Using Microsoft Access
to Put a
Friendlier Face on

R\Tx

Educanmn
Inf nnnanﬂn
System

Wu:t

lcasini@access.k12.wv.us



Choose Student Add-On ltems

& SSS

File Edit

Transfer Appearance  Communication

Support | |ndes

18:49:41 12729001030
Ref: ACS. 002 .01

5
PrtSem
G/15/05
ACS

HANCOCK COUNTY SCHOOLS
HANCOCK COUNTY $SMS STAFF WORK AREA

FY 05

MENU SMWCOO: COUNTY COORDINATOR - SMS, SAS, SGS,

STUDENT
STUDENT
STUDENT

MANAGEMENT SYSTEM
ATTENDANCE SYSTEM
GRADING SYSTEM

SMWOOC
SAWOOC
SGSO00

STUDENT SCHEDULING SYSTEM- HITH HUTD SCHEDULER SSWOSC
SGS20C
SMSCTI
CS0000
WVRLOO
WVRRPT
WVRPRG
AOSOOO
WVRODO
WVRODS1
WVRODS2

WVROD53

COUNTY CONTACT SMS DATA INTEGRITY MENU

1
2
3
4.
5. COUNTY CONTACT SMS PROCESSES
6
7. CIMS SCANNING OPERATIONS

8

WVEIS LUNCH ROOM PROGRAMS .
9. WV STUDENT DATA CUSTOM REPORT MENU
A0, WM _STUDENT _DATA _CUSTOM _PROGERAM__MENL__.
STUDENT ADD-ON ITEMS
12. STUDENT ENROLLMENT
13. STUDENT ENROLLMENT
14. TESTING PRE-SLUG -
15. TESTING PRE-SLUG -

SCHDDL LEVEL
COUNTY LEVEL
LEVEL
LEVEL

SCHOOL
COUNTY

Option or Menu Item

MATIOWMAL COMPUTER SYSTEMS 1992




Choose Student Records Add-on

File Edit Transfer Appearance Communication “Window  Help

' Dizplay

=

PitScimn ] 1\ ay Juit Ex

6/15/05 FY 85 HAWNCOCK COUNTY SCHOOLS 18:54:00 129001030
HANCOCK COUNTY SMS STAFF WORK AREA Ref: ACS. 002 .01

MENU AOSOOO: STUDENT ADD-ON ITEMS

SETUP_AND._DEFINITIONS _(ADD-ONM_IJTEMS). . . . . AOS100
STUDENT RECORDS (ADD-ON ITEMS) Ce e AODSZ200
ATTENDANCE (ADD-ON ITEMS) . . . AOS300
SCHEDULING AWND REGISTRATION (HDD DN ITEMS) . ADS400
GRADING (ADD-ON ITEMS) e AOSS00
GRADEQUICK INTERFACE Ce e AOSB600
PROGRAMS FOR TEACHER USE e A0S 800

Change Assignment
Signoff

Option or Menu Item




Download Student Info to PC/Network

File Edit Transf

6/15/05 FY 05 HANCOCK CDUNTY SCHDDLS 18:56:09 I29001030
ACS HANCOCK COUNTY 5SMS STAFF WORK AREA Ref: ACS.002 .01

MENU AOS200: STUDENT RECORDS (ADD-ON ITEMS)

Update Attributes Using Student Lists

Mass Change Teacher IDs .

Update Student Info Using Student L15t5
Print Student Index Cards

Vocational Students Listing

Download 5tudents to ICLHS!SChDDIVlew
Download Students to Circulation Plus V7. 82
Download Students to Unison V1.5

Download Student Info to PC/Network .. .

“10 "Print T CutIsheet Student?Guardian Labéls

11. Student Letter Formats

12. Student Letter Processing .

13. Download a Report to PC ASCII Flle . .
14. Update Registration Data Using Student L15t5
15. Mass Change Course Number

o~ 0 I N

Option or Menu Item 9




=i Display
File Edit

6/15/0% FY 5 HANCOCK COUWNTY SCHOOLS
Download Student Info to PC/Network Ref: A0S .595P .01

A0S

You will need to create a new one.

Tranzfer Appearance Communication Mindow  Help

18:58:08 129001030

Opt

Download Definition

F3=Exit

OGHS CLASS OF 99

WHS CLASS OF 99
ADDRESS INFO BY HR
ALL STUDENT DATA
APPLESEEDS REPORT
BD-LD ADDRESSES
COUNTY

DC DOWNLOAD

DIRECT CERTIFICATION
EDULOG 2004

HANCOCK PRC LABELS
HCS MAILING LABELS
HCS STUDENT INFO 2K
ID CARD DOWKWLOAD

JDR ALLDATA DOWNLOAD

FA=1Index

Options:

OGHS ALUMNI ADDRESS/PHONE LIST

WEIR HS ALUMNI ADDRESS/PHONE LIST

HR ROSTER WITH ADDRESS AND PHONE

TABLE DOWNLOAD OF ALL AVAILABLE DATA
DOWNLOAD OF APPLESEED INMFORMATION

BD AND LD STUDENT ADDRESSES

GOVERNOR'S REQUEST

DIRECT CERTIFICATION MERGE INFORMATION
DOWNLOAD FOR DIRECT CERTIFICATION EDIT
DOWNLOAD OF EDULOG INFORMATION FY 2003
DOWNLOAD NAME AND ID FOR PRC LABELS
STUDENT DATA FOR COUNTY MAILING LABELS
BASIC STUDENT INFORMATION HCS 2002

ID CARD DOWNWLOAD

JDRCC ALLDATA DOWWLOAD GR. 9-12

A=Add, C=Change, D=Delete, L=Lookup, R=Run




Choose your options as below.

File Edit Transter Appearance Communication A
=
PrtScre h
6/15/05 FY 5 HANCOCK COUNTY SCHOOLS 19:00:38 129001030
A0S Download Student Info to PC/Network Ref: A0S .596P .01

=i Dizplay

District: Q29 School: Download definition: ALL STUDENT DATA
Description: TABLE DOWNLOAD OF AlLlL AVAILABLE DATA

A comma delimited record will be created for each selected student. Each
record will contain the fields you select on a subsequent screen.
Optionally, you may create " record (which contains the names of
the selected fields) and pr 1% a field names list. Both of these options
wodld be useful if you plan tcuse the file for Word mail merges and may
be useful for importing the figde to other PC applications.

Create a header record? ¥ Print a l1list of field names? N
Download option:

Automatic: DOS-based with shared folders and Organizer
Semi-automatic: prompted to run interactive file transfen

Below, specify the full PC path and file name of the target file.
c:\wveistalldata. txt

Fl1Z2=Cancel




Additional Options Available

=l Digplay

File Edit Tranzfer Appearance Communication A Wwindow Help

6/15/05 FY 5 HAMCOCK CDUNTY SCHOOLS 19 BS 24JIZQDDIDBB
A0S Download Student Info to PC/HNetwork Ref: A0S .596P .02

District: 029 School: Download definition: ALL STUDENT DATA
Description: TABLE DOWNLOAD OF ALL AVAILABLE DATA

Sort by:
School, then student name

Student number (only allowed if selecting whole school)

Limit to:

(first letter of student last name)

10}

Q.

FA=Index Fl1Z2=Cancel




Select Fields (F6 gets standards)

=i Display =

File  Edit Appearance  Communicati

6/15/05 FY 5 HAMCOCK COUNTY SCHOOLS 19:07:59 129001030
A0S Download Student Info to PC/Network Reft: A0S .596P .03

District: 0029 School: Download definition: ALL STUDENT DATA
Description: TABLE DOWNLOAD OF ALL AVAILABLE DATA

Select desired fields by placing sequence numbers in front of them.

Segqif Field Name Segqf Field MName
10 Student Last MName 130 Student File 1ID
20 Student First Name 140 Social Security Number
30 Student Middle Initial 150 Locker Number
40 Current District 160 Homeroom Number
50 Current 5chool 170 Homeroom Teacher 1D
60 Current Class 180 Homeroom Teacher Name
0 Sex 190 Morning Bus
80 Birth Date 200 Afternoon Bus
90 Age in Years 210 Date First Enrolled
100 Months Since Birthday 220 Student Phone Humber
110 Birth Place 230 Guardian Last Name
120 Birth State/Code 240 Guardian First Name

More. ..
F6=Select All Standard Fields F8=De-5Select All F9=Renumber Fl1zZz=Cancel
Make changes or press Enter to confirm selections.




Select Additional Fields

File Edit Transfer Appearance Communication Window Help

|_E_|1-| . |t 14| [oo] % @ ;
Copy azte R |y (it Clipbrd | Support | |

6/15/05 FY 5 HANCOCK COUNTY SCHOOLS 19:07:59 129001030
A0S Download Student Info to PC/Network Ref: A0S .596P .03

=l Display

District: 029 School: Download definition: ALL STUDEWT DATA
Description: TABLE DOWNLOAD OF ALL AVAILABLE DATA

Select desired fields by placing sequence numbers in front of them.

Segd Field HName Segdh Field HName
250 Guardian Title 370 Year of Graduation Attribute
260 Spouse Last Name 380 MNatiwve Language Attribute
270 Spouse First Name 390 Ethnic Group Attribute
280 Spouse Title 400 Transportation Attribute
290 Residence Address 410 Graduation Plan Attribute
300 Residence City 420 Career Cluster Attribute
310 Residence State 430 Title 1 Attribute
320 Residence Zip Code 440 504 STUDENT RECEIVES 504 S Tag
330 Mailing Address 450 LC LOCKER COMBINATIONS Tag
340 Mailing City - 460 AUP ACCEPTABLE USE FORM ON Tag
350 Mailing State 2 470 VOC Tag Category
360 Mailing Zip Code 2 WV Mentor Attribute
More. ..
F6=Select All Standard Fields F&8=De-5Select All F9=Renumber Fl1Z2=Cancel
Make changes or press Enter to confirm selections.

Ml 01/001




File=  Edit Transfer Appearance Communication .

6/15/05 FY TY SCHOOLS 19:07:59 I29001030
A0S Download Student Info to PC/Network Ref: A0S . 596P .03

District: 029 School: Download definition: ALL STUDEWT DATA
Description: TABLE DOWNLOAD OF ALL AVAILABLE DATA

Select desired fields by placing sequUence numbers in front of them.

Field Name Field Name
Pathway Attribute CH Tag Category
Medically Fragile Attribute CHG6 Tag Category
AB Tag Category CHY Tag Category
ABS Tag Category CH& Tag Category
ALG Tag Category CI¥ Tag Category
AMYT Tag Category CIa Tag Category
AMS Tag Category DIS Tag Category
ATH Tag Category EXC Tag Category
BEDS Tag Category FRY Tag Category
BDG Tag FR& Tag Category
BDY Tag Category HE Tag Category
BDS8 Tag Category KE Tag Category
More. ..
F6=Select All Standard Fields F8=De-Select All FO9=Renumber F12=Cancel
Make changes or press Enter to confirm selections.

Ml 01/001




Run the Download

File Edit Transfer Appearance Communication

28 Dizplay

6/15/05 FY 5 HAWMCOCK COUNTY SCHOOLS 19:10:53 129001030
A0S Download Student Info to PC/Netuwork Ref: AO0S.595P .01

Download Definition

Description

0OGHS CLASS OF 99
WHS CLASS OF 99

APPLESEEDS REPORT
BD-LD ADDRESSES
COUNTY

DC DOWNLOAD

DIRECT CERTIFICATION
EDULOG 2004

HANCOCK PRC LABELS
HCS MAILING LABELS
HCS STUDENT INFO 2K
ID CARD DOWNLOAD

JDR ALLDATA DOWNLOAD

OGHS ALUMNI ADDRESS/PHONE LIST
WEIR HS ALUMNI ADDRESS/PHONE LIST
HR._.ROSTER WITH ADDRESS AND PHONE

TABLE DOWNLOAD OF ALL AVAILABLE DATA
DOWNLOAD OF APPLESEED INFORMATION

BD AND LD STUDENT ADDRESSES

GOVERNOR 'S REQUEST

DIRECT CERTIFICATION MERGE INFORMATION
DOWNLOAD FOR DIRECT CERTIFICATIOMW EDIT
DOWNLOAD OF EDULOG INFORMATION FY 2003
DOWNLOAD NAME AND ID FOR PRC LABELS
STUDENT DATA FOR COUNTY MAILING LABELS
BASIC STUDENT INFORMATION HCS 2002

ID CARD DOWNLOAD

JDRCC ALLDATA DOWNLOAD GR. 9-12

F3=Exit FA=Index Options: A=Add, C=Change, D=Delete, L=Lookup,

Ml




Now do a Data Transfer

=i Display

File Edit Transfer Appearance Communication Window Help

Prompt to Run Interactive Download Ref: A0S.597 .01

The requested AS/400 data has been formatted and prepared. It 1is now ready
to be downloaded.

Please toggle to your file transfer program and specify to transfer the

following file:

From AS/400: Library name: ADDONSTU aka
File name: PADS595 library/file (member)
Member name: LACZ9001 ADDONSTU/PAOS595 (LAC29001)

To PC or IFS: File name: c:huwveishvalldata. txt

After your file transfer program has run, toggle back to this screen and
press Enter to continue.




Data Transfer Configuration

30 | _lo/x|

Bl B n] &= G %% &0 8] @8
PrtScr [ Exit Emibdsll Copp | Paste Send | Recw Digplay [ Color b ap Fecord | Stop Flay it Clipbrd | Support| Index

.01

ile Details

ASA400
System name: 10.140.248.3 ﬂ

ADDONSTU/PA0SE95[LAC23001) J Browse...

Output P file

" Create new file

o Ovenarite existing file File narme:

(" Append to existing file J

File type: Data Options. .. |
ASCI Text >|  Detais

Tranzlate EBCDIC to )

f+ ASC

put device; | File ﬂ Details. .. |
File name: |CAwWYEISRALLDATA, TXT Brawse...

PC file description file

[ 5ave transter descrphiore

Farmat Options...

Transfer data from AS /400

o]

Cancel |




Convert CCSID - Important

Qﬂ.
= EA| B D P2 %
PrtScm | Exit E witdll Copy Fazte Send | Recw Diizplay

e Y et O W el M=
Stop Flay Cluit Clipbrd

@

Support

Index

Prompt t'ﬁ
The reguested AS/400 dat
to be down 1 oac|Properties

Please toggle
following filg

[ Check far untranslatablz fields
From AS/400: r

To PC or IFS:

10.140.2458.3

ADDOMSTUAPADSES5LAC2I001)

J Browse...
[~

[ata Options. . |

File:

ﬂ Details...

o veizhalldata. tut

Browsze,

Format Optiohs. .

After your fi

Transter data from AS /400

Ok | Cancel
press Enter tg ki

=10} x|

.01




Data will be transferred as Text

=10l x|

Prompt to Run Interactive Download Ref: A0S5.597 .01

The requested AS/400 data has been formatted and prepared. It is now ready
to be downloaded.

Please.togg}e to your file LM an s f Qo - transfer the
following fTile:

Receiving data from AS /400,

Received record 344

From AS/400: Library name:
File name:
Member name: Cancel

To PC or IFS: File name: c:hiwveishvalldata. txt

After your file transfer program has run, toggle back to this screen and
press Enter to continue.




Data Transfer Complete
Now Start Microsoft Access

The requested AS/400 dat DW reac
to be downloaded. - I

Grotao . |4.-.4 e j
Please tD(_:](_:]]_E to your Fi Transfer to File Complete

following file: : } Browse...

Tranzfer statishics:

[ ata Optiohz. .. |

From AS/400: Library Rows transferred:
File nan

Member rl  Detais..

To PC or IFS: File nan i .m..“‘.mw“ Browse. ..

Farmat Ophiohs... |

After your file transfer Transfer data from A5 /400
press Enter to continue.

A b

onnected to remote serverhost 100140, 248, 2 uzing port 23




File, New, Save Blank Datab

Kl Microsoft Access

Gek External Data

Close

Save Chrl+5
Save As..
RO

File Search...

Web Page Preview

File MNew Database

| B My Documents

v

@ @@ X i &~ oo

Page Setup...
Print Prewview

Print. .. Chrl+P

Send To

1 BOSShconcerto list.mdb

Exit

Ready

My Recent
Documents

My Docurnents

Ml Mebwork,
Flaces

ICIBDss

I County Tech Plan 2003
|CTIDELL STUFF

IioPE

EﬂGDTD.ﬁ.ssist

I=ahkml

IHISTE

ICILOOKATLAN
ICIMEDIA

ICTaMy Caphivate Projects
My Daka Sources
ISy eBooks

My Music

My Pictures

ISy PSPE Files

{_ | 11T

[CIMew Folder
[Cishareit! - element S - The e-way of softwa
| skateBOE

| Transcript Labels 2002
[ TRAMSCRIPTS
@Transcripts 2003
[ChwvELS

EaLloaTa

(2] ALLSTUDENT

] dhi

Fu:urmula Test

B sEMIORITY 2002

Bl sTUDATFY03

| ¥

File name:

|H.':'.I"-.ICOCK_F'.LLDF'.TF'.

/ Y E Creake J

Save as bype: |Miu:ru:usu:uFt COffice Access Dakabase

Cancel

aSe

CEX

Tvpe a question for help =

o —

New
l| Blank database. .,
@ Blank data access page...

ﬁ Project using existing data. ..
Iﬁ Project using new data. ..
Eﬂ From existing file. .,

Templates
Search online For:

Go

E& Templates an Office Online
O my compuker., .




Microsoft Access

Edit  Miew Insert  Tools  MWindow  Help

] e Wi Ryl g o B B oo | a2 E | @
[ Open... ChrH0

‘ v | %l Import... file format) |:||E X|
|=h=_'l Link Tables. .. . -
d Choose the File to Link
E kable by using wizard
E kable by entering data
Ie.
= Chrl+P
3
Database Properties

1 HAMCOCK_ALLDATA, mdb

2 BOSShcancerto list.mdb

lookin: || WYEIS v @ @@ X i B - Tooks~

alldata
test2

Exit

b
=

Q File name: | . | L Linlé J

Ml Mebwork,

Places Files of type: |Text Files v | Cancel )




%)

BS Link Text Wizard

Your data appears to be in a 'Delimited’ Format. IF it isn't, choose the Format that more
correctly describes vour data.

{E};gelimited - Characters such as comma or tab separate each field

{:}.Fixed Widkh - Fields are aligned in calumns with spaces between each fig

L
fu
=

ple data Fram file: CWYEISIALLDATA, TET,
lname, fname, minit,district,school,class, sex, bhirthdat
"‘ﬁ‘bhnttﬂ; "HD]‘.’gan"; "H"; "ng"; "2']1"; "DS "J' "F".r "Dl.l"lz'_l".l'll 19
"Abbl:‘t-t-"; "HhitnE‘_ﬂj"", "L".r "ng"; "2']1"; "NK"; "F".r "Dgll,l'zzll,l' 1
"Aguiar"; "JDShua"; "H".r "ng"; "2']1"; "Dl"; "H".r "Dgll,l'zljl.,l' 19
"Alat-is"; "Kata]‘.‘ina"; ""J' "ng"; "201"; "DS "J' "F"; "11II,I' 1"I,|l.,l' 1
"ilboszta”, "Gabriella®, "B, "0zZ9", "201", "0z, "F",

What delimiter separates vour fields? Seleck the

T g B Link Text Wizard
is affected in the preview below,
C
Choose the delimiter that separates your fiel

() Tab () Semicolon {(®) Comma

R R ERE

propriate delimiter and see how vour bext

() Space () Other: |:|

First Riow Caontains Field Mames Texk Qualifier:

1 name fratme wminit |district [school |class
/ Bhhott O an pza 01 03 =

hbbott hitney nzo EO1l I

lhouiar oshua nzo EOl o1

lblatis atarina 029 o1 k]

blhos=zta abriella 029 Eol o=

lWimendo la ichasla o= 201 ] j

I - ol
Cancel ] [ < Back l Mext = ][ Einish ]




BS Link Text Wizard

Field Opkions
Field Marne: Data Type: |Text

You can specify information about each of the fields wou are importing.  Select Fields in the
area below, vou can then modify field information in the 'Field Options' area.

[ ] Do not impart Field (Skip)

3

wminit |district [school |class
nza EO1
nzo EO1l
nzo EOl
nzo EOl
nzo EO1l
nz9 B0l

< |
Cancel ] l < Back I Mext =

Link Text Wizard

JJ) Finished linking table ‘aldata’ ta file 'C:\wWAWELS) alldata. bt

Now Ready to Go!!

Defaults are OK Here

That's all the information the wizard needs ko link to your daka,

Linked Table MHame:
0lldata

/\

Name the Linked Table

(1o fv Help after the wizard is finished.

[ Cancel ] [ < Back




Microsoft Access

. File

Edit  Wiew Inserk

Tools  ‘Window  Help

f& HANCOCK_ALLDATA : Database {Access 2000 file format)  [= |[B][X]

Uopen B Design  SIMew | X | 2o e |EE|EE

Cbjects

Tables

Queries
Farms
Feporks
Pages

Macros

E
=
5
2

o

Modules

Groups

%] Favoarites

L]
E]
E]

+ i

i_reate table in Design wiew
reate kable by using wizard

Create table by entering data

alldata

Notice Arrow Indicating Linked File




Suggestions

* Place Data File on Shared Network Drive
— Only one user at a time, but many can access

e Create Front End to simplify tasks
— Examples to Follow

« Remember to do the download daily

— Download only, not upload — Still must do
regular WVEIS upkeep.

— Dally update keeps the data current.

www.hancockschools.org



