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WELCOME TO THE WORMPACCUSQ& ACCUTRACK

Congratulations! You have acquiredery powerful softwaresolutionfor your center. We are sure you
and your visitors will enjoy and benefiteatly from the many features oAccuSQL/AccuTrackrom the
beginning this software was built on the feedback of administrators and staff members in academic
centers sgh as yoursAccuSQL/AccuTratlas grownover the yeardrom a basic attendance program to
truly comprehensivdearning center software

Here are just a few of its capabilities:
1 Tracking and reporting on students' attendance.
1 Reporting on the usage andilization of your services.
1 Providing a student intake system (waiting list)

1 Managing appointments, including matching students and staff, scheduling, email notification
and reminders, room reservations, and-sebow tracking.

1 Enabling staff to submit theiown appointment schedules for review and approval by system
administrators.

1 Tracking walkin sessions.

1 Keeping a session log and session questionnaire

9 Tracking loaned material.

1 Analyzing traffic and peak usage timeskiaekharts and tables.

1 Rating s&aff.

1 Tracking staff workours and calculating pay.

1 Collecting feedback via periodic visitors surveys.

f WSLERNIAY3I 2y OA&GAG2NEQ RSY23INI LIKAO& k LINRPFAES AyT
1 Program Assessments.

1 Tracking student athletes and their required hours.

1 Managing registratiomnd attendance trackindgor seminarsor workshops.
1 Automatic report delivery scheduling for instructors.

T {2LKAAGAOFGSR OFLIOAEAGASE Fankodfigwed i behave/ 3 K2g S
using Local Lab Assignments, all in one database!
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1 Aiding in student retention through the use 8fudent Success Plans.
1 Providing a Messaging Center with multiple delivery methods.
1 Portable attendance tracking with Apple devices using iAccu.
1 Powerful cusbm query generator.
1 And much more!
All in one convenient packade

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
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WHAT IS THE DIFFERIENBETWEEACCUSQL AND ACCUTRAC

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 databas#®Vhile this maual uses AccuSQL foiost of thescreen shotén the program, the

functionality of those screens is almost identical to AccuTr&ektions in this manual that are specific to

I OO0dz¢ N} O1 w6Aff 0SS AYRAOI GCSKRS gcAdizKNIZ Yy Gid&od2eNg IS YO0 WS O NB YN
exclusively to database operations.

HOW TO USE THIS MAAIU

This manual contains detailed descriptions of &iexuSQL/AccuTraskreens and functions. Before using

this manual we recommend that you go through the accompangicguSQL/AccuTra€uick Start

al ydz t o ¢KS vdzA O1 {0F NI YI ydzl £ AcKuBS@LEAcciTKaPlartst 6 A 3 LIA O i dzt
fit together. It also provides a quicker introductionAocuSQL/AccuTrack

After reading the Quick Start Manuaad this manual for a detailed look at the software. This manual
has the same structure as thieccuSQL/AccuTraskreens. You can use this manual as a reference for
detailed information on a certain screen by going to the pages desgribi

AccuSQL/AccuTrakl y 6S Odzali2YAT SR @Al Aida 2LIA2ya aONBSy (2
many itemsyoucanOdza G2 YAT S A& GSNN¥Ay2f238 0 C2NJ SEFYLX Sz I dz
GKAES Iy | ROA&AYyI OBNabEebs wou waricBande inSuddicategty, a | R

activity, semester, and semindfurther,as ofversion 2016, you can even control terminology at the Local

Labs level Keep this in mind while you read the manuald-or example, if you are using thdts@re in

'y ROA&AAYI OSYGSNE GKAY]l alFRGAAZ2NE oKSYyS@SN) e2dz aSS$s

Also keep in mind that the background image of the softward also the button colors and title bacan
be customized, sthese elementsnight be differentfor you thanthe one shown in this manuaFor this
manual, the background dccuSQL/AccuTrablas been set téhe defaultGray background and the
button and title bar colors are the default blue.

Finally,if you find errors in this manual or if you have ideasimproving it, please email us at
support@accutrack.orgWe lod forward to hearing from you!

INSTALLATION

ForAccuSQL/AccuTrackou will be installing the software on all of the various sign in stathols
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 databdsgou 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.
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If you have an older version of Adaack or AccuSQL installedtbe PC, you can install tf#919version
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 REQUIREMENT

Yau can runAccuSQL/AccuTrack XPR Vista, 78, 10and Windows Server versiofeter than
Windows Server 2003 or optimal performance, weecommendat leastthis configuratiorfor the
clients

1 2 GHz or faster processor.

1 1GBor moreof RAM.

1 200MB of free hard drive space (modern computers come will90 GB.

1 SVGA Video Card capable of displayangeast256 colors at a screen area 0024768,
T 17" monitor.

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

1 USB drivdor installing the software.

1 Keyboard and mouse.

1 Microsoft Exce(needed for charting and for some hidgvel administrative reports).
1 A network card and connection to access the data remotelgigabit preferred.

1 An ID reader We provide readers that were tested with thecuSQL/AccuTrashkftware.

$ Note: AccuSQL/AccuTrawkas designed for a screen areal®24768. If your computer is
running at a larger are#\ccuSQL/AccuTragkA t £ 6S OSY G SNBR 2y @& 2 dzNJ

For the server, we recommend at least Windows Server 2003 with SQL Server 2005 @/datee the
standard requirements by for Microsoft fddS SQL Server 28R2for our server requiements.

INSTALLINBCCUSQL/ACCUTRACK

- View a videmn installingAccuSQR019
- View a videoon installingAccuTrack019

AccuSQL/AccuTrackmes with an easy to use installation program
Insert the Engineerica USB kélote: Your contents may look slightly different.

21

< Back to Contents >



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

ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

2

Share

Paste

Clipboard

z A

y G(KS 2

Application Tool:

View Manage
{ 3 item
o Cut « x LQI| 1f New item
w. Copy path
. Move Copy Delete Rename  New
[7] Paste shortcu tov tov - folder
Organize New

LiAz2y (G2 ahlLlSy F2t RSN G2 OGASs

s AccuSQL 2018 Subscription Installer

ﬂ Easy access v

™ > AccuSQL 2018 Subscription Installer

3 Quick access
[ Desktop
& Downloads

“:| Documents

O O O Y

&= Pictures
AccuTrack_DOCS
Logos
Orlando

Reference Manual §
¢@& OneDrive

3 This PC
_J 3D Objects
[ Desktop
E] Documents

Downloads

< e

Music

| Pictures

m

Videos

Local Disk (C:)

¥ Network

~
Name

AccuSQL2018_DIST

avi

codec

CompLabSQL_DIST

pdf

SigninTab_DIST

StaffPanelSQL_DIST

StaffTabSQL_DIST

WebGatewayMVC_DIST
AccuSOL

:| autorun

1litems  1item selected 9.18 MB

Date medified

4/18/2018 1:46 PM
4/18/2018 413 PM
4/18/2018 413 PM
4/18/2018 1:46 PM
4/18/2018 413 PM
4/18/2018 1:47 PM
4/18/2018 1:44 PM
4/18/2018 1:45 PM
4/18/2018 1:45 PM
12/8/2017 4:02 PM

11/9/2017 2:37 PM

22

Properties
Open
v 0
Type Size

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
Application 9,402 KB
Setup Information 1KB

%] Open ~ EE Select all
Edit 10 Select none

- l@History £ Invert selection

Select

Search AccuSQOL 2018 Subscri... Q0

< Back to Contents

>

TAL

w
Qx



ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

2. Run the InstallelauncherAccuSQlexe orAccuTraclexe file by double clicking on it.

AccuSQL 2019 Installer

How-To Videos Manual Knowledge Base

3. Click on the product you would like to instalote: If you prefer to install the software directly, you
can run the setugexe program from the AccuSgn19 DIST dider for AccuSQor setup.exe from
the Acc2019 DIST folder for AccuTrack.

AccuSQL 2019

INSTALL

ComputerlLab SignInTab StaffPanel
Accusal. IR AccusQL Accusal. G

INSTALL INSTALL INSTALL

StaffTab WaitingList WebCateway
AccuSQL AccuSQL ﬁm AccuSQL

INSTALL INSTALL INSTALL

23

< Back to Contents >




ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

4. Follow the onscreen instructions to instAkcuSQL/AccuTracRtaff Panel. Staff Tabomputer Lab
Plugin, orWeb GatewayMVVC Note: Depending your license type, you may notéall of these
options available.

< Tip: You can go directly to the AccuSQL9 DIST folder and run setup.exe to inststcuSQL
2019or for AccuTrack, go to the A9 DIST folder and run setup.exe to insfatcuTraci019

$ 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/AccuTraskipport team.

Here is a walthrough ofthe instalhtion wizard forAccuSQR019 AccuTrack would hawery similar
screensand the same functionality

ﬁ AccuSQL2019 - InstallShield Wizard X

&]
AccuSQL 2019

Y
v - ~

(©1994-2018
Engineerica Systems. Inc. All rights reserved.
www.engineerica.com
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ﬁ AccuSCL2019 - InstaliShield Wizard

Welcome to the InstallShield Wizard for AccuSQL2019

The InstallShield(R) Wizard will install AccuSQL2013 on your
computer. To continue, click Next.

"

AccuSQL

WARNING: This program is protected by copyright law 3g
international treaties.

< Back

,2dz oAttt aSS GKS a27FiGe¢l NBQa tA0SyasS F3INBS

ﬁ AccuSQL2019 - InstallShield Wizard

License Agreement

Please read the following license agreement carefully.

IMPORTANT -- READ CAREFULLY BEFORE USING THE SOFTIWARE. A
By using the software, you indicate your acceptance of
the following software license agreement

SOFTIWARE LICENSE AGREEMENT

IMPORTANT - THIS IS A LEGAL AGREEMENT BETWEEN YOU
(EITHER AN INDIVIDUAL OR AN ENTITY) AND ENGINEERICA
SYSTEMS, INCORPORATED ("ENGINEERICA"™). BY USING THE
SOFIWARE, YOU ACKNOWLEDGE THAT YOU HAVE READ THIS

T TATAMCOT ACDTDTMWMD,ATT THMAINTDOTANN TT AT AOCDTT T DT DATTATN

v

(®) I accept the terms in the license agreement
(01 do not accept the terms in the license agreement

InstaliShield

< Back Next > Cancel
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/| tA01 abSEGé® . 2 ddnggyaut rlamesaBdSompang raMEsigoregonénded G S
that you install the program fa#Anyone who uses this computer (alluseisy.2 a2 FyR GKSy Of A 0]

# AccuSQL2019 - InstallShield Wizard

Customer Information

Please enter your information.

User Name:

IYour Name

Organization:

IYour Organizationl

Install this application for:

(® Anyone who uses this computer (all users)
(O only for me 0

InstallShield -

You will see the Destination folder install location. The default location is fine dontan change it if you
so desire, although keeping the default folder is recommended.
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ﬁ AccuSCL2019 - InstaliShield Wizard

Destination Folder

Click Next to install to this folder, or dick Change to install to a diff

= Install AccuSQL2018 to:
C:\Program Files (x86)\AccuSQL2019)\ ' Change...

InstallShield

<Back |[ Next> | Cancel

Review all informatioh Yy R G KSy Oféhuign. G KS aLyadl €

ﬁ AccuSCL2019 - InstaliShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical
Destination Folder:

C:\Program Files (x86)\AccuSQL2019)

User Information:
Name: Your Name

Company: Your Organization

InstallShield

<gack [ Gl | [ conce
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The installation will begin ancby will see an installation progress bar;

File: ACTIONPACKAGEITEMS.CDX, Directory: C:\Program Files
(x86)\AccuSQL20 19\sampledatabases\Advising_Sample\, Size: 4608

When installation is fintsed, you will see this screen:

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed
AccuSQL2018. Click Finish to exit the wizard.

Launch the program

/ £ A O1 . ®he€iksyakatioK s complete!f 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 datalyqpse, t

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 openAccuSQR0190r AccuTracR019 it will ask you if you have an actiian 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.ortp request that code.
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B AccuSQL

have your activation code, please call support.
If you already got the activation code then you can reply 'yes’
and enter the code to continue using the software.

0 This software needs to be activated before use. If you don't

Do you have an activation code to enter?

AccuSQL - Build 18.0.0

Please enter your "Activation Code™

This activation code need only be entered ofmeeachclientinstallation.

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@accutack.orgto activate your software.
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LAUNCHIN@CCUSQL/ACCUTRACK

Setup will create a program group fAccuSQL/AccuTraekd will make it available on the Start menu.
Use this group to launcAccuSQL/AccuTrack

Recently added Create

B AccuSQL 2019
Thursday

0

3D Viewer

Acculite
AccuSQL2017

AccuSQL2018 Microsoft Edge
AccuSQL2019 v s

New

AccuTrack2017 MIHELRAE Y

Microsoft
AccuTrack2018 v I Solitaire Collection

Acrobat Reader DC

Alarms & Clock
Bubble Witch 3 Saga

Calculator

’
@
A
E
"
|
[ |
|
®
il
&)
B
&
C
7

pe ]Type here to search

AccuSQL
2019

$ Note: If AccuSQL/AccuTrackalready running othe computer and you try to launch another

instance of it, you will see a message asking you to comfirning an additional instancelf you
confirmAccuSQL/AccuTragkll launch the additional instance.
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Ancther instance of this software is already running.
o Do you want to run ancther one?

Yes - Run another instance

Mo - Exit

Yes Mo

SHARED DATA INSTATLAN

While you can opeAccuSQRO19F YR NXzy A G Ay ayl (A O SernveddnBistatored 2 dz oA f f
to transfera database to MSSQL Server for you as soon as he or she can so you can use the product in SQL

{ SNBSNJ Y2RS® ¢KS {v[ {SNISNJ ! RYAY Kditliehansfet &l 6 2 dzf R y SSR
he/sheusesAccuSQitself to perform the workThis only appéis to the AccuSQL version of the software.

< Tip: If you cannot get an SQL Administrator to transfer your database right away, you chegstill
setting upAccuSQL/AccuTraaknative mode. Any of the settings that you have created or records yo
have either entered or impoed would be transferred to SQL Server, so you wouldlosgany work that
you have already completed.

UNINSTALLINBCCUSQL/ACCUTRACK

To removeAccuSQlAccuTrackrom a client machine, run the Windowsograms and Features and
then ®lectAccuSQR0190r AccuTracR019F NB Y (i KS fUhiasialt by R Of A O] &

Q Programs and Features

€ e a > Control Panel > Programs > Programs and Features

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

9 Turn Windows features on or
off

Organize v

Name - Publisher Installed On  Size Version
/A Acculite Engineerica Systems, Inc. 4/16/2018 22.6MB  6.00.0000
B AccusaL2017 Engineerica Systems, Inc. 2/23/2018 93.7MB  16.0.0
3 AccusQL2017 Computer Lab Engineerica Systems, Inc. 4/5/2018 323MB  16.0.0
[ AccusalL2018 Engineerica Systems, Inc. 5/7/2018 89MB 18.0.0
B4 QL2012 Camputer Lab Engineerica Systems, Inc. 2/23/2018 383MB 18.0.0

Engineerica Systems, Inc. 12/5/2018 133MB  19.00
&9, Acculrack 2018 Engineerica Systems, Inc. 11/14/2018 81.3MB 18.0.0
@,AccuTrack 2018 Computer Lab Engineerica Systems, Inc. 2/23/2018 280MB  18.0.0
[5] AccuTrack Add-In for Microsoft Outlook Engineerica Systems Inc. 7/20/2018 1.0.0.28
[5] Accutrack Scheduled Tasks Runner Engineerica 5/11/2018 520KB 1.0.0

B AccuTrack2017 Engineerica Systems, Inc. 2/26/2018 86.0MB 16.0.0
[ AccuXecutorSetup Engineerica Systems, Inc. 5/10/2018 452KB  1.00
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When you first open AccuSQL/AccuTrack after you install it, ygunwmigce that it copies some files into

& 2 dzNWsér§PMbliat dzo f A O 52 O0dzyYSy Gt a¢ R20dzySyd I NS o ,thei Aa O2LJR.
Advising_Sample databassd some other support files it needs to run into that area in a folder called

ACCUTRACI FUSNJ Al Aa R2yS3s 1 00dd v 2NJ ! O0Odz¢ NI O1 ¢Aff 2LIS
and automatically be pointing tthe G dzi 2 NAy 3 al YLX S RIGlIolaSad | OO0dz¢ NI O1 R:
{v[ {SNBSNI Y2RS | yR Oy ( Kauidirg saniple Hatababkzayjrkay 3 Gyl G A B¢
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 ned 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 netedrun the SQLDataUpdater.exe located in the folder where
AccuSQPRO019is installedwith sa permissions order to add the new tables, columns, triggers, etc. that
the 2017 version of AccuSQL needs to run properly.

For detailed information on the aboverf AccuSQL, please see:

For AccuTrack Onlyyou will need to copy the AccuData and the DataDic folder from the installation
folder of AccuTraclR019(default is GProgram Files(x86\cci2019 out to the server where you want to

put the database. You cdhen set theAccuTracR019computers 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 aunc path [ sGyliy@uzhave 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
AccuTraclon your client computer (default is\®rogram Files(x86\ccl2019. You would login
to AccuTrack on your client computer and then go to Database >> Database Location and enter
\\MYSERVERccuFilesAccuData for the Data Path. Click Save and then completéland
reopen AccuTrack for the changes to take effect.

2) Usingamappeddrivé , 2dz ONBF S | YN)liadseBolvéshkhgS of SGQa al & ¥
MYSERVERccuFiles folder. You would login to AccuTrack on your client computer and then go
to Database >> Datalse Location and enter\AccuData for the Data Path. Click Save and then
completely exit and reopen AccuTrack for the changes to take effieté: Since drive mapping
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can change, it is recommended that you use a unc path to connect to the databasedilder
your network.

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

USING DATA FILES FMRAN OLDER VERSIORATCUSQL/ACCUTRACK

AccuSQPRO019includes a builin data upgradeool for users of previous versions AtcuSQL This data

upgrade tool will automatically convert yootder AccuSQUata 12, 14, or 15 into version16 (2017)

format. This preserves your cent data and even configuration. To upgrade an existinguSQL

database, we provide a utility in yoccu®Linstallation folder called SQLDataUpdater.exe. This utility

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

as needed to upgrade the datate for use with the current versiarThis utility must be run against the

RFGFIolF&aS 6A0GK aGalé LISN¥YAaaAiAzya a2 e2dz g2dAZ R ySSR (2 ¢
upgrade.

For AccuTrack, the upgrade process is run based on thevdedion of the database versus the Data
dictionary(DataDic) In the database folder (typically AccuData), you can opefiilthdataversion.inf in
Notepadto determine the data version. You can do the same in the DataDic folder to determine its
version. Please review the video below for details aboutupgrade process.

< Important: You must upgrade yourder AccuSQL or AccuTrag&tabase prior to using igr
AccuSQIlAccuTrackR019will give youerrors when it opensThe errors are related to the program looking
for tables andfields in the database #t do not yet exist. If you see errors when you open
AccuSQL/AccuTradke chances ar@erygoodthat the data has not been upgraded yet.

- View a videmn how toinstall AccuTrack and alspgradean older AccuTrack database to
version 209. Note: If this is a new installation, then you would merely copy the AccuData (blank
database folder) and DataDic folder from the folder whaeuTracR019is installed and then
put them out on the server undea folder called AccuFiles (or whatever you want). All AccuTrack
stations that are going to be pointing that database must have read/write/modify access to
the top lever folder (AccuFiles) and all folders and files undeedrn about all of these pcsin
the AccuTrack 2@Database Operations video at:
https://www.youtube.com/watch?v=JIBLF1b6glw

- View a videmn how toinstallAcauSQL2019 If you want to know how to update an older
AccuSQL database to version 20flease review thé.ccuSQL database operationdeo.

USINGAN ID-READER

The IBreaderspeeds up the sigim and sigrout process by automating the ID number entry into
AccuSQL/AccuTratk Ly adSIFIR 2F GeLAYy3dI GKS L5 ydzYoSNER Y|l ydz ff&:
card into the reader.
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If the read is good, a green LED will lightamg you will hear a short beep. If the student is signing in, his
or her ID # will momentarily appear in the main sigrscreen and then the Activities or New User screen
will appear. If the student is signing out, a s@irt confirmation message willbpear.

$ Note: Students can still use the keyboard for ID entry if they forget their ID card.

The reader is installed into a PC systeyrsimply 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 yoeaders. Please contact usatpport@accutrack.ortp
schedule a meeting with us.

The reader mountsasilyor any flat surfaceand ro 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.

CONFIGURINSCCUSQL/ACCUTRATR YOUR CENTER

AccuSQL/AccuTratkflexible software and offers many configuration and setup options. To eépa
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
software for trackingstudentattendance. When yoget comfortable with that, adtutors and

assign them activities and schedules, seappointment schedulingsetup surveys, setup

workshops, setup media checkouts, and so on. Since AccuSQL and AccuTrack are so flexible, yol
configure the softwareo collect exactly what you want based on how you do business at your
center.

SETTING UP THE STNDEATTENDANCHERACKING MODULE

1. SetupthesemesteQa RI G S

34

< Back to Contents >



mailto:support@accutrack.org?subject=Programming%20Card%20Reader

ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

2. Enter thestudent's categoriesandactivities
3. Set up the sigiin screenoptions.

4. If you want to track which tutor the student meets with during the visit, entertilters, their
schedule and turn on the Tutor Selectiaption.

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

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

SETTING UP FEEDBAINKSERVICES

1. { SG dzL) GKS &l dzRSguéstoa & dzZNBBSe «k 7T

w
(s}
Pl
(@]]
O
pu—-)

2. Set up the survey frequency aogtions.

SETTING UPUTORRATINGS
1. Set up the staffatingquestions

2. Set p the survey frequency anaptions.

SETTING UP WORHOURS TRACKING / PBXLCULATIONS:
1. Entertutors.
2. If you are planning on trackirigtor activities, enter thai dzii 2 N& Gl alao
3. Turn the tutor activities screen on or off and check the maximum tutor-isigreriod.

4. If you want to calculate pay witAccuSQL/AccuTratk Sy 6 SNJ G KS Gdzi2Nn&a LIk & aol i
rules.

SETTING UP APPOINTWIES MANAGEMENT
1. Entertutors.
2. Entertutor schedules

3. If you want to send appointment confirmation or reminders by email, configuresthail
parameters

4. Set up the appointments options.

5. If you wantAccuSQL/AccuTratk send appointment reminder, set up the appointment
reminder utility.
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SETTING UP THE MEMKAECKOUTS MODULE
1. Enter yoummedia stock .

2. Set up thecheckoutoptions.

SETTING UP OTHER MAOIES:
f  Program Assessmentmodulé&S Y i SNJ 4 KS aidzZRSy i Q& 3INI RSaod
1 Student Athletes tracking enter the sports, team members, and required hours.

1 Seminar registratiorackingg enter seminars.

lfaz2 R2y QG F2NHSG (2 OIBlandfadSswardng beR&ekul, dzfanibe baRy¥o\ Y A & G NJ (G 2 1
lock yourself out!

MAINTAININGACCUSQL/ACCUTRACK

AccuSQL/AccuTrackquires little maintenancdf you will be runningn QL Server mod&lmost all of
the maintenance is performed in MSSQL Server. Your dba will automate backups and also perform various
maintenanceasks for you using SQL Server Management Studio (SSMS).

If you are running AccuTrack, you can use the Databagglean 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 >> Repamportant: You must have exclusive access to the AccuTrack database
to perform either of these operations.

USING CONTROLS

AccuSQL/AccuTradkes two types of controlstandard Windows controls and special controls. The
following explans the controls you will encounter while using AccuSQL or AccuTrack

LIST BOXES
Abbott, Meccsha E |
Abbott, Meccsha E -
Abdelmuhsen, Hattie Martin |

Abdullah, Ronica M

Abdur-ranman, Ernest M

Abel, Ellie A

Abercrombie, Myranda L

Abid Lagueta B -

List boxesare 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 thdlpnd down=l buttons in the vertical scroll

bar to see all the choices. For atler 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 liskgt contain a number of options. In a drop

down list box, only one item is visible, but you can click the down bﬂan display a scrolling list

Abel, Ellie A

-

of all the items in the drolown 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 ddmuvn list box, just type the first character of the
AGSY @& 2 dzQNXRist BoS \8il| skaycH for the firK i®em 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 thi

Cruise, Tam
Diaz, Cameron

iDion, Celine
Eastwood, Clint
Faord, Harrison
Fox, Michael

OKI NI OGSNRa 1Se& |3FrAyod

OPTION BUTTONS

Option buttonsallow 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

¢ Hour @ Day ¢ YWeek

mouse. The selected option will have a @otts circle.

CHECK BOXES

Check boxeallow you to enable or disable an item by specifying its Boolean state: True (T) or False (F).
§KS TSI GdNBE OILAS W NEycanyel thededtardliékion o 2 E
the check box so that it appears em;,l_.,.. You can also press the <Space> key on your keyboard to

¢2 asStsSoi

v Active

G233tV RS TWR 2FFo

TEXT BOXES
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Jdim|

Use the text boxontrol 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
text box, highlight it and then hit Ct€ on your keyboardTo cut text, highlight it and hit C{. To
paste text in the box, hit Ct.

SPINNERS

4=

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

spinnerbox2 NJ 6 & & & LJA yaluks/b¥ dsingitife ldPodzibfs. Note that the spinner box has
minimum, maximum, and jump values.

PAGE FRAMES

AccuSQL - Build 19.0.0

View No-Shows

Void No-Shows  No-Show to Cancellation

|Staff Name Sermvice Student Date Start End ~ Set Filter On

:Basoz Cetin ICP305 - Intro C++ Programming [Course Tut Blodgett, Chadd 09/11/2018 08:00 AM 08:30 AM Dot

Basoz, Cetin JP4400 - Java Programming [Course Tutorinc Conner, Jenelle 10/08/2018 03:30 PM 04:00 PM |As Entered \\;1|
Basoz, Cetin ENG405 - Software Engineering [Course Tuto Graff-Rapoza, Steffanie 11/12/2018 11:30 AM | 12:00 PM

|Guzman, Julian ENG405 - Software Engineering [Course Tuto Graff-Rapoza, Steffanie 11/27/2018 08:00 AM 09:00 AM From

|Guzman, Julian New Student [Advising] Graff-Rapoza, Steffanie | 11/26/2018 11:20 AM 12:20 PM I Sat, Sep 01, 2018, 12:00 AM l]
‘Guzman, Julian JP4400 - Java Programming [Course Tutorinc Rodriguez, Santiago 11/27/2018 08:00 AM 09:00 AM To

| Thu, Decos, 2018, 03:34PM  ~|

Staff

[romer g
Student

[romer V)8
Service

All-no filter

Reason for no-show

Y ApplyFilter | ClearFilters
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A page framés a container for pages. Pages in turn contain controls. The page frame is used when
the controlswewanttiR A a LJ @ R2y Qi FAG 2y 2yS LI 3So ¢ 2
the page tab at the top of the page frame.

SPECIAACCUSQL/ACCUTRATBNTROLS

‘ SELECTION LIST BOXES

Signed out Students Selected Students
Mame

Abbott, Meccsha E

Abdelmuhsen, Hattie Martin

Abdullah, Ronica M

Abdur-ratiman, Ernest M

Abdur-rabiman, Joey Elaine

Abel, Ellie A

Abercrombie, Myranda L

Abramowski, Tyheshia Kay
Abro, Jesrael M

Absher, Calinda D

Absher, Candi L

Absher, Christyal Frank
Absher, Hung Branson
Abukafi, Gracie L
Acevedo-bauerfeind, Angeneque Cla
Acevedo-bauerfeind, Britney C
Acevedo-baverfeind, Frances H
Acuff, Darin R

Acuff, Marlo M

Acuff, Nolan Clayton

Adams, Jeannie

Adams, Jong E

‘4 n

TheSelection List Boxase 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 thdists 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 anche items will be moved. If you click on the button with the

double arrowil allthe 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, cli
on the header of that columnTo 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 fastégcuSQL/AccuTragkcludes a Quick Locate totlat you

can access by clickiog the binocular iconlﬁ'. The Quick Locate box will pop up:
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[ AccusQL - Build 19.0.0 = O
¥ cise Session Log

‘Student 1d Category  Activity Tutor Sign-In Time Sign-Out Time Period (hrs) A Filters

' Conner, Jenelle 7777777 11/19/2018 08:14 AM  11/20/2018 08:54 AM 2467 Period -

Torres, Julia 6666666 Computer Us Academic Us 09/11/2018 11:55 AM ' 09/11/2018 01:49 PM 1.90 |Tnis Semester ;v1|

Conner, Jenelle 7777777 Computer Us Academic Us 11/16/2018 02:39 PM ' 11/16/2018 03:40 PM 1.01 —

[ Accusat - Build 19.00 ==
; Category | Activity ID Activity A
Advising Adv Appt |
Advising Career Placement

Advising Degree Audit

Advising Grad Check

Advising Graduation Meeting \
Advising New Student

Computer Use Academic Use

Computer Use Non-Academic Use

Course Tutoring ACP400 Advanced C++ Programming

Course Tutoring ALG301 Algebra 1

Course Tutoring ALG302 Algebra 2 |
Course Tutoring CAL401 Calculus

Course Tutoring ENG405 Software Engineering I
Course Tutoring ICP305 Intro C++ Programming

Course Tutoring JP4400 Java Programming

Math Tutoring ALG301 Algebra 1

Math Tutoring ALG302 Algebra 2

Math Tutoring CAL401 Calculus

Math Tutoring PCA401 Pre-Calculus

Success Center ACP400 Advanced C++ Programming Y
= =R T SR -

oK
@Al
v
Comments Comments Comment Comment Questionnaire =

Initially, the large list box shows all the available records. Howewdickfon the grid itself on one of
the columns you want to search iyou cantype one or more letters of the record you're looking for in
the grid, the list will only show matching records.

SUPERTABLE

A SuperTablés a powerful control for presenting information. Not only can you view and select records
from this table, but you can also spsgearch, filter, print, and expothe data as well!

éACTIVE ROW HIGHLIGHT

The active row in SuperTablés automatically highlighted to make it easier for you to identify it.

40

< Back to Contents >




ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

Student Mame Student Id Active Card Id -
Abbott, Meccsha E 487592683 |Yes |1236655
Abdelmuhsen, Hattie Martin - |924335362  |Yes

| Abdullah, Ronica M 013207962 |Yes

Abdur-rahman, Ermest M 473279562 |Yes

Abdur-rahman, Joey Elaine 340844191 (Yes

Abel, Ellie A GI6887398 |Yes

Abercrombie, Myranda L 246577141 |[Yes

Abid, Laqueta B 073864002 |(Yes

Ables, Omid R 911923779 |Yes

Abramowski, Tyheshia Kay 247657342 |Yes

Abro, Jesrael M 366591663 |Yes

Absher Calinda D 346546164 |Yes

Absher, Candi L 463993250 |[Yes

Absher, Christyal Frank 706746564 (Yes

Absher Hung Branson 912564557 |(Yes

Abukaff, Gracie L 501967439 |[Yes

Acevedo-bauerfeind, Angeneq|581723436 |Yes
Acevedo-bauerfeind, Britney C|453635231 |Yes

Acevedo-bauerfeind, Frances ||322529517  [Yes -

Tosort by a certain column, simply click on its header with the mouse up arrow appears in the
header of the table to indicate the sorting ordeind Up arrow indicates A to Z (ascending) ordfeu
canreverse the sort ordeby sinply clicking on thdeader againto make it descendingA down arrow
appears in the header of the table

Student Name w Studentld  ActiveCard Id -
Zylstra, Levita Elizabeth 828387923 |Yes
Zurita, Stuart P 934082959 |Yes
Zurita, Mayra M 383165056 |[Yes
Zurek, Anhtuyet L 834234435 (Yes
Zuniga, Yishian 820828455 |Yes
Zuniga, Annabell L 951171916 (Yes
Zulfigar, Khadija 708440670 (Yes
Zulfelder, Rubie 780132285 |Yes
Zulfelder, Brad Joe 086776735 |Yes
Zugner, Jomarc L 818548119 (Yes
Zucker, Jessa G. 860101891 |Yes
Zubia, Mobutu 085986877 |Yes
Zuber, Aukeisha C 227980619 |Yes
Zouak, Deshea Sue 652022830 |[Yes
Zlaket, Gazal 5 651127552 |Yes
Ziyaee, Kimberlyn D 589541809 (Yes
Ziyad, Adrianne J 559050999 |[Yes
Zinck, Shannen G 379165693 |Yes
Zinck, Meysa Allen 804034005 |(Yes -

TheSuperTablalso offers incrementadearchcapability For example, if you would like to quickly go to
Ge¢2Y ||y ttkdeTecords ByJFrst naing tNan click on any of the fields in the First Name column
FYR G@LIS a¢2Ye¢d ,2dz gAft y20A0S GKIFIG GKS CANRIDG
letters you are typing, and you will jump to the first record tihaatches 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 a
from the control
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< Tip: To search date fields, enter the date hig format: YYYYMMDD.

COWL Student Id Active Card Id -
Cote, Joy Lisa 640478485 |[Yes
Cote, Lorina Cano 379825932 [Yes
Cotten, Brahim J 632124040 |Yes
Cotten, Magen Rene 784873665 |Yes 1
Cotter, Krystle E 974958444 |Yes
Coulter, Jenisua M 653131796 ([Yes
Coulter, Kerwyn Ann 598301478 |[Yes
Cousins, Kristal Louise 931669821 [Yes
Couwvillon, John Garcia 024208675 |Yes
Cowley, Katy G. 180648107 |Yes
Cowley, Omelia 3 932209270 |Yes
Cowley, Sokha Michelle 328830752 (Yes
Cox, Francoise Wayne 203899287 [Yes
Cox, Levita 290556881 |Yes
Coy, Taryn L a77468489 |Yes
Cradodt, Cindi M 482159406 (Yes
Craft, Cornelio R 172809163 |Yes
Crambell, Meng 2472209589 (Yes
Crane, Vanessa Christina 837639797 [Yes -

FILTERING

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

Filter on this value 2 Starts with

Filter excluding this value » Exact value
Clear Filter
Report
Export

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

PRINTING

To print the records appearing inSuperTablehit the F5 key on your keyboaad select Report from the
right click menu options
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b wia
Students
AccuSQL Report
Students |
Engineerica
Student Name Student Id Active
Aardvark, Aaron 999665544 Mo
Aaron, Aaron Myrtle 111335560 Yes
Abbott, Meccsha E 000005255 Yes
Abdelmuhsen, Hattie Martin 924335362 Yes
Abdur-rahman, Ernest M 473279562 Yes
Abdur-rahman, Joey Elaine 340844191 Yes
Abel, Elie A 696887398 Yes
Abercrombie, Myranda L 248577141 Yes
Abid, Laqueta B 078864002 Yes
Ables, Omid R 911923779 Yes
Abramowski, Tyheshia Kay 247657342 Yes
Abro, Jesrael M 366591663 Yes
Absher, Calinda D 346546164 Yes
Absher, Candi L 463993250 Yes
Absher, Christyal Frank 706746564 Yes
Absher, Hung Branson 912564557 Yes
Acevedo-bauerfeind, Angeneque Clayton 581723436 Yes
Crscountstudents Recard: 1/1 Exclusive | MHUM
2dz gAff asSS | NBLEZNU ¢gAUK U0KS RI Ulolbgtentapkitéut 0 F o f S &

this report.

éEXPORTING THE TABRBHA

To export the data displayed inSuperTablgehit the F6 key on your keyboaad select Export from the
right click menu optionsYou can also right click in the grid and then select Export.

Filter on this value 3
Filter excluding this value »
Clear Filter

Report

Using either method, gqu will see this box on the screemce the export begins

Exporting data bo Excel...

And in a fewsecondsMicrosoft Excel will open with the data:
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¥ |= Bookl - Microsoft Excel = = 52
Home | Insert Page Layout Formulas Data Review Wiew Foxit Reader PDF & e o @ OER
= X Calibri -unor = gf;] =¢  General ~ e X v BT
= o (T - & - .| s -0 & B

Paste T~]A A =l 8- % Styles | Cells o &
- S : v ] " - o
Clipboard Font = Alignment = MNumber = Editing
Al - Jx | Student Name v
A B C D A
B studeniName|  studentid Adive Caraid |8
2 |Aardvark, Aaron 999665544 No
3 |Aaron, Aaron Myrtle '111335560 Yes
4 |Abbott, Meccsha E '000005255 Yes
5 Abdelmuhsen, Hattie Martin '324335362 Yes
6 |Abdur-rahman, Ernest M '4?32?9562 Yes
7 |Abdur-rahman, Joey Elaine 340844191 Yes
8 |Abel, Ellie A I'69('381@‘.7"398 Yes
9 |Abercrombie, Myranda L 246577141 Yes
10 |Abid, Lagueta B '078864002 Yes
11 Ables, OmidR I'9115123??"9 Yes
12 | Abramowski, Tyheshia Kay 47657342 Yes
13 Abro, Jesrael M 366591663 Yes
14 Absher, Calinda D '34&546154 Yes
15 |Absher, Candi L "263993250 Yes
16 | Absher, Christyal Frank 706746564 Yes
17 | Absher, Hung Branson '912564557 Yes
18 Acevedo-bauerfeind, Angeneque Clayton '581723436 Yes
19 | Acevedo-bauerfeind, Britney C I'453635231 Yes
20 |Acevedo-bauerfeind, Frances H 322529517 Yes
21 Acuff, Darin R '933603018 Yes
22 Acuff, Marlo M '990?3??92 Yes -
M 4 » M| AccuSQL Export < Sheet2 . Sheet3 .~ ¥1 # nER M | » [
Ready | ([Eom@m 10 =) ) {+)

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 BuperTabléor best viewing. To adjust the
width, move the mouse pointer in the column header area. The cursor will change to a dowr#¥arrow
Move the cursor vertically above the column lingtilit changes to vertical resize cursH. 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 lire#iter row. The
SuperTablavill automatically resize the damn to fit its widest record.

MULTIPLE SELECTIONSTE
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{ ¥ Student ID ApptDate  From To Activity Tutor A
l[:l Blodgett, Chadd 9999999 09/11/2018 08:00 AM 08:30 AM ICP305 - Intro C++ Programming [Course Tutor Baso:z
poza, Steffanie [3333333  [09/11/2018 |08:00 AM |08:30 AM [ICP305 - Intro C++ Programming [Course Tutor|Baso:
Graff-Rapoza, Steffanie 3333333 11/27/2018 |08:00 AM |09:00 AM |ENG405 - Software Engineering [Course Tutori |Guzm
[[:l} Rodriguez, Santi 4444444 111/27/2018 08:00 AM 09:00 AM | JP4400 - Java Programming [Course Tutoring] | Guzm
\'l:l Thongpaen, Tawan 8888888 09/13/2018 09:30 AM 10:00 AM CAL401 - Calculus [Math Tutoring]
| Grafi-Rapoza, Steffanie |3333323 10/30/2018 [11:00 AM |11:30 AM |ENG405 - Sofiware Engineering [Course Tutori iBaso_z
Graff-Rapoza, Steffanie 3333333 11/26/2018 |11:20 AM [12:20 PM|New Student [Advising]
Graff-Rapoza, Steffanie 3333333 11/12/2018 | 11:30 AM | 12:00 PM|ENG405 - Software Engineering [Course Tutori|Basoz
| Graff-Rapoza, Steffanie J3333§3_}M8/201§Jr91_:00 P [01:30 PM|ALG301 - Algebra 1 [Math Tutoring]
M| Graff-Rapoza, Steffanie |3333333 09/20/2018 {01:00 PM [01:30 PM|ALG301 - Algebra 1 [Math Tutoring]
H:I Thongpaen, Tawan 8888888 09/14/2018 01:00 PM 01:30 PM CAL401 - Calculus [Math Tutoring]

Graff-Rapoza, Steffanie 3333333 09/14/2018 |01:30 PM | 02:00 PM{ALG301 - Algebra 1 [Math Tutoring]

¥ | Graff-Rapoza, Steffanie |3333333 09/26/2018 |03:00 PM|03:30 PM|ALG201 - Algebra 1 [Math Tutoring]
¥ | Graff-Rapoza, Steffanie [3333333 10/16/2018 {03:00 PM [03:30 PM|ENG405 - Software Engineering [Course Tutori |Guzm
[ Conner, Jenelle 7777777 10/08/2018 03:30 PM 04:00 PM JP4400 - Java Programming [Course Tutoring] Basoz

Graff-Rapoza, Steffanie 3333333 10/08/2018 | 04:00 PM {04:30 PM|ENG405 - Software Engineering [Course Tutori |Basoz

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 recordjak on the check box in its row. You can also click on a record witigtite
mouse button and use the pop up menu to filter and then select records.

Filter on this value k Starts with

Filter excluding this value # Exact value
Filter on selected
Filter on not selected
Clear Filter

Select al

Unselect all

Revert saleckion

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
optionsfor that column

DATE AND TIME ENTR®X

Sign In Date/Time

06/19/2018 09:30 AM
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Some screens in system administration utilize Erete and Time Entry boXThis 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 typéhia 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/ yyyyformat, and enter the time imh:mm¥ 2 NY' I G & ¢@& LIS a&! é | FGSNJ G6KS GAYS
PM.

To invoke theCalendarControl,click on theDate and Time Entry bawith the RIGHT mouse button, or
press the 2>key. This will cause the calendarmpopup.

' Select a Date and Time X
June, 2018
Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 31 1 2
3 < 5 6 75 8 9
10 1 13 14 15 16
17 18 20 21 22 23
24 25 27 28 29 30
1 2 3 4 5 : 7
=< < = ==
Hour 9 -2 Minutes = 30 -2
Ok Cancel

The calendar shows the current month. You wndgtice the date entered in thBate 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 ifoedew a different

Y2YyGKS dzaS GKS aAy3atS FINNRBg odzidz2yaod ¢KS NAIKOG | NN
FNNRB g dafré ogAff RSONBYSyild Aldo ¢t2 OASG I RAFTFSNByid &Sl
FNNR g 0dzi 625 YShipémrRS te SIWyNINI g KAES (GKS R2dzofS STl | NNP
To change the time, use the spinner up and down arrows, or type in the time manually.

2 KSy @&82dz FAYAaK aStSOlGAy3a GKS RIFGS | yReEntyw®=Z Of A 01 2
will be updated with the selected date and time values.

‘ CALENDAR DATE ANIMEIENTRY BOX
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Il June 2018 Il

Sun Mon Tue Wed Thu Fri Sat
27 28 29 30 31 1 2
3 4 5 6 7 8 9
10 11 12 13 € 15 16
17 18 09y 20 21 22 23
24 25 26 27 28 29 30
1 2 3 4 5 6 7
> Today: 6/19/2018

This control is also used for selecting date and time and is similar to the one discussed above. Here is how
to use it:

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

1 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:

1 To change the year, click on the current year and use theypopp and down arrow keys to
select a different year:

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

PERIOD SELECTION BOX

Filters

Period )

As Entered v

From

[ Tue, Jun 19,2018, 09:11 AM

o
Tue, Jun 19,2018, 0911 AM  ~

The Period Selection baonsists of a drojglown box and twddate and Time entry boxedJse the drop

down box to select a preset period such as last week, and next month. When you make a selection from
thisdropR2 6y 02 E3X ( KS DédtecaN®TWetenty fokesvill aubmatically update to reflect

the selected period.

If you would rather use a specific period instead of one from the dlopn box, simply enter the date
'y R A YSNRIYY R KiSxesd You can make the entry via keyboard ative calendar as
explained in theDate and Time Entry baection above.
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< Tipp¢ KS RFEGSA FLIISFENAY3I 6KSY a¢KAA { §Cebtari SNE
Setupg Semesters Setup screen.

USINGACCUSQL/ACCUTRASCIREENS

To make it easier forou to useAccuSQL/AccuTracke designed a standard interface tbeir screens.
Once you learn how to use this interface, you can easily us@datySQL/AccuTraskreen using this
interface.

The standard interface will haveSaperTablésee above for info on this powerful control). Undieis

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

02E YINJ SR a! OGA@Séo 'YRSNJ GKS RFGF ! RREME SGORYRNRf &4 >
Deleteg

< Tip: You can use the standaBlperTabléunctions to locate a specific record. These include
sorting, searching, and filtering. You can also print the data irsthperTablend export it

When you have data records to view, tBeperTablevill display these records. When you select one of
these records by clicking on it, its information will appear in the data entry controls unde3uperTable
This way you can see the details of eaebord by simply clicking on it.

A3

02N
ryR a9

rz'J

Q- X
-
T <
™ U

< b’)
o e

2 a>x aravyLxe OftA0]l a! RRéod ¢KS RFEGF Syl
i KS R Alé¢ odzidz2ya Attt OKFy3aAS (2 a{l @S¢ Iy

[autN

You can now use the text entry controlsdoter the information. For example, type in the text boxes.
2 KSy TFTAYAAKSRE OfAO]l G(GKS a{l @S¢ odziiiz2y o ¢tKS GSEG Syl
new record appear in th8uperTable The new record will be highlighted in the table.

To edit arexistingrecord, first select it in th&uperTablé Yy R G KSy Ot A01 2y (GKS G9RAGE
info will appearinthedat$ y G N2 O2y G NRf a ® ,2dz Oy y2¢ dzLJRIFIGS GKS NJ
OKIy3Sa 2N awS@OSNIé¢ (2 dzyR2 GKSYO®

< Tip: You can also edit a record by simply double clicking on it iStieerTable

¢2 RSESGS I NBO2NRI &aA AiS®L/AC&Tr&d dsk ol to toyffikm tist A O1 a5
FOGA2Y ® LF @2dz yasgSNI a, Saé¢ GKS NBO2NR gAff 6S R
NotethatAy Y2aid &aONBSyasx (GKS RIGIF SyGNB Oz2yidaNRfa AyOfdzRS
are those currently used in your system. If you no longer need a reitasdyighly recommended that

you make it inactivanstead of deleting it. This wayehrecord 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 launciAccuSQL/AccuTradke Intro Screenvill appear.

AccuSQL 2019

This software is licensed to:

Campus-wide
Engineerica Systems

This software is subject to the license agreement set forth in the license. Please read and
agree to all terms before using this software. Warning:This computer program is protected
by copyright law and international treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may result in severe civil or criminal penalties. L

Student Pad

Staff Pad

Powered by:
© 1994 - 2018

Engineerica Systems, Inc. All Rights Reserved.
228 Www.engineerica.com

m Appointments ’ Seminar Sign up ‘J Who's in ‘. Messaging Center
QQ-) Intake System J@ Media Checkouts x ExitAccuSQL

You will notice your college nanaad license typappearing in thdicensing boxSplash screerifter a
few seconds, the intro screen will disappear and you will seéaim Signin ScreenAlso, you may see a
Tool Tips screen that provides helpful hints about AccuSQL/AccuTrack usage.

MAIN SIGNIN SCREEN

Module: Signin
Purpose:Main screen for studentgutors, and administrators t@igrin and sigrout.

AccessThis screen ispenedat AccuSQL/AccuTra@lkd  f | dzy OK @

< Tip:When you open AccuSQL/AccuTrack, it will be in full screen (kiosk) mode by déifzakt.
mode should be used for any signstations where students will be signing into the system. For
administrators, you wouldypically want to turn off kiosk mode so you can minimize
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AccuSQL/AccuTrack when you are not using it. That is accomplistedSigrin Setup >> Setup
screen by unchecking the Run in Kiosk mode (Applies to this station) cheuidbalicking Save.

B welcome = [m]

Welcome to the Center

2

Engineerica

EDLN LD NN KD LN LN LN N KD LN LN KN LN KD KN KN KN K
We are glad you could stop by!

You can change this message via the Control Panel.
ENEDENENEN LN END LN LD LN LD LN LN LN LN EN LN LN LN KN

Type in your ID Number below, then press "Enter"” to sign in or out
i Student Pad
PurS
x Staff Pad

’ Thursday December 6, 2018

4:08:53

@ Appointments ’ Seminar Sign up w Messaging Center
@ Intake System J@ Media Checkouts x ExitAccuSQL
VS

The MainSignin screenhas a welcome message at the topou can change this message in 8ignin
Setup >> Setupcreen. Under this message, you will see your college logbeAccuSQL/AccuTraskaff
programmed this logo for you before shipping the software. Under the logo you may see a general
announcement box.You can change thesteand visibility of this boalso in the Sigin Setup >> Setup
screen Under the general announcements bpau will see aiD Entry box The current date and time
appear under the ID Entry box

$ Note: AccuSQL/AccuTraékS LISy Ra 2y &2 dzNJ 02 Y Lddzi S NBra  Of
and sigrout 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-gigscreen.

To sign in, simply enter your ID numbetlie ID Entry bognd press the <Enteikey on your keyboard or
click on the arrow with the mouse.

< Tip: The sigAan ID is set t@ 9 digitformat by default(XXXXXXXXXowever, you can
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change the ID formattwhatever you like via thBystem >> Setup 3B Settings Optionscreen
- up to 40 characters longThe 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 thddoling will happen:
1. |If you enter a new ID number that is not in the database, you will se&ldve Usescreen.

2. Ifyou enter a student ID for a student that is in the database and the student is signed out, you
will see the Activities screeif.enabled, yu may also see a Join the AccuSQL/AccuTrack
Communities popup screen(if it is a firsttime 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 istie database and the student is signed in, you
will be signed out and you will see a sigut 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 appoiminand the software is set up
to automatically pick up the activity, you will be signed in and you will segppointmentsigrtin
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 admiwstrator ID number, you will see a password box.

SIGNINGN OROUT CONFIRMATION MEASSE

The sigAn confirmation message appears when the student successfully signs into the system from the
Main screen.

#Jenelle Conner signed in at 06/19/2018 09:35 AM

The sigrout confirmationy S& &l 38 | LIS NE ¢6KSy adGdzRSyida airday 2dzio
name, sigrout date and time, sigin period for current session, and total time spent on the activity and
in the center.

Jenelle Conner signed out at 06/19/2018 09:38 AM.
In for 00:03 hours.

This Week This Semester
To Visits Time Visits Time
ICP305 - Intro C++ Programming [Course Tutoring] 1 3 min. 1 3 min.
eamex 4 suwm 8 ooepam

Have a good day.

$ nNote:ithewd Sy St dinmda + NB OF f Odz I i S RThefddkly & SY
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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 theaitjn
confirmation box will be displayed in positive hours.

< Tip: The confirmation message box will appear on the screen for a few secéods.an
increase or decrease thesthult display period via the Option screeHowever, 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 signD number) will make the box disappear. The typed
numbers will be preserved and passed to the sighox.

TUTORSIGNIN

You can usAccuSQL/AccuTrati track yourtutorQ & ¢ 2 NJ K @itdedskgmein they vidiSef the
Tutor Control Pad

View Appointments With

Admin Generic Viewer

Login as Staff Students in Line

Session Log Monthly Viewer Login as Student Change Password

Class Sign-in Weekly Viewer Schedule Launch AccuBuzz

Reports

Daily Viewer Exit

Anyone you have added in the User> Tutors screen will be accessing the Tutor Pad at siifithe.

tutor is signing in to work, lisheg 2 dzf R Of A O] Saff (KR( B Y@ AYSUWIYRAY I 2y K
software is configured, theutor will be signed in at this screen, AccuSQL/Acduackwill display the

0 dzii 2 NX3éreert. I & 1 &

If the tutor is signing in as a student (e.g. to get help from anothtar), thenhe/she wouldOf A 01 G KS a&[ 23
Ay I a { G dzR8oisi/Accudradhlipsbcked with a regular student sign procedure Any of

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

Options screenThe Tutor Pad is discussed in greater detail later in this document.
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SIGNIN SCREEN BUTTONS

r Guest Sign In
m Appointments W seminarSignup 2? Who's in ®Bp  uessaging Center

T & g8 et :
ﬁ(‘? Intake System J@ Media Checkouts !p Activity Wait List x ExitAccusSQL

The buttons at the bottom of the Main Sigm screen give students the ability to use certain scraans
AccuSQL/AccuTrackf you like, you can make some or all of these buttons disappear by updating the
settings in the Options screen. Here is an exglimm of the functionality of these buttons:

Guest Sign inClicking this button will allow visitors to sign in who have not been entered yet as students.
They would get the normal student sigmscreenslin reports, all sigiins for guests are listed uedthe
KSFRAY3 a! OOdz¢ Ny O1 DdzSaidé o

Appointments: Click to enter a student ID, view appointments, and open eitheQhi&k Schedular
Appointments Wizardwvhich is used for scheduling appointments. Enable this button if you want
students to be able to $edule appointments from the Main Sigm screen.

SeminarSigrup: Clicking this box will bring up the seminar registration scrékseful if you want
studentsor student groupgo be able tosign up for seminars or workshops ieacuSQL/AccuTrack.

2 K 2 Q aBrings/ul 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 CenteBrings up the Messaging Center to enable studentetal email and
AccuSQL/AccuTrack messages to ofkeruSQL/AccuTrack users.

Intake SystemClicking this buttorallows 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 SystemClicking this button will bring up the tutor waiting list screen.

Media Checkoutstse 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 ListIf you enable the Waiihg Listfunction, this button will show students who are
currently on the waiting list.

Exit AccuSQL/AccuTrack you want students to exit the software from the Main Sigrscreen, enable
this button.
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NEW STUDENT SCREEN

Module: Student sigAn.
Purpose:To collect information about new student.

AccessThis screen appears to student during sigrif they are not already in the database, or if they are
Ay GKS RFGFoFrasS odzi G4KS I RYAYA A& (haDplichs\scréefyau@anS R
decide whether you want to show the New Student screen or not whetuSQL/AccuTradoes 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 sudents can enter themselves into the system using this option, it is preferable to

AYLRNI GKS aiddzRSyd RIGE AT Ll2aairotsS G2

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

AONBSYy o6& dzyOKSOlAy3

iKS

Gl tft2¢ ySo aidzRSyias

New Student

Student ID:

Please fill in the information below then click on "Continue™

Name
5= Stephanie

Contact
=11 (407) 554-5454

Cell [CUAEEESELLM [ Do not send SMS messages

Gender?
Ethnic Background?
Did you graduate from high school?

Yes

If you did not graduate. do you have a GED?
N/A

[+]

Age Group?

Continue

Required

Grad Date

04/09/2015

Program?
ARC

Classification?

Junior

Residency?
In-state

Enroliment status?

Fulltime

Referred by?
Advisor

Cancel

TheNew Studentscreen shows your sign ID number at the top. This screen will collect some
information from the visitors. Note that this screen will only appeangev visitorsif you decide to show

it.
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< Tip:¢ KS YAYAYdzY AYF2NNIGA2Y NBIdZANBR Ay (K
rest of the fields can be set as optiondlhe 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 <Shiftey down while entering the first letter of the
name. AccuSQL/AccuTraekll automaticallycapitalizethe first letter as you type it. You can
also configure the software to automatically fix the capitalizatioalbthe namesat once

After typing the name, enter the rest of the contact informatiesnch aghe e-mail addresscity state, zip,
etc. If the software is configured to send email notificatiovieen appointments are set or canceled, the
Email address you enter teewill be used to send these notificationbyou 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 widosee the student profile questions=or each question,
select the answer that applies to you from the drdpwn list box.

< Tip: Depending on how the software is configured, the profile questions may or may not be
visible. The configuration will also determine whetheraaswer 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 theSign in Setup >> Setup >> New Student opti@nsen. You can also show or
hide these options for new students in the same setup screen.

PFOGSNI FAGEAY I Ay | f ContinkeS o ¢zfF @AY G122y IMR OSSR 6 RYKIKKS a3
take you to theActivities screen.

ACTIVITY SELECTISGIREEN

Module: Student sigrn

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

AccessThis screeranappear to student during sign,ior if so desired, you can bypass it completely. In
that case, howeveryouwould only be cdécting the sign in and sign out times
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AccuSQL
Tutoring Center Services

Steffanie Graff-Rapoza

Fraarn

Please select the service you are going to use today.

Category |Advising A| Service Type: [self Study ~
Computer Use Required Hours
Course Tutoring ForLab Hours
Math Tutoring Not Applicable

Success Center Tutoring
Testing
v v
Service ACP400 - Advanced C++ Programming ~ Instructor:
ALG301 - Algebra 1 Foster, David

ALG302 - Algebra 2

CAL401 - Calculus

ENG405 - Software Engineering
ICP305 - Intro C++ Programming
JP4400 - Java Programming

M v

If enabled, his screen is displayed to students at every $ignThe Activity Selection screatiows asking
the student forfour types of information:

1. Category Themenu isgrouped intocategoriesor easier identification. First, seleitte category
of the activityby clicking on it in the upper tibox. Next select thactivity itself by clicking on it
in the lowerleft list box.

2. Service TypeTo select the type of seice you want to use, simply select it from tBervice Type
drop-down box.

3. Instructor: When you selectmactivity, its instructor or instructorgtypically professors that
teach the classire shown in thdnstructor list box. Select the instructor ofefactivity by
clicking orhim or her

After selecting the aboveptions, click the"Continue' button to continue with the sig#in. Depending on

how you setup the system, you may get a box asking if you want to report the visit to the instructor.
Reportedvisits 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 Sighie
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Setupsection of the software This includes theategories &activities, instructors, and service

types. The administrator can also change the text labels appearing in this screen, and can me
theseboxesdisappear if not needed.

$ Note: The Activity Selection screen can be turned off completely if not neetfgeu do

not need to know what students do during their visits, you can disable the display of this scree
via an option in the Options screen.

TUTORSELECTION SCREEN

Module: Sudent signin.
Purpose:To track whichutor the student metwith during the visit.

Accesslif setup, this screen appears to students after the Activities screen duringnsign

AccuSOL

Select Your Tutor

Steffanie Graff-Rapoza

presee

Select a name to proceed.

-Unknown- ~

m“

The large list box in the middle of this screen liststtiters availabldor the activity you selected in the
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Activity Selection screenSelect the tutor you are seeing by clicking on his or her name, and then click
Signlmt G2 02 Y LXinSTutBrs dreki® peoplexhyat work in the center and help students.

< Tip: You can alsdouble click on the name to signfti it.

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

\Jenelle Conner signed in at 06/19/2018 09:35 AM

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

$ Note: LT (KS & drikSoyin frotn $he IBAGCESQE/AccuTraekll ask the
student to indicate whichutor he met atsignouti A Y S ® ¢ KS &adidzRéngl Gt
indicate that he is not meeting withtator (e.g. selstudy).
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FEEDBACK SCREEN

Module: Student sigAn.

Purpose:To collect feedback from students.
Accesslif setup, this screen appears to student during sigr time.

If configured to do soAccuSQL/AccuTraekll display a survey screeat student sigAn or out
AccuSQL/AccuTrackn present two types of surveys: Tutor ratings and services. Here is an example of a
survey:

Feedback Survey

[To help us plan our services for you, we would like some information. Please take some time fo fill out the survey.|

[ | received prompt service
| The staff was friendly and courteous | ~
| The tutor listens and responds well to my questions or concerns [ [v ||

]
M

| The environment was conducive to learning [
I

| The lab's computers have adequately met my academic needs | v”
I
I

| The lab is a welcoming and relaxed environment for working on my assignments

3|
M

I I am satisfied with the lab's hours of operation

| Overall, | am satisfied with the level of service | have experienced in this lab

Please add additional comments if needed?|

o

The student can use the dragown boxes to answer a survey question. The student can also enter
comments in the edit box at the bottom of the survey screehe @dministrator sets the questions and
the answers scale.

< Tip: Questions that require an answer are marked withe font for easier identification.
AccuSQL/AccuTraekll prompt you to answer all required questions before completing the sign
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out.

dick on 'Done" to complete the sigrout process.

SEMINAR SIGNP

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

AccessThis screen appears to student when clicking the "Seminaagitjbutton in the man sign in
screen.

¥ ciose Workshops Sign-up

Please select the workshop you would like to take:

Title Start Presenter Registered

| Robotics Seminar 03/09/2019 12:30 PM  Dr. Light Yagami | =

' Orlando Training AccuSQL 107/09/2019 11:31 AM  Julian McMahon =

| Robotics Seminar 2 |07/19/2019 02:30 PM  Dr. Light Yagami ] |

Robotics Seminar 3 111/22/2019 01:30 PM  Dr. Light Yagami a
Workshop Title

|Robotics Seminar 2 [

Start: End: Registration Deadline:

|o7/1 9/2019 02:30 PM | [07/1 9/2019 03:30 PM [ | 07/19/2019 02:45 PM Closed
Seats available Location Presenter

| 5 | [City of Tomorrow Stadium I lDr. Light Yagami
Description

A truly magnificent experience with world- renowned Roboticist, Dr. Light Yagami. With him will be ~
his latest creation - The Reploid X Prototype!! How exciting!!! The Reploid X Prototype will be the first
reploid ever to have the power of ‘choice.’” Only five participants can take part in this seminar, so only

the chosen will marvel in the Future!l!!

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 checkbo:
the Registered column
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After registering to the seminar, the student should click on'tB&sé button to return to the main sign
in screen.

$ Note: New for version 2016&ndlater, you can now initiate a Seminar Sigrfrom the Tutor
Pad and then determine which studeritgat 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 SIGNP

Module: Appointments.

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

AccessThis screen appears to student when clicking the "Appointments” button in the main sign in
screen.

I tAO01TAY3 2y a! LI Ay G Y Siystraeh wilk bying iikadoxaskidgRi® gtidenyforA y & A 3y
his or her ID number. Once emgel, thestudent has the options to view and or cancel existing
appointments, or to create new ones.

If View/Cancel Appointment is selected, then fBancel Appointment windowill open To cancel an

appointment, the student would click the checkboxes next to one or more oapip®intmentsthen click
the Cancel Appointment button at the bottom of the screen.
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AccuSQL - Build 19.0.0

= [m] X
Cancel Appointment
Click on a Appt Date, Class, or Staff header to sort by it

All Future Appointments

Student ID ApptDate  From To Class Staff Exclusive Default Instructor A
||Graﬁ'—Rapoza, Steffanie |3333333 12/14/2018 02:30 PM 03:00 PM ENG405 - Software Engineering [Course Tutori Basoz, Cetin Yes Nasser, Mon

| Graff-Rapoza, Steffanie 3333333 12/11/2018 03:00 PM 03:30 PM Adv Appt [Advising] Guzman, Julian Yes

| Graff-Rapoza, Steffanie 3333333 12/14/2018 | 04:00 PM 04:30 PM Adv Appt [Advising] Guzman, Julian Yes

v
< >
Cancellable Appointments
v Student ID ApptDate  From To Class Staff Exclusive Default Instru A |
[] Graff-Rapoza, Steffanie 3333333 12/14/2018 02:30 PM 03:00 PM ENG405 - Software Engineering [Course Tutori Basoz, Cetin Yes Nasser, Mon
[] Graff-Rapoza, Steffanie 3333333 12/11/2018 03:00 PM 03:30 PM Adv Appt [Advising] Guzman, Julian Yes
[]/ Graff-Rapoza, Steffanie 3333333 12/14/2018 04:00 PM 04:30 PM Adv Appt [Advising] Guzman, Julian Yes
v
< >
Cancel Appointment

< Tip: You can set rules about appointment cancellations in the View Appents >> Setup >>
Restriction Options screen.

$ Note: If you want to enable studesto be able to make appointments via a Wblowser,

the Web Gateway MVC plugin is a perfect solution for you. Please contact us at
info@engineerica.corto get the details.

If Schedule New Appointment is selected, thether the AppointmentWizardor the Quick Scheduler

screen willopen, depending in which scheduler you choose to presentaor students in the Set
Appointments >> Setup screen.

W Use Appointment Wizard instead of Quick

cheduler for student's appointments.
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SCHEDULING AN APPOMENT USING QUICKHEDULER

From the main sigin screen, the student would click the Appointments button:

m Appointments

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

‘AccuSQL - Build 19.0.0

Studentld || |
ENErTE

The Create o¥iew/Cancel Appointments screen will open:

@ Schedule New Appointment
O View/Cancel Appointment

If Schedule New Appointment is selected, after the student press OK, the Quick Scheduler screen will
open:
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AccuSQL [Steffanie Graff-Rapoza)
Quick Scheduler

(1) Select Category (2) Select Class

Computer Use
Course Tutoring
Math Tutoring

Success Center Graduation Meeting
New Student

(4) Select an open slot

Appt.Duration is minimum 30 minutes and Appointments can start at 30 minutes increments
maximum 60 minutes

Click a Category on the left (1) and the activities listed for that category will appear in Bel¢2)

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 thel@rop

box next to the date display teelect 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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AccuSQL [Steffanie Graff-Rapoza]
Quick Scheduler

(1) Select Category (2) Select Class

Computer Use Career Placement
Course Tutoring Degree Audit

Math Tutoring Grad Check
Success Center Graduation Meeting
New Student

AccuSL - Build 19.0.0

Category |Advising

(4) Select an open slot
Class [AdvAppt

|
|
Staff | Guzman, Julian |
Time [ 1211112018 03:00 PM |

\pp Note (Max 100 characters)
‘Testing ]

Duration | 30 Minutes

Appt.Duration is minimum 30 minutes and Appointments can start at 30 minutes increments
maximum 60 minutes

Based on your appointment rules (min and max appointment length settings you can click gtebur

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 studémnd 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 SNGIN

You can uséccuSQL/AccuTratk track yourtutor work hours Tutor sigrrins are saved in their own table
and are reported separately.

To track tutor work hours, first enter the tutor info in the Tutor scre@fen atutor signs in:

Type in your ID Number below, then press "Enter” to sign in or out

TheTutorPadwill appear:

View Appointments With

I Admin Generic Viewer Login as Staff Students in Line

Session Log Monthly Viewer Log in as Student Change Password

Class Sign-in Weekly Viewer Schedule Launch AccuBuzz

Reports Daily Viewer =

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.

TheTutorPadhas the following buttons:

1 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 scrééte: The options
available for tutors to access Admin is set in the System Access >> System Access Groups
screen. Select the Tutors group and theslectEdit to modify those settings.

1 Session Lod:aunches the Session Log screen where tutors can enter notes for any sessions they

have had with studentand/or fill out the Session Questionnaire.

Class Sigin: Starts a class sign sessionDetails below.

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

access group.

Generic ViewerLaunches 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.

= =4

=A =4 =4 =4
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f
f

Log in as StaffSign in as #utor. 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

Login as StudenSigninasatudey & G2 dza S { K SNo@:YgulcédMiiiutos SNIIA OS & @
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.

Schedule5 A & LJ | @ & (dzi 2 NR& do@ieBeRmdt d®mdgyaR(semésted ar &  { dzii 2 NJ
custom schedules.

Students in Linelf Intake System is turned on and admin allatysutors can see the students

waitingto seethem andthen sign the studergin.

Seminar Sigmn: If any seminars are availakfiee. 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 AccuBuzallows tutors to receive alerts at their computers when a studentssigrto

see them or is placed in the Intake System. The alerts appear aspbpxes from their

windows taskbar. Notethe AccuBuzz program runs externaltecuSQL/AccuTrack

Change Passwordllowsthe tutor to change his or her password.

Exit Close theTutorControl Pad

CLASSIGNIN

If you have a large group of students signing in to the same activity and working with theéigameou
can use the @ss sigAn mode to quickly sign these students in. This is ustfuexample for signing
students into Sl (Supplemental Instructjariasses. To staa Cass Sigiin session, théutor needs to
click on theChss Sig#n button:

Session Log

Class Sign-in

View Appointments With

Generic Viewer Login as Staff Students in Line

Monthly Viewer

Login as Student Change Password

Weekly Viewer Schedule Launch AccuBuzz

Reports Daily Viewer Exit

AccuSQL/AccuTrawekll display a list of the activis the tutor is associated with:
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B, Welcome

Welcome to the Center

Engineerica

R e NS - N
Acctﬂ' - Build 19.00
Class Id Class Category ~
ACP400 _|Advanced C++Programming | Course Tutoring |
ICP305 Intro C++ Programming Course Tutoring M.
«| JP4400 Java Programming Course Tutoring »
ENG405 Software Engineering Course Tutoring
I
Student Pad
x Staff Pad
¥

m Appointments , Workshop Sign up " Messaging Center
3 O v ,
‘!. Intake System Media Checkouts x ExitAccuSQL

Thetutor can then select the activitige/shewantsto mass students to by double clicking on it. The

message on top of the ID Entry box will change to indicate the masinsigode. The mass sigm class
'y R ( deiiedwlBgpeayin the message:

ICLASS SIGN-IN TO ACP400 - ADVANCED C++ PROGRAMMING [COURSE TUTORING] WITH
Cetin Basoz

IM

End Class Sign In

AccuSQL/AccuTraekll 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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AccuSQOL X
Santiago Rodriguez
signed in at 12/10/2018 05:12 PM

Toend dss sigin,Of A O] 2yl XK S{ XBYRAYy & odzildz2y o

$ Note: Only students who are already in thecuSQL/AccuTradiatabase can sign in while
in chss sigAn mode. New students are not allowed while in this mode.

CIASS SIGN OUT

When the tutor who activated a&ss sigAn session signs ouiccuSQL/AccuTraekll display this box:

@ welcome = o

Welcome to the Center

Engineerica

ENLNEND LN LN LN LN LN LD LN LN EN LN LN LN LEN LN LN LN LD
We are glad you could stop by!
AccuSOL - Build 19.0.0 - Cetin Basoz

Youc Panel.
UMY You started a class sign-in session DN €»

On : Monday, December 10, 2018, 5:08:07 PM
C - Course i

: Coul g
Class: C++ Programmin [———
LASS SIGN-I 4 FORING] WITH

Please specify end time of this class

[EosPy -

Session period : 1 hours and 0 minutes

| Monday December 10, 2018

5:14:50

| ol Intake System
A
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The tutor can keep the default session etirte, which defaults to one hougr he/'she can adjust it and
clickd 5 2 y/A&€éu8QL/AccuTraekll sign the tutor ot and will also gjn out all the students of thea$s
signin session.

$ Note: You can password protect the End Class Sign in Option lisies>>Setup>>Student and
Tutor Pad Options screen

SEMINAR SIGN IN

When you create Seminars in AccuSQL/AccuTrack, there are settinigs flate and time whetthe
seminar starts and when it end&lsing those settings, a tutor can initiate the Seminar Sign in for the
seminar. 30 minutes before the seminar is set to beihgill automatically be available in the Seminar
Signin Pick list.

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

View Appointments With

Admin Generic Viewer Students in Line

Session Log Monthly Viewer Change Password

Class Sign-in Weekly Viewer Schedule Launch AccuBuzz

Reports Daily Viewer Workshop Signin Exit

Any seminars that will be starting within a 30 minute window wilblvailable from the pick list. Select the
seminar students will be signing into and click OK.
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B_ Welcome

Welcome to the Center

Title
Robotics Seminar 4

Presenter
| Dr. Light Yagami

Starts

Ends
12/10/2018 05:20 PM 12/10/2018 06:20 PM

Student Pad
Staff Pad
|
You will be returned back to the Main Sign in Screen with that seminar selected.
Workshop SIGN-IN TO [Robotics Seminar 4] WITH [Dr. Light Yagami]

End Workshop Sign-in
Students can then sign into the seminar by entering their IDs.
AccuSQOL

X
Steffanie Graff-Rapoza signed in to:
Workshop: [Robotics Seminar 4] with [Dr. Light Yagami] at
12/11/2018 08:54 AM.
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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.

AccuSOL >

e Sorry. Only registered members of the seminar are accepted at this
time,

< Tip: Since the AccuSQL/AccuTrack station will be locked down while the seminar pigicess
is active, if you need to registerdall dzZRSy & F2NJ 6KS &aSYAYI N a2y
signin, you can open a second AccuSQL or AccuTiagik as an admin and then go to Seminars
Seminar Status to register the student

SYSTEM ADMINISTRANIGCREEN

Module: SystemAdministration
Purpose:To setup the softwareonfiguration settings, add datand generate reports.
AccessFrom the Main Sigin screen, enter the System Administration ID and password.

The System Administration screprovides access to setting up the software and generating repdis.
access the System Administration screen, you need to enteadngnistrator ID andpassword For new
installations, the ID i§ M M M M Manditivenpgssword NEWE 6 |  dasddzLILIS NJ

Type in your ID Number below, then press "Enter” to sign in or out

RRXRRXXRRL .’

Password: | ***

Enter the ID and press the Enter key on the keyboard. Now enter the password and press the Enter key on
the keyboardIf you enter the correct ID and password, you will see3lystem Administratiorscreen.
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[ AccusQL - Build 19.0.0 -

System Administration

Users
Sign-in Setup Help Center
Student Visits Tracking
- 5 Reports Cent:
Tutor Visits Tracking =0 o
Student Demographics

Reports
Set Appointments
View Appointments

Control Panel
Media Check-out
Feedback Surveys Database
Session Log
Program Assessment SystemAccess
Communications
Tutoring Requests Custom Queries
Seminars
Computer Reservations
System
Add-ons

Success Plans

Customize Menu 1 Return to Sign-In screen x ExitAccuSQL Intake System
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ORGANIZATION OF TSESTEM ADMINISTRANIS®CREEN

The System Administration screen contains several elements. Please review the following screen to see
how these elements are organized.

AccuSQL - Build 19.0.0 -

System Administration

Sign-in Setup Help Center
Student Visits Tracking

Categories & Classes Registration Registration (Multi) Reports Center
Tutor Visits Tracking 2 5
Student Demographics
Set Appointments ServiceType Course Coverage Schedule Builder Relicit:

View Appointments
Control Panel
Media Check-out Staff Availability

Feedback Surveys Database

Session Log Specific Module Buttons

Program Assessment SystemAccess

Ll L System Administration Options

Tutoring Requests Custom Querie
Seminars

Computer Reservations System Administration Modules

System

Add-ons

Reports Reports Center Setup
Success Plans

x Customize Menu 1 Return to Sign-In screen x ExitAccuSQL 8? Intake System

The left side of th&ystemAdministration screen contains th&ystem Administrative Modulg®u will be
accessing i\ccuSQL/AccuTradkyou click on one of the available modules, then the buttons associated
with that modulewill appear in thecenter. For example, if you clicked @ignrin Setup, then the modules
associated witlSigrin Setupwill appear in thecenterarea.

Since theSignin Setup modulevas selectedrom the System Administrative Modulei$ you click the
Report linkor the Reports Center linfpoth at thebottom right ofthe screen) yowvill beaccessing the
Signin SetupReports available in AccuSQL/AccuTrack.
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AccuSOL - Build 19.0.0 - o X

Time Format
Bl osraton Repors » Fitter On
egistration by Student © Hours and ﬁ§°t'°"s Poricd )
egistration by Class © Hours and minutes ; 5
This Semester v
-Self-Registration Use Positive Hours I E"
Memorized Reports From
Customized Reports Report Type | sat, sep01,2018 1200aM  ~|
Favorios ® Detailed Report T
Downloaded Reports collatinas
- Scheduled Reports O Summary Report IMon. Dec 31,2018, 11:59 PM E]
Show Visitor ID [ Students
Show Student Phone number
[IClasses
[] staff
[Jinstructors
[JMedia
[] Student groups
Student name format (where [ Senice Type
@ Last, First [ISports
O FirstLast ||:| LabIDs
Staff name format (where appropriate) ID Staff groups
@ Last, First
Q First Last [JUse native report engine

@ AccusQl - Build 19.0.0

Reports Center

Standard  Favorites = Ci ized i @ Column Mode © List Mode

Aezusal Raport

2] -
L —
of i
B T
]
D
e e
TR 1
_—
O
i s i y [z ot =
s e
SR i B B — = —— e =

Registration by Student ~ Registration by Activity = Self-Registration e
° °

- 00000 © 000 e 000

Period -
[This Semester ~]
From

| sat, sep 01,2018 1200 M ~|
To

[mon, Dec31,2018 11:59PM  ~|
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If you click the Setup link (bottom right of screen) you will see the various Control Panel options related to
Signins Setup.

AccuSQL - Build 19.0.0 = [m} X

Sign-in Setup

-~Welcome Screen Options

. Activity Screen Options r Welcome Messag

... Tutor Selection Screen Options [|We|come to the Center I
..New Student Options =

.. Tutor Sign-In Options Show announcements box in sign-in screen. [ Opaque background Font Size: |14~
= Waling pions O OO MO KM LN O KM O KON MO KM LN O KN KN KN KN

We are glad you could stop by!

You can change this message via the Control Panel.
UNENLENERENPLENLENLENUN LN LN LR LN LN LN LR LN LN LN LD

~Show these b
Appointments
Workshop Sign up
Media Checkouts
Class Waiting List
ExitAccuSQL

Messaging Center
[Jstudents can only message staff
“Who's In"
[]Students can also see signed-in students

[JRun in Kiosk mode (Applies to this station)

[“1Do not display Online Communities message at Sign In

“

Each othe moduleswill behave in the same wagso for example, if you click Users (yours may be called
Students, but is it the top left option in tHeystem Administrative Modulgsyou will see the setup
screens for Users (students, tutors, instructors, etc.). If you click Reports, you will sgm#é8 related to
Users and if you click Setup, you will see the Control Panel options for Users.

Lab: | - Default- |

$ Note: Depending on your access level, some of the options on this screen may not be av.
to you. The options available for access levels are setup usiegss Groups.
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CUSTOMIZING THE MAMENU OPTIONS

You carreset the orderof your Main Menu options and also chanthe labels fowhat those menus
display. To do so, click Customize Menu from the System Administration screen

AccuSQL - Build 19.0.0

Student Visits Trackinzo

Tutor Visits Tracking
Student Demographic
Set Appointments
View Appointments
Media Check-out
Feedback Surveys
Session Log
Program Assessment
Communications
Tutoring Requests
Seminars

Computer Reservatiol
System

Add-ons

Success Plans

System Administration

Sign-in Setup

Order the list by dragging the bar on the left

Users

Sign-in Setup

Student Visits Tracking
Tutor Visits Tracking
Student Demographics
Set Appointments

View Appointments
Media Check-out
Feedback Surveys
Session Log

Program Assessment
Communications
Tutoring Requests
Seminars

Computer Reservations
System

Add-ons

Success Plans

Save Order

v

Visible

Edit

Cancel

Reset Menu ltems to Default

Help Center

Reports Center

Reports

Control Panel

Database

SystemAccess

Custom Queries

Reset Order

“‘ED

2

Customize Menu

2‘ Return to Sign-In screen x

ExitAccuSQL Intake System

To change the order & 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 ngwesition After you are done, click the Save Order button
to save your changes. Also, you can click Reset Order to @listlitems back to their original order.

In the following example, the View Appointments and Set Appointmertduleshave been move to
the top position in the list.
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omize

Order the list by dragging the bar on the left

View Appointments A
k4 Set App e ;
Set Appointments
Users | il
Sign-in Setup =y
/| Visibl
Student Visits Tracking e
Tutor Visits Tracking
Student Demographics Edit
Media Check-out =
Feedback Surveys
Session Log Save Cancel
Program Assessment

Communications
Tutoring Requests
Seminars

Computer Reservations
System

Add-ons
Success Plans Reset Menu ltems to Default

Save Order Reset Order

After clicking Save Order, and then Exit, the changes will be reflected 8y#tem Administration screen
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B, AccusL - Build 19.0.0

System Administration

View Appointments

Set Appointments Help Center
users

SIannISet Reports Center
Student Visits Tracking

Reports

Tutor Visits Tracking

Student Demographics P —
Media Check-out

Feedback Surveys Database
Session Log

Program Assessment

Communications

Tutoring Requests

Seminars

Computer Reservations

System

Add-ons

Success Plans

1 Customize Menu x Return to Sign-In screen x ExitAccuSQL Q(D Intake System

In the Customize menu scregyou 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 lab®/orkshopshas been changed tBeminars
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B AccusQL - Build 19.0.0

View Appointments
Set Appointments
Users

Sign-in Setup
Student Visits Trackin
Tutor Visits Tracking
Student Demographic
Media Check-out
Feedback Surveys
Session Log
Program Assessment
Communications
Tutoring Requests
Seminars

Computer Reservatiol

System

System Administration

Order the list by dragging the bar on the left

View Appointments
Set Appointments
Users

Sign-in Setup

Student Visits Tracking
Tutor Visits Tracking
Student Demographics
Media Check-out
Feedback Surveys
Session Log

Program Assessment
Communications

Add-ons
Success Plans

Workshopg

[ visible

Edit

Save Cancel

Reset Menu ltems to Default

Help Center

Reports Center

Reports

Control Panel

Database

SystemAccess

Custom Queries

Add-ons

Save Order Reset Order Exit:

Success Plans

x Customize Menu 1 Return to Sign-In screen x

ExitAccuSQL [ @ Intake System
Al

After you have changed the label, click Save and then Exit. Your changes will be reflecteslystehe
Administrative Modulesptions.

To hide anodule click on it in the Custnize Menu screen, then click Edit. You can then uncheck the
AVisiblé€ checkbox to hide the menu iterifter you are dongpress Save and Exit and your changes will
be reflected in theSystem Administrative Modules

Note: If you want to reset thenodules totheir original settings, click théReset Menu Items to Defaglt
button.

USERSETUP

When youclick on Users from the Main Menwywill see the following optiongNote: Depending on

@2dzNJ OSNEAZ2YS G(GKA& 2LIWiA2y YI& 0SS tFr06StSR a a{GdzRSy iz
 Students:Usé 2 aSid dzlJ aiGdzRSydaQ RFEGE®
f ¢dzi2zNRY !aS G2 &aSG dzLJ GdzizNXRa RIGE®

1 Instructors. Use to add or edit instructors.

1 System Administrators: Use to set up system administrators and assign them an access group.
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1 Student Groups: Allows you to view and manually buildisht groups. These groups can be
used as filters in several places in the system.

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

create required hours for members of these teams.

1 Grants Recipients: Allows ydo create grant definitions and then assign them to students.

1  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 followingsectionscontainmore information on the above screens.

STUDENTS

Purpose:To add a new student or modify the informatifor existing students.
AccessUsers>>Students

@, AccusQL - Build 19.0.0 = [m} X

D First Middle Last E-mail Address Card ID
|3333333 ] |Ste|'fanie | [_ ] |Graﬁ-Rapoza | juliang@engineerica.com
Address city state  Zip Phone Phone note
1 [299 West Lane Hwy Sanford FL || [32773 Home|( ) - | Acti
2 S Celll() -
Other|( ) -
Comments Birth Date

‘Student Name Studentld  ActiveCard Id ~
' Basoz, Cetin 5550666 Yes
E Blodgett, Chadd 9999999 Yes
| Bright, Cindy 4440555  Yes
: Conner, Jenelle 7777777 Yes
' Crabtree, Sarah 555555555 |No
| Crabtree, Sarah 5555555 Yes
| Graff-Rapoza, Steffanie 13333333 Yes
' Guest, AccuSQL _AccuTrackG No
Guzman, Julian 1234567 Yes
| Rodriguez, Santiago 4444444  Yes
| Schmidt, Paul 2222222 Yes
;'Tnongpaen, Tawan 8888888 Yes
‘Torres, Julia 6666666 Yes
|
|
\l v
13 Students [JHide inactive students ==

Show Web SetActivefinactive Assign Picture | Tutoring Request Attachments Change Password

You will notice a list of students sortetpbhabetically by last nameThe list box haf®ur columns. The

FANRG O2fdzyYy aKz2ga G(KS addzRRSydQa tlFad ylFrYSZ FTANARIDG
dGdzRSy-ipalLaday¢KS GKANR O2fdzvYy aKz2ga GKS dzaSNDRa

dzA SNJ A & | Ol A @S é&s awinagtiteSisefhe fowth doluninysidws@He decondary (Card ID
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that can be used for the student as alternate sigreredential Note: The Card ID option for studerits
enabled in the Control Panel >> ID Settings Options screen.

ADDING A STUDENT

To add a new student, simptyick theAdd button and thenfill in his or her ID number and hame. You
can also fill in the contact info and ttaso click the Profile button tanswer to the profile questions. Click

i KSavéh odziGiz2y

2 a

I @S @2dz2NJ Sy i NE®

< Tip: You do not need to hold the <Shift> key down while entering the first letter of the nam
AccuSQL/AccuTraekll automaticallycapitalizethe first letter of the name as you type it.

If the user IDyou are saving is already in the database, willsee a warning message, and you will not
be allowed to save the duplicate ID.

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

AccuSQL

[l

A user already exists with this ID

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

I £t A0 Y2/ ad&BiGay

AccusQL

[9} A student already exists with this name. Save anyway?

23

| Yes | [ MNo

‘ EDITING A STUDENT

Toeditl &G dzRSy i

NEO2NRZ TFANAI

KAIKEAIKG GKS yIYS$

2l and down=l buttons in the vertical scroll baor the scroll bar itselto 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 cihand then clicki K &itéa
record to go into edit modet K S

0 dziYduzaf @lso double click on the
Al dRSyGQa AyT2

¢ Aahd becdre editabledA S R

G2 al @S (K#® KRBAZEKI (2NOOYOST o2y

oé

02

GKS ¢

Of A (

iKS

al 1S @82dzNJ OKI y3S8avd yRdzi K8y @2 A DS UK E KG&ncaK oydAISiEsy 2 NJ Of

to keep the data as is.
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MAKING A STUDENT INAIVE

Toinactivatea student, edit the student as described above, unchbeld ! OG A @S¢ OKS O
0KS NBEO2NRO® 2 KSy (KS adGdzRSyi Aa
students are not allowed to sign in, however you can still run reports on them.

Ayl Ol A Asadivel

HIDE INACTIVE

STUDEN(PIN)

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

students to inactive manually, yoae 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:

[JHide inactive students =&l

02EX
db2¢

To hide inactive students, click the checkbox. If you want to pin to always hiding inactive students, click
the checkbox ad the click the pin. It will then display in a pinned state.

[“Hide inactive students: &

DELETING A STUDENT

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

message:

AeccusSQL 3

If you answer "YesAccuSQL/AccuTraekll check the datahse to see if there are related records in
other tables. If no related records exigtccuSQL/AccuTrawkll delete the student; otherwise,
AccuSQL/AccuTraekll display a message:

S

AccusQL

¥' tables:
Sign in and Appointments.
Do you still want to delete this student and its related records?

| Y | [ Mo
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The message above says that this student hasisigecords and some essages. If you answer "Yes",
AccuSQL/AccuTragkll delete the student's record and all related records, such asisigecords
appointmentsand messages.

OWarning: Be extremely careful about deleting ANY informatitryou delete data, you will lose
all associated data with thateletedrecord. It is highly recommended yinsteadinactivatethe

record

CHANGING THE CAPITZ2ATION OF THE EN'HERNAMES

If students enter their names during their first signsession, 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

. @

aStdAay3

GKS 2LIA2y aC2NDS

LINPLISNI yIFYS OFLAGETA

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

To use the proper capitalization,alion the "Proper Case" button.

AccuSQL/AccuTraekll display a confirmation message:

AccusSqQL

‘-.I This function will change the first letter in all the names to
@' UPPER case and the rest of the name to lower case.
Also preceding spaces will be removed from names. Proceed?

Yes ] [ Mo

Click 'Yes to proceed.

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

yIYs$

02

f268NJ OF LI L Attt y2i

FTAE OFLAGLE

| SHOWWEB(REGISTRATIONS

Use this button if you have th&eccuSQL/AccuTrateb Gatewaynodule and you allow students to
register via the web. When you click on this button you will see a list of students who sigraesdnew

84

< Back to Contents >




ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

studentsvia the web. To allow these students to schedule appointments, edit these records and make
them active.

SH ACTIVE/INACTIVE

Use this button to activate or inactivate one or more students. When you click Set Active/lnactive, you
will be presented with an information box about this function. Click Yes to proceed.

AccusQL =3

4% This function allows you to select one or more users and then set their
WY =statusto either active orinactive.

Proceed?

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

2y GKS {GFddza INRAR F2NJ SAGKSNI Iy ! OGAGS 2NI LYy OGABS 1
G{GFNI&a 6A0GKE G2 aKz2g 2yfte | OGABS 2N Ayl OGABS NBEO2NR:

B, AccusQL - Build 19.0.0 - [m}

x Close Students

D il Middie Last E-mail Address Card ID
5550886 | ————— 1 [ Tl i I |
: A""If‘i v FirstName MiddleN: LastName D Status A | Phane note | i
O cetin Basoz 5550666 Active | |
2 I:}[] Chadd Blodgett 9999999 Active : I ] |
[ Cindy Bright 4440555 Active | | | | |
Comments |[] Jenelle Conner 77777 [Activall |
[ Saran Cravtres 5588555 ol Filteronthisvaiue __ »|  Steriswith |
‘EI Sarah Crabtree 555555555 In Filter excluding this value  » Exact value
IStudent Name| ] Steffanie Graff-Rapoza 3333333 Ac  Filter on selected
mjﬂ AccuSQL Guest _AccuTrackGuest_ In  Filter on not selected
| Blodgett, Cha{ L] Julian Guzman 1234567 AC Clear Filter
iBright, Cindy I:| Santiago Rodriguez 4444444 Al Selectall
| Conner, Jenel L Paul Schmidt 2222222 AC Unselect all
| Crabtree, Sar{ ] Tawan Thongpaen 8888888 Al Revertselection
| Crabtree, Sar. a‘D Julia Torres 6666666 At
| Graft-Rapoza, |
| Guest, AccuS
| Guzman, Julig
| Rodriguez, Sal
| Schmidt, Paul
iThongpaen‘ Tl
| Torres, Julia
|
|
|
13 Students =

=
Show Web ’ Tutoring Request Attachments Change Password
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Tip: After you havéiltered on Status, you can then right click in the grid and choose Select All to select all
the records:

" AccuSQL - Build 19.0.0

¥ FirstName Middle N:  LastName D Status A
J:] Cetin Basoz 5550666 Active
] Chadd Blodgett 9999999 Active
3_[] Cindy Bright 4440555 Active
[ Jenelle ‘Conner 7777777 Active
:I:] Sarah Crabtree 5555555 Active
] sarah Crabtree 555555555 Inactiv
';_D Steffanie Graff-Rapoza 3333333 Active
[] AccusaL Guest _AccuTrackGuest_ Inactiv

D Santiago Filter on this value >

] Paul Filter excluding this value » Active
D Tawan Filter on selected Active
D Julia Filter on not selected Active

Clear Filter

Unselect all

Revert selection

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.

AccuSQL X
Set selected students’ status to:
[Yes] - Active
[No] Inactive
Yes No ‘ Cancel
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ADDINGPROFILE DATA TO AUPENT RECORD

Select a student and then click the Profile button to add profile information for the student. Profile
guestions and answers allow you to collect additional information, such as demographic data, or anything
you would liketo collect about your students. When you click the Profile button, you can add or edit any
of the 10 profile fields that are available.

AccuSQL - Build 19.0.0 - [m}
Students
D First Middie Last E-mail Address Card ID
[1234567 | [Jutian | | [Guzman
Address Ci State i Phone Phone note
1 | 299 West Lane Hwy | Sanford | FL || [32773 Home| (407) 455-4409 | | Aty
2| I B | celO) - Il |
AccuSOL - Build 19.0.0 |
Comments
Julian Guzman
= - = What is v or? - T i ing? ————————
‘Student Name StudentId -What is your Major? ‘ Interested in Tutoring? =
Basoz Cefin 5550666 : [No ]
|Blodget, Chadd 9900099 || S—eemre s
| Bright, Cindy 4440555
Conner, Jenelle 7777777 |W‘f"e 2% I
| Crabtree, Sarah 555555555 | Eiiiy
 Crabtree, Sarah 5555555 ' ;
| Graff-Rapoza, i 3333333 [Hispanic M
| Guest, AccuSQL _AccUTrackq  \hat year of your dearee are you in? —
' Guzman, Julian 1234567 7
| Rodriguez, Santiago 4444444 |Jumor 4 l
| Schmidt, Paul 2222222 ~what is your Residency?
;Thongpaen‘ Tawan 8888888 -
Torres, Julia 6666666 [in-state v]
x = m

13 Students [JHide inactive students =

i e it i

Click save to save your selections, or Cancel to discard tHetae: Profiles fields and their values are
setup in theStudent Demographics >> Profile Setup screen.

ASSIGN PICTURE

Click this button to assign a picture for the selected studBecommended size is 200x200 pixels and you
can use a .bmp, .png, .jpg or .gif fNghen you click Assign Picture you will be presd with an Open
Picture navigation screen where you can locate the picture you want to use and then click OK.
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Open Picture @
Lookin: |, Student Photos - @7 @
= &
e bt [=
Recent Places i
ﬂ-‘*«
Desktop . : . 3
Student 1,jpg student 2,jpg Student 3.jpg Student 4.jpg
_V_:Tl
Libraries
‘A lﬂ Pl
Computer ‘
)
- )
Q&\‘ Student 5.jpg Student 6.jpg Student 7.jpg Student 8.jpg
Network

A - -
File name: A

Files of type: [AII Graphics Files (*bmp;”.dib;”.cur;".ani;"ico;" jr v] [ Cancel ]

The selected will display on the Students screen for that studéptIf you want to assign photos to
several students at once, you can uke Database >> Import >> Student Photos option.

ATTACHMENTS

Use this option to assign external files with the selected student redttten you click Attachments, a
screen will open where you can click Add to add a new attachment:

88

< Back to Contents >




ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

AccuSQL - Build 19.0.0 = ] X

Attachments

Description ~
Transcripts

v

Student [Guzman, Julian [1234567] | - | Phone Number |4074554409

Description | GradesFall2018 |

Filename | CAUSERSUULIAN GUZMAN\DESKTOPUULIANTEST CSV FILES\STUDENTGRADESFORSEMESTERZ(| !

EE B

Student By defaultt selects the current student you have selected in the main Students screen. If you
gyid G2 aStSOG I RAFFSNBy(d addzRSyidsx Ot A01 GKS X 0dzii:

Phone NumberSystem populated.
Description Enter a name for the attachment.

Filename/ t A O utforkt&naXgaté 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-dmpn to see all files.

Save Click to save the attachment link.
View: Click to view the attachment in thdefault 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 studRagswords are used wh
students log into the Student Pad, use Web Gateway to make appointments, or use sign into the
Computer Lab Plugin and you have At >> Setup >> Computer Lab Options set to require student
password at sigiin. After you click Change Password, a scne@hopen where you can enter the new
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password and then enter it again to confirm aclitkDone. The passwords are casansitive. If you do
not want to change the password, you can click the Cancel button.

AccuSQL - Build 19.0.0 - [m]
Students
D First Middie Last E-mail Address Card ID
(1234567 | [sutian | [ | [cuzman
Address Ci State Zip Phone Phone note
1 | 299 West Lane Hwy | Sanford FL | [32773 Home| (407) 455-4409 | Acti
2| I B cetl () -
Other|( ) -
Comments Birth Date
‘Student Name Studentld  ActiveCard Id ~
| Basoz, Cetin 5550666 Yes
i Blodgett, Chadd 9999999 Yes
| Bright, Cindy 4440555  Yes T
Conner, Jenelle 7777777 Yes S e
' Crabtree, Sarah 555555555 |No New password: |+
| Crabtree, Sarah 5555555 Yes
| Graf-Rapoza, Steffanie 3333333 Yes Confirm New password: | *****
| Guest, AccusSQL _AccuTrackG No
' Guzman, Julian 1234567 Yes m
:Rodriguez, Santiago 4444444 Yes
| Schmidt, Paul 2222222 Yes
| Thongpaen, Tawan 8888888 Yes
' Torres, Julia 6666666 Yes
g
+ add | I Detete ! Edit
B | : = v
13 Students [JHide inactive students

Show Web SetActivefinactive Assign Picture | Tutoring Request | Attachments % Change Password

Tip: If you want to set all of the student pawords to either the same as their IDs, or to their lower case
last name, you can do so in the System Access >> Reset Student Password¥ sarean.also import
password for students as part of the Student Information impBasswords are required fstudentsto

be able to access the Student Pad from the main AccuSQL/AccuTrack sign in sdoggmtodWeb

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

USING THE STUDENTENCRAL TOGIAR

The bottom of the Modify Student screen has a toolbar that proyititailed 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 appointmexfor the selected student (current semester)

Registration Showsghe activities(classes) to which thgelected student is registered
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Visits: Shows the visitfor the selected student (current semester)

Tutors Shows theautors that helpedthe student this semester.

Groups:Shows the student groupsf which thestudent is a member

Tutoring RequestsShows the tutoring requests the selected student made this semester.

Advanced:Provides you with more control on the repsrtincluding changing the reporting period and
exporting the report to an html form, a Word document, or an Excel sheet

@, AccusQL - Build 19.0.0 = [m}
3 close Students
D First Middie Last E-mail Card ID
[1234567 | [dutian 1 | [cuzman | I |
Address it State Phone Phone note
1 |299 West Lane Hwy Sanford FL || |32773 Home| (407) 455-4409 Actie
2 v celll( ) -
. other[( ) -
Comments Birth Date

udents Central

Student Name

Basoz, Cetin
Blodgett, Chadd
Bright, Cindy
Conner, Jenelle
Crabtree, Sarah
Crabtree, Sarah

x Close Form

Select one or more items (to select multiple items use [Ctrl+Click])
To change the order of items click and drag little box

Show Web SetActive/inactive

Graff-Rapoza, Steffanie = /F\{DD?ift“mZn;Sd " A
Guest, AccuSQL |_| Registered Activities —
Guzman, Julian From |_|Visits Save as HTML
Rodriguez, Santiago [sat,sepo1,2018, 1200 | 1 (T;‘:L"Jss T
Schmidt, Paul bt &
T;mml ;enalfrawan To || Tutoring Requests

dpaen, |Mon, Dec 31, 2018, 11:59 PM j Seminars v Save as Excel Workbook
Torres, Julia

Vel Edit
v

13 Students [JHide inactive students =

Assign Picture | Tutoring Request | Attachments % Change Password
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TUTORS

Module: Tutor Setup
Purpose:Enter and modify tutors.
AccessFrom System Administration, click tisers>>Tutors

AccuSQL - Build 19.00

= ] X
Tutor S ~ Assignments e o .
LastName FirstName Active A | Category Class ID Class A
Basoz [Cetin Yes | Course Tutoring ACP400 Advanced C++ Programming
Bright Cindy Yes Course Tutoring ENG405 Software Engineering
| Guzman Julian Yes Course Tutoring ICP305 \Intro C++ Programming
| Course Tutoring JP4400 Java Programming
1
1
v
BS 2 oY)
[JHide inactive tutors =4 Add/Remove Assignments
D First Name Last Name E-Mail
|aBCO555 | [cetin | [Basoz | [iuiang@engineerica.com | Do not send TextMessages Active
re: Ci State i Phone Phone note jor
| | B | Home[( ) - |
Pay Type Pay Rate  Pay method Cell( IS I | Card ID
IPro Tutor ~ || $10.00 | @© For Work hours O ForAppointments Otherl( N I |
T ey oo 135565 Max# of students ina Start Date End Date
g a group session? 5
@© Use configuration setting b ent
Notes
Q Yes, can serve 7
Q No, cannot serve
_ . Assign Picture
Allow tutor to chanae own availabilitv
@ Use configuration setting © Yes O No v
4 oo | & ton | X o] e "
TutorSchedule | Tolor O Times | Scheduer Classic Abokiras

\ ADDING A TUTOR

To add a new tutorClick the Add button andnter his or her ID number and enter the first and last name.
You can also enter the phone numbenmail address, and street address, among other items. Fimaié
address will be used if you want to sendnail notifications of appointments or use othmpes of email
messaging for the tutor. The street address is useful if you want to pdiditess labels for the tutors. The
cell phone number will be used if you decide to use text messaging.

PAY RATES

Next you can definghe pay typefor this tutor. This is useful if you waAtcuSQL/AccuTratk calculate

the payfor the tutor. Select the pay rate by using the drdpwn box. The default pay rate will be shown

Ay GKS atle NIGSé ¢SEG 02E® ,ePedrra@ fpeed®K | y3S GKS RSTFI ¢
AccuSQL/AccuTragkll make sure the entered amount is between the minimum and maximum pay rate

for this pay type. Next select how the tutor is patar Work Hoursr For Appointmentsy using the Pay
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Method options group. This deition will determine howAccuSQL/AccuTraékl £ Odzf | G Sa
Note: Tutor pay rates are defined in tleutor Visits Tracking >> Pay Ratseendiscussed later in detail

ADD/REMOVERSSIGNMENTS

Next, you need to tellAccuSQL/AccuTrattke activities or servicesliis tutor provides by clicking the

Add/Remove Assignments button and then using $stection List Boxesntrol. You must assign the
activities to the tutors if you want the student to pick a tutor when they sign in to the systénen 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 appointmescheduling, then you must setup the tutor activity assignmasts

well as create a Tutor Schedule (discussed later)

iKS

AccuSQL - Build 19.0.0

Tutor o - Assignments : .
Last Name FirstName Active A | Category Class ID Class
Basoz Cetin Yes ' Course Tutoring ACP400 Advanced C++ Programming
Bright Cindy Yes |Course Tutoring ENG405 Software Engineering
Guzman lulian Yes _Course Tutoring ICP305 Intro C++ Proarammina
Classes Category ActivitylD Activity Active A |
|Advising Adv Appt Yes
Advising Career Placement Yes
Advising Degree Audit Yes
Advising Grad Check Yes
Advising Graduation Meeting Yes
Advising New Student Yes
7 Computer Use Academic Use Yes
- Computer Use _|Non-Academic Use Yes | v
cee
10| Category ActivitylD e i Activity Active |
E Course Tutoring ACP400 Advanced C++ Programming Yes
A Course Tutoring ENG405 Software Engineering Yes |
[ Course Tutoring ICP305 Intro C++ Programming Yes ]
Course Tutoring JP4400 Java Programming Yes
P:
P
cl Assigned
d Classes N
] okt ———
A
P Assign Picture
Allow tutor to chanae own availabilitv
@ Use configuration setting © Yes O No o
+ Add m x Delete Attachments Change Password

The list box at the top of the screen shows the available activities as you entered ¢thémported them)
in the Activities screerlhe list box on the bottom shows the activities associated with the selected tutor.

To select an activity, double click on it or use 8wection List Box&sittons. When you are done

selecting activities, click dfOK' to add them for theselectedtutor. Tutor activity assignments determine,

I f2y3

g AlK

dKS

G dzi 2 NB Q

30KSRdzZ 8§ AT

iKS

that activity.So if a student select&nglish Composition, for example, the tutors that haviénglish

Camposition las 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.

93

< Back to Contents >

G dzi 2 NJ

Gdzi2NJ oAt ar



ACCU SQL/ACCUTRACK 2019 REFERENCE MANUAL

Tip: click in the grid for a column you want to sort on and then begin typirmptan in on that value.
After you have the value you want, right click on the grid to filter on that value, among other epfion
example, in the following screen the CategMsth Classebas been typed.

By right clicking in the grid now, you candiilon values that have a CategoryMéth Classes

AccuSQL - Build 19.0.0 - a
Tutor Assignments
LastName First Name Active ~ | Category Class ID Class ~
Basoz Cetin Yes }Course Tutoring ACP400 Advanced C++ Programming
| Bright Cindy Yes Course Tutoring ENG405 Software Engineering
Guzman lulian Yes _Course Tutoring ICP305 Intra C++ Proaramming
Classes Category ActivitylD Activity Active A |
Advising Adv Appt Yes
Advising \Career Placement
Advising Filter excluding this value  » Exact value Grad Check Yes
Advising Filter on selected L Graduation Meeting Yes
Advising Filter on not selected New Student Yes
B Computer! . Fiker Academic Usg Yes S
— Computer | ¢\ oo Non-Academic Use Yes | Vv —
Unselect all .... W
D) . Revertselection - AdvilD R == Activity Active |
E Course Tutormy 'ACP400 Advanced C++ Programming Yes
A Course Tutoring ENG405 Software Engineering Yes
[ Course Tutoring ICP305 Intro C++ Programming Yes :I
Course Tutoring JP4400 Java Programming Yes
P
G
c|  Assigned
d Classes L | | ¥
A

s Assign Picture
Allow tutor to chanae own availabilitv
@ Use configuration setting © Yes O No v

g oo | § o | 5 oot prm—— p—

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 tietheldown
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 sigim screen option in Sigim Setup >> Setup >> Tutor Selection Screen Options.

HIDE INACTIVE ACTIWES
If you have activities that are not active & RSGSNYAY SR o6& @2dzNJ aaSt SOGSRE 2 LI
Semester, mentioned in detail lateryou can hide and pin the active viewdjro show inactive activities

or not.

When the pin is like this, it is in an unpinned state:
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[JHide inactive classes =

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 thdisplay in a pinned state.

[VJHide inactive classes: &

DUPLICATING ACTIVASSIGNMENTS

Once you have assigned the activities to a tutor, then you can duplicate those assigton@mésor 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.

AccuSQL - Build 19.0.0

= [m]
Twtor Assignments
LastName First Name Active A | Category Class ID Class ~
| Basoz Cetin Yes Course Tutoring ACP400 Advanced C++ Programming
' Bright Cindy Yes Course Tutoring ENG405 Software Engineering
w Guzman _Julian Yes __Course Tutaring ICP305 Intra C++ P, ina
Classes Category ActivitylD Activity Active A

| Advising Adv Appt Yes
| Advising Career Placement Yes
| Advising Degree Audit Yes
| Advising Grad Check Yes
| Advising Graduation Meeting Yes
| Advising New Student Yes
I 7 Computer Use Academic Use Yes <
e Computer Use |Non-Academic Use Yes bl | ——

1D Category | AdviyvD Activity Active A

A Course Tutoring ACP400 Advanced C++ Programming Yes

Ad Course Tutoring ENG405 Software Engineering Yes

[ Course Tutoring ICP305 Intro C++ Programming Yes

. Course Tutoring JP4400 Java Programming Yes

G

cl Assigned

di Classes 2l

e s
~

R Assign Picture
Allow tutor to chanae own availability
@ Use configuration setting © Yes O No v

Tutor Schedule | Tutor Off Times | Scheduler (Classic) Appointments

Click the Duplicate Assignments button to apeelist of tutors. Click the tutors you want to duplicate the
schedule to and then click the Close button:
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AccuSQL - Build 19.0.0 = O
O Assignments S = .
LastName At Catescc Clazz Il Class A
Basoz ACCUSQF - Build 19.0.0 Advanced C++ Programming
Bright j ¥ FirstName LastName D Status A | Software Engineering
Guzman 1!:] Cetin Basoz ABC0555 Active Intro C++ Proaramming
/ 5
cll | ]_5&_30444 Activity Active A |
|Guzman | 1234567 |
tppt Yes
|er Placement Yes
/lee Audit Yes
| Check Yes
|uation Meeting Yes
Student Yes
T I emic Use Yes o
- [ frcademic Use Yes | v |i —
e
1D| Activity Active A |
E 'hced C++ Programming Yes
Al are Engineering Yes
[ C++ Programming Yes
Programming Yes
P
A }
c| Assi |
d Clag v
@ -
| ~
| v
Allow tutol
@ Usec @ Close v
T o — p—— Nt

The system will check to make sure you are not creating orphaned appointments by duplicating the
assignments. If appointments will be orphanede thssignments 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.

I AccuSQL =N

@=% This will overwrite the current assignments, Are you sure you want to
WY copy these assignments to the selected tutors?

Youcan selecttutor to whomyou duplicated theassgnmentto see the results.

EDITING A TUTOR

Toeditatutorecordx R2dzf S Of AO1 2y @KS dndzélefisiBesiof thelseredn. Ay G KS Gd
When you are done editin@® f A O3ave2 yi 210 KSSOK | vy 8dhced 2iN2 282 R ( KSY®
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MAKING A TUTOR INAKWE

Tutors you enter in the Tutors screen will show up inTikor selectiorscreenduring student sigan and
in the scheduling appointments screen$you no longer wish for a tutor to appea these screengjou

A

canYl 1S KAY 2NJ KSNJ aAyl OlGA@S¢ o ¢t2 R2 (KA&azX SRAUG GKS
02EX (KSy OftA0]l 2y (KS a! Gavd g8e OQOKSON (KSE OK2 yAGSE&IONI A
aGb2é | LIS IAdtiFegbEmMnKoy thigitétd.
| DELETING A TUTOR
¢2 RSESGS + (dzi2a2NE aStSOG KSNIyYylIYS Ay GKS ¢dzi2NJ fAad
does not have any other relatagcords, you will see this message:
AccuSQL X
o Delete tutor Cindy Bright?
Yes No | 1 Cancel

A

l yaoe# d2 LINEOSSRO®

OWarning: Be extremely careful about deleting ANY information. If you delete data, you will
all associated data with that deleted record. It is highly recommended you instead inactieate
record.

ENTERING TUTOR SCHIHES

Module: Users>>Tutors
Purpose9 Y i SNJ I YR Y2RAF& (dzi2NNRa&d aOKSRdz So
AccessFromTutors screen.

Tutor Schedule | Tutor Off Times | Scheduler (Classic)

Before using the appointments scheduling module, you will need té\taduSQL/AccuTrattke work
hours of your tutorsYou can also creategular (semester) schedules, custom schedulesathtimes 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 dalge wfgekindicating whertutors 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 morth, 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 sct
you define usig the Tutor Schedule optiod. KAyl 2F A& a (GKS ay2é
schedulelf you update a schedule using Scheduler (Classic), that schedule will also be update
Regular schedule in the Tutor Schedule screen andvasa.Custom skedules can only be
defined using the Tutor Schedule scre@ustom schedules are handy if your tutors work differer
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
showsthe activitiesassigned tohe 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 selectsll 2 ND& 62 NJ K 2 dzNA
into these boxes.
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