save” to keep your changes.
Other Settings
Use Other to set your inactive student display message, activate and student profile update and sign-in, etc.
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The text box at the top is used to enter the message that will appear to an inactive student when he or she tries to sign in.

The “Maximize application screens” checkbox controls the size of the AccuLite screens.  If this is checked, the screens will maximize to fill up the entire computer screen.

The “Show screen tips” checkbox controls whether text tips appear when a user leaves the mouse pointer at a control for a few seconds.

The “Update Profile” button is used to make AccuLite ask the visitors to review their demographics answers and contact information.  This is useful if you want the visitors to update the data.  For example, click this button at the beginning of each semester to enable students to update their data.

The “Allow automatic updates to application” checkbox controls whether AccuLite automatically downloads its latest update from the developer’s web site.  These updates contain fixes to reported issues and other enhancements.

Activity Screen

Use the Activity Screen tab, to determine if you want to display activity (classes and subjects) selections for the students at sign-in, whether you want them to pick an instructor, and also how you want to label the sign in options.
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Use this page to customize the text in the activity screen.  As mentioned before, activities are the services you want to track.  Since you are free to use these for whatever you like, AccuLite gives you the flexibility to enter these activities.  You can also select a different term for these activities (e.g. Class or Job), and even change the labels of the Activity Selection screen.

	( Note: If you do not want to track activities (what visitors do during their sign-in session), you can disable the display to the Activity Selection screen by checking the checkbox “Do not show the activity selection screen on sign-in”.


The first text box in this screen allows you control the Activity Screen title, and is set to “Services” by default.  The second box allows you to enter a line of instructions to users.  This appears under the screen title.  The third box allows you to name the category (Category, Subject, etc.), and the fourth box allows you to name the activity (Class, Section, Job, etc.)

Use the check box at the bottom of this page to control data appearing in the Activities list box.  If this check box is unchecked, the activities list box will only show the activities.  However, if it is checked, the activities list box will show both the activity and the associated instructor.
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This might be useful in making the activities more identifiable to the students.  

Terms 

This page in the Options screen allows you to set up the terms used in AccuLite.  Terms you select here will appear on the screens, in the tables, and on the reports.  Select the terms that best suit your tracking needs.
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	( Note: Changing the terms only changes the text displayed.  It does not change the functionality of the software.


	( Note: The changes will not be reflected in the captions of the buttons in the System Administration screen until the screen is re-launched.  Other screens will reflect the term change immediately.  


Setting up the Student Profile Question
The student profile questions can be used to obtain specific information about your visitors.  This information might be required by your grants, or it might be helpful in optimizing your services.  With AccuLite, you have the flexibility to enter up to 10 profile questions and their possible answers and AccuLite will generate reports on the profile automatically.  Here are some examples of profile questions as used by some of our customers.

· College: Arts and Sciences; Business; Education, etc. 

· Classification: Freshman; Sophomore; Junior; Senior; Graduate, Other. 

· Disability: Physical; Learning; Other; None. 

· Campus: East; West; Downtown; Northwest. 

· Affiliations: None; Disabled Student Resources (DSR); Women in Progress (WIP). 

· Veteran: Yes, No. 

· Gender: Male; Female. 

· Financial Aid: Yes; No. 

· Type of student: Day, Evening. 

· Enrollment status: Full-time, Part-time. 

· Residential Status: On campus; Off campus.    

· Age Group: under 25 years of age; 25 or over. 

· Program: ARC; CoA-Connects; SSSP; HEOP . 

· Degree: AOS, AAS, BT, BS, other.  

· Employment Hours: None; 1-10; 11-20; 21-30; 31-40; More than 40. 

· Degree Status: Associates degree; Diploma; Certificate; Other. 

· Athletic Affiliation: Soccer; Basketball; Baseball; Volleyball; Track; Other; None. 

· Referred by: Faculty/Staff; Student; Advisor; Brochure/Advertisement; Other. 

To setup the profile questions, click on the “Profile Setup” button.  This brings up the Profile Setup screen.
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At the top of this screen you can see a “Question Preview” box.  This is how the selected question appears in the New User screen.  You can change the different options and see how they affect the appearance of the question here.

Selecting a Question

The 10 Profile questions in the New User screen are arranged in 2 columns.  To select one of these questions, simply click on its position using the “Question Navigator” box.  For example, to select the last question, click on the last box in the “Question Navigator”.

The selected question will appear highlighted:
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Entering a Question

To change the question’s text, simply enter it in the “Question” box.  If there is a question there already, you can change it by typing a replacement.  

Changing the Status of the Question
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If you don’t need to ask your visitors all 10 questions, you can hide the extra questions from the New User screen.  For example, if you want to hide question number 5, select this question on the Question Navigator, and then uncheck the “Show” check box in the “Status” box, and finally click on “Save” to keep your changes.

Note that if a question is hidden, its rectangle in the Question Navigator will appear as a border instead of as a filled rectangle.

Use the “Frame” check box to indicate whether the question has a frame or border around it.  Change this box by clicking on it and observe the effect in the Question Preview window.

The “Answer Required” box tells AccuLite whether it should verify that the user has selected one of the items in the drop-down list box.  If no answer is given (no selections), AccuLite will display an error message and will ask the user to make a selection.  

Changing the Appearance of the Question

You can also control the appearance of the question by using the “Font” options:
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Start by selecting the question using the “Question Navigator”, then play with the available font options.  If you like the changes, click on the “Save” button.  If you want all questions in the New User screen to have the same look as the current question, click on “Apply to all” button. 

Entering the Answers for a Question

For each question you enter, you will need to define the answers that appear in the question’s drop-down list box.  First select the question using the Question Navigator as described above, then use the Answers box to enter or edit its questions.
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Returning to the Sign in screen

To leave the System Administration screen, and go back to the Sign-in screen, click on the “Return to Sign-in Screen” button.
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Exiting AccuLite
To exit AccuLite, click “Exit AccuLite”
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	( Note: Always use the “Exit” button to quit the program.  Do not reboot or shutdown the system without quitting the program first.  Shutting down without exiting AccuLite may corrupt the database files and will lead to software errors.  If you experience an improper shutdown, run the database repair utility as explained in another part of this manual.


Reports

To generate reports, click on the “Reports” button.  
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This will bring up the Reports screen.
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This screen contains several options for selecting the type of report and selecting parameters for filtering the data.  Start by selecting the start and end date of the reporting period.  The entry boxes for this appear in the period box.  The “To” box is initialized to show the current date and time, and the “From” box is initialized to show last Monday’s date. Use these boxes to change the reporting period.

	( Tip: You can use the Calendar to change the date and time.  See the “Using the Date and Time Entry Box” section for details.


Use the Report Name box to select the report you want to see.  There are six reports types available in this version of AccuLite: Class, Student, Profiles, Instructor, and User List.  Click on one of these reports to select them.

For each of the reports, use the Report Type box to select either “Detail” or “Summary” view of the report.  The former lists each sign in and shows it’s in and out times, while the latter only shows the totals.  Not all the reports have both views available.  

The Time Format box allows you to specify how the hours are shown in the report.  The “Hours and fractions” option means time less than an hour will be shown as a fraction of an hour.  For example, 2.500 represent two hours and a half.  The “Hours and minutes” option means time less than an hour will be approximated to the nearest minute.  For example, 2:30 will represent two and hours a half.

The “Show Student  ID” check box controls whether the sign-in ID of the student is shown in the report.  To show the ID, check this box.

The Filters boxes allow you to only show data for a certain student, subject, or class, instructor, or group.  

To restrict the report to a certain student, for example, first activate the selection box by checking the “Only show this student” checkbox 

[image: image143.png]



Now click on the down arrow [image: image144.png]


 to see a dropdown list of all users.  Select a user by clicking on his or her name.
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	( Tip: You can speed up the selection process in the dropdown lists by typing the first character of the item you are looking for.  This will cause the list to go directly to the first item that starts with that character. To go to the next item that starts with this character, press the character key again.


Once you have selected a user, all report will show data for this user only.  If you would like to see data for all users, uncheck the “Only show this user” checkbox by clicking on it again.

Follow the same procedure above to restrict the reports to a certain category of activities, or to a certain activity (subcategory). 

	( Tip: You can also select to restrict the report to a certain user and a certain activity.  If you are viewing the Instructor’s Report, you can restrict this report to a certain instructor. 


When you are ready to view the report, click on the “Show Report” button.
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AccuLite will do some number crunching and then display the report.
Visits by Class Detailed Report
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The Vists by Class detailed Report provides information about the classes that you are tracking. The report lists each Subject of the classes.  Under the subject name, each class is shown with a reverse color font.  The users of the sub categories (classes/activities) are listed under it in italic font.  Under each name, a list of the students’ sign in sessions appears, and the sign in date and time, the sign out date and time, and the sign in period for each session are listed.

This report also shows the total number of users and the total hours they spent on each category of activities and on each activity.

Visits by Class Summary Report
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This report is similar to the Visit by Class Detail Report, except that it shows a summary of the total numbers instead of a detailed list of sessions.  For each subject, the report lists its classes.  For each subject, the report also shows the number of users that used it, the number of times these users signed in to the activity, and total time they spent on it.

The last line of this report shows the total number of users, their total sign ins and the total hours they spent on all activities. 

Visits by Student Detailed Report
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This report provides information about attendance, usage of services, and hours.  The report lists each student of the system.  Under the student’s name, the report lists the subjects and classes the student signed in to.  For each class, a list of the sign in sessions appears. The list shows the sign in date and time, sign out date and time, and period for each session.

The total time the student spent on each class and on each sub category of class is also shown in this report.

Visits by Student Summary Report
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This attendance report shows the total time and number of visits for each student. The end of the report shows the total number of sign ins and total time for all students.

Profile Report (Detailed only)
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If you set up AccuLite to show profile questions, this report will shows the data from these questions.  The report lists each profile question, and for each question, the report will list the answers.  For each answer, the report will show the number of students that selected that answer, their number of sign-ins, and their total sign-in time.

Instructor’s Report (Detailed only)
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This report lists each instructor and classes associated with the instructor. Students who signed in to the class are also listed, and for each session, the report shows the sign in date and time, the sign out date and time, and the sign in period.  The total time for each student is also calculated.

Students List (Detailed only)
This report lists all students and for each, shows name ID #, address, phone number, and email address.
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Student Summary
This report lists all students and for each shows class visited and total time spent on that class during the reporting period.
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Report Toolbox
When viewing a report, you’ll see the Report Toolbox
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To navigate through the pages of the report, click on the arrow keys.  The First Page [image: image156.png]


 button shows the first page of the report.  The button next to it [image: image157.png]


 brings up the previous page.  To go to a particular page of the report, click on the Page button[image: image158.png]


, then type in the number of the page.  Click on the Next button [image: image159.png]


 to see the next page.  To go to the last page of the report, click on the Last page [image: image160.png]


 button .To change the zooming, use the dropdown box [image: image161.png]


 and choose a zoom value.  The default is 100%.  To print the report, click on the printer icon[image: image162.png]


.  To exit the reports without printing, click on the return button[image: image163.png]


.

Export Data

If you prefer to get the report output in a format other than the report viewer, select the report and any filters you would like to set, then click the Export Data button. The Export Data window will open.
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Use the radio buttons to select the export format, as follows:
· Save as Excel File – Save as an Excel file on your hard drive.

· SDF (System Data Format) – Save as an SDF file on your hard drive. SDF files uses fields of fixed lengths to store values and can be imported by various database and data analysis programs.
· Comma delimited – Save as an CSV file on your hard drive. This the most common format for exchanging data between databases.
· Open in Excel Directly – Bypass saving the file and open it immediately in Excel.
AccuLite Support 

AccuLite Support Site
 

For important AccuLite support information, including tips and utilities, bug-report sheet, Frequently Asked Questions, and much more, visit this web site:

 

http://www.engineerica.com/acculite
AccuLite Support Forum
 Use the AccuLite Discussion board to ask questions about the software or to share ideas with other users:

 

http://www.accutrack.org/forums/ 
 

AccuLite Suggestions Box
 

Do you have an idea for improving the software?  Is there a feature you wish was there but isn't?  Let us know about it! Your suggestions will be reviews by AccuLite staff for possible implementation in future releases.  Visit our website for our contact information
http://www.engineerica.com/acculite  
Troubleshooting Guide

If you run into some unexpected results while using AccuLite check this section for trouble shooting help.

Problem: AccuLite is not covering the whole screen.  It appears in the center and I can see the rest of my desktop from the sides.
Answer: Your computer is set for a larger screen area (1280*1024, etc.)  The larger the area the smaller will AccuLite appear.  However, it would always be in the center.  To make AccuLite cover the whole screen, change the area to 1024*768.  Another option is to set up AccuLite to maximize via the Options screen.
Problem:  I am trying to delete one of the data items in the list box but the software wouldn’t let me.  Why?

Answer:  AccuLite will not let you delete data that it needs for reports.  For example, if students used to sign-in to a certain class last semester, AccuLite will need the class name for last semester reports, and won’t let you delete it.  If you no longer wish the display the class name to the students, make the class “inactive”.  See the appropriate section to see hot to make a list item inactive.

Problem:  I forgot the administration password / id.

Answer: If someone else in the center has high administrative privileges, he or she can change your password.  If you’re the only one with access to the system, you will need to contact Engineerica Systems, Inc.

Problem:  I am trying to perform a database maintenance operation (Repair/Clean / Delete) but I’m getting an error?

Answer: Database operations require exclusive access to the database, which means you need to exit AccuLite from all other computers on the network that share this data.

Problem: The report is not showing data, even though I entered the record.
Answer: Check the reporting period and make sure your entry was within this period.  Also check the report filters to make sure the data you’re looking for was not excluded.

Problem:  I changed an option in the Options screen but the changes were not reflected in the software?

Answer: You need to save your changes in the configuration screen by clicking on the “Save” button after you make the changes.
Problem: I just bought new computers for my center and want to move AccuLite to it.  How do I do this without loosing my existing data?

Answer: Use the installation CD to setup AccuLite on your new computer.  To transfer your data, copy the database folder in the AccuLite directory from your old system to the new computer.

Problem: When I try to add a new record or use the software, I am getting an error “can’t update cursor”, and non-of my changes are saved.  What’s wrong?

Answer: You may not have write rights on the hard drive and AccuLite can not update the file.  Check with your network administrator and request that AccuLite gets both read and write rights to the directory where its files are stored.

Problem: While using the software we got an error message and the program exited.  What do we do?

Answer: You might have discovered a bug in the program.  Write down what you were doing that caused the error and what message you got then contact Engineerica with this info.
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