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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 
 

What is StudentAccess for Educational Opportunity C enters?  
StudentAccess for EOC is a software program designed for Educational Opportunity Centers.  
StudentAccess tracks information about participants, counseling, objectives, and follow-ups, and 
it generates the Department of Education’s Annual Performance Report.   You do not need to 
know Microsoft Access to use StudentAccess.  StudentAccess gives you all the power and 
capabilities of Access without the complexity.  
 
StudentAccess is often used for daily data-entry tasks and reporting purposes.   
 
Daily data-entry tasks include: 

-  Managing participant information  

-  Recording counseling sessions 

-  Recording counselor comments 

-  Recording objectives 

-  Recording follow-ups 

 

Reporting purposes include: 

-  Storing information used to generate the Department of Education’s Annual Performance 
Report  

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

-  Generating reports for: 

-  Participant statuses (both participant status and StudentAccess 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 Report Generator built into the program file.  
You can now access the APRG from the StudentAccess Utilities menu. 
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How Many People can Use StudentAccess? 

The Database 
StudentAccess can be used by one or many computers at the same time.  A multi-
computer setup allows multiple people to access and update shared information from 
different computers.  The single-user computer setup is installed on a single computer 
that only allows one user using that one computer to access and update information.   
 
In order for multiple people to use StudentAccess on different computers, your 
department must have a network and all computers running StudentAccess should be 
connected to that network.   

The License Agreement 
The StudentAccess license agreement allows you to install StudentAccess on as many 
computers as necessary within your individual grant.  Each grant should purchase its own 
StudentAccess license. 

 
Who Creates StudentAccess? 
StudentAccess is created and maintained by Heiberg Consulting, Inc. in Fort Collins, Colorado.   
 
To clarify steps in this guide or to troubleshoot problems experienced while using this guide, 
please call Heiberg Consulting, Inc., at (800) 801-1232. 

 
 Document Purpose  

This user’s guide helps you: 

-  Install StudentAccess 

-  Add participants, counselors, contacts, and coordinators to StudentAccess 

-  Set StudentAccess security options 

-  Label custom fields 

-  Use the Multiple Student Tool 

-  Record follow-ups  

-  Record objectives 

-  Generate reports using StudentAccess 
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Document Scope 
This guide assumes you have: 

-  Your product keycode  

-  Computers in your department that match or exceed the system requirements in Section 
1.1. , System Requirements of this document 

Your product keycode is needed to download StudentAccess from our Web site located at 
http://www.studentaccess.com/eoc.  If you cannot find your keycode, please call StudentAccess Technical 
Support at (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 50,000 students) 

-  Microsoft Windows XP or higher 

-  Microsoft Access 2002/XP or higher 

-  Pentium III 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 reports) 

-  100MB database file for 5,000 students (estimate of 20MB 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 your data 

-  Call (800) 801-1232 for more information or with questions 
 
Supported options 

-  Terminal Server 

-  MS SQL 



 
1 Introduction 

 
 

StudentAccess for EOC, Version 3.1, User’s Guide Page 4  

1.2 Help Resources 
Table 1.  Help Resources  

Help Resource Use to 
Contact information or document 

location 

StudentAccess Technical 
Support 

Clarify steps in this guide or 
troubleshoot problems experienced 
while using this guide. 

(800) 801-1232 

StudentAccess Listserve 
Email questions to and receive 
replies from other StudentAccess 
users throughout the United States. 

To sign up to be on the Listserve, see 
http://www.studentaccess.com/Resources
/support/listserv.asp 

StudentAccess  
Document Library - EOC 
 

Download help documentation for 
StudentAccess. 

http://www.studentaccess.com/Resources
/support/doclib/eoc/ 

 

1.3 Organization of This Guide 
No section of this guide assumes you have read this guide in order.  The only sections that you must do 
before entering data into StudentAccess are Install StudentAccess and Initialize StudentAccess.   
 
The next section describes how to install StudentAccess 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 StudentAccess and you just want to update 
StudentAccess to version 3.1, skip this section and read Section 11 of this document.   
 
If you already have any version of StudentAccess installed on one or more computers in your 
department and you want to install StudentAccess on one or more additional computers see 
Section 11 of this document. 

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

 

2.1 Decide Where to Put the Data File 
StudentAccess has two parts:  the Program File (front end) and the Data File  (backend).   
 
The program file stores and manages the Graphical User Interface of StudentAccess.  The Graphical User 
Interface is the part of StudentAccess you see while using StudentAccess:  forms, dropdown menus, 
buttons and reports.  The program file does not store any of your data.  It is installed on every computer 
that will user StudentAccess. 
 
The data file stores participant and grant information.  There is one, and only one, data file.  This one data 
file is stored on either: 

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

2. (Multi-computer setup)A computer in your department that is set in Sharing mode and is always 
left on so that everyone else in your department can update the data file stored on the shared 
computer by using their own computers. 

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

Figure 1 shows a correct multi-computer installation of StudentAccess.  Notice that (a) there is one and 
only one data file, and (b) all computers running StudentAccess are connected to that one data file.   
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Figure 1.  StudentAccess Multi-Computer Installatio n 
 

 
Table 2 summarizes the differences between the program file and the data file. 

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

Program File Data File 
Installed on each computer running StudentAccess Installed on one network server or one shared 

computer 

All program files connect to the one data file One data file is connected to all StudentAccess 
program files 
 

Replaced when StudentAccess is updated to a new 
version 
 

Never replaced when StudentAccess is updated 
 

Stores data entry forms and reports used to create the 
Graphical User Interface 

Stores student, contact, counselor, and follow-up 
information 
 

Sends information additions, updates and requests to 
the data file 

Provides data to the program file.  Adds or 
updates information when the program file 
requests these actions. 

  
 

If you put the data file and the program file on the same computer, you are using StudentAccess as a 
single-computer setup.  A single-computer setup only allows one computer to update the data file, and 
everyone who wants to use StudentAccess must use that one computer.   
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If you put the data file in a shared location (e.g. a shared folder, or on a server), you are using 
StudentAccess as a multi-computer setup.  A multi-computer setup allows multiple users to 
access and update the data file at the same time from different computers.   
 
We recommend you install StudentAccess as a multi-computer setup because it: 

1. Allows you to install StudentAccess on any number of computers in your EOC 
department. 

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

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

 
Most grants will use StudentAccess as a multi-computer setup.  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 conversion from Heiberg Consulting, Inc., or by 
requesting a blank data file from Heiberg Consulting, Inc.   

Order a Data Conversion 
If your EOC program has participant data from previous years that you would like to use in 
StudentAccess, you can order a data conversion from Heiberg Consulting, Inc.  When HCI 
does a data conversion, we take your existing EOC program data and put it into an empty 
StudentAccess data file.  When the conversion is finished, we send you the data file with all 
of your previous data in it. 
 
To order a data conversion, call StudentAccess Technical Support at (800) 801-1232. 
 
Request a Blank Data File 
If you have no previous data about your EOC program that you would like to use in 
StudentAccess, you can obtain an empty data file from Heiberg Consulting, Inc.   If you have 
not already received the data file by email or on CD, call StudentAccess Technical Support at 
(800) 801-1232. 

 
2.3 Install the StudentAccess Data File 
Whether you are installing StudentAccess as a single-computer 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 install it either on a network server or a shared computer 
in your department.  To do this, you have two options.  If your department employs an 
information technology professional, do the instructions in this section.   
 
If your department does not have an information technology professional, or if this person is 
extremely busy, call StudentAccess Technical Support at (800) 801-1232, and we will help you 
install the data file.   
 

Single-Computer Setup 
Save the data file on the computer on which you will use StudentAccess.  Save it in a location 
where it is unlikely to be moved or deleted.  Remember where you saved the data file because 
you will need to navigate to this location when you link the program file to the data file. 
 

2.4  Install the Program File 
You must install the StudentAccess program file on all computers that will use StudentAccess in 
your department.   

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

 

To download the StudentAccess program file from the Web site, you will need your 
StudentAccess keycode.  If you do not know your StudentAccess keycode, call StudentAccess 
Technical Support at (800) 801-1232. 
 
To install the program file: 

Open the StudentAccess Downloads Page: 

1. Open a web browser (Internet Explorer, Netscape, Mozilla or Foxfire). 

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

3. Enter your keycode into the Enter Your Keycode text field. 

4. Click the View Downloads button.  A list of links will appear.  These are all the 
programs you have purchased from Heiberg Consulting, Inc. 

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

1. Click the StudentAccess for Educational Opportunity Centers 3.1 link from the 
list of available downloads. 

2. Click the Download Now button.  The File Download window opens. 

3. Click the Save button on the File Download window.  A file selector opens. 

4. Select your computer’s desktop as the location to save from the file selector. 
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5. Click the Save button on the file selector.  The executable with download to your 
desktop. 

 
Run the StudentAccess Program File Executable 

1. Close your web browser. 

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

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

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

 
2.5  Start StudentAccess for the First Time  

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

-  Update StudentAccess to the next version 

-  Reinstall the StudentAccess program file 

-  Move the data file to another network server, shared computer or folder 
  
If you have followed the instructions in this section sequentially:    

-  You have installed the data file and the program file 

-  You have mapped each computer with the StudentAccess program file to the data file 
 
In this section, you will tell each StudentAccess program file how to find the data file. 
 
You will need to repeat these instructions on every computer 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 do this by either: 

-  Double-clicking the icon labeled StudentAccess on your desktop, or 

-  Running StudentAccess from the Start Menu. 

2. StudentAccess gives you this error message as it opens: 
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Click the OK button. 
 

3. StudentAccess gives you this message next: 
 
   

 
 

 
 
 

 
 

 
 
 
Click the Yes button.  The Data File Location form opens. 

 
Link to the Data File:  

1. Click the Browse button on the Data File Location form.  A file selector opens. 

2. Use the file selector to browse to the location where the data file is saved. 

3. Select the StudentAccess data file (SADataEOC.mdb) by double-clicking its icon.   

4. Click the OK button on the Data File Location form.  The StudentAccess program 
file opens and shows the StudentAccess Welcome Screen. 



 
2 Install StudentAccess 

 

StudentAccess for EOC, Version 3.1, User’s Guide Page 11  

Figure 2.  StudentAccess Welcome Screen 

 
 
The Working Student List is located on the Welcome screen and looks like Figure 3. 

 
Figure 3.  The Working Student List 
 

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

 
You have installed StudentAccess in your EOC department.   
 
If you are lost or confused, please call StudentAccess Technical Support at (800) 801-1232. 
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Before entering data into StudentAccess, you must initialize StudentAccess.  If you do not 
initialize StudentAccess before adding information, you may enter information into the wrong 
year.  In the next section, you will initialize the StudentAccess 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 defaults for your grant. You must initialize the StudentAccess 
program file after you install StudentAccess and before anyone in your department enters information into 
StudentAccess.  You only need to initialize StudentAccess once. 

 
3.1 Process Overview 
Initializing the StudentAccess program file requires these steps: 

1. Set the default year 

2. Set the Administrator password (optional) 

3. Set the DB Administrator password (optional) 

4. Set the Multiple Student Tool password (optional) 

5. Set the Annual Performance Report generator password (optional) 

6. Add counselors to StudentAccess  

7. Label custom fields (optional) 

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

 
3.2 Define StudentAccess Passwords and Defaults 
Before you begin initializing StudentAccess fill out the StudentAccess Passwords and Defaults form 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 current reporting 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 update the default year. 

 
2. Administrator password:  ___________________ 
 

The administrator password password-protects two links on the Admin menu.  These links are 
Update and Review Default Values and Workstation Settings.  If you want only a few people 
in your department to be able to delete participant records, set the default year, edit values in 
dropdown lists, or specify labels for custom fields, we recommend you set an administrator 
password. 
 
If you do not set an administrator password, it will be hello.   

 
3. DB (Database) Password:  __________________ 
 

The DB password password-protects the Database Settings link on the Admin menu.  If you 
want only a few people in your department to be able to set the StudentAccess security options, 
view and set the Multiple Student password, DB Administrator password, Annual Performance 
Report Generator password or change the keycode, set a DB Password.   
 
If you do not set a DB password, it will be hello.  

 
4.  Multiple Student Tool Password:  ______________ ________ 
 

The Multiple Student Tool password password-protects the Multiple Student Tool link on the 
Admin menu.  The Multiple Student Tool allows a person entering data into StudentAccess to 
update multiple participant records at once.  If you want only a few people in your department to 
be able to update multiple participant records at once, set a Multiple Student Tool password.   
 
If you do not set a MST password, it will be hello.   

 
5. APRG Password:  ___________________________ 
 
  

The APRG password password-protects the Annual Performance Report Generator link on the 
Utilities menu.  The APRG generates the Annual Performance Report your department submits to 
the Department of Education.  If you want only a few people in your department to be able to 
generate the Annual Performance Report, set an APRG password. 

   
If you do not set an APRG password, it will be hello.  
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3.3 Set the Default Year 
Once you are finished filling out the StudentAccess Passwords and Defaults form, you are ready to 
continue with the instructions in this section. 
 
The Welcome Screen is the fist screen you see when you open StudentAccess.  It looks like Figure 4.  All 
instructions in this section begin at the Welcome Screen. 
 
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 the Welcome 
Screen.  StudentAccess displays the Admin menu.    

2. Click the Workstation Settings link on the Admin menu.  A password entry form opens.  

3. Enter the Administrator password into the password entry form.  If you have not set the 
Administrator password, it is hello.  

4. Click the OK button on the password entry form.  The Workstation Settings form opens.  

 

Update the default year:   

1. Click the End of Year button at the top of the Workstation Settings form.  The End of 
Year form is displayed.  

2. On the End of Year form, locate the dropdown list above the Status Tool button.  This is 
the Default Year dropdown list.  

3. Select the current year from the Default Year dropdown list. 
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Note:   If the year you need is not in the Year dropdown list, you can add the year to 
the Year dropdown list.  To do this, do the boxed instructions below.  If you do not 
need to add any new year values, skip the boxed instructions.  After you finish adding 
the new year to the dropdown list, you will need to do these instructions again to set 
the default year to that new year. 

4. Click the Close button on the Workstation Settings form.  

The default year is now set on all computers in your department.  (You only have to set the default year 
on one computer to make it apply to all computers in your department.) 
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Add a Year to the Year Dropdown List 
 

Open the Available Lookup Tables form:   

1. Click the Update and Review Default Values link on the Administrator menu.   

2. Enter the Administrator password into the password entry form and click OK.  The 
Available Lookup Tables form opens. 

Open the Years - Default Maintenance form:  

1. On the Available Lookup Tables form is a list of all dropdown lists in 
StudentAccess.  Scroll down this list (or use the form navigation arrows at the 
bottom of the form frame) until you locate the Year label under the Name 
column.   

2. Click the Edit  button across from the Year label.  The Years - Default 
Maintenance form opens.  

 
Add a new year to the Year dropdown list:  

1. The Years - Default Maintenance form shows all values currently available in the 
Year dropdown list.  Scroll to the very bottom of this list.   

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

Field �������� Description ��������

Year�� The year value that appears in the Year dropdown list (e.g. 2007, 2008)��

Order��

Specifies the order in which year values appear in the Year dropdown list.  Year values with lower 
Order  numbers appear above those with higher Order  numbers.  When you add the current year to 
the Term dropdown list, you want to give this new year the highest Order  number in the Order  
list so it appears at the bottom of the dropdown list.��

 
Close StudentAccess:  

1. Click the Close button on the form containing the value you just added.  

2. Click the Close button on the Available Lookup Tables form.  

3. Click the Exit  button on the Welcome Screen.  StudentAccess closes.  The next 
time you open StudentAccess, the added year will appear in 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 administrator password, it will be set to hello. 
 
 
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 the Welcome 
Screen.  StudentAccess displays the Admin menu.   ��

2. Click the Workstation Settings link on the Admin menu  

3. If you have not set the administrator password before on this computer, it will be hello.  Enter 
the current administrator password and click OK.  The Manage Workstation Settings form 
opens.  

Delete the old Administrator password:  

1. Click the Passwords button at the top of the Manage Workstation Settings form.  

2. The asterisks (*) after the Administrative Password label represent the current password.   

3. Delete all the asterisks after the Administrative Password label.   

 
Enter the new Administrator password:  

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

2. Verify that the Require Password checkbox is checked.  

3. Click the OK button  

 
The Administrator password��is now set on this computer.  To set this password on other computers in 
your department, repeat these instructions on those computers. 

 
3.5 Set the DB Administrator Password 
Note:  This step is optional.  If you do not set the DB administrator password, it will be set to hello. 
 

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 the Welcome 
Screen.  StudentAccess displays the Admin menu.    

2. Click Database Settings link on the Admin menu  

3. Enter the current DB administrator password.  If you have not set the DB administrator 
password before, it will be hello. 

4. Click the OK button on the password entry form.  The Database Settings form opens.  
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Locate the DB Administrator password textbox:  

1. On the Database Settings form, find the Set Passwords: heading  

2. Under the Set Passwords: heading, find the DB Administrator:  label.  To the right of this 
label is a series of asterisks (*).  Each asterisk represents a letter in the current DB 
Administrator password.  

 

Set the DB Administrator password:  

1. Delete all of the asterisks after the DB Administrator:  label.  

2. Enter the new DB Administrator password after the DB Administrator:  label.   

3. To view the new password you entered, click the View Current Passwords button at the 
bottom of the Set Passwords section.  

4. Click the Close button.  

 

The DB Administrator password��is now set on this computer.  To set this password on other computers in 
your department, repeat these instructions on those computers. 

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

 
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 the Welcome 
Screen.  StudentAccess displays the Admin menu.    

2. Click the Database Settings link on the Admin Menu.   

3. If you have not set the DB administrator password, it will be hello.  Enter the current DB 
administrator password and click the OK button.  The Database Settings form opens.  

 

Locate the Multiple Student Tool password:  

1. On the Database Settings form, find the Set Passwords: heading  

2. Under the Set Passwords: heading, find the Multiple Student Tool label.  To the right of 
this label is a series of asterisks.  Each asterisk represents a letter in the current Multiple 
Student Tool password.  

 

Set the Multiple Student Tool password:  

1. Delete all of the asterisks after the Multiple Student Tool label.  

2. Enter the new Multiple Student Tool password after the Multiple Student Tool label.   
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3. To view the new password you entered, click the View Current Passwords button at the 
bottom of the Set Passwords: section on the Database Settings form.  

4. Click the Close button on the Database Settings form.  

 
The MST password��is now set on this computer.  To set this password on other computers in your 
department, repeat these instructions on those computers. 

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

 
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 the Welcome 
Screen.  StudentAccess displays the Admin menu.    

2. Click the Database Settings link on the Admin Menu.   

3. If you have not set the DB administrator password, it will be hello.  Enter the current DB 
administrator password and click the OK button.  The Database Settings form opens.  

 

Locate the APRG password:  

1. On the Database Settings form, find the Set Passwords heading  

2. Under the Set Passwords: heading, find the APRG: label.  To the right of this label is a 
series of asterisks.  Each asterisk represents a letter in the current APRG password.  

 

Set the APRG password:  

1. Delete all of the asterisks after the APRG: label.  

2. Enter the new APRG password after the APRG: label.   

3. To view the new password you entered, click the View Current Passwords button at the 
bottom of the Set Passwords section on the Database Settings form.  

4. Click the Close button on the Database Settings form.  

 
The APRG password is now set on every computer in your EOC department running StudentAccess.��

 
3.8 Add Counselors to StudentAccess 
If you ordered a data conversion from Heiberg Consulting, Inc., you may already have all your counselors 
in StudentAccess.  If you did not order a data conversion from Heiberg Consulting, Inc., your data file 
will have one counselor in it and that counselor will be named Staff.   
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To see which counselors are already in StudentAcces s: 

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

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

3. The dropdown list will display all counselors in StudentAccess.  If your Currently 
Working As: dropdown list contains one item and that item is Staff, 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 of the 
Welcome Screen.  StudentAccess displays the Admin menu.    

2. Click the Update and Review Default Values link on the Admin menu.  A password 
entry form opens.  

3. Enter the administrator password into the password entry form and click OK.  The 
Available Lookup Tables form opens.  

Open the Counselors form:   

1. On the Available Lookup Tables form is a list of all dropdown lists in 
StudentAccess.  Scroll down this list until you see Counselor under the name 
heading.   

2.  To the far right of the Counselor list item is an Edit  button.  Click this Edit  button.  

3. The Counselor form opens.  This form shows all Counselors currently available in 
StudentAccess.  Use the scrollbar on the right of this form 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 field.  Enter the new counselor's name 
into this blank field.  

2. After you add one counselor, a new blank line appears at the end of the counselor list.  
If you need to add more than one new counselor, add the next counselor’s name in 
the blank field. 

3. When you are finished entering new counselor’ names, click the Close button on the 
Counselor’s form.  

 

The new counselor(s) are now added to StudentAccess.  



 
3 Initialize StudentAccess 

 
 

StudentAccess for EOC, Version 3.1, User’s Guide Page 22  

 

3.9 Label Custom Fields 
StudentAccess has custom fields.  Custom fields are data entry fields that you can define the labels of.  If 
your grant wants to track information that StudentAccess does not have a pre-defined field for, use a 
custom field to track that information.   

You can define custom fields for permanent participant information (information that does not change 
year to year), participant year information, contacts, contact types, group contact types, and follow-ups.  

 

For example, assume some of your participants do not speak English as their native language, and you 
want to track those participant’s native languages.  StudentAccess does not have a data entry field for this 
purpose, so, if you want to track this in StudentAccess, you need to use a custom field.  Because this 
information does not change from year to year and because this is participant information, label one of the 
Permanent Information custom fields to store this information. 

 

To label a custom field, you will need the Administrator password.  You do not need to label all of your 
custom fields now.  You can label them as they are needed.  Your grant may also choose not to use 
custom fields.  They are an optional feature added for your convenience. 

 

To label one of the Permanent Information fields Native Language: 

Open the Available Lookup Tables form:  

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

2. Click the Update and Review Default Values link on the Admin menu.  A password entry form 
opens. 

3. Enter the Administrator password into the password entry form and click the OK button.  The 
Available Lookup Tables form opens. 

Locate the custom field label to edit: 

1. Under the Name column of the Available Lookup Tables form, locate the Custom Field item. 

2. Click the Edit button on the Custom Field item’s row.  The Custom Field Names – Default 
Maintenance form opens. 

3. Use the scrollbar on the right of this form to scroll down the list of custom fields until you see the 
Perm:  Custom Text 1 field under the Location column.  This is the first custom field on the 
participant’s Permanent Information form.  If no one has defined a label for this field yet, it will 
have Perm Field 01 in its Custom Name column. 

Note:  If the Custom Name field of this label is not Perm Field 01, someone has 
already labeled this custom field.  For instance, one or more of your custom fields 
may already be labeled if you ordered a data conversion from Heiberg Consulting.  
Scroll down the list of custom permanent information fields until you find one that is 
not already customized (e.g. Perm 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 you want to label.  This will select the existing 
text in the Custom Name column (e.g. Perm Field 01). 

2. Change the selected text to be the new field label (e.g. Perm Field 01 becomes Native 
Language). 

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

3. Click the Close button at the bottom of the Custom Field Names – Default Maintenance form. 

4. Click the OK button at the bottom of the Available Lookup Tables form. 

You have now labeled a custom field on the Permanent Information form.   

 

To see the custom field you just labeled: 

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

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

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

3. Click the Permanent Information link on the Student menu.  The selected participant’s Permanent 
Information  form  opens. 

4. Click the Custom Info. button at the top of the Permanent 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 update or reinstall StudentAccess, and you have set the 
Administrator Password, the DB Administrator password, or the MST password, you will need to set 
these passwords again after you update or reinstall StudentAccess.  Otherwise, you should not have to set 
these passwords again. 
 
You are now ready to add participants to StudentAccess.
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4 Navigate StudentAccess  
This section introduces StudentAccess’s main menus and overviews each menu’s function.   
 
A menu is a screen that displays links.  By clicking one of these links, you tell StudentAccess which data 
entry form you want StudentAccess to open.  A data entry form (or just form) is a screen that allows 
you to enter new information or edit existing information.   
 
StudentAccess for EOC has five menus:  the Student menu, the General menu, the Admin menu, the 
Utilities menu and the Reports menu.    You can add participant records on either of these menus.  To add 
a new participant record, click the Quick Input link at the top of the form.   
 

4.1 The Student Menu 
StudentAccess always opens showing the Student menu.  The Student menu looks like Figure 5.  
Because the Student menu is the first screen you see when you open StudentAccess, it is also called the 
Welcome Screen.  
 
 
Figure 5.  The Student Menu 

 
 
Links on the Student menu open forms that allow you to: 

-  Edit participant information  (demographics, addresses, email, ethnicity, emergency 
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 about a participant  

-  Record, edit, or delete participant-counselor contacts (counseling sessions) 

-  Estimate a participant’s cumulative grade point average for a selected set of classes 
 
The Student menu does not allow you to delete participants.   To delete participants, you must use the 
Admin menu. Most password-protected links are in the Admin menu.  The Delete Student operation is 
password-protected by the Administrator password. 
 
By clicking the navigational links in the bottom right corner of the Student menu, you can navigate to 
StudentAccess’s other menus:  the General menu, the Admin menu, the Utilities menu and the Reports 
menu.  

 
4.2 The General Menu 
Click the <--Go to General link located on the bottom of the Welcome Screen to navigate to the General 
menu. 
 
Links on the General menu open forms that allow you to: 

-  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 Screen.  StudentAccess displays 
the Admin menu. 
 
Table 3 shows the links in the Admin menu that are password-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 

 
Workstation Settings 
 

 
Administrator password 

 
hello 

 
Database Settings 

DB Administrator password 
(DB stands for database) hello 

 
Database Information 

 
No password required N/A 
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The default password value in Table 3 is the text you must type into the password entry form to access 
the form that is opened by the link .   
 
StudentAccess has these passwords:  the Administrator password, the DB Administrator password the 
Multiple Student Tool password, and the APRG password.  You can set each of these passwords to a 
different password value.   
 
To learn how to set these passwords in StudentAccess, see Sections 3.4 through 3.7 of this document.  
Setting any of the passwords is optional.  If you do not set any of the passwords, their default values are 
hello. 
    
Links on the Admin menu open forms that allow you to: 

-  Define the values you want to appear in StudentAccess’s dropdown 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 with a larger computer program to perform a useful 
task.  StudentAccess for EOC has two utilities:  the 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 participant records stored in 
StudentAccess.  For example, you can add contact records, generate letters addressed to multiple 
participants, update the year information, or change the StudentAccess status (Active, Inactive or 
Pending) of more than one participant’s record at a time.  
 
 The Multiple Student Tool is password-protected by the Multiple Student Tool password. Section 10.1 of 
this document shows you how to use the Multiple Student 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 file.  The report generated by the APRG is the one you submit to 
the Department of Education at reporting time.  The APRG is password-protected by the APRG 
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password, which is set on the Database Settings form.  See Section 3.7 for instructions on how to set the 
APRG password. 
 
The APRG has a Web-based user’s guide.  To access this Web-based user’s guide, click the Online 
Instructions link in the upper right-hand corner of any of the APRG’s forms. 

 

4.5 The Reports Menu 
Links on the Reports menu open forms that allow you 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 and the forms their links open.  The Student menu is the 
first menu you see when you open StudentAccess.  This is why the start 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 configure security settings.  Enabling security options allows you 
to create and manage usernames and passwords and configure access to certain forms and fields in 
StudentAccess.  In order to use StudentAccess’s security options you need to: 

-  Create user accounts for all users you want to be able to log in to StudentAccess. 

-  Assign each user a password and an account type. 

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

 
The account type specifies the level of access the user has in StudentAccess.  StudentAccess’s account 
types are defined in Table 4. 
 
Table 4.  User Account Types  

Account Type Definition 

Full 

This account type gives the user full access to all of StudentAccess’s forms 
and fields.  Forms that are password-protected by the Administrator 
password, DB Password, MST password, or APRG password will still have 
password protection, even with this setting. 

Read Only 
With this account type, the user is able to read/see all information in 
StudentAccess, but he/she cannot create, edit, delete, or print information in 
StudentAccess.   

Custom 

The Custom account type allows you to specify what level of access you 
want to grant to the user for all data entry forms and specific fields in 
StudentAccess. 
 
For example, if you want a user to be able to create participant records, but 
not be able to edit or delete participant records, you should create a custom 
account for that user. 

 
 
You need the DB Administrator password to enable security 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.  Disabling security options allows StudentAccess to open with no 
login screen.  When you first install StudentAccess, the security options are disabled.  Once you configure 
security options, you do not need to reconfigure them, even 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 the Welcome 
Screen.  StudentAccess displays the Admin menu.  

2. Click the Database Settings link.   

3. A password entry form opens.  Enter the DB Administrator password into the password entry 
form and click the OK button.  The Database Settings form opens.  

4. Click the Enable Security checkbox so that it is checked. 

Create a user account: 

1. Click the Manage Users link under the Enable Security checkbox.  The Manage User 
Accounts form opens. 

2. Create a user account for the person who will manage all other users: 

i. Use the field descriptions in Table 5 to specify the user account fields. 

ii.  Select Full  as the account type.  You will be using this account to manage other 
users, so you do not want to lock yourself out of any of the forms.   

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

i. Click the New User button below the username list.  

ii.  Assign a username and password to the new user and select an account type. 

iii.  If you want to give a user a custom account type, read the next section for 
instructions on how to configure custom user accounts. 

 

Table 5.  User Account Field Descriptions  
Field Description 

Username 

The username the user uses to log in to StudentAccess after the security 
settings are enabled.  Usernames are not case-sensitive. 
 
Note: Each username must be unique among all other usernames already in 
StudentAccess.  
 

Password 

The password the user uses to log in to StudentAccess after the security 
options are enabled.  Passwords are case-sensitive. 
 
Note:  The password must be under 15 characters long (including spaces).   

Account Type 
The type of access the user is allowed in StudentAccess.  See Table 4 for 
descriptions of the account types. 
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MSAccess Application 
Allowed?   

Check this checkbox if you want the user to be able to log in to 
StudentAccess. 

Web Application 
Allowed? 

This checkbox is not used yet.  When Heiberg Consulting, Inc., releases the 
Web-based version of StudentAccess, this checkbox will be used to specify 
whether the user can log in to the Web version of StudentAccess.  The 
Web-based version will be sold individually with its own license. 

 

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

1. Select the user’s username from the Select User list at the left-hand side of the Manage User 
Accounts form.  StudentAccess loads the user’s account information into the Manage User 
Accounts form. 

2. From the Account Type dropdown list, select the Custom item.  The Form Access Levels form is 
enabled.   

Note:  By default, all users with custom accounts have full access to all forms and fields.   

3. The Form Access Levels form lists all forms in StudentAccess that can have security options.  Set 
the Access Allowed field for all the forms.  Table 6 defines all form access levels.  

4. If you want to configure the security of specific fields on one of these forms: 

a. Select the Custom item from that form’s Access Allowed dropdown list. 

b. Click the Edit Items link next to the form.   The Manage Individual Form Items form 
opens and displays all fields you can configure the security of on that form. 

c. Select the field access level to apply to the listed fields from the fields’ Access Allowed 
dropdown list.  Use the access level definitions in Table 7 to assign field access levels. 

d. Click the Close button on the Manage Individual Form Items form. 

5. Click the Close button on the Manage User’s Accounts form. 

You have given the selected user custom security settings for specific forms.  Repeat these instructions 
for every user with a custom account type. 

 

Table 6.  Form Access Levels  
Access Level Definition 

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

Read Only Allows the user to open the form and view/see data on that form, but does 
not allow him/her to add, edit or delete data in any field on the form. 

Deny Denies access to this form.  The user will not be able to open the form. 
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Custom 
Allows the user to open the form, but some fields on the form may be set to 
set to read only, or denied to this user.  This option is unavailable on some 
forms. 

 

Table 7.  Field Access Levels  
Access Level Definition 

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

Read Only Allows the user to view/see data in that field, but does not allow him/her to 
add, edit or delete data in that field. 

Deny 

Denies all operations on the field.  The user will not be able to see the 
information in the field, nor will he/she be able to add, edit, or delete data in 
that field. 
 
Caution:  If you set one or more fields to Deny on a form, be sure to also 
Deny the user the use of the Print  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 whose account you delete can no longer use that account to 
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 the Welcome 
Screen.  StudentAccess displays the Admin menu.  

2. Click the Database Settings link.   

3. A password entry form opens.  Enter the DB Administrator password into the password 
entry form and click the OK button.  The Database Settings form opens.  

4. Click the Enable Security checkbox so that it is checked. 

Delete the user’s account: 

1. Click the Manage Users link under the Enable Security checkbox.  The Manage User 
Accounts form opens. 

2. Select the username of the user account you want to delete from the Select User list at the 
left of the Manage User Accounts form.  The user account information is loaded into the 
Manage User Accounts form.   

3. Click the Delete User button under the Select User list.  A confirmation message appears. 
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4. To delete the user, click the Yes button; to cancel the deletion, click the No button. 

 

5.3 Disable StudentAccess Security Options 
Disabling security options allows StudentAccess to open with no login screen, and everyone can see, edit, 
delete, and add information to StudentAccess data entry forms.  When you first install StudentAccess, the 
security options are disabled.  Even when security options are disabled, the Administrator password, DB 
Administrator password, MST password and APRG password are still enabled.  
 
You need to know the DB Administrator password to disable StudentAccess security options. 
 
Disabling the security options does not delete the user accounts.  The user accounts are still there; they 
just are not active.   When you enable security again, all user accounts will be made active again, and they 
will all have the security settings they had before security was disabled. 
 

To disable StudentAccess security options: 

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

2. Click the Database Settings link.   

3. A password entry form opens.  Enter the DB Administrator password into the password entry form 
and click the OK button.  The Database Settings form opens.  

4. Click the Enable Security checkbox so that it is unchecked. 

 

You have now disabled the security options.  The next time you open StudentAccess, you will not need to 
log in.   
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6. Add Participant Information to StudentAccess 
 
This section shows you how to: 

-  Check which participant records are in StudentAccess 

-  Add a participant’s permanent information and year information to StudentAccess 
 

 
To view all participant records in StudentAccess: 

���� Locate the Working Participant List  at the left of the StudentAccess main menu ��

2. Click the Reset Filter link next to the Filter List label above the Working Participant List.  If 
you had any filters selected, this will reset them so you will see all participants in 
StudentAccess. 

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

If you have participants already in StudentAccess, you can skip to Section 6 of this document.  If you do 
not have participants in StudentAccess, continue with this section. 

 
6.1 Add a Participant Record to StudentAccess 
 
To add a new participant to StudentAccess:  

 
Open the Quick Input form:  

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

2. StudentAccess opens a window that asks if you want the participant’s student ID 
automatically generated.  

a. To have StudentAccess create a participant ID, click the Yes button. 

b. To have StudentAccess let you specify the participant’s ID, click the No button. 

c. To cancel the creation of this participant record, click the Cancel button. 

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

 

Enter the participant's information:    

1. Enter the new participant's permanent information into the Quick Input form.     

2. Enter the new participant’s year information into the Quick Input form. 

3. Click the Save & Edit button. 

4. Click the Close button. 
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The new participant is now added to StudentAccess. To add more than one participant to 
StudentAccess, repeat these instructions. 

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

 
6.2 Add General Information to a Participant Record  
Once you have created the participant’s record you can add information to that participant’s record by 
using the Permanent Information link on the Student menu. 
 
To add a participant's general information:  

 
Open the Permanent Information form:  

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

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

3. Click the Permanent Information link on the Student Menu.  The Permanent 
Information  form opens.  

Locate and edit the participant's general information:  

1. Click the General Info button at the top of the Permanent Information form.  StudentAccess 
displays the selected participant’s general information form. 

2. Enter the participant's general information into the general information form.   

3. Click the Save button. 

4. Click the Close button   

 
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, you can add academic information to that participant’s 
record by using the Permanent 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 Student link located in the bottom right-hand corner of the Welcome 
Screen.  StudentAccess displays the Student menu.       

2. Select the participant's record by clicking the participant's name in the Working Student list 
on the left of the Welcome Screen.   
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3. Click the Permanent Information link on the Student menu.  The Permanent 
Information  form opens.  

Add the participant's academic information:  

1. Click the Academic Info button at the top of the Permanent Information form.  

2. Add the participant's academic information.   

3. Click the Save button. 

4. Click the Close button. 

 
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 form changes from year to year. 
Year information consists of general information (participant status, grade level, current agency), 
objectives and contacts/events.    
 
This section shows you how to add a participant’s year information to StudentAccess.  This includes 
adding general information, objectives, and contacts/events.  

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

Open the Yearly Information form:  

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

2. Select the participant's record by clicking the participant's name in the Working Student list on 
the left of the Welcome Screen.   

3. Click the Year Information  link on the Student menu.  The Yearly Information  form opens. 

4. Select the year from the Year: dropdown list in the upper right of the Yearly Information form.  

Enter the general year information (see Table 8):  

1. Click the General Info. button at the top of the Yearly Information  form. 

2. Enter the general year information for the selected year. 

Enter the yearly objectives: 

1. Click the Objectives button at the top of the Yearly Information  form.  StudentAccess shows 
the Objectives form. 

2. Select the participant’s college ready status from the College Ready Status dropdown list. 

3. From the Program Objectives list box, select this participant’s yearly objective(s).  To select a 
yearly objective, click the down-arrow in the Program Objectives list box, and select the 
objective. 
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Enter planned year contacts/events:   
Using this part of the Yearly Information form is optional.   
 
You can use this form to list the contacts/events you want the participant to participate in this year 
(planned contacts).  Once the participant completes the planned contact, mark that contact as Inactive, 
and click the Add Contact button beside the contact to create the contact record for the finished 
contact.  The listed planned contacts are not reported in the APR, but the contact record created when 
you click the Add Contact button is reported on the APR.  This section shows you how to do this 
step by step. 
 

Table 8.  Participant Year Fields  
Field Definition 

Participant Status Participant’s status in the EOC program (required for APR) 

Current Grade Level Participant’s current school grade level (required for APR) 

Secondary Status Participant’s status in respect to High school of Middle school (required for APR) 

Applied for 
Admission 

Has participant applied for admission to college/institute of higher education. 
(Required for APR) 

Applied for 
Financial Aid 

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

Post-Secondary 
Status 

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

Admitted School School participant has been admitted to. (Required for APR) 

Academic Standing Participant’s current academic standing. 

Current School Participant’s target school for the given year. 

Year GPA Participant’s GPA in the current year. 

Year Credits Participant’s credit hours in the current year. 

Cum GPA Participant’s cumulative GPA. 

Cum Credits Participant’s total credit hours. 
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1. Click the Contacts/Events button at the top of the Yearly Information form.  StudentAccess 
displays the selected participant’s planned contacts for this year. 

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

Note:  Group contacts (contacts that involve more than one participant) are listed in the 
Assigned Groups list box; individual contacts are listed in the Assigned Individual Events 
list box. 

2. To add a contact to this participant’s year record, select the contact from either the Assigned 
Groups list box or the Assigned Individual Events list box.  To select a contact yearly 
objective, click the down-arrow in the list box, and select the contact. 

Note:  If the group contact does not appear in the dropdown list in the Assigned Groups list 
box, see Section 6.4 of this document to add a group contact type to StudentAccess.  If the 
individual contact does not appear in the dropdown list in the Assigned Individual Events 
list box, see Section 6.3 of this document to add a contact type to StudentAccess. 

3. Type a name for this contact into the Contact Name text box. 

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

5. Once the participant does the contact, you can create a contact record for the contact by clicking 
the Add Contact button to the right of the contact.  StudentAccess opens the Contact Detail form 
and displays the new contact record.  You can also create the contact record using the Contacts 
link on the Student menu.  It does not matter which way you chose to create contact records; all 
contact records appear on the APR. 

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

7. Click the Save button on the Contact Detail form.  This saves the new contact record. 

Save and close: 

1. Click the Save button on the Yearly Information form. 

2. Click the Close button. 

 

Year information is now added to the selected year for the selected participant.  
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Table 9.  Contact Fields  
Field Definition 

Group 
Repopulates the Type dropdown list with Group contact types. On an existing 
record, checking this checkbox marks the contact as a Group contact.  

Assigned Filters the Type or Group dropdown list to include only assigned contacts. On an 
existing record, checking this checkbox marks the contact as Assigned.  

View Active Only 
List 

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

Type or Group 

This dropdown list is labeled Type of Group depending upon whether the Group 
checkbox is checked.  This dropdown list contains the contact type of the contact.  . 
The Assigned and View Active Only List and Group checkboxes change the values 
in this list.  

Staff Primary counselor involved in the contact. 

Year  Reporting year in which the contact occurred 

Date The date the contact occurred 

Time Time of day the contact occurred 

Duration The length of time the contact lasted 

Reason The reason for the contact 

Resource Any resources that were used in the contact 

Contact Field 01-10 Custom fields that you can define (see Section 3.9, Label Custom Fields)  
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7 Contacts and Counselors in StudentAccess 
A contact (student-counselor contact) is a meeting between a participant and a counselor.  StudentAccess 
allows you to do these contact-related and counselor-related 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 selected 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 one participant record in StudentAccess to do any 
of these operations.  Section 6.1 of this document shows you how to add a participant record to 
StudentAccess.  By default, StudentAccess contains one counselor record.  The counselor record 
StudentAccess contains is called Staff.  To add additional counselors to StudentAccess, read 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 Consulting, 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 StudentAccess icon on your computer’s desktop.  
StudentAccess opens the Welcome screen. 

2. Locate the Currently working as: dropdown list in the Welcome screen.   

3. Click the down arrow of the Currently working as: dropdown list.  The names of all counselors with 
records in StudentAccess are displayed in the dropdown list. 

If your EOC program has a counselor who does not have a record in StudentAccess, you will need to 
create a counselor record for that person before you record any comments he/she make or any contacts for 
that person.   To learn how to add a counselor record to StudentAccess, see the instructions below.  
 
To add a counselor record to StudentAccess you will need 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 the Welcome Screen.  
StudentAccess displays the Admin menu.    

2. Click the Update and Review Default Values link on the Admin menu.  A password entry form 
opens.  

3. Enter the administrator password into the password entry form and click OK.  The Available 
Lookup Tables form opens.  

Open the Counselors form:   

1. On the Available Lookup Tables form is a list of all dropdown lists in StudentAccess.  Scroll 
down this list until you see Counselor under the name heading.   

2. To the far right of the Counselor list item is an Edit  button.  Click this Edit  button.  

3. The Counselor form opens.  This form shows all Counselors currently available in 
StudentAccess.  Use the scrollbar on the right of this form 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 field.  Enter the new Counselor's name into this 
blank field.  

2. When you are finished entering the new Counselor's name, click the Close button on the 
Counselors form.  

3. Click the Close button 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 in two ways.  One way is to use the Add Contact button on 
the Yearly information form as described in Section 6.4.  The other way is to use the Contacts form as 
described in this section.  Regardless of the way you create a contact, it appears on the Annual 
Performance Report.   The difference between these two methods is that, using the Add Contact button 
on the Yearly Information form links the contact record back to its anticipated contact that is listed on the 
Yearly Information form.   
 
To add a contact record to StudentAccess:  

Open the Contacts form:  

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

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

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

 
Create the contact record:  

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

2. Click the New button at the bottom of the Contacts form.  A blank contact record is created.  

3. If this is a group contact (a contact that involves multiple students) click the Group? checkbox so 
that it is selected.  If this is not a group contact, leave the Group? checkbox unchecked. 

4. Select the contact type from the Type dropdown list, or, if this is a group contact, select the 
contact type group from the Group dropdown list.   

Note:  If the Type you want to assign to this contact does not appear in the Type list, 
see Section 7.3, Create a Contact Type, to add the contact type to the list. 

Note:  If the Group you want to assign to this contact does not appear in the Group 
dropdown list, see Section 7.4, Create a Group Contact Type, to add a group to this 
list. 

5. Select the counselor who had the contact from the Staff dropdown list on the Contacts form.  

���� Enter information about the contact into the form.  To select an advising code, click the down-
arrow in the Advising Codes list box, and select the advising code.  To select a referral, click the 
down-arrow in the Referrals list box, and select the referral.��

���� Click the Save button on the Contacts form.��

���� Click the Close button on the Contacts form. ��

 
Contact information is now added to the selected year for the selected participant.  
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7.3 Create a Contact Type 
StudentAccess allows you to specify your own contact types.  These contact types appear in the Type 
dropdown list on the contact form.   

To add a new contact type to the Type dropdown list :   

Create a new contact type: 

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

2. Click the Contact Type link on the General menu.  The Contact Types form opens.   

3. Click the New button on the Contact Types form.  StudentAccess creates a new contact type. 

4. Specify the contact type fields.  Table 10 defines these fields. 

5. Click Save button. 

6. Click the Close button. 

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

 
Table 10.  Contact Type Fields  

Field Definition 

Edit Contact Type 
Dropdown list of all the active contact types already in the Type dropdown list.  
Selecting a contact type from this dropdown list will make that contact the 
current contact and allow you to edit it or delete it.   

Contact Type Name Primary contact type identifier.  This label appears in the Type dropdown list. 

Active Marks a contact type as active for current use.  Inactive contact types are not 
displayed in the Type dropdown list. 

Duration Default length of time contact type will last 

Counselor/Staff Default counselor or staff member involved in contact type 

Reason Default reason for the contact type 

Resource Default resource used in the contact type 

StudentAccess Category Designates the contact type to be included in reports dealing with the selected 
category 

A.P.R. Category Designates the contact type to be included in reports dealing with the selected 
APR. category 

Calculate Session Designates the contact type to be included in reports dealing with sessions 
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Calculate Participant Designates the contact type to be included in reports dealing with participants 

7.4 Create a Group Contact Type 
StudentAccess allows you to create group contact types, which are contact types that involve a list of 
participants.  A group contact has these sections:  general information, assigned, and custom information. 
The General Information section of the group contact stores the details that define the group contact, e.g. 
the contact type, the staff member involved the contact, the duration of the contact, and the advising codes 
associated with the contact.  The Assigned section stores the list of participants associated with this 
contact.  The custom information section has a list of custom text fields.  These blank fields can be 
customized to meet the needs of each unique Educational Opportunity Centers program.  The ten fields 
can be used to represent anything that would relate to a group type.  You can specify the labels of the 
custom fields by using the Update and Review Default Values link on the Admin menu. 
 

To create a new group contact: 

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

2. Click the Group Info  link on the General menu.  The Group Info. form opens. 

3. Click the New button on the Group Info. form.  StudentAccess creates a new group contact.  

4. Specify the new group contact’s fields.  See Table 11 for field definitions. 

 

Table 11.  Group Contact Type Fields  
Field Definition 

Existing Group 
Dropdown list of all the active group contact types.  Selecting a group contact type 
from this dropdown list will make that contact the current contact and allow you to 
edit it or delete it.   

Contact Type 
Primary contact type.  Selecting a value from this dropdown list automatically fills in 
other fields of the contact type.   

Name 
Primary group identifier.  This is the text that appears in the Group dropdown list on 
the Contacts form in the Student menu. 

Year The reporting year which applies to the group contact. 

Staff Default counselor or staff member involved in the group contact. 

Active 
Marks a contact type as active for current use.  Only active contacts appear in the 
Group dropdown list. 

Duration Default length of time group contact will last. 

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 the Assigned button at the top of the Group Info. form.  StudentAccess shows the assigned 
participants form. 

2. Select the participant you want to add to the group contact type from the Students not assigned list. 

3. Click the Add>> button to add the selected participant to this participant group.  The participant 
record moves from the Students Not Assigned list to the Students Presently Assigned list. 

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

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

1. Click the Add Contact button on the Group Info. form.  The Add Contacts 
– Multiple Student Tool form opens. 

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

3. Click the Add Contacts button. 

4. Follow the instructions on the popup message boxes. 

5. Click the Close button on the Add Contacts – Multiple Student Tool form. 

If needed, add custom contact type information: 

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

2. Enter custom field data. 

Save the group contact:  

1. Click the Save button on the Group Info. form. 

2. Click the Close button. 

You have now created a group contact type.  This type now appears in the Group dropdown list on the 
Contacts form in the Student menu.   

Note:  If the Group dropdown list is not on the Contacts form, click the Group? checkbox so that it is 
selected.  The Type dropdown list becomes the Group 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 Student link located in the bottom right-hand corner of the Welcome Screen.  
StudentAccess displays the Student menu.   

2. Select the participant's record by clicking the participant's name in the Working Student list on 
the left of the Welcome Screen.   

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

 
Create the counselor comment:  

1. Click the New button at the bottom of the Comments form.  

2. Select the counselor who made the comment from the Counselor dropdown list in the upper 
right-hand corner.  

3. Enter the date on which the comment was made in the Date text field.  

4. Enter the comment text about the selected participant into the Comment textbox.  

5. Click the Save button. 

6. Click the OK button.  

The new counselor comment is now added to StudentAccess. 
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8 Follow-ups in StudentAccess 
You can use StudentAccess to track contact follow-ups.  A follow-up can have a status of open, resolved, 
or closed.  Follow-ups in StudentAccess store when the contact was created, the date it should be 
resolved, the reason for the follow-up, and the counselor assigned to the follow-up.  All follow-ups have a 
notes section where you can store comments about the follow-up, a summation of the follow-up, or emails 
related to the follow-up.  The notes area is versatile and meant to handle a range of uses. 
 
Like contact types, follow-ups have custom fields that you label and use for your own purposes.  For 
more information on labeling and using custom fields, see Section 3.9, Label Custom Fields. 
 
You can associate/link a follow-up to the contact for which 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 in StudentAccess.   

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

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

2. Click the Follow-Up List link on the General menu.  The Follow-up list form opens.  

3. By default, the Follow-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 the Staff Member dropdown list. 

2. Keep the Show only open Follow-ups? checkbox at the top of the form checked.  

b. To view all follow-ups (open, resolved and closed) for a specific counselor: 

1. Select the counselor’s name from the Staff Member dropdown list. 

2. Uncheck the Show only open Follow-ups? checkbox. 

c. To view all follow-ups for all counselors (all follow-ups in StudentAccess): 

1.  Select the All option from the Staff Member dropdown list. 

2. Uncheck the Show only open Follow-ups? checkbox. 

Note:  Click the View button to the right of a follow-up to view that follow-up’s details.  Clicking the 
View button opens the Follow-up Detail form, which allows you 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 

Contact Member Method used to contact the participant 

 

8.2 Create a Follow-up 
StudentAccess allows you to create two types of follow-ups:  contact-associated follow-ups and basic 
follow-ups that are not associated with a contact record.  You create these two follow-up types differently, 
but they both contain the same fields.  The only difference between them is that a contact-associated 
follow-up has a button on its Follow-up Detail form that displays the associated contact record when it is 
clicked.  Basic follow-ups do not have an Associated Contact button. 
 

8.1 Create Contact-Associated Follow-up 
Create a contact-associated follow-up if you want to be able to open the associated contact from 
the follow-up record.  If the follow-up is not closely associated with a specific contact, or if it is 
associated with more than one contact, create a basic follow-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 Student link located in the bottom right-hand corner of the Welcome 
Screen.  StudentAccess displays the Student menu.   

2. Click the Contacts link on the Student menu.  The Contacts form opens. 

3. Use the navigation buttons at the bottom left-hand corner of the Contacts form to locate the 
contact you want to associate with the new follow-up. 

4. With the contact displayed, click the Create 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.  Table 13 defines the follow-up’s fields. 

2. Click the Notes button at the top of the Follow Up Detail form.  StudentAccess displays the 
Follow Up Notes form.  Enter any notes applicable for this follow-up. 
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3. If you have custom information you want to store with this follow-up, click the Custom Info. 
1-5 button and the Custom Info. 6-10 button and enter the custom fields.   

Save the new follow-up: 

1. Click the Save button. 

2. Click the Close button. 

 

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

 

Table 13.  Follow-Up Field Definitions  
Field Definition 

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

Entered By Counselor who created the follow-up. 

Type Description of follow-up. 

Student Name of participant to be contacted for the follow-up. 

Follow-Up Date 
Follow-up date.   Note:  click the Today button and StudentAccess puts today’s date 
in this textbox. 

Closed Marks follow-up as completed. 

Follow-Up Contact 
Method Method used to contact the participant 

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

Follow-Up Staff Staff member assigned to the follow-up 

School Advisor Student’s contact at the target school. 

Info Requested Reason for the follow-up; any additional information 

 

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

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

2. Click the Follow-Ups List link on the General menu.  The Follow-Ups List form opens. 

3. Locate the follow-up you just created in the follow-ups list. 

4. Click the View button beside the follow-up.  The Follow-Up Detail form opens. 
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5. Click the Associated Contact button in the lower right-hand corner of the Follow-Up Detail form.  
The contact record associated with this follow-up opens. 

8.2 Create Basic Follow-up 
Basic follow-ups are not linked to a contact record.  Because of this, basic follow-ups do not have 
an Associated Contact button on their Follow Up Details form.  Except for this, basic follow-ups 
and follow-ups are exactly the same. 

To create a new basic follow-up (one that is not as sociated with a contact): 

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

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

2. Click the Follow-Up Details link on the General menu.  The Follow-up Detail form 
opens and displays the Follow-Up General Information Form. 

3. Click the New button at the bottom of the form.  StudentAccess creates a new follow-up. 

Specify the fields of the new follow-up: 

1. Fill out the new follow-up record’s fields.  Table 13 defines the follow-up’s fields. 

2. Click the Notes button at the top of the Follow Up Detail form.  StudentAccess displays 
the Follow Up Notes form.  Enter any notes applicable for this follow-up. 

3. If you have custom information you want to store with this follow-up, click the Custom 
Info. 1-5 button and the Custom Info. 6-10 button and enter the custom fields.   

Save the new follow-up: 

3. Click the Save button. 

4. Click the Close button. 

 

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

 
  
Follow-ups in the Follow-Up Detail form are also filtered by the counselor (staff member) 
assigned to the follow-up and whether the follow-up is active.  When something is filtered, the 
number of items/records it displays is reduced to show only those records that have a specific 
criterion.   
 
Because the Follow-Up Details form is filtered by counselor, the counselor selected in the  
Follow-up for  dropdown list at the top of the form will determine which 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 General link located in the bottom right-hand corner of the Welcome 
Screen.  StudentAccess displays the General menu.   

2. Click the Follow-Up Details link on the General menu.  The Follow-up Detail form 
opens. 

Select the filter values and view the follow ups: 

1. From the Follow-up for list box at the top of the Follow-up Detail form, select the 
counselor whose follow ups you want to view.  The form 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 are not closed, click the Only Unclosed 
Follow-ups check box so that it is unchecked.  To view all follow ups regardless of their 
status, uncheck the Only Unclosed Follow-ups check box. 

3. Use the navigation buttons at the bottom of the Follow-up Detail form to move through 
the follow-ups.  The navigation buttons are circled in Figure 7. 
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9 Reports in StudentAccess 
StudentAccess allows you to generate two general types of 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 of the Welcome Screen.  
StudentAccess displays the Utilities menu.   

2. Click the Open APRG 2006-2007 link on the Utilities menu.  The APRG 2006-2007 form opens. 

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

4. Click the button labeled with the report you want to generate.  A report preview opens. 

5. To print the generated report, hold down the Ctrl keyboard key and press the P keyboard key.  The 
Print  window opens.   

6. Use the Print  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 Reports link located in the bottom right-hand corner of the Welcome Screen.  
StudentAccess displays the Reports menu.   

2. Click the Open Reports Menu link on the Reports menu.  The Reports form opens. 

Select the filters to apply to the report: 

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

2. Select the year you want the report generated for from the Year dropdown list at the top of the 
form.  

3. Select the agency you want the report to display from the Agency dropdown list at the top of the 
form. 

4. Specify the current date in the Age as of date text box at the top of the form. 

Generate the report: 

1. Click the button labeled with the report you want to generate.  A report preview opens. 

2. To print the generated report, hold down the Ctrl keyboard key and press the P keyboard key.  
The Print  window opens.   

3. Use the Print  window to print the report. 
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10 Utilities in StudentAccess 
StudentAccess has two utilities:  the Multiple Student Tool and the Annual Performance Report 
Generator. 
 
With the Multiple Student Tool you can add a participant-counselor contact to multiple participant 
records, generate a letters to multiple participants, generate letter labels addressed to participants, change 
the StudentAccess statuses of multiple participants and update multiple participants’ year information 
 
The Multiple Student Tool is password-protected by the Multiple Student Tool password. 
 
Section 10.1 of this document shows you how to use the Multiple Student Tool.   
 
The Annual Performance Report Generator creates the Annual Performance Report that your grant 
submits to the Department of Education.  The Annual Performance Report Generator is password 
protected by the APRG password.  To set the APRG password, see Section 3.7 of this document.   
 
The APRG has online instructions.  You can view these instructions by clicking the link on the APRG 
form.   
 

10.1 The Multiple Student Tool 
The Multiple Student Tool allows you to perform operations on multiple participant records at once.   
 
Performing any operation using the Multiple Student Tool involves doing three steps:  

1. Create a participant list containing the participant records you want to perform the operation on.  

2. Select the operation you want to perform on the participant list.  

3. Perform the operation. 

The next section shows you how to create a participant list.   

 
10.1.1 Creating a Participant List 
To perform any operation using the Multiple Student Tool, you must first create a participant list.  A 
participant list is a collection of participant records you select from all participant records existing in 
StudentAccess.  You can create a participant list by either: 

1. Manually selecting the participants you want to include in the list 

2. Using the Student Search Tool 

3. Selecting all participant records in StudentAccess 

Manually select participant records to include in your participant list if all of the following are true: 

-  You know the names of all participants whose records you want to include in the list 

-  The participants do not share a common field value (for example, they are not all active 
participants or participants assigned to a specific counselor) 
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-  The number of participant records to include in the list is small (for example, less then 20) 
 
Use the Student Search Tool if all of the following are true: 

-  The number of participant records to include in the list is large (over 20) 

-  Students to include in the list share a common feature that identifies them from all other 
participants in StudentAccess (for example, they are all assigned to a specific counselor and have 
a specific participant status) 

 

Click the Select All button if you want to create a participant list containing all participants’ records. 

If you do not know whether manually selecting participant records or using the Student Search Tool is the 
best solution for your situation, you can use a combination of the two methods to create a participant list. 

 

Student lists created using the Multiple Student Tool can be saved for future use.  You can also edit saved 
participant lists, delete saved participant lists and reuse 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 of the 
Welcome Screen.  StudentAccess displays the Utilities menu.        

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

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

 

Create the new participant list:  

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

2. Select the New Student List item in the Select a Saved List dropdown list at the top 
of the form.  

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

4. If you want to save the list for future use, click the Save button below the participant 
list and provide a name for the new list.  If you just want to use the participant list, 
but not save it for future use, do not click the Save button.  

You have now created a participant list you can use in the Multiple Student Tool.   

If you clicked the Save button in step 4, the participant list you created will be available 
the next time you open the Multiple Student Tool -- Select Students form.  To select a 
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saved list, select the list’s name from the Select a Saved List dropdown 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 the selection of participant records more efficient.  The 
Student Search Tool is located in the Multiple Student Tool.  The Student Search Tool is used to create 
participant lists for the Multiple Student Tool.  Everything you can do with the Search Tool you can also 
do manually. The benefit of the search tool is that it can quickly, automatically, and accurately create 
participant lists based upon a certain criterion.   
 
The Student Search Tool allows you to select a group of participants based on a value of one or more of 
their database attributes.  For example, using the Multiple Student Tool you can create a list of all active 
participants, all participants who are assigned to a specific counselor, all participants of a specific gender 
or marital status, or all participants who have a specific value entered for a custom field.  You can also 
create a list of participants whose statuses are either active or pending, or all participants who are not 
single.  
 
If you want to create a list of participants who share a common criterion based on any value stored in 
StudentAccess, you should use the search tool.  
 
To use the Search Tool to automatically select a gr oup of participants:  

Open the Select Students form:  

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

2. Click the Multiple Student Tool link on the Utilities menu.   

3. Enter the Multiple Student Tool Password and click OK.  The Select Students form opens.  

 
Select the value and field to search on:  

1. At the top of the Select Students form is the Student Search Tool.  Below this is a list of all 
participant records in StudentAccess.  

2. Select the New Student List item from the Select a Saved List dropdown list at the top of the 
Select Students form.  

3. Select the data field containing the value you want to search on.  For example, to select all active 
participants, you would select the Perm: Status item from the Search On: dropdown list.  

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

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

1. From the With Criteria Of  list, select how you want the data values in the Value dropdown list 
compared with the values stored in the database.   

For example, if you want to select all active participants, you would choose the Equal to or 
Like item from the With Criterion Of  dropdown list.  (The learn the difference between the 
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"Equal to" and "Like" criteria items, see Section 10.1.1.3 The Difference Between Equal to and 
Like.)   
 
If you want to select all participants not matching the criterion that you have specified, for 
example all participants who are not active, select the Not Equal To item from the With Criteria 
Of dropdown list.  
 

Update and save the selected participants:  

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

2. If you want to save this selected list for future use, click the Save button at the top of the Select 
Student form.  

 

You have created a list of participants who share a single common criterion (for example, they all have an 
Active status).  If you want, you can now refine or expand this initial list by specifying other search 
criteria using the Student Search Tool.   
 
Refining the participant list decreases its size; expanding the participant list increases its size.   
 
For example, if you want the list to contain all participants who have Pending and Active statuses, you 
would select the Expand radio button and press the Update button in step 1 with: 

-  The Perm: Status item selected from the Search On: dropdown list 

-  The Pending item selected from the Value: dropdown, and  

-  The Equal to: item selected from the With Criteria Of  dropdown 
 
When you click the Update button again, all participants with an Active or Pending status will be 
selected.   
 
An example of a Refine search would be one that selects participants with a specific counselor from the 
selected list of active participants.    
 

10.1.1.3 The Difference between Equal to and Like 
The Like and Equal to items are located in the With Criteria Of  dropdown list on the Student Search 
Tool.  The Student Search Tool is located on the Select Student form of the Multiple Student Tool.   
 
If you select Equal to item from the With Criteria Of  dropdown list you are telling StudentAccess that 
you want the participant records selected to match the value specified in the Value field exactly.    
An exact match is one that matches the search value letter-for-letter. For example, if you search all 
participant records for counselor comments that contain the phrase "Requests tutoring," and you specify 
Equal to in the With Criteria Of  dropdown list, only comments containing the exact phase "Requests 
tutoring" and no other text will be returned as results.  Phrases like "Requests tutoring for college algebra 
class" will not be returned as a result because it contains 43 characters/letters (including spaces) while the 
search value "Requests tutoring" only contains 17 characters/letters (including spaces).  Because "Needs 
improvement" and "Needs improvement in college algebra" differ letter-for-letter, they do not match 
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exactly and "Requests tutoring for college algebra class" will not be returned as a result if the Equal to 
option is selected from the With Criteria Of  dropdown list.  
 
Select the Equal to item only when: 

-  You know the exact phrase you are looking for letter-by-letter, or  

-  You have selected the text in the Value text field from a dropdown list in the Student Search Tool 
 
If you do not know the exact phrase, or you want all comments that contain the phrase to be returned as 
results, select the Like option from the With Criteria Of  dropdown list.   
 
If the Like option is used instead of the Equal to option in the example above, "Requests tutoring for 
college algebra class" will be returned as a result because "Requests tutoring for college algebra class" 
contains the search phrase "Requests tutoring."  Phrases like "Student requests tutoring" will also be 
returned.  When a Like criterion is used, all results will contain "Requests tutoring" 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 of the 
Welcome Screen.  StudentAccess displays the Utilities menu.       

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

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

 

Select all the students:  

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

2. Select the New Student List item in the Select a Saved List dropdown list at the top 
of the form.  

3. Click the Select All button in the Student Search Tool .  All participants in the 
Participant List are selected.  

Save the list:  

1. To save the participant list click the Save button below the participant list.  

2. StudentAccess prompts you to enter a name to save the list under.  Enter the list name 
and click the Save button.  
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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 indicate which operation you want to perform on the 
list.  You indicate which operation to perform on the list by clicking one of the buttons at the very button 
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 ltiple participant records:  

 
Create the contact record to add to the participant records:  
Open the Multiple Student Tool:  

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

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

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

Select or create the list: 

1. Verify that the name of the participant list you want to use in the Multiple Student 
Tool is selected from the Select a Saved List dropdown list at the top of the Select 
Students form.  

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

2. Click Add Contacts button at the bottom of the Select Student form .  

3. Create the contact you want to add to the participant records.      

Add the record to selected participants: 

1. To add the contact to all selected participants, click the Add Contacts button.  
To close the Add Contacts form without adding the contact, click the Close button on 
the Add Contacts form.   

2. If you clicked the Add Contacts button in the previous step, a confirmation message 
appears.  To add contacts to all selected participant records, click the Yes button.  To 
cancel, click No.  

Close the Multiple Student Tool forms:    

1. Click the Close button on the Add Contacts form.  

2. Click the Close button on the Select Student's form.  

 
If you clicked the Yes button, all selected participant records now contain the 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 of the 
Welcome Screen.  StudentAccess displays the Utilities menu.       

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

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

Select or create the participant List: 

1. Verify that the name of the participant list you want to use in the Multiple Student 
Tool is selected from the Select a Saved List dropdown list at the top of the Select 
Students form. 

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

2. Click the Generate Letter button on the Select Students form.  The Letter Generator 
form opens.  

Create the letter to send to the participants:  

1. To create a new letter, select the Add New Letter item from the Select a Letter 
dropdown list.  To use an existing letter, select its name from the Select a Letter 
dropdown list.  

2. Check the Date checkbox if you want today's date to appear on the generated letter.  

3. Use the format  dropdown list to select how you want the date displayed on the 
generated letter(s).  

4. If you want to save this letter for future use, specify a name for it in the letter name 
textbox.  

 
Specify the letter's content:  

Table 14.   Letter Fields   

Field Description 

Address 
Check this checkbox if you want the participant's address to appear in the 
letter header 

Salutation 

Check this checkbox if you want to generate a salutation with the participant's 
name in it.  With the "Salutation:" checkbox checked, enter the beginning of 
the Salutation (for example: "Dear") into the text field after the "Salutation" 
checkbox. 

Name Format The format in which you want the participant's name to appear in the 
salutation of the letter 
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After Name Specify if you want the salutation to end with a colon or a comma by typing 
in a colon or a coma in this textbox. 

Body 
Check this checkbox and type the letter's body in the text box 
that becomes enabled.  

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

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

Title The title to appear after the signature 

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

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

Generate the letter for the selected participants, and print the letter(s):  

1. If you want to save this letter for future use, click the Save Letter button at the bottom of the 
form.  

2. Click the Generate button at the bottom of the form.  

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

 
Close the Letter Generator form and the Multiple Student Tool:  

1. Click the Close button on the Letter Generator form.  

2. Click the Close button 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 the 
Welcome Screen.  StudentAccess displays the Utilities menu.         

2. Click the Multiple Student Tool link on the Utilities menu.   

3. Enter the Multiple Student Tool password and click OK.  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 you want to use in the Multiple Student 
Tool is selected from the Select a Saved List dropdown list at the top of the Select 
Students form. 

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

2. Click the Generate Letter button on the Select Students form.  The Letter Generator 
form opens.  

Generate the letter labels:  

1. Click the Mail Labels button at the bottom of the letter generator.  

2. A dialog box appears.  Select the letter label type you want to create from the Label 
Type: dropdown list.  If you want the participant's name to be printed in First-Last 
order, click the Last, First button.   

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

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

1. To print the generated labels, hold down the Control (Ctrl) key at the bottom left or 
right of the keyboard and press the P keyboard key.   The Print window opens. 

2. Use the Print window to print the report. 

Close the Multiple Student Tool: 

1. Click the Close button on the Letter Generator form.  

2. Click the Close button on the Multiple Student Tool form.  

Student letter labels are now generated and printed for the 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 of the 
Welcome Screen.  StudentAccess displays the Utilities menu.         

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

3. Enter the Multiple Student Tool password into the password 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 you want to use in the Multiple Student 
Tool is selected from the Select a Saved List dropdown list at the top of the Select 
Students form. 
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Note:  To create or select a participant list, see Section 10.1.1, Creating a 
Participant List .  

2. Click the Update SA Status button on the Select Students form.  The Update 
StudentAccess Status form opens.  

 
Select the new participant status and update the participant records:   

1. Select the new status from the New StudentAccess Status dropdown list on the 
Update StudentAccess Status form.  

2. Click the Update button.  

 

Close the Multiple Student Tool forms:  

1.  Click the Close button on the Dynamic Report Generator form.  

2.  Click the Close button on the Select Students form.    

 

Student statues are now updated for the selected list of participants.  
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11 Update StudentAccess 
When you update StudentAccess from one version to the next, you are replacing the program file only 
(not the data file).  Because you are just replacing the program file, you will not lose any data you entered 
because all that data is stored in the data file.  The only information you will have to reenter into the new 
StudentAccess version is the location of the data file.   

  
11.1 Process Overview 
To update StudentAccess, from one version to a more recent version, or to install StudentAccess on 
another computer within your grant, do these steps: 
 

1. Backup your StudentAccess data file. 

2. Install the new version of the StudentAccess program file on each department computer that will 
use StudentAccess. 

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

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

 
11.2 Backup Your StudentAccess Data File 
Before you update StudentAccess, create a backup of the StudentAccess data file.  When you backup a 
file you create a copy of that file.  Creating a backup data file (a copy of your data file) ensures that you 
will not lose any participant information during the update process.   
 
When StudentAccess is updated, only the old version of the StudentAccess program file is replaced; 
however, when the new version of StudentAccess opens, it may have to update your data file’s structure 
so that your existing data file can work with the new StudentAccess program file.  Because the data file is 
the part of StudentAccess that stores all of your participant, contact, counselor and follow-up information, 
you must protect the data file.  Backing up the data file regularly is the best way to protect the data file 
and the information it contains.  Backing up the data file before updating StudentAccess is highly 
recommended. 
 
To Backup the StudentAccess Datafile: 

Find your data file location 

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

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

3. Click the Database Information link on the Admin menu.  The StudentAccess Database Info 
form opens. 

4. Locate the File Location Information heading on the StudentAccess Database Info form. 
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5. Below the File Location Information heading, locate the Data File Location: 
(SADataEOC.mdb) label.  Following this label is the path to your data file.   

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

 
 

Navigate to the folder/directory containing your StudentAccess data file 

1. Open the My Computer directory by double-clicking the My Computer icon on your desktop 
or by selecting My Computer from the Microsoft Windows Start menu. 

2.  At the top of the My Computer directory is a select box labeled Address:.  This is the 
Address text field.  Select all the text currently in the Address text field by highlighting it 
with your mouse. 

3.  Hold down the keyboard Ctrl key and press the keyboard v key once.  This will paste the 
data file’s location into the Address text field.   

4. Stop holding down the Ctrl key. 

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

6. Click the Go button to the right of the Address text field.  This takes you to the data file’s 

location.  The folder you currently have open is referred to as the data file’s directory in 

these instructions. 

Create a data file backup folder  

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

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

2. Select the New option from the right-click menu.  A new menu will open. 

3. Click the Folder option from the menu that just opened.  Microsoft Windows will 
create a new folder in the data file directory. 

4. The new folder’s name will be highlighted after you create it; this means you can 
rename the file.  Give this folder a logical name, such 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 (SADataEOC.mdb).  Microsoft Windows opens a 
file right-click menu.  

2. Select the Copy option from the file right-click menu.  

3. Open the StudentAccess_Datafile_Backups folder by double-clicking on it.  

4. Right-click in the StudentAccess_Datafile_Backups folder.  Microsoft Windows opens a 
right-click menu. 

5. Select the Paste option from the right-click menu.  A copy of your StudentAccess data file 
will be created in the  StudentAccess_Datafile_Backups folder.  This file is called the data 
file backup copy in the rest of these instructions. 

  
 Rename your StudentAccess data file backup to include the date when it was created 

1. Right-click the data file backup copy.  A right-click menu appears. 

2.  Select the Rename option from the right-click menu. 

3.  Rename the data file backup copy so that name includes today’s date (e.g. SADataEOC_4-
13-07.mdb). 

 
You have now backed up your StudentAccess data file.  People in your department can now reopen 
StudentAccess and use StudentAccess without harming the data file.  Continue with these instructions to 
update your StudentAccess program file. 
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11.3 Install the New Version of StudentAccess 
You must know your StudentAccess keycode before beginning these instructions.  To find your 
StudentAccess keycode, call StudentAccess Technical Support at (800) 801-1232. 
 
Caution:  Close StudentAccess before you install the new version. 
 
You must install the new version of StudentAccess on all computers that will be using StudentAccess in 
your department. 

 
 
To install the program file: 

Open the StudentAccess Downloads Page: 

1. Open a web browser (Internet Explorer, Netscape, Mozilla or Foxfire) 

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

3. Enter your keycode into the Enter Your Keycode: text field. 

4. Click the View Downloads button.  A list of links will appear.  These are all the 
programs you have purchased from Heiberg Consulting, Inc. 

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

1. Click the name of the StudentAccess version you want to update to from the list 
of available downloads. 

2. Click the Download Now button.  The File Download window opens. 

3. Click the Save button on the File Download window.  A file selector opens. 

Note:  If you are using the Mozilla Firefox Web browser, a file selector will 
not open. Click the Save button in the form that does open.  The 
StudentAccess executable will be saved to your computer’s desktop 
automatically.  Skip the next two steps and continue at the Run the 
StudentAccess Program File Executable. 

4. Select your computer’s desktop as the location to save from the file selector. 

5. Click the Save button on the file selector.  The StudentAccess executable with 
download to your desktop. 

 
Run the StudentAccess Program File Executable 

1. Close your Web browser. 

2. Double-click the StudentAccess Program File Executable icon located on your 
computer’s desktop.  The StudentAccess Program File Executable icon is labeled 
SAEOCSetup.EXE.   
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3. The Install Wizard opens.  Follow the instructions in the Install Wizard.  When 
you have finished the Install Wizard instructions, you have installed the new 
version of the StudentAccess program file on your computer.   

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

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

 
11.4  Link the Program File to the Data File  
The first time you open the new StudentAccess program file you must link the program file to the data 
file.  Your data file is still in the same location as it was before you downloaded and installed the new 
StudentAccess program file.  If you backed up you StudentAccess data file using these instructions, you 
created a Word document on the desktop of the first computer on which you updated StudentAccess.  The 
file is called Data_File_Location.  At this time, print Data_File_Location.  Data_File_Location 
contains that location of the StudentAccess data file.  You want to use this path/location to link all 
StudentAccess programs in your department to the same data file.  

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

-  Update StudentAccess to the next version (which is what you are doing now) 

-  Install the StudentAccess program file on a new computer 

-  Move the data file to another network server, shared computer or folder 
  
In this section, you will tell each new StudentAccess program file how to find the data file. 
 
You will need to repeat these instructions on every computer 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 do this by either: 

-  Double-clicking the icon labeled StudentAccess on your desktop, or 

-   Running StudentAccess from the Start Menu. 

2.  StudentAccess gives you this error message as it opens: 
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Click the OK button. 
 

       
 3. StudentAccess gives you this message next: 
 

   
 

 
 
 
 
 
 
 

 
 

Click the Yes button.  The Data File Location form opens. 
 
Link to the Data File:  

1. Click the Browse button on the Data File Location form.  A file selector opens. 

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

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

4. Select the StudentAccess data file (SADataEOC.mdb) by double-clicking its icon.   

5. Click the OK button on the Data File Location form.  The StudentAccess program 
file opens (Figure 9). 
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Figure 9.  StudentAccess Welcome Screen 
 

 
 
The Working Student list is located on the Welcome screen and looks like Figure 10. 

 
Figure 10.  The Working Student List 
 

 
All participants who were in the Working Student List before you updated StudentAccess, 
should be in the Working Student list of the updated version of StudentAccess. 
 
If your participants do not appear in the Working Student list, call StudentAccess Technical 
Support at (800) 801-1232. 
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If you have completed the two steps just described in this guide: 

1. Install the new StudentAccess program file on each department computer that will use 
StudentAccess 

2. Link each StudentAccess program file to the data file installed on the network server (or 
shared computer) 

 
You have updated StudentAccess in your EOC department.   

 
The computers on which you updated StudentAccess will need to have StudentAccess initialized again.  
See Section 3 of this document to initialize StudentAccess. 
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12  Encrypt SSN and DOB Values 
 
StudentAccess for Educational Opportunity Centers allows you the security of encrypting sensitive data 
related to your students.  Among other things, this includes the student’s Social Security Number and 
Date of Birth.  We use a 256-bit encryption when storing these values into the tables of the data file. 
 

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

1. Existing Users – This section will show you how to transition 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 StudentAccess you can run a utility to help you migrate that data to 
the new fields as well as encrypt it at the same time. 
 

12.2.1  Open the Encryption Utility 
1. Click the <- Go To Admin Link on the Main Menu 
2. Click the Database Administration link from the Admin menu 
3. Enter the Database Administrator password to access the DB Admin form. 
4. On the DB Admin form, click on the Open SID & DOB Encryption/Update Utility  link 

 

12.2.2  Encrypt DOB Values 
To encrypt existing Date of Birth values and move them to the new, secure field, follow these steps. 

1. Click the Date of Birth button in the top section of the form. 
2. The process will run and a message will appear letting you know that it is complete. 
Note: This utility will only move existing DOB values to 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 existing SSN data into the new secured field from the SID 
field.  This is only needed if you have students whose SSN is stored in the SID field; if all of your 
students already have a randomly generated SID you do not need to use this part of the utility. 

1. Select students that you wish to apply this option for.  Some students may have an Update 
Status of Unavailable for Update this means the student already has a value within the new 
field.  If you wish to run this utility on all students who are available, click the Select All 
button at the bottom of the form. 

2. When you have selected the students to apply the update to, click the Update SIDs button. 
3. The form will refresh when the process is complete, and the students that we just updated will 

now have the Unavailable for Update value in the Update Status column. 
Note:  Run through this utility as many times as necessary to update all students. 
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If you have any questions or problems with this utility, please contact StudentAccess Technical 
Support at (800) 801-1232. 

 

12.3  New Users 
For new StudentAccess users, the new, secure fields are enabled by default on the Permanent Information 
form as well as the New Student Input form.  This means that all data you enter into the DOB and SSN 
fields within StudentAccess is encrypted automatically. 
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13 Appendices 

Appendix A:  Commonly Asked Questions 
This section answers commonly asked questions Heiberg Consulting, Inc. has received over the years 
from StudentAccess users.  If you have a question that is not answered here, please call Heiberg 
Consulting, Inc.’s StudentAccess Technical Support at (800) 801-1232. 

 
1. What Help Resources are availiable for StudentAc cess 3.1 and how do I access these 
help resources? 
 
StudentAccess 3.1 has these help resources: 

-  This document 

-  The StudentAccess Listserve 

-  StudentAccess telephone support:  (800) 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.  I have forgotten one of the passwords I set in StudentAccess.  How do I fix this 
problem? 

Call StudentAccess Technical Support at (800) 801-1232. 

 
3. How do I backup my StudentAccess data file? 
  

See Section 11.2 of this document, or call StudentAccess Technical Support at (800) 801-1232. 

 
4. How often should I backup my StudentAccess data file? 

Ideally you should backup the StudentAccess data file daily.   
 
Your IT department may already be doing a daily backup of the data file.  We suggest that you 
first ask your IT department how often they backup the data 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 data file for you, we highly recommend you make 
your own data file backups.  To learn how to backup the data file, see Section 11.2  of this 
document. 

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

 
5.  If I update StudentAccess to the most recent ve rsion, will I lose any information I have 
entered into StudentAccess? 

Updating StudentAccess does not affect your data.  All participant, couselor, contact, objective 
and password information in StudentAccess is stored in the StudentAccess data file.  When you 
update StudentAccess you replace the program file only; the program file does not store any of 
your data.     

 
 
6. How do I 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 answer yes to all of these questions: 

-  Did you just purchase StudentAccess? 

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

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

-  Is your previous participant data large enough to deter you from entering the participant data by 
hand into StudentAccess? 

If you have answered yes to all of these questions, you should order a data conversion from Heiberg 
Consulting, Inc.  To order a data conversion, please call  (800) 801-1232. 

 
 
7. How do I find the StudentAccess data file locati on? 

To find the data file location, if StudentAccess is installed in your department: 

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

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

3. Click the Database Information link on the Admin menu.  The StudentAccess 
Database Info form opens. 

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

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

 
8.  Do I need to know Microsoft Access to use Stude ntAccess? 

No, you do not need to know Microsoft Access to use StudentAccess.  To use StudentAccess, you 
will just need to click buttons and links, select items from dropdown menus and enter information 
into text fields.   
 
If you can use an Internet browser like Mozilla or Internet Explorer, you will have little difficulty 
using most features in StudentAccess; however, if you want to create your own reports in 
StudentAccess, knowledge of Microsoft Access will help you 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 I have 
when creating this report? 
 If you need to generate a report that is not in StudentAccess, you have these options: 

-  If you are familiar with Microsoft Access, and have created your own queries and reports 
in the past, you can create your own custom query using StudentAccess.  If you are not 
familiar with Microsoft Access, this method is not recommend. 

-  You can order a custom report from Heiberg Consulting, Inc.  Please call  (800) 801-
1232.  Custom reports have additional charges because they require time to create.  If 
Heiberg Consulting, Inc. receives enough requests for the same kind of custom report, 
they add the requested report into future versions of StudentAccess. 

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

This participant status is not used in the Annual Performance Report.  This status has no meaning 
outside of StudentAccess.  It is used in StudentAccess to allow you to easily identify participants 
who are currently using services provided by your EOC program.  Possible values of 
StudentAccess Status are: active, inactive or pending.  You set this status in the participant’s 
Permanent Information.  
 
Participant Status 



 
13 Appendices 

 
 

StudentAccess for EOC, Version 3.1, User’s Guide Page 77  

This participant status is used in the Annual Performance Report.  Changing this status will 
change whether the participant’s information is reported 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 through the Student menu of StudentAccess.  
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Appendix B: Creating a Real-Time Database 
 

When do I need to create a real-time database? 
If you want to create your own reports and queries in StudentAccess, you must create a real-time 
database.  If StudentAccess has all the reports you need and you have no need to generate 
additional reports, do not create a real-time database.   

 
 The Dynamic Report Generator will handle most needs for a real-time database for generating 

reports.  

 

What is a real-time database? 
A real-time database, as it is defined in these instructions, is a Microsoft Access file that links to 
your StudentAccess data file.  When the real-time database links to your data file, it imports all 
the data tables from your data file into itself.  A data table stores data records; data records 
represent participant, contact, counselor and follow-up information.   
 
You create a real-time database by creating a new/blank/empty Microsoft Access file/database 
and linking the StudentAccess data file’s tables to that new Microsoft Access database.  

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

A real-time database protects the StudentAccess data file.  If you open the StudentAccess file 
directly (instead of through the real-time database), you risk corrupting your EOC program’s 
StudentAccess data.  Some corrupt data can be repaired, but most of it is permanently lost. 
 
To protect your data file from corruption and prevent data loss, always interact with the data file 
through the StudentAccess program file or a real-time database. 

 
Will updating StudentAccess replace my real-time da tabase? 

Your real-time database will not be removed when you upgrade to a newer version of 
StudentAccess.  The only file that is replaced when you update StudentAccess is the 
StudentAccess program file, which is the file you open when you open StudentAccess.  Any real-
time databases you create and the StudentAccess data file are untouched by the StudentAccess 
update process.    

 
 (Appendix continues on next page) 
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How do I create a real-time database? 
To create a Real-time Database, you must do two steps: 

1. Create a new Access database file. 

2. Link the tables from the StudentAccess data file (SADataEOC.mdb) to the new Access 
database file. 

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

1. Open Microsoft Access 

2. Click the About Microsoft Access option in the Help menu in Microsoft Access.  The About 
Microsoft Access window opens. 

3. At the top of the About Microsoft Access window is your Microsoft Access version.  It may 
read something like this:  Microsoft® Access 2000 

 
If your version is Access 2000, see Section 1. 
If your version is Access 2002, see Section 2 
If your version is Access 2003,.see Section 3. 
If your version is Access 2007, 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 the Create New Database form (Figure 11).  Select the Blank 
Access Database radio button from the Create New Database form. 

 

 
 

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

 
   

3. Click the Ok button on the Create New Database form.  Microsoft Access opens a file 
selector. 

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

5. Name your real-time database by typing the name Realtime.mdb into the file name text 
box of the file selector. 

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

 
 

Link the StudentAccess data file tables to your real-time database: 

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

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

3. Use the file selector to navigate to the location of your data file.   

4. When you see your data file’s name displayed in the file selector, select your data file by 
double-clicking its filename.  The Link Tables form opens (Figure 13). 

Figure 13.  The Link Tables Form 
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1. Click the Select All button on the Link Tables form.  This selects all tables in your 
StudentAccess data file so that they can all link to your real-time database. 

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

 
Figure 14.  Real-Time Database with Linked Tables 

 
You have now created your real-time database.  Before creating any of your custom 
queries or reports, please read the Real-Time Cautions section 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 the screen with lists of links.  Select the 
Create a New File… under the Open section of the right panel.  A new right panel 
appears. 

3. Click the Blank Database… link on the right panel.  Microsoft Access will open a file 
selector. 

4. Using the file selector, navigate to the location where you want to save the real-time 
database.   
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5. Name your real-time database by typing the name Realtime.mdb into the file name text 
box of the file selector. 

6. Click the Create button on the file selector.  This creates your real-time database in the 
location you selected with the file selector.  Microsoft Access will automatically open 
your real-time database.  Your new real-time database will look like Figure 15. 

 
Figure 15. The New Real-Time Database 

 
 

Link the StudentAccess data file tables to your real-time database: 

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

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

3. Use the file selector to navigate to the location of your StudentAccess data file (the file 
containing all your participant, counselor, contact and follow-up information).   

4. When you see your data file’s name displayed in the file selector, select your data file by 
double-clicking its filename.  The Link Tables form opens (Figure 16). 

5. Click the Select All button on the Link Tables form.  This selects all tables in your 
StudentAccess data file so that they can all link to your real-time database. 

6. Click the Ok button on the Link Tables form.  Microsoft Access links all the selected 
tables into your real-time database.  Your real-time database 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.  Before creating any of your custom queries or 
reports, please read the Real-Time Cautions section 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. Open Microsoft Access. 

2. Access opens showing a panel on the right of the screen with lists of links.  Select the 
Blank Database under the New section of the right panel.  Microsoft Access opens a file 
selector. 

3. Using the file selector, navigate to the location where you want to save the real-time 
database.   

4. Name your real-time database by typing the name Realtime.mdb into the file name text 
box of the file selector. 

5. Click the Create button on the file selector.  This creates your real-time database in the 
location you selected with the file selector.  Microsoft Access will automatically open 
your real-time database.  Your new real-time database will look like Figure 18. 

 
Figure 18. The New Real-Time Database 

 
 

Link the StudentAccess data file tables to your real-time database: 

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

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

3. Use the file selector to navigate to the location of your data file.   
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4. When you see your data file’s name displayed in the file selector, select your data file by 
double-clicking its filename.  The Link Tables form opens (Figure 19). 

5. Click the Select All button on the Link Tables form.  This selects all tables in your 
StudentAccess data file so that they can all link to your real-time database. 

6. Click the Ok button on the Link Tables form.  Microsoft Access links all the selected 
tables into your real-time database.  Your real-time database 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.  Before creating any of your custom queries or 
reports, please read the Real-Time Cautions section in Section 5 of this appendix.    
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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 labeled Getting Started with Microsoft Access.   Click 
the Blank Database icon under the New Blank Database section of the welcome screen 
(see Figure 21).  Microsoft Access opens the Blank Database form in the right panel of 
the welcome window. 

 

Figure 21.  The New Blank Database Icon (Shown in Y ellow) 

 
3. Click the open file icon (Figure 22) to the left of the File Name: textbox in the Blank 

Database form.  A file selector opens in a pop-up window.   

 

Figure 22.  The Open File Icon 

 
4. Using the file selector, navigate to the location where you want to save the real-time 

database.   

5. Name your real-time database by typing the name Realtime.mdb into the File name text 
box of the file selector. 

6. Click the OK button on the file selector.  Your database’s name appears in the File 
Name: textbox in the Blank Database form.   
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7. Click the Create button on the Blank Database form.  Microsoft Access opens 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 real-time database: 

1. Click the Get External Data tab (Figure 24) on the toolbar at the top of the screen.  
Microsoft Access shows the External Data menu.   

2. Click the icon labeled Access on the External Data menu (Figure 25).  Microsoft Access 
opens the Get External Data window.   

3. Click the Browse button on the Get External Data window.  Microsoft Access opens a 
file selector. 

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

5. Select the Link to data source by creating a linked table option on the Get External 
Data window by clicking the radio button beside the option. 

6.  Click the OK button on the External Data form.  The Link Tables window opens (see 
Figure 26). 

7. Click the Select All button on the Link Tables form.  This selects all tables in your 
StudentAccess data file so that they can all link to your real-time database. 

8. Click the Ok button on the Link Tables form.  Microsoft Access links all the selected 
tables into your real-time database.  Your real-time database 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.  Before creating any of your custom queries or reports, 
please read the Real-Time Cautions section in Section 5 of this appendix.    
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5. After Creating the Real-Time Database 
This section gives you cautions and hints about using your real-time database.  Please read this section 
before creating any reports or queries in you real-time database. 

Real-Time Cautions 
Caution:  Any changes made to the records in the real-time database (Realtime.mdb) are 
reflected in the StudentAccess data file.  Do not delete or edit any information in your real-
time database unless you want that information deleted or edited permanently in the data 
file. 
 

For example, if you create a query and decide that you do not want to include a particular 
participant in the results of that query, do NOT delete the participant from the query 
results.  If you delete the participant from the query results, the participant will also be 
deleted from the StudentAccess data file and you will lose all information about that 
participant.  
 
Instead of deleting the participant from the query results, recreate the query in your real-
time database so that it no longer shows that participant’s record when the query 
executes. 
 
You can delete or modify queries or reports you create in your real-time database 
without harming any existing StudentAccess data; however, be extremely careful when 
modifying data those queries return as results. 

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

To make changes to your existing data or delete records from StudentAccess, use the 
Student menu, General menu, Admin menu or the Utilities menu.  

 
How Tables are Named and Organized in StudentAccess  

The tables that have the prefix lkp  are lookup tables.  Lookup tables contain dropdown lists 
options in StudentAccess.  
 
The tables with the prefix tbl  contain the data you recorded on each form in StudentAccess.    
 
You can open the design view of the tables to see what information each table contains.  The 
design view of each table also has comments describing each field stored in the table. 

 
Additional Resources About Microsoft Access 

If you are unfamiliar with Microsoft Access, and you want to create your own queries and reports 
in a real-time database, we recommend you purchase a book about Microsoft Access.  The book 
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you buy will depend upon which version of Microsoft Access you are using.  The book chapters 
you will use most when working with your real-time database 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 the About Microsoft Access option in the Help menu in Microsoft Access.  The 
About Microsoft Access window opens. 

3. At the top of the About Microsoft Access window is your Microsoft Access version.  It 
may read something like this:  Microsoft® Access 2000 

  
Books we recommend are: 
 For Microsoft Access 2007: 

-  Microsoft Office Access 2007 Step by Step from Microsoft Press 

-  Special Edition Using Microsoft Office Access 2007 from Que 
 

For Microsoft 2003: 

-  Microsoft Office Access 2003 Step by Step from Microsoft Press 

-  Special Edition Using Microsoft Office Access 2003 from Que 
 
For Microsoft Access 2002: 

-  Microsoft Access Version 2002 Step by Step from Microsoft Press 

-  Microsoft Access 2002 Plain & Simple from Microsoft Press 
 

For Microsoft 2000: 

-  Special Edition Using Microsoft Access 2000�from 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 License Agreement (SALA) is a legal 
agreement between you (either an individual or a single entity) and Heiberg Consulting, Inc. (HCI) for 
StudentAccess, which includes computer software and may include associated media, printed materials, 
and "online" or electronic documentation ("SOFTWARE PRODUCT"). By installing, copying, or 
otherwise using the SOFTWARE PRODUCT, you agree to be bound by the terms of this SALA. If you 
do not agree to the terms of this SALA, do not install or use the SOFTWARE PRODUCT; you may, 
however, return it to HCI for a full refund within 30 days of receipt. 
 
SOFTWARE PRODUCT LICENSE 
 
The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well 
as other intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold. 
 
1. GRANT OF LICENSE. This SALA grants you the following rights: 
 
· Applications Software. You may install and use the SOFTWARE PRODUCT, or any prior 
version for the same operating system, on the number of computers that will facilitate the use of the 
software for the licensed number of users.  
 
· Storage/Network Use. You may also store or install a copy of the SOFTWARE PRODUCT on a 
storage device, such as a network server, used only to install or run the SOFTWARE PRODUCT on your 
other computers over an internal network; however, you must acquire a user license for each separate user 
of the SOFTWARE PRODUCT. A license for the SOFTWARE PRODUCT 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, notwithstanding other sections of this 
SALA, you may not resell, or otherwise transfer for value, the SOFTWARE PRODUCT. 
 
· Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse 
engineer, decompile, or disassemble the SOFTWARE PRODUCT, except and only to the extent that such 
activity is expressly permitted by applicable law notwithstanding this limitation. 
 
· Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its 
component parts may not be separated for use by more than the purchased number of users other than 
expressly stated. 
 
· Rental. You may not rent, lease, or lend the SOFTWARE PRODUCT.  
 
· Support Services. HCI may provide you with support services related to the SOFTWARE 
PRODUCT ("Support Services"). Use of Support Services is governed by the HCI policies and programs 
described in the user manual, in "online" documentation, and/or in other HCI-provided materials. Any 
supplemental software code provided to you as part of the Support Services shall be considered part of the 
SOFTWARE PRODUCT and subject to the terms and conditions of this SALA. With respect to technical 
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information you provide to HCI as part of the Support Services, HCI may use such information for its 
business purposes, including for product support and development. HCI will not utilize such technical 
information in a form that personally identifies you. 
 
· Software Transfer. You may permanently transfer all of your rights under this SALA, provided 
you retain no copies, you transfer all of the SOFTWARE PRODUCT (including all component parts, the 
media and printed materials, any upgrades, this SALA, and, if applicable, the Certificate of Authenticity), 
and the recipient agrees to the terms of this SALA. If the SOFTWARE PRODUCT is an upgrade, any 
transfer must include all prior versions of the SOFTWARE PRODUCT. 
 
· Termination. Without prejudice to any other rights, HCI may terminate this SALA if you fail to 
comply with the terms and conditions of this SALA. In such event, you must destroy all copies of the 
SOFTWARE PRODUCT and all of its component parts. 
 
3. UPGRADES. If the SOFTWARE PRODUCT is labeled as an upgrade, you must be properly 
licensed to use a product identified by HCI as being eligible for the upgrade in order to use the 
SOFTWARE PRODUCT. A SOFTWARE PRODUCT labeled as an upgrade replaces and/or 
supplements the product that formed the basis for your eligibility for the upgrade. You may use the 
resulting upgraded product only in accordance with the terms of this SALA. If the SOFTWARE 
PRODUCT is an upgrade of a component of a package of software programs that you licensed as a single 
product, the SOFTWARE PRODUCT may be used and transferred only as part of that single product 
package and may not be separated for use on more than one computer. 
 
4. COPYRIGHT. All title and copyrights in and to the SOFTWARE PRODUCT (including but not 
limited to any images, photographs, animations, video, audio, music, text, and "applets" incorporated into 
the SOFTWARE PRODUCT), the accompanying printed materials, and any copies of the SOFTWARE 
PRODUCT are owned by HCI. The SOFTWARE PRODUCT is protected by copyright laws and 
international treaty provisions. Therefore, you must treat the SOFTWARE PRODUCT like any other 
copyrighted material except that you may install the SOFTWARE PRODUCT on the required computers 
provided you keep the original solely for backup or archival purposes.  
 
5. DUAL-MEDIA SOFTWARE. You may receive the SOFTWARE PRODUCT in more than one 
medium. Regardless of the type or size of medium you receive, you may use only one medium that is 
appropriate for your single computer. You may not use or install the other medium on another computer. 
You may not loan, rent, lease, or otherwise transfer the other medium to another user, except as part of 
the permanent transfer (as provided above) of the SOFTWARE PRODUCT. 
 
6. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARE PRODUCT and 
documentation are provided with RESTRICTED RIGHTS. Use, duplication, or disclosure by the 
Government is subject to restrictions as set forth in subparagraphs (c)(1) and (2) of the Commercial 
Computer Software—Restricted Rights at 48 CFR 52.227-19, as applicable. Manufacturer is Heiberg 
Consulting, Inc., 120 Mathews Street Suite 1, Fort Collins, CO 80524. 
 
MISCELLANEOUS 
 
If you acquired this product in the United States, this SALA is governed by the laws of the State of 
Colorado.  
 
If this product was acquired outside the United States, then local law may apply. 
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Should you have any questions concerning this SALA, or if you desire to contact HCI for any reason, 
please contact HCI at Heiberg Consulting, Inc., 120 Mathews Street Suite 1, Fort Collins, CO 80524. 
 
LIMITED WARRANTY 
 
LIMITED WARRANTY. HCI warrants that (a) the SOFTWARE PRODUCT will perform substantially 
in accordance with the accompanying written materials for a period of ninety (90) days from the date of 
receipt, and (b) any Support Services provided by HCI shall be substantially as described in applicable 
written materials provided to you by HCI, and HCI support engineers will make commercially reasonable 
efforts to solve any problem issues. Some states and jurisdictions do not allow limitations on duration of 
an implied warranty, so the above limitation may not apply to you. To the extent allowed by applicable 
law, implied warranties on the SOFTWARE PRODUCT, if any, are limited to ninety (90) days. 
 
CUSTOMER REMEDIES. HCI's and its suppliers' entire liability and your exclusive remedy shall be, at 
HCI's option, either (a) return of the price paid, if any, or (b) repair or replacement of the SOFTWARE 
PRODUCT that does not meet HCI's Limited Warranty and which is returned to HCI with a copy of your 
receipt. This Limited Warranty is void if failure of the SOFTWARE PRODUCT has resulted from 
accident, abuse, or misapplication. Any replacement SOFTWARE PRODUCT will be warranted for the 
remainder of the original warranty period or thirty (30) days, whichever is longer. Outside the United 
States, neither these remedies nor any product support services offered by HCI are available without proof 
of purchase from an authorized international source. 
 
NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, 
HCI DISCLAIMS ALL OTHER WARRANTIES AND CONDITIONS, EITHER EXPRESS OR 
IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF 
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, TITLE, AND NON-
INFRINGEMENT, WITH REGARD TO THE SOFTWARE PRODUCT, AND THE PROVISION OF 
OR FAILURE TO PROVIDE SUPPORT SERVICES. THIS LIMITED WARRANTY GIVES YOU 
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY 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 LIABLE FOR ANY SPECIAL, 
INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING, 
WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS 
INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER PECUNIARY LOSS) 
ARISING OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE PRODUCT OR THE 
PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES, EVEN IF HCI HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANY CASE, HCI'S ENTIRE 
LIABILITY UNDER ANY PROVISION OF THIS SALA SHALL BE LIMITED TO THE GREATER 
OF THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWARE PRODUCT OR U.S.$5.00; 
PROVIDED, HOWEVER, IF YOU HAVE ENTERED INTO A HCI SUPPORT SERVICES 
AGREEMENT, HCI'S ENTIRE LIABILITY REGARDING SUPPORT SERVICES SHALL BE 
GOVERNED BY THE TERMS OF THAT AGREEMENT. BECAUSE SOME STATES AND 
JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY, THE 
ABOVE LIMITATION MAY NOT APPLY TO YOU. 
 


