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Thank Youl!

Heiberg Consulting, Inc., would like to say thank you to our customers. We have 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 3.5 for McNair, and look forward to supporting and working with you for years to
come.

Everyone at HCI
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1 Introduction

1 Introduction

What is StudentAccess for McNair?

StudentAccess is a software program designed for McNair. StudentAccess tracks student,
counseling,dvi sing and tutoring information for the
Performance Report Youdo notneed to know Microsoft Access use StudentAccess.

StudentAccess gives you dilet capabilities of Access without the complexity.

StudentAccess can be useddaily data-entry tasks andeporting purposes

Daily data-entry tasksinclude:

- Managing student information

- Managing tutor information

- Recording tutoring sessions

- Recordng counseling sessions

- Recording tutoring hours

- Generating letterior students and tutors

- Managing items that can be checked out to students or tutors

Reporting purposesinclude:

- Storing information usedtogeret e t he Depart ment of Educati
Report

- Generating Section Ill of the Annual Performance Report (for more information on the
APRG, see Section 4.4 of this guide).

- Generating reports for:
- Student acadeimneed
- Student demographics
- Student schedules
- Tutoring requests
- Tutoring comments
- Counselocomments
- Tutoring timesheefsand
- Checked at items

StudentAccess now has the Annual Performance Report Generator built into the program file.
You can now access the APRG from the StudentAccess Utilities menu.

StudentAccessfor Mc Nair, Version 3.5, Usero6s Gui de Pagel



1 Introduction

How Many People can Use StudentAccess?

The Database

StudentAccess can be used by onenany computers at the same time. A multi
computer setup allows multiple people to access and update shared information from
different computers. The singlser computer setup is installed on a single computer
that only allows one user using that moenputer 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 necessavithin your individual grant Each grant should purchase its own
StudentAccess license.

Who Creates StudentAccess?
StudentAccess is created and maintained by Heiberg Consutimgn Fort Collins, Colorado.

To clarify steps in this guide or to troubleshoot problems experienced while usiggites
please call StudentAccess Technical Suppd@@Q) 8011232

Document Purpose
This userés guide helps you:

Install StudentAccess

Add students, counselorsoordinators and tutors to StudentAccess
Create tutoring requests

Match tutoring requests tutors

Use theMultiple Student Tool

Use theinventory Manager

Record tutoring hours

Use the emaiyjenerator

Generate reports using StudentAccess

Student Access for McNair, Version 3.5, User 6RPageRui de



1 Introduction

Document Scope
This guide assumes you have:
- Your product keycode.

- Computers in your department that match or exceed the systginements irsection
1.1., System Requirementsf this document.

If you are using the full version of StudentAccess (and not the demo version), your product keycode
needed to download StudentAccess from our Webasitsged at http://www.studentaccess.com/McNair.
If you cannot find your keycode, please call StudentAccess Technical Sap{@®®) 8011232

1.1. System Requirements
Minimum Requirements
- Microsoft Windows 2000 or hher
- Microsoft Acces=2000 or higher
- 128MB RAM
- Network required for mukuserfunctionality
System Recommendations (for tracking up to 50,000 students)
- Microsoft Windows XP or higher
- Microsoft Acces2002/XP or higher
- Pentium Il 1Ghz or higher processor
- SVGA (1024x768 or higher) video adapter
- Network required for mukuserfunctionality
Disk Space Requirements
- 10MB for the program filécontains formsnd reports)

- 100MB database file for 5,000 students (estimate of 20MB for 1000 students per year for
5 years)

- Shared network drivear multi-userfunctionality

Backup

- Requires that you make a copy of the data file

- Recommended data file backup weekly to protect your data
- Call (800) 8011232for more information or with questions

Supported options
- Terminal Server
- MS SQL

Student Access for McNair, Version 3.5, User 6RPage@ui de



1 Introduction

1.2 Help Resources
Table 1. Help Resources

Contact information or document

Help Resource Use to location
StudentAccess Technica Clarify steps in this guide or (800) 801-:1232
Support (Heiberg troubleshoot problems experience
Consultinginc.) while using this guide.

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

StudentAccess Download help documentation for http:/www.studentaccess.com/Resourt

Document Library StudentAccess. /support/doclib/McNair/default.asp

McNair

StudentAccess McNair  Get stepby-step instructions on With StudentAccess open, press Bie

Help Menus how to use common StudentAcce: keyboard key to the right of the Esc ke
features.

1.3 Organization of This Guide

No section of this guide assumes youbve read this
before entering data into StudentAccessliastall StudentAccessandlnitialize StudentAccess

The next section degbes how to install StudentAccess in your McNair department.
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2 Install StudentAccess

2 Install StudentAccess

Note: These installation instructions are for the full version of StudentAccess (not the demo
version). To install the demo version, see the installation instructienon the demo download page.

Decide what you want to do:

Update StudentAccess or Add Additional Computers to your StudentAccess
Installation

If your McNair department is already using StudentAccess and you just want to update
StudentAccesto version 3.5, skip this section and r&attion 10of this document.

If you already have any version of StudentAccess installed on one or more computers in your
department and you want to install Studen&sscon one or more additional computers see
Section 10of this document.

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

2.1 Decide Where to Put the Data File
StudetAccess has two parts: tReogram File (front end) and th®ata File (backend).

The program filestores and manages the Graphical User Inteda&tudentAccess. The Graphical User
Interface is the part of StudentAccess you see while using StudentAccess: dimpad®wn menus,
buttons and reports. The program file does not store any of your data. It is installed on epeitgrcom
that will user StudentAccess.

The data file stores participant and grant informatidhere is one, and only one, data file. This one data
file is stored on either:

1. (Multi-computer setup) A networderverthat 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 departmenugalate the data filstored on the shared
computerby using their own computers.

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

Figure 1shows a correct muttomputer installation of StudentAccess. Notice that (a) there is one and
only one data fileand (b) all computers running StudentAccess are connected to that one data file

Student Access for McNair, Version 3.5, User 6Rage®Gui de



2 Install StudentAccess

Figure 1. StudentAccess Multi-Computer Installation

Server or Shared Computer
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StudentAccess Program File

Table 2 summarizes the differences between the prograantiiéhe data file

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

Program File Data File
Installed on each computer running StudentAcces| Installed oronenetwork serveor oneshared
computer
~All program filesconnect to thenedata file | Onedata fileis connected to alltS8dentAccess
program files

Replaced when StudentAccess is updated to a ne| Never replaced when StudentAccess is update
version
~Stores data entry fornand reports used toeate the | Stores student, contact, counsgtond followup
Graphical User Interface information
~Sends information additions, updates and request| Provides data to the program filddds or
the data file updates information when the program file
requests these actions.

If you put the data file and the program file on the same computeargaising StudentAccess as a
singlecomputer setup. A singleomputer setup only allows one computer to update the data file, and
everyone who wants to use StudentAccess must use that one computer.

Student Access for McNair, Version 3.5, User 6RPageGui de



2 Install StudentAccess

If you put the data file in a shared location (e.ghared folder, or on a server), you are using
StudentAccess as a muttbmputer setup. A muliomputer setup allows multiple users to
access and update the data file at the same time from different computers.

We recommend you install StudentAccesa asult-computer setup because it:

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

2. Makes StudentAccess more scalable. This means that if you later decide to install
StudentAccess on an additional computer in yi®partment, adding that additional
computer is easier if you are already using StudentAccess as @omituter setup.

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

Most grants will use StudentAccess as a madtnputer setup. Use these instructions to install
either of these two setups.

2.2 Get a Data File

You can obtan a data fileby ordering a data conversitmom Heiberg Consultingnc., or by
requesting a blank data file from Heiberg Consulting, Inc.

Order a Data Conversion

If your McNair program has participant data from previous years that you would like to use
in StudentAccess, you can order a data convefsiom Heiberg Consultingnc. When HCI

does a data conversion, we take your existing McNair program data and put it into an empty
Studenfccess data file When the conversion is finished, we send you the dataiftheall

of your previous data in it.

To order a data conversiorall SudentAccess Technical Suppati{800) 8011232.

Request a Blank Data File

If you have no previous data about your McNair program that yaddaie to use in
StudentAccess, you can obtain an empty datdréile Heiberg Consultingnc. If you have
not already received the data file by enaaibn CD call StudentAccess Technical Support at
(800) 8011232.

2.3 Install the StudentAccess Data File

Whether you are instalg StudentAccess as a singlemputer setup or a multiser setup determines
where you will save the data file.

Multi-Computer Setup

Once you have the data fikou need to install itither on a network server a shared computer
in your department. To do this, you have two optidhgour department employs an
information technology professionalo the instructions in this section.
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If your department does not have an information technology professiwriathis person is
extremely busy, calbtudentAccess Technical Suppor{&20) 8011232 and we will help you
install the data file

Single-Computer Setup

Save the data file on the computer on which you will use Studergdc&ave 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 insdll the StudentAccess program fda all computers that will use StudentAccess in
your department.

You can obtain the StudentAccess programffien a CDmailed to you from Heiberg

Consulting Inc,, or you can download the program file from the StudentAccess WebT$igse
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 fiiten the Web siteyou will need your
StudentAccess keycodéf you do not know your Studentdess keycode, call StudentAccess
Technical Supporat (800) 8011232

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

1. Open a web lmwser (Internet Explorer, Netscape, MozilaFirefox).

2. Go the StudentAccess downloads pagated at
www.studentaccess.com/Resoes/downloads

3. Enter your keycod@to theEnter Your Keycodetext field.

4. Click theView Downloadsbutton. A list of links will appear. These are all the
programs you have purchased from Heiberg Consuiltirog

Download the StudentAccess Program File Executabteo your Comput er 6s
Desktop

Click the StudentAccess for McNair 3.89ink from thelist of available downloads.
Click theDownload Nowbutton. The~ile Downloadwindow opens.

Click the Savebutton on thd-ile Downloadwindow. A file selector opens.

Sel ect your c asithp lodaton tdsave drenghe filosplector.

a M wDd

Click the Savebutton on the file selector. The executabith download to your
desktop

Run the StudentAccess Program File Executable
1. Close your web browser.
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2. Doubleclick the StudentAcceddrogram File Executableon located on your
comput er 6The StuelentddcaspProgram File Executable icon is labeled
SAMcNairSetup.EXE.

3. The Install Wizard opens. Follow the instructions in the Install Wizard. nWbe
have finished the Install Wizard instructions, you have installed the StudentAccess
program fileon your computer.

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

2.5 Start StudentAccess for the First Time

The first time you open the StudentAccess progranyfilemust 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 neeallink them again unless you:

- Update StudentAcces$s the next version
- Reinstall the StudentAccess program file
- Move the data fileo another network serveshared computer folder

If you have followed the instructions in this section sequentially:
- You have istalled the data filand the program file
- You have mapped each computer with the StudentAccess programtFikedata file

In this section, you will tell each StudentAccess programhii 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.fidou can @ this by either:
- Doubleclicking the icon labeled StudentAccess on your deskiop
- Running StudentAccess from tBgart Menu

2. StudentAccess gives you this error message as it opens:
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File Check

O

Click theOK button.
3. StudentAccessiges you this message next:

Table Access Error

o= ] w |

Click theYesbutton. TheData File Location form opens.

Link to the Data File:
1. Click theBrowsebutton onthe 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 fEADataMcNair.mdlp by doubleclicking its
icon.

4. Click theOK button on thdata File Location form. The StudentAccess program
file opens and shows the StudentAccess Welcome Screen.
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Figure 2. StudentAccess Welcome Screen

B 3.5 Quick Access Main Menu
Filter List

Counselor

Skatus: For MoNai

Currently Working As:

Student:  (FEREEMLES

Working Student:

Dizco Stu

StudentAccess

=] B3
Default Period
SPO9
2008-2009

2 3.5

=l

Current Working Student:

Beardly, Jasper
Bouwier, Patky
Bouvier, Selma
Brockman, kKent
Chalmers, Superlntendent
Comichook, Guy

Dae, John

Daris, Lunchlady
Flanders, Maude
Flanders, Ned

Wig/Edit Student Information:

Permanent Information
Term Information
Year Information

Record/Review Services Provided:

Flanders, Riod
Groundskeeper, Willie

Conkack:
Hibbert, Dr c':"" AC SL-
Jailbird, Snake _'I'ITII'ItIEI'I 5
Jones, Carl Tutoring Reguests

Lovejoy, Helen Grade Estimator

McCallisker, Captain
Monroe, Marvin
MNahasaneermanetkilon, Ann

Software is up ko date.
Annual Support Plan is current.
2009 Heiberg Consulting, Inc.

Display As:

Ned Flanders

Cuick Information About This Student:

- Lowe Income; Underrepresented;
- Mew Participant (For reporting period)
- Student is Active

Display Another Menu;
Z-- 30 To Student
#=-- G0 To Tukaring
- Go To Admin
=-- Go To Utilities

#=-- G0 To Reparks

SA-MCMa 43,5 090609 M0

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

Figure 3. The Working Student List

Working Student:
Badguy, Snake
Bouvier, Patty
Bouvier, Selma

Brockmen, Kent

Burns, Mongomery
Chalmers, SuperIntendent
Comicbook, Guy

Flanders, Maude
Flanders, Ned

Flanders, Rod

Flanders, Todd
Groundskeeper, Willie
Gumble, Barney
Hibbert, Dr
Jasper, Old
Jones, Carl
Krabapple, Edna
Lovejoy, Helen

| unchlady. Daris L‘

Display As:

If you did not order a data conversjgiour data filewill 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 McNair department.

Student Access f
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2 Install StudentAccess

If you are lost or confused, please call StudentAccess Technical Sap{@®®) 8011232

Before entering data into StudentAccess, you must initializéeBtAccess If you do not
initialize StudentAccess before adding information, you may enter information into the wrong
year. Inthe next section, you will initialize the StudentAccess progratmyfile

1. Setting the default term
2. Setting your depart mentoéatson,Amdnu a l Performanc

3. Setting the admin, DB, and Muyste Student Togbassword
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3 Initialize StudentAccess

You must initialize the StudentAccess programditieer you install StudentAccess and before anyone in
your department enters information into StudentAccess. You only need to initialize Studenthceess

3.1 Process Overview
Initializing the SudentAccess program filequires these steps:

Set the default term

Set your depart ment 6 s(ARPhlocation Performance Repor
Set the Administrator password

Set the DB Administrator password

Set the Multiple Student Toplasswordand

o g bk w D

Add counseloraind coordinators to StudentAccess

Steps 3 through 5 are optional.
You must do step 6 if you did not order a data convelfsion Heiberg Consultingnc.

Steps 1 through 6 can be done in any order. defieult term will be the academic term rfavhich you
want to create tutoring requesesiter student coursehedules and enter services utilizédsually, the
default term is the current acadernerm.

3.2 Define StudentAccess Passwords and Defaults

Before you begin initializing StudentAcces fill out tBeidentAccess Passwords and Defaultsrm on
the next page.
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StudentAccess Passwords and Defaults (Page 1 of 1)

1. Department 6s default term

The depart memnmidd def a&uhlet ctuerrment academsc ter m.
March 9, 2007, the default ters probably Spring 07.

When the next term begins, you will have to update the default term

2. Depart ment 6s AnnualLocBton (ticle one)n ¢ ehodse Yearr t
The ARP location specifies whether your department will enter participant, statcent grade
level, academic standirend enrolimenstatuson the Term or Year forrim StudentAccess. In
previous versions of StudentAccess you were able to choose bétereemndYear. As of

version 3.5 of StudentAcceségar is the only option.

4. Administrator password:

Theadministrator passwonghssworebrotects three links on the Admin menurhese links are:
Add a New Student Update and Review Dé&ault Values andWorkstation Settings. If you
want only a few people in your department to be able to add and delete stededs, set the
default termwe recommend you set an administrator password.

If you do not set an administrator password, it wilhiedio.

5. DB (Database) Password:

The DB password passwepdotects thdatabase Settingsink on the Admin menu If you

want only a few people in your department to b
Reportlocation (number 2 on this fodnor change yor keycode set a DB Password.

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

6. Multiple Student Tool Password:

TheMultiple Student Toopassworgassworebrotects the Multiple Student Tool link on the
Admin menu The Multiple Student Tool allows a person entering data into StudentAccess to
email multiple students, generate lettaddressed to multiple students, add services utitzed
multiple student records in StudentAccess and add courtsgtonentso multiple student

records. If you want only a few people in your department to be able to do these things, set a
Multiple Student Tool password.

If you do not set a DB password, it will bello.
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3.3 Set the Default Term

Once youodr e f i rStudehtkcdessfPasbwordsagd Defaulttsrn hg oudr e ready
continue with the istructions in this section.

TheWelcome Screens 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 StudentAccess Welcome Screen
B 3.5 Quick Access Main Menu |_ O] =]

Default Period
‘ StudentAccess 3 5 5p09
For MoNadie L' -’ 2008-2009

Working Student: Currently Warking As: Disca Sty ;[
Current Working Student:  MNed Flanders

Beardly, Jasper
Bouvier, Patky

Bouwvier, Selma
Brockman, Kent

Chalmers, SuperIntendent Wigw/Edit Student Information: Cuick Information About This Student:

gzzlcgjnuhunk‘ Guy Permanent Information - Low Income; Underrepresented;

Dori;, Lunchlady Tetm Infarmation - Mew Participant (For reporting period)

Flanders, Maude Year Information - Student is Active

Flanders, Med

Flanders, Rod Record/Review Services Provided: Display Another Menu:

<-- Go To Student

Groundskeeper, Willie

Conkack:
Hibbert, Dr C—z:nri;nsts «-- 3o Tao Tukoring
Jailbird, Snake _— - (30 To Admi
Ju:unes,JCarI Tutoring Requests S0 0 A

=-- Go To Utilities

Grade Estimat
rade Estimatar #=-- (30 To Reparks

Lovejoy, Helen

McCallister, Captain

Monroe, Marvin J
-

Mahasansemanetiion. ann

Software is up ko date,
Annual Support Plan is current,

(£ 2009 Heiberg Consulking, Inc. SA-Mchlair w35 090609 MO

Display As: G Last, First Mame
@ First Last Mame

To set the default academic term in StudentAccess:
Open theWorkstation Settings form:

1. Click the<--Go to Admin link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display thsdmin menu.

2. Click theWorkstation Settingslink on the Admin menuA password entry forrwill
open.

3. Enter the Admirstrator passworthto the password entry formf you have not set the
Administrator password, it will beello.

4. Click theOK button on the password entry farmihe Workstation ®ttingsform will
open.

Update the default term

1. Click theEnd of Term button at the top of the Workstation Settings forhime End of
Term form will be displayed.
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2. Onthe End of Ternform, locate the dropdown listelow theMatchesbutton. This is
the Default Term dropdown list.
3. Select the current academic term you entered iSthéentAccess Passwords and
Defaults form from the Default Term dropdown list
Note: If the academic term you need is not in Treem dropdown lisf you can add
the term to th&erm dropdown list. To do this, do the boxed instructions below. If
you do not need to add any new term values, skip the boxed instructions. After you
finish adding the new term to the dropdown list, you will need to do these
instructions again to set the default acaddemim to that new term.

4. Click theClosebutton on the Workstation Settings farm

The default ternis now set on all computers in your department. (You only have to set the default term
on one computer tmake it apply to all computers in your department.)
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Add a Term to the Term Dropdown List

Open the Available Lookup Tablesform:

1. Click theClosebutton on the Workstation Settingsfornrf you have
already

2. Click theUpdate and Review Default Valuedink on the Administrator menu

Enter the Administrator passwoirtto the passwordngry formand clickOK. The
Available Lookup Tableform opens.

Open the Terms- Default Maintenance form:

1. On theAvailable Lookup Tablesformis a lig of all dropdowniistsin
StudentAccessScroll down this lis{or use the form navigation arrows at the
bottom of the form frame) until ydocate theTerm label under th&lame
column.

2. When you have locatate Term label, clickthe Edit button across from the
Term label. The Terms - Default Maintenanceform opens.

Add a new term to the Term dropdown list

1. TheTerms - Default Maintenanceform shows all values currently availakie
theTerm dropdown list Scroll to the very bottom of this list.

2. At the bottom of the lisis an empty text fieldUsing the definitions in the table
below, enter the value of the new Term ithis empty text field.

Field Description
Term The term value that appears in fherm dropdown list(e.g. FAQ7, SU06, SP05)
Year The reporting yeathis term occurs in (e.g. 2007, 20082006, 20042005).

Specifies the order iwhich term values appear in tiierm dropdown list Term values with
lower Order numbers appear above those with higbester numbers.When you addhe current
term to theTerm dropdown list, you want to give this new term vatibehighestOrder number
in theOrder list so it appears at the bottom of the dropdown list.

Order

Close StudentAccess:
1. Click theClosebutton on the forncontaining the value you just added.
2. Click theClosebutton on the Available Lookup Tablésm.

3. Click theExit button on the Welcome ScreetudentAccess close3he next
time you open StudentAccess, the adieth will appear itheTerm
dropdownlists.
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3.4 Set the Annual Performance Report (APR) Location

To place theparticipant status, current grade level academic standingand enrollment
statusfields either on the Term or the Year form

Open the Data file Administration Form:

1. Click the<--Go to Admin link in the bottom righthand corner of th#&/elcome Screen
StudentAccess will display the Admin Menu

2. Click theDatabase Settingdink on the Admin Menu

3. Enterthe DB Administrator passwordf you have not set the Administrator passwatravill
be hello.

4. Click theOK button. The Datafile Administration forrwill open.

Specify which form is the APR Location:

1. On the right side of the Data Fiékeministration form locate the section heading that says
Where do you want to enter the data for Participant Statis, Enrollment Status, End
Enroliment Status, Current Grade Level and Academic Standing?

2. Under this section heading are twackboxes.Check theOn the Term Form checkbox if
you want these fields to appear on the Term fo@heck theOn the Year Form checkbox if
you want these fields to appear on the Year foerave the other check box unchecked.

See theStudentAccess Passwords and Defaulfermi f you dondt r ememb
APR location to select.

Apply the APR Location:

1. Click theClosebutton on the Data Filddministration form

2. Click theExit button on the Welcome ScreerstudentAccess will close.

3. Doublec | i ck t he Student Acc e s s toirecopemStunlentAgcessir € 0 mp

The Annual Performance Repdidcation is now set on all computers in your department. You only have
to set the Annual Performance Report Location on one computer to make it apply to all computers in your
department.

3.5 Set the Administrator Password
Note: This step is optional. If you dwot set the administrator password, it will be sdtdlbo.

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

1. Click the<--Go to Admin link located inthe bottom righthand corneof the Welcome
Screen StudentAccess will display the Admin menu

2. Click theWorkstation Settingslink on the Admin menu
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3. If you have not set the administrator password before on this computer, it wéllbe Enter
the current administrator password and ck. The Manage Workstation Settings form
will open.

Delete the old Administrator password

1. Click thePermissionsbutton at the top of the Manage Workstation Settings.form

2. The asterisks (*) after th&dministrative Passwordlabel represent the current password.
3. Delete all the asterisks aftertihdministrative Password label.

Enter the new Administrator password:

1. Enter the new password after thdministrative Passwordlabel. (The new password will
be displayed in all asterisks to prevent someone f@sng the new password over your
shoulder).

2. See thestudentAccess Passwords and Defaultsrmi f you dondét r emember
administrator password.

3. Verify that theRequire Passwordcheckbox is checked.
4. Click theClosebutton

The Administrator passworg now set on all computers in your department. You only have to set the
Administrator passwordn one computer to make it apply to all computers in your department.

3.6 Set the DB Administrator Password
Note: This step is optional. If you do not set the DB administrator passwavill be set tohello.

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

1. Click the<--Go to Admin link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display the Admin menu

2. Click Database Settings$ink on the Admin menu

3. Enter the current DB administrator passwoltyou have not set the administrator password
before, it will be set thello.

4. Click theOK button on the password entry farmihe Database Settinderm will open.

Locate the DB Administrator passwordtextbox:
1. On the Database Settinfpgm, find theSet Paswords: heading

2. Under theSet Passwordsheading, find th®B Administrator: label. To the right of this
label is a series of asterisks (ach asterisk represents a lettethe currenDB
Administratorpassword

Setthe DB Administrator password
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Delete all of the asterisks after tb® Administrator: label.
2. Enter the new DB Administrator passwafter theDB Administrator: label.

See theStudentAccess Passwords and Defaultsrmi f you dondét remember
Administrator password

4. To view the new passworay entered, click the View Current Passwords button at the
bottom of theSet Passwordssection.

5. Click theClosebutton.

The DBAdministrator passworg now set on all computers in your department. You onhg ba set
the DBAdministrator passwordn one computer to make it apply to all computers in your department.

3.7 Set the Multiple Student Tool Password
Note: This step is optional. If you do not set the Multiple Student passwordit will be set tahello.

To set the Multiple Student Tool password in StudentAccess:

Open the Database Settings form

1. Click the<--Go to Admin link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display the Admin menu

2. Click theDatabase Settingdink on the Admin Menu

I f you havenot s passwarditeill 2 Belloa Bntei theicusrént DBt o r
administrator password and click & button. The Database Settings formill open.

Locate the Multiple Student Tool password
1. On the Database Settinfggm, find theSet Passwordsheading

2. Under theSet Passwordsheading, find théultiple Student Tool: label. To the right of
this label is a series of asterisksach asterisk represents a leitethe current Multiple
Student Tool password

Setthe Multiple Student Tool password
1. Delete all of the asterisks after thiltiple Student Tool: label.
2. Enter the ne Multiple Student Toopasswordafter theMultiple Student Tool: label.

3. See théStudentAccess Passwords and Defaultsrmi f y o u  chlmentliethewr e me
Multiple Student Toopassword

4. To view the new password you entered, click\iew Current Passwordsbutton at the
bottom of theSet Passwordssection on the Database Settings form

5. Click theClosebutton on théatabase Settingsorm.
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The Multiple Student Togbasswords now set on every computer in your McNair department running

StudentAccess.

3.8 Add Counselors to StudentAccess
If you ordered a data conversifsom Heiberg Consultingnc. 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 naBtaff.

To see which counselors are already in StudentAccess:

1. Click the<--Go to Studentlink in the bottom righthand corner of the Welcome Screen
StudentAccess will display the Student menu

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

3. The dropdown liswill display all counselorgn StudentAccess. If yolurrently
Working As: dropdown list contains one item and that iter8taff, no counselors have
been added to StudentAccess.

To add a counselor to StudentAccess:
Open theAvailable Lookup Tablesform:

1.

Click the<--Go to Admin link located in the bottom rightand cornepf the
Welcome ScreenStudentAccess will display the Admin menu

Click theUpdate and Review Default Valuesink on the Admin menuA password
entry formwill open.

Enter the administrator password into the password entrydachtlickOK. The
Available Lookup Tableorm will open.

Open the Counselordorm:

1.

2.
3.

On the Available Lookup Tablderm s a list of all dropdown list&
StudentAccessScroll down this list until you se@ounselorunder thename
heading.

To the far right of the Counseltist item is anEdit button. Click this Edit button.

The Counseloform will open. This form shows all Counselors currently available in
StudentAccessUse the scrollbar on the right of this form to scroll to the end of the
counselor list.

Enter the new counseloiinto the Counselors form

1.

At the end of the counselbst will be a blank field. Enter the new counselor's name
into this blank field.

After you add one counsela new blank line will appear. If you need to add more
than one new counselor, add the next

coun
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The newcounseloiis now added t&tudentAccess.

3.9 Coordinators in StudentAccess

The purpose of coordinators in StudentAccess is to group tutoring requibstStudentAccess data file
has these coordinattypes:

- Math
- Science
- Other

If these are the general types of tutoring requesis McNairp ogr am wi | | manage, and
to change the value of any of them, skigtrtion 3.10, Section Summary

If you want to add a coordinatty StudentAccess, see Section 3.9.1 of this document. If you ovedit t
an existing coordinatér for example, chang8cienceto Physicsor Chemistry i see Section 3.9.2.

To check if you have tutors records in StudentAccess:

1. Click the<--Go to Tutoring link located in the bottom rightand corer of the Welcome
Screen StudentAccess will display theutoring menu

2. Click Edit / View Tutor Information link on the Tutoring menuThe Tutor Information for
Active Tutorsform will open.

3. Use thelNext, Last, andPreviousbuttons at the bottom of the Tutor Information faon
move through the tutor record$he number of tutors already entered appbkataeen the
Previous (Prev)andNext navigation buttons. If the number of tutors re@ds Q no tutors
have been added to StudentAccess.

4. Once you have finished viewing the tutor information, click@hesebutton on the Tutor
Information for Active Tubrsform.
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3.9.1 Add a Coordinator to StudentAccess
To add a coordinator to StudentAccess:

Open the Available Lookup Tablesform:

1. Click the<--Go to Admin link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display the Admin menu

2. Click theUpdate and Reviev Default Valueslink on the Admin menuA password entry
form will open.

3. Enter the administrator password into the password entrydodulick OK. The Available
Lookup Tablesorm will open.

Open the Coordinators form:

1. The Available Lookup Tablef®rm lists all dropdownibtsin StudentAccessScroll down
this list until you se€oordinator under thenameheading.

2. To the far right of the Coordinatbst item is anEdit button. Click this Edit button.

3. The Coordinatoform will open. This form shows all Coordinators in StudentAccedse
the scrollbar on the right of this form to scroll to the end of the coordilisttor

Enter the new cownselorinto the Coordinators form:

1. Atthe end of the coordinatdist will be a blank field.Enter the new coordinator's name into
this blank field.

2. After you add one coordibar, a new blank line will appear. If you need to add more than
one new coordinator, add the next coordinat o

3. When youdre finished enter iCogebuitenvontbeoor di nat o
Coordinatod s f or m

4. Click theClosebutton on the Lookup Tables form
The new coordinatds now in StudentAccess.

3.9.2 Edit a Coordinator to StudentAccess
To edit a coordinator in StudentAccess:

Open the Available Lookup Tablesform:

1. Click the<--Go to Admin link located in the bottom rightand corneof the
Welcome ScreenStudentAccess will display the Admin menu

2. Click theUpdate and Review Default Value$ink on the Admin menuA password
entry formwill open.

3. Enter the administrator password into the password entrydathtlickOK. The
Available Lookup Tableftorm will open.
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Open the Coordinators form:

1. On the Available Lookup Tablderm s a list of all dropdown list&
StudentAccessScroll down this list untyou seeCoordinator under thename
heading.

2. To the far right of the Coordinatbst item is arEdit button. Click this Edit button.

The Coordinatoform will open. This form shows all Coordinators currently
available in StudentAccesslse the scrollbar on the right of this form to scroll to the
end of the coordinatdist.

Edit the Coordinator:
1. Edit the name of the codinatoryou want to change in the Coordinator form

2. When youodre f i ni sh&dame,dlicktth€losgbuttonentheoor di na
Coordinatorods form

3. Click theClosebutton on the Lookup Tables form
The coordinatois now edited.

3.10 Section Summary
After finishing these steps, youbve initialized S

Set the default terim StudentAccess (required)

Set your depart ment 6 s(ARPhlocatianlin SRidgentAcoessrfraquied Repor
Set the Administrator passwoird StudentAccess (optional)

Set the DB Administrator passwardStudentAccess (optional)

Set the Multiple Student Toplasswordn StudentAccess (optional), and

Added counselorand coordinators to Student Access (rec
conversiorfrom Heiberg Consultingnc.)

© g > w N ke

Youdre now ready to add students to Student Access
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4 Navigate StudentAccess
This section introduces Student Az efssdect i mam.n menu

A menuis a screen that displays linkkinks are like doorways that lead from one location to another in
StudentAccess. By clicking one of these links, you tell StudentAccess which data entygdonant
StudentAccess to oper data entry form (or justform) is a screen that allows you to enter new
information or edit existing information.

StudentAccess has five menus: the Student ptbeurutoring menuhe Admin mengthe Utilities
menuand the Reports menu

4.1 The Student Menu

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

Fi gure 5. The Student Menu (al so the 0

B2 3.5 Quick Access Main Menu M=l E3

Filter List .t Default Period
Counselar StudentAccess 3 5 5P09
Status: i For McNair Y. . 2008-2009

Working Student: Currently Warking As: Disco Sty |

Beardly, Jasper Current Working Student:  Med Flanders

Bouwier, Patky

Bouvier, Selma

Brockman, kKent

Chalmers, SuperIntendent Wig/Edit Student Information: Cuick Information About This Student:

gg:iciﬂhﬂnk‘ Gy Permanent Information - Low Income; Underrepresented;

DariJs Lunchlady Term Information - Mew Participant (For reporting period)

FIancIJersJ Mande Year Information - Skudent is Active

Flanders, Med

Flanders, Rad Record/Review Services Provided: Display Another Menu:

=-- G0 To Student

Groundskeeper, Willie

Contacts
Hibbert, Dr C—Dmments =-- (3o To Tutoring
Jailbird, Snake == - (30 To Admin
Jones, JCarI Tukaring Requests T

#-- Go To Ltlities

arade Estimator =-- G0 To Reporks

Lowejoy, Helen
McCallisker, Captain
Monroe, Marvin
MNahasaneermanetilon, Ann

Software is up to date,
Annual Support Plan is current.
2009 Heiberq Consulting, Inc. =A-Mchair v3.5 090603 MO
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4 Navigate StudentAccess

Links on the Student merapen formghat allow you to:

- Edit student information (demographicsaddresses, emadcademic test scores
program entry datesnd cohort information

- Add, edit or delete term information (student coursegrade point averageervices
utilized, participant statysurrent grade levehcademic standing

- Add, edit or delete year information(grade point averag@articipant statysurrent
grade levelacademic standingnroliment statys

- Record, edit, or delete counselocommentsabout a student

- Record, edit, or delete studentounselorcontacts(counseling sessions)

- Create, edit, or delete studentutoring requests

- Estimate a student 6s c ufona $ekedted seeofctpssesde poi nt

Notice two things:

1. TheStudentmendoesndét al | o \letegtudents{Te@addod delete $Studehts, you
must use thédmin menu. Most passworgbrotectedinks are in the Admin menuBoth the
Add New StudentandDelete Studentoperations are passweptotected; therefore, they are
located on the Admin menu.

2. The Term and the Year form®th have these fields:
- Participant status
- Current grade level
- Academic standing

Enrollment status

When you set th&PR Location in thelnitialize StudentAccesssection, you chose whether you wanted

this information entered on the Term or the Yearform The form you didnét choos
Location will have these four fields deactivatddeactivatedme ans y ou c aatidntntoéhet er i n
field because it is grayed out.

By clicking the navigational links in the bottom right corner of the Student ny@oucan navigate to
Student Access 6s dutoting mend, thheAdmimmemuutteUtilitiest mreru and the
Reports menu

4.2 The Tutoring Menu

Click the<--Go to Tutoring link located on the bottom of the Welcome Scrienavigate to the
Tutoring menu

Links on the Tutoring menopen formghat allow you to:

- View Tutoring Requests made by students

- Assign tutoring requests tutors

- Enter, edit and delete Tutor records from StudentAccess
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- Record hours tutors tutored students
- Generate letteraddressed to tutors

4.3 The Admin Menu

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

Table3 shows the links ithe Admin menuhat are passworgrotectedand the password required to
access them.

Table 3. Links on the Admin Menu and Their Passwords

Link Password Required Default Password Value
Add a New Student Administrator password hello
Administrator password hello

Update and Review Default Values

Workstation Settings Administrator password hello
DB Administrator password hello
Database Settings (DB stands fodatabasg
N/A
Database Information No pasword required

Thedefault password valuein Table3 is the text you must type into the password entry toraccess
the form that is opened by thek .

StudentAccess has te passwords: thsdministrator password, theDB Administrator password
and theMultiple Student Tool password You can set each of these passwords to a different password
value.

To learn how to set these passwords in StudentAccess, see sections 3.5 through 3.7 of this document.

Setting any of the passwords is optional. If gounot set any of the passwords, their default value will
behello.

Links on the Admin menapen formghat allow you to:

- Add new student records to StudentAccess

- Define the values you wanttoappean St udent Accessds dropdown
- Set the default tervalue

- Lock Student linkso that someone using a specific computer cannot see or edit student
information

- Lock Counseling liksso that someone using a specific computer cannot view and edit
counseling information
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- Lock Tutoring linksso that someone using a specific computer cannot view or edit tutor
information

- Turn off the Administrator password
- Set all active studerttitor matcheso inactive

- Generate a report that shows all students in StudentAccess and their progoemtfgitess
status) and participant status

- Delete studentsom StudentAccess

- Update a selected studentds Student Access | D

- Set all passwords (AdministaatpasswordDB Administrator passwordnd Multiple Student
Tool passworjl

- Spedfy the APR Location as either Year or Term

Section 3 of this documerititialize StudentAccess shows you how to set all three passwords and your
APR Location.

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 has three utilities: the Multiple Student Tm®lnventory Manager, and the
Annual Performance Report Generator (APRG)

The Multiple Student Tool

The Multiple Student Tool allows you to do operations with mullépstudent records stored in

StudentAccess. For example, you can emaitiple studentsgenerate a personalized letieone or

more of your students and aslervices utilized o mor e t han one studentdos rec
Student Tool is passwoyqulotectedby the Multiple Student Tool passwogaction 9.1 of this document

shows you how to use the Multiple Student Tool

The Inventory Manager

Thelnventory Manager is like a small library sysim. It allows you to maintain a list of items. Any

student or tutor in StudentAccess can check out items in the list. The Inventory Manager also generates
reports that show all overdue iteansd all checke@ut itemsand the contact information of the person

who checked out the item(s). The Inventory Manager is not paspratetted Section 9.2 of this

document shows you how to use theentory Manager.

As of version 3.5, StudentAccess now has the Annual Performance Generator built into the program file.
To access the APRG, click tlapen APRG 20062007link on the Utilities menu.
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The Annual Performance Report Generator

The Annual Performance Report Generator (APRG)generates the Section Ill report from the data

stored in the StudentAccess data file. The Section Il report generated by the APRG is the one you
submit to the Department of Education at reporting time. The APRGswgpa$protected by the Admin
password, which is set on the Workstations Settings form. See Section 3.5 for instructions on how to set
the Administrator password.

The APRGhasaWebhased userds guidasedTasaec dsGniinat ies Weélbh c
Instructions link in the upperrighh and corner of any of the APRGO6s fo

4.5 The Reports Menu

Links on the Reports merapen formghat allow you generate 11 types of reports:
- Student Reports

- Tutoring Request Reports

- Tutor Reports

- Tutoring Hours Reports

- Payroll Reports

- StudentCounselor Contad®eports
- CounseloiComment Reports

- Item Inventory Rports

- Custom Reports

- Blank Timesheets

- Blank Forms

The Reports Mend o e gianérdte the Annual Performance Repoft separate program called the
Annual Performance Report Generagenerates the Annual Performance Report.

Figure 6 shows al | aodthe®tmghdielinks dpenc Ehe Stuant nidisutheu s
first menuyou see when you open StudentAccess. This is whsténearrow points to the Student
menu in Figure 6.
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Figure6. Student Accessd6s Menusghea®pdn t he For ms

BRI

Legend
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5 Add Student Information to StudentAccess

To simplify entering student information into StudentAccess, you can generatbhdudoopies

StucentAccess can generate a form for student permanent inforraaticior student year and term
information Havingstudents fill these two forms out when they enter your McNair program can simplify
the data entry process. Section 5.1 show you how to generate these forms in StudentAccess. If you do
not need the forms, and just want to enter student information os&igction 5.2.

5.1 Generate Hardcopy Forms

5.1.1 Generate a Permanent Information Form Hardcopy
To generate a blank student permanent information form:

Open theMiscellaneous Reports form

1. Click the<--Go to Reportslink located in the bottom rightand corneof theWelcome
Screen StudentAccess will display tHeeports menu

2. Click theMiscellaneouslink on the Reports menurhe Miscellaneous Reports formaill
open.

Generate and print the permanent informationform:

1. Click thePerm. Info. button under thEorm Hardcopieslabel. The blank student
permanent informatioform will be generated.

2. To print the generated permanent informafionm, hold down the Control (Ctrl) key in
the bottom left oright of the keyboard and press the P keyboard key.

5.1.2 Generate a Term and Year Form Hardcopy
To generate a blank term/year information form:

Open theMiscellaneous Reports form

1. Click the<--Go to Reportslink located in the bottom rightand corneof the
Welcome ScreenStudentAccess will display tHeeports menu

2. Click theMiscellaneouslink on the Reports menuThe Miscellaneous formwill
open.

Generate and print the blank term and year form

1. Click theTerm/Year Info. button under th&orm Hardcopieslabel. The blank
studenterm/year information form will be generated.

2. To print the generated permanent informafianm, hold down the Control (Ctrl) key
in the bottom left or right of the keyboard and préssR keyboard key.
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5 Add Student Information to StudentAccess

5.2 Process Overview

This section shows you how to:
- Check which student records are in StudentAccess

- Add a studentds gener al information to Student
- Add a studentds demographic information to Stu
- Add a st udeimfdrniagon ta StaddneéAotess

- Add a student OteStudentAcoess nf or mat i on

- Add a studentdés year information to Student Acc

To view all student records in StudentAccess:

1. Locate théWorking StudentListat t he | eft of either of Stude

2. Click theReset Filterlink across for théilter List label above the Working Student Lidf
you had any filters selected, this will reset theny@o will see all students in StudentAccess.

3. If you have students in StudentAccess, their names will be in the Working Studerif hist
student names appear in the Working Student List, no students records arentAstess.

I f you have students already in Student Access, VYo
have students in StudentAccess, continue with this section.

5.3 Add a Student Record to StudentAccess

To add a new student to StudentAccess:

Open thelnput New Information form:

1. Click the<--Go to Admin link located in the bottom rightand corneof the Welcome
Screen StudentAccess displays tAeimin menu

2. Click theAdd a New Studentlink on the Admin menu StudentAccess opens a password
entry form

3. Enter the Administrator passwoirtto the password entry foramd click
OK. StudentAccess will open theput New Information form.

Enter the student's information:

1. Enter the new student's information into the Input Nig@rmation form (see Table 4 from
student record field definitions)

2. Click theSave and Closdutton to create the new student record.

The new student is now added to StudentAccess. To add more than one student to StudentAccess,
repeat these instructions.
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I f

you cannot enter tyduevanstd anterasrlh adharact&d [@hg dnet

field can only fit nine characters), do these boxed instructions.

Edit StudentAccess ID Input Mask
Open the Database Settings Form:

1.

2.

Click theCancelbutton on the Input Student(s) form. The form closesta@d\dmin menu
reappears.

Click theDatabase Settingsink on the Admin menu. A password entry form opens.

Enter the DB Administrator password into the password entry form and cli€ktHmutton.
The Database Settings form opens.

Note: If you do not kmw the DB Administrator password, ask your director or reference
StudentAccess Passwords and Defaults form. If the DB Administrator password has
not been set, it will biello.

Locate and Change the StudentAccess ID Input Mask:

1.

2.

3.

On thelnput Masks headng on the Database Settings form. B#D Input Mask field is
under this heading.

The existing input mask is displayed in ®&ID Input Mask field. Theas in the input mask
represent letters or numbers in the StudentAccess ID; the dashes represgatisgiaeen the
letters or numbers in the StudentAccess ID. Alter the existing mask to look like the
StudentAccess ID you want to enter on the Input New Information form (see the table b
for examples).

Click theClosebutton on the Database Settings form.

You should now be able to enter the StudentAccess ID in the updated format when you add a student

StudentAccess.
Input Mask Description Example
aaaaaaaaa Nine-character ID with 111-11-1111

two dashes:one after the
third alphanumeric and th
second after the fifth
alphanumeric.

ast-er-1234

000-B2-2345

aaaaaaaaaaaaaaal|Fifteencharacter ID wherd 123456789101112

all characters are either

numbers or letters. aled5ts123er67]

aBcDeFgHiJklmno
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Note: You do not need to enter all ofetbe fields to create the student record. See sections
5.4 and 5.5 to learn how to enter Demographic and Academic information after the student
record is created.

Table 4. Fields in the Student Record

Field Description

StudentAccess ID An identifier that uniquely identifies the student in StudentAccess and or
APRG. Usually this identifier is the student's social security numbérs
field is required.

Name The students name (last, first and middle)
Counselor The counseloto whom this student is assigned
Reporting SID If this field is provided, it willreplace the student's StudentAccess

ID on performance reporgenerated for the Department of Educatitfrthis
field is used,ts value must be the student's social security numigs field
is used onlywhen your McNair program policy prohibits the use of the
students' social security numbers as the StudentAccesBhiB field is
required if the value entered in the &untAccess ID is not the student's SS

SSN The student's social security numb@&his field was created in case the
Department of Education decides not to require social security numbers
the performance reportsf this hagpens, the student's SSNthis field can
be used to verify citizenshiplhis field is not required.

Student ID (SID) The identifier the school assigns to all of its students in order to uniquely
identify them. In some cases this will ibe student's SSNThis field is not
required.

Maiden Name The student's maiden narnfishe is married

Local Address The address the student lives at when she/he is attending school

Permanent Address Theaddress the student lived at when she/he is not attending school

Local Addresdate The datehe local address was entered into StudentAccess

Permanent Addreddate | The datahe permanent address was enteredSttnlentAccess
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5.4 Add Demographic Information to a Student Record

Once youbve created tAddNew Studendink brotle Adminenenuydu cans i
add demographicinformai on t o t hat st u dPermdanénsinfarnetoo Imidon the u
Student menu

ng th
sing

To add a student's demographic information:

Open thePermanent Information form:

1. Click the<--Go to Studentlink located in the bottom rightand corneof the Welcome
Screen StudentAccess displays tBéudent menu

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

3. Click thePermanent Information link on the Student MenuThe Permanent
Informationform will open.

Locate and edit the student's demographic information:

1. Click theDemographicsbutton at the top of the Permanent Informafiam.
Student Access wi l |l di splay the selected stud

2. Enter the student's demographic information into the demographic information form
3. Click theSave and Closéutton

The student'demographiénformation is now added. Repeat these instructions for all student records
that need demographic information.

5.5 Add Student Academic Information to a Student Record

Once youbve created tAdENew Studendink brotre Admineanenuyducens i ng t
add academic informati on tPermandndiformationlidkeconthed s r ecor
Student menu

h
d

Toadd academic information to a studentodés record:
Open thePermanent Information form:

1. Click the<--Go to Studentlink located in the bottom rightand corneof the Welcome
Screen StudentAccess will display tH&tudent menu

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

3. Click thePermanent Information link on the Student menurhe Permanent
Informationform will open.

Add the student's academic information:
1. Click theAcademic Info button at the top ohe Permanent Informatidorm.
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2. Update the student's academic information.
3. Click theSave and Closdutton

The student'academic information is now added. Repeat these instructions $tuasint
records requiring academic information.

5.6 Add Student Term Information to a Student Record

Once youbve created tAddNew Studendink brotre Adma mengyducansi ng t h
add term informatiof academi ¢ courses and grant information)
Term Information link on the Student menu

To add a student's term information to StudentAccess:
Open theTerm Information form:

1. Click the<--Go to Studentlink located in the bottom rightand corneof theWelcome
Screen StudentAccess will display tHgtudent menu

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

3. Click theTerm Information link on the Student menurhe Terminformationform will
open.

Enter the student's term information and save it

1. Select the academic term from therm: dropdown listin the upper right corner of the
Term Informatiorform.

2. Enter the term information (see Table 5 for fieldiniebns). To specify the services
utilized by this student during the selected term, click the dawow in the upper right
cornerof theServices Utilizedlist box.

3. Click theCourseGrant Aid button at the top of the forto enter any course or grant aid
fields.

4. Click theCustom Information 1-5 button toenter any custom term data.
5. Click theCustom Information 6-10 button to enter any custoi®erm data.
6. Click theSave and Closéutton.

The new student term informatiégginow added to StudentAccess. Repeat these instructions for all
student records requiring term information.
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Table 5. Student Term Information Fields

Field

Description

Academic Standing

Beginning Term GPA

Course Schedule

GPAfor Term

Current Grade Level
End Enrollment Status

Cumulative Ending
Term GPA

Enrollment Status

Grant AidInformation

Participant Status

Services Utilized

Term
Term Credits Attempted

Term Credits Complete(

Term Custom Fields

Description of the student's academic performaridds value is
assignedvhen the student has completed the tetiee your academic
institution's criteria whedetermining the valuef thisfield. Possible
academic standingaluescan be either "Good Standing," "Not Good
Standing," or "Unknown/No Response."

The stident's cumulative GPAt the beginning of this term

The list of courses a student is taking this term that includes course num
course instructonamesnumber of course creditand the grade received in
the course if the student hemmpleted the course.

The GPAthe studenearned for all classe®mpleted irthe current term
The year the student is in college; examples of possible values are
"sophomore”, "junior”, "senior", or "1st year/never attended.”

The student's enroliment stattsthe end of the term.

The student's overall cumulative GRaking into account past term

GPA'sand current term GPA.

The student's enroliment statatsthe beginning of the term.

Fields indicating whether the student is eligible for granttaielamount of
money the student is receiving in grant aid, and the status of the contrac
providing the grant aid to the student.

Whether the student is a new participant or a continuing participant in th
program.

Services the student has utilized during the term.

The academic term

The number of academic course cretlits student is registered for at the
beginning of the academic term.

The number of academic course cretlits student has passed at the
conclusion of the academic term.

Term dataentry fields you can define the labels dhese fields are used to
track term informationhat is notpre-defined in StudentAccesd3.hese fields
are not reported in the APR.
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5.7 Add Student Year Information to a Student Record
To add a student's year information to StudentAccess:

Open theYear Information form:

1. Click the<--Go to Studentlink located in the bottom rightand corneof the Welcome
Screen StudentAccess displays tBéudent menu

2. Select the student's record Hicking the student's name in the Student List on the left of the
Welcome Screen.

3. Click theYear Information link on the Student menurhe Yearly Information formvill
open.

Enter the year information (see Table5):

1. Select the year from théear: dropdown listin the upper right of the Yearly Information
form.

2. Enter the year information for the selected year.

Note: You may need to click the butiat the top of the Year form (eSgrviceg to add
specific year information.

3. Click theSave and Closdutton.
Year information is now added to the selected year for the currently working student.

Table 6. Student Year Information Fields

Field Description

Academic Standing Description of the student's academic performaridgs value is
assignedvhen the student has completed the teldse your academic
institution'scriteria when determining the valu# thisfield. Possible
academicstandingvaluescan be either "Good Standing,” "Not Good
Standing," or "Unknown/No Response."

Starting CumulativésPA | The student's cumulative GRA thebeginning of this year

Comments for Year Comments made about the student's performdnidag this year, the
student's enrollment status any othegear field valuesComments ma
be made by anyone who works with the student or by an employee
responsible for data entry.

Financial Aid Gross Need| The amount of financial aid needed as determined by the financial aid

office
Financial Ad Need The amount of the financial aid package offered to the student
Offered
Current Grade Level The year the student is in college; examples of possible values are

non non

"sophomore”, "junior", "senior'pr "1st year/never attended.”

End Enroliment Status The student's enrollment stadligring at the end of the current year.
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Ending CumulativesPA
Enrollment Status
Financial Aid Unmet Need
Participant Status
Persistenc&raduation
Status

Year

Reasorfor Unmet Need

YearCustom Fields

The student's overall cumulative GRaking into account past years'
GPAsand currenyear's GPA.
The student's enroliment stattsthe beginning of the year.

The difference in dollars between the Financial Aid Gross [daddhe
Financial Aid Need Offered

Whether the student is a new participant or a continuing participant in 1
program. This field may be:"New Participant," "Continuing,"

The student 6s per s ickdgsificationeat tleerend gfrth
year

The academic year

The reasonvhy the financial need offered is less than the financial aid
gross need.

Year datentry fields you an define the labels ofThese fields are used tc
trackyear informationthat is notpre-defined in StudentAcces§.hese
fields are not reported in the APR.
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6 Contacts, Counselors and Coordinators in StudentAccess

A contact §tudertcounselor contagis a meeting between a student and a couns&imdentAccess
allows you to do these contaelated and counseloelated operations:
Studentcounselor contacts

- Add a studentounselor contagecord to StudentAccess

- Delete a studertounselor contacecord from StudentAccess
- Edit a studentounselor contacecord in StudentAccess

- Print a studentounselor contact

- Print all studentounselor contacter a selected term

- View studerntcounselor contacecord

Counselorcomments about students:

- Add a counselocommentabout astudent

- Delete a counselmommentabout a student
- Edit a counselocommentabout a student

- Print all counselocommentsabout a student
- View a counselocommentabout student

Counselorcomments about tutoring requests
- Add a counselocommentgo a tutoring request
- Edit a counselocommentabouttutoring request

You must have at least one counseloecord and one student record in StudentAccess to do any of

these operations.Section 5.3 of this document shows you how t adtudent record to StudentAccess.

By default, StudentAccess contains one counselor record. The counselor record StudentAccess contains
is calledStaff. To add additional counselds StudentAccess, read Section 6.1hi$ tlocument.

This document shows you how to:

- Add a counselorecord to StudentAccess

- Add a studentounselor contagecord to StudentAccess
- Add a counselocommentabout a student

- Add a counselocommentgo a tutoring request

To learn how to edit, dele, print or view contacts or counsetmmmentsread the StudentAccess Help
Menus.

To access the StudentAccess help menus:
1. Open StudentAccess by cliclg the StudentAccess icon on your desktop

2. After StudentAccess has opened, press the F1 keyboard key. The F1 keyboard key is located in
the upper lethand corner of the keyboard to the left of the Esc keyboard key. The
StudentAccess help menwsl open.
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3. Click the FormBased Tablef Contents link inthe Helpmeus t abl e of eontents.
based table of contents for StudentAccess will open.

4. Click the StudenMenul i nk i n t he ¢f eohtgnts.nde SiudentAdcesdhel
menuswill display the Student mentontents.

- To access instructions about contactsClick the Contactslink in the Help
menus 6 St .uTtheehelp memes willidisplay all help files related to
studentcounselor contactsTo open a help file, click on itame.

- To access instructions about counselmommentsabout students: Click the

Comments | ink in t he. THeHhelp memes willdisplaySt ud e nt
all help files related to comments about students. To open a help file, click on its
name.

- To access instructions about counsel@ommentsabout tutoring request
Click the Tutoring Requests.Thehelx i n the
menus will display all help files related to comments about tutoring requests. To
open a help file, click on its name.

6.1 Add a Counselor Record to StudentAccess

If you ordered a data conversifsom Heiberg Consultingnc., you may alreadfiave counselarecords
added to StudentAccess.

To view all of the counselor records in StudentAccess:

1. Open StudentAccessbydougld i cki ng the Student Access icon on
StudemAccess will open the Welcome screen.

2. Locate theCurrently working as: dropdown listin the Welcome screen.

3. Click the down arrow of th€urrently working as: dropdown list The names of all counseswith
records in StudentAccess will be displayed in the dropdown list.

If your McNair program has acounseleh o doesndét have a record in Stud
create a counselor recdiat that person before you record any comments they make or any contacts they
have. To learn how to add a counselor retor8tudentAccess, see Section 6.1.

To add a counseloecordt o0 St ude nt Aedcthe Administratar paksiorch e

To add a counselor to StudentAccess:
Open theAvailable Lookup Tablesform:

1. Click the<--Go to Admin link located in the bottom righiandcornerof the Welcome Screen
StudentAccess will display the Admin menu

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

3. Enter the administrator password into the password entrydodlickOK. The Available
Lookup Tablegorm opens.
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Open the Counselordorm:

1. On the Available Lookup Tablderm s a list of all dropdown listsy StudentAccessScroll
down thislist until you see€Counselorunder thenameheading.

2. To the far right of the Counselbst item is anEdit button. Click this Edit button.

3. The Counseloform will open. This form shows all Counselors currently available in
StudentAccessUse the scrollbar on the right of this form to scroll to the end of the counselor
list.

Enter the new counseloiinto the Counselors form

1. Atthe end of the counselbst will be a blank field. Enter the new Counselor's name into this
blank field.

2. When you are finished entering the new Coun&ettame, clickhe Closebutton on the
Counselors form

3. Click theClosebutton on the Lookup Tables form
The newcounseloiis now added t&tudentAccess.

6.2 Add a Student-Counselor Contact Record

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

1. Click the<--Go to Studentlink located in the bottom rightand corneof the Welcome Screen
StudentAccess will display tH&tudent menu

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

3. Click theContactslink on the Student menurhe Contacts forropens.

Create the contact record:

1. Select the academic term from therm: dropdown listin the top right corner of the Contacts
form. All contacts recorded for that term are displayed.

2. Click theNew button at the bottom of the Contacts for&blank contact record will be created.

Select the counselavho had the contact from ti@ounselor: dropdown listin the top right
corner of the Contacts form

4. Enter information about the contact into the forfio select an advisingpde, click the down
arrow in theAdvising Codes list box.

5. Click theSave and Closdutton on the Contacts form

Contact informatioris now added to the selectestim for the current workingsdent
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Table 7. Contact Fields

Field

Description

Advising Code

Counselor
Date
Duration

Reason

Referrals

Term (academic term)

The type of advising the counselpave the student

The counselomvolved in the contact

The datgmm/dd/yyyy) the contact occurred
The number of minutes the contdasted
The reasonhe contact occurred

The person(s) to whothe counseloreferred the studemiuring this
contact

The academic term in which the contacturred

6.3 Add Counselor Comment about a Student

To add acounselorcommentabout a specific student to a
Open theComments form:

1. Click the<--Go to Studentlink located in the bottom rightand corneof the Welcome Screen
StudentAccess displays tB¢udent menu

2. Select the student's record dicking the student's name in the Student List on the left of the

Welcome Screen.

3. Click theCommentslink on the Student menurhe Comments fornwill open.

Create the counselocomment

Click theNew button at the bottom of the Comments form

S A

Select the counselaovho made the comment from t@@unselor: dropdownbox.
Enter the daten which the comment was made in bete: text field.

Enter the comment text about the selected student.

Click theSave and Closdutton.

The newcounselocommentis now added t&tudentAccess.
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Table 8. Counselor Comments about Student Fields

Field Description
Comment The counselocommentabout the selected student
Counselor The counselomaking the comment
Date The datgmm/dd/yyyy) the comment was added to StudentAccess

6.4 Add a Counselor Comment to a Tutoring Request
To add counsela@ommento a tutoring requestou must have:

1. Atleast one tutoring requescord (the tutoring request the counsédarommenting). See
Section 7.3 to add a tutog request to StudentAccess.

2. At least one counseloecordin StudentAccess (the counselor who is making the comment). See
Section 6.1 to add a counselor recarétudentAccess.

3. At least one student record in StudentAccess (the student that made the tutoring. r&peest
Section 5.3 to add a student record to StudentAccess.

The tutoringrequest o esnét need to be assigned to a tutor to
tutoring record in StudentAccess.

Tutoring reqestsallow you to add tw@omment types:
- CounseloiComments
- Counselomand Coordinator comments

When you add eitherf these two comments, you are also able to view comments the coordiaater
when he/she assigned this tutoring reqtest tutor.

To add a counselor comment about a tutoring request:
Open theTutoring Requestsform:

1. Click the<--Go to Studentlink located in the bottom rightand conerof the Welcome Screen
StudentAccess will display tH&tudent menu

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

3. Click the Tutoring Requestslink. The Tutoring Requests forapens.

Locate the tutoring requestto comment:

1. Use theTerm dropdown box in the upper right of the Tutoring Reguéstmto select
theacademic term in which the tutoring requests made.
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2. All tutoring requestgor the selected term will be displayedse tle Next, Last andPrevious
buttons at the bottom of the Tutoring Requests fartocate the tutoring request comment.

Create the comment:

1. With the tutoring requestou want to comment displayed, click tBemmentsbutton at the top
of the Tutoring Requests form

2. Three textboxeare displayed Enter any comments you have in the first and second textboxes.
The third textbox will dsplay any comments the coordinataside while assigning the tutoring
requesto a tutor. If the coordinator made no comments, this textbox will be bldikadd
comments in th€oordinator Comments textbox, se&ection 6.5, Add Coordinator
Comment to Tutoring Request

Save the comment and close tHeomments form:
1. After you have entered your comments, click $asebutton
2. Click theClosebutton

The selected tutoring requéstnow commented for theurrently working student.

Table 9. Counselor Comments about Tutoring Request Fields

Field Description
Comment The counsler commentabout the selected student
Counselor The counselomaking the comment
Date The datgmm/dd/yyyy) the comment was added to StudentAccess

6.5 Add a Coordinator Comment to Tutoring Request

The coordinatoassigns tutors to student tutoring requefisfault ®ordinator types in StudentAccess
are:

- Math
- Science
- Other

To add coordinator comments to a tutoring request in StudentAccess:
Open the All Requestsform:

1. Click the<--Go to Tutoring link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display thiutoring menu

2. Click theAll Requestdink on the Tutoring menuAll tutoring requestén StudentAccess will be
displayed.
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Locate the request to comment:

1. Select the academic term in ivh the tutoring requestas made from th€erm: dropdown box
at the top of the form

2. Use theNext, Last andPreviousbuttons at the bottom of the fotim locate the tutoring regst

to comment.

Note: You can reduce the number of tutoring requessteok through by filtering tutoring
requests. To learn how to filter tutoring requests, see the StuderdAmdpsnenus

Add the comment to the tutoring request

1. With the tutoring requestou want tocommentdisplayed, click th&€ommentsbutton at the top

of the form

2. Enter comments in th@oord. Commentstextbox or theCous and Coord textbox. To add
comments in th€ouns. Commentgextbox, see Sectins.4 Add CounselorComment to

Tutoring Request

Save the comment and close th&ll Requestsform:
1. Click theSavebutton.
2. Click theClosebutton.
Coordinatorrcomments are now addémlthe selected tutoring requésiStudentAccess.

Table 10. Tutoring Request Comments Fields

Field

Description

Term
Sort by

Cons. Comments

Cons. and Coord.
Comments
Coord. Comments

The acadmic term in which the tutoring requesas made

The type of tutoring requestis show based on coordinai@cienceMath,
Other)
Counselocomments about this tutoring request

Counselorand coordinatocomments about this requedtutors will not
see these comments.
Coordinatorcomments about this tutoring request
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7 Tutors, Tutoring Requests and Tutoring Timesheets

This sectionds goal ,i sastsd gor & ehtad a etquwtecsrti g rae g we
tutoring hours

To do this:
1. Add tutor records to Student  Access if you have
2. Make a studentidmSuddentddcess.i ng request

Note: You can enter tutoring requestsd tutors in any order; however, before you can
assign a tutoring requetst a tutor, both the tutor record and the tutoring request must be
in StudentAccess.

3. Assign a tutoring requegt a tutor
4 Record the tutorods hours in Student Access afte

If, while creating this tutoring requestou notice student, class schedule or tutoring information is
missing, backeack and fill in the needed information.

7.1 View All Tutor Records in StudentAccess

To determine if you need to add a record for a specific tutor in StudentAccess, view
all tutor records in StudentAccess:

1. Click the<--Go to Tutoring link located in thédottom righthand corneof the Welcome
Screen StudentAccess will display thiutoring menu

2. Click Edit / View Tutor Information link on the Tutoring menuThe Tutor Information for
Active Tutorsform will open.

3. Use theNext, Last, andPreviousbuttons at the bottom of the Tutor Information farview all
tutor records.

4. Note: If you see the recordf the tutor to whom you want to assign the tutoring reqs&ii
Section 7.2 and continue with Sectipi3, Create a Student Tutoring Request

5. Once you have finished viewing the tutor information, click@hese button on the Tutor
Information for Active Tutorgorm.

7.2 Create Tutor Records in StudentAccess
To create a tutor record in StudentAccess:

Open theActive Tutors form:

1. Click the<--Go to Tutoring link located in the bottom rightand corneof the
Welcome ScreenStudentAccess will display tHeutoring menu
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2. Click Edit / View Tutor Information link on the Tutoring menurhe Tutor

Information for Active Tutordorm will open.

Create the new tutor record:

1. Click theNew button at the bottom right of the Tutor Information for Active

2.

Tutorsform. A blank tutor record will be created.
Enter thetutor information into the blank tutor record.

Save and clos¢he Active Tutors form:

1.

Click the Savebutton to save the new tutor information. (See Table 11 for field

definitions).

If you need to add more than one tutor, clickXssvbutton again and enter that

tutorodos i nformation into the

new bl

When you have finished entering tutors, click @lesebutton on the Tutor

Information for Active Tutordorm

The new tutois now added t&tudent Access.

Table 11. Tutor Fields

Field

Description

SSN

Name
Hours wanted

Primary coordinator

Tutor status
Address

Phone

Cell Phone

U.S. Citizen
Citizenship Country

Visa Type
Dateof Birth

Gender

Marital Status

The tutor's social security number

Thetutor's last, fist and middle name
The number of hours per week the tutor works

or "Other")

The tutor's mailing address.

The tutor's phonaumber

The tutor's cell phonsumber

If this checkbox is selected, the tutor is a U.S. citizen

citizenship.
If this tutor is not a U.S. citizemnte his/her visa typhere

The tutor's datef birth
The tutor's gender

The tutor's marital status

The type of courses this tutor generally tutors for (either "Science," "M

The tutor's current status (either "Active," "Pending," or "Inactive")

If this tutor is not a U.S. citizemise this field to specify his/her country of

Ethnicity The tutor's culture of origin
Email The tutor's emaihddress
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7.3 Create a Student Tutoring Request

You need this information to create a tutoring reqtersa student:

- The student 6s name

- The class for which the student wants tutoring, and

- The name of the tutor who can tutor the student for the requested class
With this information, you are ready to create the tutoring request

To create a tutoring request in StudentAccess:
Open theTutoring Requestsform:

1. Click the<--Go to Studentlink located in the bottom righHtandcornerof the Welcome
Screen StudentAccess will display tHgtudent menu

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

Note: If the student to create the tutoring regdesisn't in the list of student names,
you must create a student record for that student before you can create a tutoring
request for that studenilo creak a student record for this student, see Section 5,
Add Student Information to StudentAccess Once you create a student record for
this student, you can continue with this section.

3. Click theTutoring Requestslink on the Student menurhe Tutoring Requestorm will

A

open and the selected studentdés name will

Create the Tutoring Request:

1. Select the academic temmcreate the requefdr from theRequest for Term: dropdownlist
in the upper right of th&utoring Requestirm.

2. Click theNew button at the bottom of the forn#\ blank tutoring requedbr the selected
student will appear.

3. Enter the fields needed to create the tutoring reqiestdescriptions of the fields, see Table
12.

Note: If, when you click the dropdown arrow on tbeurse rumber: dropdown listhe

dropdown list is empty, the student for whom you are creating the tutoring request
doesndt have fortheselacted axadsnmictieend Create a class schedule
for this student before you can continue creating the tutoring request.

To create a class schedule for this student:

1. Exit the Tutoring Request foriyy clicking theClosebutton in the bottom righhand
corner of the Tutoring Request form.

2. Create a class schedule for the student (see Section 5.6, Add Student Term
Informatior). After you create a class schedule for this student, cleatatbring
request

Save the tutoring requestnd close the form
1. Click theSavebutton.
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2. Click theClosebutton.
A tutoring requesfor the student is now createblext, assign this tutoring request to a tutor.

Table 12. Tutoring Request Fields

Field Description

Course number The number of the course for which the studeants tutoring

Course name The name of the course for which the student wants tutoring

Request for term The term in which the tutoring requéstmad

Term to view The term which corresponds to the course schediget the course name
and course numbémom

Instructor The instructoteaching the courder which student wants tutoring

Section number The course section numbefrthe coursdor which the student wants
tutoring

Course credits The number of credits the course is worth.

Counselor The student's counselor

Coordinator The type of tutoring requestéscience, math or other)

Hours wanted The number of hours per week the student wants to be tutored

Request date The datehis tutoring requesiias made

Active? If this checkbox is checked, the tutoring requesictive (the tutor and
student are meeting on a weekly basis).

Dropped? If this checkbox is checked, the student has dropped the course he/shi
requested tutoring for.

Datedropped The datehe course was dropped.

7.4 Assign Student Tutoring Request to Tutor
To assi gntut@ingsequesioe utord you must:

1. Locate the st udusimgtiledutdringimenui ng r equest
2. Match/Assign the tutoring requesta tutor
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7.4.1 Locate Studentds Tutoring Request
Three links in the Tutoring merallow you to locate tutoring request$hese links are:

- All Requests

- Requests for Current Working Student

- Requests for Current Working Counségiaff

All of these links display student tutogmequestshowever, they filter these tutoring requests differently:
- All Requestsshows all student tutoring requestsStudentAccess for a selected term.

- Requests for Current Working Student shows all tutoring requestequested by a
specific student for a selected term

- Requests for Current Working CounselorStaff shows all tutoring requessssigned to
a specific counselor or staff member

If you know the name of the student who made the tutoring regoestant to locate, th¥iew all
Tutoring Requests made by the Current Working Studentink is the most effective way to locate and
view the request.

If you want to view all requests made to a specific counsedgardless of whichtsdent made the
request, use thirequests for Current Working Counselor/Stafflink on the Tutoring menu

If you want to view all tutoring requestseated in StudeAtcess, regardless of who created them or
which counselothey are assigned tose theAll Requestslink.

7.4.2 Match/Assign Tutoring Request to Tutor

1. Once youbve | ocat efitl outthe€oordinatonlmfa section of ehe tuteringtrequest
by selecting the Coordinator, the Current Tusod entering the dathis request was assigned to a
tutor.

2. Select the tutor to whom you want to assign the tutoring retuéstim theCurrent Tutor
dropdown liston the Tutoring Requests form

Note: If the tutor you wish to assign the tutoring requesioesn't appear in ti&urrent Tutor
dropdown list the tutor hasn't been added to StudentAcc€ssadda tutorto StudentAccess:

1. Close the Tutoring Requests foly clicking theClosebutton on he Tutoring Requests
form. The Tutoring menwill reappear.

2. Read Section 7.2 of this document to learn how to create a tutor record in StudentAccess.
Once youbve created t he stutoringreqiessee Seadianr d | oca
7.4.1) and assign the tutoring request to the new tutor (see Section 7.4.2).

3. Click theSavebutton.

StudentAccess for McNair,Ver si on 3.5, Userés Gui de Page 57



7 Tutors, Tutoring Requests and Tutoring Timesheets

4. Click theClosebutton.

Thetutor name you selected from the Current Tdr@pdown listis the tutor now assigned to this
tutoring request

7.5 Generate Blank Tutor Timesheets Using StudentAccess
StudentAccss allows you to generate three types of tutoring timesheets

- A blank tutor timesheagrid without dategFigure 7)
- A blank tutor timesheagrid with dateg(Figure 8)
- A blank tutor timesheatith datesbut without grids (Figure 9)

Select a timesheggpe to generate. To generate a timesheet grid without (gese 7), read Section
7.5.1. To generate a timesheet grid with dates (Figure 8), read Section 7.5.2. To generate the timesheet
without a grid (Figure 9), read Section 7.5.3.

Figure 7. Blank Timesheet Grid Without Dates

Tutor Time Sheet
Coordinator: Pay Period Ending Date:
Department #  |Employee' s 33N | Employes's Hame
Day —— Hrs/  |assign
Date — Ftudent Hra/Whk

Total:
Initisled By:
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Figure 8. Blank Timesheet Grid With Dates

Tutor Time Sheet

Cootdinator: Scieice FPay Petiod Ending Date: 4132008

Departmert #  |Employee's 351 | Employee's Hame
111-44-1111 | Tones, Jimbo

Day — | Mon Tue Wed Thn Fii Bat Sun Mon Tue Wed Thoa Fii Bat Sun [Hrs! & gsi g
Date — [331/2008| 41/2008 | 422008 | 432008 | 442000 | 452008 | 4802008 | 472008 | 40802008 | 4902000 (41002008 |4/1 12002 |41 22008 (41 32008 3 tudert [Hrs Wk

Bovier, Patty Frm 0
28

Fxm

1

Figure 9. Blank Timesheet With Date but No Grid

Srience 4132008

111-44-1111  Jones, Jimbo

Mon Tue Wied T Fii Sat Sun Ilon Tue Wied Tin Fii Sat Sun
SELC00E  HL2005 HR005  4G0008 442008 52008 492008 HTR003 HE000F 400008 102008 4110003  4SL0008 45150003

Bouvier, Patty 0
20

7.5.1. Generate a Timesheet Grid without Dates (Figure 7)

1. Click the<--Go to Reportslink located in the bottom rightand corneof the Welcome Screen
StudentAccess will display tHeeports menu

2. Click theTutoring Timesheetslink. The TimeSheets fornwill open.
Click theTime Sheet Gridbutton on the Time Sheets form

A blank tutor timesheetill be generatedTo print this time sheet, hold down the Control (Ctrl)
key in the bottom left or right of the keyboard and press the P keyboard key.

7.5.2. Generate a Timesheet Grid with Dates (Figure 8)
Open theTimesheetform:

1. Click the<--Go to Reportslink located in the bottom rightand corneof the Welcome Screen
StudentAccess will display tHeeportsmenu

2. Click theTutoring Timesheetslink on the Reports menurhe Timesheets formill open.

Generate the timesheet

1. Enter the pay periodnding daten thePay Period Ending Date textbox in the top right of the
Timesheet$orm.
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2. If the pay periocends on the 31st day of the month, check the checkbox below the pay period
ending date

3. Click theTime Sheets With Gridbutton on the Time Sheets form

4. A blanktutor timesheetvith a grid will be generated for the specified pay peridd print this
time sheet, hold down the Control (Ctrl) key in the bottom left or right of the keyboard and press
the P keyboard key.

7.5.3. Generate the Timesheet without a Grid (Figure 9)
Open theTimesheetdorm:

1. Click the<--Go to Reportslink located in the bottom rightandcornerof the Welcome Screen
StudentAccess will display tHeeports menu

2. Click theTutoring Timesheetslink on the Reports menurhe Timesheets formill open.

Generate the timesheet

1. Enter the pay periodnding datén thePay Period Ending Date textbox in the top right of the
Timesheetgorm.

2. If the pay periodnds on the 31st day of the month, check the checkbox below the pay period
ending date

3. Click theTime Sheets Without Gridbutton on the Time Sheets form

4. A blanktutor timesheewill be generated for the specified pay perida print this time shet,
hold down the Control (Ctrl) key in the bottom left or right of the keyboard and press the P
keyboard key.

Tutors can use the generated timeshietscord the hours they spend tutoring students. At the end of

the pay pend, you can collect the timesheets from the tutors. Using the collected timesheets, you can

record the tutoring houisn St udent Access. To |l earntulormgv t o el ec
hours in StudentAccess, read the next section.

7.6 Record Tutoring Hours in StudentAccess

Recording each tutors hours in StudentAccess allows you to:

- Track tutoring information needed for the AnnualfBenance Report
- Generate tutoring hour reports

I f all of the following are true, you are ready t
1. The tutored student has a student record in StudentAccess
2. The tutoring tutohas a tutor record in StudentAccess
3. The student has a tutoring requiesBtudentAccess
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4. The tutoring requesh StudentAccess is assigned to the tutoring tutor
5. The tutorng session between the student and tutor has occurred

To Record a Tutords Tutoring Hours in Student Acce
Open the Tutoring Hours form:

1. Click the<--Go to Tutoring link located in the bottom rightand corneof the Welcome
Screen StudentAccess will display theutoring menu

2. Click theRecord Tutoring Hours link on the Tutoringmenu The Tutoring Hours formwill
open.

Select the tutor's name and the student's name:
1. Select the name of the tutor to record hours for frontutoe dropdown list

Note: If the tutor's name doesn't app@athetutor dropdownlist t he tut or does
arecord in StudentAccess. To create a record for the tutor, see Section 7.2.

2. The current hours for the selected tutor will be displayed ifftiering Pay Period Hours.
At the bottom of this list will be a blank field.

3. Inthe blank field at the bottom of tAaitoring Pay Period Hours list, select the student
who received the tutoring from tt&tudentdropdown list

Note: If the student's name den't appear in this dropdown Jihen the student didn't
make a tutoring requestTo make a tutoring request for the student, see Section 7.3.

After you create the tutoring requgsée Section 7.4, Assign Tutoring Request to Tutor
Assignthe request to the tutor you want to record the tutoring request hours for.

After you have assigned tlatoring requesto the tutor, record the tutoring hoursing
these instructions.

Select course and enter the date

1. Select the course the student receivédring for from theCourse dropdown list
2. Enter the datéhe tutoring occurred into tHeate textbox.

3. Enter the number of hours the tutoring required inHbars textbox.

Save the tutaing hours and close the form
1. Click the Savebutton
2. Click theClosebutton
Tutoring hoursare now added for the selected tutor fordheent pay period
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7.7 Section Summary
This section showed you how to:

Create student tutoring requests

Assign a student tutoring requésta tutor

Create a tutor record in Studentkss

Generate blank tutor timesheetsStudentAccess
Record Tutoring Hour StudentAccess

This userdés guide doesndt show you

Add a counselocommentto a tutoring request
Add a coordinatocomment to a tutoring request
Edit a tutoring request

Delete a tutoring request

how

For instructions on how to do these tasks, see the StudentAccess help menus

To access tutoring-task instructions in the StudentAccess help menus:

1. Open StudentAccess by clicking the StudentAccess icon on your desktop

to do

2. After StudentAccess has opened, press$-thkeyboard key. Th&1 keyboard key is
located in lhe upper lefhand corner of the keyboard to the left of Bsekeyboard key.

The StudentAccess help memidl open.

3. Click theForm-Based Tableof Contentslink in the Help mené s

form-based table of contents for StudentAccess will open.
of eohtents.ndnan SiudentAdcesd | e

4. ClicktheTutoringMenul i nk i n t he
help menuwill display the Tutoring menaontents.

t abl

e of

t hes

cont e

The next section shows you how to generate reports using StudentAccess. The Annual Performance
Reportis not included in the next section.
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8 Reports in StudentAccess
StudentAccess has 11 report types. These report types are:

- Student Reports

- Tutoring Request Reports

- Tutor Reports

- Tutoring Hours Reports

- Payroll Reports

- StudentCounselor Contad®eports

- CounseloiComment Reports

- Item Inventory Reports

- Custom Reports

- Blank Timesheets

- Blank Forms
- Permanent Student Information Hardcopy
- Student Term and Year Information Hardcopy

Read the StudentAccess Help Menus for information on reports in StudentAccess. The help menus
describe each report, atell you how to generate each report

To open the StudentAccess help menus and view the information on reports:
1. Open StudentAccess by clicking the StudentAccess icon on your desktop

2. After StudentAccess Bapened, press the F1 keyboard key. Hhkeyboard key is
located in the upper leftand corner of the keyboard to the left of the Esc keyboard
key. The StudentAccess help memtils open.

3. To view the help file®n reports in StudentAccess:

1. Click theForm-Based Tableof Contentslinkinthe Helpmends t abl e of
contents. The forrbased table of contents for StudentAccess will open.

2. ClicktheReportsMenul i nk i n t he dfeohtgntsnidemuds t abl
StudentAccess help menwdll display The Reports mentontents.

3. Click theAbout Reports in StudentAccesdink in the help menus. His
help file (About Reports in StudentAccess) shows you which reports are
available in StudentAccess and provides links to other help files that describe
each report and show you how to generate each report.
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9 Utilities in StudentAccess
StudentAccess has two utilitieshe Multiple Student Toand the Inventory Manager

With theMultiple Student Tool you can emaiimultiple studentsgenerate a personalized letizone or
more of your students and add services utilize mor e t han one studentbés rec
Student Tool is passwoiatotectedby the Multiple Student Tool password

Section 9.1 ofhis document shows you how to use the Multiple Student Tool

Thelnventory Manager is like a small library system. It allows you to maintain a list of items that can
bechecked out by any student or tutor who has a record in StudentAccess. The Inventory Manager also
generates reports. These reports show overdue @edhshecked out items; they include the contact
information of theperson who checked out the item(s). The Inventory Manager is not password
protected Section 9.2 of this document shows you how to use the Inventory Manager.

9.1 The Multiple Student Tool

The Multiple Student Toddllows you toperform operations on multiple student records in
StudentAccessUsing the Multiple Student Tool, you can:

- Add a counselocommento multiple student records.

- Add a service utilizetb multiple student records.

- Add a studentounselor contadb multiple stuént records.

- Generate a lettéo multiple selected students.

- Generate lettdabelsa ddr essed to multiple selected studen
- Email multiple students.

- Create and print a custom repoointaining multiple selected student records.

- Change the statuses of multiple selected students.

Performing any operation using the Multiple Student Tioeblves doing two steps:

1. Create a student lisbntaining the student records you want to perform the operation on.

2. Select the operation you want to perform on the studergelisilall students in the list, update the
records of all the students in the list).

The next section shows you how to create destulist

9.1.1 Creating a Student List

To perform anyperation using thslultiple Student Toglyou must firstreate astudent list A student
list is a collection oktudent records you select from all student records existing in StudentA¥oess.
can create a student list by either:

1. Manually selecting the students you want to include in the list
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2. Using the Student Search Tpol
3. Selecting all student records in StudentAccess

Manually selectstudent records to include in your studentifisil of the following are true:
- You knaw the names of all students whose records you want to include in the list

- The students donét share a common field value
students assigned to a specific coundelor

- The number of studémecords to include in the list is small (for example, less then 20)

Use theStudent Search Toolf all of the following are true:
- The number of student records to include in the list is large (over 20).

- Students to iclude in the list share a common feature that identifies them from all other students
in StudentAccess (for example, they are all assigned to a specific cowamskltave a specific
participant statys

Use theSelect Allfunction in StudentAccess if you want to create a studertlssn t ai ni ng al | st
records.

If you do not know whether manually selecting student records or using the Student Searsth€ool
best solution for your situation, you can use a combination of the two methods to create a student list

Student lis$ created using the Multiple Studé ool can be saved for future use. You can also edit saved
student lists, delete saved student lists and reuse saved student lists.

9.1.1.1. Create a Student List by Manually Selecting Student Records

To create a new student list to perform operations on using the Multiple Student
Tool:
Open theMultiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom rightand corneof the
Welcome ScreenStudentAccess will display thdtilities menu

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

3. Enter the Miltiple Student Toopasswordnto the password entry forand click
Ok. The Multiple Student Toot Select Students form opens.

Createthe new student list

1. The Student Search Toslthe box with three buttons on the left of the fpthe
Student Lisis the list orthe right of the form.

2. Select the New Student Ligem in theSelect a Saved Listiropdown listat the top
of the form
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3. Select the students you want to include in your stuigsby checking thénclude
checkbox next to their name$o select a group of students using the Student Search
Tool, see Section 9.1.1.2 Creating a StudentWsihg the 8udent Search Tool

4, Once youbve selected all studen/ifpuyou wan
want to save the list for future use, click B&vebutton at the top of the forand
provide a name for the new liskf you just want to use the student list, but not save it
for future use, don't click th®avebutton.

5. You have now created a student{isti can use in the Multiple Student Todlo see
the operations you can perform on your new student list, clicKtéye 2-> button at
the bottom of the formlIf you want to exit the Multiple Student Tool, click t@dose
button at thévottom of the form.

6. If you clicked theSavebutton in step 4, the student hgiu created will be available
the next time you open thdultiple Student Tool -- Select Stuantsform.

9.1.1.2. Creating a Student List Using the Student Search Tool

TheStudent Search Tdsburpose is to make the select of student records more efficienthe Student
Search Tools located on the Select Students farihthe Multiple Student ToolThe Student Search
Tool is used to create studdists for the Multiple Student ToolEverything you can do with the Search
Tool you can also do manuallhe benefit of the search tool is that it can quickly, automatically,
andaccurately create student lists based upaartaia criterion.

The Student Search Toallows you to select a group stiudents based anvalue ofone or more of their
database attributeg:or example, using the Multiple Student Tgol can create a list of all active
students, all students who are assigned to a specific coyrakestudents of a specific gendermarital
status, or all students who have a spegifilcie entered for a custom fielYou can also create a list of
students whose statuses are either active or pending, or all students who are not single.

If you want to create a list of students whom share a comniteni@an based on any value stored in
StudentAccess, you should use the search tool.

To use the Search Tool to automatically select a group of students:
Open the Select Students form

1. Click the<--Go to Utilities link located in the bottom rightand corneof the Welcome Screen
StudentAccess displays thiilities menu

2. Click theMultiple Student Tool link on the Utilitiesmenu
Enter the Multiple Student To&lassworand clickOK. The Select Students forapens.

Select the value and field to search on:

1. On the right of the Select Students famthe Student Search TodDn the left is the list of all
student records in StudentAccess.

2. Select theNew Student Listitem from theSelect a Saved Listdropdown listat the top of the
Select Students form

3. Click theRefine button at the top of the Student Search Tool
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4. Select the data field containing the value you want to searcRamexample, to select all active
students, you would select tRerm: Statusitem from theSearch On:dropdown list

5. Select the value of the data field you want to searchon.example, to select all active students,
you would select thActive item from the value dropdown list

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

1. From the criteria list, select how you want the data values iMdahe dropdown listcompared
with the values stored in the database.

For exampleif you want to select all active students, you would choos&dual to: or

Like item from theWith Criterion Of: dropdown list (The learn the difference between the
"Equal to" and "Like" criteria ites) see sectiof.1.1.3 The Difference Betweekqual toand
Like.)

If you want to select all students not matching the criterion that you have specified, for example
all students who aren't active, selecta# Equal To: item from thewith Criteria Of :
dropdown list

Update and save the selected students:

1. To select all students from the list at the right who have the value of the criterion you have
specified, click theJpdate button. Al student records containing the criterion that you have specified
will be selected.

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

Youdve cr eat e dhoashatlen single arihmos ¢ritertbre (fot egample, 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 T.ool

Refining the student lislecreases its size; expanding the student list increases its size.

For example, if you want the list to contain all students who RavelingandActive statuses, you
would select th&xpand radio tutton and press tHgpdate button in step 1 with:

- ThePerm: Statusitem selected from th8earch On:dropdown list
- ThePendingitem selected from thealue: dropdown, and
- TheEqual to: item selected frorthe With Criteria Of dropdown

When you click théJpdate button again, all students with &gtive or Pendingstatus will be selected.

An example of &efine searchwould be onéghat seled students with a speciftounselofrom the
selected list of active students.

9.1.1.3 The Difference between Equal to and Like

ThelLike andEqual to items are located in th#&/ith Criteria Of dropdown liston the Student Search
Tool. The Student Search Tasllocated on the Select Student fasfithe Multiple Student Toal
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If you selectEqual to item from theWith Criteria Of dropdown listyou are telling StudentAccess that
you want the student records selected to match the value specified/altieefield exactly.

An exact matchis one that matches the search value léttetetter. For example, if yosearch all
student records for couglsr commentghat contain the phrase "Requests tutoring," and you specify
Equal to in theWith Criteria Of dropdown lisf only comments containing the exact phase "Requests
tutoring" and no other text will be returned as resuitisrases like "Requedigtoringfor college algebra
class" will not be returned as a result because it contains 43 charactergitetiigding spaces) while the
search value "Requests tutoring" only contains 17 characters/letters (including sBacesise "Needs
improvement" and "Needs improvement in college algebra" differ {igttdetter, they do not match
exactly and "Requestatoring forcollege algebra class” will not be returned as a result Etual to
option is selected from th&ith Criteria Of dropdown list.

Select theequal to item only when:
1 You know the exact phrase you are looking &itdrby-letter, or
1 You have selected the text in talue text field from a dropdown lish the Student Search
Tool

If you do not know the exact phrase, ouywant all comments that contdire phrase to be returned as
results select theLike optionfrom theWith Criteria Of dropdown list

If the Like optionis used instead of tiequal 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"
containghe search phrase "Requests tutoringtirases like "Student requests tutoring” will also be
returned. When aLike criterion is usedall results will contain "Requests tutoring" but thegy differ

in the number of letterhey cantain.

9.1.1.4. Create a Student List that includes all Student Records in StudentAccess

To create a student list that contains all students in StudentAccess:
Open theMultiple Student Tool:

1. Click the<--Go to Utilities link located in the bottom rightand corneof the
Welcome ScreenStudentAccess will display the Utilitiesenu

2. Click theMultiple Student Tool link on the UtilitiesMenu StudentAccess will
open a password entry form

3. Enter the Multiple Student Toplasswordnto the password entry forand click the
Ok button. The AMul t i pl--SelettStudestot f ® o ml wi | | open.

Select all the students:

1. The Student Search Toslthe box with three buttons on the left of the fpthe
Student Lists the list on the righof the form.

2. Select theNew Student Listitem in theSelect a Saved Listliropdown listat the top
of the form

3. Click theSelect Allbutton in the Student Search Toalrtion of the form All
students in the Student Lisill be selected.
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Save the list:
1. To save the student lislick the Savebutton at tle top of the Select Students form

2. You will be prompted to enter a name to save the list urifleter the list name and
click Save

To use the new student lisin the Multiple Student Tool:

1. Verify that the name of the student lgtu want to use in the Multiple Student Tool
is selectedrom theSelect a Saved Listropdavn list at the top of the form

2. Click theStep 2-> button at the bottom of the form

9.1.2 Selecting the Operation to Perform on the Student List

On c e veyceeatdd a student ligtou indicate which operation you want to perform on the Wstu
indicate which operation to perform on the list by clicking a button oSétect Optionform of the
Multiple Student Too(Figure 10).

Figure 10. Select Option Form of the Multiple Student Tool
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