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Thank You!

Heiberg Consulting, Inc., would like to say thank you to our customers. We've provided software to the
TRIO community for over ten years now. Our success is because of your support.

We value the suggestions, comments and feedback that everyone has provided. We are excited to offer
you StudentAccess 3.1 for Educational Opportunity Centers, and look forward to supporting and working

with you for years to come.

Everyone at HCI
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1 Introduction

1 Introduction

What is StudentAccess for Educational Opportunity C enters?

StudentAccess for EOC is a software program dedifmeEducational Opportunity Centers.
StudentAccess tracks information about participasdanseling, objectives, and follow-ups, and
it generates the Department of Education’s Anneald?Pmance Report. Yado notneed to
know Microsoft Access to use StudentAccess. Stifdmess gives you all the power and
capabilities of Access without the complexity.

StudentAccess is often used #aily data-entry tasks andeporting purposes

Daily data-entry tasksinclude:

- Managing participant information
- Recording counseling sessions

- Recording counselor comments
- Recording objectives

- Recording follow-ups

Reporting purposesinclude:

- Storing information used to generate the DepartroéEducation’s Annual Performance
Report

- Generating the Annual Performance Report (for nidficemation on the APRG, see
Section 9 of this guide).

- Generating reports for:
- Participant statuses (both participant status dndeBtAccess status)
- Participant contacts
- English proficiency
- Grade level
- Veteran status
- College ready status
- Target and current agency
- College-ready objectives

StudentAccess now has the Annual Performance R&mmérator built into the program file.
You can now access the APRG from the StudentAddgbses menu.
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1 Introduction

How Many People can Use StudentAccess?

The Database

StudentAccess can be used by one or many comaitdrs same time. A multi-
computer setup allows multiple people to accessugate shared information from
different computers. The single-user computersetunstalled on a single computer
that only allows one user using that one compuateictess and update information.

In order for multiple people to use StudentAcceasslifferent computers, your
department must have a network and all computensimg StudentAccess should be
connected to that network.

The License Agreement

The StudentAccess license agreement allows yaustali StudentAccess on as many
computers as necessavithin your individual grant Each grant should purchase its own
StudentAccess license.

Who Creates StudentAccess?
StudentAccess is created and maintained by HeiBengulting, Inc. in Fort Collins, Colorado.

To clarify steps in this guide or to troubleshoailgems experienced while using this guide,
please call Heiberg Consulting, Inc.(800) 801-1232

Document Purpose
This user’s guide helps you:

Install StudentAccess

Add participants, counselors, contacts, and coatdis to StudentAccess
Set StudentAccess security options

Label custom fields

Use theMultiple Student Tool

Record follow-ups

Record objectives

Generate reports using StudentAccess
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1 Introduction

Document Scope
This guide assumes you have:

- Your product keycode

- Computers in your department that match or exdeedystem requirements Section
1.1., System Requirementsf this document

Your product keycode is needed to download Studesgss from our Web site located at
http://www.studentaccess.com/eoc. If you canmat fiour keycode, please call StudentAccess Technica
Support a{800) 801-1232

1.1. System Requirements
Minimum Requirements
- Microsoft Windows 2000 or higher
- Microsoft Access 2000 or higher
- 128MB RAM
- Network required for multi-user functionality

System Recommendations (for tracking up to 50,00Quslents)
- Microsoft Windows XP or higher

- Microsoft Access 2002/XP or higher

- Pentium 11l 1Ghz or higher processor

- SVGA (1024x768 or higher) video adapter

- Network required for multi-user functionality

Disk Space Requirements
- 10MB for the program file (contains forms and reppr

- 100MB database file for 5,000 students (estimat20diB for 1000 students per year for
5 years)

- Shared network drive for multi-user functionality

Backup

- Requires that you make a copy of the data file

- Recommended data file backup weekly to protect yviata

- Call (800) 801-1232Zor more information or with questions

Supported options
- Terminal Server
- MS SQL

StudentAccess for EOC, Version 3.1, User’s Guide Page 3



1 Introduction

1.2 Help Resources
Table 1. Help Resources

Contact information or document
Help Resource Use to location

Clarify steps in this guide or
troubleshoot problems experienced(800) 801-1232
while using this guide.

StudentAccess Technical
Support

Email questions to and receive To sign up to be on the Listserve, see
StudentAccess Listserve replies from other StudentAccess http://www.studentaccess.com/Resources
users throughout the United States/support/listserv.asp

StudentAccess

Document Library - EOC Download help documentation for http://www.studentaccess.com/Resources

StudentAccess. /support/doclib/eoc/

1.3 Organization of This Guide

No section of this guide assumes you have readjthie in order. The only sections that you must d
before entering data into StudentAccesslaséall StudentAccessandlnitialize StudentAccess

The next section describes how to install Studecg&s in your EOC department.
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2 Install StudentAccess

Decide what you want to do:

Update StudentAccess or Add Additional Computers to your StudentAccess
Installation

If your EOC department is already using Student&s@nd you just want to update
StudentAccess to version 3.1, skip this sectionraadSection 11of this document.

If you already have any version of StudentAccestaifed on one or more computers in your
department and you want to install StudentAccessnenor more additional computers see
Section 11of this document.

Install StudentAccess for the First Time
If StudentAccess is not installed in your EOC dépant, do the instructions in this section.

2.1 Decide Where to Put the Data File
StudentAccess has two parts: Bregram File (front end) and thB®ata File (backend).

The program file stores and manages the Graphisat hterface of StudentAccess. The Graphical User
Interface is the part of StudentAccess you seeantsing StudentAccess: forms, dropdown menus,
buttons and reports. The program file does noesday of your data. It is installed on every coiep

that will user StudentAccess.

The data file stores participant and grant inforomat There is one, and only one, data file. Tnie data
file is stored on either:

1. (Multi-computer setup) A network server that caraloeess by all computers running
StudentAccess in your department.

2. (Multi-computer setup)A computer in your departméiat is set irSharing modeand is always
left on so that everyone else in your departmentugadate the data file stored on the shared
computer by using their own computers.

3. (Single-user computer setup only) The same compmuevhich the program file is installed.

Figure 1 shows a correct multi-computer installaiid StudentAccess. Notice that (a) there is antk a
only one data file, and (b) all computers runnitigd®ntAccess are connected to that one data file.
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2 Install StudentAccess

Figure 1. StudentAccess Multi-Computer Installatio  n

Server or Shared Compu ter

StudentAccess Data File

MNetwork Cennection

Computer

StudentAccess Program File

Table 2 summarizes the differences between the@mofjle and the data file.

Table 2. Program File and Data File Functions: A Summary

Program File Data File
Installed on each computer running StudentAccess stalled oronenetwork server ooneshared
computer
" All program files connect to thenedata file | Onedata file is connected to all StudentAccess

program files

" Replaced when StudentAccess is updated to a neWNever replaced when StudentAccess is updated
version

~Stores data entry forms and reports used to ctieaté Stores student, contact, counselor, and follow-up
Graphical User Interface information

" Sends information additions, updates and requests Provides data to the program file. Adds or
the data file updates information when the program file

requests these actions.

If you put the data file and the program file os #ame computer, you are using StudentAccess as a
single-computer setup. A single-computer setuy alibws one computer to update the data file, and
everyone who wants to use StudentAccess must aserie computer.
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2 Install StudentAccess

If you put the data file in a shared location (@eghared folder, or on a server), you are using
StudentAccess as a multi-computer setup. A moltiqouter setup allows multiple users to
access and update the data file at the same tomedifferent computers.

We recommend you install StudentAccess as a maiftiputer setup because it:

1. Allows you to install StudentAccess on any numidesamputers in your EOC
department.

2. Makes StudentAccess more scalable. This meang gaut later decide to install
StudentAccess on an additional computer in youadepent, adding that additional
computer is easier if you are already using Stuslergss as a multi-computer setup.

3. The multi-computer setup can be used as a singfgater setup, but a single-
computer setup cannot be used as a multi-competiep.s Because of this, a multi-
computer setup is more flexible.

Most grants will use StudentAccess as a multi-caempsetup. Use these instructions to install
either of these two setups.

2.2 Get a Data File

You can obtain a data file by ordering a data cesiga from Heiberg Consulting, Inc., or by
requesting a blank data file from Heiberg Consgltimc.

Order a Data Conversion

If your EOC program has participant data from poesiyears that you would like to use in
StudentAccess, you can order a data conversion lteimerg Consulting, Inc. When HCI
does a data conversion, we take your existing E@Grpm data and put it into an empty
StudentAccess data file. When the conversiomishid, we send you the data file with all
of your previous data in it.

To order a data conversion, call StudentAccessieahSupport a(800) 801-1232.

Request a Blank Data File

If you have no previous data about your EOC progitaathyou would like to use in
StudentAccess, you can obtain an empty data bie fdeiberg Consulting, Inc. If you have
not already received the data file by email or @y €all StudentAccess Technical Support at
(800) 801-1232.

2.3 Install the StudentAccess Data File

Whether you are installing StudentAccess as aeioginputer setup or a multi-user setup determines
where you will save the data file.
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Multi-Computer Setup

Once you have the data file, you need to insta&lititer on a network server or a shared computer
in your department. To do this, you have two apidf your department employs an
information technology professional, do the indtirts in this section.

If your department does not have an informatiohnetogy professional, or if this person is
extremely busy, call StudentAccess Technical Supgdd800) 801-1232and we will help you
install the data file.

Single-Computer Setup

Save the data file on the computer on which yoliwgié StudentAccess. Save it in a location
where it is unlikely to be moved or deleted. Rerbenwhere you saved the data file because
you will need to navigate to this location when Yiolk the program file to the data file.

2.4 Install the Program File

You must install the StudentAccess program filabrromputers that will use StudentAccess in
your department.

You can obtain the StudentAccess program file feo@D mailed to you from Heiberg
Consulting, Inc., or you can download the progrédenffom the StudentAccess Web site. These
instructions assume you are downloading the proditarfrom the Web site, which is located at
www.studentaccess.com/Resources/downloads

To download the StudentAccess program file fromWreb site, you will need your
StudentAccess keycode. If you do not know youd&tAccess keycode, call StudentAccess
Technical Support §800) 801-1232

To install the program file:
Open the StudentAccess Downloads Page:

1. Open a web browser (Internet Explorer, Netscapezilldoor Foxfire).

2. Go the StudentAccess downloads page located at
www.studentaccess.com/Resources/downloads

3. Enter your keycode into tHenter Your Keycodetext field.

Click theView Downloadsbutton. A list of links will appear. These aréthke
programs you have purchased from Heiberg Consulliiteg

Download the StudentAccess Program File Executabte your Computer’s
Desktop:

1. Click theStudentAccess for Educational Opportunity Centers 3 link from the
list of available downloads.

Click theDownload Nowbutton. TheFile Downloadwindow opens.
Click the Savebutton on thd-ile Downloadwindow. A file selector opens.
Select your computer’s desktop as the locatiorate $rom the file selector.
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5. Click theSavebutton on the file selector. The executable witivdload to your
desktop.

Run the StudentAccess Program File Executable
1. Close your web browser.

2. Double-click the StudentAccess Program File Exdaletacon located on your
computer’'s desktop. The StudentAccess ProgramBxieutable icon is labeled
SAEOCSetup.EXE.

3. The Install Wizard opens. Follow the instructiamshe Install Wizard. When you
have finished the Install Wizard instructions, y@ve installed the StudentAccess
program file on your computer.

4. Install the StudentAccess program file on all cotepaiin your department that will
run StudentAccess.

2.5 Start StudentAccess for the First Time

The first time you open the StudentAccess progiigarybu must link the program file to the
data file. After you link the program file to tllata file, the program file remembers the
location of data file and you will not need to litkem again unless you:

- Update StudentAccess to the next version
- Reinstall the StudentAccess program file
- Move the data file to another network server, sthammputer or folder

If you have followed the instructions in this seatisequentially:
- You have installed the data file and the progrden fi
- You have mapped each computer with the StudentAquesgyram file to the data file

In this section, you will tell each StudentAccessgoam file how to find the data file.

You will need to repeat these instructions on evergomputer in your department that will
run StudentAccess.

Link the Program File to the Data File
Open the Data File Location Form:

1. Open the StudentAccess program file. You can oo either:
- Double-clicking the icon labeled StudentAccess oarydesktop, or
- Running StudentAccess from tBéart Menu.

2. StudentAccess gives you this error message agitop

StudentAccess for EOC, Version 3.1, User’s Guide Page 9



2 Install StudentAccess

File Check

i)

Click theOK button.
3. StudentAccess gives you this message next:

Table Access Error

(= [ » |

Click theYesbutton. TheData File Location form opens.

Link to the Data File:
Click theBrowse button on théata File Location form. A file selector opens.

N

Use the file selector to browse to the location nehtbe data file is saved.
Select the StudentAccess data file (SADataEOC.adllouble-clicking its icon.

Click theOK button on théata File Location form. The StudentAccess program
file opens and shows the StudentAccess WelcomeBcre

»w
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Figure 2. StudentAccess Welcome Screen

TheWorking Student List is located on the Welcome screen and lodes Fiigure 3.

Figure 3. The Working Student List

If you did not order a data conversion, your ddeawill be empty. If your data file is empty, the
Working Student list will be empty (it will not show any participanames).

You have installed StudentAccess in your EOC depent.

If you are lost or confused, please call StudenésscTechnical Support €00) 801-1232
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Before entering data into StudentAccess, you mmitalize StudentAccess. If you do not
initialize StudentAccess before adding informatigol may enter information into the wrong
year. In the next section, you will initialize tBéudentAccess program file by:

1. Setting the default year.
2. Setting the passwords and security options.
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3 Initialize StudentAccess

In this section, you will set some of the defa@itsyour grant. You must initialize the StudentAsse
program file after you install StudentAccess anfibkeeanyone in your department enters informatidga i
StudentAccess. You only need to initialize Studeness once.

3.1 Process Overview
Initializing the StudentAccess program file reqaitbese steps:

1. Set the default year

Set the Administrator password (optional)

Set the DB Administrator password (optional)

Set the Multiple Student Tool password (optional)

Set the Annual Performance Report generator pasisfgptional)
Add counselors to StudentAccess

N o o~ owDd

Label custom fields (optional)

You must do step 6 if you did not order a data epsion from Heiberg Consulting, Inc.

3.2 Define StudentAccess Passwords and Defaults

Before you begin initializing StudentAccess filltdbe StudentAccess Passwords and Defauliisrm on
the next page.
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StudentAccess Passwords and Defaults (Page 1 of 1)

1. Department’s default year:

The department’s default year will be the curremtorting year. For example, if today’s date is
March 9, 2008, the default year is 2007-2008.

When the next year begins, you will have to updagedefault year.

2. Administrator password:

The administrator password passwergatects two links on the Admin menu. These links are
Update and Review Default ValueandWorkstation Settings. If you want only a few people
in your department to be able to delete participacbrds, set the default year, edit values in

dropdown lists, or specify labels for custom figld® recommend you set an administrator
password.

If you do not set an administrator password, it a@hello.

3. DB (Database) Password:

The DB password password-protects Diaabase Settingdink on the Admin menu. If you
want only a few people in your department to be ablset the StudentAccess security options,
view and set the Multiple Student password, DB Austrator password, Annual Performance
Report Generator password or change the keycotle, 38 Password.

If you do not set a DB password, it will bello.

4. Multiple Student Tool Password:

The Multiple Student Tool password passwerdtects the Multiple Student Tool link on the
Admin menu. The Multiple Student Tool allows agmer entering data into StudentAccess to
update multiple participant records at once. i yeant only a few people in your department to
be able to update multiple participant recordsnateo set a Multiple Student Tool password.

If you do not set a MST password, it will bello.

5. APRG Password:

The APRG password passwarnatects the Annual Performance Report Generator link @n th
Utilities menu. The APRG generates the Annuald@ernce Report your department submits to
the Department of Education. If you want only & feeople in your department to be able to
generate the Annual Performance Report, set an Apdgs&word.

If you do not set an APRG password, it will tedlo.
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3.3 Set the Default Year

Once you are finished filling out tf&tudentAccess Passwords and Defaulfisrm, you are ready to
continue with the instructions in this section.

TheWelcome Screens the fist screen you see when you open Studee#sc It looks like Figure 4. All
instructions in this section begin at the Welcomgegn.

Figure 4. The Welcome Screen

To set the default year in StudentAccess:
Open the Workstation Settings form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of #Welcome
Screen. StudentAccess displaysAlggnin menu.

Click theWorkstation Settingslink on the Admin menu. A password entry form oge

Enter the Administrator password into the passveorily form. If you have not set the
Administrator password, it isello.

4. Click theOK button on the password entry form. The Worksta8ettings form opens.

Update the default year:

1. Click theEnd of Year button at the top of the Workstation Settings forimeEnd of
Year form is displayed.

2. On the End of Year form, locate the dropdown lisiee theStatus Toolbutton. This is
the Default Year dropdown list.

3. Select the current year from tBefault Year dropdown list.
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Note: If the year you need is not in tivear dropdown list, you can add the year to
theYear dropdown list. To do this, do the boxed instroies below. If you do not

need to add any new year values, skip the boxedigt®ns. After you finish adding
the new year to the dropdown list, you will needitothese instructions again to set

the default year to that new year.
4. Click theClosebutton on the Workstation Settings form.

The default year is now set on all computers inrydmpartment. (You only have to set the defaudirye
on one computer to make it apply to all computengdur department.)
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Field

Year

Add a Year to the Year Dropdown List

Order

Open the Available Lookup Tables form:
1. Click theUpdate and Review Default Valuedink on the Administrator menu.

2. Enter the Administrator password into the passveoridly form and clickOK. The
Available Lookup Tables form opens.

Open the Years - Default Maintenance form:

1. On theAvailable Lookup Tablesform is a list of all dropdown lists in
StudentAccess. Scroll down this list (or use tirenfnavigation arrows at the
bottom of the form frame) until you locate tiear label under th&lame
column.

2. Click theEdit button across from théear label. TheYears - Default
Maintenance form opens.

Add a new year to the Year dropdown list:

1. TheYears - Default Maintenanceform shows all values currently available in the
Year dropdown list. Scroll to the very bottom of thit.

2. At the bottom of the list is an empty text fieldsing the definitions in the table
below, enter the value of the new Year into thipgnext field.

Description
The year value that appears in Wear dropdown list (e.g. 2007, 2008)

Specifies the order in which year values appeénéryear dropdown list. Year values with lower
Order numbers appear above those with higheter numbers. When you adle current year t
theTerm dropdown list, you want to give this new year tlghlestOrder number in thérder
list so it appears at the bottom of the dropdown i

Close StudentAccess:
1. Click theClosebutton on the form containing the value you judded.
2. Click theClosebutton on the Available Lookup Tables form.

3. Click theExit button on the Welcome Screen. StudentAccesssloBlee next
time you open StudentAccess, the added year wikapin the Year
dropdown lists.
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3.4 Set the Administrator Password
Note: This step is optional. If you do not set the adstrator password, it will be set teello.

To set the Administrator password in StudentAccess:
Open the Manage Workstation Settings form:

Click the<--Go to Admin link located in the bottom right-hand corner of tWelcome
Screen. StudentAccess displays the Admin menu.
Click theWorkstation Settingslink on the Admin menu

If you have not set the administrator password figeém this computer, it will beello. Enter
the current administrator password and clik. The Manage Workstation Settings form
opens.

Delete the old Administrator password:

1. Click thePasswordsbutton at the top of the Manage Workstation Sgstiform.

2. The asterisks (*) after thiedministrative Password label represent the current password.
3. Delete all the asterisks after the Administratias$word label.

Enter the new Administrator password:

1. Enter the new password after theministrative Password label. (The new password will
be displayed in all asterisks to prevent someom® seeing the new password over your
shoulder).

Verify that theRequire Passwordcheckbox is checked.
Click theOK button

The Administrator passworid now set on this computer. To set this passwardther computers in
your department, repeat these instructions on tbosguters.

3.5 Set the DB Administrator Password
Note: This step is optional. If you do not set the &Bninistrator password, it will be sethello.

To set the DB Administrator password in StudentAcce SS:
Open the Database Settings Form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of #Welcome
Screen. StudentAccess displays the Admin menu.

Click Database Settingdink on the Admin menu

Enter the current DB administrator password. If yave not set the DB administrator
password before, it will beello.

4. Click theOK button on the password entry form. The Databatengs form opens.
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Locate the DB Administrator password textbox:
1. On the Database Settings form, find 8&t Passwordsheading

2. Under theSet Passwordsheading, find th®B Administrator: label. To the right of this
label is a series of asterisks (*). Each astaegkesents a letter in the current DB
Administrator password.

Set the DB Administrator password:
1. Delete all of the asterisks after th& Administrator: label.
2. Enter the new DB Administrator password afterBtizz Administrator: label.

3. To view the new password you entered, click\imwv Current Passwordsbutton at the
bottom of theSet Passwordsection.

4. Click theClosebutton.

The DB Administrator passwoiid now set on this computer. To set this passwardther computers in
your department, repeat these instructions on tbosguters.

3.6 Set the Multiple Student Tool Password
Note: This step is optional. If you do not set the Nué Student Tool password, it will be sethtello.

To set the Multiple Student Tool password in Studen  tAccess:

Open the Database Settings form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of #elcome
Screen. StudentAccess displays the Admin menu.

Click theDatabase Settingdink on the Admin Menu.

If you have not set the DB administrator passwitrdijll be hello. Enter the current DB
administrator password and click t&& button. The Database Settings form opens.

Locate the Multiple Student Tool password:
1. On the Database Settings form, find 8et Passwordsheading

2. Under theSet Passwordsheading, find thélultiple Student Tool label. To the right of
this label is a series of asterisks. Each asteeigtesents a letter in the current Multiple
Student Tool password.

Set the Multiple Student Tool password:
1. Delete all of the asterisks after thtltiple Student Tool label.
2. Enter the new Multiple Student Tool password aterMultiple Student Tool label.
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3. To view the new password you entered, click\fhemv Current Passwordsbutton at the
bottom of theSet Passwordssection on the Database Settings form.

4. Click theClosebutton on théatabase Settinggorm.

The MST passwords now set on this computer. To set this passwardther computers in your
department, repeat these instructions on those wtarg

3.7 Set the APRG Password
Note: This step is optional. If you do not set the AFPRassword, it will be set teello.

To set the APRG password in StudentAccess:

Open the Database Settings form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of #Welcome
Screen. StudentAccess displays the Admin menu.

Click theDatabase Settingdink on the Admin Menu.

If you have not set the DB administrator passwitrdijll be hello. Enter the current DB
administrator password and click t&& button. The Database Settings form opens.

Locate the APRG password:
1. On the Database Settings form, find 8et Password$eading

2. Under theSet Passwordsheading, find thdPRG: label. To the right of this label is a
series of asterisks. Each asterisk representteaile the current APRG password.

Set the APRG password:
1. Delete all of the asterisks after th@RG: label.
2. Enter the new APRG password after &fRRG: label.

3. To view the new password you entered, click\fiemv Current Passwordsbutton at the
bottom of theSet Passwordsection on the Database Settings form.

4. Click theClosebutton on théatabase Settinggorm.

The APRG password is now set on every computeoum £OC department running StudentAccess.

3.8 Add Counselors to StudentAccess

If you ordered a data conversion from Heiberg Ctimgy Inc., you may already have all your couns&lo
in StudentAccess. If you did not order a data ession from Heiberg Consulting, Inc., your date fil
will have one counselor in it and that counseldt a@ namedstaft.
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To see which counselors are already in StudentAcces  s:

1. Click the <-Go to Studentlink in the bottom right-hand corner of the WelcoBaeen.
StudentAccess displays the Student menu.

2. Locate theCurrently Working As: dropdown list in the top middle of the Student
Menu

3. The dropdown list will display all counselors iruSentAccess. If youCurrently
Working As: dropdown list contains one item and that iter8t&ff, no counselors have
been added to StudentAccess.

To add a counselor to StudentAccess:
Open the Available Lookup Tables form:

1. Click the<--Go to Admin link located in the bottom right-hand corner o th
Welcome Screen. StudentAccess displays the Admimum

2. Click theUpdate and Review Default Valuedink on the Admin menu. A password
entry form opens.

3. Enter the administrator password into the passwatd/ form and clickOK. The
Available Lookup Tables form opens.

Open the Counselors form:

1. On the Available Lookup Tables form is a list dfddopdown lists in
StudentAccess. Scroll down this list until you Sseinselorunder thename
heading.

To the far right of the Counselor list item isE&dit button. Click thisdit button.

The Counselor form opens. This form shows all Gelors currently available in
StudentAccess. Use the scrollbar on the righhigfform to scroll to the end of the
counselor list.

Enter the new counselor into the Counselors form:

1. At the end of the counselor list will be a blank&ldi. Enter the new counselor's name
into this blank field.

2. After you add one counselor, a new blank line appatthe end of the counselor list.
If you need to add more than one new counselorftagldext counselor's name in
the blank field.

3. When you are finished entering new counselor’ namiek theClosebutton on the
Counselor’s form.

The new counselor(s) are now added to StudentAccess
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3.9 Label Custom Fields

StudentAccess has custom fields. Custom fieldslat® entry fields that you can define the labélslo
your grant wants to track information that Studertéss does not have a pre-defined field for, use a
custom field to track that information.

You can define custom fields for permanent paréinignformation (information that does not change
year to year), participant year information, cotgacontact types, group contact types, and follps-

For example, assume some of your participants tispeak English as their native language, and you
want to track those participant’s native languageétidentAccess does not have a data entry fielthi®
purpose, so, if you want to track this in Studermi#ss, you need to use a custom field. Because this
information does not change from year to year awhbse this is participant information, label ohthe
Permanent Information custom fields to store thisrimation.

To label a custom field, you will need the Adminggor password. You do not need to label all afryo
custom fields now. You can label them as theynaeded. Your grant may also choose not to use
custom fields. They are an optional feature addeglour convenience.

To label one of the Permanent Information fid\dgive Language

Open the Available Lookup Tables form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of thlelcome Screen.
StudentAccess displays the Admin menu.

2. Click theUpdate and Review Default Valuedink on the Admin menu. A password entry form
opens.

3. Enter the Administrator password into the passveorily form and click th©K button. The
Available Lookup Tablesform opens.

Locate the custom field label to edit:
1. Under theNamecolumn of theAvailable Lookup Tablesform, locate theCustom Fielditem.

2. Click the Edit button on th€ustom Fielditem’s row. TheCustom Field Names — Default
Maintenanceform opens.

3. Use the scrollbar on the right of this form to $lcdown the list of custom fields until you see the
Perm: Custom Text 1field under thd.ocation column. This is the first custom field on the
participant’'s Permanent Information form. If noedmas defined a label for this field yet, it will
havePerm Field Olin its Custom Namecolumn.

Note: If the Custom Namefield of this label is noPerm Field 01, someone has
already labeled this custom field. For instance or more of your custom fields
may already be labeled if you ordered a data camveifrom Heiberg Consulting.
Scroll down the list of custom permanent informatiields until you find one that is
not already customized (el@erm Field 02 Perm Field 03.

Change the label of the first custom field:
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1. Click the Custom Name field of the custom field yweant to label. This will select the existing
text in the Custom Name column (eRerm Field 03J).

2. Change the selected text to be the new field l@bglPerm Field 01becomedNative
Language.

Note: Because of space limitations on the form, all austield names must be
under 15 characters/letters in length. This lattemt includes spaces between
words.

3. Click theClosebutton at the bottom of tHeéustom Field Names — Default Maintenancérm.
4. Click theOK button at the bottom of thvailable Lookup Tablesform.
You have now labeled a custom field on the Permiaiméormation form.

To see the custom field you just labeled:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of #Welcome Screen.
StudentAccess displays the Student menu.

2. Select a participant record from the Working Pgat List at the left of the Welcome Screen.

Note: If the Working Participant List is empty, you Wileed to add a participant
record to StudentAccess before you will be ableiday the custom field you
relabeled.

3. Click thePermanent Information link on the Student menu. The selected participdgrmanent
Information form opens.

4. Click the Custom Info. button at the top of Bermanent Information form. The custom field with
its new label is shown on this form.

3.10 Section Summary

You have now initialized StudentAccess. If you afedor reinstall StudentAccess, and you have set th
Administrator Password, the DB Administrator passiyor the MST password, you will need to set
these passwords again after you update or reir&tadlentAccess. Otherwise, you should not hageto
these passwords again.

You are now ready to add participants to Studergdsc
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4 Navigate StudentAccess
This section introduces StudentAccess’s main mandsoverviews each menu’s function.

A menuis a screen that displays links. By clicking afi¢hese links, you tell StudentAccess which data
entry form you want StudentAccess to opendata entry form (or justform) is a screen that allows
you to enter new information or edit existing infation.

StudentAccess for EOC has five menus: the Studenu, the General menu, the Admin menu, the
Utilities menu and the Reports menu. You cangatticipant records on either of these menusadw
a new participant record, click the Quick Inpukliat the top of the form.

4.1 The Student Menu

StudentAccess always opens showingShelent menu The Student menu looks like Figure 5.
Because the Student menu is the first screen yowhken you open StudentAccess, it is also called th
Welcome Screen

Figure 5. The Student Menu

Links on the Student menu open forms that allow tgou

- Edit participant information (demographics, addresses, email, ethnicity, emeyge
contacts, test score information)

- Add, edit or delete year information (participant status, grade point average current
grade level, current agency, contacts/events)
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- Record, edit, or delete counselor comments aboutparticipant
- Record, edit, or delete participant-counselor contets (counseling sessions)
- Estimate a participant’s cumulative grade point aveage for a selected set of classes

The Student menu does not allow you to deleteqipatints. To delete participants, you must use the
Admin menu. Most password-protected links are in the AdmimmeTheDelete Studentoperation is
password-protected by the Administrator password.

By clicking the navigational links in the bottonghit corner of the Student menu, you can navigate to
StudentAccess’s other menus: General meny theAdmin menu, theUtilities menu and theReports
menu.

4.2 The General Menu

Click the<--Go to Generallink located on the bottom of the Welcome Screenawigate to the General
menu.

Links on the General menu open forms that allow tgou
- Create, delete or edit contact types

- Create participant groups

- Create, view, edit, and delete follow-ups

4.3 The Admin Menu

Click the<--Go to Admin link located on the bottom of the Welcome Scre8tudentAccess displays
the Admin menu.

Table 3 shows the links in the Admin menu thatgassword-protected and the password required to
access them.

Table 3. Links on the Admin Menu and Their Passwor  ds
Link Password Required Default Password Value

Update and Review Default Values Administrator password hello

Administrator password hello
| DB Administrator password | helo
_Database Settings | (DBstands fodatabasg | 7T .

: . N/A
Database Information No password required
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Thedefault password valuein Table 3 is the text you must type into the pass entry form to access
the form that is opened by thek .

StudentAccess has these passwordsAtministrator password, theDB Administrator password the
Multiple Student Tool password and theAPRG password You can set each of these passwords to a
different password value.

To learn how to set these passwords in Student&cses Sections 3.4 through 3.7 of this document.
Setting any of the passwords is optional. If youndt set any of the passwords, their default \sahre
hello.

Links on the Admin menu open forms that allow you t

- Define the values you want to appear in Studentégsedropdown lists.
- Define the labels of custom fields.

- Set the default year value.

- Set security options for specific users.

- Make StudentAccess password-protected.

- Turn off the StudentAccess passwords.

- Delete participants from StudentAccess.

- Update a selected participant’s StudentAccess ID.

- Set all passwords.

4.4 The Utilities Menu

A utility is a small computer program that interacts witarger computer program to perform a useful
task. StudentAccess for EOC has two utilitiese Multiple Student Tool and the Annual Performance
Report Generator (APRG).

The Multiple Student Tool

The Multiple Student Tool allows you to do operations with multiple partip records stored in
StudentAccess. For example, you can add contegtds, generate letters addressed to multiple
participants, update the year information, or cleatiig StudentAccess status (Active, Inactive or
Pending) of more than one participant’s record tana.

The Multiple Student Tool is password-protectedhs Multiple Student Tool password. Section 1G.1 o
this document shows you how to use the Multipled&ia Tool.

The Annual Performance Report Generator

The Annual Performance Report Generator (APRG)generates the Annual Performance report from
the data stored in the StudentAccess data filee réport generated by the APRG is the one you gubmi
the Department of Education at reporting time. ARRG is password-protected by the APRG
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password, which is set on the Database Settings. f&ee Section 3.7 for instructions on how talset
APRG password.

The APRG has a Web-based user’s guide. To aduissd/eb-based user’s guide, click taline
Instructions link in the upper right-hand corner of any of tieRG’s forms.

4.5 The Reports Menu

Links on the Reports menu open forms that allow generate many types of reports:
- Student reports

- Status

- Grade Level

- Age

- English Proficiency
- Numbers

- Contact reports
- Agency Reports
- College ready reports

Figure 6 shows all of StudentAccess’s Menus anddiras their links open. The Student menu is the
first menu you see when you open StudentAccesss i lwhy thestart arrow points to the Student
menu in Figure 6.
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Figure 6. StudentAccess’s Menus and the Forms they Open
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5 Set Security Options in StudentAccess

StudentAccess allows you to enable and configurergg settings. Enabling security options alloyesi
to create and manage usernames and passwordsrdiglimmaccess to certain forms and fields in
StudentAccess. In order to use StudentAccessigisgoptions you need to:

- Create user accounts for all users you want tdoleeta log in to StudentAccess.
- Assign each user a password and an account type.

- If you select the custom account type, you neegpéxify which forms and fields you want the
user to be able to access, and what level of agoesw/ant to give that user for that form or field.

The account type specifies the level of accessisee has in StudentAccess. StudentAccess’s account
types are defined in Table 4.

Table 4. User Account Types

Account Type Definition

This account type gives the user full access tofaitudentAccess’s forms

Eull and fields. Forms that are password-protectedhbwdministr_ator_
password, DB Password, MST password, or APRG pasiswidl still have
password protection, even with this setting.
With this account type, the user is able to read&kinformation in

Read Only StudentAccess, but he/she cannot create, editedeleprint information in
StudentAccess.
The Custom account type allows you to specify vidnagl of access you
want to grant to the user for all data entry foand specific fields in
StudentAccess.

Custom
For example, if you want a user to be able to erpatticipant records, but
not be able to edit or delete participant recoyds, should create a custom
account for that user.

You need the DB Administrator password to enabdeiss options.

When you manage security options, you can:
- Create a new user.

- Delete a user.

- Change a user’'s username.

- Change a user’s password.

- Change a user’s account type.

You can also disable security options. Disablieagusity options allows StudentAccess to open with n
login screen. When you first install StudentAcceiss security options are disabled. Once youigard
security options, you do not need to reconfigusstheven if you reinstall StudentAccess.
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5.1 Enable StudentAccess Security Options
To enable StudentAccess security options:

Open the Database Settings form and enable security

1. Click the<--Go to Admin link located in the bottom right-hand corner of iWelcome
Screen. StudentAccess displays the Admin menu.

Click theDatabase Settinggink.

A password entry form opens. Enter the DB Admiatstr password into the password entry
form and click theOK button. The Database Settings form opens.

4. Click theEnable Securitycheckbox so that it is checked.

Create a user account:

1. Click theManage Userdink under theEnable Securitycheckbox. Thé&lanage User
Accountsform opens.

2. Create a user account for the person who will maradigother users:
i. Use the field descriptions in Table 5 to specify tiser account fields.

ii. SelectFull as the account type. You will be using this actd@a manage other
users, so you do not want to lock yourself outrof af the forms.

3. For each person in your grant whom you want toStseentAccess, create a user account for
him or her:

i. Click theNew Userbutton below the username list.
ii. Assign a username and password to the new usesedexct an account type.

iii. If you want to give a user a custom account typadithe next section for
instructions on how to configure custom user actaun

Table 5. User Account Field Descriptions

Field Description
The username the user uses to log in to Studens&adeer the security
settings are enabled. Usernames are not casehsensi

Username . .
Note: Each username must be unique among all ade¥names already in

StudentAccess.

The password the user uses to log in to Studens&caker the security
options are enabled. Passwords are case-sensitive.

Note: The password must be under 15 charactegs(inoluding spaces).

The type of access the user is allowed in Studasggs See Table 4 for
descriptions of the account types.
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MSAccess Application Check this checkbox if you want the user to be &bleg in to
Allowed? StudentAccess.

This checkbox is not used yet. When Heiberg Caimgylinc., releases the
Web Application Web-based version of StudentAccess, this checkbibbevused to specify
Allowed? whether the user can log in to the Web versiontofiétAccess. The
Web-based version will be sold individually witk iwn license.

To configure the user’s security options:
Note: You must be a logged on as a user wikuk user account type to do these instructions.

1. Select the user’s username from 8edect Usellist at the left-hand side of tianage User
Accountsform. StudentAccess loads the user’s accountrimdtion into theManage User
Accountsform.

2. From theAccount Typedropdown list, select th€ustomitem. TheForm Access Leveldorm is
enabled.

Note: By default, all users with custom accounts hawMegiccess to all forms and fields.

3. TheForm Access Leveldorm lists all forms in StudentAccess that canehagcurity options. Set
the Access Allowedfield for all the forms. Table 6 defines all foamcess levels.

4. If you want to configure the security of specifielfls on one of these forms:
a. Select theCustomitem from that form’sAccess Alloweddropdown list.

b. Click theEdit Iltems link next to the form. Th#&lanage Individual Form Items form
opens and displays all fields you can configurestgurity of on that form.

c. Select the field access level to apply to thedistelds from the fieldsAccess Allowed
dropdown list. Use the access level definitionSable 7 to assign field access levels.

d. Click theClosebutton on theManage Individual Form Items form.
5. Click theClosebutton on the Manage User’s Accounts form.

You have given the selected user custom secutitiynge for specific forms. Repeat these instrutio
for every user with a custom account type.

Table 6. Form Access Levels
Access Level Definition

Allows the user full access to this form, meaningttuser can open the
Full form, view all fields on it and edit or delete anjormation on that form
she/he chooses.

Allows the user to open the form and view/see datthat form, but does
not allow him/her to add, edit or delete data iy Aeld on the form.
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Custom

Allows the user to open the form, but some fielddtee form may be set to
set to read only, or denied to this user. Thisoopis unavailable on some
forms.

Table 7. Field Access Levels

Access Level

Definition

Deny

Allows the user full access to this field, meanihgt user can edit, delete,
add, and view data in that field.

Allows the user to view/see data in that field, Baés not allow him/her to
add, edit or delete data in that field.
‘Denies all operations on the field. The user nalf be able to see the
information in the field, nor will he/she be abteadd, edit, or delete data in
that field.

Caution: If you set one or more fields enyon a form, be sure to also
Deny the user the use of tRent button on that form. Denied field values
will still be visible on the form'’s report.

5.2 Delete a User Account
After you delete a user account, the person’s whaseunt you delete can no longer use that account

log in to StudentAccess.

To delete a user account;

Open the Database Settings form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of Welcome
Screen. StudentAccess displays the Admin menu.

Click theDatabase Settingsink.

A password entry form opens. Enter the DB Admiatstr password into the password
entry form and click th©K button. The Database Settings form opens.

4. Click theEnable Securitycheckbox so that it is checked.

Delete the user’s account:

1. Click theManage Userdink under theEnable Securitycheckbox. Thé&lanage User

Accountsform

opens.

2. Select the username of the user account you watglébe from thé&elect Usellist at the
left of theManage User Accountdorm. The user account information is loaded ihi®
Manage User Accountgorm.

3. Click theDelete Userbutton under th&elect Usellist. A confirmation message appears.
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4. To delete the user, click théesbutton; to cancel the deletion, click tNe button.

5.3 Disable StudentAccess Security Options

Disabling security options allows StudentAccessgen with no login screen, and everyone can ség, ed
delete, and add information to StudentAccess d#tg éorms. When you first install StudentAccebs
security options are disabled. Even when secoptions are disabled, the Administrator passwoisl, D
Administrator password, MST password and APRG passare still enabled.

You need to know the DB Administrator passwordisalle StudentAccess security options.

Disabling the security options does wlefete the user accounts. The user accountsilateese; they
just are not active. When you enable securityragal user accounts will be made active agai, they
will all have the security settings they had befegeurity was disabled.

To disable StudentAccess security options:

1. Click the<--Go to Admin link located in the bottom right-hand corner of Welcome Screen.
StudentAccess displays the Admin menu.

Click theDatabase Settingdink.

A password entry form opens. Enter the DB Admiaistr password into the password entry form
and click theOK button. The Database Settings form opens.

4. Click theEnable Securitycheckbox so that it is unchecked.

You have now disabled the security options. The time you open StudentAccess, you will not need t
log in.
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6. Add Participant Information to StudentAccess

This section shows you how to:
- Check which participant records are in StudentAgces
- Add a participant’s permanent information and yia&rmation to StudentAccess

To view all participant records in StudentAccess:

Locate theWorking Participant List at the left of the StudentAccess main menu

2. Click theReset Filterlink next to theFilter List label above the Working Participant List. If
you had any filters selected, this will reset thgaryou will see all participants in
StudentAccess.

3. If you have participants in StudentAccess, themesa will be in the Working Participant
List. If no participant names appear in the Wogkifarticipant List, no participant records
are in StudentAccess.

If you have participants already in StudentAccgss, can skip to Section 6 of this document. If ylau
not have participants in StudentAccess, continuk this section.

6.1 Add a Participant Record to StudentAccess

To add a new participant to StudentAccess:

Open the Quick Input form:
1. Click theQuick Input (Add New Student) link at the top of the Welcome Screen.

2. StudentAccess opens a window that asks if you thenparticipant’s student 1D
automatically generated.

a. To have StudentAccess create a participant 1Dk thie Yesbutton.
b. To have StudentAccess let you specify the partitipdD, click theNo button.
c. To cancel the creation of this participant recatitk the Cancelbutton.

3. The Quick Input form opens. If you chose optioaldove, enter the participant’s Student ID
into the SID textbox at the top of the form.

Enter the participant's information:
Enter the new participant's permanent informatigo the Quick Input form.

2. Enter the new participant’s year information irtte Quick Input form.
3. Click theSave & Edit button.
4. Click theClosebutton.
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The new participant is now added to StudentAccBsadd more than one participant to
StudentAccess, repeat these instructions.

Note: You do not need to enter all of these fields tatzehe participant record. See
sections 6.2 through 6.4 to learn how to enter Gerand Academic information after the
participant record is created.

6.2 Add General Information to a Participant Record

Once you have created the participant’s recordcguadd information to that participant’s record by
using thePermanent Information link on the Student menu.

To add a participant's general information:

Open the Permanent Information form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of iWelcome Screen.
StudentAccess displays the Student menu.

2. Select the participant's record by clicking thetipgrant's name in thé/orking Student List on
the left of the Welcome Screen.

3. Click thePermanent Information link on the Student Menu. ThH&ermanent
Information form opens.

Locate and edit the participant's general informatbn:

1. Click theGeneral Info button at the top of the Permanent Information foi®tudentAccess
displays the selected participant’s general infdimmaform.

Enter the participant's general information inte general information form.
Click the Savebutton.
4. Click theClosebutton

The participant's general information is now added.

6.3 Add Participant Academic Information to a Parti  cipant Record

Once you have created the participant’s record,camuadd academic information to that participant’s
record by using thPermanent Information link on the Student menu.

To add academic information to a participant’s reco rd:
Open the Permanent Information form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of #Welcome
Screen. StudentAccess displays the Student menu.

2. Select the participant's record by clicking thetipgrant's name in th@/orking Student list
on the left of the Welcome Screen.
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3. Click thePermanent Information link on the Student menu. TRermanent
Information form opens.

Add the participant's academic information:
Click the Academic Info button at the top of theermanent Information form.

2. Add the participant's academic information.
3. Click theSavebutton.
4. Click theClosebutton.

The participant's academic information is now added

6.4 Add Participant Year Information to a Participa  nt Record

Information stored on the Yearly Information forifmamges from year to year.
Year information consists of general informatioarffripant status, grade level, current agency),
objectives and contacts/events.

This section shows you how to add a participargarynformation to StudentAccess. This includes
adding general information, objectives, and cosfavents.

To add a participant's year information to StudentA ccess:

Open the Yearly Information form:

1.

Click the<--Go to Studentlink located in the bottom right-hand corner of iWelcome Screen.
StudentAccess displays the Student menu.

Select the participant's record by clicking thetipgrant's name in thé/orking Student list on
the left of the Welcome Screen.

Click theYear Information link on the Student menu. Thearly Information form opens.
Select the year from théear: dropdown list in the upper right of the Yearlydniation form.

Enter the general year information (see Table 8):

1.
2.

Click theGeneral Info. button at the top of théearly Information form.
Enter the general year information for the selegteat.

Enter the yearly objectives:

1.

Click theObjectivesbutton at the top of théearly Information form. StudentAccess shows
the Objectivesform.

Select the participant’s college ready status ftibeCollege Ready Statusiropdown list.

From theProgram Obijectiveslist box, select this participant’s yearly objeeffs). To select a
yearly objective, click the down-arrow in tReogram Objectiveslist box, and select the
objective.
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Table 8. Patrtici

pant Year Fields

Field

Definition

Participant Status

Applied for
Admission

Applied for
Financial Aid

Post-Secondary
Status

Cum Credits

Participant’s status in the E@@gram (required for APR)

Has participant applied for admission to colleg&titnte of higher education.
(Required for APR)

Has participant applied for financial aid at a egh/institute of higher education.
(Required for APR)

Participant’s status in respect to College/insgitoft higher education. (Required for
APR)

Participant’s total credit hours.

Enter planned year contacts/events:
Using this part of the Yearly Information form iptmnal.

You can use this

form to list the contacts/evenis want the participant to participate in this year

(planned contacts). Once the participant complsteplanned contact, mark that contact as Ingctive

and click theAdd

Contact button beside the contact to create the contaotrdefor the finished

contact. The listed planned contacts are not tedan the APR, but the contact record created when

you click theAdd
step by step.

Contact button is reported on the APR. This section shpsushow to do this
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7.

Click theContacts/Eventsbutton at the top of the Yearly Information fori8tudentAccess
displays the selected participant’s planned costfactthis year.

Note: Use this form to record contacts you want theigipant to participate in sometime
this year.

Note: Group contacts (contacts that involve more thaa marticipant) are listed in the
Assigned Groupslist box; individual contacts are listed in tAesigned Individual Events
list box.

To add a contact to this participant’s year receedgct the contact from either tAssigned
Groups list box or theAssigned Individual Eventslist box. To select a contact yearly
objective, click the down-arrow in the list box,daselect the contact.

Note: If the group contact does not appear in the dvapdlist in theAssigned Groupslist
box, see Section 6.4 of this document to add apycontact type to StudentAccess. If the
individual contact does not appear in the dropdbsinn theAssigned Individual Events
list box, see Section 6.3 of this document to addrdact type to StudentAccess.

Type a name for this contact into t@entact Nametext box.

If the participant has participated in this contacake this contact inactive by un-checking the
Active? checkbox.

Once the participant does the contact, you carteseaontact record for the contact by clicking
the Add Contact button to the right of the contact. StudentAcagssns the Contact Detail form
and displays the new contact record. You can@isate the contact record using @entacts
link on the Student menu. It does not matter whiely you chose to create contact records; all
contact records appear on the APR.

Specify any fields that you want to add to the rmewtact record (see Table 9 for contact field
definitions).

Click theSavebutton on the Contact Detail form. This savesrnée contact record.

Save and close:

1.
2.

Click the Savebutton on the Yearly Information form.
Click the Closebutton.

Year information is now added to the selected yeathe selected participant.
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Table 9. Contact Fields

Field Definition
Grou Repopulates the Type dropdown list with Group caingpes. On an existing
P record, checking this checkbox marks the contaet @soup contact.
Assigned Filters the Type or Group dropdown list to inclumdy assigned contacts. On an

List

Contact Field 01-10

existing record, checking this checkbox marks thatact as Assigned.

Filters the Type or Group dropdown list to inclumtdy active contacts. On an
existing record, checking this checkbox marks thretact as Active.

This dropdown list is labeled Type of Group depagdipon whether the Group
checkbox is checked. This dropdown list contairesdontact type of the contact. .
TheAssignedandView Active Only List andGroup checkboxes change the values
in this list.

Custom fields that you canrie{see Section 3.9, Label Custom Fields)
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7 Contacts and Counselors in StudentAccess

A contact (student-counselor contact) is a medigtgveen a participant and a counselor. Studenthcce
allows you to do these contact-related and counselated operations:
Student-counselor contacts:

- Add a participant-counselor contact record

- Add a contact type

- Add a group contact type

- Delete a participant-counselor contact record

- Edit a participant-counselor contact record

- Print a participant-counselor contact

- Print all participant-counselor contacts for a stdd year
- View a participant-counselor contact record

Counselor comments about participants:

- Add a counselor comment about a participant

- Delete a counselor comment about a participant
- Edit a counselor comment about a participant

- Print all counselor comments about a participant
- View a counselor comment about participant

You must have at least one counselor record and oparticipant record in StudentAccess to do any
of these operations.Section 6.1 of this document shows you how toagdrticipant record to
StudentAccess. By default, StudentAccess contaiescounselor record. The counselor record
StudentAccess contains is callethff. To add additional counselors to StudentAccesg] Section 3.8
of this document.

This document shows you how to:

- Add a counselor record

- Add a participant-counselor contact record

- Add a contact type

- Add a participant group

- Add a counselor comment about a participant

7.1 Add a Counselor Record to StudentAccess

If you ordered a data conversion from Heiberg Ctmgy Inc., you may already have counselor records
added to StudentAccess.
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To view all of the counselor records in StudentAcce SS:

1. Open StudentAccess by double-clicking the Studeteds icon on your computer’s desktop.
StudentAccess opens the Welcome screen.

Locate theCurrently working as: dropdown list in the Welcome screen.

Click the down arrow of th€urrently working as: dropdown list. The names of all counselors with
records in StudentAccess are displayed in the dnopdist.

If your EOC program has a counselor who does net laarecord in StudentAccess, you will need to
create a counselor record for that person befowergocord any comments he/she make or any contacts f
that person. To learn how to add a counselordemStudentAccess, see the instructions below.

To add a counselor record to StudentAccess youneéld the Administrator password.

To add a counselor to StudentAccess:
Open the Available Lookup Tables form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of #elcome Screen.
StudentAccess displays the Admin menu.

2. Click theUpdate and Review Default Valuedink on the Admin menu. A password entry form
opens.

3. Enter the administrator password into the passwatdy form and clickOK. The Available
Lookup Tables form opens.

Open the Counselors form:

1. On the Available Lookup Tables form is a list dfddopdown lists in StudentAccess. Scroll
down this list until you se€ounselorunder thename heading.

To the far right of the Counselor list item is&dit button. Click thisEdit button.

The Counselor form opens. This form shows all Gelors currently available in
StudentAccess. Use the scrollbar on the rightigfform to scroll to the end of the counselor
list.

Enter the new counselor into the Counselors form:

1. At the end of the counselor list will be a blank&ldi. Enter the new Counselor's name into this
blank field.

2. When you are finished entering the new Counsehanse, click theClosebutton on the
Counselors form.

3. Click theClosebutton on the Lookup Tables form.
The new counselor is now added to StudentAccess.
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7.2 Add a Participant-Counselor Contact Record

StudentAccess allows you to create contacts inviays. One way is to use theld Contact button on
the Yearly information form as described in Secboh. The other way is to use the Contacts form as
described in this section. Regardless of the waygreate a contact, it appears on the Annual
Performance Report. The difference between ttvesenethods is that, using tield Contact button
on the Yearly Information form links the contactoed back to its anticipated contact that is listadhe
Yearly Information form.

To add a contact record to StudentAccess:
Open the Contacts form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner o #Welcome Screen.
StudentAccess displays the Student menu.

2. Select the participant's record by clicking thetipgrant's name in the Student/Participant List on
the left of the Welcome Screen.

3. Click theContactslink on the Student menu. The Contacts form opens

Create the contact record:

1. Select the reporting year from tiear: dropdown list in the top right corner of the Cartga
form.

2. Click theNew button at the bottom of the Contacts form. A klaontact record is created.

3. If this is a group contact (a contact that involuadtiple students) click th&roup? checkbox so
that it is selected. If this is not a group cohtiave thesroup? checkbox unchecked.

4. Select the contact type from thgpe dropdown list, or, if this is a group contact, stlie
contact type group from th@roup dropdown list.

Note: If the Type you want to assign to this contacginot appear in the Type list,
see Section 7.3, Create a Contact Type, to addothtact type to the list.

Note: If the Group you want to assign to this contamginot appear in th@roup
dropdown list, see Section 7.4, Create a Group dbritype, to add a group to this
list.

5. Select the counselor who had the contact fronStaé& dropdown list on the Contacts form.

Enter information about the contact into the forima select an advising code, click the down-
arrow in theAdvising Codeslist box, and select the advising code. To selaeferral, click the
down-arrow in theReferrals list box, and select the referral.

Click the Savebutton on the Contacts form.

Click theClosebutton on the Contacts form.

Contact information is now added to the selectet y@& the selected participant.
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7.3 Create a Contact Type

StudentAccess allows you

to specify your own cdrtigmes. These contact types appear inlyyze

dropdown list on the contact form.

To add a new contact type to the Type dropdown list

Create a new contact type:

to Generallink located in the bottom right-hand corner of #elcome

Screen. StudentAccess displays the General menu.

Click theContact Typelink on the General menu. Ti@®ntact Typesform opens.
Click theNew button on theContact Typesform. StudentAccess creates a new contact type.
Specify the contact type fields. Table 10 defitnese fields.

1. Click the<--Go

2.

3.

4,

5. Click Savebutton.

6. Click theClosebutton.

You have now added a new contact type to the Typedbwn list.

Table 10. Contact Type Fields

Field Definition
Dropdown list of all the active contact types athg@n the Type dropdown list.
Edit Contact Type Selecting a contact type from this dropdown lidt miake that contact the

current contact and allow you to edit it or deliete

Marks a contact type as active for current us@ctime contact types are not
displayed in the Type dropdown list.

Designates the contact type to be included in tsgaling with the selected
category

Designates the contact type to be included in tsmaling with the selected
APR. category
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Calculate Participant Designates the contact tggeetincluded in reports dealing with participants

7.4 Create a Group Contact Type

StudentAccess allows you to create group cont@estywhich are contact types that involve a list of
participants. A group contact has these sectigesieral information, assigned, and custom infoionat
The General Information section of the group cargémres the details that define the group conéagt,
the contact type, the staff member involved theacmnthe duration of the contact, and the advisides
associated with the contact. The Assigned sestiores the list of participants associated with thi
contact. The custom information section has afisustom text fields. These blank fields can be
customized to meet the needs of each unique EdunehtOpportunity Centers program. The ten fields
can be used to represent anything that would redagiegroup type. You can specify the labels ef th
custom fields by using tHgpdate and Review Default Valuedink on the Admin menu.

To create a new group contact:

1. Click the<--Go to Generallink located in the bottom right-hand corner of Welcome Screen.
StudentAccess displays the General menu.

Click theGroup Info link on the General menu. Ti&oup Info. form opens.
Click theNew button on the Group Info. form. StudentAccesste®a new group contact.
Specify the new group contact’s fields. See Talléor field definitions.

Table 11. Group Contact Type Fields
Field Definition
Dropdown list of all the active group contact typ&electing a group contact type
Existing Group from this dropdown list will make that contact th@rent contact and allow you to
edit it or delete it.
Contact Type Prlmar_y contact type. Selecting a value from thigodown list automatically fills in
oo otherfields of the contacttype.
N Primary group identifier. This is the text thapaprs in the Group dropdown list on
ame .
the Contacts form in the Student menu.
Year The reporting year which applies to the grooptact.
Staff Default counselor or staff member involvedtia group contact.
. Marks a contact type as active for current usely @ctive contacts appear in the
Active :
Group dropdown list.
Duration Default length of time group contact vialst.
Reason Default reason for the group contact.
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Resource Default resource used in the group contact

Create the Participant List for to this Group Conta  ct Type:

1. Click theAssignedbutton at the top of th&roup Info. form. StudentAccess shows the assigned
participants form.

Select the participant you want to add to the grooutact type from th8tudents not assignedist.

Click theAdd>> button to add the selected participant to thisigipeint group. The participant
record moves from th8tudents Not Assignedist to theStudents Presently Assignetist.

4. Repeat steps 2 and 3 until you have added allogaatits you want associated with this group contact
type.

Note: You can add a contact record to every participacdrd in a group at once.
To do this:

1. Click theAdd Contact button on thé&roup Info. form. TheAdd Contacts
— Multiple Student Tool form opens.

2. Select the Group contact type to add to all paudicts in the group by
selecting the Group from theroup dropdown list, or, if you want to add a
contact type that is not a group contact typekdleGroup? checkbox so
that it is not checked and select the contact fygra theType dropdown
list.

3. Click theAdd Contacts button.
Follow the instructions on the popup message boxes.
5. Click the Close button on thdd Contacts — Multiple Student Toolform.

If needed, add custom contact type information:

1. Click theCustom Info. button at the top of the Group Info. form. Studecess displays the
Custom Information form.

2. Enter custom field data.

Save the group contact:
1. Click theSavebutton on the Group Info. form.
2. Click theClosebutton.

You have now created a group contact type. Tigs tyow appears in tf@roup dropdown list on the
Contacts form in the Student menu.

Note: If the Group dropdown list is not on the Contacts form, click @roup? checkbox so that it is
selected. Th&ype dropdown list becomes tl&roup contact list.

7.5 Add a Counselor Comment about a Participant
To add a counselor comment about a specific partici pant to a participant’s record:
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Open the Comments form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of #Welcome Screen.
StudentAccess displays the Student menu.

2. Select the participant's record by clicking thetipgrant's name in th#@/orking Student list on
the left of the Welcome Screen.

3. Click theCommentslink on the Student menu. The Comments form opens

Create the counselor comment:
1. Click theNew button at the bottom of the Comments form.

2. Select the counselor who made the comment fron€thaselordropdown list in the upper
right-hand corner.

Enter the date on which the comment was made iD#tetext field.

Enter the comment text about the selected partitipgo theComment textbox.
Click theSavebutton.

Click theOK button.

The new counselor comment is now added to Studeegsc

S
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8 Follow-ups in StudentAccess

You can use StudentAccess to track contact follpa-UA follow-up can have a status of open, reshlve
or closed. Follow-ups in StudentAccess store vithercontact was created, the date it should be
resolved, the reason for the follow-up, and thenselor assigned to the follow-up. All follow-upave a
notes section where you can store comments abedolbw-up, a summation of the follow-up, or ensalil
related to the follow-up. The notes area is védesahd meant to handle a range of uses.

Like contact types, follow-ups have custom fieldattyou label and use for your own purposes. For
more information on labeling and using custom fekkeSection 3.9, Label Custom Fields.

You can associate/link a follow-up to the contaectvihich it was created.

This section shows you how to:

- View the follow-ups list

- Create a contact-linked follow-up

- Create a follow-up that is not link to a contact

- View in follow-ups in the Follow-Up Details form

8.1 View Follow-Ups List

The follow-ups list displays follow-ups stored itu8entAccess.

To view follow-ups in the Follow-Ups list:

1. Click the<--Go to Generallink located in the bottom right-hand corner of Welcome Screen.
StudentAccess displays the General menu.

Click theFollow-Up List link on the General menu. TRellow-up list form opens.
By default, tha~ollow-up list form shows open follow-ups for all counselors.
a. To view open follow-ups for a specific counselor:
1. Select the counselor's name from Biaff Member dropdown list.
2. Keep theShow only open Follow-upsZheckbox at the top of the form checked.
b. To view all follow-ups (open, resolved and clostm)a specific counselor:
1. Select the counselor's name from taff Member dropdown list.
2. Uncheck theshow only open Follow-upsZheckbox.
c. To view all follow-ups for all counselors (all foliv-ups in StudentAccess):
1. Select th&ll option from theStaff Member dropdown list.
2. Uncheck theshow only open Follow-upsZheckbox.

Note: Click theView button to the right of a follow-up to view that limlv-up’s details. Clicking the
View button opens the Follow-up Detail form, which alfoyou to edit, delete, or print the follow-

up.
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Table 12 defines each column of the Follow-up list.

Table 12. Follow-Up List columns

Field Definition
Date Follow-up date
Staff Member | Staff member assigned to the follow-up
Type Description of follow-up
ContactMember | Method used to contact the paritipa

8.2 Create a Follow-up

StudentAccess allows you to create two types dbielps: contact-associated follow-ups and basic
follow-ups that are not associated with a contacord. You create these two follow-up types défety,
but they both contain the same fields. The onffedénce between them is that a contact-associated
follow-up has a button on its Follow-up Detail fothat displays the associated contact record witisn i
clicked. Basic follow-ups do not have an Assoda@®ntact button.

8.1 Create Contact-Associated Follow-up

Create a contact-associated follow-up if you warlig able to open the associated contact from
the follow-up record. If the follow-up is not ckely associated with a specific contact, or if it is
associated with more than one contact, createia fudl®w-up instead. To create a basic follow-
up, see Section 8.2.

To create a new contact-associated follow-up:

Create the new follow-up record:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of #elcome
Screen. StudentAccess displays the Student menu.

Click theContactslink on the Student menu. Ti@®ntactsform opens.

Use the navigation buttons at the bottom left-hemther of the Contacts form to locate the
contact you want to associate with the new follquw-u

4. With the contact displayed, click ti@&reate Follow-Up button in the bottom left-hand corner
of the Contacts form.

Specify the fields of the new follow-up:
1. Fill out the new follow-up record’s fields. Takl® defines the follow-up’s fields.

2. Click theNoteshutton at the top of the Follow Up Detail formtu&entAccess displays the
Follow Up Notes form. Enter any notes applicalolethis follow-up.
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3. If you have custom information you want to storétwthis follow-up, click theCustom Info.
1-5button and th€ustom Info. 6-10button and enter the custom fields.

Save the new follow-up:
1. Click theSavebutton.
2. Click theClosebutton.

You have now created a contact associated witleeifspcontact. This contact now appears in the
Follow-Up List form.

Table 13. Follow-Up Field Definitions
Field Definition

Date follow-up was created. Note: click theday button and StudentAccess puts
today’s date in this textbox.

Opened Date

Entered By Counselor who created the follow-up.
Type Description of follow-up.
Student Name of participant to be contacted fofdlew-up.

Follow-up date. Note: click thEoday button and StudentAccess puts today’s date
in this textbox.

Follow-Up Contact
Method

Date the follow-up was completed. . Note: clickToday button and
StudentAccess puts today’s date in this textbox.

Follow-Up Staff Staff member assigned to the foHop
School Advisor Student’s contact at the target stho
Info Requested Reason for the follow-up; any addél information

To view the associated contact from the follow-up r ecord:

1. Click the<--Go to Generallink located in the bottom right-hand corner of Welcome Screen.
StudentAccess displays the General menu.

Click theFollow-Ups List link on the General menu. The Follow-Ups List foopens.
Locate the follow-up you just created in the folloys list.
Click theView button beside the follow-up. The Follow-Up Defailm opens.
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5. Click theAssociated Contactoutton in the lower right-hand corner of the Faltdp Detail form.
The contact record associated with this follow-pprts.

8.2 Create Basic Follow-up

Basic follow-ups are not linked to a contact recoBgcause of this, basic follow-ups do not have
anAssociated Contactbutton on their Follow Up Details form. Except this, basic follow-ups
and follow-ups are exactly the same.

To create a new basic follow-up (one thatis notas  sociated with a contact):

Locate the contact and create the new follow-up rec  ord:

1. Click the<--Go to Generallink located in the bottom right-hand corner of #Welcome
Screen. StudentAccess displays the General menu.

2. Click theFollow-Up Detailslink on the General menu. TRellow-up Detail form
opens and displays the Follow-Up General Infornmagorm.

3. Click theNew button at the bottom of the form. StudentAccessitas a new follow-up.

Specify the fields of the new follow-up:
1. Fill out the new follow-up record’s fields. Takl® defines the follow-up’s fields.

2. Click theNotesbutton at the top of the Follow Up Detail formtu&entAccess displays
the Follow Up Notes form. Enter any notes appliedbr this follow-up.

3. If you have custom information you want to storétwthis follow-up, click theCustom
Info. 1-5 button and th&€ustom Info. 6-10button and enter the custom fields.

Save the new follow-up:
3. Click theSavebutton.
4. Click theClosebutton.

8.3 View follow-ups displayed in the Follow Up Deta ils form

All the follow-ups on thd-ollow-Up Detail form are viewed one at a time. You can navigate
from one follow-up record to another by clickingthavigation buttons at the bottom of the
Follow-Up details form (the navigation buttons anmeled in red in Figure 7).
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Figure 7. Follow-Up Details Form with Navigation Bu  ttons
Circled

Follow-ups in theé-ollow-Up Detail form are also filtered by the counselor (staff rhem
assigned to the follow-up and whether the followiipctive. When something is filtered, the
number of items/records it displays is reducechtmasonly those records that have a specific
criterion.

Because the Follow-Up Details form is filtered munselor, the counselor selected in the
Follow-up for dropdown list at the top of the form will detemaiwhich follow-ups are
displayed in the Follow-Up Details form.

To view and filter follow ups in the Follow Up Deta il form:

Open the Follow-Up Details form:

1. Click the<--Go to Generallink located in the bottom right-hand corner of #velcome
Screen. StudentAccess displays the General menu.

2. Click theFollow-Up Detailslink on the General menu. TRellow-up Detail form
opens.

Select the filter values and view the follow ups:

1. From theFollow-up for list box at the top of the Follow-up Detail fornglact the
counselor whose follow ups you want to view. Toef updates to show only those
follow ups assigned to that counselor.
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2. If you want to view only those follow ups that avet closed, click th©nly Unclosed
Follow-ups check box so that it is unchecked. To view alldelups regardless of their
status, uncheck thenly Unclosed Follow-upscheck box.

3. Use the navigation buttons at the bottom of théoelip Detail form to move through
the follow-ups. The navigation buttons are cirdleérigure 7.

StudentAccess for EOC, Version 3.1, User's Guide Page 52



9 Reports in StudentAccess

9 Reports in StudentAccess

StudentAccess allows you to generate two genepaktpf reports: section report found in the Annual
Performance Report and reports not used in the APR.

To generate an APR-related report:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o #Welcome Screen.
StudentAccess displays the Utilities menu.

Click theOpen APRG 2006-200T7ink on the Utilities menu. ThAPRG 2006-2007orm opens.

Click the button labeled with the report sectiomyeant to generate. The reports form for that
reports section opens.

w N

4. Click the button labeled with the report you wamgenerate. A report preview opens.

5. To print the generated report, hold down @td keyboard key and press tRe&keyboard key. The
Print window opens.

6. Use thePrint window to print the report.

To generate a report that is not part of the APR:

Open the Reports form:

1. Click the<--Go to Reportslink located in the bottom right-hand corner of #Welcome Screen.
StudentAccess displays the Reports menu.

2. Click theOpen Reports Menulink on the Reports menu. TReports form opens.

Select the filters to apply to the report:

1. From theParticipant Status list box at the top of the form, select the papiirit statuses of the
participants you want to include in the report.

2. Select the yeayou want the report generated for from Wear dropdown list at the top of the
form.

3. Select the agency you want the report to displagnftheAgencydropdown list at the top of the
form.

4. Specify the current date in thge as of dateext box at the top of the form.

Generate the report:
1. Click the button labeled with the report you wamgenerate. A report preview opens.

2. To print the generated report, hold down the Gisildoard key and press the P keyboard key.
ThePrint window opens.

3. Use thePrint window to print the report.
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10 Utilities in StudentAccess

StudentAccess has two utilities: the Multiple SdTool and the Annual Performance Report
Generator.

With the Multiple Student Tool you can add a participant-counselor contact tdiptalparticipant
records, generate a letters to multiple participagénerate letter labels addressed to participaimasmge
the StudentAccess statuses of multiple participantsupdate multiple participants’ year information

The Multiple Student Tool is password-protectedhs Multiple Student Tool password.
Section 10.1 of this document shows you how tothiséviultiple Student Tool.

TheAnnual Performance Report Generatorcreates the Annual Performance Report that yaamtgr
submits to the Department of Education. The AniReaformance Report Generator is password
protected by the APRG password. To set the APRGward, see Section 3.7 of this document.

The APRG has online instructions. You can viewsghimstructions by clicking the link on the APRG
form.

10.1 The Multiple Student Tool

The Multiple Student Tool allows you to perform ogt@ns on multiple participant records at once.

Performing any operation using the Multiple StudBool involves doing three steps:

1. Create a participant list containing the particip@cords you want to perform the operation on.
2. Select the operation you want to perform on théigpant list.

3. Perform the operation.

The next section shows you how to create a paatitipst.

10.1.1 Creating a Participant List

To perform any operation using the Multiple Stud€ool, you must first create a participant list. A
participant list is a collection of participant cgds you select from all participant records erigin
StudentAccess. You can create a participantiditer:

1. Manually selecting the participants you want tdude in the list

2. Using the Student Search Tool

3. Selecting all participant records in StudentAccess
Manually select participant records to include quparticipant list if all of the following areue:
- You know the names of all participants whose resg@l want to include in the list

- The participants do not share a common field vélmeexample, they are not all active
participants or participants assigned to a specdimselor)
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- The number of participant records to include inlisieis small (for example, less then 20)

Use theStudent Search Toolf all of the following are true:
- The number of participant records to include inlibieis large (over 20)

- Students to include in the list share a commorufeahat identifies them from all other
participants in StudentAccess (for example, theyadrassigned to a specific counselor and have
a specific participant status)

Click theSelect Allbutton if you want to create a participant lishtaning all participants’ records.

If you do not know whether manually selecting mapant records or using the Student Search Tadbkis
best solution for your situation, you can use algio@tion of the two methods to create a participiant

Student lists created using the Multiple Studerdlan be saved for future use. You can alsosadied
participant lists, delete saved participant listd eeuse saved participant lists.

10.1.1.1. Create a Participant List by Manually Se lecting Participant Records

To create a new participant list to perform operati ~ ons on using the Multiple
Student Tool:
Open the Multiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o th
Welcome Screen. StudentAccess displays the Elitienu.

2. Click theMultiple Student Tool link on the Utilities menu. StudentAccess opens a
password entry form.

3. Enter the Multiple Student Tool password into tlsgword entry form and click
Ok. The Multiple Student Tool -- Select Studentsrf@pens.

Create the new participant list:

1. The Student Search Tool is the box with three Ittt the top of the form; the
Participant List is the list below the Student $&arool.

2. Select theNew Student Listitem in theSelect a Saved Listiropdown list at the top
of the form.

3. Select the participants you want to include in yparticipant list by checking the
Include checkbox next to their listed record.

4. If you want to save the list for future use, clible Savebutton below the participant
list and provide a name for the new list. If yostjwant to use the participant list,
but not save it for future use, do not click B&vebutton.

You have now created a participant list you caningke Multiple Student Tool.

If you clicked theSavebutton in step 4, the participant list you creatéitibe available
the next time you open tiMultiple Student Tool -- Select Studentdorm. To select a
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saved list, select the list's name from Select a Saved Listlropdown list at the top of
the form.

10.1.1.2. Create a Participant List Using the Stud ent Search Tool

The Student Search Tool's purpose is to make teetgm of participant records more efficient. The
Student Search Tool is located in the Multiple titdlool. The Student Search Tool is used to ereat
participant lists for the Multiple Student Toolvetything you can do with the Search Tool you dap a
do manually. The benefit of the search tool is thean quickly, automatically, and accurately ¢eea
participant lists based upon a certain criterion.

The Student Search Tool allows you to select agodyparticipants based on a value of one or mbre o
their database attributes. For example, using/iiiéiple Student Tool you can create a list ofaadtive
participants, all participants who are assigned $pecific counselor, all participants of a speaj@nder
or marital status, or all participants who haveeciic value entered for a custom field. You edso
create a list of participants whose statuses #nereactive or pending, or all participants who raoe
single.

If you want to create a list of participants whaha common criterion based on any value stored in
StudentAccess, you should use the search tool.

To use the Search Tool to automatically selecta gr  oup of participants:
Open the Select Students form:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o #Welcome Screen.
StudentAccess displays the Utilities menu.

Click theMultiple Student Tool link on the Utilities menu.
Enter the Multiple Student Tool Password and clidk. The Select Students form opens.

Select the value and field to search on:

1. Atthe top of the Select Students form is the Stu@earch Tool. Below this is a list of all
participant records in StudentAccess.

2. Select theNew Student Listitem from theSelect a Saved Listiropdown list at the top of the
Select Students form.

3. Select the data field containing the value you wargearch on. For example, to select all active
participants, you would select tRerm: Statusitem from theSearch On:dropdown list.

4. Select the value of the data field you want todean. For example, to select all active
participants, you would select thetive item from the value dropdown list.

Select "like" or "equal to" from the criteria list:

1. From theWith Criteria Of list, select how you want the data values in\ta&uie dropdown list
compared with the values stored in the database.

For example, if you want to select all active gaptnts, you would choose tEgual to or
Like item from thewith Criterion Of dropdown list. (The learn the difference betwten
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"Equal to" and "Like" criteria items, see Sectibh1.1.3 The Difference BetweeBqual to and
Like.)

If you want to select all participants not matchthg criterion that you have specified, for
example all participants who are not active, sdaleeNot Equal To item from thewith Criteria
Of dropdown list.

Update and save the selected participants:

1. To select all participants from the list at tight who have the value of the criterion you have
specified, click theJpdate button. All participant records containing theterion that you have
specified will be selected.

2. If you want to save this selected list for futuse uclick theSavebutton at the top of the Select
Student form.

You have created a list of participants who shasimgle common criterion (for example, they all an
Active status). If you want, you can now refine or exp#ns initial list by specifying other search
criteria using the Student Search Tool.

Refining the participant list decreases its siz@amding the participant list increases its size.

For example, if you want the list to contain alttpapants who hav®endingandActive statuses, you
would select thé&xpand radio button and press thipdate button in step 1 with:

- ThePerm: Statusitem selected from th&earch On:dropdown list
- ThePendingitem selected from theéalue: dropdown, and
- TheEqual to: item selected from thé/ith Criteria Of dropdown

When you click théJpdate button again, all participants with &gtive or Pending status will be
selected.

An example of &efine search would be one that selects participants avithecific counselor from the
selected list of active participants.

10.1.1.3 The Difference between Equal to and Like

ThelLike andEqual to items are located in th&ith Criteria Of dropdown list on the Student Search
Tool. The Student Search Tool is located on tHecs&tudent form of the Multiple Student Tool.

If you selectequal to item from thewith Criteria Of dropdown list you are telling StudentAccess that
you want the participant records selected to metetvalue specified in théalue field exactly.

An exact matchis one that matches the search value letter-tterlé=or example, if you search all
participant records for counselor comments thataiorthe phrase "Requests tutoring,” and you specif
Equal to in theWith Criteria Of dropdown list, only comments containing the exdwse "Requests
tutoring" and no other text will be returned asutess Phrases like "Requests tutoring for collalgebra
class" will not be returned as a result becauseritains 43 characters/letters (including spacédgevhe
search value "Requests tutoring” only containsHatacters/letters (including spaces). Becausedélee
improvement" and "Needs improvement in college ladgediffer letter-for-letter, they do not match
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exactly and "Requests tutoring for college algedtaas” will not be returned as a result if tgual to
option is selected from th&ith Criteria Of dropdown list.

Select theequal to item only when:
- You know the exact phrase you are looking for teltie letter, or
- You have selected the text in tlalue text field from a dropdown list in the Student &éaT ool

If you do not know the exact phrase, or you waht@inments that contain the phrase to be returaed a
results, select thieikke option from theéWith Criteria Of dropdown list.

If the Like option is used instead of tikgual to option in the example above, "Requests tutorimg fo
college algebra class" will be returned as a rdsdause "Requests tutoring for college algebisstla
contains the search phrase "Requests tutoringrases like "Student requests tutoring” will also be

returned. When hike criterion is used, all results will contain "Regtgetutoring” but they may differ
in the number of letters they contain.

10.1.1.4. Create a Participant List that includes  all Participant Records in StudentAccess

To create a participant list that contains all part  icipants in StudentAccess:
Open the Multiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o th
Welcome Screen. StudentAccess displays the @slitienu.

2. Click theMultiple Student Tool link on the Utilities Menu. StudentAccess opens a
password entry form.

3. Enter the Multiple Student Tool password into tlaegword entry form and click the
Ok button. The Multiple Student Tool -- Select Student$orm opens.

Select all the students:

1. The Student Search Tool is the box with three Ingttt the top of the form; the
Participant List is below the Student Search Tool.

2. Select theNew Student Listitem in theSelect a Saved Listlropdown list at the top
of the form.

3. Click theSelect Allbutton in the Student Search Tool . All particifsain the
Participant List are selected.

Save the list:
1. To save the participant list click ti&avebutton below the participant list.

2. StudentAccess prompts you to enter a name to kauést under. Enter the list name
and click theSavebutton.
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10.1.2 Selecting the Operation to Perform on the Pa  rticipant List

Once you have created a participant list, you itgievhich operation you want to perform on the
list. You indicate which operation to perform ¢ tist by clicking one of the buttons at the vbujton
of the Select Students form.

10.1.2.3 Add a Participant-Counselor Contact to Mul tiple Participant Records
To add a single participant-counselor contact to mu Itiple participant records:

Create the contact record to add to the participantecords:
Open the Multiple Student Tool:

1.

Click the<--Go to Utilities link located in the bottom right-hand corner oé th
Welcome Screen. StudentAccess displays the Blithenu.

Click theMultiple Student Tool link on the Utilities Menu. StudentAccess opens a
password entry form.

Enter the Multiple Student Tool password into tlasgword entry form and click the
Ok button. The Multiple Student Tool -- Select Student$orm opens.

Select or create the list;

1.

2.
3.

Verify that the name of the participant list younv& use in the Multiple Student
Tool is selected from th8elect a Saved Listiropdown list at the top of the Select
Students form.

Note: To create or select a participant list, Seetion 10.1.1, Creating a
Participant List.

Click Add Contactsbutton at the bottom of the Select Student form
Create the contact you want to add to the partitipecords.

Add the record to selected participants:

1.

To add the contact to all selected participantsk¢he Add Contacts button.
To close the Add Contacts form without adding tbetact, click theClosebutton on
the Add Contacts form.

If you clicked theAdd Contactsbutton in the previous step, a confirmation message
appears. To add contacts to all selected partitigeords, click th&esbutton. To
cancel, clickNo.

Close the Multiple Student Tool forms:

1.
2.

Click theClosebutton on the Add Contacts form.
Click theClosebutton on the Select Student's form.

If you clicked theYesbutton, all selected participant records now cionttae participant-counselor

contact record.
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10.1.2.4 Generate a Letter to Multiple Participants
To generate letters addressed to one or more partic  ipants in StudentAccess:

Open the Multiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o th
Welcome Screen. StudentAccess displays the Blitienu.

2. Click theMultiple Student Tool link on the Utilities Menu. StudentAccess opens a
password entry form.

3. Enter the Multiple Student Tool password into tlsgword entry form and click the
Ok button. The Multiple Student Tool -- Select Studentform opens.

Select or create the participant List:

1. Verify that the name of the participant list younw#o use in the Multiple Student
Tool is selected from th&elect a Saved Listiropdown list at the top of the Select
Students form.

Note: To create or select a participant list, Seetion 10.1.1, Creating a
Participant List.

2. Click theGenerate Letter button on the Select Students form. The Lettarg&stor
form opens.

Create the letter to send to the participants:

1. To create a new letter, select thad New Letter item from theSelect a Letter
dropdown list. To use an existing letter, selexhame from th&elect a Letter
dropdown list.

Check theDate checkbox if you want today's date to appear orgénerated letter.

Use theformat dropdown list to select how you want the date ldiggd on the
generated letter(s).

4. If you want to save this letter for future use,@fyea name for it in théetter name
textbox.

Specify the letter's content:

Table 14. Letter Fields

Field Description

Check this checkbox if you want the participantidrass to appear in the
Address
letter header

Check this checkbox if you want to generate a atitut with the participant's
name in it. With the "Salutation:" checkbox chetkenter the beginning of
the Salutation (for example: "Dear") into the té&td after the "Salutation”
checkbox.

The format in which you want the participant's namappear in the
salutation of the letter
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Font Size

Specify if you want the salutation to end with docoor a comma by typing
in a colon or a coma in this textbox.

Check this checkbox and type the letter's bodhéntéxt box
that becomes enabled.

Check this checkbox if you want all the generastets that have a closing.
Specify the closing text in the text field to thight of the "Closing:"
checkbox.

Check this checkbox to in order to include a sigreabn the generated letter.
Specify the signature name.

If you require a tag at the end of your letter,aththis checkbox and enter the
tag text in the textbox

Select the font size you want the letters to beegied in from the "Font
Size" radio buttons at the bottom of the form.

Generate the letter for the selected participantsand print the letter(s):

1. If you want to save this letter for future useckltheSave Letterbutton at the bottom of the
form.

2. Click theGeneratebutton at the bottom of the form.

3. Letters are generated for all selected participamtsprint all of these letters, hold down the
Control (Ctrl) key in the bottom left or right di¢ keyboard and press the P keyboard key.

Close the Letter Generator form and the Multiple Sudent Tool:

1. Click theClosebutton on the Letter Generator form.
2. Click theClosebutton on the Multiple Student Tool form.

10.1.2.5 Generate Letter Labels Addressed to Multip  le Participants

To generate letters labels with participant address  es:
Open the Multiple Student Tool form:

1.

Click the<--Go to Utilities link located in the bottom right-hand corner of th
Welcome Screen. StudentAccess displays the Blithenu.

Click theMultiple Student Tool link on the Utilities menu.

Enter the Multiple Student Tool password and clidk. The Multiple Student Tool
form opens.

Select or create the participant List:
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1. Verify that the name of the participant list younw&o use in the Multiple Student
Tool is selected from th8elect a Saved Listiropdown list at the top of the Select
Students form.

Note: To create or select a participant list, Seetion 10.1.1, Creating a
Participant List.

2. Click theGenerate Letter button on the Select Students form. The LettergEator
form opens.

Generate the letter labels:
1. Click theMail Labels button at the bottom of the letter generator.

2. Adialog box appears. Select the letter label tyme want to create from thebel
Type: dropdown list. If you want the participant's natade printed in First-Last
order, click theLast, First button.

3. If you want the participant's name to be printefirist name first order, click the
First Last button. The participant letter labels are generate

Print the generated labels and close the Letter Gemator form and the Multiple
Student Tool:

1. To print the generated labels, hold down the Cadii@tl) key at the bottom left or
right of the keyboard and press the P keyboard Kélge Print window opens.

2. Use the Print window to print the report.
Close the Multiple Student Tool:
1. Click theClosebutton on the Letter Generator form.
2. Click theClosebutton on the Multiple Student Tool form.
Student letter labels are now generated and prioteithe selected list of participants.

10.1.2.8 Change the Statuses of Multiple Participan ts

To change the statuses of multiple participants in StudentAccess:
Open the Multiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom right-hand corner o th
Welcome Screen. StudentAccess displays the Blithenu.

2. Click theMultiple Student Tool link on the Utilities menu. StudentAccess opens a
password entry form.

3. Enter the Multiple Student Tool password into tlasgword entry form and click
OK. The Multiple Student Tool form opens.

Select or create the participant List:

1. Verify that the name of the participant list younw#o use in the Multiple Student
Tool is selected from th®elect a Saved Listiropdown list at the top of the Select
Students form.
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Note: To create or select a participant list, Seetion 10.1.1, Creating a
Participant List.

2. Click theUpdate SA Statusbutton on the Select Students form. Thadate
StudentAccess Statusorm opens.

Select the new participant status and update the pcipant records:

1. Select the new status from tNew StudentAccess Statudropdown list on the
Update StudentAccess Statutorm.

2. Click theUpdate button.
Close the Multiple Student Tool forms:
1. Click theClosebutton on the Dynamic Report Generator form.

2. Click theClosebutton on the Select Students form.

Student statues are now updated for the seledeaf [participants.
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11 Update StudentAccess

When you update StudentAccess from one versiongmext, you are replacing the program file only
(not the data file). Because you are just reptatie program file, you will not lose any data yaniered
because all that data is stored in the data Tilee only information you will have to reenter iritee new
StudentAccess version is the location of the déga f

11.1 Process Overview

To update StudentAccess, from one version to a mement version, or to install StudentAccess on
another computer within your grant, do these steps:

Backup your StudentAccess data file.

Install the new version of the StudentAccess pnogfile on each department computer that will
use StudentAccess.

3. Map the Network Drive to each department compuiér the new version of StudentAccess
installed on the computer.

4. Link each new StudentAccess program file to tha i installed on the network server (or
shared computer).

11.2 Backup Your StudentAccess Data File

Before you update StudentAccess, create a backilye @tudentAccess data file. When you backup a
file you create a copy of that file. Creating akzgp data file (a copy of your data file) ensutest tyou
will not lose any participant information duringetiipdate process.

When StudentAccess is updated, only the old versidhe StudentAccess program file is replaced;
however, when the new version of StudentAccessgpemay have to update your data file’'s structure
so that your existing data file can work with tr@wnStudentAccess program file. Because the datésfi
the part of StudentAccess that stores all of yautigipant, contact, counselor and follow-up infation,
you must protect the data file. Backing up theadi regularly is the best way to protect theadidle

and the information it contains. Backing up théadde before updating StudentAccess is highly
recommended.

To Backup the StudentAccess Datafile:
Find your data file location

1. Open StudentAccess by double-clicking the Studeteds icon on your computer’s desktop.

2. Click the Go to Admin link on the Welcome Screen. StudentAccess displag Admin
menu.

3. Click theDatabase Informationlink on the Admin menu. The StudentAccess Datalhaf®
form opens.

4. Locate the File Location Information heading on 8tedentAccess Database Info form.

StudentAccess for EOC, Version 3.1, User’s Guide Page 64



11 Update StudentAccess

5. Below the File Location Information heading, loctie Data File Location:
(SADataEOC.mdb) label. Following this label is theh to your data file.

Caution: At this point, make sure no one is using Studeoé&s in your department. If
someone is using StudentAccess, ask him/her te GasdentAccess until you have finished the
rest of these instructions. If someone is usingi&titAccess when you backup the data file, the
data file may become corrupt and you may loose. data

Navigate to the folder/directory containing your StidentAccess data file

1. Open the My Computer directory by double-clickihg My Computer icon on your desktop
or by selectingly Computer from the Microsoft Windows$tart menu.

At the top of the My Computer directory is a séleox labeledAddress:. This is the
Address text field Select all the text currently in teldress text fieldby highlighting it
with your mouse.

N

3. Hold down the keyboar@trl key and press the keyboardey once. This will paste the
data file’s location into th&ddress text field

4. Stop holding down th€trl key.

5. Delete the filename (SADataEOC.mdb) from the dégddcation you just pasted into the
Address text field For example, if the data file location is
C:\Dev\EOC\3.1\SADataEOC.mdh delete the filename SADataEOC.nfdbm the data
file location path. Deleting the filename from tihata file location path gives:
C:\DeVv\EOC\3.1\

6. Click theGo button to the right of th&ddress text field This takes you to the data file’s
location. The folder you currently have open fened to as thdata file’s directory in
these instructions.

Create a data file backup folder

1. If the data file’'s directory does not contain adferl to store backup copies of the data file,
create one. To create a folder to hold the backpges of the data file:

1. Right-click in an empty/blank area of thata file directory. This will open a
directory right-click menu (see Figure 8).

Select theNew option from the right-click menu. A new menu vaben.

Click theFolder option from the menu that just opened. Microsofhtdws will
create a new folder in thdata file directory.

4. The new folder’'s name will be highlighted after yaneate it; this means you can
rename the file. Give this folder a logical nasgch as
StudentAccess_Datafile_Backups
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Figure 8. A Directory Right-Click Menu

Backup your StudentAccess data file

1. Right-click on the StudentAccess data file (SAD&@&EMdb). Microsoft Windows opens a
file right-click menu.

Select theCopy option from the file right-click menu.
Open theStudentAccess_Datafile_Backup®lder by double-clicking on it.

4. Right-click in theStudentAccess_Datafile_Backupfolder. Microsoft Windows opens a
right-click menu.

5. Select thd?asteoption from the right-click menu. A copy of youtuBentAccess data file
will be created in theStudentAccess_Datafile_Backupfolder. This file is calledhe data
file backup copyin the rest of these instructions.

Rename your StudentAccess data file backup to indie the date when it was created
1. Right-clickthe data file backup copy A right-click menu appears.
2. Select thdRenameoption from the right-click menu.

3. Renamehe data file backup copyso that name includes today’s date (84DataEOC_4-
13-07.mdb.

You have now backed up your StudentAccess data fpple in your department can now reopen
StudentAccess and use StudentAccess without hartimindata file. Continue with these instructioms t
update your StudentAccess program file.
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11.3 Install the New Version of StudentAccess

You must know your StudentAccess keycode beforénbatg these instructions. To find your
StudentAccess keycode, call StudentAccess TechBigabort a{800) 801-1232.

Caution: Close StudentAccess before you install the newsioe.

You must install the new version of StudentAccassibcomputers that will be using StudentAccess in

your department.

To install the program file:
Open the StudentAccess Downloads Page:

1.
2.

Open a web browser (Internet Explorer, NetscapeilMaor Foxfire)

Go the StudentAccess downloads page located at
www.studentaccess.com/Resources/downloads

Enter your keycode into tHenter Your Keycode: text field.

Click theView Downloadsbutton. A list of links will appear. These aréthke
programs you have purchased from Heiberg Consuliivog

Download the new StudentAccess Program File Execuike to your Computer’s
Desktop:

1.

Click the name of the StudentAccess version youtwaaopdate to from the list
of available downloads.

Click theDownload Nowbutton. The~ile Downloadwindow opens.
Click the Savebutton on thd=ile Downloadwindow. A file selector opens.

Note: If you are using the Mozilla Firefox Web browseffjle selector will
not open. Click th&avebutton in the form that does open. The
StudentAccess executable will be saved to your coens desktop
automatically. Skip the next two steps and comtiatitheRun the
StudentAccess Program File Executable.

Select your computer’s desktop as the locatiorate $rom the file selector.

Click theSavebutton on the file selector. The StudentAccessuatadble with
download to your desktop.

Run the StudentAccess Program File Executable

1.

Close your Web browser.

Double-click the StudentAccess Program File Exddaet&con located on your
computer’s desktop. The StudentAccess ProgranmBxiéeutable icon is labeled
SAEOCSetup.EXE.
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3. The Install Wizard opens. Follow the instructiémshe Install Wizard. When
you have finished the Install Wizard instructiopsy have installed the new
version of the StudentAccess program file on yamguter.

Note: The new version of the StudentAccess programnfileautomatically
overwrite the old version of your StudentAccesgypam file. Your data file
remains untouched, so no data will be lost.

4. Install the new StudentAccess program file on athputers in your department
running StudentAccess.

11.4 Link the Program File to the Data File

The first time you open the new StudentAccess nodile you must link the program file to the data

file. Your data file is still in the same locatias it was before you downloaded and installechéve
StudentAccess program file. If you backed up ytud8&ntAccess data file using these instructions, yo
created a Word document on the desktop of thedanstputer on which you updated StudentAccess. The
file is calledData_File_Location At this time, prinData_File_Location. Data_File_Location

contains that location of the StudentAccess d&a f¥ou want to use this path/location to link all
StudentAccess programs in your department to time sata file.

After you link the program file to the data fillet program file remembers the location of progréen f
and you will not need to link them again unless:you

- Update StudentAccess to the next version (whiethist you are doing now)
- Install the StudentAccess program file on a newmaer
- Move the data file to another network server, sthammputer or folder

In this section, you will tell each new StudentAse@rogram file how to find the data file.

You will need to repeat these instructions on ewamyputer in your department using
StudentAccess.

Link the Program File to the Data File — Process St  eps
Open the Data File Location Form:

1. Open the StudentAccess program file. You can tholiy either:

Double-clicking the icon labeled StudentAccess ouarydesktop, or
- Running StudentAccess from the Start Menu.
2. StudentAccess gives you this error messageogems:
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Click theOK button.

3. StudentAccess gives you this message next:

Click theYesbutton. TheData File Location form opens.

Link to the Data File:
1. Click theBrowsebutton on the Data File Location form. A file sefior opens.

2. Use the file selector to browse to tig Computer folder. In the My Computer
folder, you should see the icon of the network @iivwhich the StudentAccess data
file is located (the mapped network drive).

3. Double-click on the icon of the mapped network drivi he folder containing the
StudentAccess data file opens.

4. Select the StudentAccess data file (SADataEOC.glglouble-clicking its icon.

5. Click theOK button on the Data File Location form. The Stuéeness program
file opens (Figure 9).

StudentAccess for EOC, Version 3.1, User's Guide Page 69



11 Update StudentAccess

Figure 9. StudentAccess Welcome Screen

TheWorking Student list is located on the Welcome screen and lodesFiigure 10.

Figure 10. The Working Student List

All participants who were in th&/orking Student List before you updated StudentAccess,
should be in th&Vorking Student list of the updated version of StudentAccess.

If your participants do not appear in éorking Student list, call StudentAccess Technical
Support a(800) 801-1232.
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If you have completed the two steps just describebis guide:

1. Install the new StudentAccess program diteeachdepartment computer that will use
StudentAccess

2. Link each StudentAccess program fibethe data file installed on the network senaer (
shared computer)

You have updated StudentAccess in your EOC depattme

The computers on which you updated StudentAccdssedd to have StudentAccess initialized again.
See Section 3 of this document to initialize Studeoness.
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12 Encrypt SSN and DOB Values

StudentAccess for Educational Opportunity Centkosva you the security of encrypting sensitive data
related to your students. Among other things, itiiudes the student’s Social Security Number and
Date of Birth. We use a 256-bit encryption wheosriag these values into the tables of the data file

12.1 Section Overview
This section has two areas, one for existing Stifdmress users and one for new StudentAccess users.

1. Existing Users — This section will show you howtri@nsition data that has been
previously entered into the new, secured fields
2. New Users — An overview of the encrypted fields.

12.2 Existing Users

If you currently have data stored in StudentAcgemscan run a utility to help you migrate that diata
the new fields as well as encrypt it at the same {i

12.2.1 Open the Encryption Utility

1. Click the<- Go To Admin Link on the Main Menu

2. Click theDatabase Administrationlink from the Admin menu

3. Enter the Database Administrator password to adbesBB Admin form.

4. On the DB Admin form, click on th®pen SID & DOB Encryption/Update Utility link

12.2.2 Encrypt DOB Values

To encrypt existing Date of Birth values and mdwvent to the new, secure field, follow these steps.
1. Click theDate of Birth button in the top section of the form.
2. The process will run and a message will appednggestou know that it is complete.
Note: This utility will only move existing DOB values the new field if the new field does not
contain a value already.

12.2.3 Encrypt SSN Values

This is a simple process to allow you to move @xisSSN data into the new secured field from tHe Si
field. This is only needed if you have students whose S&N\stored in the SID field; if all of your
students already have a randomly generated SID yado not need to use this part of the utility.
1. Select students that you wish to apply this optayn Some students may haveldpdate
Status of Unavailable for Updatehis means the student already has a value wtitleimew
field. If you wish to run this utility on all steshts who are available, click tiselect All
button at the bottom of the form.
2. When you have selected the students to apply ttatepo, click thé&Jpdate SIDsbutton.
3. The form will refresh when the process is complete] the students that we just updated will
now have th&Jnavailable for Updatevalue in thedJpdate Statuscolumn.
Note: Run through this utility as many times as neagswaupdate all students.
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If you have any questions or problems with thiitytiplease contact StudentAccess Technical
Support a(800) 801-1232.

12.3 New Users
For new StudentAccess users, the new, secure ieddsnabled by default on the Permanent Informatio
form as well as the New Student Input form. Thisams that all data you enter into the DOB and SSN

fields within StudentAccess is encrypted automéyica
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Appendix A: Commonly Asked Questions

This section answers commonly asked questions Feibensulting, Inc. has received over the years
from StudentAccess users. If you have a queshiani$ not answered here, please call Heiberg
Consulting, Inc.’s StudentAccess Technical Suppt(@00) 801-1232

1. What Help Resources are availiable for StudentAc  cess 3.1 and how do | access these
help resources?

StudentAccess 3.1 has these help resources:

- This document

- The StudentAccess Listserve

- StudentAccess telephone suppdg00) 801-1232
- StudentAccess Trainings

To join the StudentAccess listserve, go to this Web page for instructions:
http://www.studentaccess.com/support/

For more information on StudentAccess trainings, go to:
http://www.studentaccess.com/support/training.aspx

2. | have forgotten one of the passwords | set in StudentAccess. How do | fix this
problem?
Call StudentAccess Technical Supporf&0) 801-1232

3. How do | backup my StudentAccess data file?

See Section 11.2 of this document, or call Studeceds Technical Support(@00) 801-1232

4. How often should | backup my StudentAccess data file?
Ideally you should backup the StudentAccess daaléily.

Your IT department may already be doing a dailykibacof the data file. We suggest that you
first ask your IT department how often they backupdata file before you decide how often you
need to manually backup the data file.
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If your IT department is not backing up the dalka fior you, we highly recommend you make
your own data file backups. To learn how to bacthgdata file, see Section 11.2 of this
document.

At a minimum, we recommend you backup your Studeoéss data file once a week if your IT
department is not already backing up the data file.

5. If | update StudentAccess to the most recent ve  rsion, will | lose any information | have
entered into StudentAccess?
Updating StudentAccess does not affect your datbeparticipant, couselor, contact, objective
and password information in StudentAccess is storélde StudentAccess data file. When you
update StudentAccess you replace the programriile the program file does not store any of
your data.

6. How do | determine if my EOC program needs to or  der a data conversion after we
purchase StudentAccess?

You need to purchase a data conversion if you angeato all of these questions:
- Did you just purchase StudentAccess?

- Were you using another participant tracking mettiodel spreadsheets, Word documents or
Blumen) before purchasing StudentAccess?

- Would you like the participant data you have calelcusing your previous participant tracking
method to be available in StudentAccess?

- Is your previous participant data large enoughetieidyou from entering the participant data by
hand into StudentAccess?

If you have answeregksto all of these questions, you should order a dateversion from Heiberg
Consulting, Inc. To order a data conversion, ezl (800) 801-1232

7. How do | find the StudentAccess data file locati  on?
To find the data file location, if StudentAccesénistalled in your department:

1. Open StudentAccess by double-clicking the Studec#As icon on your computer’s
desktop.

2. Click the Go to Admin link on the Welcome Screen. StudentAccess displag
Admin menu.

3. Click theDatabase Informationlink on the Admin menu. The StudentAccess
Database Info form opens.

4. Locate therile Location Information heading on the StudentAccess Database Info
form.
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5. Below the File Location Information heading, locttte Data File Location label.
Following this label is the path to your data file.

If you are installing StudentAccess for the first ime in your department, you will need to
ask your information technology professional wherghe data file is located.

8. Do | need to know Microsoft Access to use Stude  ntAccess?
No, you do not need to know Microsoft Access to 8salentAccess. To use StudentAccess, you
will just need to click buttons and links, selgeinns from dropdown menus and enter information
into text fields.

If you can use an Internet browser like Mozilldmmiernet Explorer, you will have little difficulty
using most features in StudentAccess; howevenufwant to create your own reports in
StudentAccess, knowledge of Microsoft Access welphyou immensely.

9. What is a Real-Time Database?
See Appendix B.

10. I would like to generate a report that is not  in StudentAccess. What options do | have
when creating this report?
If you need to generate a report that is not ud&mntAccess, you have these options:

- If you are familiar with Microsoft Access, and haueated your own queries and reports
in the past, you can create your own custom qusinguStudentAccess. If you are not
familiar with Microsoft Access, this method is metommend.

- You can order a custom report from Heiberg Consgltinc. Please call800) 801-
1232. Custom reports have additional charges becausedigeyre time to create. If
Heiberg Consulting, Inc. receives enough requestthe same kind of custom report,
they add the requested report into future versidr&gtudentAccess.

11. What is the difference between StudentAccess st atus (e.g. “Active”, “Inactive”) and
participant status?

StudentAccess Status

This participant status is nased in the Annual Performance Report. This stais no meaning
outside of StudentAccess. Itis used in Studergdsdo allow you to easily identify participants
who are currently using services provided by yoOCEorogram. Possible values of
StudentAccess Status aeetive, inactive or pending. You set this status in the participant’s
Permanent Information.

Participant Status
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This participant status is used in the Annual Rerénce Report. Changing this status will
change whether the participant’s information isorégd to the Department of Education.
Possible values for this field are:

- New Participant

- Continuing

- Prior Yr. Participant Enr
- Prior Yr. Part (N/E)

- Unknown/No Response
You set this status in the Year form accessed girdne Student menu of StudentAccess.
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Appendix B: Creating a Real-Time Database

When do | need to create a real-time database?

If you want to create your own reports and querieStudentAccess, you must create a real-time
database. If StudentAccess has all the reportsiged and you have no need to generate
additional reports, do not create a real-time datab

The Dynamic Report Generator will handle most ndeda real-time database for generating
reports.

What is a real-time database?

A real-time database, as it is defined in thes&unsons, is a Microsoft Access file that links to
your StudentAccess data file. When the real-timlolase links to your data file, it imports all
the data tables from your data file into itself.déta table stores data records; data records
represent participant, contact, counselor andvielip information.

You create a real-time database by creating a nemkiempty Microsoft Access file/database
and linking the StudentAccess data file’s tableth&d new Microsoft Access database.

Why should | create a real-time database? Couldn’t | open the data file?

A real-time database protects the StudentAccessfiliat If you open the StudentAccess file
directly (instead of through the real-time databageu risk corrupting your EOC program’s
StudentAccess data. Some corrupt data can beedphut most of it is permanently lost.

To protect your data file from corruption and pretvéata loss, always interact with the data file
through the StudentAccess program file or a reaétilatabase.

Will updating StudentAccess replace my real-time da  tabase?

Your real-time database will not be removed when ypgrade to a newer version of
StudentAccess. The only file that is replaced wy@nupdate StudentAccess is the
StudentAccess program file, which is the file y@ewn when you open StudentAccess. Any real-
time databases you create and the StudentAcces$ildare untouched by the StudentAccess
update process.

(Appendix continues on next page)
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How do | create a real-time database?
To create a Real-time Database, you must do twsste

1. Create a new Access database file.

2. Link the tables from the StudentAccess data filk[StaEOC.mdb) to the new Access
database file.

Once you link the tables, the new Access datahlesbdcomes a real-time database. How you do
these two steps depends upon your version of Mifrégcess. These instructions show you how to
create a real-time database on these versionsabstift Access: Access 2000, Access 2002-2003
and Access 2007.

To determine your version of Microsoft Access:
1. Open Microsoft Access

2. Click theAbout Microsoft Accessoption in theHelp menu in Microsoft Access. Thibout
Microsoft Accesswindow opens.

3. At the top of the About Microsoft Access wind@wyour Microsoft Access version. It may
read something like thisMicrosoft® Access 2000

If your version isAccess 2000see Section 1.
If your version isAccess 2002see Section 2
If your version isAccess 2003see Section 3.
If your version isAccess 200,/see Section 4.

1. Create a Real-Time Database in Access 2000
Create a new Microsoft Access database:

1. Open Microsoft Access.

2. Access opens showing tizeate New Databasdorm (Figure 11). Select tH&ank
Access Databaseadio button from the Create New Database form.

(Instructions continue on next page)
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Figure 11. Create New Database Form

3. Click theOk button on the Create New Database form. Micro&oftess opens a file
selector.

4. Using the file selector, navigate to the locatidmeve you want to save the real-time
database.

5. Name your real-time database by typing the nRa&ltime.mdbinto thefile nametext
box of the file selector.

6. Click theCreate button on the file selector. This creates youl-tieae database in the
location you selected with the file selector. Mgoft Access will automatically open
your real-time database. Your new real-time datalvall look like Figure 12.
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Figure 12. The New Real-Time Database

Link the StudentAccess data file tables to your rdaime database:
1. Right-click on the white area of your new real-tidetabase. A right-click menu opens.

2. Select the Link Tables option from the right-clitienu. A file selector labeled link
opens.

3. Use the file selector to navigate to the locatibgour data file.

4. When you see your data file’s name displayed irfitaeselector, select your data file by
double-clicking its filename. The Link Tables foopens (Figure 13).

Figure 13. The Link Tables Form
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1. Click theSelect Allbutton on the Link Tables form. This selectdaltlles in your
StudentAccess data file so that they can all lonikdur real-time database.

2. Click theOk button on the Link Tables form. Microsoft Accéisks all the selected
tables into your real-time database. Your reaktoatabase now looks like Figure
14.

Figure 14. Real-Time Database with Linked Tables

You have now created your real-time database. rBefieating any of your custom
queries or reports, please read Real-Time Cautionssection in Section 5 of this
appendix.

2. Create a Real-Time Database in Access 2002

Create a new Microsoft Access database:
1. Open Microsoft Access.

2. Access opens showing a panel on the right of theescwith lists of links. Select the
Create a New File...under theOpen section of the right panel. A new right panel
appears.

3. Click theBlank Database...link on the right panel. Microsoft Access will apa file
selector.

4. Using the file selector, navigate to the locatidmeve you want to save the real-time
database.
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5.

6.

Name your real-time database by typing the nRa&ltime.mdbinto thefile nametext
box of the file selector.

Click theCreate button on the file selector. This creates youl-tieae database in the
location you selected with the file selector. Msoft Access will automatically open
your real-time database. Your new real-time datatveill look like Figure 15.

Figure 15. The New Real-Time Database

Link the StudentAccess data file tables to your rdatime database:

1.
2.

Right-click on the white area of your new real-tidegabase. A right-click menu opens.

Select theLink Tables... option from the right-click menu. A file selectiabeledink
opens.

Use the file selector to navigate to the locatibgaur StudentAccess data filéthe file
containing all your participant, counselor, cont@atl follow-up information).

When you see your data file’s name displayed irfitheselector, select your data file by
double-clicking its filename. The Link Tables foopens (Figure 16).

Click the Select Allbutton on the Link Tables form. This selectgaliles in your
StudentAccess data file so that they can all lonikdur real-time database.

Click theOk button on the Link Tables form. Microsoft Accéisks all the selected
tables into your real-time database. Your reaktiatabase now looks like Figure 17.
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Figure 16. The Link Tables Form

Figure 17. Real-Time Database with Linked Tables

You have now created your real-time database. rBefieating any of your custom queries or
reports, please read tReal-Time Cautionssection in Section 5 of this appendix.
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3. Create a Real-Time Database in Access 2003

Create a new Microsoft Access database:

1.
2.

Open Microsoft Access.

Access opens showing a panel on the right of theeesowith lists of links. Select the
Blank Databaseunder theNew section of the right panel. Microsoft Access operiise
selector.

Using the file selector, navigate to the locatidmeve you want to save the real-time
database.

Name your real-time database by typing the nRea&ltime.mdbinto thefile nametext
box of the file selector.

Click theCreate button on the file selector. This creates youl-tieae database in the
location you selected with the file selector. Meoft Access will automatically open
your real-time database. Your new real-time datalvall look like Figure 18.

Figure 18. The New Real-Time Database

Link the StudentAccess data file tables to your rdatime database:

1.
2.

Right-click on the white area of your new real-tidegabase. A right-click menu opens.

Select theLink Tables... option from the right-click menu. A file selectabeled link
opens.

Use the file selector to navigate to the locatibgaur data file.
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4. When you see your data file’s name displayed irfitaeselector, select your data file by
double-clicking its filename. The Link Tables foopens (Figure 19).

5. Click theSelect Allbutton on the Link Tables form. This selectdaltiles in your
StudentAccess data file so that they can all lonikdur real-time database.

6. Click theOk button on the Link Tables form. Microsoft Accédisks all the selected
tables into your real-time database. Your reaktoatabase now looks like Figure 20.

Figure 19. The Link Tables Form

Figure 20. Real-Time Database with Linked Tables

You have now created your real-time database. rBefieeating any of your custom queries or
reports, please read tReal-Time Cautionssection in Section 5 of this appendix.

StudentAccess for EOC, Version 3.1, User’s Guide Page 86



13 Appendices

4. Create a Real-Time Database in Access 2007

Create a new Microsoft Access database:
1. Open Microsoft Access.

2. Access opens a welcome screen lab@letting Started with Microsoft Access. Click
theBlank Databaseicon under théNew Blank Databasesection of the welcome screen
(see Figure 21). Microsoft Access opens the Batabase form in the right panel of
the welcome window.

Figure 21. The New Blank Database Icon (ShowninY ellow)

3. Click the open file icon (Figure 22) to the lefttbEFile Name:textbox in the Blank
Database form. A file selector opens in a pop-umiow.

Figure 22. The Open File Icon

4. Using the file selector, navigate to the locatidmeve you want to save the real-time
database.

5. Name your real-time database by typing the nRaaltime.mdbinto theFile nametext
box of the file selector.

6. Click theOK button on the file selector. Your database’s nappears in th€ile
Name: textbox in the Blank Database form.
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7. Click theCreate button on the Blank Database form. Microsoft Accegens your new
database and shows an empty table (see Figure 23).
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Figure 23. The New Real-Time Database

Link the StudentAccess data file tables to your rdatime database:

1. Click theGet External Datatab (Figure 24) on the toolbar at the top of theea.
Microsoft Access shows the External Data menu.

2. Click the icon labeledccesson the External Data menu (Figure 25). Microsaftéss
opens thé&et External Datawindow.

3. Click theBrowsebutton on the&set External Datawindow. Microsoft Access opens a
file selector.

4. Using the file selector, navigate to the locatidbyaur StudentAccess data file. Double-
click your data file when it appears in the fildestor. This will put its location into the
File name textbox on th@et External Data form.

5. Select theLink to data source by creating a linked tableoption on theGet External
Data window by clicking the radio button beside the opti

6. Click theOK button on théxternal Data form. The Link Tables window opens (see
Figure 26).

7. Click theSelect Allbutton on the Link Tables form. This selectdaltiles in your
StudentAccess data file so that they can all lonkdur real-time database.

8. Click theOk button on the Link Tables form. Microsoft Accéisks all the selected
tables into your real-time database. Your reaktoatabase now looks like Figure 27.
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Figure 24. External Data Tab with Access Icon

Figure 25. The Link Tables Form
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Figure 26. New Real-Time Database with Linked Tabl es

You have now created your real-time database. rBefieating any of your custom queries or reports,
please read thReal-Time Cautionssection in Section 5 of this appendix.
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5. After Creating the Real-Time Database

This section gives you cautions and hints abourtgugour real-time database. Please read thisgecti
before creating any reports or queries in you tiead- database.

Real-Time Cautions

Caution: Any changesmade to the records in the real-time databasdt{Reandb) are
reflected in the StudentAccess data fil@o not delete or edit any information in your real-
time database unless you want that information deted or edited permanently in the data
file.

For example, if you create a query and decideytbatdo not want to include a particular
participant in the results of that query, do NOTetkethe participant from the query
results. If you delete the participant from theiguresults, the participant will also be
deleted from the StudentAccess data file and ydluage all information about that
participant.

Instead of deleting the participant from the quesults, recreate the query in your real-
time database so that it no longer shows thatgigatit's record when the query
executes.

You can delete or modifgueries or reports you create in your real-time database
without harming any existing StudentAccess datayeéwer, be extremely careful when
modifying data those queries return as results.

Caution: Do not write update or delete queries in your reatime database. You should
only use the real-time database to write select qries. These query types can potentially
destroy your data or alter it so that it is no lengccurate.

To make changes to your existing data or deleterdsdrom StudentAccess, use the
Student menu, General menu, Admin menu or thetidslimenu.

How Tables are Named and Organized in StudentAccess

The tables that have the prefikp are lookup tables. Lookup tables contain dropdtists
options in StudentAccess.

The tables with the prefitbl contain the data you recorded on each form ineStiftcess.

You can open the design view of the tables to dest wformation each table contains. The
design view of each table also has comments désgrédach field stored in the table.

Additional Resources About Microsoft Access

If you are unfamiliar with Microsoft Access, andwwant to create your own queries and reports
in a real-time database, we recommend you purchasek about Microsoft Access. The book
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you buy will depend upon which version of Microsaftcess you are using. The book chapters
you will use most when working with your real-tirdatabase are the chapters on creating queries
and creating reports.

To determine which version of Microsoft Access you are using:
1. Open Microsoft Access

2. Click theAbout Microsoft Accessoption in theHelp menu in Microsoft Access. The
About Microsoft Accesswindow opens.

3. At the top of the About Microsoft Access wind@wour Microsoft Access version. It
may read something like thidvlicrosoft® Access 2000

Books we recommend are:
For Microsoft Access 2007:

- Microsoft Office Access 2007 Step by Stem Microsoft Press
- Special Edition Using Microsoft Office Access 26@m Que

For Microsoft 2003:
- Microsoft Office Access 2003 Step by Step Microsoft Press
- Special Edition Using Microsoft Office Access 2@@8n Que

For Microsoft Access 2002:
- Microsoft Access Version 2002 Step by $teqm Microsoft Press
- Microsoft Access 2002 Plain & Simglem Microsoft Press

For Microsoft 2000:

- Special Edition Using Microsoft Access 2060m Que,
- Mastering Access 2000 from SyBex,

- Running Access 2000 from Microsoft Press
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Appendix C. StudentAccess License Agreement

IMPORTANT—READ CAREFULLY: This StudentAccess Licandgreement (SALA) is a legal
agreement between you (either an individual onglsientity) and Heiberg Consulting, Inc. (HCI) for
StudentAccess, which includes computer softwarenaag include associated media, printed materials,
and "online" or electronic documentation ("SOFTWARRODUCT"). By installing, copying, or
otherwise using the SOFTWARE PRODUCT, you agrdestbound by the terms of this SALA. If you
do not agree to the terms of this SALA, do notafigir use the SOFTWARE PRODUCT; you may,
however, return it to HCI for a full refund withBO days of receipt.

SOFTWARE PRODUCT LICENSE

The SOFTWARE PRODUCT is protected by copyright land international copyright treaties, as well
as other intellectual property laws and treatigee SOFTWARE PRODUCT is licensed, not sold.

1. GRANT OF LICENSE. This SALA grants you the fallimg rights:

Applications Software. You may install and use 8OFTWARE PRODUCT, or any prior
version for the same operating system, on the nuwft@omputers that will facilitate the use of the
software for the licensed number of users.

Storage/Network Use. You may also store or ihatabpy of the SOFTWARE PRODUCT on a
storage device, such as a network server, usedoimgtall or run the SOFTWARE PRODUCT on your
other computers over an internal network; howeyeun, must acquire a user license for each sepasate u
of the SOFTWARE PRODUCT. A license for the SOFTWAREODUCT may not be shared or used
concurrently for different users.

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

The SOFTWARE PRODUCT is “Not for Resale” and,witlistanding other sections of this
SALA, you may not resell, or otherwise transferaftue, the SOFTWARE PRODUCT.

Limitations on Reverse Engineering, Decompilatiamd Disassembly. You may not reverse
engineer, decompile, or disassemble the SOFTWAREBMRCT, except and only to the extent that such
activity is expressly permitted by applicable lastwithstanding this limitation.

Separation of Components. The SOFTWARE PRODUCGitassed as a single product. Its
component parts may not be separated for use bg than the purchased number of users other than
expressly stated.

Rental. You may not rent, lease, or lend the S@WARE PRODUCT.

Support Services. HCI may provide you with supgervices related to the SOFTWARE
PRODUCT ("Support Services"). Use of Support S@wvis governed by the HCI policies and programs
described in the user manual, in "online" documt@ntaand/or in other HCI-provided materials. Any
supplemental software code provided to you asqgidite Support Services shall be considered patteof
SOFTWARE PRODUCT and subject to the terms and ¢immdi of this SALA. With respect to technical
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information you provide to HCI as part of the Sugii®ervices, HCl may use such information for its
business purposes, including for product suppattdavelopment. HCI will not utilize such technical
information in a form that personally identifieswo

Software Transfer. You may permanently transiesfayour rights under this SALA, provided
you retain no copies, you transfer all of the SOFARE PRODUCT (including all component parts, the
media and printed materials, any upgrades, this/SAlnd, if applicable, the Certificate of Autherittjg,
and the recipient agrees to the terms of this SALthe SOFTWARE PRODUCT is an upgrade, any
transfer must include all prior versions of the SWFARE PRODUCT.

Termination. Without prejudice to any other rightiCl may terminate this SALA if you fail to
comply with the terms and conditions of this SAUA.such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

3. UPGRADES. If the SOFTWARE PRODUCT is labelechasipgrade, you must be properly
licensed to use a product identified by HCI as deligible for the upgrade in order to use the
SOFTWARE PRODUCT. A SOFTWARE PRODUCT labeled asipgrade replaces and/or
supplements the product that formed the basisdar gligibility for the upgrade. You may use the
resulting upgraded product only in accordance wighterms of this SALA. If the SOFTWARE
PRODUCT is an upgrade of a component of a packageftware programs that you licensed as a single
product, the SOFTWARE PRODUCT may be used andfearsl only as part of that single product
package and may not be separated for use on mameotite computer.

4, COPYRIGHT. All title and copyrights in and teetBOFTWARE PRODUCT (including but not
limited to any images, photographs, animationse@jdiudio, music, text, and "applets” incorporatéal
the SOFTWARE PRODUCT), the accompanying printedemals, and any copies of the SOFTWARE
PRODUCT are owned by HCI. The SOFTWARE PRODUCTritgcted by copyright laws and
international treaty provisions. Therefore, you tiusat the SOFTWARE PRODUCT like any other
copyrighted material except that you may instadl BOFTWARE PRODUCT on the required computers
provided you keep the original solely for backuporhival purposes.

5. DUAL-MEDIA SOFTWARE. You may receive the SOFTWERPRODUCT in more than one
medium. Regardless of the type or size of mediumrgoeive, you may use only one medium that is
appropriate for your single computer. You may re# ar install the other medium on another computer.
You may not loan, rent, lease, or otherwise trartbie other medium to another user, except asopart
the permanent transfer (as provided above) of DETWARE PRODUCT.

6. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARRODUCT and
documentation are provided with RESTRICTED RIGHUSe, duplication, or disclosure by the
Government is subject to restrictions as set forgubparagraphs (c)(1) and (2) of the Commercial
Computer Software—Restricted Rights at 48 CFR 5212, as applicable. Manufacturer is Heiberg
Consulting, Inc., 120 Mathews Street Suite 1, Eamtlins, CO 80524.

MISCELLANEOUS

If you acquired this product in the United Statbgs SALA is governed by the laws of the State of
Colorado.

If this product was acquired outside the Unitede&tathen local law may apply.
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Should you have any questions concerning this SAIrAf you desire to contact HCI for any reason,
please contact HCI at Heiberg Consulting, Inc., W2@hews Street Suite 1, Fort Collins, CO 80524.

LIMITED WARRANTY

LIMITED WARRANTY. HCI warrants that (a) the SOFTWARPRODUCT will perform substantially

in accordance with the accompanying written ma®fi@ a period of ninety (90) days from the date o
receipt, and (b) any Support Services provided By $hall be substantially as described in applieabl
written materials provided to you by HCI, and H@pport engineers will make commercially reasonable
efforts to solve any problem issues. Some statéguaisdictions do not allow limitations on duratiof

an implied warranty, so the above limitation may ayply to you. To the extent allowed by applicable
law, implied warranties on the SOFTWARE PRODUCTany, are limited to ninety (90) days.

CUSTOMER REMEDIES. HCI's and its suppliers' enliability and your exclusive remedy shall be, at
HCI's option, either (a) return of the price paidny, or (b) repair or replacement of the SOFTWAR
PRODUCT that does not meet HCI's Limited Warramigt ehich is returned to HCI with a copy of your
receipt. This Limited Warranty is void if failurd the SOFTWARE PRODUCT has resulted from
accident, abuse, or misapplication. Any replacers&ETWARE PRODUCT will be warranted for the
remainder of the original warranty period or thif80) days, whichever is longer. Outside the United
States, neither these remedies nor any producbsiuggrvices offered by HCI are available withordgd
of purchase from an authorized international saurce

NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTD BY APPLICABLE LAW,
HCI DISCLAIMS ALL OTHER WARRANTIES AND CONDITIONSEITHER EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSH,ITLE, AND NON-
INFRINGEMENT, WITH REGARD TO THE SOFTWARE PRODUCAND THE PROVISION OF
OR FAILURE TO PROVIDE SUPPORT SERVICES. THIS LIMIDBWARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH XRY FROM
STATE/JURISDICTION TO STATE/JURISDICTION.

LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERM ITTED BY APPLICABLE
LAW, IN NO EVENT SHALL HCI OR ITS SUPPLIERS BE LIABE FOR ANY SPECIAL,
INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHABOEVER (INCLUDING,
WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS RBFITS, BUSINESS
INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANOTHER PECUNIARY LOSS)
ARISING OUT OF THE USE OF OR INABILITY TO USE THECF-TWARE PRODUCT OR THE
PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICEYEN IF HCI HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANYASE, HCI'S ENTIRE
LIABILITY UNDER ANY PROVISION OF THIS SALA SHALL BELIMITED TO THE GREATER
OF THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWAREPRODUCT OR U.S.$5.00;
PROVIDED, HOWEVER, IF YOU HAVE ENTERED INTO A HCI3PPORT SERVICES
AGREEMENT, HCI'S ENTIRE LIABILITY REGARDING SUPPORBERVICES SHALL BE
GOVERNED BY THE TERMS OF THAT AGREEMENT. BECAUSE S STATES AND
JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATON OF LIABILITY, THE
ABOVE LIMITATION MAY NOT APPLY TO YOU.
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