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Thank You! 
 
 
 
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 
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1 Introduction 
 

What is StudentAccess for McNair?  

StudentAccess is a software program designed for McNair.  StudentAccess tracks student, 

counseling, advising and tutoring information for the Department of Educationôs Annual 

Performance Report.   You do not need to know Microsoft Access to use StudentAccess.  

StudentAccess gives you all the capabilities of Access without the complexity.   

 

StudentAccess can be used for daily data-entry tasks and reporting purposes.   
 

Daily data-entry tasks include: 

- Managing student information  

- Managing tutor information 

- Recording tutoring sessions 

- Recording counseling sessions 

- Recording tutoring hours 

- Generating letters for students and tutors 

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

 

Reporting purposes include: 

- Storing information used to generate the Department of Educationôs Annual Performance 

Report  

- Generating Section III of the Annual Performance Report (for more information on the 

APRG, see Section 4.4 of this guide). 

- Generating reports for: 

- Student academic needs 

- Student demographics 

- Student schedules 

- Tutoring requests 

- Tutoring comments 

- Counselor comments 

- Tutoring timesheets, and 

- Checked out 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. 
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How Many People can Use StudentAccess? 

The Database 

StudentAccess can be used by one or many computers at the same time.  A multi-

computer setup allows multiple people to access and update shared information from 

different computers.  The single-user computer setup is installed on a single computer 

that only allows one user using that one computer to access and update information.   

 

In order for multiple people to use StudentAccess on different computers, your 

department must have a network and all computers running StudentAccess should be 

connected to that network.   

The License Agreement 

The StudentAccess license agreement allows you to install StudentAccess on as many 

computers as necessary within your individual grant.  Each grant should purchase its own 

StudentAccess license. 

 
Who Creates StudentAccess? 

StudentAccess is created and maintained by Heiberg Consulting, Inc. in Fort Collins, Colorado.   

 

To clarify steps in this guide or to troubleshoot problems experienced while using this guide, 

please call StudentAccess Technical Support at (800) 801-1232. 

 
 Document Purpose  

This userôs guide helps you: 

- Install StudentAccess 

- Add students, counselors, coordinators and tutors to StudentAccess 

- Create tutoring requests 

- Match tutoring requests to tutors 

- Use the Multiple Student Tool 

- Use the Inventory Manager 

- Record tutoring hours 

- Use the email generator 

- Generate reports using StudentAccess 
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Document Scope 

This guide assumes you have: 

- Your product keycode.  

- Computers in your department that match or exceed the system requirements in Section 

1.1. , System Requirements of this document. 

 

If you are using the full version of StudentAccess (and not the demo version), your product keycode is 

needed to download StudentAccess from our Web site located at http://www.studentaccess.com/McNair.  

If you cannot find your keycode, please call StudentAccess Technical Support at (800) 801-1232. 

 
1.1. System Requirements 

Minimum Requirements 

- Microsoft Windows 2000 or higher 

- Microsoft Access 2000 or higher 

- 128MB RAM 

- Network required for multi-user functionality 

System Recommendations (for tracking up to 50,000 students) 

- Microsoft Windows XP or higher 

- Microsoft Access 2002/XP or higher 

- Pentium III 1Ghz or higher processor  

- SVGA (1024x768 or higher) video adapter  

- Network required for multi-user functionality 

Disk Space Requirements 

- 10MB for the program file (contains forms and reports) 

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

5 years) 

- Shared network drive for multi-user functionality 

Backup 

- Requires that you make a copy of the data file 

- Recommended data file backup weekly to protect your data 

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

 

Supported options 

- Terminal Server 

- MS SQL 
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1.2 Help Resources 

Table 1.  Help Resources  

Help Resource Use to 
Contact information or document 

location 

 

StudentAccess Technical 

Support (Heiberg 

Consulting Inc.) 

 

Clarify steps in this guide or 

troubleshoot problems experienced 

while using this guide. 

 

(800) 801-1232 

StudentAccess Listserve Email questions to and receive 

replies from other StudentAccess 

users throughout the United States. 

To sign up to be on the Listserve, see 

http://www.studentaccess.com/Resources

/support/listserv.asp 

 

StudentAccess  

Document Library - 

McNair 

 

Download help documentation for 

StudentAccess. 

http://www.studentaccess.com/Resources

/support/doclib/McNair/default.asp 

 

StudentAccess McNair 

Help Menus 

Get step-by-step instructions on 

how to use common StudentAccess 

features. 

With StudentAccess open, press the F1 

keyboard key to the right of the Esc key. 

 

1.3 Organization of This Guide 
No section of this guide assumes youôve read this guide in order.  The only sections that you must do 

before entering data into StudentAccess are Install StudentAccess and Initialize StudentAccess.   

 

The next section describes how to install StudentAccess in your McNair department.  

http://www.studentaccess.com/Resources/support/listserv.asp
http://www.studentaccess.com/Resources/support/listserv.asp
http://www.studentaccess.com/Resources/support/doclib/McNair/default.asp
http://www.studentaccess.com/Resources/support/doclib/McNair/default.asp
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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 instructions on 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 

StudentAccess to version 3.5, skip this section and read Section 10 of this document.   

 

If you already have any version of StudentAccess installed on one or more computers in your 

department and you want to install StudentAccess on one or more additional computers see 

Section 10 of 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 

StudentAccess has two parts:  the Program File (front end) and the Data File  (backend).   

 

The program file stores and manages the Graphical User Interface of StudentAccess.  The Graphical User 

Interface is the part of StudentAccess you see while using StudentAccess:  forms, dropdown menus, 

buttons and reports.  The program file does not store any of your data.  It is installed on every computer 

that will user StudentAccess. 

 

The data file stores participant and grant information.  There is one, and only one, data file.  This one data 

file is stored on either: 

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

StudentAccess in your department. 

2. (Multi -computer setup)A computer in your department that is set in Sharing mode and is always 

left on so that everyone else in your department can update the data file stored on the shared 

computer by using their own computers. 

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

Figure 1 shows a correct multi-computer installation of StudentAccess.  Notice that (a) there is one and 

only one data file, and (b) all computers running StudentAccess are connected to that one data file.   
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Figure 1.  StudentAccess Multi-Computer Installation 
 

 

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

 

  

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

Program File Data File 

Installed on each computer running StudentAccess Installed on one network server or one shared 

computer 

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

program files 

 

Replaced when StudentAccess is updated to a new 

version 

 

Never replaced when StudentAccess is updated 

 

Stores data entry forms and reports used to create the 

Graphical User Interface 

Stores student, contact, counselor, and follow-up 

information 

 

Sends information additions, updates and requests to 

the data file 

Provides data to the program file.  Adds or 

updates information when the program file 

requests these actions. 

  

 

If you put the data file and the program file on the same computer, you are using StudentAccess as a 

single-computer setup.  A single-computer setup only allows one computer to update the data file, and 

everyone who wants to use StudentAccess must use that one computer.   
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If you put the data file in a shared location (e.g. a shared folder, or on a server), you are using 

StudentAccess as a multi-computer setup.  A multi-computer setup allows multiple users to 

access and update the data file at the same time from different computers.   

 

We recommend you install StudentAccess as a multi-computer setup because it: 

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

department. 

2. Makes StudentAccess more scalable.  This means that if you later decide to install 

StudentAccess on an additional computer in your department, adding that additional 

computer is easier if you are already using StudentAccess as a multi-computer setup. 

3. The multi-computer setup can be used as a single-computer setup, but a single-

computer setup cannot be used as a multi-computer setup.   Because of this, a multi-

computer setup is more flexible. 

 

Most grants will use StudentAccess as a multi-computer setup.  Use these instructions to install 

either of these two setups. 

 

 

2.2 Get a Data File 

You can obtain a data file by ordering a data conversion from Heiberg Consulting, Inc., or by 

requesting a blank data file from Heiberg Consulting, Inc.   

Order a Data Conversion 

If your McNair program has participant data from previous years that you would like to use 

in StudentAccess, you can order a data conversion from Heiberg Consulting, Inc.  When HCI 

does a data conversion, we take your existing McNair program data and put it into an empty 

StudentAccess data file.  When the conversion is finished, we send you the data file with all 

of your previous data in it. 

 

To order a data conversion, call StudentAccess Technical Support at (800) 801-1232. 

 
Request a Blank Data File 
If you have no previous data about your McNair program that you would like to use in 

StudentAccess, you can obtain an empty data file from Heiberg Consulting, Inc.   If you have 

not already received the data file by email or on CD, call StudentAccess Technical Support at 

(800) 801-1232. 

 
2.3 Install the StudentAccess Data File 

Whether you are installing StudentAccess as a single-computer setup or a multi-user setup determines 

where you will save the data file. 

Multi-Computer Setup 

Once you have the data file, you need to install it either on a network server or a shared computer 

in your department.  To do this, you have two options.  If your department employs an 

information technology professional, do the instructions in this section.   
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If your department does not have an information technology professional, or if this person is 

extremely busy, call StudentAccess Technical Support at (800) 801-1232, and we will help you 

install the data file.   

 

Single-Computer Setup 

Save the data file on the computer on which you will use StudentAccess.  Save it in a location 

where it is unlikely to be moved or deleted.  Remember where you saved the data file because 

you will need to navigate to this location when you link the program file to the data file. 

 

2.4  Install the Program File 

You must install the StudentAccess program file on all computers that will use StudentAccess in 

your department.   

You can obtain the StudentAccess program file from a CD mailed to you from Heiberg 

Consulting, Inc., or you can download the program file from the StudentAccess Web site.  These 

instructions assume you are downloading the program file from the Web site, which is located at 

www.studentaccess.com/Resources/downloads. 

 

To download the StudentAccess program file from the Web site, you will need your 

StudentAccess keycode.  If you do not know your StudentAccess keycode, call StudentAccess 

Technical Support at (800) 801-1232. 

 
To install the program file: 

Open the StudentAccess Downloads Page: 

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

2. Go the StudentAccess downloads page located at 

www.studentaccess.com/Resources/downloads. 

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

4. Click the View Downloads button.  A list of links will appear.  These are all the 

programs you have purchased from Heiberg Consulting, Inc. 

 

Download the StudentAccess Program File Executable to your Computerôs 

Desktop: 

1. Click the StudentAccess for McNair 3.5 link from the list of available downloads. 

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

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

4. Select your computerôs desktop as the location to save from the file selector. 

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

desktop. 

 

Run the StudentAccess Program File Executable 

1. Close your web browser. 

http://www.studentaccess.com/Resources/downloads
http://www.studentaccess.com/Resources/downloads
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2. Double-click the StudentAccess Program File Executable icon located on your 

computerôs desktop.  The StudentAccess Program File Executable icon is labeled 

SAMcNairSetup.EXE.   

3. The Install Wizard opens.  Follow the instructions in the Install Wizard.  When you 

have finished the Install Wizard instructions, you have installed the StudentAccess 

program file on your computer. 

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

run StudentAccess. 

 
2.5  Start StudentAccess for the First Time  

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

data file.  After you link the program file to the data file, the program file remembers the 

location of data file and you will not need to link them again unless you: 

- Update StudentAccess to the next version 

- Reinstall the StudentAccess program file 

- Move the data file to another network server, shared computer or folder 

  

If you have followed the instructions in this section sequentially:    

- You have installed the data file and the program file 

- You have mapped each computer with the StudentAccess program file to the data file 

 

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

 

You will need to repeat these instructions on every computer in your department that will 

run StudentAccess.   

 
Link the Program File to the Data File  

 Open the Data File Location Form: 

1. Open the StudentAccess program file.  You can do this by either: 

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

- Running StudentAccess from the Start Menu. 

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

 

3. StudentAccess gives you this message next: 

 

   

 

 

 

 

 

 

 

 

 

 

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

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

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

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

icon.   

4. Click the OK button on the Data File Location form.  The StudentAccess program 

file opens and shows the StudentAccess Welcome Screen. 
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Figure 2.  StudentAccess Welcome Screen 
 

 
 

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

 
Figure 3.  The Working Student List 
 

 
 

If you did not order a data conversion, your data file will be empty.  If your data file is empty, the 

Working Student list will be empty (it will not show any participant names).  

 

You have installed StudentAccess in your McNair department.   
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If you are lost or confused, please call StudentAccess Technical Support at (800) 801-1232. 

 

Before entering data into StudentAccess, you must initialize StudentAccess.  If you do not 

initialize StudentAccess before adding information, you may enter information into the wrong 

year.  In the next section, you will initialize the StudentAccess program file by: 

1. Setting the default term 

2. Setting your departmentôs Annual Performance Report location, and 

3. Setting the admin, DB, and Multiple Student Tool passwords 
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3 Initialize StudentAccess 
You must initialize the StudentAccess program file after you install StudentAccess and before anyone in 

your department enters information into StudentAccess.  You only need to initialize StudentAccess once. 

 
3.1 Process Overview 

Initializing the StudentAccess program file requires these steps: 

1. Set the default term  

2. Set your departmentôs Annual Performance Report (ARP) location 

3. Set the Administrator password 

4. Set the DB Administrator password 

5. Set the Multiple Student Tool password, and  

6. Add counselors and coordinators to StudentAccess 

 

Steps 3 through 5 are optional.  

 

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

 

Steps 1 through 6 can be done in any order.  The default term will be the academic term for which you 

want to create tutoring requests, enter student course schedules and enter services utilized.  Usually, the 

default term is the current academic term. 

 
3.2 Define StudentAccess Passwords and Defaults 

Before you begin initializing StudentAcces fill out the StudentAccess Passwords and Defaults form on 

the next page.   
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StudentAccess Passwords and Defaults (Page 1 of 1) 
 

 

1. Departmentôs default term:  _____________   
 

The departmentôs default term will be the current academic term.  For example, if todayôs date is 

March 9, 2007, the default term is probably Spring 07. 

 

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

 

2. Departmentôs Annual Performance Report Location (circle one):      choose Year          
 

The ARP location specifies whether your department will enter participant status, current grade 

level, academic standing and enrollment status on the Term or Year form in StudentAccess.  In 

previous versions of StudentAccess you were able to choose between Term and Year.  As of 

version 3.5 of StudentAccess, Year is the only option. 

 
4. Administrator password:  ___________________ 
 

The administrator password password-protects three links on the Admin menu.  These links are:  

Add a New Student, Update and Review Default Values and Workstation Settings.  If you 

want only a few people in your department to be able to add and delete student records, set the 

default term, we recommend you set an administrator password. 

 

If you do not set an administrator password, it will be hello.               
 

5. DB (Database) Password:  __________________ 
 

The DB password password-protects the Database Settings link on the Admin menu.  If you 

want only a few people in your department to be able to set the departmentôs Annual Performance 

Report location (number 2 on this form) or change your keycode, set a DB Password.   

 

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

 
6.  Multiple Student Tool Password:  ______________________ 
 

The Multiple Student Tool password password-protects the Multiple Student Tool link on the 

Admin menu.  The Multiple Student Tool allows a person entering data into StudentAccess to 

email  multiple students, generate letters addressed to multiple students, add services utilized to 

multiple student records in StudentAccess and add counselor comments to 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 be hello.   
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 3.3 Set the Default Term 

Once youôre finished filling out the StudentAccess Passwords and Defaults form, youôre ready to 

continue with the instructions in this section. 

 

The Welcome Screen is the fist screen you see when you open StudentAccess.  It looks like Figure 4.  All 

instructions in this section begin at the Welcome Screen. 

 

Figure 4.  The StudentAccess Welcome Screen 

 
 

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

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

Screen.  StudentAccess will display the Admin menu.    

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

open.  

3. Enter the Administrator password into the password entry form.  If you have not set the 

Administrator password, it will be hello.  

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

open.  

 

Update the default term:   

1. Click the End of Term button at the top of the Workstation Settings form.  The End of 

Term form will be displayed.  
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2. On the End of Term form, locate the dropdown list below the Matches button.  This is 

the Default Term dropdown list.  

3. Select the current academic term you entered in the StudentAccess Passwords and 

Defaults form from the Default Term dropdown list. 

Note:   If the academic term you need is not in the Term dropdown list, you can add 

the term to the Term 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 academic term to that new term. 

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

The default term is now set on all computers in your department.  (You only have to set the default term 

on one computer to make it apply to all computers in your department.) 
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Add a Term to the Term Dropdown List 

 

Open the Available Lookup Tables form:   

1. Click the Close button on the Workstation Settings form if you havenôt closed it 

already. 

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

3. Enter the Administrator password into the password entry form and click OK .  The 

Available Lookup Tables form opens. 

Open the Terms - Default Maintenance form:  

1. On the Available Lookup Tables form is a list of all dropdown lists in 

StudentAccess.  Scroll down this list (or use the form navigation arrows at the 

bottom of the form frame) until you locate the Term label under the Name 

column.   

2. When you have located the Term label, click the Edit  button across from the 

Term label.  The Terms - Default Maintenance form opens.  

 

Add a new term to the Term dropdown list:  

1. The Terms - Default Maintenance form shows all values currently available in 

the Term dropdown list.  Scroll to the very bottom of this list.   

2. At the bottom of the list is an empty text field.  Using the definitions in the table 

below, enter the value of the new Term into this empty text field.     

Field  Description  

Term The term value that appears in the Term dropdown list (e.g. FA07, SU06, SP05) 

Year The reporting year this term occurs in (e.g. 2006-2007, 2005-2006, 2004-2005). 

Order 

Specifies the order in which term values appear in the Term dropdown list.  Term values with 

lower Order  numbers appear above those with higher Order  numbers.  When you add the current 

term to the Term dropdown list, you want to give this new term value the highest Order  number 

in the Order  list so it appears at the bottom of the dropdown list. 

 

Close StudentAccess:  

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

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

3. Click the Exit  button on the Welcome Screen.  StudentAccess closes.  The next 

time you open StudentAccess, the added term will appear in the Term 

dropdown lists.  
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3.4 Set the Annual Performance Report (APR) Location 

To place the participant status, current grade level, academic standing and enrollment 

status fields either on the Term or the Year form:  

 
Open the Data file Administration Form:  

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

StudentAccess will display the Admin Menu.  

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

3. Enter the DB Administrator password. If you have not set the Administrator password, it will 

be hello.  

4. Click the OK  button.  The Datafile Administration form will open.  

 
 
Specify which form is the APR Location:  

1. On the right side of the Data File Administration form, locate the section heading that says 

Where do you want to enter the data for Participant Status, Enrollment Status, End 

Enrollment Status, Current Grade Level and Academic Standing? 

2. Under this section heading are two checkboxes.  Check the On the Term Form checkbox if 

you want these fields to appear on the Term form.  Check the On the Year Form checkbox if 

you want these fields to appear on the Year form.  Leave the other check box unchecked. 

See the StudentAccess Passwords and Defaults form if you donôt remember which 

APR location to select. 

Apply the APR Location: 

1. Click the Close button on the Data File Administration form. 

2. Click the Exit  button on the Welcome Screen.  StudentAccess will close. 

3. Double-click the StudentAccess icon on your computerôs desktop to reopen StudentAccess. 

 

The Annual Performance Report Location 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 do not set the administrator password, it will be set to hello. 

 

 

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

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

Screen.  StudentAccess will display the Admin menu.    

2. Click the Workstation Settings link on the Admin menu  
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3. If you have not set the administrator password before on this computer, it will be hello.  Enter 

the current administrator password and click OK .  The Manage Workstation Settings form 

will open.  

Delete the old Administrator password:  

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

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

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

 

Enter the new Administrator password:  

1. Enter the new password after the Administrative Password label.  (The new password will 

be displayed in all asterisks to prevent someone from seeing the new password over your 

shoulder).  

2. See the StudentAccess Passwords and Defaults form if you donôt remember the new 

administrator password. 

3. Verify that the Require Password checkbox is checked.  

4. Click the Close button  

 

The Administrator password is now set on all computers in your department.  You only have to set the 

Administrator password on 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 password, it will be set to hello. 

 

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

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

Screen.  StudentAccess will display the Admin menu.    

2. Click Database Settings link on the Admin menu  

3. Enter the current DB administrator password.  If you have not set the administrator password 

before, it will be set to hello. 

4. Click the OK  button on the password entry form.  The Database Settings form will open.  

 

Locate the DB Administrator password textbox:  

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

2. Under the Set Passwords: heading, find the DB Administrator:  label.  To the right of this 

label is a series of asterisks (*).  Each asterisk represents a letter in the current DB 

Administrator password.  

 

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

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

3. See the StudentAccess Passwords and Defaults form if you donôt remember the new DB 

Administrator password. 

4. To view the new password you entered, click the View Current Passwords button at the 

bottom of the Set Passwords: section.  

5. Click the Close button.  

 

The DB Administrator password is now set on all computers in your department.  You only have to set 

the DB Administrator password on 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 Tool password, it will be set to hello. 

 
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 right-hand corner of the Welcome 

Screen.  StudentAccess will display the Admin menu.    

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

3. If you havenôt set the DB administrator password, it will be hello.  Enter the current DB 

administrator password and click the OK  button.  The Database Settings form will open.  

 

Locate the Multiple Student Tool password:  

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

2. Under the Set Passwords: heading, find the Multiple Student Tool: label.  To the right of 

this label is a series of asterisks.  Each asterisk represents a letter in the current Multiple 

Student Tool password.  

 

Set the Multiple Student Tool password:  

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

2. Enter the new Multiple Student Tool password after the Multiple Student Tool:  label.   

3. See the StudentAccess Passwords and Defaults form if you donôt remember the new 

Multiple Student Tool password. 

4. To view the new password you entered, click the View Current Passwords button at the 

bottom of the Set Passwords: section on the Database Settings form.  

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

 



 
3 Initialize StudentAccess 

 
 

StudentAccess for McNair, Version 3.5, Userôs Guide Page 27  

The Multiple Student Tool password is now set on every computer in your McNair department running 

StudentAccess. 

 
3.8 Add Counselors to StudentAccess 

If you ordered a data conversion from Heiberg Consulting, Inc., you may already have all your counselors 

in StudentAccess.  If you did not order a data conversion from Heiberg Consulting, Inc., your data file 

will have one counselor in it and that counselor will be named Staff.   

 

To see which counselors are already in StudentAccess: 

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

StudentAccess will display the Student menu.   

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

Menu 

3. The dropdown list will display all counselors in StudentAccess.  If your Currently 

Working As: dropdown list contains one item and that item is Staff, no counselors have 

been added to StudentAccess. 

 

 

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

1. Click the <--Go to Admin link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Admin menu.    

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

entry form will open.  

3. Enter the administrator password into the password entry form and click OK .  The 

Available Lookup Tables form will open.  

 

Open the Counselors form:   

1. On the Available Lookup Tables form is a list of all dropdown lists in 

StudentAccess.  Scroll down this list until you see Counselor under the name 

heading.   

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

3. The Counselor form will open.  This form shows all Counselors currently available in 

StudentAccess.  Use the scrollbar on the right of this form to scroll to the end of the 

counselor list.  

 

Enter the new counselor into the Counselors form:    

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

into this blank field.  

2. After you add one counselor, a new blank line will appear.  If you need to add more 

than one new counselor, add the next counselorôs name in the blank field. 
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3. When youôre finished entering new counselorô names, click the Close button on the 

Counselorôs form.  

 

The new counselor is now added to StudentAccess.  

 
3.9 Coordinators in StudentAccess 

The purpose of coordinators in StudentAccess is to group tutoring requests.  The StudentAccess data file 

has these coordinator types: 

- Math 

- Science 

- Other 

 

If these are the general types of tutoring requests your McNair program will manage, and you donôt want 

to change the value of any of them, skip to Section 3.10, Section Summary. 

 

If you want to add a coordinator to StudentAccess, see Section 3.9.1 of this document.  If you want to edit 

an existing coordinatorð for example, change Science to Physics or Chemistry ï 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 right-hand corner of the Welcome 

Screen.  StudentAccess will display the Tutoring menu.        

2. Click Edit / View Tutor Information  link on the Tutoring menu.  The Tutor Information for 

Active Tutors form will open.  

3. Use the Next, Last, and Previous buttons at the bottom of the Tutor Information form to 

move through the tutor records.  The number of tutors already entered appears between the 

Previous (Prev) and Next navigation buttons.  If the number of tutors reads 0 of 0, no tutors 

have been added to StudentAccess. 

4. Once you have finished viewing the tutor information, click the Close button on the Tutor 

Information for Active Tutors form. 
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3.9.1  Add a Coordinator to StudentAccess  

To add a coordinator to StudentAccess: 
 

Open the Available Lookup Tables form: 

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

Screen.  StudentAccess will display the Admin menu.    

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

form will open.  

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

Lookup Tables form will open.  

 

Open the Coordinators form:   

1. The Available Lookup Tables form lists all dropdown lists in StudentAccess.  Scroll down 

this list until you see Coordinator  under the name heading.   

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

3. The Coordinator form will open.  This form shows all Coordinators in StudentAccess.  Use 

the scrollbar on the right of this form to scroll to the end of the coordinator list.  

 

Enter the new counselor into the Coordinators form:    

1. At the end of the coordinator list will be a blank field.  Enter the new coordinator's name into 

this blank field.    

2. After you add one coordinator, a new blank line will appear.  If you need to add more than 

one new coordinator, add the next coordinatorôs name in the blank field. 

3. When youôre finished entering new coordinatorsô names, click the Close button on the 

Coordinatorôs form.  

4. Click the Close button on the Lookup Tables form.  

The new coordinator is now in StudentAccess.   

 
3.9.2  Edit a Coordinator to StudentAccess  

To edit a coordinator in StudentAccess: 

Open the Available Lookup Tables form: 

1. Click the <--Go to Admin link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Admin menu.    

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

entry form will open.  

3. Enter the administrator password into the password entry form and click OK .  The 

Available Lookup Tables form will open.  
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Open the Coordinators form:   

1. On the Available Lookup Tables form is a list of all dropdown lists in 

StudentAccess.  Scroll down this list until you see Coordinator  under the name 

heading.   

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

3. The Coordinator form will open.  This form shows all Coordinators currently 

available in StudentAccess.  Use the scrollbar on the right of this form to scroll to the 

end of the coordinator list.  

 

Edit the Coordinator :    

1. Edit the name of the coordinator you want to change in the Coordinator form. 

2. When youôre finished editing the coordinator's name, click the Close button on the 

Coordinatorôs form.  

3. Click the Close button on the Lookup Tables form.  

 The coordinator is now edited.   

 
3.10 Section Summary 

After finishing these steps, youôve initialized StudentAccess: 

1. Set the default term in StudentAccess (required) 

2. Set your departmentôs Annual Performance Report (ARP) location in StudentAccess (required) 

3. Set the Administrator password in StudentAccess (optional) 

4. Set the DB Administrator password in StudentAccess (optional) 

5. Set the Multiple Student Tool password in StudentAccess (optional), and  

6. Added counselors and coordinators to StudentAccess  (required if you didnôt order a data 

conversion from Heiberg Consulting Inc.) 

Youôre now ready to add students to StudentAccess.
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4 Navigate StudentAccess  
This section introduces StudentAccessôs main menus and overviews each menuôs function.   

 

A menu is a screen that displays links.  Links  are like doorways that lead from one location to another in 

StudentAccess.  By clicking one of these links, you tell StudentAccess which data entry form you want 

StudentAccess to open.  A data entry form (or just form ) is a screen that allows you to enter new 

information or edit existing information.   

 

StudentAccess has five menus:  the Student menu, the Tutoring menu, the Admin menu, the Utilities 

menu and the Reports menu.   

 

4.1  The Student Menu 
StudentAccess always opens showing the Student menu.  The Student menu looks like Figure 5.  

Because the Student menu is the first screen you see when you open StudentAccess, it is also called the 

Welcome Screen.  

 

 

Figure 5.  The Student Menu (also the ñWelcome Screenò) 
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Links on the Student menu open forms that allow you to: 

- Edit student information  (demographics, addresses, email, academic test scores, 

program entry dates and cohort information) 

- Add, edit or delete term information (student courses, grade point average, services 

utilized, participant status, current grade level, academic standing) 

- Add, edit or delete year information (grade point average, participant status, current 

grade level, academic standing, enrollment status)  

- Record, edit, or delete counselor comments about a student  

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

- Create, edit, or delete student tutoring requests 

- Estimate a studentôs cumulative grade point average for a selected set of classes 

 

Notice two things: 

1. The Student menu doesnôt allow you to add or delete students.   To add or delete Students, you 

must use the Admin menu. Most password-protected links are in the Admin menu.  Both the 

Add New Student and Delete Student operations are password-protected; therefore, they are 

located on the Admin menu. 

2. The Term and the Year forms both have these fields: 

- Participant status 

- Current grade level 

- Academic standing 

- Enrollment status 

When you set the APR Location in the Initialize StudentAccess section, you chose whether you wanted 

this information entered on the Term or the Year form.  The form you didnôt choose as your APR 

Location will have these four fields deactivated.  Deactivated means you canôt enter information into the 

field because it is grayed out.   

 

By clicking the navigational links in the bottom right corner of the Student menu, you can navigate to 

StudentAccessôs other four menus:  the Tutoring menu, the Admin menu, the Utilities  menu and the 

Reports menu.  

 
4.2  The Tutoring Menu 
Click the <--Go to Tutoring link located on the bottom of the Welcome Screen to navigate to the 

Tutoring menu. 

 

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

- View Tutoring Requests made by students 

- Assign tutoring requests to tutors 

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

- Generate letters addressed to tutors  

 

 

4.3  The Admin Menu 
Click the <--Go to Admin link located on the bottom of the Welcome Screen.  StudentAccess displays 

the Admin menu. 

 

Table 3 shows the links in the Admin menu that are password-protected and the password required to 

access them. 

 

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

Add a New Student Administrator password hello 

 

Update and Review Default Values 

Administrator password hello 

 

Workstation Settings 

 

 

Administrator password 

 

hello 

 

Database Settings 

DB Administrator password 

(DB stands for database) 

hello 

 

Database Information 

 

No password required 

N/A 

 

The default password value in Table 3 is the text you must type into the password entry form to access 

the form that is opened by the link .   

 

StudentAccess has three passwords:  the Administrator password, the DB Administrator password 

and the Multiple 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 you do not set any of the passwords, their default value will 

be hello. 

    

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

- Add new student records to StudentAccess  

- Define the values you want to appear in StudentAccessôs dropdown menus 

- Set the default term value 

- Lock Student links so that someone using a specific computer cannot see or edit student 

information 

- Lock Counseling links so that someone using a specific computer cannot view and edit 

counseling information 
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- Lock Tutoring links so that someone using a specific computer cannot view or edit tutor 

information 

- Turn off the Administrator password 

- Set all active student-tutor matches to inactive 

- Generate a report that shows all students in StudentAccess and their program (StudentAccess 

status) and participant status 

- Delete students from StudentAccess 

- Update a selected studentôs StudentAccess ID 

- Set all passwords (Administrator password, DB Administrator password and Multiple Student 

Tool password) 

- Specify the APR Location as either Year or Term 

 

Section 3 of this document, Initialize 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 Tool,  the Inventory Manager, and the 

Annual Performance Report Generator (APRG). 

 
The Multiple Student Tool 

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

StudentAccess.  For example, you can email multiple students, generate a personalized letter to one or 

more of your students and add services utilized to more than one studentôs record at a time.  The Multiple 

Student Tool is password-protected by the Multiple Student Tool password.Section 9.1 of this document 

shows you how to use the Multiple Student Tool.   

 
The Inventory Manager 

The Inventory Manager is like a small library system.  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 items and all checked-out items and the contact information of the person 

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. 

 

As of version 3.5, StudentAccess now has the Annual Performance Generator built into the program file.  

To access the APRG, click the Open APRG 2006-2007 link on the Utilities menu.   
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The Annual Performance Report Generator 

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

stored in the StudentAccess data file.  The Section III report generated by the APRG is the one you 

submit to the Department of Education at reporting time.  The APRG is password-protected by the Admin 

password, which is set on the Workstations Settings form.  See Section 3.5 for instructions on how to set 

the Administrator password. 

 

The APRG has a Web-based userôs guide.  To access this Web-based userôs guide, click the Online 

Instructions link in the upper right-hand corner of any of the APRGôs forms. 

4.5 The Reports Menu 
Links on the Reports menu open forms that allow you generate 11 types of reports: 

- Student Reports  

- Tutoring Request Reports  

- Tutor Reports  

- Tutoring Hours Reports  

- Payroll Reports  

- Student-Counselor Contact Reports  

- Counselor Comment Reports  

- Item Inventory Reports  

- Custom Reports  

- Blank Timesheets 

- Blank Forms 

 

The Reports Menu doesnôt generate the Annual Performance Report.   A separate program called the 

Annual Performance Report Generator generates the Annual Performance Report.   

 

Figure 6 shows all of StudentAccessôs Menus and the forms their links open.  The Student menu is the 

first menu you see when you open StudentAccess.  This is why the start arrow points to the Student 

menu in Figure 6. 
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Figure 6.  StudentAccessôs Menus and the Forms they Open 
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5 Add Student Information to StudentAccess 
To simplify entering student information into StudentAccess, you can generate form hardcopies.  

StudentAccess can generate a form for student permanent information and for student year and term 

information.  Having students 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, skip to Section 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 the Miscellaneous Reports form:  

1. Click the <--Go to Reports link located in the bottom right-hand corner of the Welcome 

Screen.  StudentAccess will display the Reports menu.       

2. Click the Miscellaneous link on the Reports menu.  The Miscellaneous Reports form will 

open.  

 

Generate and print the permanent information form:  

1. Click the Perm. Info. button under the Form Hardcopies label.  The blank student 

permanent information form will be generated.  

2. To print the generated permanent information form, hold down the Control (Ctrl) key in 

the bottom left or right 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 the Miscellaneous Reports form:  

1. Click the <--Go to Reports link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Reports menu.        

2. Click the Miscellaneous link on the Reports menu.  The Miscellaneous form will 

open.  

 

Generate and print the blank term and year form:  

1. Click the Term/Year Info. button under the Form Hardcopies label.  The blank 

student term/year information form will be generated.  

2. To print the generated permanent information form, hold down the Control (Ctrl) key 

in the bottom left or right of the keyboard and press the P keyboard key.  
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5.2 Process Overview 
 

This section shows you how to: 

- Check which student records are in StudentAccess 

- Add a studentôs general information to StudentAccess 

- Add a studentôs demographic information to StudentAccess 

- Add a studentôs academic information to StudentAccess 

- Add a studentôs term information to StudentAccess 

- Add a studentôs year information to StudentAccess 

 

 

To view all student records in StudentAccess: 

1. Locate the Working Student List  at the left of either of StudentAccessôs main menus  

2. Click the Reset Filter link across for the Filter List label above the Working Student List.  If 

you had any filters selected, this will reset them so you will see all students in StudentAccess. 

3. If you have students in StudentAccess, their names will be in the Working Student List.  If no 

student names appear in the Working Student List, no students records are in StudentAccess. 

If you have students already in StudentAccess, you can skip to Section 6 of this document.  If you donôt 

have students in StudentAccess, continue with this section. 

 
5.3  Add a Student Record to StudentAccess 
 
To add a new student to StudentAccess:  

 

Open the Input New Information  form:  

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

Screen.  StudentAccess displays the Admin menu.      

2. Click the Add a New Student link on the Admin menu.  StudentAccess opens a password 

entry form.   

3. Enter the Administrator password into the password entry form and click 

OK .  StudentAccess will open the Input New Information  form.   

 

Enter the student's information:   

1. Enter the new student's information into the Input New Information form (see Table 4 from 

student record field definitions).     

2. Click the Save and Close button 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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If you cannot enter the studentôs SID (e.g. the SID you want to enter is 15 characters long and the 

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

 

Edit StudentAccess ID Input Mask 

Open the Database Settings Form: 

1. Click the Cancel button on the Input Student(s) form.  The form closes and the Admin menu 

reappears. 

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

3. Enter the DB Administrator password into the password entry form and click the OK button.  

The Database Settings form opens. 

Note:  If you do not know the DB Administrator password, ask your director or reference the 

StudentAccess Passwords and Defaults form.  If the DB Administrator password has 

not been set, it will be hello. 

Locate and Change the StudentAccess ID Input Mask: 

1. On the Input Masks heading on the Database Settings form.  The SAID Input Mask  field is 

under this heading. 

2. The existing input mask is displayed in the SAID Input Mask  field.  The as in the input mask 

represent letters or numbers in the StudentAccess ID; the dashes represent spacers between 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 below 

for examples). 

Input Mask Description Example 

  aaa-aa-aaaa Nine-character ID with 

two dashes:  one after the 

third alphanumeric and the 

second after the fifth 

alphanumeric.  

111-11-1111  

a8t-er-1234  

000-B2-2345 

 

  aaaaaaaaaaaaaaa Fifteen-character ID where 

all characters are either 

numbers or letters.  

123456789101112  

a1e45ts123er67j  

aBcDeFgHiJklmno  

 

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

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

StudentAccess. 
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Note:  You do not need to enter all of these 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 on the 

APRG.  Usually this identifier is the student's social security number.  This 

field is required. 

Name The students name (last, first and middle) 

Counselor The counselor to whom this student is assigned 

Reporting SID If this field is provided, it will replace the student's StudentAccess 

ID on performance reports generated for the Department of Education.  If this 

field is used, its value must be the student's social security number.  This field 

is used only when your McNair program policy prohibits the use of the 

students' social security numbers as the StudentAccess ID.  This field is 

required if the value entered in the StudentAccess ID is not the student's SSN. 

SSN The student's social security number.  This field was created in case the 

Department of Education decides not to require social security numbers on 

the performance reports.  If this happens, the student's SSN in this field can 

be used to verify citizenship.  This 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 be the student's SSN.  This field is not 

required. 

Maiden Name The student's maiden name if she is married 

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

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

Local Address Date The date the local address was entered into StudentAccess 

Permanent Address Date The date the permanent address was entered into StudentAccess 
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5.4 Add Demographic Information to a Student Record 
Once youôve created the studentôs record using the Add New Student link on the Admin menu, you can 

add demographic information to that studentôs record by using the Permanent Information link on the 

Student menu. 

 

To add a student's demographic information:  
 

Open the Permanent Information form:  

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

Screen.  StudentAccess displays the Student menu.     

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

Welcome Screen.   

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

Information form will open.  

 

 Locate and edit the student's demographic information:  

1. Click the Demographics button at the top of the Permanent Information form.  

StudentAccess will display the selected studentôs demographic information form. 

2. Enter the student's demographic information into the demographic information form.   

3. Click the Save and Close button   

 

The student's demographic information 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 youôve created the studentôs record using the Add New Student link on the Admin menu, you can 

add academic information to that studentôs record by using the Permanent Information link on the 

Student menu. 

 

To add academic information to a studentôs record:  
Open the Permanent Information form:  

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

Screen.  StudentAccess will display the Student 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 Permanent Information link on the Student menu.  The Permanent 

Information form will open.  

 

Add the student's academic information:  

1. Click the Academic Info button at the top of the Permanent Information form.  
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2. Update the student's academic information.   

3. Click the Save and Close button  

 

The student's academic information is now added.  Repeat these instructions for all student 

records requiring academic information.  

 
5.6 Add Student Term Information to a Student Record 
Once youôve created the studentôs record using the Add New Student link on the Admin menu, you can 

add term information (academic courses and grant information) to that studentôs record by using the 

Term Information  link on the Student menu. 

 

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

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

Screen.  StudentAccess will display the Student 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 Term Information  link on the Student menu.  The Term Information form will 

open.  

 

Enter the student's term information and save it:    

1. Select the academic term from the Term: dropdown list in the upper right corner of the 

Term Information form.  

2. Enter the term information (see Table 5 for field definitions).  To specify the services 

utilized by this student during the selected term, click the down-arrow in the upper right 

corner of the Services Utilized list box.   

3. Click the Course/Grant Aid  button at the top of the form to enter any course or grant aid 

fields.  

4. Click the Custom Information 1-5 button to enter any custom term data.  

5. Click the Custom Information 6-10 button to enter any custom term data.   

6. Click the Save and Close button.  

 

The new student term information is now 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 Description of the student's academic performance.  This value is 

assigned when the student has completed the term.  Use your academic 

institution's criteria when determining the value of this field.  Possible 

academic standing values can be either "Good Standing," "Not Good 

Standing," or "Unknown/No Response." 

Beginning Term GPA The student's cumulative GPA at the beginning of this term 

Course Schedule The list of courses a student is taking this term that includes course numbers, 

course instructor names, number of course credits, and the grade received in 

the course if the student has completed the course. 

GPA for Term The GPA the student earned for all classes completed in the current term 

Current Grade Level The year the student is in college; examples of possible values are 

"sophomore", "junior", "senior", or "1st year/never attended." 

End Enrollment Status The student's enrollment status at the end of the term.  

Cumulative Ending 

Term GPA 

The student's overall cumulative GPA taking into account past term 

GPA's and current term GPA. 

Enrollment Status The student's enrollment status at the beginning of the term. 

Grant Aid Information Fields indicating whether the student is eligible for grant aid, the amount of 

money the student is receiving in grant aid, and the status of the contract 

providing the grant aid to the student. 

Participant Status Whether the student is a new participant or a continuing participant in the 

program.   

Services Utilized Services the student has utilized during the term. 

Term The academic term 

Term Credits Attempted The number of academic course credits the student is registered for at the 

beginning of the academic term. 

Term Credits Completed The number of academic course credits the student has passed at the 

conclusion of the academic term. 

Term Custom Fields Term data entry fields you can define the labels of.  These fields are used to 

track term information that is not pre-defined in StudentAccess.  These 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 the Year Information  form:  

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

Screen.  StudentAccess displays the Student menu.    

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

Welcome Screen.   

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

open.  

Enter the year information (see Table 6):  

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

form.  

2. Enter the year information for the selected year.  

Note:  You may need to click the buttons at the top of the Year form (e.g. Services) to add 

specific year information.   

3. Click the Save and Close button. 

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 performance.  This value is 

assigned when the student has completed the term.  Use your academic 

institution's criteria when determining the value of this field.  Possible 

academic standing values can be either "Good Standing," "Not Good 

Standing," or "Unknown/No Response." 

Starting Cumulative GPA The student's cumulative GPA at the beginning of this year 

Comments for Year Comments made about the student's performance during this year, the 

student's enrollment status, or any other year field values.  Comments may 

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 Aid Need 

Offered 

The amount of the financial aid package offered to the student 

Current Grade Level The year the student is in college; examples of possible values are 

"sophomore", "junior", "senior", or "1st year/never attended." 

End Enrollment Status The student's enrollment status during at the end of the current year.  
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Ending Cumulative GPA The student's overall cumulative GPA taking into account past years' 

GPAs and current year's GPA. 

Enrollment Status The student's enrollment status at the beginning of the year. 

Financial Aid Unmet Need The difference in dollars between the Financial Aid Gross Need and the 

Financial Aid Need Offered. 

Participant Status Whether the student is a new participant or a continuing participant in the 

program.  This field may be:  "New Participant," "Continuing," 

Persistence/Graduation 

Status 

The studentôs persistence or graduation status/classification at the end of the 

year 

Year The academic year 

Reason for Unmet Need The reason why the financial need offered is less than the financial aid 

gross need. 

Year Custom Fields Year data entry fields you can define the labels of.  These fields are used to 

track year information  that is not pre-defined in StudentAccess.  These 

fields are not reported in the APR.  
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6 Contacts, Counselors and Coordinators in StudentAccess 
A contact (student-counselor contact) is a meeting between a student and a counselor.  StudentAccess 

allows you to do these contact-related and counselor-related operations: 

Student-counselor contacts: 

- Add a student-counselor contact record to StudentAccess 

- Delete a student-counselor contact record from StudentAccess 

- Edit a student-counselor contact record in StudentAccess 

- Print a student-counselor contact 

- Print all student-counselor contacts for a selected term 

- View student-counselor contact record 

 

Counselor comments about students: 

- Add a counselor comment about a student 

- Delete a counselor comment about a student 

- Edit a counselor comment about a student 

- Print all counselor comments about a student 

- View a counselor comment about student 

 

Counselor comments about tutoring requests: 

- Add a counselor comments to a tutoring request 

- Edit a counselor comment about tutoring request  

 

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

these operations.  Section 5.3 of this document shows you how to add a student record to StudentAccess.  

By default, StudentAccess contains one counselor record.  The counselor record StudentAccess contains 

is called Staff.  To add additional counselors to StudentAccess, read Section 6.1 of this document. 

 

This document shows you how to: 

- Add a counselor record to StudentAccess 

- Add a student-counselor contact record to StudentAccess 

- Add a counselor comment about a student 

- Add a counselor comments to a tutoring request 

 

To learn how to edit, delete, print or view contacts or counselor comments, read the StudentAccess Help 

Menus. 

To access the StudentAccess help menus: 

1. Open StudentAccess by clicking 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 left-hand corner of the keyboard to the left of the Esc keyboard key.  The 

StudentAccess help menus will open. 
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3. Click the Form-Based Table of Contents link in the Help menuôs table of contents.  The form-

based table of contents for StudentAccess will open. 

4. Click the Student Menu link in the Help menuôs table of contents.  The StudentAccess help 

menus will display the Student menu contents. 

- To access instructions about contacts:  Click the Contacts link in the Help 

menusô Student menu.  The help menus will display all help files related to 

student-counselor contacts.  To open a help file, click on its name. 

- To access instructions about counselor comments about students:  Click the 

Comments link in the Help menusô Student menu.  The help menus will display 

all help files related to comments about students.  To open a help file, click on its 

name. 

- To access instructions about counselor comments about tutoring request:  
Click the Tutoring Requests link in the Help menusô Student menu.  The help 

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 conversion from Heiberg Consulting, Inc., you may already have counselor records 

added to StudentAccess.   

 

To view all of the counselor records in StudentAccess: 

1. Open StudentAccess by double-clicking the StudentAccess icon on your computerôs desktop.  

StudentAccess will open the Welcome screen. 

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

3. Click the down arrow of the Currently working as: dropdown list.  The names of all counselors with 

records in StudentAccess will be displayed in the dropdown list. 

 

If your McNair program has a counselor who doesnôt have a record in StudentAccess, youôll need to 

create a counselor record for that person before you record any comments they make or any contacts they 

have.   To learn how to add a counselor record to StudentAccess, see Section 6.1.  

 

To add a counselor record to StudentAccess youôll need the Administrator password.  

 

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

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

StudentAccess will display the Admin menu.    

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

opens.  

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

Lookup Tables form opens.  
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Open the Counselors form:   

1. On the Available Lookup Tables form is a list of all dropdown lists in StudentAccess.  Scroll 

down this list until you see Counselor under the name heading.   

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

3. The Counselor form will open.  This form shows all Counselors currently available in 

StudentAccess.  Use the scrollbar on the right of this form to scroll to the end of the counselor 

list.  

 

Enter the new counselor into the Counselors form:    

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

blank field.  

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

Counselors form.  

3. Click the Close button on the Lookup Tables form.  

The new counselor is now added to StudentAccess.  

 
6.2 Add a Student-Counselor Contact Record  
To add a contact record to StudentAccess:  

Open the Contacts form:  

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

StudentAccess will display the Student 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 Contacts link on the Student menu.  The Contacts form opens.  

 

Create the contact record:  

1. Select the academic term from the Term:  dropdown list in the top right corner of the Contacts 

form.  All contacts recorded for that term are displayed.  

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

3. Select the counselor who had the contact from the Counselor: dropdown list in the top right 

corner of the Contacts form.  

4. Enter information about the contact into the form.  To select an advising code, click the down-

arrow in the Advising Codes list box.  

5. Click the Save and Close button on the Contacts form  

 

Contact information is now added to the selected term for the current working student.  
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Table 7.  Contact Fields 
Field Description 

Advising Code The type of advising the counselor gave the student 

Counselor The counselor involved in the contact 

Date The date (mm/dd/yyyy) the contact occurred 

Duration The number of minutes the contact lasted 

Reason The reason the contact occurred 

Referrals The person(s) to whom the counselor referred the student during this 

contact 

Term (academic term) The academic term in which the contact occurred 

  

 
6.3 Add Counselor Comment about a Student 
To add a counselor comment about a specific student to a studentôs record:  

Open the Comments form:  

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

StudentAccess displays the Student menu.   

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

Welcome Screen.   

3. Click the Comments link on the Student menu.  The Comments form will open.  

 

Create the counselor comment:  

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

2. Select the counselor who made the comment from the Counselor: dropdown box.  

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

4. Enter the comment text about the selected student.  

5. Click the Save and Close button.  

The new counselor comment is now added to StudentAccess. 
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Table 8.  Counselor Comments about Student Fields 
Field Description 

Comment The counselor comment about the selected student 

Counselor The counselor making the comment 

Date The date (mm/dd/yyyy) the comment was added to StudentAccess 

 
6.4 Add a Counselor Comment to a Tutoring Request 
To add counselor comment to a tutoring request you must have: 

1. At least one tutoring request record (the tutoring request the counselor is commenting).  See 

Section 7.3 to add a tutoring request to StudentAccess. 

2. At least one counselor record in StudentAccess (the counselor who is making the comment).  See 

Section 6.1 to add a counselor record to StudentAccess. 

3. At least one student record in StudentAccess (the student that made the tutoring request).  See 

Section 5.3 to add a student record to StudentAccess. 

 

The tutoring request doesnôt need to be assigned to a tutor to be commented, so you need not have a 

tutoring record in StudentAccess. 

 

 

Tutoring requests allow you to add two comment types:    

- Counselor Comments 

- Counselor and Coordinator comments  

 

When you add either of these two comments, you are also able to view comments the coordinator made 

when he/she assigned this tutoring request to a tutor.  

 
To add a counselor comment about a tutoring request:  

Open the Tutoring Requests form:  

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

StudentAccess will display the Student 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 Requests link.  The Tutoring Requests form opens.  

 

Locate the tutoring request to comment:  

1. Use the Term dropdown box in the upper right of the Tutoring Requests form to select 

the academic term in which the tutoring request was made.  
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2. All tutoring requests for the selected term will be displayed.  Use the Next, Last and Previous 

buttons at the bottom of the Tutoring Requests form to locate the tutoring request to comment.  

 

Create the comment:  

1. With the tutoring request you want to comment displayed, click the Comments button at the top 

of the Tutoring Requests form.  

2. Three textboxes are displayed.  Enter any comments you have in the first and second textboxes.  

The third textbox will display any comments the coordinator made while assigning the tutoring 

request to a tutor.  If the coordinator made no comments, this textbox will be blank.  To add 

comments in the Coordinator Comments textbox, see Section 6.5, Add Coordinator 

Comment to Tutoring Request. 

Save the comment and close the Comments form:    

1. After you have entered your comments, click the Save button  

2. Click the Close button  

 

The selected tutoring request is now commented for the currently working student.  

 

Table 9.  Counselor Comments about Tutoring Request Fields 
Field Description 

Comment The counselor comment about the selected student 

Counselor The counselor making the comment 

Date The date (mm/dd/yyyy) the comment was added to StudentAccess 

 

 
6.5 Add a Coordinator Comment to Tutoring Request 
The coordinator assigns tutors to student tutoring requests.  Default coordinator types in StudentAccess 

are: 

- Math 

- Science 

- Other 

 

 
To add coordinator comments to a tutoring request in StudentAccess:  

Open the All Requests form:  

1. Click the <--Go to Tutoring link located in the bottom right-hand corner of the Welcome 

Screen.  StudentAccess will display the Tutoring menu.   

2. Click the All Requests link on the Tutoring menu.  All tutoring requests in StudentAccess will be 

displayed.   
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Locate the request to comment:  

1. Select the academic term in which the tutoring request was made from the Term:  dropdown box 

at the top of the form.  

2. Use the Next, Last and Previous buttons at the bottom of the form to locate the tutoring request 

to comment.  

Note: You can reduce the number of tutoring requests to look through by filtering tutoring 

requests.  To learn how to filter tutoring requests, see the StudentAccess help menus. 

Add the comment to the tutoring request:    

1. With the tutoring request you want to comment displayed, click the Comments button at the top 

of the form.  

2. Enter comments in the Coord. Comments textbox or the Cous and Coord. textbox.  To add 

comments in the Couns. Comments textbox, see Section 6.4 Add Counselor Comment to 

Tutoring Request.  

 

Save the comment and close the All Requests form:    

1. Click the Save button.  

2. Click the Close button.  

Coordinator comments are now added to the selected tutoring request in StudentAccess.  

 

 

Table 10.  Tutoring Request Comments Fields 
Field Description 

Term The academic term in which the tutoring request was made 

Sort by The type of tutoring requests to show based on coordinator (Science, Math, 

Other) 

Cons. Comments Counselor comments about this tutoring request 

Cons. and Coord. 

Comments 

Counselor and coordinator comments about this request.  Tutors will not 

see these comments. 

Coord. Comments Coordinator comments about this tutoring request. 
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7 Tutors, Tutoring Requests and Tutoring Timesheets 
This sectionôs goal is to create a tutoring request, assign that request to a tutor and record that tutorôs 

tutoring hours. 

 

To do this: 

1. Add tutor records to StudentAccess if you havenôt already done so. 

2. Make a studentôs tutoring request in StudentAccess.   

Note:  You can enter tutoring requests and tutors in any order; however, before you can 

assign a tutoring request to a tutor, both the tutor record and the tutoring request must be 

in StudentAccess.   

3. Assign a tutoring request to a tutor 

4. Record the tutorôs hours in StudentAccess after the tutoring session has occurred. 

 

If, while creating this tutoring request, you notice student, class schedule or tutoring information is 

missing, backtrack 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 the bottom right-hand corner of the Welcome 

Screen.  StudentAccess will display the Tutoring menu.        

2. Click Edit / View Tutor Information  link on the Tutoring menu.  The Tutor Information for 

Active Tutors form will open.  

3. Use the Next, Last, and Previous buttons at the bottom of the Tutor Information form to view all 

tutor records.   

4. Note:  If you see the record of the tutor to whom you want to assign the tutoring request, skip 

Section 7.2 and continue with Section 7.3, Create a Student Tutoring Request.   

5. Once you have finished viewing the tutor information, click the Close button on the Tutor 

Information for Active Tutors form. 

 
7.2 Create Tutor Records in StudentAccess 

To create a tutor record in StudentAccess:  
 

Open the Active Tutors form:  

1. Click the <--Go to Tutoring link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Tutoring menu.    
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2. Click Edit / View Tutor Information  link on the Tutoring menu. The Tutor 

Information for Active Tutors form will open.  

Create the new tutor record:  

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

Tutors form.  A blank tutor record will be created.  

2. Enter the tutor information into the blank tutor record.   

Save and close the Active Tutors form:  

1. Click the Save button to save the new tutor information.  (See Table 11 for field 

definitions).  

2. If you need to add more than one tutor, click the New button again and enter that 

tutorôs information into the new blank record. 

3. When you have finished entering tutors, click the Close button on the Tutor 

Information for Active Tutors form 

The new tutor is now added to Student Access.  

 

Table 11.  Tutor Fields 
Field Description 

SSN The tutor's social security number 

Name The tutor's last, fist and middle name 

Hours wanted The number of hours per week the tutor works 

Primary coordinator The type of courses this tutor generally tutors for (either "Science," "Math," 

or "Other") 

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

Address The tutor's mailing address. 

Phone The tutor's phone number 

Cell Phone The tutor's cell phone number 

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

Citizenship Country If this tutor is not a U.S. citizen, use this field to specify his/her country of 

citizenship. 

Visa Type If this tutor is not a U.S. citizen, enter his/her visa type here 

Date of Birth The tutor's date of birth 

Gender The tutor's gender 

Marital Status The tutor's marital status 

Ethnicity The tutor's culture of origin 

Email The tutor's email address 
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7.3 Create a Student Tutoring Request 
You need this information to create a tutoring request for a student: 

- The studentôs 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 the Tutoring Requests form:  

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

Screen.  StudentAccess will display the Student 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 request for isn'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 student.  To create 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 the Tutoring Requests link on the Student menu.  The Tutoring Request form will 

open and the selected studentôs name will appear at the top of the form.  

Create the Tutoring Request:  

1. Select the academic term to create the request for from the Request for Term: dropdown list 

in the upper right of the Tutoring Requests form.  

2. Click the New button at the bottom of the form.  A blank tutoring request for the selected 

student will appear.  

3. Enter the fields needed to create the tutoring request.  For descriptions of the fields, see Table 

12.   

Note:  If, when you click the dropdown arrow on the course number: dropdown list the 

dropdown list is empty, the student for whom you are creating the tutoring request 

doesnôt have a course schedule for the selected academic term.  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 form by clicking the Close button in the bottom right-hand 

corner of the Tutoring Request form.   

2. Create a class schedule for the student (see Section 5.6, Add Student Term 

Information).  After you create a class schedule for this student, create the tutoring 

request.  

Save the tutoring request and close the form:  

1. Click the Save button.  
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2. Click the Close button.   

A tutoring request for the student is now created.  Next, assign this tutoring request to a tutor. 

 

 

Table 12.  Tutoring Request Fields 
Field Description 

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

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

Request for term The term in which the tutoring request is made 

Term to view The term which corresponds to the course schedule to get the course name 

and course number from  

Instructor The instructor teaching the course for which student wants tutoring 

Section number The course section number of the course for 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 requested (science, math or other) 

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

Request date The date this tutoring request was made 

Active? If this checkbox is checked, the tutoring request is active (the tutor and 

student are meeting on a weekly basis). 

Dropped? If this checkbox is checked, the student has dropped the course he/she 

requested tutoring for. 

Date dropped The date the course was dropped. 

  

   

 
7.4 Assign Student Tutoring Request to Tutor 
To assign a studentôs tutoring request to a tutor, you must: 

1. Locate the studentôs tutoring request using the Tutoring menu 

2. Match/Assign the tutoring request to a tutor 
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7.4.1 Locate Studentôs Tutoring Request 

Three links in the Tutoring menu allow you to locate tutoring requests.  These links are: 

- All Requests 

- Requests for Current Working Student  

- Requests for Current Working Counselor/Staff 

All of these links display student tutoring requests; however, they filter these tutoring requests differently: 

- All Requests shows all student tutoring requests in StudentAccess for a selected term.   

- Requests for Current Working Student shows all tutoring requests requested by a 

specific student for a selected term 

- Requests for Current Working Counselor/Staff shows all tutoring requests assigned to 

a specific counselor or staff member 

 

If you know the name of the student who made the tutoring request you want to locate, the View all 

Tutoring Requests made by the Current Working Student link is the most effective way to locate and 

view the request.  

 

If you want to view all requests made to a specific counselor, regardless of which student made the 

request, use the Requests for Current Working Counselor/Staff link on the Tutoring menu. 

 

If you want to view all tutoring requests created in StudentAccess, regardless of who created them or 

which counselor they are assigned to, use the All Requests link. 

 
7.4.2 Match/Assign Tutoring Request to Tutor 

1. Once youôve located the tutoring request, fill out the Coordinator  Info  section of the tutoring request 

by selecting the Coordinator, the Current Tutor, and entering the date this request was assigned to a 

tutor.  

2. Select the tutor to whom you want to assign the tutoring request to from the Current Tutor  

dropdown list on the Tutoring Requests form. 

Note:  If the tutor you wish to assign the tutoring request to doesn't appear in the Current Tutor  

dropdown list, the tutor hasn't been added to StudentAccess.  To add a tutor to StudentAccess: 

1. Close the Tutoring Requests form by clicking the Close button on the Tutoring Requests 

form.  The Tutoring menu will reappear. 

2. Read Section 7.2 of this document to learn how to create a tutor record in StudentAccess.  

Once youôve created the tutorôs record, locate the studentôs tutoring request (see Section 

7.4.1) and assign the tutoring request to the new tutor (see Section 7.4.2).  

3. Click the Save button.  
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4. Click the Close button.  

 

The tutor name you selected from the Current Tutor dropdown list is the tutor now assigned to this 

tutoring request.   

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

 

- A blank tutor timesheet grid without dates (Figure 7) 

- A blank tutor timesheet grid with dates (Figure 8) 

- A blank tutor timesheet with dates but without grids (Figure 9) 

 

Select a timesheet type to generate.  To generate a timesheet grid without dates (Figure 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  
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Figure 8. Blank Timesheet Grid With Dates 
 

 

Figure 9. Blank Timesheet With Date but No Grid 
 

 

 
 

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

1. Click the <--Go to Reports link located in the bottom right-hand corner of the Welcome Screen.  

StudentAccess will display the Reports menu.   

2. Click the Tutoring Timesheets link.  The Time Sheets form will open.  

3. Click the Time Sheet Grid button on the Time Sheets form.  

4. A blank tutor timesheet will be generated.  To 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 the Timesheets form:  

1. Click the <--Go to Reports link located in the bottom right-hand corner of the Welcome Screen.  

StudentAccess will display the Reports menu.       

2. Click the Tutoring Timesheets link on the Reports menu.  The Timesheets form will open.  

 

Generate the timesheet:  

1. Enter the pay period ending date in the Pay Period Ending Date: textbox in the top right of the 

Timesheets form.  
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2. If the pay period ends on the 31st day of the month, check the checkbox below the pay period 

ending date.  

3. Click the Time Sheets With Grid button on the Time Sheets form.  

4. A blank tutor timesheet with a grid will be generated for the specified pay period.  To 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 the Timesheets form:  

1. Click the <--Go to Reports link located in the bottom right-hand corner of the Welcome Screen.  

StudentAccess will display the Reports menu.       

2. Click the Tutoring Timesheets link on the Reports menu.  The Timesheets form will open.  

 

Generate the timesheet:  

1. Enter the pay period ending date in the Pay Period Ending Date: textbox in the top right of the 

Timesheets form.  

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

ending date.  

3. Click the Time Sheets Without Grid button on the Time Sheets form.  

4. A blank tutor timesheet will be generated for the specified pay period.  To 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.  

 

Tutors can use the generated timesheets to record the hours they spend tutoring students.  At the end of 

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

record the tutoring hours in StudentAccess.  To learn how to electronically record the tutorôs tutoring 

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 Annual Performance Report 

- Generate tutoring hour reports 

 

If all of the following are true, you are ready to record a tutorôs hours in StudentAccess: 

1. The tutored student has a student record in StudentAccess  

2. The tutoring tutor has a tutor record in StudentAccess  

3. The student has a tutoring request in StudentAccess  
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4. The tutoring request in StudentAccess is assigned to the tutoring tutor  

5. The tutoring session between the student and tutor has occurred  

 

To Record a Tutorôs Tutoring Hours in StudentAccess: 
Open the Tutoring Hours form:  

1. Click the <--Go to Tutoring link located in the bottom right-hand corner of the Welcome 

Screen.  StudentAccess will display the Tutoring menu.         

2. Click the Record Tutoring Hours link on the Tutoring menu.  The Tutoring Hours form will 

open.  

 

 Select the tutor's name and the student's name:  

1. Select the name of the tutor to record hours for from the tutor  dropdown list.   

Note:  If the tutor's name doesn't appear in the tutor  dropdown list, the tutor doesnôt have 

a record in StudentAccess.  To create a record for the tutor, see Section 7.2.  

 

2. The current hours for the selected tutor will be displayed in the Tutoring Pay Period Hours.  

At the bottom of this list will be a blank field.  

3. In the blank field at the bottom of the Tutoring Pay Period Hours list, select the student 

who received the tutoring from the Student dropdown list.   

Note: If the student's name doesn't appear in this dropdown list, then the student didn't 

make a tutoring request.  To make a tutoring request for the student, see Section 7.3.   

 

After you create the tutoring request, see Section 7.4, Assign Tutoring Request to Tutor. 

Assign the request to the tutor you want to record the tutoring request hours for.   

 

After you have assigned the tutoring request to the tutor, record the tutoring hours using 

these instructions.  

 

Select course and enter the date:  

1. Select the course the student received tutoring for from the Course dropdown list.   

2. Enter the date the tutoring occurred into the Date textbox.  

3. Enter the number of hours the tutoring required in the Hours textbox.  

 

Save the tutoring hours and close the form:  

1. Click the Save button  

2. Click the Close button  

Tutoring hours are now added for the selected tutor for the current pay period. 
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7.7 Section Summary 
This section showed you how to: 

- Create student tutoring requests 

- Assign a student tutoring request to a tutor 

- Create a tutor record in StudentAccess 

- Generate blank tutor timesheets in StudentAccess 

- Record Tutoring Hours in StudentAccess 

 

 

 

This userôs guide doesnôt show you how to do these tasks: 

- Add a counselor comment to a tutoring request 

- Add a coordinator comment to a tutoring request 

- Edit a tutoring request 

- Delete a tutoring request 

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 

2. After StudentAccess has opened, press the F1 keyboard key.  The F1 keyboard key is 

located in the upper left-hand corner of the keyboard to the left of the Esc keyboard key.  

The StudentAccess help menus will open. 

3. Click the Form-Based Table of Contents link in the Help menuôs table of contents.  The 

form-based table of contents for StudentAccess will open. 

4. Click the Tutoring Menu  link in the Help menuôs table of contents.  The StudentAccess 

help menus will display the Tutoring menu contents. 

 

The next section shows you how to generate reports using StudentAccess.  The Annual Performance 

Report is 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  

- Student-Counselor Contact Reports  

- Counselor Comment 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, and tell 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 has opened, press the F1 keyboard key.  The F1 keyboard key is 

located in the upper left-hand corner of the keyboard to the left of the Esc keyboard 

key.  The StudentAccess help menus will open. 

3. To view the help files on reports in StudentAccess: 

1. Click the Form-Based Table of Contents link in the Help menuôs table of 

contents.  The form-based table of contents for StudentAccess will open. 

2. Click the Reports Menu link in the Help menuôs table of contents.  The 

StudentAccess help menus will display The Reports menu contents. 

3. Click the About Reports in StudentAccess link in the help menus.  This 

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 utilities:  the Multiple Student Tool and the Inventory Manager. 

 

With the Multiple Student Tool you can email multiple students, generate a personalized letter to one or 

more of your students and add services utilized to more than one studentôs record at a time.  The Multiple 

Student Tool is password-protected by the Multiple Student Tool password. 

 

Section 9.1 of this document shows you how to use the Multiple Student Tool.   

 

The Inventory Manager is like a small library system.  It allows you to maintain a list of items that can 

be checked out by any student or tutor who has a record in StudentAccess.  The Inventory Manager also 

generates reports.  These reports show overdue items and checked out items; they include the contact 

information of the person 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 Tool allows you to perform operations on multiple student records in 

StudentAccess.  Using the Multiple Student Tool, you can:  

- Add a counselor comment to multiple student records.  

- Add a service utilized to multiple student records.  

- Add a student-counselor contact to multiple student records.  

- Generate a letter to multiple selected students.  

- Generate letter labels addressed to multiple selected studentsô permanent or local address.  

- Email multiple students.  

- Create and print a custom report containing multiple selected student records.  

- Change the statuses of multiple selected students.  

 

Performing any operation using the Multiple Student Tool involves doing two steps:  

 

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

2. Select the operation you want to perform on the student list (email all students in the list, update the 

records of all the students in the list).  

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

 
9.1.1 Creating a Student List 

To perform any operation using the Multiple Student Tool, you must first create a student list.  A student 

list is a collection of student records you select from all student records existing in StudentAccess.  You 

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 Tool, or 

3. Selecting all student records in StudentAccess 

 

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

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

- The students donôt share a common field value (for example, they are not all active students or 

students assigned to a specific counselor) 

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

 

Use the Student Search Tool if all of the following are true: 

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

- Students to include in the list share a common feature that identifies them from all other students 

in StudentAccess (for example, they are all assigned to a specific counselor and have a specific 

participant status). 

 

Use the Select All function in StudentAccess if you want to create a student list containing all studentsô 

records. 

If you do not know whether manually selecting student records or using the Student Search Tool is the 

best solution for your situation, you can use a combination of the two methods to create a student list. 

 

Student lists created using the Multiple Student Tool 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 the Multiple Student Tool:  

1. Click the <--Go to Utilities link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Utilities menu.        

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

password entry form.   

3. Enter the Multiple Student Tool password into the password entry form and click 

Ok.   The Multiple Student Tool -- Select Students form opens.   

 

Create the new student list:  

1. The Student Search Tool is the box with three buttons on the left of the form; the 

Student List is the list on the right of the form.  

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

of the form.  
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3. Select the students you want to include in your student list by checking the Include 

checkbox next to their names.  To select a group of students using the Student Search 

Tool, see Section 9.1.1.2 Creating a Student List Using the Student Search Tool.  

4. Once youôve selected all students you want to include in the new student list, if you 

want to save the list for future use, click the Save button at the top of the form and 

provide a name for the new list.  If you just want to use the student list, but not save it 

for future use, don't click the Save button.  

5. You have now created a student list you can use in the Multiple Student Tool.  To see 

the operations you can perform on your new student list, click the Step 2 -> button at 

the bottom of the form.  If you want to exit the Multiple Student Tool, click the Close 

button at the bottom of the form.  

6. If you clicked the Save button in step 4, the student list you created will be available 

the next time you open the Multiple Student Tool -- Select Students form.  

 
9.1.1.2.  Creating a Student List Using the Student Search Tool 

The Student Search Tool's purpose is to make the selection of student records more efficient.  The Student 

Search Tool is located on the Select Students form of the Multiple Student Tool.  The Student Search 

Tool is used to create student lists for the Multiple Student Tool.  Everything you can do with the Search 

Tool you can also do manually. The benefit of the search tool is that it can quickly, automatically, 

and accurately create student lists based upon a certain criterion.   

 

The Student Search Tool allows you to select a group of students based on a value of one or more of their 

database attributes.  For example, using the Multiple Student Tool you can create a list of all active 

students, all students who are assigned to a specific counselor, all students of a specific gender or marital 

status, or all students who have a specific value entered for a custom field.  You 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 common criterion 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 right-hand corner of the Welcome Screen.  

StudentAccess displays the Utilities menu.       

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

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

 

Select the value and field to search on:  

1. On the right of the Select Students form is the Student Search Tool.  On the left is the list of all 

student records in StudentAccess.  

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

Select Students form.  

3. Click the Refine button at the top of the Student Search Tool.  
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4. Select the data field containing the value you want to search on.  For example, to select all active 

students, you would select the Perm: Status item from the Search On: dropdown list.  

5. Select the value of the data field you want to search on.  For example, to select all active students, 

you would select the Active 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 in the Value dropdown list compared 

with the values stored in the database.   

For example, if you want to select all active students, you would choose the Equal to: or 

Like  item from the With Criterion Of:  dropdown list.  (The learn the difference between the 

"Equal to" and "Like" criteria items, see section 9.1.1.3 The Difference Between Equal to and 

Like.)   

 

If you want to select all students not matching the criterion that you have specified, for example 

all students who aren't active, select the Not Equal To: item from the With 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 the Update button. All student records containing the criterion that you have specified 

will be selected.  

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

Student form.  

 

Youôve created a list of students who share a single common criterion (for example, they all have an 

Active status).  If you want, you can now refine or expand this initial list by specifying other search 

criteria using the Student Search Tool.   

 

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

 

For example, if you want the list to contain all students who have Pending and Active statuses, you 

would select the Expand radio button and press the Update button in step 1 with: 

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

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

- The Equal to: item selected from the With Criteria Of  dropdown 

 

When you click the Update button again, all students with an Active or Pending status will be selected.   

 

An example of a Refine search would be one that selects students with a specific counselor from the 

selected list of active students.    

9.1.1.3  The Difference between Equal to and Like 

The Like  and Equal to items are located in the Wit h Criteria Of  dropdown list on the Student Search 

Tool.  The Student Search Tool is located on the Select Student form of the Multiple Student Tool.   
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If you select Equal to item from the With Criteria Of  dropdown list you are telling StudentAccess that 

you want the student records selected to match the value specified in the Value: field exactly.    

An exact match is one that matches the search value letter-for-letter. For example, if you search all 

student records for counselor comments that contain the phrase "Requests tutoring," and you specify 

Equal to in the With Criteria Of  dropdown list, only comments containing the exact phase "Requests 

tutoring" and no other text will be returned as results.  Phrases like "Requests tutoring for college algebra 

class" will not be returned as a result because it contains 43 characters/letters (including spaces) while the 

search value "Requests tutoring" only contains 17 characters/letters (including spaces).  Because "Needs 

improvement" and "Needs improvement in college algebra" differ letter-for-letter, they do not match 

exactly and "Requests tutoring for college algebra class" will not be returned as a result if the Equal to 

option is selected from the With Criteria Of  dropdown list.  

 

Select the Equal to item only when: 

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

¶ You have selected the text in the Value text field from a dropdown list in the Student Search 

Tool 

 

If you do not know the exact phrase, or you want all comments that contain the phrase to be returned as 

results, select the Like option from the With Criteria Of  dropdown list.   

 

If the Like option is used instead of the Equal to option in the example above, "Requests tutoring for 

college algebra class" will be returned as a result because "Requests tutoring for college algebra class" 

contains the search phrase "Requests tutoring."  Phrases like "Student requests tutoring" will also be 

returned.  When a Like criterion is used, all results will contain "Requests tutoring" but they may differ 

in the number of letters they contain.   

 
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 the Multiple Student Tool:  

1. Click the <--Go to Utilities link located in the bottom right-hand corner of the 

Welcome Screen.  StudentAccess will display the Utilities menu.       

2. Click the Multiple Student Tool link on the Utilities Menu.  StudentAccess will 

open a password entry form.   

3. Enter the Multiple Student Tool password into the password entry form and click the 

Ok button.   The ñMultiple Student Tool -- Select Studentsò form will open.   

 

Select all the students:  

1. The Student Search Tool is the box with three buttons on the left of the form; the 

Student List is the list on the right of the form.  

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

of the form.  

3. Click the Select All button in the Student Search Tool portion of the form.  All 

students in the Student List will be selected.  
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Save the list:  

1. To save the student list click the Save button at the top of the Select Students form.  

2. You will be prompted to enter a name to save the list under.  Enter the list name and 

click Save.  

 

To use the new student list in the Multiple Student Tool:  

1. Verify that the name of the student list you want to use in the Multiple Student Tool 

is selected from the Select a Saved List dropdown list at the top of the form.  

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

 
9.1.2 Selecting the Operation to Perform on the Student List 

Once youôve created a student list, you indicate which operation you want to perform on the list.  You 

indicate which operation to perform on the list by clicking a button on the Select Option form of the 

Multiple Student Tool (Figure 10).  

 

 

 

Figure 10.  Select Option Form of the Multiple Student Tool 

 
 


































































































