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Thank You!

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

We value the suggestions, comments and feedback that everyone has provided. We're excited to offer
you StudentAccess 3.1 for Upward Bound, and look forward to supporting and working with you for years

to come.

Everyone at HCI
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1 Introduction

1 Introduction

Note: In this document, the teroounselolis synonymous witladviseror staff. We realize that
Upward Bound employs many types of professionaid,that there are educational differences
between them; however, in both this document ar&tudentAccess for Upward Bound, the term
counseloiis used to represent all types of staff membersiwihe database

Who is this User’'s Guide Written For?

This guide is written for employees of Upward Bowtents who will be installing or using
StudentAccess for Upward Bound. The informatiothis guide is intended for all three Upward
Bound grants — Upward Bound, Upward Bound Math/$meand Veterans Upward Bound.

If your grant is a Veterans Upward Bound grantrelis a supplemental user’s guide
documenting the features unique to your grantpthgrwise, you should use this main guide.

What is StudentAccess for Upward Bound?

StudentAccess for Upward Bound tracks studentje®reounseling, advising and tutoring
information for many purposes including the Depaninof Education’s Annual Performance

Report.

Youwlo notneed to know Microsoft Access to use StudentAcc&ssdentAccess can

be used fodaily data-entry tasks andeporting purposes

Daily data-entry tasksinclude:

Managing student information

Recording services utilized by students
Recording counseling sessions
Managing tutor information

Recording tutoring sessions

Recording tutoring hours

Generating letters for students and tutors

Reporting purposesinclude:

Generating Section Il of the Annual Performanc@®te(for more information on the
APRG, see Section 4.4 of this guide).

Generating reports for:
- Services utilized by students
- Student academic needs

StudentAccess Upward Bound 3.1 User’s Guide Page 1



1 Introduction

- Student demographics
- Student schedules

- Tutoring requests

- Tutoring comments

- Counselor comments

How Many People can Use StudentAccess?

The System

StudentAccess can be a multi-user or a singlesystem. A multi-user system allows multiple
people to access and update shared informationdifierent computers. A single-user system
is a program installed on a single computer thit allows one user using that one computer to
access and update information that cannot be shared

In order for multiple people to use StudentAccasslifferent computers, your department must
have a network and all computers running Studerggsmust be connected to that network.

The License Agreement

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

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

To clarify steps in this guide or to troubleshoatlems experienced while using this guide,
please call StudentAccess Technical Suppq@@Qd) 801-1232

Document Purpose
This user’s guide helps you:

Install StudentAccess

Add students, counselors, coordinators and tuto&udentAccess
Record students specific information including sss and instructions
Create tutoring requests

Match tutoring requests to tutors

Record tutoring hours

StudentAccess for UB, Version 3.1, User’s Guide Page 2



1 Introduction

- Generate reports using StudentAccess

Document Scope
This guide assumes you have:

- Your product keycode

- Computers in your department that match or exdeedystem requirements 8ection 1.1.
System Requirementof this document

Your product keycode is needed to download Studesggs from our Web site located at
http://www.studentaccess.com/ub/. If you purch&SedlentAccess, but cannot find your keycode,
please call StudentAccess Technical Suppq@@Qd) 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 50,00@uzlents)
- Microsoft Windows XP or higher
- Microsoft Access 2002/XP or higher
- Pentium 11l 1Ghz or higher processor
- SVGA (1024x768 or higher) video adapter
- Network required for multi-user functionality

Disk Space Requirements
- 20MB for the program file (contains forms and reppr

- 100MB database file for 5,000 students (estima0diB for 1000 students per year for 5
years)

- Shared network drive for multi-user functionality

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



1 Introduction

1.2 Help Resources
Table 1. Help Resources

Contact information or document

Help Resource Use to location
StudentAccess Technical Clarify steps in this guide or (800) 801-1232
Support troubleshoot problems experienced

while using this guide.

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

StudentAccess Download help documentation for http://www.studentaccess.com/Resources
Document Library - UB  StudentAccess. /support/doclib/UB/3.0/default.asp

1.3 Organization of This Guide

No section of this guide assumes you've read thidegin order. The only sections that you must do
before entering data into StudentAccesslaséll StudentAccessandlnitialize StudentAccess

StudentAccess for UB, Version 3.1, User’s Guide Page 4
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2 Install StudentAccess

Decide what you want to do:

Update StudentAccess

If your UB department is already using StudentAscasd you just want to update StudentAccess
to version 3.0, skip this section and S=etion 9of this document.

Add Additional Computers to your StudentAccess Inst allation

If you already have StudentAccess for Upward Bo{8®UB) installed on one or more
computers in your department and you want to ihS#@aUB on one or more additional
computers se8ection 2.2.3f this document.

Install StudentAccess for the First Time
If StudentAccess is not installed in your UB depaatt, follow the instructions in this section.

Decide if you will Install StudentAccess as a Multi  -User System or a Single-User

System

StudentAccess can be a multi-user or a singlesystem. A multi-user system allows multiple
people to access and update shared informationdifierent computers. A single-user system

is a program installed on a single computer tht allows the person using that one computer to
access and update information.

We recommend you install StudentAccess as a msiti-system because:

1. Installing StudentAccess as a multi-user systeawallyou to install StudentAccess on any
number of computers in your UB department.

2. Installing StudentAccess as a multi-user systemem&tudentAccess more scalable. This
means that if you later decide to install Studeg%s on an additional computer in your
department, adding that additional computer isegakyou are already using StudentAccess
as a multi-user system.

3. A multi-user system can be used as a single-us¢ersy but a single-user system cannot be
used as a multi-user system. Because of thisl@user system is more flexible.

Most grants will use StudentAccess as a multi-agstem. If you're installing StudentAccess as
a multi-user system, follow the instructions insteection. If you are installing StudentAccess as
a single-user system, skip this section and Agguendix C of this user’s guide.

2.1 StudentAccess’s Two Components

StudentAccess has two components: Rimgram File (front end) and th®ata File (backend).
Having a program file and a data file allows Stuéeoess to be a multi-user system.

StudentAccess for UB, Version 3.1, User’s Guide Page 5



2 Install StudentAccess

The Data File

The part of StudentAccess that stores the shafednation — data about students, tutors,
counselors and tutoring requests — is the data ffilgou install StudentAccess correctly, there is
one, and only one, data file. This one data §lstored on either:

1. A network server all computers running StudentAsdas/our department can access.
We recommend storing your data file on a server.

2. A computer in your department that is seShmaring modeand is always left on so that
everyone else in your department can update tleefifiastored on the shared computer
by using their own computers.

Figure 1 shows a correct installation of Studengssc

The Program File

The program file stores and manages the Graphisat terface of StudentAccess. The
Graphical User Interface is the part of StudentAsogmu see while using StudentAccess: forms,
dropdown menus, buttons and reports. The progilarddesn’t store any of your data.

The program file stores the location of the ddt flJsing this location, the program file links to
the data file through your department network aaskps student, tutor, and other information to
the data file. The data file accepts this infolioratind stores it for later use by you and other
users.

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

Figure 1. Correct StudentAccess Installation

Server or Shared Computer

StudentAccess Data File

Metwork Connection

Computer

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

Summary

Program File

Data File

Installed on each computer running StudentAcces

All program files connect to thenedata file
Replaced when StudentAccess is updated to a ne
version

Contains data entry forms and reports used to&re
updated, and review student information

Sends information additions, updates and request
the data file

s stalled ononenetwork server ooneshared
computer

Onedata file is connected to all StudentAccess
program files

WNever replaced when StudentAccess is updated
aStores student, tutor, counselor, tutoring request,
and counseling information

sProvides data to the program file; adds or

updates information when the program file
requests these actions.

2.2 Installation Process Overview

To install StudentAccess, you must do these steps:

1. Get a StudentAccess data file

2. Install the data file on the network server (orredacomputer)

3. Install the StudentAccess program file on each deyant computer that will run
StudentAccess for Upward Bound

4.

shared computer)

Link each StudentAccess program file to the dagsiffistalled on the network server (or

Once you have completed these five steps, you inateled StudentAccess.

2.2.1 Get a Data File

You can obtain a data file by ordering a data casiga or by requesting a blank data file from Hegoe

Consulting, Inc.

Order a Data Conversion

If your Upward Bound program has student data fppevious years that you would like to use

in StudentAccess, you can order a data co
HCI does a data conversion, we take your
empty StudentAccess data file. When the
all of your previous data in it.

nverston Heiberg Consulting, Inc (HCI). When
existipgrdfd Bound program data and put it into an
conveisifinished, we send you the data file with

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

StudentAccess 3.1 for Upward Bound Users Guide
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2 Install StudentAccess

Request a Blank Data File
If you have no previous data about your Upward Bbprogram that you would like to use in
StudentAccess, you can obtain a blank data filen frtCI. If you have not already received the
data file by email or on CD, call StudentAccesshiecal Support at800) 801-1232.

2.2.2 Install the StudentAccess Data File

Once you have the data file, you need to instalititer on a network server or a shared computer
in your department. To do this, you have two amiolf your department employs an
information technology professional, do the instirs in this section.

If your department doesn’t have an information textbgy professional, or if this person is
extremely busy, call StudentAccess Technical Supgig800) 801-1232and we may be able to
help you install the data file.

Having an Information Technology Professional Insta Il the Data File
To delegate the installation of the data file to amformation technology professional:
1. Contact your department’s Information Technologyfessional
2. Show the IT professional Figure 1 of this document

3. Give the IT professional a copy of your data fitelask him/her when he/she will install the
data file

4. Ask the IT professional to tell you the absolutéhpa the folder on the server or shared
computer in which the data file will be installedrite this path down. You will use this
path to create the Network Drive in section 2.3.4.

5. Have the IT professional connect your computeh#oabsolute path to the folder on the
server that contains your data file. This is talhpping a drive”.

If the IT professional has any questions regardi@ginstallation of StudentAccess have
them call StudentAccess Technical Suppo(8a0) 980-1232.

2.2.3 Install the StudentAccess Program File

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

You can obtain the StudentAccess program file feo@D mailed to you from HCI, or you can
download the program file from the StudentAccesb\8lee. We recommend downloading the
latest version from the Web site. These instrigtiassume you are downloading the program
file from the Web site, which is locatedvavw.studentaccess.com/Resources/downloads

StudentAccess 3.1 for Upward Bound Users Guide Page 8



2 Install StudentAccess

To download the StudentAccess program file fromwreb site, you'll need your StudentAccess
keycode. If you don’'t know your StudentAccess lagg; 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, Netscapezilloor Foxfire)

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

3. Enter your keycode into tHenter Your Keycode: field.

Click theView Downloadsbutton. A list of links will appear. These aréthe programs
you have purchased from HCI.

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

Click theStudentAccess for Upward Bound 3.1ink from the list of available downloads.
Click theDownload Nowbutton. Therile Downloadwindow opens.

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

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

o~ wDn

Click theSavebutton on the file selector. The installer willvddoad to your desktop.

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

2. Double-click the StudentAccess Program File instation located on your computer’s
desktop. Itis labeled SAUBSetup2000.EXE.

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

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

2.2.4 Link the Program File to the Data File

The first time you open the StudentAccess progiiybu must link the program file to the
data file. After you link the program file to tllata file, the program file remembers the
location of data file and you’ll not need to lirtkeim again unless you:

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

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

In this section, you'll configure each StudentAacpsogram file to connect to the data file.

You'll need to repeat these instructions on everyamputer in your department that will
run StudentAccess.

Link the Program File to the Data File

1. Open the StudentAccess program file by double iclgcon the icon labele8tudentAccess
UB on your desktop.

2. StudentAccess gives you this error message thdifire it opens:

File Check

Click theOK button.

1. StudentAccess gives you this message next:

T able Access Error

| vee | Mo |

Click theYesbutton. TheData File Location form opens.

Link to the Data File:
1. Click theBrowsebutton on théData File Location form. A file selector opens.
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2. Use the file selector to browse to tilg Computer folder. In theMy Computer folder, you
should see the icon of the network drive providggdur IT professional in Section 2.2.2.

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

4. Select the StudentAccess data file (SAUB2000Dath)rbg double-clicking its icon. This
loads the path and file name of the data file theData File Location form.

5. Click theOK button on thdata File Locationform. The StudentAccess program file
opens.

Note: You may receive this message after clicking@hebutton on théata File Location
form:

Data File Update Necessary

If you receive this message, you need to updatettheture of your data file before
StudentAccess can open. To update your data §itelsture, se8ection 2.2.5f this
document. Updating your data file’s structure widt harm data already in the data file. If
you did not receive this message, skip Sectiorbad readection 2.2.6, Verify the Data
in the Data File.

2.2.5 Update the Data File

You're reading this section because you receivecethor message above when linking the
program file to the data file. To update Studewriss for Upward Bound:

1. Verify that everyone else in your department hasStudentAccess program file closed.
After you have verified this, click théesbutton on thdata File Update Necessaryorm.
The Backup Location form opens.

2. Click theOK button on the Backup Location form. The Studeress program file will
automatically backup your data file and updateitter all the updates are finished,
StudentAccess will close so the updates can tdketef

3. Open the StudentAccess program file by double iclgglon the icon labele8tudentAccess
UB on your desktop. StudentAccess will now open radiym

Congratulations! Installation and updates to Sttlélecess for Upward Bound are now
complete. SAUB will now open normally.

If you're lost or confused, please call StudentAsc&echnical Support £800) 801-1232

Before entering data into StudentAccess, you mmitalize StudentAccess. If you don’t
initialize StudentAccess before adding informatipol may enter information into the wrong
term or year. In the next section, you will inize the StudentAccess program file by:
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1. Setting the default term
2. Setting your department’s Annual Performance Repastion, and
3. Setting the admin, DB, and Multiple Student Toatpaords
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3 Initialize StudentAccess

Before entering data into StudentAccess, you mnmilghlize StudentAccess. If you don't initialize
StudentAccess before adding information, you magrenformation into the wrong term or year.
Initialization only needs to occur once. In thetrgection, you will initialize the StudentAccesegram
file by:

1. Setting the default term
2. Setting your department’s Annual Performance Repastion, and
3. Setting the admin, DB, and Multiple Student Toatpaords

3.1 Process Overview
Initializing the StudentAccess program file reqaitbese steps:

1. Setthe default term

Set the Workstation Admin password

Set the Database Administrator password
Set the APRG password

Add Users and Configure Security Settings

o gk D

Add counselors to StudentAccess

Steps 2, 3, 4 and 5 are optional.
You must do step 6 if you did not order a data epsion from Heiberg Consulting, Inc.
Steps 1 through 6 can be done in any order. dEffeult term will be the academic term for which you

want to create tutoring requests, enter studensecschedules and enter Counselor contacts. Ysuall
the default term is the current academic term.
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3.2 Set the Default Term

TheMain Menu is the fist screen you see when you open Studeetsc It looks like Figure 2. All
instructions in this section begin at the Main Menu

Figure 2. Main Menu

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 o tain Menu.
StudentAccess displays tAeimin menu.

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

3. Enter the Administrator password into the passveoridy form. If you have not set the
Administrator password, it will blkello.

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

Update the default term:

1. Click theEnd of Term button at the top of the Workstation Settings forfiimeEnd of
Term page will be displayed.

2. Onthe End of Term page, locate the dropdown &&hw theMatchesbutton. This is the
Default Term dropdown list.
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3. Select the current academic term from the DefaeittiTdropdown list that you wish to use
for your database.

4. Click theClosebutton on the Workstation Settings form.

The default term is now set on all computers inrydepartment. (You only have to set the defauthte
on one computer to make it apply to all computengaur department.)

3.3 Set the Workstation Administrator Password

Note: This step is optional. If you do not set the kadation administrator password, it will be set to
hello.

To set the Workstation Administrator password in St udentAccess:
Open the Workstation Settings form:

Click the<--Go to Admin link located in the bottom right-hand corner of tdain Menu.
StudentAccess will display the Admin menu.
Click theWorkstation Settingslink on the Admin menu

If you have not set the workstation administratasgword before on this computer, it will be
hello. Enter the current administrator password arak K. The Workstation Settings
form opens.

Delete the old password:

1. Click thePermissionsbutton at the top of the Manage Workstation Sgétiform.

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

Enter the new password:

1. Enter the new password after thdministrative Password label. The new password will be
displayed in all asterisks to prevent someone fseging the new password over your
shoulder.

2. Click theClosebutton

The Workstation Administrator passwadsdnow set on this computer. Each computer hascqua
Workstation Administrator password. Repeat théspsson each computer as necessary.

3.5 Set the APRG and Database Administrator Passwo  rds
Note: This step is optional. If you do not set theasswords, they will be set bello.

To set the APRG and Database Administrator password s in StudentAccess:
Open the Database Administration Form:
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1. Click the<--Go to Admin link located in the bottom right-hand corner o tfain Menu.
StudentAccess displays the Admin menu.

Click Database Administrationlink on the Admin menu

Enter the current Database Administrator passwérgou have not yet set the database
administrator password, it will be settiello.

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

Delete the old passwords:
4. Click theSet Passwordsection in the middle form.

5. The asterisks (*) after theB Administrator andAPRG Passwordlabels represent the
current passwords.

6. Delete all the asterisks in these fields.

Enter the new passwords:

3. Enter the new Database Administrator password #fedB Administrator label. The new
password will be displayed in all asterisks to prevsomeone from seeing the new password
over your shoulder.

4. Enter the new APRG password after &RRG Passwordlabel. The new password will be
displayed in all asterisks to prevent someone fseging the new password over your
shoulder.

5. Click theClosebutton

Note: You can set these individually if you do not wislchange them at this time.
Additionally, this process is entirely optionalyidu do not change these passwords, the will
be set tdhello.

The new passwords are now set on all computersun gepartment. You only have to set the DB
Administrator and APRG passwords on one computerake it apply to all computers in your
department.

3.6 Add Users and Configure Security Settings

StudentAccess for Upward Bound has the abilityfmee users to log in with a username and password
Additionally, administrators have the ability testect certain forms or fields for individual users

3.6.1 Add Users to StudentAccess
Open the Database Administration form:

1. Click the<--Go to Admin link located in the bottom right-hand corner o tain Menu.
StudentAccess displays the Admin menu.

2. Click theDatabase Administrationlink on the Admin menu. A password entry form open
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3. Enter the database administrator password intpalssword entry form and cliéBK. The
Database Administration form opens.

Open the Manage User Accounts Form and Add Users:

1. Click theManage Userdink located in the upper left-hand corner of betabase
Administration form. StudentAccess opens Menage User Accountgorm.

Click theNew Userbutton in the lower left-hand corner.

Enter the new username in tbeername:field. A warning will appear that a password is
not set.

Enter a password for this user in @ssword:field.
5. Specify anAccount Type for this user.

i. Full — Full users have complete access to add, edieweand delete information on
all forms and fields within StudentAccess. Passiyootected forms still require the
user to know the password in order to access time fex. New Student Input)

ii. Read Only— Read Only users have complete access to reafemmation that
already exists on all forms within StudentAcceBassword protected forms still
require the user to know the password in ordectess the form.

iii. Custom— Custom users have various forms that they halleEcess to, are limited
to Read Only, or are Denied. When a Custom levsét, the lower portion of the
Manage User Accountdorm allows you to set the custom levels.

6. Click theClosebutton to save changes to User accounts andhefldnage User Accounts
form.

3.7 Add Counselors to StudentAccess

If you ordered a data conversion from Heiberg Ctimgy Inc., you may already have all your counselo
in StudentAccess. If you did not order a data ession from HCI, your data file will have one coalts
in it and that counselor will be nam&tiaff. If you would like additional counselors to beadable

within StudentAccess, follow these steps.

To see which counselors are already in StudentAcces
1. Locate theCurrently Working As: dropdown list in the top middle of the Main Menu.

2. The dropdown list displays all counselors in Stu@eness. If youCurrently Working As:
dropdown list contains only one ite®@taff, no counselors have been added to
StudentAccess.

3.7.1 To add a counselor to StudentAccess:
Open the Data Maintenance form:

7. Click the<--Go to Admin link located in the bottom right-hand corner of tain Menu.
StudentAccess displays the Admin menu.

8. Click theUpdate and Review Default Valuedink on the Admin menu. A password entry
form opens.
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9. Enter the administrator password into the passwatdy form and clickOK. The Data
Maintenance form opens.

Open the Counselors form:

1. On the Data Maintenance form is a list of all drayd lists in StudentAccess. Scroll down
this list until you se€ounselorunder theNameheading.

Click theEdit button at the right of this line.

The Counselor form opens. This form shows all Gelors currently available in
StudentAccess. Use the scrollbar on the rightiigfform 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 blandldi. Enter the new counselor's name into this
blank field.

2. After you add one counselor, a new blank line appeH you need to add more than one
new counselor, add the next counselor’'s name ibldnek field.

3. When you're finished entering new counselor’ nansésk theClosebutton on the
Counselor’s form.
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4 Navigate StudentAccess

This section introduces the Main Menu and overvieash section of the Main Menu.

The Main Menu is divided into 5 sections: the Studaenu, the Tutoring menu, the Admin menu, the
Utilities menu and the Reports menu.nenuis a screen that displays linksinks are like doorways
that lead from one location to another in Studengss. By clicking one of these links, you tell
StudentAccess which data entry form you want StiAdmaess to open. AMata entry form (or just

form) is a screen that allows you to enter new inforomadr edit existing information.

4.1 The Student Menu

StudentAccess always opens showingShelent menu The Student menu looks like Figure 3.

Figure 3. The Student Menu

Links on the Student menu open forms that allow tpou

- Edit student information (demographics, addresses, email, academic tegssco
academic institutions and veteran information)

- Add, edit or delete term information (student courses, grade point average, current
grade level, academic standing)
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- Add, edit or delete year information (grade point average, participant status, current
grade level, academic standing, enrollment statrsjces and instructions)

- Record, edit, or delete counselor comments aboutstudent

- Record, edit, or delete student-counselor contac{sounseling sessions)
- Create, edit, or delete student tutoring requests

- Estimate a student’s cumulative grade point average

Notice two things:

1. The Student menu doesn't allow you to add or deltdents. To add or delete students, you
must use thédmin menu. Most password-protected links are in the AdmimmeBoth the
Add New StudentandDelete Studentoperations are password-protected; therefore, ahey
located on the Admin menu.

2. As of version 3.0, StudentAccess for Upward Bounly allows you to enter Participant status,
Current grade level, Academic standing, and Enmafinstatus on the Year form. Because of
this, you no longer have to specify your APR lomatas Term or Year.

By clicking the navigational links in the bottonghit corner of the Student menu, you can navigate to
StudentAccess’s other four menus: Theoring menu, theAdmin menu, theUtilities menu and the
Reports menu

4.2 The Tutoring Menu

Click the<--Go to Tutoring link located on the bottom of the Main Menu to rmgte to the Tutoring
menu.

Links on the Tutoring menu open forms that allow yo:

- View Tutoring Requests made by students

- Assign tutoring requests to tutors

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

4.3 The Admin Menu

Click the<--Go to Admin link located on the bottom of the Main Menu. Studecess displays the
Admin menu.

All links, except for the Database Information ljrece password-protected by the Administrator
password.
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StudentAccess for Upward Bound has three passwdhagd:ocal Administrator passwordDatabase
Administrator password, and t@enual Performance Report Generator(APRG) password. You can
set each of these passwords to a different passvedud.

To learn how to set these passwords in StudentAcseg Sections 3.4 and 3.5 of this documentin§ett
any of the passwords is optional. If you do notesg of the passwords, their default value wilhedo.

Links on the Admin menu open forms that allow you t

- Add new student records to StudentAccess

- Define the values you want to appear in Studentég€sedropdown menus
- Set the default term value

- Lock Student links so that someone using a spexifinputer cannot see or edit student
information

- Lock Counseling links so that someone using a fipeammputer cannot view and edit
counseling information

- Lock Tutoring links so that someone using a specdimputer cannot view or edit tutor
information

- Set all active student-tutor matches to inactive

- Delete students from StudentAccess

- Update a selected student’s StudentAccessID

- Set the passwords

- Manage Database settings including Usernames assiWwBeds and Security Settings.

Section 3.0 of this documenijtialize StudentAccess shows you how to set passwords and update the
available Counselors.

4.4 The Utilities Menu

A utility is a within StudentAccess for Upward Bound thétriacts with multiple pieces of information
to perform a useful task. StudentAccess has thtikes: Bulk Editions, Letter Generator, anetth
APRG.

Bulk Editions allows you to do operations with multiple studestords stored in StudentAccess. For
example, you can add a Contact for multiple stuglearid add services utilized to more than one stigle
record at a time. The Bulk Editions Tool is passivprotected by the Local Administrator password.

ThelLetter Generator allows you togenerate letters and mailing labels for one or nebseour students.
The Letter Generator is password-protected by twmlLAdministrator password.

TheAnnual Performance Report Generator (APRG)generates the Section Il report from the data
stored in the StudentAccess data file. The Sedtioeport generated by the APRG is the one you
submit to the Department of Education at reportimge. The APRG is password-protected by the APRG
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password, which is set on the Database Administidtrm. See Section 3.4 for instructions on how t
set the this password.

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

4.5 The Reports Menu

The link on the Reports menu opens the Reporting;fthis form allows you to generate these types of
reports:

- Student reports

- Student-counselor contact reports
- Tutoring request reports

- Tutor payroll reports

- Student birthday list reports

- Student list reports

Figure 4 shows all of StudentAccess’s menus andottmes their links open. The Student menu is the
first menu you see when you open StudentAccesss i why thestart arrow points to the Student
Menu in Figure 4.
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Figure 4. StudentAccess’s Menus and the Forms the  y open
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5 Add Student Information to StudentAccess

5.1 Process Overview

This section shows you how to:

- Check which student records are in StudentAccess

- Add a student’s general information to StudentAsces

- Add a student’s demographic information to Studeatss
- Add a student’s academic information to StudentAsce
- Add a student’s term information to StudentAccess

- Add a student’s year information to StudentAccess

To view all student records in StudentAccess:

Locate theWorking Student List at the left of the Main Menu.

2. Click theReset Filterlink at the top right of th&ilter List area above the Working Student
List. If you had any filters selected, this widlset them so you will see all students in
StudentAccess.

3. If you have students in StudentAccess, their namiébe in the Working Student List. If no
student names appear in the Working Student Lésstadent records are in StudentAccess.

5.2 Add a Student Record to StudentAccess

To add a new student to StudentAccess:
Open the Input Student(s) form:

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

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

3. Enter the Local Administrator password into thespasd entry form and click
OK. StudentAccess opens the Input Student(s) form.

Enter the student's information:
1. Enter the new student's information into the Inpuutdent(s) form.
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Note: Click the buttons at the top of the Input Stu¢enfiorm to view and enter all the possible
student fields. You don’t have to enter all of tnéiglds to create the student record; you can
enter most of these fields after the student reocdeated (see sections 5.4 and 5.5).

2. Click theSavebutton.

Note: To create another student record, clickNlesv button. To close the Input Student(s)
form, click theClosebutton.

Once you click thé&avebutton, the new student is added to StudentAccess.

Table 3. Required Fields to save the New Student R  ecord

Field Description
Counselor The student's counselor
Name The student's name (last, first and middle)
Program Type Your Upward Bound program type
SID This field is the primary identifier for eactudent within StudentAccess. By

default the next available ID number will be chogex 000-00-0005).
Optionally, you specify a different number in tfield by replacing the auto-
generated number.

Status The student's StudentAccess status. Hitisss not for reporting purposes.
It is used only in StudentAccess and is not thdesitls participant status.

5.3 Add or Update Permanent Information in a Studen t Record

Once you've created the student’s record usingAtiteNew Studentlink on the Admin menu, you can
add or update the Student’s Permanent informatyomsing thePermanent Information link on the
Student menu. There are many areas within theaent information form: General Information,
Demographics, Secondary Information, Postsecondéoymation, Test Scores, Custom Information,
and Veterans Information. This section uses thm@gaphic page as an example of how to add or
update information in any of these areas.

To add/edit a student's demographic information:

Open the Permanent Information form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of Main Menu.
StudentAccess will display the Student menu.

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

3. Click thePermanent Information link on the Student Menu. The Permanent
Information form will open.

Locate and edit the student's demographic informatn:
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1. Click theDemographicsbutton at the top of the Permanent Information form
StudentAccess displays the selected student’s dexploig information form.

Enter the student's demographic information ineadamographic information form.
Click the Closebutton to save the information and close the form.

5.4 Add or Edit Student Term Information

Once you've created the student’s record usingAtiteNew Studentlink on the Admin menu, you can
add term information (academic courses and creiditd)at student’s record by using therm
Information link on the Student menu.

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

1. Click the<--Go to Studentlink located in the bottom right-hand corner o tilain Menu.
StudentAccess will display the Student menu.

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

3. Click theTerm Information link on the Student menu. The Term Informatiomf@pens.

Enter the student's term information:

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

2. Enter the term information (see Table 4 for fie&ixitions).

Note: To specify the services utilized by this studdunting the selected term, click the
down-arrow in the upper right corner of tBervices Utilizedlist box.

w

Click the Status/Levelbutton at the top of the form to enter statusesgaade levels fields.

Click theCoursesbutton at the top of the form to enter the studeatademic course
information.

Click theCustom Information 1-5 button to enter any custom term data.
Click theCustom Information 6-10 button to enter any custom term data.
Click theVeteran Info. to enter any veteran-related information.

© N o »

Click Save and Close

The new student term information is now added tw&ttAccess. Repeat these instructions for all
student records requiring term information.
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Table 4. Key Fields on Term Information Form

Field Description
Cumulative GPA (per | The student's cumulative grade point average based terms before the
term) selected term. If the selected term is the cumesmi, the cumulative GPA is

the student's current cumulative GPA.

H.S. Credits Completed| The number of academic eotnedits the student has passed at the
conclusion of the academic term.

Term Credits Attempted  The number of academic @arsdits the student is registered for at the
beginning of the academic term.

Term GPA The student's GPA for this term (not cuatiué).

5.6 Add or Edit Student Year Information
To add a student's year information to StudentAcces SH

Open the Year Information form:

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

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

3. Click theYear Information link on the Student menu. The Yearly Informatiorm opens.
Enter the year information:

1. Select the year from théear: dropdown list in the upper right of the Yearlydniation
form.

2. Enter the year information for the selected year.

3. If you do not see a field you want to enter ondigplayed form, click the buttons at the top
of the Yearly Information form (e.gervices Instructions, Additional Information ).
When pressed, these buttons display additionaldibElonging to the selected student’s year
record.

4. Click theSavebutton to save the information and tBlsebutton to close the form.

Table 5. Key Fields on the Year Information Form

Field Description
Beginning Grade Level The student's grade lev#iabeginning of the academic year.
End Grade Level The student's grade level at tdeoéthe academic year.
Exp. H.S. Grad Date The date (mm/dd/yyyy) the stueé&pects to graduate from high school.
H.S. Grad Prog. High school grade progression theeacademic year.
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H.S. Grad Status

High School GPA (at
beginning of year)

High School GPA (at end
of year)

High School GPA Scale
Participant Status

Participant Level

Year

The high school graduation stattise student.

The student's cumulative high school grade poietagye at the beginning
of the academic year.

The student's cumulative high school grade poietage at the end of the
academic year.

The grade point average swaighich the student's high school GPA is
based.

The student’s participant stiiughe reporting year. This field is required
for students to appear on the Annual PerformangmRRe

The components of the Upward Bbprogram which the student
participated in.

The academic year for which you are recordifymation.
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6 Record Services Used by Students

StudentAccess allows you to add, edit and dele¢eoomore services utilized from a student’s record
This section shows you how to do each of thesestbperations.

StudentAccess allows you to enter services in tiwthyear and the Term forms; howeven]y services
recorded in the Year form will appear in the Annual Performance Report See section 6.1 to learn
how to manage services utilized using the Year fa®e section 6.2 to learn how to manage services
using the Term from. Services recorded using #renlform are for your information only; they wilbh
appear on the APR.

6.1 Manage Services in the Year Form

Services recorded using the Year form will appeathe APR. This section shows you how to add, edit
and delete services by using the Year form.

6.1.1 Add/Edit a Service Utilized to a Student’'s Ye ar Record

Open the Yearly Information form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner af tilain Menu.
StudentAccess displays the Student menu.

2. Select the student record you want to add seraicegrmation to by clicking the student's name in
the Student List on the left of the Main Menu.

3. Click theYear Information link on the Student menu. The Yearly Informatiorm opens.

Select the Year the service was utilized:

1. Click theServicesbutton at the top of the Yearly Information forf8tudentAccess displays the
Services page.

2. Select the year the service was utilized from¥kear dropdown list at the top of the Form.
The services recorded for the selected year witlibplayed.

Add the service utilized:

1. Click the down arrow to the right of the Servicdizeed; a list of potential values will be
displayed.

Select value that you wish to add or update to.
Click the Savebutton at the bottom of the Yearly Information form
4. Click theClosebutton at the bottom of the Yearly Information form
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6.1.2 Delete a Service Utilized in a Student’s Year Record

Open the Yearly Information form:

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

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

3. Click theYear Information link on the Student Menu. The Yearly Informatfonm opens.

Locate and delete the service utilized:

1. Select the year the service was utilized from¥tbar: dropdown list in the upper right of
the Yearly Information form.

2. Click theServiceshutton at the top of the Yearly Information formhe Services Utilized by
that student for that year will be displayed.

Highlight the value stored for the service you wandelete.
Press th@eletekeyboard key.
Click the Savebutton on the bottom of the Yearly Information form

o gk~ w

Click theClosebutton on the bottom of the Yearly Information form

6.2 Manage Services in the Term Form

Recording services utilized on the Term form isanql; however, if your grant wants to track in wini
term a student used which services, you can usédima form to track this information. These seegic
are not required to remain bound to the DepartroBRducation reporting requirements. You may
customize the values available within the Servares on the Term form to meet the needs of yourtgra
Services utilized for Annual Performance Reporippses must be recorded on the Year form (see
Section 6.1).

This section shows you how to add, edit, and daleteices utilized from a student’s record.

6.2.1 Add/Edit a Service Utilized to a Student's Te rm Record

To add or edit a service utilized to a student'sre  cord:
2SHQ WKH 7HUP | IRBBPDWLRQ
1. Click the<--Go to Studentlink located in the bottom right-hand corner of tilain Menu.
StudentAccess displays the Student menu.

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

3. Click theTerm Information link on the Student menu. The Term Informatiomfmpens.
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1.

Select the term in which the service was utilizedhf theTerm: dropdown list at the top of the
Term Information form. StudentAccess displays infation entered within the selected term.

On the right-hand side of the General Term Inforamatorm is theServices Utilizedlist for the
selected term.

Click the dropdown arrow of the blank line in tBervices Utilizedlist to add a new service, or

at the right of the service you wish to edit. #tof possible services utilized will be displayed.
Select the service you wish to add/update frondtb@down list.

Click theSavebutton at the bottom of the Term Information form.

Click theClosebutton.

6.3 Delete a Service Utilized from a Student’'s Reco rd

To delete a service utilized from a student record in StudentAccess:

Open the Term Information form:

1.

3.

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

Select the student's record by clicking the studer@me in the Student List on the left of the
Main Menu.

Click theTerm Information link on the Student menu. The Term Informatiomf@pens.

Locate and delete the service utilized:

1.

Select the term in which the service was utilizearf theTerm: dropdown list in the upper right
of the Term Information form. The Services Utilizkst displays the services utilized by this
student for the selected term.

Click the box directly to the left of the servicewwant to delete from the Services Utilized list.
An arrow will appear pointing to the service uliz

Press th@eletekey on your keyboard.

A confirmation message appears. To delete thecgewtilized, click theresbutton. To cancel
the delete, click th&lo button.
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7 Contacts and Counselors in StudentAccess

A contact is a meeting between a student and asetom StudentAccess allows you to do these ctntac
related and counselor-related operations:
Student-counselor contacts:

- Add a student-counselor contact record to Studesess

- Delete a student-counselor contact record fromeStiktcess
- Edit a student-counselor contact record in Studecgas

- Print a student-counselor contact

- Print all student-counselor contacts for a seletteu

- 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 a student

You must have at least one counselor record and oséudent record in StudentAccess to do any of
these operations. Section 5.2 of this document shows you how toadtlident record to StudentAccess.
By default, StudentAccess contains one counsetardecalledStaff.

7.1 Adding Counselor Records to StudentAccess

If you ordered a data conversion from Heiberg Céimgy Inc., you may already have counselor records
added to StudentAccess.

To view all of the counselor records in StudentAcce SS:
1. Locate theCurrently working as: dropdown list on the Main Menu.

2. Click the down arrow of th€urrently working as: dropdown list. The names of all counselors with
records in StudentAccess will be displayed in ttedown list.

If your Upward Bound program has a counselor whesdd have a record in StudentAccess, you'll need
to create a counselor record for that person bgfowerecord any of that person’s comments or castac
To add a counselor record to StudentAccess yoedtdrthe Local Administrator password.

To add a counselor to StudentAccess:
Open the Data Maintenance form:
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Click the<--Go to Admin link located in the bottom right-hand corner of tdain Menu.
StudentAccess will display the Admin menu.

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

Enter the local administrator password into thesp@asd entry form and clickK. The Data
Maintenance form opens.

Open the Counselors form:

1.

On the Data Maintenance form is a list of all droywd lists in StudentAccess. Scroll down this
list until you seeCounselorunder thdNameheading.

Click theEdit button on the right side of this line.

The Counselor form opens. This form shows all Gelors currently available in
StudentAccess. Use the scrollbar on the rightiigfform 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 blan&ldi. Enter the new Counselor's name into this
blank field.

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

Click theClosebutton on the Data Maintenance form.

7.2 Add a Student-Counselor Contact Record

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

1.

3.

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

Select the student's record by clicking the studer@me in the Student List on the left of the
Main Menu.

Click theContactslink on the Student menu. The Contacts form opens

Create the contact record:

1.

Select the academic term from therm: dropdown list in the top right corner of the Cartga
form. All contacts recorded for that term are tigpd.

Click theNew button at the bottom of the Contacts form. Sttllecess creates a blank contact
record.

Select the counselor who had the contact fronCinenselor: dropdown list in the top left corner
of the Contacts form.

Select the Advising type from thg/pe dropdown list.

Enter information about the contact into the forima select an advising code, click the down-
arrow in theAdvising Codeslist box.
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6. Click theSave and Closdutton on the Contacts form.

Table 6. Contact Fields

Field Description
Advising Code The type of advising the counselaregthe 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 counselornedahe student during this
contact
Term The academic term in which the contact occurre
Type The type of activity the student participaitediuring the contact

7.3 Add Counselor Comment about a Student

To add a counselor comment about a specific student to a student’s record:
Open the Comments form:

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

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

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

Create the counselor comment:

Click theNew button at the bottom of the Comments form.

Select the counselor who made the comment fronCthaselor: dropdown box.
Enter the date on which the comment was made iD#te: text field.

Enter the comment text about the selected student.

Click theSave and Closdutton

o s~ WD

Table 7. Counselor Comments about Student Fields

Field Description
Comment The counselor comment about the seleatele st
Counselor The counselor making the comment
Date The date (mm/dd/yyyy) the comment was added
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8 Tutors and Tutoring Requests

This section’s goal is to create a tutoring requassign that request to a tutor, and record ngdnours
associated with the request. Also covered is tiléyato add comments to an existing tutoring regju

To do this:
1. Create and manage Coordinators
2. Add tutor records to StudentAccess if you havein&aaly done so.
3. Make a student’s tutoring request in StudentAccess.

Note: You can enter tutoring requests and tutors inadgr; however, before you can
assign a tutoring request to a tutor, both thertitoord and the tutoring request must be
in StudentAccess.

Assign a tutoring request to a tutor.
Add or update comments to the request.
Record the tutor’'s hours in StudentAccess aftetutming session has occurred.

No g &

Record the tutoring in the student’s term informatas a service utilized.

8.1 Manage Tutoring Coordinators in StudentAccess

The purpose of coordinators in StudentAccess ggaap tutoring requests. Coordinators also assign
tutoring requests to actual tutors. The Studergdsdalata file has these coordinator types inclbged
default:

- Math
- Science
- Other

8.1.1 Add a Coordinator to StudentAccess

Open the Data Maintenance form:

1. Click the<--Go to Admin link located in the bottom right-hand corner of tiain Menu.
StudentAccess will display the Admin menu.

2. Click theUpdate and Review Default Valuesgink on the Admin menu. A password entry
form will open.

3. Enter the local administrator password into thespasd entry form and clickK. The Data
Maintenance form opens.

Open the Coordinators form:

1. The Data Maintenance form lists all dropdown liatStudentAccess. Scroll down this list
until you seeCoordinator under theNameheading.
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2.
3.

Click theEdit button at the right of this line.

The Coordinator form opens. This form shows albinators in StudentAccess. Use the
scrollbar on the right of this form to scroll taetknd of the coordinator list.

Enter the new Coordinator:

1.

At the end of the coordinator list will be a blafiddd. Enter the new coordinator into this
blank field.

After you add one coordinator, a new blank lind efipear. Continue to add Coordinators
using this blank line.

When you're finished, click th€losebutton on the Coordinator’s form.
Click theClosebutton on the Data Maintenance form.

8.1.2 Edit a Coordinator to StudentAccess

Open the Data Maintenance form:

1.

Click the<--Go to Admin link located in the bottom right-hand corner of tdain Menu.
StudentAccess will display the Admin menu.

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

Enter the local administrator password into thesp@asd entry form and clic®K. The Data
Maintenance form opens.

Open the Coordinators form:

1.

On the Data Maintenance form is a list of all droywd lists in StudentAccess. Scroll down
this list until you se€oordinator under theNameheading.

Click theEdit at the right of this line.

The Coordinator form opens. This form shows alb@ators currently available in
StudentAccess.

Edit the Coordinator:

1.

Use the scroll bar to find the line containing tizane of the coordinator you wish to edit.
Edit the name of the coordinator.

When you're finished editing the coordinator's naoliek theClosebutton on the
Coordinator’s form.

Click theClosebutton on Data Maintenance.
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8.2 View All Tutor Records in StudentAccess

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

1. Click the<--Go to Tutoring link located in the bottom right-hand corner of tiain Menu.
StudentAccess displays the Tutoring menu.

2. Click Edit / View Tutor Information link on the Tutoring menu. The Tutor Informatim
Active Tutors form opens.

3. Use theNext, Last, andPreviousbuttons at the bottom of the Tutor Informationnficio
view all tutor records.

4. Note: If you see the record of the tutor to whom yountrma assign the tutoring request, skip
Section 8.2 and continue with Secti®s3, Create a Student Tutoring Request

5. Once you have finished viewing the tutor informatiolick theClosebutton on the Tutor
Information for Active Tutors form.

8.3 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 tiain Menu.
StudentAccess displays the Tutoring menu.

2. Click Edit / View Tutor Information link on the Tutoring menu. The Tutor Informatiaor f
Active Tutors form opens.

Create the new tutor record:

1. Click theNew button at the bottom right of the Tutor Informatitor Active Tutors form. A
blank tutor record will be created.

2. Enter the tutor information into the blank tutocoed. (See Table 10 for field definitions).
Save and close the Active Tutors form:
1. Click theSavebutton to save the new tutor information.

2. If you need to add more than one tutor, clicktlev button again and enter that tutor’s
information into the new blank record.

3. When you have finished entering tutors, click @lesebutton on the Tutor Information for
Active Tutors form

Table 8. Tutor Fields

Field Description

Address The tutor's mailing address.
Cell Phone The tutor's cell phone number
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Citizenship Country

Date of Birth

Email

Ethnicity

Gender

Hours wanted
Marital Status
Name

Phone

Primary coordinator

SSN

Tutor status
U.S. Citizen
Visa Type

If this tutor is not a U.S.ioén, use this field to specify his/her country of
citizenship.
The tutor's date of birth
The tutor's email address
The tutor's culture of origin
The tutor's gender
The number of hours per week the tmtoks
The tutor's marital status
The tutor's last, fist and middle name
The tutor's phone number

n

The type of courses this tgtmerally tutors for (either "Science," "Math,
or "Other")

The tutor's social security number

The tutor's current status (eitherti&c" "Pending,” or "Inactive")

If this checkbox is selected, the tugca U.S. citizen

If this tutor is not a U.S. citizen, aniés/her visa type here

8.4 Create a Student Tutoring Request
You need this information to create a tutoring esjudor a student:

- The student’s name

- The class for which the student wants tutoring
With this information, you are ready to createftiftering request.

To create a tutoring request in StudentAccess:
Open the tutoring requests form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner of tilain Menu.
StudentAccess will display the Student menu.

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

Main Menu.

Note: If the student to create the tutoring requestdoit in the list of student names, you
must first create the student recorfo create a student record see Section 5, Add
Student Information to StudentAccess.

3. Click theTutoring Requestslink on the Student menu. The Tutoring Requeshfopens
and the selected student’s name appears at thod the form.

Create the Tutoring Request:

1. Select the academic term to create the requestoiortheTerm to View: dropdown list in
the upper right of the Tutoring Requests form.
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2. Click theNew button at the bottom of the form. A blank tutgrirequest for the selected
student will appear.

3. Enter the fields needed to create the tutoringestjuFor descriptions of the fields, see Table

11.

Note: If, you have added student course scheduleseomelm Information form, you can
use thecourse number:dropdown list to select the course. Clicking aroarse listed will
also complete the remainder of the course infolnatilf you have not added course
information, you can manually complete all of tleeicse fields on the Tutoring Request

form.

4. Click theSavebutton.

Note: If you receive any error messages reporting miseids, you must provide the
missing fields before StudentAccess will save thertng request.

5. Click theOK button to close the form.
A tutoring request for the student is now creatext, assign this tutoring request to a tutor.

Table 9. Tutoring Request Fields

Field

Description

Active?

Coord. Comments
Coordinator

Couns. and Coord.
Comments (not seen by
tutor)

Couns. Comments
Counselor

Course Credits

Course Name
Course Number
Date Assigned

Date Dropped

Dropped?

Group Tutoring?

If this checkbox is checked, the tutoring requestdtive and the student
still requires help for this request.

Coordinator comments about thisitg request.
The coordinator responsible for assigihis tutoring request to a tutor.
Counselor and coordinator comments about this sgquiutors will not

see these comments when certain reports are run.

Counselor comments about thidgrnigtoequest

The counselor to whom this student igjasd or who entered the request.

The number of credit hours of tle@lamic course.

The name of the academic course.

The course number.

The date (mm/dd/yyyy) the coordinassigned this student's tutoring
request to a tutor.

The date (mm/dd/yyyy) the student jpedthe course.

If this checkbox is checked, the studastdiopped the course he/she
requested tutoring for.

If this checkbox is checked, thtering session will be shared by multiple
students.
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Hours Wanted (per week)

Instructor

Missed Sessions

Request Date
Section Number

Term

Term to View

Tutor's Name, Phone

The number of hours pekulee student wants to be tutored.

The instructor or professor who teadhesclass for which the student is
registered.

The number of tutoring sessiohgdsited by this tutoring request, the
student has missed.
The date (mm/dd/yyyy) the student rtfaglautoring request.

When more than one section of atesiz course is available in a single
semester, this number indicates which sectiondestuis taking.
Examples of course section numbers are "001," "CG&] "003."

The academic semester.

Selecting a term from this list allowsu to view tutoring requests made for
that term.

The tutor assigned to thigitugaequest and that tutor's contact
information.

8.5 Assign Student Tutoring Request to Tutor
To assign a student’s tutoring request to a tyimu, must:

1. Locate the student’s tutoring request using thefing menu

2. Match/Assign the tutoring request to a tutor

8.5.1 Locate Student’s Tutoring Request
Three links in the Tutoring menu allow you to laeaitoring requests. These links are:

- All Requests

- Requests for Current Working Student, and

- Requests for Current Working Counselor/Staff
All of these links display tutoring requests; howg\they filter these tutoring requests differently

- All Requestsshows all student tutoring requests in Studentésfer a selected term.

- Requests for Current Working Studentshows all tutoring requests requested by a specific
student for a selected term

- Requests for Current Working Counselor/Staffshows all tutoring requests assigned to a
specific counselor or staff member

If you know the name of the student who made tharitug request you want to locate, Miew all
Tutoring Requests made by the Current Working Studet link is the most effective way to locate and

view the request.
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If you want to view all requests made to a spedfianselor, regardless of which student made the
request, use thRequests for Current Working Counselor/Stafflink on the Tutoring menu.

If you want to view all tutoring requests createdsiudentAccess, regardless of who created them or
which counselor they are assigned to, uséAthRequestslink.

8.5.2 Match/Assign Tutoring Request to Tutor

Once you've located the tutoring request, fill theé Coordinator Info section of the tutoring
request by selecting the Coordinator, the CurrendT and entering the date this request was
assigned to a tutor.

2. Select the tutor to whom you want to assign theriing request to from th€urrent Tutor
dropdown list on the Tutoring Requests form.

Note: If the tutor you wish to assign to the tutorimgjuest doesn't appear in herrent Tutor
dropdown list, the tutor hasn't been added to Stifdzess. To add a tutor to StudentAccess:

i. Read Section 8.2 of this document to learn howdate a tutor record in
StudentAccess.

3. Click theSavebutton.
4. Click theClosebutton.

8.6 Add a Counselor Comment to a Tutoring Request
To add counselor comment to a tutoring requestryost have:

1. Atleast one tutoring request record (the tutoreguest the counselor is commenting). See
Section 8.3 to add a tutoring request to Studergdec

2. At least one counselor record in StudentAccessdbluselor who is making the comment).
See Section 7.1 to add a counselor record to StAdeess.

3. At least one student record in StudentAccess (tidesat that made the tutoring request). See
Section 5.2 to add a student record to StudentAcces

Tutoring requests allow you to add two Counselonic@nt types:
- Counselor comments
- Counselor and coordinator comments

When you add either of these two comments, yoalameable to view comments the coordinator made
when he/she assigned this tutoring request tooa. tut

To add a counselor comment about a tutoring request
Open the Tutoring Requests form:

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

2. Select the student whose tutoring request you teacdmment from the Student List at the
left of the Main Menu.
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3. Click theTutoring Requestslink. The Tutoring Requests form opens.

Locate the tutoring request to comment:

1. Use theTerm dropdown list in the upper right of the TutoringdrRiests form to select
the academic term in which the tutoring request mvade.

2. All tutoring requests for the selected term willdieplayed. Use theext, Last and
Previousbuttons at the bottom of the Tutoring Requesthftw locate the tutoring request to
comment.

Create the comment:

1. Three textboxes are displayed. Enter any comnyenisave in the first and second
textboxes.

2. After you have entered your comments, click $asebutton.

Note: The third textbox will display any comments tlemdinator made while assigning the
tutoring request to a tutor. If the coordinatord@mao comments, this textbox will be blank.
To add comments in tHeéoordinator Comments textbox, se&ection 7.5, Add

Coordinator Comment to Tutoring Request

3. Click theClosebutton

Table 10. Counselor Comments about Tutoring Reques  t Fields

Field Description

Coord. Comments Comments made about this tutogggest by the coordinator who
assigned the tutoring request to a tutor. Thid ionly editable in the
Tutoring menu.

Couns. Comment The counselor comment about thetsdl&utoring request

8.7 Add a Coordinator Comment to Tutoring Request

To add coordinator comments to a tutoring request i n StudentAccess:
Open the one of the Requests form:

1. Click the<--Go to Tutoring link located in the bottom right-hand corner of tlain Menu.
StudentAccess displays the Tutoring menu.

2. There are 3 ways to view the Tutoring Requests:RAfuests, Requests for Current Student,
and Requests for Current Counselor. Click the @mate link to locate the request you are
looking for.

Locate the request to comment:

1. Select the academic term in which the tutoring estjwas made from thieerm: dropdown
box at the top of the form.

2. Use theNext, Last andPreviousbuttons at the bottom of the form to locate thering
request to comment.
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Add the comment to the tutoring request:

1. With the tutoring request you want to comment digpt, enter comments in t@®ord.
Commentstextbox or theCouns and Coord.textbox. To add comments in t@@uns.
Commentstextbox, see Section4 Add Counselor Comment to Tutoring Request

Note: If using the Requests for Current Student or Reguer Current Counselor forms,
click theCommentshbutton to access the comment fields.

2. Click theSavebutton.
3. Click theClosebutton.

Table 11. Tutoring Request Comments Fields

Field Description
Coord. Comments Coordinator comments about thising request
Cons. and Coord. Counselor and coordinator comments about this sgquiutors will not
Comments see these comments.
Cons. Comments Counselor comments about this mgtoeiquest (entered in the student

menu when the request is made)

Sort by Selecting a value from this drop downdisbws only tutoring requests
assigned to that coordinator type. Possible coatdr types are "Science,"
"Math," and "Other." Selecting the "All" item frothis list will show all
tutoring requests regardless of their coordinatpet

8.8 Record Tutoring Hours in StudentAccess

If all of the following are true, you are readyr&zord a tutor’s hours in StudentAccess:
1. The student has a tutoring request in StudentAccess
2. The tutoring request in StudentAccess is assigmeduaitor
3. The tutoring session between the student and hat®occurred

To Record a Tutor’s Tutoring Hours in StudentAccess
Open the Tutoring Hours form:

1. Click the<--Go to Tutoring link located in the bottom right-hand corner of ttiain Menu.
StudentAccess will display the Tutoring menu.

2. Click theRecord Tutoring Hours link on the Tutoring menu. The Tutoring Hoursnfor
opens.

Select the tutor's name and the student's name:
1. Select the name of the tutor to record hours f@mfthetutor dropdown list.
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2. The current hours for the selected tutor will beptiyed in th& utoring Pay Period Hours.
At the bottom of this list will be a blank field.

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

Select course and enter the date:

1. Select the course the student received tutorinfrdéon theCourse dropdown list.
2. Enter the date the tutoring occurred into Erage textbox.

3. Enter the number of hours the tutoring requireth@Hours textbox.

Save the tutoring hours and close the form:
1. Click theSavebutton
2. Click theClosebutton

8.9 Record the Tutoring Session as a Service Utiliz  ed

StudentAccess will nadutomatically record tutoring sessions as senwiti#ized. To record a tutoring
session in a student’s Year record, follow thespsst

Open the Year Information form:

1. Click the<--Go to Studentlink located in the bottom right-hand corner af filain Menu.
StudentAccess will display the Student menu.

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

3. Click theYear Information link on the Student menu. The Year Informatiomf@pens.
Select the Year the service was utilized:

1. Select the year the service was utilized from¥kar: dropdown list at the top of the form.
The general information for the selected year balldisplayed.

2. Click theServicesbutton at the top of the form.

Add the tutoring session as a service utilized:

1. Find theTutoring field and click the dropdown arrow at the rightloé field.
2. Select the proper value you wish to record in fileisl.

3. Click theClosebutton at the bottom of the Year Information form.
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9 Update StudentAccess

When you update StudentAccess from one versiongmext, you are replacing the program file only
(not the data file). Because you are just reptatie program file, you will not lose any data yaniered
into the data file. The only information you whiave to reenter into the new StudentAccess versitre
location of the data file.

9.1 Process Overview
To update StudentAccess, from one version to a mement version you must do these steps:

1. Backup your StudentAccess data file (optional)

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

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

Note: If you would like assistance during the updatecpss, please call StudentAccess
Technical Support §800) 801-1232.

9.2 Backup Your StudentAccess Data File

Before you update StudentAccess, create a backilpe @tudentAccess data file. When you backup a
file you create a copy of that file. Creating @lgp data file (a copy of your data file) ensulest tyou
will not lose any student, counselor, tutor, ootirg request information during the update process

When StudentAccess is updated, only the old vermsidhe StudentAccess program file is replaced;
however, when the new version of StudentAccessspemay have to update your data file's structure
so that your existing data file can work with thewnStudentAccess program file. Because the datésfi
the part of StudentAccess that stores all of ytuotent, tutor, counselor and tutoring request imition,
you must protect the data file. Backing up theadi¢ regularly is the best way to protect theadile

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

To Backup the StudentAccess Data File:
Find your data file location

1. Click the Go to Admin link on the Main Menu. StudentAccess displaysAdenin menu.

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

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

Below the File Location Information heading, locdteData File Location:
(SAUB2000Data.mdb) label. Following this labethe path to your data file.

5. Select the data file path by highlighting it witbyr mouse
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6. Copy the selected data file path by holding dovenkyboardCtrl key and pressing the
keyboardc key once. Stop holding down tkrl key.

Close the StudentAccess Database Info form byiolicks Closebutton.
Exit StudentAccess by clicking tHexit button on the Welcome Screen.

Save the data file path for use later in these ingictions
1. Open a new Word document
2. Click on the first page of the new Word document.

3. Hold down theCtrl keyboard key and press thé&eyboard key once. This will paste the
data file path into the Word document.

4. Save the Word document to your computer’s deskidgme itData_File_Location You
will use this document later in the instructionghis section.

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

Navigate to the folder/directory containing your StidentAccess data file

1. Open the My Computer directory by double-clicking My Computer icon on your desktop
or by selectindVly Computer from the Microsoft Windowstart menu.

2. Atthe top of the My Computer directory is a seleax labeledAddress:. This is the
Address text field Select all the text currently in tAeldress text fieldby highlighting it
with your mouse.

3. Hold down the keyboar@trl key and press the keyboardkey once. This will paste the
data file’s location into théddress text field

4. Stop holding down th€trl key.

5. Delete the filenameSAUB2000Data.mdb from the data file location you just pasted into
the Address text field For example, if the data file location is
C:\Dev\UB\3.0\SAUB2000Data.mdbdelete the filenam8AUB2000Data.mdlfrom the
data file location path. Deleting the filenamenfrthe data file location path gives:
C:\Dev\UB\3.0\

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

Create a data file backup folder

1. If the data file’s directory doesn’t contain a fetdo store backup copies of the data file,
create one. To create a folder to hold the backyies of the data file:

i. Right-click in an empty/blank area of thata file directory. This opens a
directory right-click menu (see Figure 5).

ii. Select theNew option from the right-click menu. A new menu opens
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iii. Click theFolder option from the menu that just opened. Microsoihtléws
will create a new folder in theata file directory.

iv. The new folder's name will be highlighted after yareate it; this means you
can rename the file. Give this folder a logicaieasuch as
StudentAccess_Datafile_Backups

Figure 5. A Directory Right-Click Menu

Backup your StudentAccess data file

1.

Right-click on the StudentAccess data file (SAUB@D@&ta.mdb). Microsoft Windows
opens dile right-click menu.

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

Right-click in theStudentAccess_Datafile_Backup®lder. Microsoft Windows opens a
right-click menu.

Select théPasteoption from the right-click menu. A copy of youtuBentAccess data file
will be created in th&tudentAccess_Datafile_Backup®lder. This file is calledhe data
file backup copyin the rest of these instructions.

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

1.
2.
3.

Right-clickthe data file backup copy A right-click menu appears.
Select theRenameoption from the right-click menu.

Renamehe data file backup copyso that name includes today’s date. For example,
SAUB2000Data_07-15-08.mdb
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You've now backed up your StudentAccess data feople in your department can now reopen
StudentAccess and use StudentAccess without hartiméindata file. Continue with these instructioms t
update your StudentAccess program file.

9.3 Install the New Version of StudentAccess

You must know your StudentAccess keycode beforenbéty these instructions. If you cannot find your
StudentAccess keycode, call StudentAccess Tech8igaport a(800) 801-1232.

You must install the new version of StudentAcceasslbcomputers that will be using StudentAccess in
your department.

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

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

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

3. Enter your keycode into tHenter Your Keycode: field.

4. Click theView Downloadsbutton. A list of links will appear. These aréthke programs
you have purchased from Heiberg Consulting, Inc.

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

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

Click the Download Now button. The File Downloachdow opens.
Click the Save button on the File Download windofvfile selector opens.

Note: If you're using the Mozilla Firefox Web browserfile selector won’t open. Click the
Save button in the form that does open. The Stédaerss installer will be saved to your
computer’s desktop automatically. Skip the nexd steps and continue at tRein the
StudentAccess Program File Installeisection.

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

5. Click the Save button on the file selector. ThedgnhtAccess installer will download to your
desktop.

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

2. Double-click the StudentAccess Program File instation located on your computer’s
desktop. Itis labeled SAUBSetup.EXE.
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3. The Install Wizard opens. Follow the instructiamshe Install Wizard. When you have
finished the Install Wizard instructions, you hawstalled the new version of the
StudentAccess program file on your computer.

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

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

9.4 Link the Program File to the Data File

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

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

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

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

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

In this section, you'll tell each new StudentAccpssgram file how to use the mapped network drive t
find the data file.

You'll need to repeat these instructions on evemguter in your department using StudentAccess.

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

1. Open the StudentAccess program file. Do this hybteclicking the icon labeled
StudentAccess UBon your desktop.

2. StudentAccess gives you this error messagfrst¢ime it opens:
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Click theOK button.

3. StudentAccess gives you this message next:

Click theYesbutton. TheData File Location form opens.

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

2. Use the file selector to browse to tilg Computer folder. In the My Computer folder, you
should see the icon of the network drive in whité $tudentAccess data file is located (the
mapped network drive). Use the Word Document eceatSection 9.2as a reference.

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

Select the StudentAccess data fBA(UB2000Data.mdb by double-clicking its icon.
5. Click theOK button on the Data File Location form. The Stuéeness program file opens.

Note: You may receive this message after clicking@ie button on théData File Location
form:
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If you receive this message, you need to updatettheture of your data file before
StudentAccess can open. To update your data fitellsture, se8ection 9.50f this
document. Updating your data file’s structure widt harm data already in the data file. If
you did not receive this message, skip Section 9.5.

9.5 Update the Data File

You're reading this section because you receivediiessage when linking the program file to
the data file:

1. Verify that everyone else in your department hasStudentAccess program file closed.
After you have verified this, click théesbutton on the Data File Update Necessary form.
The Backup Location form opens.

2. Click theOK button on the Backup Location form. The Studertss program file will
automatically backup your data file and updateAitter all the updates are finished,
StudentAccess closes so the updates can take. effect

3. StudentAccess will now open normally. If your stots do not appear in the Student List on
the Main Menu, please call StudentAccess Techi@oabort a(800) 801-1232.
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10 Encrypt SSN and DOB Values

StudentAccess for Upward Bound allows you the sgcaf encrypting sensitive data related to your
students. Among other things, this includes thdestt's Social Security Number and Date of Biftkie
use a 256-bit encryption when storing these vailesthe tables of the data file.

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

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

10.2 Existing Users

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

10.2.1 Open the Encryption Utility

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

2. Click theDatabase Administrationlink from the Admin menu

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

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

10.2.2 Encrypt DOB Values

To encrypt existing Date of Birth values and mdwvent to the new, secure field, follow these steps.

1. Click theUpdate DOBsbutton.

2. A message box appears asking if you would likentorygpt the DOB values, click thées
button to start the process. Clislo to cancel.

3. If you clickedYes, the process will run and a message will appgangeyou know that it is
complete.

Note: This utility will only move existing DOB values the new field if the new field does not

contain a value already.

10.2.3 Encrypt SSN Values

This process has a few options to allow you to nexisting SSN data into the new secured field from
either the SID field or the Reporting SID field @epling on where you have stored the SSN for each
student.

1. Within the Update utility, click th&lext -> button at the lower right.

2. Select the option that applies for your studemityou have SSN data stored in more than one
field, you can use more than one option by compudetine steps and then re-running the
utility.

i. Option 1 — Move the SID value for each studenhtrnew, secure field and assign a
new SID for each student.
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ii. Option 2 — Move the RSID value for each studerihéonew, secure field and leave
the SID value intact.

iii. Option 3 — Move the RSID value for each studerihtonew, secure field and assign
a new SID for each student.

3. Click theNext -> button once you have selected your option.

4. Select students that you wish to apply this optosn Some students may haveldpdate
Status of Unavailable for Updatehis means the student already has a value wtitleimew
field, or may not have an RSID value to move if y@ave selected Option 2 or Option 3.

5. When you have selected the students to apply tHatego, click thé&ncrypt SSN button.

6. The form will refresh when the process is complate] the students that we just updated will
now have th&Jnavailable for Updatevalue in thdJpdate Statuscolumn.

Note: Run through this utility as many times as neagssaupdate all students.

If you have any questions or problems with thisityfiplease contact StudentAccess Technical
Support a(800) 801-1232.

10.3 New Users

For new StudentAccess users, the new, secure ieddsnabled by default on the Permanent Informatio
form as well as the New Student Input form. Thisams that all data you enter into the DOB and SSN
fields within StudentAccess is encrypted automdyica
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11 Appendices

Appendix A: Commonly-Asked Questions

This section answers commonly-asked questions IgiBensulting, Inc. has received over the years
from StudentAccess users. If you have a queshiani$ not answered here, please call StudentAccess
Technical Support g800) 801-1232

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

StudentAccess 3.1 has these help resources:

- This document

- The StudentAccess listserv

- StudentAccess Technical Support over the ph@¢&e0) 801-1232

- StudnetAccess Technical Support by emailpport@studentaccess.com

- StudentAccess Trainings: For more information ard8ntAccess trainings, go to:
http://www.studentaccess.com/Resources/trainingldeasp

2. What is the StudentAccess Listerve and how do | join it?
For instructions on how to join the StudentAccéstsérve, open this Web page:
http://www.studentaccess.com/Resources/suppasghigiasp

3. I've forgotten one of the passwords | setin St  udentAccess. How do | fix this
problem?
Call StudentAccess Technical Supporf&0) 801-1232

4. What is the Annual Support Plan (ASP) offered fo  r StudentAccess? Why should |
purchase an ASP? What services does the ASP includ  e? Why must | purchase the ASP
to get the Annual Preformance Report Generator?

Purchasing the Annual Support Plan (ASP) allowstpaweceive technical support for StudentAccess and
allows you to download updates to StudentAccessteadPRG.

Technical support is available free of charge iddys upon first installation of StudentAccesdeAf
the 45-day period, your grant must purchas@ramal Support Plan to receive technical suppoftechnical
support includes:

- Phone Support
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- Email Support

- The latest Annual Performance Report Generator
- StudentAccess updates

- Access to the StudentAccess Listserv

- Remote Desktop Support

The ASP provides technical support for installatidriStudentAccess, administration of the databaise,
general use. Additional support may include adveriopics requiring research or lengthy voice suppor
modifications of the data file and modificationsthe program file. These items may incur additiona
fees.

5. How many computers can | install StudentAccess o n without violating the
StudentAccess software license agreement?

StudentAccess is licensed by grant and not by ctenpuf your grant purchases a StudentAccess
software license, you may install StudentAccesamnnumber of computers within your grant.

6. How do | backup my StudentAccess data file?
Please refer t8ection 9.20f this document for information on how to backugur data file.

7. How often should | backup my StudentAccess data file?

Your IT department may already be doing a dailykibacof the data file. We suggest that you firgt as
your IT department how often they backup the didédcbfore you decide how often you need to
manually backup the data file.

If your IT department is not backing up the dalka fior you, we highly recommend you make your own
data file backups. To learn how to backup the @iEtaseeSection 9.2of this document.

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

8. If | update StudentAccess to the most recent ve  rsion, will I lose any information I've
entered into StudentAccess?

Updating StudentAccess doesn'’t affect your dathhstddent, tutor, couselor, tutoring request and
password information in StudentAccess is storatiénStudentAccess data file. When you update
StudentAccess you replace the program file only;ptogram file doesn’t store any of your data.

9. How do | determine if my Upward Bound  program needs to order a data conversion
after we purchase StudentAccess?

You may want to purchase a data conversion if ymwaryesto all of these questions:
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- Did you just purchase StudentAccess?

- Were you using another student tracking method €Esareadsheets, Word documents or
Blumen) before purchasing StudentAccess?

- Would you like the student data you've collectethgs/our previous student tracking method to
be available in StudentAccess?

- Is your previous student data large enough to geterfrom entering the student data by hand
into StudentAccess?

If you've answeregesto all of these questions, you should order a dataersion. To order a data
conversion, please ca(B00) 801-1232

10. How do | find the StudentAccess data file locat  ion?
To find the data file location:

1. Open StudentAccess by double-clicking the Studeteds icon on your computer’s desktop.
2. Click the Go to Admin link on the Main Menu. StudentAccess displaysAdenin menu.

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

4. Locate therile Location Information heading on the StudentAccess Database Info form.

5. Below the File Location Information heading, locie Data File Location:
(SA2000Data.mdb) label. Below this label is théhga your data file.

Note: If you're installing StudentAccess for the firang in your department, you will need to
ask your information technology professional whieedata file is located.

11. Do | need to know Microsoft Access to use Stud  entAccess?
No, you don't need to know Microsoft Access to @sedentAccess. To use StudentAccess, you will just
need to click buttons and links, select items fianopdown menus and enter information into textgel

If you can use an Internet browser like Mozillamternet Explorer, you'll have little difficulty usg
most features in StudentAccess; however, if youtw@oreate your own reports, knowledge of Microsof
Access will help you immensely.

12. What is a RealTime Database?
See Appendix B.

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

- If you're familiar with Microsoft Access, and haeesated your own queries and reports
in the past, you can create your own custom queinguRealTime. If you are not
familiar with Microsoft Access, we don’t recommetiis method.

- If you can’t find an existing report in StudentAssehat fits your requirements and don’t
want to create the report in RealTime, you canoadaustom report from Heiberg
Consulting, Inc. Please call StudentAccess Teeh&apport a{800) 801-1232.

Custom reports have additional charges becausead¢igeyre time to create. If HCI
receives enough requests for the same kind of cusgport, they may add the requested
report into future versions of StudentAccess.

14. Is StudentAccess just for Upward Bound or hasi  t been used for other grants?
This version of StudentAccess was primarily credtedJpward Bound; however, Heiberg Consulting,
Inc. creates other software for Student Supponti€es, Talent Search, EOC and McNair grants.

15. What is the difference between StudentAccess s  tatus (e.g. “Active”, “Inactive”) and
participant status?

StudentAccess Status

This student status is nosed in the Annual Performance Report. This sthis no meaning
outside of StudentAccess. It is used in Studergdsdo allow you to easily identify students
who are currently using services provided by yopwidrd Bound program. Possible values of
StudentAccess Status aeetive, inactive or pending. You set this status in the student’s
Permanent Information.

Participant Status

This student status is used in the Annual Perfoomdeport. Changing this status will change
whether the student’s information is reported ® Drepartment of Education. Possible values for
this field are:

- New Participant

- Continuing

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

- Unknown/No Response
You set this status on the Year form accessed girthe Student menu of StudentAccess.
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Appendix B: Creating a RealTime Database

When do | need to create a RealTime database?

If you want to create your own reports and quenesed on data stored in StudentAccess, you
must create a RealTime database. If StudentAdwesall the reports you need and you have no
need to generate additional reports, do not cie&ealTime database.

What is a RealTime database?

A RealTime database, as it is defined in theseungbns, is a Microsoft Access file that links to
your StudentAccess data file. When the RealTimeltese links to your data file, it creates a
connection to all the data tables contained wittdior data file. A data table stores data records;
data records represent student, tutor, counsetbtudaring request information.

You create a RealTime database by creating a nemkldmpty Microsoft Access file/database
and linking the StudentAccess data file's tableth&d new Microsoft Access database.

Why should | create a RealTime database? Couldn't | open the data file directly?

A RealTime database protects the StudentAccesdittatdf you open the StudentAccess data
file directly (instead of through the real-time aadse), you risk corrupting your UB program’s
StudentAccess data. Some corrupt data can baedphiut most of it is permanently lost.

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

Will updating StudentAccess to a newer version repl ace my RealTime database?

Your RealTime database will not be removed whenypgrade to a newer version of
StudentAccess. The only file that is replaced wy@mmnupdate StudentAccess is the
StudentAccess program file, which is the file y@eo when you open StudentAccess. Any
RealTime databases you create and the StudentAdats§ile are untouched by the
StudentAccess update process.
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How do | create a RealTime database?
To create a RealTime Database, you must do twa:step

1. Create a new Access database file

2. Link the tables from the Student Access data $l&aZ000Data.mdb) to the new Access
database file.

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

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

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

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

If your version isAccess 2000see Section 1.
If your version isAccess 2002-2003ee Section 2.
If your version isAccess 200/see Section 3.
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1. Create a RealTime Database in Access 2000
Create a new Microsoft Access database:
1. Open Microsoft Access.

2. Access opens showing tRzeate New Databasdorm (Figure 6). Select tHglank
Access Databaseadio button from the Create New Database form.

Figure 6. Create New Database Form

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

4. Using the file selector, navigate to the locatidmeve you want to save the RealTime
database. We recommend saving the file to youkidps

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

6. Click theCreate button on the file selector. This creates youl-tieae database in the
location you selected with the file selector. M®oft Access will automatically open
your RealTime database. Your new real-time da&alslook like Figure 7.
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Figure 7. The New RealTime Database

Link the StudentAccess data file tables to your Rd@ime database:

1. Click theFile pull down menu at the top of the window and gth®Get External Data
option.

2. Click theLink Tables option from the Get External Data menu. A filéeséor labeled
link opens.

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

4. When you see your data file’s name displayed irfitaeselector, select your data file by
double-clicking its filename. The Link Tables foopens (Figure 8).

Figure 8. The Link Tables Form
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1. Click theSelect Allbutton on the Link Tables form. This selectdaltlles in your
StudentAccess data file so that they can all llnkdur RealTime database.

2. Click theOk button on the Link Tables form. Microsoft Accdisgs all the selected

tables into your RealTime database. Your RealTdatabase now looks like Figure
21.

Figure 9. RealTime Database with Linked Tables

You've now created your RealTime database. Beforating any of your custom

queries or reports, please read RealTime Cautionssection in Section 4 of this
appendix.

2. Create a RealTime Database in Access 2002 and 20 03

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

2. Access opens showing a panel on the right of theescwith lists of links. Select the

Create a New File...under theOpen section of the right panel. A new right panel
appears.

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

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

StudentAccess for UB, Version 3.1, User’s Guide Page 62



11 Appendices

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

6. Click theCreate button on the file selector. This creates youl-tieae database in the
location you selected with the file selector. Msoft Access will automatically open
your RealTime database. Your new RealTime databdkeok like Figure 10.

Figure 10. The New RealTime Database

Link the StudentAccess data file tables to your Rd@ime database:

1. Click theFile pull down menu at the top of the window and gthGet External Data
option.

2. Click theLink Tables option from the Get External Data menu. A fileeséor labeled link
opens.

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

When you see your data file’s name displayed irfitheselector, select your data file by
double-clicking its filename. The Link Tables foopens (Figure 11).
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Figure 11. The Link Tables Form

1. Click theSelect Allbutton on the Link Tables form. This selectdaltlles in your
StudentAccess data file so that they can all lomikdur RealTime database.

2. Click theOk button on the Link Tables form. Microsoft Accdisgks all the selected tables
into your RealTime database. Your RealTime da&ibasv looks like Figure 12.

Figure 12. RealTime Database with Linked Tables

You've now created your RealTime database. Beforating any of your custom
gueries or reports, please read RealTime Cautionssection in Section 4 of this
appendix.
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3. Create a Real-Time Database in Access 2007

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

2. Access opens a welcome screen lab@letting Started with Microsoft Access. Click
theBlank Databaseicon under thé&New Blank Database section of the welcome
screen (see Figure 13). Microsoft Access open8ldaek Database form in the right
panel of the welcome window.

Figure 13. The New Blank Database Icon (ShowninY ellow)

3. Click the open file icon (Figure 13) to the lefttbkFile Name:textbox in the Blank
Database form. A file selector opens in a pop-upaw.

Figure 14. The Open File Icon

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

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

6. Click theOK button on the file selector. Your database’s napyears in th€ile
Name: textbox in the Blank Database form.

7. Click theCreate button on the Blank Database form. Microsoft Accegens your new
database and shows an empty table (see Figure 15).
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Figure 15. The New RealTime Database

Link the StudentAccess data file tables to your rdatime database:

8. Click theExternal Data tab (Figure 15) on the toolbar at the top of theas. Microsoft
Access shows the External Data menu.

9. Click the icon labeledccesson the External Data menu (Figure 15). Microsaftéss
opens thé&et External Datawindow.
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Figure 16. External Data Tab with Access Icon

10. Click theBrowsebutton on théset External Datawindow. Microsoft Access opens a
file selector.

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

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

13. Click theOK button on théset External Dataform. The Link Tables window opens
(see Figure 16).
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Figure 17. The Link Tables Form

14. Click the Select Allbutton on the Link Tables form. This selectdaltlles in your
StudentAccess data file so that they can all lonikdur RealTime database.

15. Click the Ok button on the Link Tables form. Microsoft Accdisks all the selected
tables into your RealTime database. Your RealTdatabase now looks like Figure 18.
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Figure 18. New RealTime Database with Linked Table s

You've now created your RealTime database. Beforating any of your custom
gueries or reports, please read RealTime Cautionssection in Section 4 of this
appendix.
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4. After Creating the RealTime Database

This section gives you cautions and hints aboutgugour RealTime database. Please read this sectio
before creating any reports or queries in you ReaTdatabase.

RealTime Cautions

Caution: Any changesmade to the records in the RealTime databaséwiteflected in the
StudentAccess data fildDo not delete or edit any information in your RealTme database
unless you want that information deleted or editeghermanently in the data file.

For example, if you create a query and decideytbatdon’t want to include a particular
student in the results of that query, do NOT dele¢estudent from the query results. If
you delete the student from the query resultssthdent will also be deleted from the
StudentAccess data file and you'll lose all infotima about that student.

Instead of deleting the student from the queryltgstecreate the query in your
RealTime database so that it no longer shows thdest’s record when the query
executes.

You can delete or modifgueriesor reports you create in your RealTime database
without harming any existing StudentAccess datayéwer, be extremely careful when
modifying data those queries return as results.

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

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

How Tables are Named and Organized in StudentAccess

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

The tables with the prefitbl contain the data you recorded on each form ine3tiftcess.

You can open the design view of the tables to deat Wformation each table contains. The
design view of each table also has comments désgréach field stored in the table.

Additional Resources About Microsoft Access

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

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

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

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

Books we recommend are:
For Microsoft Access 2007:

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

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

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

For Microsoft 2000:

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

- Running Access 2000 from Microsoft Press
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Appendix C. Install StudentAccess as a Single-User System

You should only install StudentAccess as a singlergystem if:

- You will install StudentAccess on one, and only ,ac@mputer in your Upward Bound
department

- You do not foresee the need to install StudentAsoasa second computer in your
department

- No other computer in your department has Studerggsmstalled on it

Caution: If you plan to install StudentAccess omore than onecomputer in your
department, do NOT use the instructions in this appndix; use the instructions in Section 2,
Install StudentAccess, instead.

C.1 StudentAccess’s Two Parts
StudentAccess has two parts: Bregram File (front end) and th®ata File (backend).

The Data File

The part of StudentAccess that stores data abedésts, tutors, counselors and tutoring requests
is the data file. If you install StudentAccessreotly, there is one, and only one, data filethia
single-user installation of StudentAccess, this daia file and the program file are installed on
the same computer.

Figure 34 shows a correct single-user installatibStudentAccess.

The Program File

The program file stores and manages the Graphisait hterface of StudentAccess. The
Graphical User Interface is the part of StudentAsgegou see while using StudentAccess: forms,
dropdown menus, buttons and reports. The progilarddesn’t store any of your data.

The program file stores the location of the dd& flJsing this location, the program file links to
the data file and passes student, tutor, and @tf@mation to the data file. The data file aceept
this information and stores it for later use.

Table 14 summarizes the differences between thgrgmofile and the data file.
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Figure 19. Correct StudentAccess Installation (Sin

Table 12. Program File and Data File Functions: A

gle-User System)

Summary

Program File

Data File

All program files connect to thenedata file
Replaced when StudentAccess is updated to a ne
version

Stores data entry forms and reports used to ctieate
Graphical User Interface

Sends information additions, updates and request
the data file

Onedata file is connected to all StudentAccess
program files

WNever replaced when StudentAccess is updated

> Stores student, tutor, counselor, tutoring request,
and counseling information

sProvides data to the program file; adds or

updates information when the program file
requests these actions.

C.3 Process Overview

To install StudentAccess, you must do these steps:

Get a StudentAccess data file

2. Install the data file on your local computer
3. Install the StudentAccess program file on your l@cemputer
4. Link the program file to the data file

Once you have completed these four steps, youihatadled StudentAccess.

C.3.1 Get a Data File

You can obtain a data file by ordering a data cosiga from Heiberg Consulting, Inc., or by
requesting a blank data file from Heiberg Consgltimc.
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Order a Data Conversion

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

To order a data conversion, call Heiberg Consulting. at(800) 801-1232.

Request a Blank Data File

If you have no previous data about your Upward Bbprogram that you would like to use in
StudentAccess, you can obtain an empty data bie frleiberg Consulting, Inc. If you have
not already received the data file by email or @h €all Heiberg Consulting, Inc. é800)
801-1232.

C.3.2 Install the StudentAccess Data File

Once you have the data file, you need to instalhityour local computer. To install the
data file:

Create a folder on your computer’s C-Drive:
1. Double-Click theMy Computer icon on your computer’s desktop. Ty
Computer directory opens.
2. Double-click theLocal Disk C: icon in theMy Computer directory. The Local
Disk directory opens.
3. Create a new folder/directory in the Local Diskedtory:
i. Right-click with the mouse in the white area of tleeal Disk directory. A
right-click menu opens.
ii. Select theNewitem from the right-click menu. The right-click me opens
a submenu.
iii. Click theFolder item from the submenu. A new folder will be creat& his
folder appears at the end of the list of filesha Local Disk folder and is
calledNew Folder.

Rename the new folder to StudentAccess_Data_File:

1. Right-click on theNew Folderyou created. A right-click menu opens.

2. SelectRenamefrom the right-click menu. Thiew Folders name will be
highlighted and allow you to enter a new folder Bam

3. TypeStudentAccess_Data Filand click off of the new folder. The new folder
should now be renamed.

Caution: If you receive an error message that $2gsnot Rename New Folder: A
file with the name you specified already exists. pecify a different filenamethis
means someone has already create®thdentAccess_Data_Filén the Local Disk
Directory. If you get this error:

1. Click theOK buttonon the error message box. The folder you justtedea
will again be namedlew Folder.
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2. Look in the Local file directory and locate thesfitamed
StudentAccess_Data_File.

3. Double-click theStudentAccess_Data_Filécon. The
StudentAccess_Data_Filelirectory will open and show all the files it
contains.

4. If the StudentAccess_Data_Filelirectory contains a Microsoft Access file
(usually calledSAUB2000Data.mdlmr SA2000Datg, someone has already
installed the StudentAccess data file. If the diéeds already in the
StudentAccess_Data_Filéolder, skip the next small section of instructions
and continue with the section titl&kcord the Data File Location for
Later Use.

Move the StudentAccess data file into the StudentAess_Data_File folder:

1. Open the Student_Access_Data_File folder yojuisecreated by double-clicking its
icon.

2. Drag the StudentAccess data file you obtaingsction C.3.1 of this document into
the open Student_Access_Data_File folder. TheeBtidtcess data file will be saved in
the StudentAccess_Data_File folder

You've now installed the StudentAccess data fileyoar computer.

Record the Data File Location for Later Use:
If you followed these instructions to install thata file, and your data file name
is SA2000Data.mdh your data file’s location will b€:/
StudentAccess_Data_File/ SA2000Data.mdb

Write the data file’s location down. You will nedus location in Section C.3.4
when you link the program file to the data file.

C.3.3 Install the StudentAccess Program File

After installing the StudentAccess data file, ymwmeed to install the StudentAccess program
file.

You can obtain the StudentAccess program file feo@D mailed to you from Heiberg

Consulting, Inc., or you can download the progrdenffom the StudentAccess Web site. We
recommend downloading the latest version from theb\8ite. These instructions assume you are
downloading the program file from the Web site, ethis located at
www.studentaccess.com/Resources/downloads

To download the StudentAccess program file fromviteb site, you'll need your StudentAccess
keycode. If you don't know your StudentAccess kg call Heiberg Consulting, Inc. @00)
801-1232

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

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

StudentAccess for UB, Version 3.1, User’s Guide Page 75



11 Appendices

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

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

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

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

1. Click theStudentAccess for Upward Bound 3.2Zink from the list of available
downloads.

Click theDownload Nowbutton. TheFile Download window opens.
Click the Savebutton on thd-ile Downloadwindow. A file selector opens.
Select your computer’s desktop as the locatiorate $rom the file selector.

a > wDn

Click theSavebutton on the file selector. The executable witkvdload to your
desktop.

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

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

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

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

C.3.4 Link the Program File to the Data File

The first time you open the StudentAccess progiidarybu must link the program file to the
data file. After you link the program file to tllata file, the program file remembers the
location of data file and you’ll not need to lirtkeim again unless you:

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

If you have followed the instructions in this sectisequentially:
- You've installed the data file
- You've installed the program file
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In this section, you'll tell the StudentAccess g file how to find the data file. To do this,
you open the program file and point it to the dd¢a

Open the Data File Location Form:

1. Open the StudentAccess program file by double-itiggkhe icon labeled
StudentAccess UBon your desktop.

2. StudentAccess gives you this error message agitop

Click theOK button.

3. StudentAccess gives you this message next:

Click theYesbutton. TheData File Location form opens.

Link to the Data File:

1. You'll need the data file location you wrote downSection C.3.2 now. Click the
Browsebutton on théata File Location form. A file selector opens.

2. Use the file selector to browse to tilg Computer folder. In theMy Computer
folder, you should see thecal Disk C: directory.

3. Double-click theLocal Disk C: directory. The.ocal Disk C: directory opens.

Double-click on theéstudentAccess_Data_Filécon in theLocal Disk C: directory.
The folder containing the StudentAccess data filens.

5. Select the StudentAccess data file (SA2000Data.rglouble-clicking its icon.
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6. Click theOK button on thdata File Locationform. The StudentAccess program
file opens.

Note: You may receive this message after clicking@hebutton on théata File Location
form:

If you receive this message, you need to updatsttheture of your data file before
StudentAccess can open. To update your data §tellsture, se8ection C.3.5 of this
document Updating your data file’s structure will not hadata already in the data file. If
you did not receive this message, skip section5@&Bd readsection C.3.6, Verify the Data
in the Data File.

C.3.5 Update the Data File

You're reading this section because you receivedniessage when linking the program file to
the data file:

1. Click theYesbutton on théata File Update Necessarjorm. The Backup Location form
opens.

2. Click theOK button on the Backup Location form. The Studergss program file will
automatically backup your data file and updateAitter all the updates are finished,
StudentAccess will close so the updates can tdketef

3. Open the StudentAccess program file by double-ligkhe icon labele&tudentAccess UB
on your desktop.
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C.3.6 Verify the Data in the Data File

If you ordered a data conversion, your studentreemwill appear in the Student List on the
StudentAccess Welcome Screen. The Welcome Scseha first screen you see when
StudentAccess opens. It looks like Figure 20.

Figure 20. StudentAccess Welcome Screen

The Student List is located on the Welcome screeh@oks like Figure 20.
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Figure 21. The Student List

If you didn’t order a data conversion, your date Will be empty. If your data file is empty, the
Student List will be empty (it will not show anyusient names).

If you've completed the four steps that were juestaibed in this installation manual:
1. Get a StudentAccess data file
2. Install the data file on the local computer
3. Install the StudentAccess program file on the l@cahputer
4. Link the StudentAccess program file to the data fil

You've installed StudentAccess. If you ever wanidgntAccess to be installed on another
computer in you department, you will have to cohyeur StudentAccess installation to a multi-
user installation before installing StudentAccesdhe other computer.

If you're lost or confused, please call StudentAsc8upport a800) 801-1232

Before entering data into StudentAccess, you mmitsalize StudentAccess. If you don’t
initialize StudentAccess before adding informatipo may enter information into the wrong
term or year. You initialize the StudentAccessgpam file by:

1. Setting the default term
2. Setting your department’s Annual Performance Relpastion, and
3. Setting the admin, DB, and Multiple Student Toatpaords

To initialize the StudentAccess program file, seet®n 3 of this user’s guide.

StudentAccess for UB, Version 3.1, User’s Guide Page 80



11 Appendices

Appendix D. StudentAccess License Agreement

IMPORTANT—READ CAREFULLY: This StudentAccess Licandgreement (SALA) is a legal
agreement between you (either an individual onglsientity) and Heiberg Consulting, Inc. (HCI) for
StudentAccess, which includes computer softwarenaag include associated media, printed materials,
and "online" or electronic documentation ("SOFTWARRODUCT"). By installing, copying, or
otherwise using the SOFTWARE PRODUCT, you agrdaestbound by the terms of this SALA. If you
do not agree to the terms of this SALA, do notafigir use the SOFTWARE PRODUCT; you may,
however, return it to HCI for a full refund withB0 days of receipt.

SOFTWARE PRODUCT LICENSE

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

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

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

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

2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

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

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

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

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

Support Services. HCI may provide you with supgervices related to the SOFTWARE
PRODUCT ("Support Services"). Use of Support S@wvis governed by the HCI policies and programs
described in the user manual, in "online" documt@ntaand/or in other HCI-provided materials. Any
supplemental software code provided to you asqgidhte Support Services shall be considered patteof
SOFTWARE PRODUCT and subject to the terms and ¢immdi of this SALA. With respect to technical
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information you provide to HCI as part of the Sugii®ervices, HCl may use such information for its
business purposes, including for product suppattdavelopment. HCI will not utilize such technical
information in a form that personally identifieswo

Software Transfer. You may permanently transiesfayour rights under this SALA, provided
you retain no copies, you transfer all of the SOFARE PRODUCT (including all component parts, the
media and printed materials, any upgrades, this/SAlnd, if applicable, the Certificate of Autherittjg,
and the recipient agrees to the terms of this SALthe SOFTWARE PRODUCT is an upgrade, any
transfer must include all prior versions of the SWFARE PRODUCT.

Termination. Without prejudice to any other rightiCl may terminate this SALA if you fail to
comply with the terms and conditions of this SAUA.such event, you must destroy all copies of the
SOFTWARE PRODUCT and all of its component parts.

3. UPGRADES. If the SOFTWARE PRODUCT is labelechasipgrade, you must be properly
licensed to use a product identified by HCI as deligible for the upgrade in order to use the
SOFTWARE PRODUCT. A SOFTWARE PRODUCT labeled asipgrade replaces and/or
supplements the product that formed the basisdar gligibility for the upgrade. You may use the
resulting upgraded product only in accordance wighterms of this SALA. If the SOFTWARE
PRODUCT is an upgrade of a component of a packageftware programs that you licensed as a single
product, the SOFTWARE PRODUCT may be used andfearsl only as part of that single product
package and may not be separated for use on mameotite computer.

4, COPYRIGHT. All title and copyrights in and teetBOFTWARE PRODUCT (including but not
limited to any images, photographs, animationse@jdiudio, music, text, and "applets” incorporatéal
the SOFTWARE PRODUCT), the accompanying printedemals, and any copies of the SOFTWARE
PRODUCT are owned by HCI. The SOFTWARE PRODUCTritgcted by copyright laws and
international treaty provisions. Therefore, you tiusat the SOFTWARE PRODUCT like any other
copyrighted material except that you may instadl BOFTWARE PRODUCT on the required computers
provided you keep the original solely for backuporhival purposes.

5. DUAL-MEDIA SOFTWARE. You may receive the SOFTWERPRODUCT in more than one
medium. Regardless of the type or size of mediumrgoeive, you may use only one medium that is
appropriate for your single computer. You may re# ar install the other medium on another computer.
You may not loan, rent, lease, or otherwise trartsie other medium to another user, except asopart
the permanent transfer (as provided above) of DETWARE PRODUCT.

6. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARRODUCT and
documentation are provided with RESTRICTED RIGHUSe, duplication, or disclosure by the
Government is subject to restrictions as set forgubparagraphs (c)(1) and (2) of the Commercial
Computer Software—Restricted Rights at 48 CFR 5212, as applicable. Manufacturer is Heiberg
Consulting, Inc., 120 Mathews Street Suite 1, Eamtlins, CO 80524.

MISCELLANEOUS

If you acquired this product in the United Statbgs SALA is governed by the laws of the State of
Colorado.

If this product was acquired outside the Unitedetathen local law may apply.

StudentAccess for UB, Version 3.1, User’s Guide Page 82



11 Appendices

Should you have any questions concerning this SAIrAf you desire to contact HCI for any reason,
please contact HCI at Heiberg Consulting, Inc., W2@hews Street Suite 1, Fort Collins, CO 80524.

LIMITED WARRANTY

LIMITED WARRANTY. HCI warrants that (a) the SOFTWARPRODUCT will perform substantially

in accordance with the accompanying written ma®fi@ a period of ninety (90) days from the date o
receipt, and (b) any Support Services provided By $hall be substantially as described in applieabl
written materials provided to you by HCI, and H@pport engineers will make commercially reasonable
efforts to solve any problem issues. Some statéguaisdictions do not allow limitations on duratiof

an implied warranty, so the above limitation may ayply to you. To the extent allowed by applicable
law, implied warranties on the SOFTWARE PRODUCTany, are limited to ninety (90) days.

CUSTOMER REMEDIES. HCI's and its suppliers' enliability and your exclusive remedy shall be, at
HCI's option, either (a) return of the price paidny, or (b) repair or replacement of the SOFTWAR
PRODUCT that does not meet HCI's Limited Warramigt ehich is returned to HCI with a copy of your
receipt. This Limited Warranty is void if failurd the SOFTWARE PRODUCT has resulted from
accident, abuse, or misapplication. Any replacers&ETWARE PRODUCT will be warranted for the
remainder of the original warranty period or thif80) days, whichever is longer. Outside the United
States, neither these remedies nor any producbsiuggrvices offered by HCI are available withordgd
of purchase from an authorized international saurce

NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTD BY APPLICABLE LAW,
HCI DISCLAIMS ALL OTHER WARRANTIES AND CONDITIONSEITHER EXPRESS OR
IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSH,ITLE, AND NON-
INFRINGEMENT, WITH REGARD TO THE SOFTWARE PRODUCAND THE PROVISION OF
OR FAILURE TO PROVIDE SUPPORT SERVICES. THIS LIMIDBWARRANTY GIVES YOU
SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH XRY FROM
STATE/JURISDICTION TO STATE/JURISDICTION.

LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERM ITTED BY APPLICABLE
LAW, IN NO EVENT SHALL HCI OR ITS SUPPLIERS BE LIABE FOR ANY SPECIAL,
INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHABOEVER (INCLUDING,
WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS RBFITS, BUSINESS
INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANOTHER PECUNIARY LOSS)
ARISING OUT OF THE USE OF OR INABILITY TO USE THECF-TWARE PRODUCT OR THE
PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICEYEN IF HCI HAS BEEN
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANYASE, HCI'S ENTIRE
LIABILITY UNDER ANY PROVISION OF THIS SALA SHALL BELIMITED TO THE GREATER
OF THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWAREPRODUCT OR U.S.$5.00;
PROVIDED, HOWEVER, IF YOU HAVE ENTERED INTO A HCI3PPORT SERVICES
AGREEMENT, HCI'S ENTIRE LIABILITY REGARDING SUPPORBERVICES SHALL BE
GOVERNED BY THE TERMS OF THAT AGREEMENT. BECAUSE S STATES AND
JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATON OF LIABILITY, THE
ABOVE LIMITATION MAY NOT APPLY TO YOU.
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Contacts form, 32

Coord. Comments, 38, 41, 42
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31, 32, 33, 38, 39, 40, 41, 42, 44, 55, 69, 70

Counselor comment, 18, 31, 33, 40, 41

Counselor list, 17

Course credits, 26

Course number, 38

Cous and Coord, 42

Current grade level, 18, 19
Current Tutor, 40

D

Data conversion, 8, 13, 16, 31, 52, 53, 70, 71,
76,77

Data entry form, 7, 18, 70

Data file, 6, 7, 8, 9, 10, 11, 12, 16, 44, 45, 46,
47, 48, 49, 50, 52, 53, 55, 56, 58, 60, 64, 67,
69, 70, 71, 72,73, 74,75, 76, 77

Data file location, 11, 44, 48, 49, 53, 72, 74, 75

date, 26, 33, 37, 38, 39, 40, 43, 46, 80

Date, 26, 33, 37, 38, 39, 43

Default term, 12, 13, 14, 15, 17, 20, 77

Delete student(s), 19, 20

Demographics, 2, 18, 25

Desktop, 9, 47, 52, 73

Downloads page, 9, 47, 73

Dropdown list, 14, 16, 17, 20, 25, 26, 30, 31, 32,
34, 35, 37, 38, 40, 41, 42, 43, 67

Dropped?, 38

Duration, 33, 80

E

Email, 4, 8, 18, 37, 52, 71
Email multiple students, 20
End of term, 14
Enroliment status, 18, 19
Ethnicity, 37

Executable, 9, 47, 73
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Firefox, 47
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Gender, 37

Generator password, 13, 15, 16, 17, 19, 20
GPA, 18, 19, 26, 27

Graduation status, 27

Graphical User Interface (GUI), 6, 7, 69, 70
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Heiberg Consulting, Inc., 2, 4, 8, 9, 13, 16, 31,
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Heiberg Consulting, Inc. (HCI), iii, 2, 8, 13, 16,
31, 47,51,54,70,71,72,73,78, 79, 80
High school, 26, 27
Hours wanted, 37

Information technology professional, 8, 9, 53
Initialize StudentAccess, 12, 13, 20, 77
Instructor, 39

K
Keycode, 3,9, 47, 72, 73

L

Letter Generator, 16, 20
Letter(s), 1, 20

License Agreement, 2, 78
Local computer, 70, 71, 77
Lock Counseling links, 20
Lock Student links, 20
Lock Tutoring links, 20

M
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Mozilla, 9, 47, 53, 72

Multiple Student Tool (MST), 12, 13, 77

Multiple Student Tool password, 12, 13, 77
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My Computer, 11, 45, 49, 71, 74
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Password-protected, 19, 20
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Reason, 33, 80

Record tutoring hours, 2, 42

Referrals, 33

Reporting SID (Reporting Student Identifier), 24
Reports menu, 19, 21

Requests for Current Working Student, 39

S

SA2000Data.mdb (StudentAccess data file), 53,
56, 72, 74

Section number, 39

Services utilized, 1, 13, 18, 20, 25, 28, 29, 30,
34, 43

Shared computer, 6, 7, 8, 9, 10, 44, 48, 73

Single-user, 2, 5, 69

Social Security Number (SSN), 37

Sort by, 42

Staff, 16, 31, 39, 40

Student courses, 13, 18

Student list, 21, 23, 40, 76, 77

Student menu, 16, 18, 19, 21, 24, 25, 26, 29, 30,
32, 33, 37, 40, 43, 54, 67

Student report(s), 21

StudentAccess data file, 6, 7, 8, 9, 10, 11, 12, 16
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58, 59, 60, 61, 63, 64, 65, 67, 69, 70, 71, 72,
73, 74,75, 77

StudentAccess listserve, 51

StudentAccess Support, 3, 12, 47, 51, 77

StudentAccess Web site, 9, 72

Student-counselor contact(s), 21, 31, 32

Student-tutor matches, 20

T

Term Credits Attempted, 26

Term information, 18, 23, 25, 26, 29, 30, 34, 43
Term to view, 37, 39

Test score(s), 18

Title, 79

Tutor status, 37

Tutoring hours, 1, 34, 43

Tutoring menu, 18, 19, 36, 39, 40, 41, 42, 67
Tutoring request report(s), 21
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Tutoring request(s), 2, 6, 7, 13, 19, 21, 31, 34,
36, 37, 38, 39, 40, 41, 42, 44, 52, 55, 69, 70
Tutoring requests form, 37, 40, 41

U

U.S. Citizen, 37

Update and Review Default Values, 17, 32, 34,
35

Update StudentAccess, 5, 10, 44, 48, 52, 55, 73

Utilities menu, 18, 19, 67

Utility, 18, 19, 20, 67

\Y

Veteran(s), 1, 18, 25
Veteran(s) information, 18
Visa type, 37

Visa Type, 37

Web browser, 47

Web site, 3, 9, 72

Welcome Screen, 14, 15, 17, 19, 23, 24, 25, 26,
29, 30, 32, 33, 34, 35, 36, 37, 40, 41, 42, 43,
44, 45,53, 76
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