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WELCOME TO THE WORLD OF ACCUSQL & ACCUTRACK 

Congratulations!  You have acquired a very powerful software solution for your center.  We are sure you 

and your visitors will enjoy and benefit greatly from the many features of AccuSQL/AccuTrack.  From the 

beginning, this software was built on the feedback of administrators and staff members in academic 

centers such as yours. AccuSQL/AccuTrack has grown over the years from a basic attendance program to 

truly comprehensive learning center software.  

Here are just a few of its capabilities: 

¶ Tracking and reporting on students' attendance. 

¶ Reporting on the usage and utilization of your services. 

¶ Providing a student intake system (waiting list) 

¶ Managing appointments, including matching students and staff, scheduling, email notification 

and reminders, room reservations, and no-show tracking. 

¶ Enabling staff to submit their own appointment schedules for review and approval by system 

administrators. 

¶ Tracking walk-in sessions.  

¶ Keeping a session log and session questionnaire 

¶ Tracking loaned material.  

¶ Analyzing traffic and peak usage times via Excel charts and tables. 

¶ Rating staff. 

¶ Tracking staff work-hours and calculating pay. 

¶ Collecting feedback via periodic visitors surveys. 

¶ wŜǇƻǊǘƛƴƎ ƻƴ ǾƛǎƛǘƻǊǎΩ ŘŜƳƻƎǊŀǇƘƛŎǎ κ ǇǊƻŦƛƭŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘ ŎǳǎǘƻƳ ǉǳŜǊƛŜǎΦ  

¶ Program Assessments. 

¶ Tracking student athletes and their required hours. 

¶ Managing registration and attendance tracking for seminars or workshops. 

¶ Automatic report delivery scheduling for instructors. 

¶ {ƻǇƘƛǎǘƛŎŀǘŜŘ ŎŀǇŀōƛƭƛǘƛŜǎ ŦƻǊ ŎƻƴǘǊƻƭƭƛƴƎ Ƙƻǿ ŜŀŎƘ ƻŦ ȅƻǳǊ ŎŜƴǘŜǊǎΩ are configured and behave 

using Local Lab Assignments, all in one database! 
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¶ Aiding in student retention through the use of Student Success Plans. 

¶ Providing a Messaging Center with multiple delivery methods. 

¶ Portable attendance tracking with Apple devices using iAccu. 

¶ Powerful custom query generator. 

¶ And much more! 

All in one convenient package!   

With your help and support, we will continue to improve and expand AccuSQL/AccuTrack.  Please submit 

your suggestions via the online suggestion box: 

 http://accu.uservoice.com  

 Finally, we would like to thank you for ordering AccuSQL/AccuTrack.  We hope you will enjoy using the 

software as much as we enjoy developing it.   

Sincerely,  

 

 

 

Mon Nasser, 

Product Manager 

  

http://accu.uservoice.com/
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WHAT IS THE DIFFERENCE BETWEEN ACCUSQL AND ACCUTRACK? 

AccuSQL and AccuTrack usage is almost identical. The difference between the two programs is related to 

the database they use. AccuSQL uses a Microsoft SQL Server database while AccuTrack uses a Microsoft 

VFP 9 database. While this manual uses AccuSQL for most of the screen shots in the program, the 

functionality of those screens is almost identical to AccuTrack. Sections in this manual that are specific to 

!ŎŎǳ¢ǊŀŎƪ ǿƛƭƭ ōŜ ƛƴŘƛŎŀǘŜŘ ǿƛǘƘ ŀ άCƻǊ !ŎŎǳ¢ǊŀŎƪ ƻƴƭȅέ ǘŀƎΦ ¢ƘŜ άCƻǊ !ŎŎǳ¢ǊŀŎƪ ƻƴƭȅέ ǎŜŎǘƛƻƴǎ ŀǊŜ ǊŜƭŀǘŜŘ 

exclusively to database operations. 

HOW TO USE THIS MANUAL 

This manual contains detailed descriptions of the AccuSQL/AccuTrack screens and functions.  Before using 

this manual we recommend that you go through the accompanying AccuSQL/AccuTrack Quick Start 

aŀƴǳŀƭΦ  ¢ƘŜ vǳƛŎƪ {ǘŀǊǘ Ƴŀƴǳŀƭ ǎƘƻǿǎ ǘƘŜ άōƛƎ ǇƛŎǘǳǊŜέ ŀƴŘ Ƙƻǿ ǘƘŜ ǾŀǊƛƻǳǎ AccuSQL/AccuTrack parts 

fit together.  It also provides a quicker introduction to AccuSQL/AccuTrack.   

After reading the Quick Start Manual read this manual for a detailed look at the software.  This manual 

has the same structure as the AccuSQL/AccuTrack screens.  You can use this manual as a reference for 

detailed information on a certain screen by going to the pages describing it. 

AccuSQL/AccuTrack Ŏŀƴ ōŜ ŎǳǎǘƻƳƛȊŜŘ Ǿƛŀ ƛǘǎ ƻǇǘƛƻƴǎ ǎŎǊŜŜƴ ǘƻ ƳŀǘŎƘ ȅƻǳǊ ŎŜƴǘŜǊΩǎ ƴŜŜŘǎΦ  hƴŜ ƻŦ ǘƘŜ 

many items you can ŎǳǎǘƻƳƛȊŜ ƛǎ ǘŜǊƳƛƴƻƭƻƎȅΦ  CƻǊ ŜȄŀƳǇƭŜΣ ŀ ǘǳǘƻǊƛƴƎ ŎŜƴǘŜǊ Ŏŀƴ ǳǎŜ ǘƘŜ ǘŜǊƳ άǘǳǘƻǊέΣ 

ǿƘƛƭŜ ŀƴ ŀŘǾƛǎƛƴƎ ŎŜƴǘŜǊ Ŏŀƴ ǳǎŜ ǘƘŜ ǘŜǊƳ άŀŘǾƛǎƻǊέ Other terms you can change include category, 

activity, semester, and seminar. Further, as of version 2016, you can even control terminology at the Local 

Labs level.  Keep this in mind while you read the manuals.  For example, if you are using the software in 

ŀƴ ŀŘǾƛǎƛƴƎ ŎŜƴǘŜǊΣ ǘƘƛƴƪ άŀŘǾƛǎƻǊέ ǿƘŜƴŜǾŜǊ ȅƻǳ ǎŜŜ ǘƘŜ ǿƻǊŘ άǘǳǘƻǊέΣ ŀƴŘ ǎƻ ƻƴΦ 

Also keep in mind that the background image of the software and also the button colors and title bars can 

be customized, so these elements might be different for you than the one shown in this manual.  For this 

manual, the background of AccuSQL/AccuTrack has been set to the default Gray background and the 

button and title bar colors are the default blue. 

Finally, 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! 

INSTALLATION 

For AccuSQL/AccuTrack, you will be installing the software on all of the various sign in stations and 

administrator computers that will be using it. The other part of the installation involves transferring a 

database to SQL Server. This can be either an older AccuTrack database, if you are upgrading from 

AccuTrack, or creating a new blank database. If you have an older AccuSQL database that you want to 

upgrade for use with a newer version of AccuSQL, there is a file called SQLDataUpdater.exe that you 

would run against the database to upscale it to the latest version.  

mailto:support@engineerica.com
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If you have an older version of AccuTrack or AccuSQL installed on the PC, you can install the 2019 version 

alongside the older version. If you intend however to uninstall the older product first, it is recommended 

that you do so before installing the newer version. 

HARDWARE REQUIREMENTS  

You can run AccuSQL/AccuTrack on XP, Vista, 7, 8, 10 and Windows Server versions later than 

Windows Server 2003.  For optimal performance, we recommend at least this configuration for the 

clients: 

¶ 2 GHz or faster processor.  

¶ 1GB or more of RAM.  

¶ 200 MB of free hard drive space (modern computers come with > 100 GB). 

¶ SVGA Video Card capable of displaying at least 256 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.  

¶ USB drive for installing the software. 

¶ Keyboard and mouse.  

¶ Microsoft Excel (needed for charting and for some high-level administrative reports).  

¶ A network card and connection to access the data remotely. 1 Gigabit preferred. 

¶ An ID reader.  We provide readers that were tested with the AccuSQL/AccuTrack software. 

$  Note:  AccuSQL/AccuTrack was designed for a screen area of 1024*768.  If your computer is 

running at a larger area, AccuSQL/AccuTrack ǿƛƭƭ ōŜ ŎŜƴǘŜǊŜŘ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ǎŎǊŜŜƴΦ 

For the server, we recommend at least Windows Server 2003 with SQL Server 2005 or later. We use the 

standard requirements by for Microsoft for MS SQL Server 2008R2 for our server requirements.  

INSTALLING ACCUSQL/ACCUTRACK 

- View a video on installing AccuSQL 2019 

- View a video on installing AccuTrack 2019 

AccuSQL/AccuTrack comes with an easy to use installation program. 

Insert the Engineerica USB key. Note: Your contents may look slightly different.  

https://msdn.microsoft.com/en-us/library/ms143506(v=sql.105).aspx
https://www.youtube.com/watch?v=dWezd5c1kF4
https://www.youtube.com/watch?v=W8Aui4u-9Ls
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1. /ƭƛŎƪ ƻƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ άhǇŜƴ ŦƻƭŘŜǊ ǘƻ ǾƛŜǿ ŦƛƭŜǎέ 
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2. Run the Installer launcher AccuSQL.exe or AccuTrack.exe file by double clicking on it.  

 

 
 

3. Click on the product you would like to install. Note: If you prefer to install the software directly, you 

can run the setup.exe program from the AccuSQL2019_DIST  folder for AccuSQL or setup.exe from 

the Accu2019_DIST folder for AccuTrack. 
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4. Follow the onscreen instructions to install AccuSQL/AccuTrack, Staff Panel. Staff Tab,Computer Lab 

Plug-in, or Web Gateway MVC. Note: Depending your license type, you may not have all of these 

options available. 

< Tip: You can go directly to the AccuSQL2019_DIST folder and run setup.exe to install AccuSQL 

2019 or for AccuTrack, go to the Accu2019_DIST folder and run setup.exe to install AccuTrack 2019. 

 

$  Note:  If you need to install the software at more than one lab or center, make sure that you 

have a license that allows that.  If you are not sure what type of license you have, contact the 

AccuSQL/AccuTrack support team. 

Here is a walk-through of the installation wizard for AccuSQL 2019. AccuTrack would have very similar 

screens and the same functionality. 
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¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ǎƻŦǘǿŀǊŜΩǎ ƭƛŎŜƴǎŜ ŀƎǊŜŜƳŜƴǘΦ  wŜŀŘ ƛǘΣ ŀƴŘ ƛŦ ȅƻǳ ŀƎǊŜŜ ǘƻ ƛǘΣ ŎƭƛŎƪ ά!ŎŎŜǇǘέ 
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/ƭƛŎƪ άbŜȄǘέΦ  ¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ǎŎǊŜŜƴ ŦƻǊ ŜƴǘŜring your name and company name.  It is also recommended 

that you install the program for άAnyone who uses this computer (all users).έ  5ƻ ǎƻ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ άbŜȄǘέΦ 

 

You will see the Destination folder install location. The default location is fine, but you can change it if you 

so desire, although keeping the default folder is recommended. 
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Review all information ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άLƴǎǘŀƭƭέ button. 
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The installation will begin and you will see an installation progress bar: 

 

When installation is finished, you will see this screen: 

 

/ƭƛŎƪ άCƛƴƛǎƘέ. The installation is completed. If you leave the Launch the program checkbox selected, then 

AccuSQL or AccuTrack copy some files it needs to run and then will open to a Tutoring Sample database 

running from its own drive. If you want to explore the software using this sample database, type 

111111111 in the User ID field and press Enter and then type NEW in the password field and press Enter. 

That will log you in to the main System Administration screen.  

After you open AccuSQL 2019 or AccuTrack 2019, it will ask you if you have an activation code. Click Yes 

and then paste in the code provided to by us when the software was delivered to you. If you do not know 

the code, you can ask your AccuSQL or AccuTrack administrator for it or contact us at 

support@accutrack.org to request that code.  

mailto:support@accutrack.org


ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL  

  

 
29  

< Back to Contents  > 

 

 

This activation code need only be entered once for each client installation. 

Note: You need a live connection to the internet to register you activation code. If you are installing 

AccuSQL or AccuTrack on a PC that does not have an internet connection, please contact us at 

support@accutrack.org to activate your software. 

 

  

mailto:support@accutrack.org
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LAUNCHING ACCUSQL/ACCUTRACK 

Setup will create a program group for AccuSQL/AccuTrack and will make it available on the Start menu.  

Use this group to launch AccuSQL/AccuTrack.   

                                       

You can also launch AccuSQL/AccuTrack by using the shortcut on your desktop: 

              

$  Note: If AccuSQL/AccuTrack is already running on the computer and you try to launch another 

instance of it, you will see a message asking you to confirm running an additional instance.  If you 

confirm AccuSQL/AccuTrack will launch the additional instance. 
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SHARED DATA INSTALLATION 

While you can open AccuSQL 2019 ŀƴŘ Ǌǳƴ ƛǘ ƛƴ άƴŀǘƛǾŜ ƳƻŘŜέΣ ȅƻǳ ǿƛƭƭ ǿŀƴǘ ŀƴ {v[ Server Administrator 

to transfer a database to MSSQL Server for you as soon as he or she can so you can use the product in SQL 

{ŜǊǾŜǊ ƳƻŘŜΦ ¢ƘŜ {v[ {ŜǊǾŜǊ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǿƻǳƭŘ ƴŜŜŘ άǎŀέ ŀŎŎŜǎǎ ǘƻ ōŜ ŀōƭŜ ǘƻ do the transfer and 

he/she uses AccuSQL itself to perform the work. This only applies to the AccuSQL version of the software. 

< Tip: If you cannot get an SQL Administrator to transfer your database right away, you can still begin 

setting up AccuSQL/AccuTrack in native mode. Any of the settings that you have created or records you 

have either entered or imported would be transferred to SQL Server, so you would not lose any work that 

you have already completed. 

UNINSTALLING ACCUSQL/ACCUTRACK 

To remove AccuSQL/AccuTrack from a client machine, run the Windows Programs and Features and 

then select AccuSQL 2019 or AccuTrack 2019 ŦǊƻƳ ǘƘŜ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ άUninstallέΦ   
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SWITCHING TO A BLANK DATABASE 

When you first open AccuSQL/AccuTrack after you install it, you may notice that it copies some files into 

ȅƻǳǊ έ/Υ\Users\Public\tǳōƭƛŎ 5ƻŎǳƳŜƴǘǎέ ŘƻŎǳƳŜƴǘ ŀǊŜŀΦ Lǘ ƛǎ ŎƻǇȅƛƴƎ ǘƘŜ ¢ǳǘƻǊƛƴƎψ{ŀƳǇƭŜ ŘŀǘŀōŀǎŜ, the 

Advising_Sample database, and some other support files it needs to run into that area in a folder called 

ACCUTRACK. !ŦǘŜǊ ƛǘ ƛǎ ŘƻƴŜΣ !ŎŎǳ{v[ ƻǊ !ŎŎǳ¢ǊŀŎƪ ǿƛƭƭ ƻǇŜƴ ƛƴ άƴŀǘƛǾŜέ όƴƻƴ {v[ ǎŜǊǾŜǊ ŘŀǘŀōŀǎŜ ƳƻŘŜύ 

and automatically be pointing to the ǘǳǘƻǊƛƴƎ ǎŀƳǇƭŜ ŘŀǘŀōŀǎŜΦ !ŎŎǳ¢ǊŀŎƪ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ŀ άƴŀǘƛǾŜέ ŀƴŘ 

{v[ {ŜǊǾŜǊ ƳƻŘŜ ŀƴŘ Ŏŀƴ ǘƘƻǳƎƘǘ ƻŦ ŀǎ ǊǳƴƴƛƴƎ άƴŀǘƛǾŜέ ƻƴƭȅ. The tutoring_sample database is a great 

place to practice using AccuSQL/AccuTrack, but you will at some point want to point AccuSQL/AccuTrack 

to a blank database so you can begin building your own center.  

To do so for the AccuSQL version:  

 

You will need your SQL Server system administrator to login to AccuSQL and then select Database >> 

Create Blank DB in SQL.  

If you already have a database you have been using for an older version of AccuSQL, you can continue 

using that database however, you will need to run the SQLDataUpdater.exe located in the folder where 

AccuSQL 2019 is installed with sa permissions in order to add the new tables, columns, triggers, etc. that 

the 2017 version of AccuSQL needs to run properly.  

For detailed information on the above for AccuSQL, please see:  

For AccuTrack Only: You will need to copy the AccuData and the DataDic folder from the installation 

folder of AccuTrack 2019 (default is C:\Program Files(x86)\Accu2019) out to the server where you want to 

put the database. You can then set the AccuTrack 2019 computers to that shared data path. You should 

create a folder above the folder where you will be putting to AccuData and DataDic folders. You also can 

use either a unc path or drive mapping to connect to the database.  

Important: You must give read/write/modify access to the user accounts that will be signing into 

AccuTrack and using the shared database. 

Here are some examples using a unc path and a mapped drive to connect to the shared database. 

1) Using a unc pathΥ [ŜǘΩǎ say you have a server on the network called MYSERVER. On the 

MYSERVER computer, you create a folder called AccuFiles. Under the AccuFiles folder, you copy 

the AccuData (a blank database) and the DataDic folder from the folder where you installed 

AccuTrack on your client computer (default is C:\Program Files(x86)\Accu2019). You would login 

to AccuTrack on your client computer and then go to Database >> Database Location and enter 

\ \MYSERVER\AccuFiles\AccuData for the Data Path. Click Save and then completely exit and 

reopen AccuTrack for the changes to take effect. 

2) Using a mapped driveΥ ¸ƻǳ ŎǊŜŀǘŜ ŀ ƳŀǇǇŜŘ ŘǊƛǾŜ όƭŜǘΩǎ ǎŀȅ ½Υ\) that resolves to the 

MYSERVER\AccuFiles folder. You would login to AccuTrack on your client computer and then go 

to Database >> Database Location and enter Z:\AccuData for the Data Path. Click Save and then 

completely exit and reopen AccuTrack for the changes to take effect. Note: Since drive mapping 
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can change, it is recommended that you use a unc path to connect to the database folder on 

your network. 

For detailed information on the above for AccuSQL, please see:  

USING DATA FILES FROM AN OLDER VERSION OF ACCUSQL/ACCUTRACK  

AccuSQL 2019 includes a built-in data upgrade tool for users of previous versions of AccuSQL.  This data 

upgrade tool will automatically convert your older AccuSQL data 12, 14, or 15) into version 16 (2017) 

format.  This preserves your current data and even configuration. To upgrade an existing AccuSQL 

database, we provide a utility in your AccuSQL installation folder called SQLDataUpdater.exe. This utility 

allows you to pick the SQL Server database you want to upgrade, then will add alter the table structures 

as needed to upgrade the database for use with the current version. This utility must be run against the 

ŘŀǘŀōŀǎŜ ǿƛǘƘ άǎŀέ ǇŜǊƳƛǎǎƛƻƴǎ ǎƻ ȅƻǳ ǿƻǳƭŘ ƴŜŜŘ ǘƻ ƘŀǾŜ ȅƻǳǊ {v[ {ŜǊǾŜǊ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǇŜǊŦƻǊƳ ǘƘŜ 

upgrade. 

For AccuTrack, the upgrade process is run based on the data version of the database versus the Data 

dictionary (DataDic). In the database folder (typically AccuData), you can open the file dataversion.inf in 

Notepad to determine the data version. You can do the same in the DataDic folder to determine its 

version. Please review the video below for details about the upgrade process. 

< Important: You must upgrade your older AccuSQL or AccuTrack database prior to using it, or 

AccuSQL/AccuTrack 2019 will give you errors when it opens. The errors are related to the program looking 

for tables and fields in the database that do not yet exist. If you see errors when you open 

AccuSQL/AccuTrack, the chances are very good that the data has not been upgraded yet. 

- View a video on how to install AccuTrack and also upgrade an older AccuTrack database to 

version 2019. Note: If this is a new installation, then you would merely copy the AccuData (blank 

database folder) and DataDic folder from the folder where AccuTrack 2019 is installed and then 

put them out on the server under a folder called AccuFiles (or whatever you want). All AccuTrack 

stations that are going to be pointing to that database must have read/write/modify access to 

the top lever folder (AccuFiles) and all folders and files under it. Learn about all of these topics in 

the AccuTrack 2019 Database Operations video at: 

https://www.youtube.com/watch?v=JIBLF1b6glw  

- View a video on how to install AccuSQL 2019. If you want to know how to update an older 

AccuSQL database to version 2019, please review the AccuSQL database operations video. 

USING AN ID-READER 

The ID-reader speeds up the sign-in and sign-out process by automating the ID number entry into 

AccuSQL/AccuTrackΦ  LƴǎǘŜŀŘ ƻŦ ǘȅǇƛƴƎ ǘƘŜ L5 ƴǳƳōŜǊǎ ƳŀƴǳŀƭƭȅΣ ǎǘǳŘŜƴǘǎ ƻƴƭȅ ƴŜŜŘ ǘƻ άǎǿƛǇŜέ ǘƘŜƛǊ L5 

card into the reader. 

https://www.youtube.com/watch?v=CI72dKT4CtM
https://www.youtube.com/watch?v=JIBLF1b6glw
https://www.youtube.com/watch?v=DH3m_MjI3yw
https://www.youtube.com/watch?v=1Q5c1K7GAQo


ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL  

  

 
34  

< Back to Contents  > 

 

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 and then the Activities or New User screen 

will appear.  If the student is signing out, a sign-out confirmation message will appear. 

$  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 an available USB port. It will install the 

drivers it needs automatically.  

The reader by default will read whatever you have encoded on your card. If you need to read a specific 

track and/or parts of a track, the reader itself needs to be configured. If you have purchased the reader 

from us, we will assist you in configuring your readers. Please contact us at support@accutrack.org to 

schedule a meeting with us. 

The reader mounts easily or any flat surface and no external power source is required. 

$  Note:  There are two types of ID readers: magnetic stripe and barcode.  Order the one that 

matches your ID card.  

CONFIGURING ACCUSQL/ACCUTRACK FOR YOUR CENTER 

AccuSQL/AccuTrack is flexible software and offers many configuration and setup options.  To prepare the 

software for use at your center, you will need to set it up first.  This section explains how. 

< Tip: It might be easier if you use the software functions gradually.  For example, start by using the 

software for tracking student attendance.  When you get comfortable with that, add tutors and 

assign them activities and schedules, set up appointment scheduling, setup surveys, setup 

workshops, setup media checkouts, and so on. Since AccuSQL and AccuTrack are so flexible, you can 

configure the software to collect exactly what you want based on how you do business at your 

center. 

SETTING UP THE STUDENT ATTENDANCE TRACKING MODULE 

1. Setup the semesterΩǎ ŘŀǘŜ  

mailto:support@accutrack.org?subject=Programming%20Card%20Reader
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2. Enter the student's categories and activities  

3. Set up the sign-in screen options. 

4. If you want to track which tutor the student meets with during the visit, enter the tutors, their 

schedule, and turn on the Tutor Selection option. 

5. If you want to show instructors in the Activities screen, enter the instructors and turn on that 

option. 

6. If you want to track demographics data, set up the profile questions. 

SETTING UP FEEDBACK ON SERVICES  

1. {Ŝǘ ǳǇ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎǳǊǾŜȅ κ ŦŜŜŘōŀŎƪ question. 

2. Set up the survey frequency and options. 

SETTING UP TUTOR RATINGS  

1. Set up the staff-rating questions. 

2. Set up the survey frequency and options. 

SETTING UP WORK-HOURS TRACKING / PAY CALCULATIONS: 

1. Enter tutors. 

2. If you are planning on tracking tutor activities, enter the ǘǳǘƻǊΩǎ ǘŀǎƪǎΦ . 

3. Turn the tutor activities screen on or off and check the maximum tutor sign-in period. 

4. If you want to calculate pay with AccuSQL/AccuTrackΣ ŜƴǘŜǊ ǘƘŜ ǘǳǘƻǊΩǎ Ǉŀȅ ǎŎŀƭŜǎ ŀƴŘ ǊƻǳƴŘƛƴƎ 

rules. 

SETTING UP APPOINTMENTS MANAGEMENT 

1. Enter tutors. 

2. Enter tutor schedules. 

3. If you want to send appointment confirmation or reminders by email, configure the email 

parameters. 

4. Set up the appointments options. 

5. If you want AccuSQL/AccuTrack to send appointment reminder, set up the appointment 

reminder utility. 
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SETTING UP THE MEDIA CHECKOUTS MODULE 

1. Enter your media stock. . 

2. Set up the checkout options. 

 SETTING UP OTHER MODULES: 

¶ Program Assessment module ς ŜƴǘŜǊ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƎǊŀŘŜǎΦ 

¶ Student Athletes tracking ς enter the sports, team members, and required hours. 

¶ Seminar registration tracking ς enter seminars.  

!ƭǎƻ ŘƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ŘŜŦŀǳƭǘ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ID and password and be careful, it can be easy to 

lock yourself out!  

MAINTAINING ACCUSQL/ACCUTRACK 

AccuSQL/AccuTrack requires little maintenance. If you will be running in SQL Server mode, almost all of 

the maintenance is performed in MSSQL Server. Your dba will automate backups and also perform various 

maintenance tasks for you using SQL Server Management Studio (SSMS). 

If you are running AccuTrack, you can use the Database >> Clean feature to commit any deletions and to 

re-index the database. If you ever get a message that something becomes corrupted in your AccuTrack 

database, use Database >> Repair. Important: You must have exclusive access to the AccuTrack database 

to perform either of these operations. 

USING CONTROLS 

AccuSQL/AccuTrack uses two types of controls: standard Windows controls and special controls.  The 

following explains the controls you will encounter while using AccuSQL or AccuTrack. 

LIST BOXES 

 

List boxes are used to display items in a scrollable window.  The items appear in alphabetical order.  If 

there are more items than the list box can show, use the up  and down  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. 
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Drop-down list boxes 

 

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  to display a scrolling list 

of all the items in the drop-down list box.  

 

You can select an item in the list by clicking on it.  The selected item will be visible when the scroll list 

disappears.  

< Tip: To speed up the selection process in a drop-down list box, just type the first character of the 

ƛǘŜƳ ȅƻǳΩǊŜ ǎŜŜƪƛƴƎΦ  ¢ƘŜ 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 

ŎƘŀǊŀŎǘŜǊΩǎ ƪŜȅ ŀƎŀƛƴΦ 

OPTION BUTTONS 

 

Option buttons allow you to select one of a number of choices.  This eliminates the possibility of entering 

invalid data through typos or other mistakes.  To select the appropriate option, simply click on it with the 

mouse.  The selected option will have a dot in its circle.  

CHECK BOXES 

 

Check boxes allow you to enable or disable an item by specifying its Boolean state: True (T) or False (F).  

¢ƻ ǎŜƭŜŎǘ ǘƘŜ ŦŜŀǘǳǊŜΣ ŎƭƛŎƪ ƻƴ ƛǘǎ ŎƘŜŎƪ ōƻȄ ǎƻ ŀƴ άVέ ŀǇǇŜŀǊǎ ƛƴ ƛǘ .  To cancel the feature, click on 

the check box so that it appears empty .  You can also press the <Space> key on your keyboard to 

ǘƻƎƎƭŜ ǘƘŜ ΨVΩ ƻƴ ŀƴŘ ƻŦŦΦ 

TEXT BOXES 
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Use the text box control to add or edit text.  Just click on the text box with the mouse and type your 

entry.   

< Tip: You can use the Windows copy, cut, and paste feature with text boxes.  To copy text from the 

text box, highlight it and then hit Ctrl-C on your keyboard.  To cut text, highlight it and hit Ctrl-X.  To 

paste text in the box, hit Ctrl-V. 

SPINNERS 

 

A spinner is a special text box for entering numbers.  You can make choices by typing the values in the 

spinner box ƻǊ ōȅ άǎǇƛƴƴƛƴƎέ ǘƘǊƻǳƎƘ values by using the arrow keys.  Note that the spinner box has 

minimum, maximum, and jump values. 

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 ŘƛǎǇƭŀȅ ŘƻƴΩǘ Ŧƛǘ ƻƴ ƻƴŜ ǇŀƎŜΦ  ¢ƻ άǘƘǳƳō ǘƘǊƻǳƎƘέ ǘƘŜ ǇŀƎŜǎΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ƻƴ 

the page tab at the top of the page frame. 

SPECIAL ACCUSQL/ACCUTRACK CONTROLS 

SELECTION LIST BOXES 

 

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 two ways: 

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

2) 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. 

< Tip: The Selection List boxes have built in search and sort capabilities.  To sort by a column, click 

on the header of that column.  To search, click on any item in the column and start typing the item 

you are seeking. 

QUICK LOCATE BOX 

To help you find a particular record faster, AccuSQL/AccuTrack includes a Quick Locate tool that you 

can access by clicking on the binocular icon .  The Quick Locate box will pop up: 
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Initially, the large list box shows all the available records.  However, if click on the grid itself on one of 

the columns you want to search in, you can type one or more letters of the record you're looking for in 

the grid, the list will only show matching records.  

SUPERTABLE 

A SuperTable is a powerful control for presenting information.  Not only can you view and select records 

from this table, but you can also sort, search, filter, print, and export the data as well! 

ACTIVE ROW HIGHLIGHT 

The active row in a SuperTable is automatically highlighted to make it easier for you to identify it. 
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SORTING 

To sort by a certain column, simply click on its header with the mouse.  An up arrow appears in the 

header of the table to indicate the sorting order.  And Up arrow indicates A to Z (ascending) order. You 

can reverse the sort order by simply clicking on the header again, to make it descending.  A down arrow 

appears in the header of the table.   

 

SEARCHING 

The SuperTable also offers incremental search capability.  For example, if you would like to quickly go to 

ά¢ƻƳ IŀƴƪǎέΣ ŦƛǊǎǘ ǎƻǊt the records by first name then click on any of the fields in the First Name column 

ŀƴŘ ǘȅǇŜ ά¢ƻƳέΦ  ¸ƻǳ ǿƛƭƭ ƴƻǘƛŎŜ ǘƘŀǘ ǘƘŜ CƛǊǎǘ bŀƳŜ ƭŀōŜƭ ƛƴ ǘƘŜ ŎƻƭǳƳƴ ƘŜŀŘŜǊ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ǎƘƻǿ ǘƘŜ 

letters you are typing, and you will jump to the first record that matches the entered letters.  If there is no 

match, you will stay on the same record. 

< Tip:  To start another search, use the backspace key to delete the previous search, or switch away 

from the control 
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< Tip:  To search date fields, enter the date in this format: YYYYMMDD. 

 

FILTERING 

To filter the records appearing in a SuperTable, click on a cell using the RIGHT mouse button, you will see 

a pop-up menu: 

 

You can now set the filter on the value in the cell, exclude the records with the value in the cell, or clear 

the filter. 

PRINTING 

To print the records appearing in a SuperTable, hit the F5 key on your keyboard or select Report from the 

right click menu options. 
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¸ƻǳ ǿƛƭƭ ǎŜŜ ŀ ǊŜǇƻǊǘ ǿƛǘƘ ǘƘŜ Řŀǘŀ ƻŦ ǘƘƛǎ ǘŀōƭŜΦ  ¸ƻǳ Ŏŀƴ ƴƻǿ ǳǎŜ ǘƘŜ wŜǇƻǊǘΩǎ /ƻƴǘǊol button to print out 

this report. 

EXPORTING THE TABLE DATA 

To export the data displayed in a SuperTable, hit the F6 key on your keyboard or select Export from the 

right click menu options.  You can also right click in the grid and then select Export.  

 

Using either method, you will see this box on the screen once the export begins:  

 

And in a few seconds Microsoft Excel will open with the data: 
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You can now save this sheet and use Excel functions on the data. 

ROW RESIZING 

Sometimes you will need to adjust the width of a column in a SuperTable for best viewing.  To adjust the 

width, move the mouse pointer in the column header area.  The cursor will change to a down arrow .  

Move the cursor vertically above the column line until it changes to vertical resize cursor .  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) 

For even faster resizing, double click on the line separating the columns in the header row.  The 

SuperTable will automatically resize the column to fit its widest record. 

MULTIPLE SELECTION TABLE 
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This table is used when it is possible to select several records.  Each record has a check box on its left 

column.  To select a record, click on the check box in its row.  You can also click on a record with the right 

mouse button and use the pop up menu to filter and then select records. 

 

Tip: When you open a Multiple Selection Grid, if you click on a record it will select its checkbox 

automatically. To avoid that, simply press the Tab key on your keyboard to tab directly on the column you 

want to work with and you can then begin typing an entry to drill down to it or use the right click menu 

options for that column. 

DATE AND TIME ENTRY BOX 
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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/ yyyy format, and enter the time in hh:mm ŦƻǊƳŀǘΦ ¢ȅǇŜ ά!έ ŀŦǘŜǊ ǘƘŜ ǘƛƳŜ ŦƻǊ !aΣ ŀƴŘ άtέ ŦƻǊ 

PM.   

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 popup. 

 

The calendar shows the current month.  You will notice the date entered in the Date and Time Entry box 

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 

ƳƻƴǘƘΣ ǳǎŜ ǘƘŜ ǎƛƴƎƭŜ ŀǊǊƻǿ ōǳǘǘƻƴǎΦ  ¢ƘŜ ǊƛƎƘǘ ŀǊǊƻǿ ōǳǘǘƻƴ άҔέ ǿƛƭƭ ƛƴŎǊŜƳŜƴǘ ǘƘŜ ƳƻƴǘƘΣ ǿƘƛƭŜ ǘƘŜ ƭŜŦǘ 

ŀǊǊƻǿ άғέ ǿƛƭƭ ŘŜŎǊŜƳŜƴǘ ƛǘΦ  ¢ƻ ǾƛŜǿ ŀ ŘƛŦŦŜǊŜƴǘ ȅŜŀǊΣ ǳǎŜ ǘƘŜ ŘƻǳōƭŜ ŀǊǊƻǿ ōǳǘǘƻƴǎΦ  ¢ƘŜ ŘƻǳōƭŜ ǊƛƎƘǘ 

ŀǊǊƻǿ ōǳǘǘƻƴ άҔҔέǿƛƭƭ ƛƴŎǊŜƳŜƴǘ ǘƘŜ ȅŜŀǊΣ ǿƘƛƭŜ ǘƘŜ ŘƻǳōƭŜ ƭŜŦǘ ŀǊǊƻǿ ōǳǘǘƻƴ άғғέ ōǳǘǘƻƴ ŘŜŎǊŜƳŜƴǘ ƛǘΦ  

To change the time, use the spinner up and down arrows, or type in the time manually.   

²ƘŜƴ ȅƻǳ ŦƛƴƛǎƘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŘŀǘŜ ŀƴŘ ǘƛƳŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άhYέ ōǳǘǘƻƴΣ ŀƴŘ ǘƘŜ 5ŀǘŜ ŀƴŘ ¢ƛme Entry box 

will be updated with the selected date and time values.  

CALENDAR DATE AND TIME ENTRY BOX 
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This control is also used for selecting date and time and is similar to the one discussed above.  Here is how 

to use it: 

¶ To enter the time, type it in or highlight the hour or minute and use the spinner control.   

¶ To enter the date, type it in or click on the Calendar icon.  When the calendar is up, you can 

change the month by clicking on the current month and selecting a different month from the 

pop-up list box: 

¶ To change the year, click on the current year and use the pop-up up and down arrow keys to 

select a different year: 

¶ To change the month, use the two arrow keys on the sides of the calendar: 

PERIOD SELECTION BOX 

 

The Period Selection box consists of a drop-down box and two Date and Time entry boxes.  Use the drop-

down box to select a preset period such as last week, and next month.  When you make a selection from 

this drop-Řƻǿƴ ōƻȄΣ ǘƘŜ άCǊƻƳέ ŀƴŘ ά¢ƻέ Date and Time entry boxes will automatically update to reflect 

the selected period. 

If you would rather use a specific period instead of one from the drop-down box, simply enter the date 

ŀƴŘ ǘƛƳŜ ƛƴ ǘƘŜ άCǊƻƳέ ŀƴŘ ά¢ƻέ boxes.  You can make the entry via keyboard or via the calendar as 

explained in the Date and Time Entry box section above. 
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< Tip: ¢ƘŜ ŘŀǘŜǎ ŀǇǇŜŀǊƛƴƎ ǿƘŜƴ ά¢Ƙƛǎ {ŜƳŜǎǘŜǊέ ƛǎ ǎŜƭŜŎǘŜŘ ŀǊŜ ǎŜǘ ǳǇ Ǿƛŀ ǘƘŜ {ŜǘǳǇ ς Center 

Setup ς Semesters Setup screen. 

USING ACCUSQL/ACCUTRACK SCREENS 

To make it easier for you to use AccuSQL/AccuTrack, we designed a standard interface for their screens.  

Once you learn how to use this interface, you can easily use any AccuSQL/AccuTrack screen using this 

interface. 

The standard interface will have a SuperTable (see above for info on this powerful control).  Under this 

table you will see controls for data entry ς usually text boxes.  In most screens you will also see a check 

ōƻȄ ƳŀǊƪŜŘ ά!ŎǘƛǾŜέΦ  ¦ƴŘŜǊ ǘƘŜ Řŀǘŀ ŜƴǘǊȅ ŎƻƴǘǊƻƭǎΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘǊŜŜ ōǳǘǘƻƴǎ ƳŀǊƪŜŘ ά!ŘŘέΣ άEditέΣ ŀƴŘ 

άDeleteέΦ 

< Tip: You can use the standard SuperTable functions to locate a specific record.  These include 

sorting, searching, and filtering.  You can also print the data in the SuperTable and export it. 

When you have data records to view, the SuperTable will display these records.  When you select one of 

these records by clicking on it, its information will appear in the data entry controls under the SuperTable.  

This way you can see the details of each record by simply clicking on it. 

¢ƻ ŀŘŘ ƴŜǿ ǊŜŎƻǊŘǎΣ ǎƛƳǇƭȅ ŎƭƛŎƪ ά!ŘŘέΦ  ¢ƘŜ Řŀǘŀ ŜƴǘǊȅ ŎƻƴǘǊƻƭǎ ǿƛƭƭ ōŜ ŜƴŀōƭŜŘ ŀƴŘ ōƭŀƴƪŜŘ ƻǳǘΦ  !ƭǎƻ 

ǘƘŜ ά!ŘŘέ ŀƴŘ ά9Řƛǘέ ōǳǘǘƻƴǎ ǿƛƭƭ ŎƘŀƴƎŜ ǘƻ ά{ŀǾŜέ ŀƴŘ ά/ŀƴŎŜƭέ όƻǊ άwŜǾŜǊǘέύ 

You can now use the text entry controls to enter the information.  For example, type in the text boxes.  

²ƘŜƴ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ  ¢ƘŜ ǘŜȄǘ ŜƴǘǊȅ ōƻȄŜǎ ǿƛƭƭ ōŜ ŘƛǎŀōƭŜŘ ŀƎŀƛƴΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ 

new record appear in the SuperTable.  The new record will be highlighted in the table. 

To edit an existing record, first select it in the SuperTable ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴΦ  ¢ƘŜ ǊŜŎƻǊŘΩǎ 

info will appear in the data ŜƴǘǊȅ ŎƻƴǘǊƻƭǎΦ  ¸ƻǳ Ŏŀƴ ƴƻǿ ǳǇŘŀǘŜ ǘƘŜ ǊŜŎƻǊŘǎ ŀƴŘ ŎƭƛŎƪ ά{ŀǾŜέ ǘƻ ƪŜŜǇ ǘƘŜ 

ŎƘŀƴƎŜǎ ƻǊ άwŜǾŜǊǘέ ǘƻ ǳƴŘƻ ǘƘŜƳΦ 

< Tip: You can also edit a record by simply double clicking on it in the SuperTable. 

¢ƻ ŘŜƭŜǘŜ ŀ ǊŜŎƻǊŘΣ ǎƛƳǇƭȅ ǎŜƭŜŎǘ ƛǘ ŀƴŘ ŎƭƛŎƪ ά5ŜƭŜǘŜέΦ  AccuSQL/AccuTrack will ask you to confirm this 

ŀŎǘƛƻƴΦ  LŦ ȅƻǳ ŀƴǎǿŜǊ ά¸Ŝǎέ ǘƘŜ ǊŜŎƻǊŘ ǿƛƭƭ ōŜ ŘŜƭŜǘŜŘΦ 

Note that ƛƴ Ƴƻǎǘ ǎŎǊŜŜƴǎΣ ǘƘŜ Řŀǘŀ ŜƴǘǊȅ ŎƻƴǘǊƻƭǎ ƛƴŎƭǳŘŜ ŀ ŎƘŜŎƪ ōƻȄ ƭŀōŜƭŜŘ ά!ŎǘƛǾŜέΦ  !ŎǘƛǾŜ ǊŜŎƻǊŘǎ 

are those currently used in your system.  If you no longer need a record, it is highly recommended that 

you make it inactive instead of deleting it.  This way the record will no longer show in most screens, but it 

will still be available for historical reporting.  
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THE INTRO SCREEN 

When you launch AccuSQL/AccuTrack, the Intro Screen will appear. 

You will notice your college name and license type appearing in the licensing box Splash screen. After a 

few seconds, the intro screen will disappear and you will see the Main Sign-in Screen. Also, you may see a 

Tool Tips screen that provides helpful hints about AccuSQL/AccuTrack usage. 

MAIN SIGN-IN SCREEN 

Module: Sign-in 

Purpose: Main screen for students, tutors, and administrators to sign-in and sign-out. 

Access: This screen is opened at AccuSQL/AccuTrackΩǎ ƭŀǳƴŎƘΦ 

< Tip: When you open AccuSQL/AccuTrack, it will be in full screen (kiosk) mode by default. Kiosk 

mode should be used for any sign-in stations where students will be signing into the system. For 

administrators, you would typically want to turn off kiosk mode so you can minimize 
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AccuSQL/AccuTrack when you are not using it. That is accomplished in the Sign-in Setup >> Setup 

screen by unchecking the Run in Kiosk mode (Applies to this station) checkbox and clicking Save. 

 

The Main Sign-in screen has a welcome message at the top.  You can change this message in the Sign-in 

Setup >> Setup screen.  Under this message, you will see your college logo.  The AccuSQL/AccuTrack staff 

programmed this logo for you before shipping the software.  Under the logo you may see a general 

announcement box.  You can change the text and visibility of this box also in the Sign-in Setup >> Setup 

screen.  Under the general announcements box you will see an ID Entry box.  The current date and time 

appear under the ID Entry box. 

$  Note:  AccuSQL/AccuTrack ŘŜǇŜƴŘǎ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ŎƭƻŎƪ ǿƘŜƴ ǊŜŎƻǊŘƛƴƎ ǘƘŜ ǎƛƎƴ-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.  

To sign in, simply enter your ID number in the ID Entry box and press the <Enter> key on your keyboard or 

click on the arrow with the mouse.   

< Tip:  The sign-in ID is set to a 9 digit format by default (XXXXXXXXX), however, you can 
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change the ID format to whatever you like via the System >> Setup >> ID Settings Options screen 

- up to 40 characters long. The minimum length is 4 characters. You can also use a secondary 

card ID, discussed in more detail later. 

When you enter an ID in the box, one of the following will happen: 

1. If you enter a new ID number that is not in the database, you will see the New User screen. 

2. If you enter a student ID for a student that is in the database and the student is signed out, you 

will see the Activities screen. If enabled, you may also see a Join the AccuSQL/AccuTrack 

Communities pop-up screen (if it is a first-time student sign in). This can be enabled or disabled in 

the Sign in Setup >> Setup >> Welcome Screen Options menu. 

3. If you enter a student ID for a student that is in the database and the student is signed in, you 

will be signed out and you will see a sign-out confirmation message.  Depending on the setup, 

you might also see a feedback collection form. 

4. If you enter a student ID for a student showing up for an appointment, and the software is set up 

to automatically pick up the activity, you will be signed in and you will see an appointment sign-in 

confirmation message. 

5. If you enter a tutor ID number for a tutor, you will see the tutor control pad. 

6. If you enter an administrator ID number, you will see a password box. 

SIGNING IN OR OUT CONFIRMATION MESSAGE 

The sign-in confirmation message appears when the student successfully signs into the system from the 

Main screen.  

 

The sign-out confirmation ƳŜǎǎŀƎŜ ŀǇǇŜŀǊǎ ǿƘŜƴ ǎǘǳŘŜƴǘǎ ǎƛƎƴ ƻǳǘΦ  ¢ƘŜ ƳŜǎǎŀƎŜ ǎƘƻǿǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 

name, sign-out date and time, sign-in period for current session, and total time spent on the activity and 

in the center. 

 

$  Note: the ΨǎŜƳŜǎǘŜǊΩ statiǎǘƛŎǎ ŀǊŜ ŎŀƭŎǳƭŀǘŜŘ ŦǊƻƳ ǎŜƳŜǎǘŜǊΩǎ ǎǘŀǊǘ ŘŀǘŜΦ  The weekly 
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statistics are calculated from the first day of the week as it is set up in the Options screen. 

$  Note: If you turn positive hours on in the Options screen, the statistics in the sign-out 

confirmation box will be displayed in positive hours.  

< Tip: The confirmation message box will appear on the screen for a few seconds. You can 

increase or decrease the default display period via the Option screen.  However, the next 

student does not need to wait for the confirmation box to disappear.  Moving the mouse or 

typing on the keyboard (e.g. typing a sign-in ID number) will make the box disappear.  The typed 

numbers will be preserved and passed to the sign-in box. 

TUTOR SIGN-IN 

You can use AccuSQL/AccuTrack to track your tutorΩǎ ǿƻǊƪ ƘƻǳǊǎΦ  ²ƘŜƴ tutors sign in, they will see the 

Tutor Control Pad: 

 

Anyone you have added in the Users >> Tutors screen will be accessing the Tutor Pad at sign in. If the 

tutor is signing in to work, he/she ǿƻǳƭŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά[ƻƎ ƛƴ ŀǎ Staffέ ōǳǘǘƻƴΦ  5ŜǇŜƴŘƛƴƎ ƻƴ Ƙƻǿ ǘƘŜ 

software is configured, the tutor will be signed in at this screen, or AccuSQL/AccuTrack will display the 

ǘǳǘƻǊΩǎ ¢ŀǎƪǎ screen. 

If the tutor is signing in as a student (e.g. to get help from another tutor), then he/she would ŎƭƛŎƪ ǘƘŜ ά[ƻƎ 

ƛƴ ŀǎ {ǘǳŘŜƴǘέ ōǳǘǘƻƴΦ  AccuSQL/AccuTrack will proceed with a regular student sign-in procedure. Any of 

the buttons available on the Tutor Pad can be disabled in the System >> Setup >> Student and Tutor Pad 

Options screen. The Tutor Pad is discussed in greater detail later in this document. 
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SIGN-IN SCREEN BUTTONS  

 

The buttons at the bottom of the Main Sign-in screen give students the ability to use certain screens in 

AccuSQL/AccuTrack.  If you like, you can make some or all of these buttons disappear by updating the 

settings in the Options screen.  Here is an explanation of the functionality of these buttons: 

Guest Sign in: Clicking this button will allow visitors to sign in who have not been entered yet as students. 

They would get the normal student sign-in screens. In reports, all sign-ins for guests are listed under the 

ƘŜŀŘƛƴƎ ά!ŎŎǳ¢ǊŀŎƪ DǳŜǎǘέΦ 

Appointments: Click to enter a student ID, view appointments, and open either the Quick Scheduler or 

Appointments Wizard, which is used for scheduling appointments.  Enable this button if you want 

students to be able to schedule appointments from the Main Sign-in screen. 

Seminar Sign-up: Clicking this box will bring up the seminar registration screen. Useful if you want 

students or student groups to be able to sign up for seminars or workshops via AccuSQL/AccuTrack. 

²ƘƻΩǎ ƛƴΥ  Brings up a list of tutors who are signed in. You can also make this screen display students who 

are signed in by changing an option in Options screen. 

Messaging Center: Brings up the Messaging Center to enable students to send email and 

AccuSQL/AccuTrack messages to other AccuSQL/AccuTrack users. 

Intake System: Clicking this button allows students to see where they are in line if you are using the 

Intake System option. Admins can also sign students in using this option. 

Intake System: Clicking this button will bring up the tutor waiting list screen. 

Media Checkouts: Use to check media in or out. Useful if system is used by tutors who signs students in 

and out and check media out. 

Activity Waiting List: If you enable the Waiting List function, this button will show students who are 

currently on the waiting list.   

Exit AccuSQL/AccuTrack: If you want students to exit the software from the Main Sign-in screen, enable 

this button. 
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NEW STUDENT SCREEN 

Module: Student sign-in. 

Purpose: To collect information about new student. 

Access: This screen appears to student during sign-in if they are not already in the database, or if they are 

ƛƴ ǘƘŜ ŘŀǘŀōŀǎŜ ōǳǘ ǘƘŜ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ŎƭƛŎƪŜŘ ǘƘŜ ά¦ǇŘŀǘŜ tǊƻŦƛƭŜέ ōǳǘǘƻƴ ƛƴ ǘhe Options screen. You can 

decide whether you want to show the New Student screen or not when AccuSQL/AccuTrack does not find 

a match for the ID entered at sign in. This option is located in Sign in Setup >> Setup >> New Student 

options. 

Important: While students can enter themselves into the system using this option, it is preferable to 

ƛƳǇƻǊǘ ǘƘŜ ǎǘǳŘŜƴǘ Řŀǘŀ ƛŦ ǇƻǎǎƛōƭŜ ǘƻ ƪŜŜǇ ǘƘŜ Řŀǘŀ ŀǎ άŎƭŜŀƴέ ŀǎ ǇƻǎǎƛōƭŜΦ tƭŜŀǎŜ ǎŜŜ ǘƘŜ άLƳǇƻǊǘέ 

section of this manual. Also, you can disable new students in the Users >> Setup New Student Options 

ǎŎǊŜŜƴ ōȅ ǳƴŎƘŜŎƪƛƴƎ ǘƘŜ ά!ƭƭƻǿ ƴŜǿ ǎǘǳŘŜƴǘǎέ ŎƘŜŎƪōƻȄΦ 

 

The New Student screen shows your sign-in ID number at the top.  This screen will collect some 

information from the visitors.  Note that this screen will only appear to new visitors if you decide to show 

it. 
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< Tip: ¢ƘŜ ƳƛƴƛƳǳƳ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜǉǳƛǊŜŘ ƛƴ ǘƘƛǎ ǎŎǊŜŜƴ ƛǎ ǘƘŜ ǾƛǎƛǘƻǊΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜΦ  ¢ƘŜ 

rest of the fields can be set as optional.  The administrator can even remove all other fields on 

this screen. 

Starting with the field on the left, type in your first name, use the mouse or <Tab> button on the keyboard 

to move to the next field and fill in your middle and then your last name. 

< Tip:  You do not need to hold the <Shift> key down while entering the first letter of the 

name.  AccuSQL/AccuTrack will automatically capitalize the first letter as you type it.  You can 

also configure the software to automatically fix the capitalization of all the names at once. 

After typing the name, enter the rest of the contact information such as the e-mail address, city state, zip, 

etc.  If the software is configured to send email notifications when appointments are set or canceled, the 

Email address you enter here will be used to send these notifications. If you are going to use text 

messaging, the Cell field will be the number used to send text messages to the student. 

If your center tracks demographics, you will also see the student profile questions.  For each question, 

select the answer that applies to you from the drop-down list box. 

< Tip:  Depending on how the software is configured, the profile questions may or may not be 

visible.  The configuration will also determine whether an answer is required for the question.  

Required questions are shown with a red dot next to them. 

 

< Tip:  The phone prefix, email suffix, city and state can be prefilled by entering the 

information in the Sign in Setup >> Setup >> New Student options screen. You can also show or 

hide these options for new students in the same setup screen. 

!ŦǘŜǊ ŦƛƭƭƛƴƎ ƛƴ ŀƭƭ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ άContinueέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ǘƘŜ ǎƛƎƴ ƛƴΦ  ¢Ƙƛǎ ǿƛƭƭ 

take you to the Activities screen. 

ACTIVITY SELECTION SCREEN 

Module: Student sign-in 

Purpose: To allow the student to select the activity he/she will be using. 

Access: This screen can appear to student during sign in, or if so desired, you can bypass it completely. In 

that case, however, you would only be collecting the sign in and sign out times. 
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If enabled, this screen is displayed to students at every sign-in.  The Activity Selection screen allows asking 

the student for four types of information: 

1. Category: The menu is grouped into categories for easier identification.  First, select the category 

of the activity by clicking on it in the upper list box.  Next select the activity itself by clicking on it 

in the lower left list box. 

2. Service Type: To select the type of service you want to use, simply select it from the Service Type 

drop-down box. 

3. Instructor: When you select an activity, its instructor or instructors (typically professors that 

teach the class) are shown in the Instructor list box.  Select the instructor of the activity by 

clicking on him or her. 

After selecting the above options, click the "Continue" button to continue with the sign-in.  Depending on 

how you setup the system, you may get a box asking if you want to report the visit to the instructor. 

Reported visits can be used to automatically send scheduled reports to the instructors. Click either Yes or 

No to continue. 

$  Note:  Items appearing in the Activity Selection screen are entered via screens in the Sign-in 
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Setup section of the software.  This includes the categories & activities, instructors, and service 

types.  The administrator can also change the text labels appearing in this screen, and can make 

these boxes disappear if not needed.  

 

$  Note:  The Activity Selection screen can be turned off completely if not needed.  If you do 

not need to know what students do during their visits, you can disable the display of this screen 

via an option in the Options screen.  

TUTOR SELECTION SCREEN 

Module: Student sign-in. 

Purpose: To track which tutor the student met with during the visit. 

Access: If setup, this screen appears to students after the Activities screen during sign-in. 

 
The large list box in the middle of this screen lists the tutors available for the activity you selected in the 
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Activity Selection screen.  Select the tutor you are seeing by clicking on his or her name, and then click 

άSign Inά ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǎƛƎƴ-in. Tutors are the people that work in the center and help students. 

< Tip:  You can also double click on the name to sign in to it. 

You will see a confirmation message showing your name, sign in date, and sign in time. 

 

The system is now waiting for the next student to sign in or out. 

$  Note:  LŦ ǘƘŜ ǎǘǳŘŜƴǘ ǎŜƭŜŎǘǎ άUnknownέ from the list, AccuSQL/AccuTrack will ask the 

student to indicate which tutor he met at sign-out ǘƛƳŜΦ  ¢ƘŜ ǎǘǳŘŜƴǘ Ŏŀƴ ŀƭǎƻ ǎŜƭŜŎǘ άNoneέ ǘƻ 

indicate that he is not meeting with a tutor (e.g. self-study).  
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FEEDBACK SCREEN 

Module: Student sign-in. 

Purpose: To collect feedback from students. 

Access: If setup, this screen appears to student during sign-out time.  

If configured to do so, AccuSQL/AccuTrack will display a survey screen  at student sign-in or out.  

AccuSQL/AccuTrack can present two types of surveys: Tutor ratings and services.  Here is an example of a 

survey: 

 

The student can use the drop-down boxes to answer a survey question. The student can also enter 

comments in the edit box at the bottom of the survey screen.  The administrator sets the questions and 

the answers scale.   

< Tip: Questions that require an answer are marked with blue font for easier identification.  

AccuSQL/AccuTrack will prompt you to answer all required questions before completing the sign 
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out. 

Click on "Done" to complete the sign-out process. 

SEMINAR SIGN-UP 

Module: Seminar registration. 

Purpose: To allow the student to register to seminars and workshops. 

Access: This screen appears to student when clicking the "Seminar sign-up" button in the main sign in 

screen. 

 
The screen lists open seminars in the list box at the top.  To sign up for a seminar, the student can click 

the "Register" button. The "Register" button will be disabled if the registration date/time has passed or if 

that seminar's registration is closed, cancelled, or filled.  

 

< Tip: If the student is already registered for the seminar, a check will appear in the checkbox in 

the Registered column. 
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After registering to the seminar, the student should click on the "Close" button to return to the main sign-

in screen. 

 

$  Note:  New for version 2016 and later, you can now initiate a Seminar Sign-in from the Tutor 

Pad and then determine which students that signed up for the seminar actually showed up for it. 

You can also allow only select students or a student group to be allowed to register. 

 

APPOINTMENTS SIGN-UP  

Module: Appointments. 

Purpose: To allow the student to find open slots and schedule appointments. 

Access: This screen appears to student when clicking the "Appointments" button in the main sign in 

screen.  

/ƭƛŎƪƛƴƎ ƻƴ ά!ǇǇƻƛƴǘƳŜƴǘǎέ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘ Ƴŀƛƴ ǎƛƎƴ-in screen will bring up a box asking the student for 

his or her ID number.  Once entered, the student has the options to view and or cancel existing 

appointments, or to create new ones.  

 

If View/Cancel Appointment is selected, then the Cancel Appointment window will open. To cancel an 

appointment, the student would click the checkboxes next to one or more of the appointments then click 

the Cancel Appointment button at the bottom of the screen.  
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< Tip: You can set rules about appointment cancellations in the View Appointments >> Setup >> 

Restriction Options screen. 

 

$  Note:  If you want to enable students to be able to make appointments via a Web-browser, 

the Web Gateway MVC plugin is a perfect solution for you. Please contact us at 

info@engineerica.com to get the details. 

 

 If Schedule New Appointment is selected, then either the Appointment Wizard or the Quick Scheduler 

screen will open, depending in which scheduler you choose to present to your students in the Set 

Appointments >> Setup screen. 

 

 

mailto:info@engineerica.com
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SCHEDULING AN APPOINTMENT USING QUICK SCHEDULER 

From the main sign-in screen, the student would click the Appointments button: 

 

Then enter his/her ID in the Student ID box: 

 

The Create or View/Cancel Appointments screen will open: 

 

If Schedule New Appointment is selected, after the student press OK, the Quick Scheduler screen will 

open: 
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Click a Category on the left (1) and the activities listed for that category will appear in the (2) Select 

Activity list. Click the activity for which the appointment will be scheduled. Next, click the date when the 

appointment will occur. You can click the left or right arrows to scroll day by day, or click the drop-down 

box next to the date display to select a day from a calendar view. 

A list of tutors that are available for the selected activity and for the selected day (based on the tutor 

activity assignments and tutor schedules you have created) will appear in the (4) Select an open slot 

display area. 

To schedule the appointment, click on the O (which stands for open) on a time slot adjacent to the 

desired tutor. The Scheduling Appointment box will appear: 
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Based on your appointment rules (min and max appointment length settings you can click the Duration 

drop-down box to expand the appointment length. You can also add any notes for that appointment. Click 

the Schedule button to schedule the appointment. After you click Schedule, the system will send an 

appointment confirmation to the tutor and student and remove the O (open) slot from the appointment 

grid.  

Note: If you use group appointments, then the O (open) slot will remain until the max number of students 

in group appointment settings are reached, then the open slot will be removed. 
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TUTORS SIGN-IN  

You can use AccuSQL/AccuTrack to track your tutor work hours. Tutor sign-ins are saved in their own table 

and are reported separately.  

To track tutor work hours, first enter the tutor info in the Tutor screen. When a tutor signs in: 

 

The Tutor Pad will appear: 

 

Note: The Tutor Pad can be configured to either require an ID and password for tutor logins, or require an 

ID only. These settings are discussed in the Tutor Pad options, found later in this document. 

The Tutor Pad has the following buttons: 

 

¶ Admin: If the admin gives the tutor access to the administration screen, this button will be 

enabled.  Clicking on it will take the tutor to the System Administration screen. Note: The options 

available for tutors to access in Admin is set in the System Access >> System Access Groups 

screen. Select the Tutors group and then select Edit to modify those settings. 

¶ Session Log: Launches the Session Log screen where tutors can enter notes for any sessions they 

have had with students and/or fill out the Session Questionnaire. 

¶ Class Sign-in: Starts a class sign-in session. Details below. 

¶ Reports: Allows tutor to generate reports as determined by the. Reports Access for the Tutors 

access group. 

¶ Generic Viewer: Launches a generic appointment viewer. 

¶ Monthly Viewer: Launches a monthly appointment viewer. 

¶ Weekly Viewer: Launches a weekly appointment viewer. 

¶ Daily Viewer: Launches a daily appointment viewer. 
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¶ Log in as Staff: Sign in as a tutor. You have the option to either have the tutors sign in and record 

their work period, or you can setup Tutor Visits Tracking >> Tasks to create categories and then 

tasks under them that that tutors can select from at sign-in. 

¶ Log in as Student: Sign in as a studeƴǘ ǘƻ ǳǎŜ ǘƘŜ ŎŜƴǘŜǊΩǎ ǎŜǊǾƛŎŜǎΦ Note: You can add tutors and 

students in AccuSQL/AccuTrack using the same ID. This is the only condition where any users can 

have the same ID entered in the system. 

¶ Schedule: 5ƛǎǇƭŀȅǎ ǘǳǘƻǊΩǎ ǎŎƘŜŘǳƭŜ ŀƴŘ ŀƭƭƻǿǎ ǘǳǘƻǊ to create their own regular (semester) or 

custom schedules. 

¶ Students in Line: If Intake System is turned on and admin allows it, tutors can see the students 

waiting to see them and then sign the students in. 

¶ Seminar Sign in: If any seminars are available (i.e. are set to start in the next 30 minutes), click 

this button to select the seminar and then students can sign into it so you can collect attendance. 

Details below. 

¶ Launch AccuBuzz: Allows tutors to receive alerts at their computers when a student signs in to 

see them or is placed in the Intake System. The alerts appear as pop-up boxes from their 

windows taskbar. Note: the AccuBuzz program runs external to AccuSQL/AccuTrack. 

¶ Change Password: Allows the tutor to change his or her password. 

¶ Exit: Close the Tutor Control Pad. 

CLASS SIGN-IN 

If you have a large group of students signing in to the same activity and working with the same tutor, you 

can use the class sign-in mode to quickly sign these students in.  This is useful, for example, for signing 

students into SI (Supplemental Instruction) classes.  To start a Class Sign-in session, the tutor needs to 

click on the Class Sign-in button: 

 

AccuSQL/AccuTrack will display a list of the activities the tutor is associated with: 
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The tutor can then select the activity he/she wants to mass students to by double clicking on it. The 

message on top of the ID Entry box will change to indicate the mass sign-in mode.  The mass sign-in class 

ŀƴŘ ǘǳǘƻǊΩǎ ƴame will appear in the message: 

 

AccuSQL/AccuTrack will sign the tutor in.  Students can now sign in by simply entering their ID number.  

The class and tutor are automatically selected. 
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To end class sign-in, ŎƭƛŎƪ ƻƴ ǘƘŜ ά9ƴŘ /ƭŀǎǎ {ƛƎƴ ƛƴέ ōǳǘǘƻƴΦ 

$  Note:  Only students who are already in the AccuSQL/AccuTrack database can sign in while 

in class sign-in mode.  New students are not allowed while in this mode. 

CLASS SIGN OUT 

When the tutor who activated a class sign-in session signs out, AccuSQL/AccuTrack will display this box: 
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The tutor can keep the default session end-time, which defaults to one hour, or he/she can adjust it and 

click ά5ƻƴŜέΦ  AccuSQL/AccuTrack will sign the tutor out and will also sign out all the students of the class 

sign-in session. 

$  Note:  You can password protect the End Class Sign in Option in the Users >> Setup >> Student and 

Tutor Pad Options screen. 

SEMINAR SIGN IN 

When you create Seminars in AccuSQL/AccuTrack, there are settings for the date and time when the 

seminar starts and when it ends.  Using those settings, a tutor can initiate the Seminar Sign in for the 

seminar. 30 minutes before the seminar is set to being, it will automatically be available in the Seminar 

Sign-in Pick list.  

To initiate the Seminar sign in, login as a tutor and then select the Seminar Sign In button from the Tutor 

Pad: 

 

Any seminars that will be starting within a 30 minute window will be available from the pick list. Select the 

seminar students will be signing into and click OK. 
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You will be returned back to the Main Sign in Screen with that seminar selected.  

 

Students can then sign into the seminar by entering their IDs. 
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If the student tries to sign in and is not registered for the seminar, they will get a message indicating they 

cannot sign in. 

 

< Tip: Since the AccuSQL/AccuTrack station will be locked down while the seminar sign-in process 

is active, if you need to register a ǎǘǳŘŜƴǘ ŦƻǊ ǘƘŜ ǎŜƳƛƴŀǊ άƻƴ ǘƘŜ Ŧƭȅέ ǎƻ ǘƘŜȅ ƘŀǾŜ ǘƘŜ ŎŀǇŀŎƛǘȅ ǘƻ 

sign-in, you can open a second AccuSQL or AccuTrack, login as an admin and then go to Seminars >> 

Seminar Status to register the student . 

SYSTEM ADMINISTRATION SCREEN 

Module: System Administration 

Purpose: To setup the software configuration settings, add data, and generate reports. 

Access: From the Main Sign-in screen, enter the System Administration ID and password. 

The System Administration screen provides access to setting up the software and generating reports.  To 

access the System Administration screen, you need to enter the administrator ID  and password.  For new 

installations, the ID is άмммммммммέ and the password ƛǎ άNEWέ όŀƭƭ ǳǇǇŜǊ case): 

 

Enter the ID and press the Enter key on the keyboard. Now enter the password and press the Enter key on 

the keyboard. If you enter the correct ID and password, you will see the System Administration screen. 
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ORGANIZATION OF THE SYSTEM ADMINISTRATION SCREEN 

The System Administration screen contains several elements. Please review the following screen to see 

how these elements are organized. 

 

The left side of the System Administration screen contains the System Administrative Modules you will be 

accessing in AccuSQL/AccuTrack. If you click on one of the available modules, then the buttons associated 

with that module will appear in the center.  For example, if you clicked on Sign-in Setup, then the modules 

associated with Sign-in Setup will appear in the center area.  

Since the Sign-in Setup module was selected from the System Administrative Modules, if you click the 

Report link or the Reports Center link (both at the bottom right of the screen) you will be accessing the 

Sign-in Setup Reports available in AccuSQL/AccuTrack.  
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If you click the Setup link (bottom right of screen) you will see the various Control Panel options related to 

Sign-ins Setup. 

 

Each of the modules will behave in the same way. So for example, if you click Users (yours may be called 

Students, but is it the top left option in the System Administrative Modules), you will see the setup 

screens for Users (students, tutors, instructors, etc.). If you click Reports, you will see all reports related to 

Users and if you click Setup, you will see the Control Panel options for Users. 

$  Note: Depending on your access level, some of the options on this screen may not be available 

to you. The options available for access levels are setup using Access Groups. 
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CUSTOMIZING THE MAIN MENU OPTIONS  

You can reset the order of your Main Menu options and also change the labels for what those menus 

display. To do so, click Customize Menu from the System Administration screen. 

 

 

To change the order of a module, click on it in the list on the left, then you can hold the left mouse button 

and drag the item either up or down to its new position. After you are done, click the Save Order button 

to save your changes. Also, you can click Reset Order to put the list items back to their original order.  

In the following example, the View Appointments and Set Appointments modules have been moved to 

the top position in the list. 
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After clicking Save Order, and then Exit, the changes will be reflected in the System Administration screen. 
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In the Customize menu screen, you also have the option to change the menu labels and also to hide the 

menu options that you will not use. To change a label, click on it in the list on the left, then click the Edit 

button. In the following example, the label Workshops has been changed to Seminars. 
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After you have changed the label, click Save and then Exit. Your changes will be reflected in the System 

Administrative Modules options. 

To hide a module, click on it in the Customize Menu screen, then click Edit. You can then uncheck the 

άVisibleέ checkbox to hide the menu item. After you are done, press Save and Exit and your changes will 

be reflected in the System Administrative Modules. 

Note: If you want to reset the modules to their original settings, click the άReset Menu Items to Defaultέ 

button. 

USERS SETUP 

When you click on Users from the Main Menu, you will see the following options. Note: Depending on 

ȅƻǳǊ ǾŜǊǎƛƻƴΣ ǘƘƛǎ ƻǇǘƛƻƴ Ƴŀȅ ōŜ ƭŀōŜƭŜŘ ŀǎ ά{ǘǳŘŜƴǘǎέΦ 

¶ Students: Use ǘƻ ǎŜǘ ǳǇ ǎǘǳŘŜƴǘǎΩ ŘŀǘŀΦ 

¶ ¢ǳǘƻǊǎΥ ¦ǎŜ ǘƻ ǎŜǘ ǳǇ ǘǳǘƻǊΩǎ ŘŀǘŀΦ 

¶ Instructors: Use to add or edit instructors. 

¶ System Administrators: Use to set up system administrators and assign them an access group.  
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¶ Student Groups: Allows you to view and manually build student groups. These groups can be 

used as filters in several places in the system. 

¶ Student Athletes: Allows you to create sports and then register students in them. You can also 

create required hours for members of these teams. 

¶ Grants Recipients: Allows you to create grant definitions and then assign them to students. 

¶ Tutor Groups: Allows you to view and manually build tutor groups. These groups can be used as 

filters in several places in the system. 

The following sections contain more information on the above screens. 

STUDENTS 

Purpose: To add a new student or modify the information for existing students. 

Access: Users >> Students.  

 

You will notice a list of students sorted alphabetically by last name.  The list box has four columns. The 

ŦƛǊǎǘ ŎƻƭǳƳƴ ǎƘƻǿǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ƴŀƳŜΣ ŦƛǊǎǘ ƴŀƳŜΣ ŀƴŘ ƳƛŘŘƭŜ ƴŀƳŜΦ  ¢ƘŜ ǎŜŎƻƴŘ ŎƻƭǳƳƴ ǎƘƻǿǎ ǘƘŜ 

ǎǘǳŘŜƴǘΩǎ ǎƛƎƴ-ƛƴ L5Φ  ¢ƘŜ ǘƘƛǊŘ ŎƻƭǳƳƴ ǎƘƻǿǎ ǘƘŜ ǳǎŜǊΩǎ ǎǘŀǘǳǎΦ  ! ά¸Ŝǎέ ƛƴ ǘƘŜ !ŎǘƛǾŜ ŎƻƭǳƳƴ ƛƴŘƛŎŀǘŜǎ ǘƘŜ 

ǳǎŜǊ ƛǎ ŀŎǘƛǾŜΣ ǿƘƛƭŜ ŀ άbƻέ ƛƴŘƛŎŀǘes an inactive user. The fourth column shows the secondary (Card ID 
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that can be used for the student as alternate sign-in credential. Note: The Card ID option for students is 

enabled in the Control Panel >> ID Settings Options screen. 

ADDING A STUDENT 

To add a new student, simply click the Add button and then fill in his or her ID number and name.  You 

can also fill in the contact info and the also click the Profile button to answer to the profile questions. Click 

ǘƘŜ άSaveέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ȅƻǳǊ ŜƴǘǊȅΦ   

< Tip:  You do not need to hold the <Shift> key down while entering the first letter of the name.  

AccuSQL/AccuTrack will automatically capitalize the first letter of the name as you type it. 

If the user ID you are saving is already in the database, you will see a warning message, and you will not 

be allowed to save the duplicate ID. 

 

If the name you are entering matches another name in the database, you will see a warning message.  

However, you will be allowed to save the duplicate name if it has a different user ID number.  

 

/ƭƛŎƪ ƻƴ ǘƘŜ άYesέ ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ǘƘŜ ǊŜŎƻǊŘΣ ƻǊ ŎƭƛŎƪ ƻƴ ǘƘŜ άNoέ ōǳǘǘƻƴ ǘƻ ŎŀƴŎŜƭΦ 

EDITING A STUDENT 

To edit ŀ ǎǘǳŘŜƴǘ ǊŜŎƻǊŘΣ ŦƛǊǎǘ ƘƛƎƘƭƛƎƘǘ ǘƘŜ ƴŀƳŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘΦ  LŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ǘƘŜ ƴŀƳŜΣ ǳǎŜ ǘƘŜ ǳǇ 

 and down  buttons in the vertical scroll bar, or the scroll bar itself  to find it.  You can also click in the 

grid area under student name or student ID and start typing the last name or Student ID to find the 

record. To edit the record, click on it and then click ǘƘŜ άEditέ ōǳǘǘƻƴΦ  You can also double click on the 

record to go into edit mode. ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ƛƴŦƻ ǿƛƭƭ ōŜ ŎƻǇƛŜŘ ǘƻ ǘƘŜ ǘŜȄǘ ōƻȄŜǎ and become editable.  

aŀƪŜ ȅƻǳǊ ŎƘŀƴƎŜǎ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άSaveέ ōǳǘǘƻƴ ǘƻ ƪŜŜǇ ǘƘŜ ŎƘŀƴƎŜǎΣ ƻǊ ŎƭƛŎƪ ƻƴ ǘƘŜ άCancelέ ōǳǘǘƻƴ 

to keep the data as is. 
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MAKING A STUDENT INACTIVE 

To inactivate a student, edit the student as described above, uncheck the ά!ŎǘƛǾŜέ ŎƘŜŎƪ ōƻȄΣ ŀƴŘ ǎŀǾŜ 

ǘƘŜ ǊŜŎƻǊŘΦ  ²ƘŜƴ ǘƘŜ ǎǘǳŘŜƴǘ ƛǎ ƛƴŀŎǘƛǾŜΣ ŀ άbƻέ ǿƛƭƭ ŀǇǇŜŀǊ ƛƴ ǘƘŜ ŀŎǘƛǾŜ ŎƻƭǳƳƴ ƻŦ ǘƘŜ ƭƛǎǘ ōƻȄΦ  Inactive 

students are not allowed to sign in, however you can still run reports on them. 

HIDE INACTIVE STUDENTS (PIN) 

If you inactivate students not in the import file when performing a Student Information import or set 

students to inactive manually, you can now hide and pin the student view grid to show inactive students 

or not. 

When the pin is like this, it is in an unpinned state: 

 

To hide inactive students, click the checkbox. If you want to pin to always hiding inactive students, click 

the checkbox and the click the pin. It will then display in a pinned state. 

 

DELETING A STUDENT 

To delete a student, first highlight the name, and then click on "Delete".  You will see a confirmation 

message: 

 

If you answer "Yes", AccuSQL/AccuTrack will check the database to see if there are related records in 

other tables.  If no related records exist, AccuSQL/AccuTrack will delete the student; otherwise, 

AccuSQL/AccuTrack will display a message: 
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The message above says that this student has sign-in records and some messages.  If you answer "Yes", 

AccuSQL/AccuTrack will delete the student's record and all related records, such as sign-in records, 

appointments and messages. 

Warning:  Be extremely careful about deleting ANY information. If you delete data, you will lose 

all associated data with that deleted record. It is highly recommended you instead inactivate the 

record. 

CHANGING THE CAPITALIZATION OF THE ENTERED NAMES 

If students enter their names during their first sign-in session, the names might have the wrong 

capitalization.  Some names might be in all UPPER caps, or in rEVERSE caps. You can force proper name 

capitalization in two ways: 

1) .ȅ ǎŜǘǘƛƴƎ ǘƘŜ ƻǇǘƛƻƴ άCƻǊŎŜ ǇǊƻǇŜǊ ƴŀƳŜ ŎŀǇƛǘŀƭƛȊŀǘƛƻƴΧέ ƛƴ ǘƘŜ hǇǘƛƻƴǎ ǎŎǊŜŜƴΦ 

2) By using the proper name capitalization function in the Modify Students screen. 

To use the proper capitalization, click on the "Proper Case" button. 

 

AccuSQL/AccuTrack will display a confirmation message: 

 

Click "Yes" to proceed. 

$  Note:  This function will change the first letter in the name to upper cap, and the rest of the 

ƴŀƳŜ ǘƻ ƭƻǿŜǊ ŎŀǇΦ  Lǘ ǿƛƭƭ ƴƻǘ ŦƛȄ ŎŀǇƛǘŀƭƛȊŀǘƛƻƴ ƻŦ ƴŀƳŜǎ ƭƛƪŜ άaŎ5ƻƴŀƭŘέΦ 

SHOW WEB (REGISTRATIONS) 

Use this button if you have the AccuSQL/AccuTrack Web Gateway module and you allow students to 

register via the web.  When you click on this button you will see a list of students who signed up as new 
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students via the web.  To allow these students to schedule appointments, edit these records and make 

them active. 

SET ACTIVE/INACTIVE 

Use this button to activate or inactivate one or more students. When you click Set Active/Inactive, you 

will be presented with an information box about this function. Click Yes to proceed. 

 

In the grid select any records, you want to activate, or inactivate and the click Close. Tip: If you right click 

ƻƴ ǘƘŜ {ǘŀǘǳǎ ƎǊƛŘ ŦƻǊ ŜƛǘƘŜǊ ŀƴ !ŎǘƛǾŜ ƻǊ LƴŀŎǘƛǾŜ ǊŜŎƻǊŘΣ ȅƻǳ Ŏŀƴ ǘƘŜƴ ǎŜƭŜŎǘ άCƛƭǘŜǊ ƻƴ ǘƘƛǎ ǾŀƭǳŜέ ҔҔ 

ά{ǘŀǊǘǎ ǿƛǘƘέ ǘƻ ǎƘƻǿ ƻƴƭȅ ŀŎǘƛǾŜ ƻǊ ƛƴŀŎǘƛǾŜ ǊŜŎƻǊŘǎΥ  
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Tip: After you have filtered on Status, you can then right click in the grid and choose Select All to select all 

the records: 

 

Click Close after selecting the records you want, and then click Yes to set the selected records to Active or 

No to set them to Inactive.  
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ADDING PROFILE DATA TO A STUDENT RECORD 

Select a student and then click the Profile button to add profile information for the student. Profile 

questions and answers allow you to collect additional information, such as demographic data, or anything 

you would like to collect about your students. When you click the Profile button, you can add or edit any 

of the 10 profile fields that are available. 

 

Click save to save your selections, or Cancel to discard them. Note: Profiles fields and their values are 

setup in the Student Demographics >> Profile Setup screen. 

ASSIGN PICTURE 

Click this button to assign a picture for the selected student. Recommended size is 200x200 pixels and you 

can use a .bmp, .png, .jpg or .gif file. When you click Assign Picture you will be presented with an Open 

Picture navigation screen where you can locate the picture you want to use and then click OK. 
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The selected will display on the Students screen for that student. Tip: If you want to assign photos to 

several students at once, you can use the Database >> Import >> Student Photos option. 

ATTACHMENTS 

Use this option to assign external files with the selected student record. When you click Attachments, a 

screen will open where you can click Add to add a new attachment: 
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Student: By default, it selects the current student you have selected in the main Students screen. If you 

ǿŀƴǘ ǘƻ ǎŜƭŜŎǘ ŀ ŘƛŦŦŜǊŜƴǘ ǎǘǳŘŜƴǘΣ ŎƭƛŎƪ ǘƘŜ Χ ōǳǘǘƻƴ ǘƻ ŦƛƴŘ ǘƘŜƳΦ 

Phone Number: System populated. 

Description: Enter a name for the attachment.  

Filename: /ƭƛŎƪ ǘƘŜ Χ ōutton to navigate to the file you want to attach. After selecting the file click OK. 

Note: If it is not a Word document, change the Files of Type drop-down to see all files. 

Save: Click to save the attachment link. 

View: Click to view the attachment in the default program associated with it. 

Print: Click to print the document. Warning: when you click Print, it will print the document immediately. 

CHANGE PASSWORD 

Click this button to change the current password for the selected student. Passwords are used when 

students log into the Student Pad, use Web Gateway to make appointments, or use sign into the 

Computer Lab Plugin and you have Add-ons >> Setup >> Computer Lab Options set to require student 

password at sign-in. After you click Change Password, a screen will open where you can enter the new 
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password and then enter it again to confirm and click Done. The passwords are case-sensitive. If you do 

not want to change the password, you can click the Cancel button. 

 

Tip: If you want to set all of the student passwords to either the same as their IDs, or to their lower case 

last name, you can do so in the System Access >> Reset Student Passwords screen. You can also import 

password for students as part of the Student Information import. Passwords are required for students to 

be able to access the Student Pad from the main AccuSQL/AccuTrack sign in screen, to login to Web 

Gateway MVC to make an online appointment, and can optionally be used for the Computer Lab plugin 

sign in screen. 

USING THE STUDENTS CENTRAL TOOLBAR 

 

The bottom of the Modify Student screen has a toolbar that provides detailed information on the selected 

student.  Start by selecting the student from the Students list box, and then click on one of the available 

buttons: 

Appointments: Shows the scheduled appointments for the selected student (current semester). 

Registration: Shows the activities (classes) to which the selected student is registered. 
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Visits: Shows the visits for the selected student (current semester). 

Tutors: Shows the tutors that helped the student this semester. 

Groups: Shows the student groups of which the student is a member. 

Tutoring Requests: Shows the tutoring requests the selected student made this semester. 

Advanced: Provides you with more control on the reports, including changing the reporting period and 

exporting the report to an html form, a Word document, or an Excel sheet. 
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TUTORS 

Module: Tutor Setup 

Purpose: Enter and modify tutors. 

Access: From System Administration, click on Users >> Tutors. 

 

ADDING A TUTOR 

To add a new tutor, Click the Add button and enter his or her ID number and enter the first and last name. 

You can also enter the phone number, e-mail address, and street address, among other items. The e-mail 

address will be used if you want to send e-mail notifications of appointments or use other types of email 

messaging for the tutor. The street address is useful if you want to print address labels for the tutors. The 

cell phone number will be used if you decide to use text messaging. 

PAY RATES 

Next, you can define the pay type for this tutor.  This is useful if you want AccuSQL/AccuTrack to calculate 

the pay for the tutor.  Select the pay rate by using the drop-down box.  The default pay rate will be shown 

ƛƴ ǘƘŜ άtŀȅ ǊŀǘŜέ ¢ŜȄǘ ōƻȄΦ  ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ŘŜŦŀǳƭǘ ōȅ ǘȅǇƛƴƎ ƛƴ ŀ ŘƛŦŦerent rate if needed.  

AccuSQL/AccuTrack will make sure the entered amount is between the minimum and maximum pay rate 

for this pay type.  Next select how the tutor is paid: For Work Hours or For Appointments by using the Pay 
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Method options group. This definition will determine how AccuSQL/AccuTrack ŎŀƭŎǳƭŀǘŜǎ ǘƘŜ ǘǳǘƻǊΩǎ ǇŀȅΦ 

Note: Tutor pay rates are defined in the Tutor Visits Tracking >> Pay Rates screen discussed later in detail. 

ADD/REMOVE ASSIGNMENTS 

Next, you need to tell AccuSQL/AccuTrack the activities or services this tutor provides by clicking the 

Add/Remove Assignments button and then using the Selection List Boxes control. You must assign the 

activities to the tutors if you want the student to pick a tutor when they sign in to the system. When the 

student signs into the center (or makes an appointment if you enable that) then the tutors that show up 

in the Tutor Selection pick list are the tutors who have the activity the student selected assigned to them. 

Also, if you plan to use appointment scheduling, then you must setup the tutor activity assignments as 

well as create a Tutor Schedule (discussed later). 

 

 
The list box at the top of the screen shows the available activities as you entered them (or imported them) 

in the Activities screen. The list box on the bottom shows the activities associated with the selected tutor. 

To select an activity, double click on it or use the Selection List Boxes buttons. When you are done 

selecting activities, click on "OK" to add them for the selected tutor. Tutor activity assignments determine, 

ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ǘǳǘƻǊǎΩ ǎŎƘŜŘǳƭŜΣ ƛŦ ǘƘŜ ǘǳǘƻǊ ǿƛƭƭ ǎƘƻǿ ǳǇ ƛƴ ǘƘŜ ǇƛŎƪ ƭƛǎǘ ǿƘŜƴ ŀ ǎǘǳŘŜƴǘ ǎƛƎƴǎ ƛƴ ŀƴŘ ǇƛŎƪǎ 

that activity. So if a student selects English Composition 1, for example, the tutors that have English 

Composition 1 as an activity assignment and also have a schedule indicating they are working will show up 

in the pick list when a student signs in or schedules an appointment.  
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Tip: click in the grid for a column you want to sort on and then begin typing to zoom in on that value. 

After you have the value you want, right click on the grid to filter on that value, among other options. For 

example, in the following screen the Category Math Classes has been typed. 

 

By right clicking in the grid now, you can filter on values that have a Category of Math Classes: 

 

 
The list would then only contain activities that are assigned the Tutoring category. You can then click the 

first value and then hold the Shift key on the keyboard and select the last value and then click the down 

arrow to move all of those activities to the Assigned Activities portion of the screen. 

 

 

Tip: If you want the student to pick a tutor after they choose an activity, you would select the Show Tutor 

Selection at sign-in screen option in Sign-in Setup >> Setup >> Tutor Selection Screen Options.  

HIDE INACTIVE ACTIVITIES 

If you have activities that are not active - ŀǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ ȅƻǳǊ άǎŜƭŜŎǘŜŘέ ƻǇǘƛƻƴǎ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ 

Semester, mentioned in detail later -, you can hide and pin the active view grid to show inactive activities 

or not. 

When the pin is like this, it is in an unpinned state: 
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To hide inactive activities, click the checkbox. If you want to pin to always hiding inactive activities, click 

the checkbox and the click the pin. It will then display in a pinned state. 

 

DUPLICATING ACTIVITY ASSIGNMENTS 

Once you have assigned the activities to a tutor, then you can duplicate those assignments to one or more 

other tutors automatically by clicking the Duplicate Assignments button. To duplicate assignments, click 

on the tutor whose assignments you would like to duplicate and then click the Add/Remove Assignments 

button.  

 

Click the Duplicate Assignments button to open a list of tutors. Click the tutors you want to duplicate the 

schedule to and then click the Close button: 
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The system will check to make sure you are not creating orphaned appointments by duplicating the 

assignments. If appointments will be orphaned, the assignments will not be copied for the tutor or tutors 

that would cause that condition.  

A confirmation message will then appear where you can confirm that you want to duplicate the 

assignments. Click Yes to complete the action or No to cancel it. 

 

You can select a tutor to whom you duplicated the assignment to see the results. 

EDITING A TUTOR 

To edit a tutor recordΣ ŘƻǳōƭŜ ŎƭƛŎƪ ƻƴ ǘƘŜ ǘǳǘƻǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǘǳǘƻǊ ƭƛǎǘ ōƻȄ on the left side of the screen.  

When you are done editing, ŎƭƛŎƪ ƻƴ άSaveέ ǘƻ ƪŜŜǇ ǘƘŜ ŎƘŀƴƎŜǎ ƻǊ ƻƴ άCancelέ ǘƻ ǾƻƛŘ ǘƘŜƳΦ 
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MAKING A TUTOR INACTIVE 

Tutors you enter in the Tutors screen will show up in the Tutor selection screen during student sign-in and 

in the scheduling appointments screens.  If you no longer wish for a tutor to appear in these screens, you 

can ƳŀƪŜ ƘƛƳ ƻǊ ƘŜǊ άƛƴŀŎǘƛǾŜέΦ  ¢ƻ Řƻ ǘƘƛǎΣ ŜŘƛǘ ǘƘŜ ǊŜŎƻǊŘ ōȅ ŘƻǳōƭŜ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƴŀƳŜ ƛƴ ǘƘŜ ¢ǳǘƻǊ ƭƛǎǘ 

ōƻȄΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŎǘƛǾŜέ ŎƘŜŎƪ ōƻȄ ǘƻ ŎƭŜŀǊ ƛǘΦ  /ƭƛŎƪ ƻƴ άSaveέ ǘƻ ƪŜŜǇ ǘƘŜ ŎƘŀƴƎŜǎΦ  ¸ƻǳ ǿƛƭƭ ƴƻǘƛŎŜ 

άbƻέ ŀǇǇŜŀǊƛƴƎ ƛƴ ǘƘŜ Active column for this tutor.    

DELETING A TUTOR 

¢ƻ ŘŜƭŜǘŜ ŀ ǘǳǘƻǊΣ ǎŜƭŜŎǘ ƘŜǊ ƴŀƳŜ ƛƴ ǘƘŜ ¢ǳǘƻǊ ƭƛǎǘ ōƻȄ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ƛǘ ŀƴŘ ŎƭƛŎƪ ƻƴ ά5ŜƭŜǘŜέΦ  LŦ ǘƘƛǎ ǘǳǘƻǊ 

does not have any other related records, you will see this message: 

 

!ƴǎǿŜǊ άYesέ ǘƻ ǇǊƻŎŜŜŘΦ  

Warning:  Be extremely careful about deleting ANY information. If you delete data, you will lose 

all associated data with that deleted record. It is highly recommended you instead inactivate the 

record. 

ENTERING TUTOR SCHEDULES 

Module: Users >>Tutors 

Purpose: 9ƴǘŜǊ ŀƴŘ ƳƻŘƛŦȅ ǘǳǘƻǊΩǎ ǎŎƘŜŘǳƭŜΦ 

Access: From Tutors screen. 

 

Before using the appointments scheduling module, you will need to tell AccuSQL/AccuTrack the work 

hours of your tutors. You can also create regular (semester) schedules, custom schedules and off times for 

tutors. These options are discussed in more detail in the sections that follow.  

SCHEDULER (CLASSIC) 
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Use Scheduler (Classic) to drag the tutor schedules into the days of the week indicating when tutors will 

be available for appointments. The Scheduler (Classic) is used to creating recurring schedules through the 

end of the current semester. If you need to create custom schedules that change from week to week or 

month to month, you can define the semester schedule here and then create custom schedules over top 

of the semester schedule using the Tutor Schedule Option. 

$  Note:  The schedule you create using Scheduler (Classic) is the same as the Regular schedule 

you define using the Tutor Schedule option. ¢Ƙƛƴƪ ƻŦ ƛǎ ŀǎ ǘƘŜ άƴƻǿ ǳƴǘƛƭ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǎŜƳŜǎǘŜǊέ 

schedule. If you update a schedule using Scheduler (Classic), that schedule will also be updated for 

Regular schedule in the Tutor Schedule screen and vice-versa. Custom schedules can only be 

defined using the Tutor Schedule screen. Custom schedules are handy if your tutors work different 

hours from week to week. 

 

On the left of the screen you will see the tutor you are currently working with. The list box next to it 

shows the activities assigned to the selected tutor. To the right of this list box you will see the "Hours" list 

box. You can use this box to select the work hours for the tutor. On the right side of the screen you will 

see seven small boxes representing the days of the week. The selected ǘǳǘƻǊΩǎ ǿƻǊƪ ƘƻǳǊǎ ŀǊŜ ŘǊŀƎƎŜŘ 

into these boxes.  

Entering Tutor Schedule 


























































































































































































































































































































































































































































































































































































































































































































































































































































































